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District Information 
About the Employee Manual 

This manual is a reference for your use in understanding District policies and 
procedures. This manual is not an employment contract nor does it create contractual 
obligations. It is your responsibility to read and understand this manual. The District 
has the right to add to, discontinue or modify any provision, procedure, or employment 
benefit. If you have a written employment contract with the District, your employment 
is governed by the terms of said contract. 

If you do not have a written employment contract with the District, your employment is 
at-will. This means that your employment and the terms and conditions of employment 
may be changed with or without cause and with or without notice, including but not 
limited to termination, demotion, promotion, transfer, compensation, benefits, duties 
and location of work. Your status as an at-will employee cannot be changed except 
through a written agreement signed by the superintendent or his/her designee. 

Letter from Superintendent  
On behalf of the Board of Education and the Independence School District, we welcome 
you to the 2026-2027 school year. 
 
Your role is very important to the Independence School District and we appreciate your 
decision to join our staff. Included in this handbook is information that will answer 
many of your questions regarding the practices and services of the School District. If you 
have other questions, please contact Dr. Anthony Robinson or Dr. Brett Playter. 
 
We hope that you enjoy working with the teachers, students, parents, and 
administrators. We appreciate you sharing part of your life with our School District and 
look forward to working with you during the 2025-2026 school year. 
 
Best Wishes, 
Dr. Vickie MurilloDale Herl 
Superintendent of Schools 
 
Mission and Vision C-110-E  
The mission of The School District of the City of Independence District No. 30 is: By 
providing a quality education, the Independence School District will ensure that each 
learner will achieve the skills and self-confidence to be successful in an ever-changing 
world.  

Vision: A community united to improve the quality of life through education. 
 
Board of Education:  
Anthony Mondaine, President 
Wendy Baird, Vice President 
Brandi Pruente, Treasurer 
Carrie Dixon, Director 
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Justin Durham, Director 
Jill Esry, Director 
Sarah Wimberley, Director
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Goals 2025-2029 
 
 

 

Map of the Independence School District: The latest school locations and boundary 
maps can be viewed at: https://www.isdschools.org/boundary-maps-2/  

 

District Administration:  
 
Superintendent:        Dr. Vickie Murillo 
Deputy Superintendent of Instructional ServicesInterim Superintendent    
 Dr. Cindy Grant 
Deputy Superintendent of Operations      Dr. Lance Stout 
Director of Human Resources       Dr. Anthony Robinson 
Director of Human Resources       Dr. Brett Playter  
Assistant Superintendent: Middle School and High School   Dr. Randy Maglinger 
Assistant Superintendent: Curriculum, Instruction/Assessment   Dr. Pam Boatright 
Assistant Superintendent: Elementary Education    Mr. Kevin Lathrom 
Director of Technology        Mr. Todd Theen 
Director of Special Services       Ms. Amy Chappell 
Director of the FoundationCoordinator of Foundation      
 Ms. Debra Campbell 
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Director of Public Relations       Mrs. Alicia ChavezMrs. 
Megan Murphy 
Director of Benefits and Business Office      Mrs. Mardie Gardner 
Chief Financial Officer        (New Hire)Mrs. Mardie 
Gardner 
Financial Analyst        Dr. Dale Herl 
Director of Business and Benefits      Mrs. Mardie Gardner 
Director of Youth Development and Education     Ms. Erica Smith 
Director of Neighborhood Family Services     Ms. Nicole Seqgueira 
Director of Facilities Services       Mr. Greg McGhee 
Director of Nutrition Services       Mr. Brad Kramer 
Director of Transportation Services      Mr. Daryl Huddleston 
Director of Health Services       Mrs. Lori Halsey 
Director of Public Safety        Mr. Peter ScottKennon 
Jarnagin 
Director of Head Start        Mr. Phong Nguyen 
Director of Technology        Mr. Todd Theen 
 
Media Releases: These are to be directed to the Director of Public Relations. 
 
School Information:  
Elementary Schools 

School Principal Secretary Address City Zip Phone # 
Benton Montel Evans Whitney 

Maga 
429 S. 
Leslie St. 

Indep 64050 521.5390 

Blackburn Lindsey 
GiraldoRoy King 

Rachel 
LaPlante 

17302 
R.D. Mize 
Rd. 

Indep 64057 521.5395 

Bryant Kerri Lacy Heather 
Nordsieck 

827 W. 
College St.  

Indep 64050 521.5400 

Cassell 
Park 

Carey Davis Karla 
Ramirez 

10401 E. 
31st St. 

Indep 64052 521.5540 

Fairmont
@ ML 

Nicholas Younts 
Kayla O’Sullivan 

Christina 
Fillpot 

120 N. 
Cedar 
Ave.613 S 
Main St. 

Indep 640503 521.5405 

Glendale Tierney Solis Vai Poli 2611 Lees 
Summit 
Rd. 

Indep 64055 521.5510 

Korte Troy Sawyer Cathy Cash 
Anna Olson 

2437S. 
Hardy 
Ave. 

Indep 64052 521.5430 

Little Blue Joe Armin Lori Clausen 2020 
Quail 
Drive 

Indep 64057 521.5480 

Luff Abigael Biehl Cherly 
Moore 
Breanna 
Haynes 

3700 S. 
Delaware 
Ave. 

Indep 64055 521.5415 

Mallinson Sarah Brown Kimberly 
Eib 

709 N. 
Forest 
Ave. 

Sugar 
Creek 

64054 521.5530 

Mill Creek Lindsey Miller Chasity 
Hursman 

2601 N. 
Liberty St. 

Indep 64050 521.5420 
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Ott Kim Killbreth Deb Koepke 1525 N. 
Noland 
Rd. 

Indep 64050 521.5435 

Procter Amy Hawley Pam 
Fogliani 

1403 W. 
Linden 
Ave. 

Indep 64052 521.5440 

Randall Sarah Jones Heather 
Rhodes 

509 
Jennings 
Rd. 

Indep 64056 521.5445 

Santa Fe 
Trail 

Amanda Spight Rebecca 
Whitlatch 

1301 S. 
Windsor 
St.  

Indep 64055 521.5450 

Spring 
Branch 

Stephanie 
Merriott 

Colleen 
MartenMeli
ssa Saylor 

20404 E. 
Truman 
Rd.  

Indep 64056 521.5455 

Sugar 
Creek 

Sarah Brown Stephanie 
Spiers 

11424 Gill 
St.  

Indep 64054 521.5460 

Sycamore 
Hills 

Kevin Drinkard Tiffany 
Scott 

15208 E. 
39th St. 

Indep 64055 521.5465 

Three 
Trails 

Jillian Brownell Mercedes 
Hack 

11801 E. 
32nd St. S 

Indep 64052 521.5470 

William 
Southern 

Molly Roady Michelle 
Polston 

4300 S. 
Phelps Rd. 

Indep 64055 521-5475 

Hanthorn Sarah Lattimer Greg Muller 1511 S. 
Kings Hwy 

Indep 64055 521.5485 

Sunshine 
Center 

Melissa Carver Dawn 
Russell 

18400 E. 
Salisbury 

Indep 64056 521.5526 

 
Middle Schools 

Bingham Matt 
Stacey 

Teresa 
Roberts 

1716 S. 
Speck Rd. 

Indep 64057 521.5490 

Bridger Grant 
Hargis 

Marla 
Trahern 

18200 E 
M-78 Hwy 

Indep 64057 521.5375 

Nowlin Lori Mertz Sara Cline 2800 
Hardy 
Ave. 

Indep 64052 521.5380 

Pioneer 
Ridge 

Justin 
Hargens 

Elaina Baker 1656 S. 
Speck Rd. 

Indep 64057 521.5385 

 
High Schools 

William 
Chrisman 

Denise Textor Monica 
Sullivan 

1223 N. 
Noland 
Rd. 

Indep 64050 521.5355 

Indep 
Academy 

 Stacy Smith Lauren 
Graves 

600 W. 
Mechanic 
Ave. 

Indep 64050 521.5505 

Truman Ronda Scott Nicole 
Herod 

3301 S. 
Noland 
Rd. 

Indep 64055 521.5350 

Van Horn Justin Woods Tiffany Lane 1109 S. 
Arlington 
Ave. 

Indep 64053 521.5320 
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School Start/Dismissal 
 
Tier 1 Routes 

Schools Starting Dismissal 
Truman, Van 
Horn, William 
Chrisman, 
Bridger, 
Independence 
Academy HS 

7:10 am 2:55 pm 
 

 
Tier 2 Routes 

Schools Starting Dismissal 
Bingham, 
Nowlin, 
Pioneer, 
Benton, 
Procter, 
Randall, Santa 
Fe 

8:05 am 3:50 pm  

 
Tier 3 Routes 

Schools Starting Dismissal 
Blackburn, 
Bryant, Cassell 
Park, 
Fairmount, 
Glendale, 
Korte, Little 
Blue, Luff, 
Mallinson, Mill 
Creek, Ott, 
Southern, 
Sycamore, 
Three Trails, 
Spring Branch, 
Sugar Creek 

8:50 am 4:35 pm  

 
Other Locations 

Schools Starting Dismissal Days of Operation 
Sunshine 
Center, 
Truman Early 
Ed 

7:00 am 
 

5:00 pm 
 

Monday-Friday 

Hanthorn 8:50 am 4:35 pm Tuesday-Friday 
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Academic and Employee Calendars I-100-E 
ISD Employee Calendars are located on the District Portal. 
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Complaints or Concerns C-120-E 
Effective communication helps avoid and resolve many complaints, concerns, 
misunderstandings and disagreements. Individuals who have a complaint or concern 
should discuss their concerns with the school personnel involved in the issue at hand in 
an effort to resolve problems. This step will usually involve communicating directly with 
the person or persons with whom the complainant has a concern. This step may be 
skipped when the complainant in good faith believes that speaking directly to the person 
would subject the complainant to discrimination, harassment or retaliation.  
 
This step may also be skipped if the complainant in good faith believes that any law or a 
District policy or written rule has been violated. The District has adopted specific 
procedures for investigation and resolution for complaints or concerns as required by 
specific and varying laws that are applicable to the District. The District’s Compliance 
Officer should be contacted with any complaints or concerns that any law or District 
written rule has been violated, including but not limited to, laws relating to: civil rights, 
including discrimination, harassment, and retaliation; special education matters 
including the IEP and 504 processes and services; federal programs and related 
services; bullying; and The Family Educational Rights and Privacy Act, including 
student records and confidentiality.  
 
When communicating directly with the school personnel involved in the issue does not 
resolve matters satisfactorily, or if it is appropriate to skip the first step as described 
above, a complainant should consult with the District’s Compliance Officer who will 
direct the complainant to the appropriate process for resolution of the complaint. The 
District designates the following individual to act as the District’s Compliance Officer: 
 
 Name:   District Compliance Officer 
 Address:  201 North Forest Avenue, Independence, Missouri 64050 
 Phone #:  (816) 521-5300 
 Fax #:   (816) 521-5619 
 Email Address:  compliance@isdschools.org  
   
In the event the District’s Compliance Officer is unavailable or is the subject of a report 
that would otherwise be made to the Compliance Officer, reports should instead be 
directed to the alternative Compliance Officer: 
 
 Name:   Director of Human Resource 
 Address:  201 North Forest Avenue, Independence, Missouri 64050 
 Phone #:  (816) 521-5300 
 Fax #:   (816) 521-5619 
 Email Address:  compliance@isdschools.org 
 
All complaints of violation of any law or a District policy or written rule will be promptly 
investigated by the District, and appropriate action will be taken. Complainants are 
strongly encouraged to provide their concerns in writing. If a complaint against the 
Superintendent is substantiated, the Board will be notified. 
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Staff Dispute Resolution   
The Board of Education recognizes that in any workplace misunderstandings and 
disputes arise. If left unresolved, these disputes could undermine staff morale and can 
interfere with the educational mission of the District. The Board has adopted a formal 
process for dispute resolution that encourages employees to resolve concerns quickly 
and at the most immediate administrative level. This policy does not limit the right of 
any employee to file grievances under Policies C-120-P, C-125-P, C-130-P, or C-131-P. 
 
Grievance Procedure  

A. Definitions  
a. “Grievance” - A claim by an employee or employees that a written Board 

policy or administrative regulation has been violated or misapplied. This 
policy is not applicable to the content of performance evaluations nor to 
decisions for which state statute provides a means of resolving disputes i.e. 
non-renewal, termination, and reduction in force.  

b. “Day” - When the dispute resolution policy requires certain action to be 
taken within a specific number of days, days means working days and 
specifically excludes weekends and school holidays. When counting days, 
begin with the first day following the event.  

B. Informal Resolution  
a. Employees who believe that a written Board policy, or administrative 

regulation has been violated, must meet with their immediate supervisor 
within ten (10) days of the alleged violation.  

b. The purpose of this informal conference is to attempt to provide 
clarification of the issue and, where possible, resolve the dispute.  

C. Formal Process 
a. Step One - Immediate Supervisor - If the dispute is not resolved within 

four (4) days of the informal conference, the employee may initiate the 
formal procedure by completing the District Dispute Form and submitting 
the form to the employee’s immediate supervisor.  

i. A completed District Dispute Form must be submitted to the 
employee’s immediate supervisor within ten (10) days of the 
informal conference.  

ii. Within four (4) days of receipt of the completed District Dispute 
Form, the immediate supervisor will schedule a meeting with the 
employee and the employee’s representative, if desired.  

iii. Within ten (10) days of this conference, the immediate supervisor 
will provide the employee with a written response to the dispute.  

b. Step Two - Superintendent’s Designee. If the employee is not satisfied with 
the resolution at Step One, the employee may refer the dispute in writing 
to the Superintendent.  

i. To proceed to Step Two, the District Dispute Form must be 
submitted to the Superintendent within four (4) days of receipt of 
the Step One decision.  

ii. Upon receipt of the District Dispute Form, the Superintendent shall 
designate a District employee to hear the Step Two dispute.  
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iii. Within four (4) days of receipt of the District Dispute Form, the 
Superintendent’s designee shall schedule a conference with the 
employee and the employee’s representative if desired.  

iv. Within ten (10) days of the conference, the Superintendent’s 
designee will provide the employee with a written response to the 
dispute.  

c. Step Three: Review by the Superintendent - If the employee is not satisfied 
with the resolution of Step Two, the employee may refer the District 
Dispute Form to the Superintendent for direct review.  

i. To proceed to Step Three, the District Dispute Form must be 
submitted to the Superintendent within four (4) days of receipt of 
the Step Two decision.  

ii. Within four (4) days of receipt of the District Dispute Form, the 
Superintendent shall schedule a conference with the employee and 
his/her employee representative, if desired.  

iii. Within ten (10) days of this conference, the Superintendent will 
provide the employee with a written response to the dispute.  

d. Step Four: Board of Education Review - If the employee is not satisfied 
with the resolution at Step Three, the employee may refer the District 
Dispute Form to the Board for their consideration.  

i. To proceed to Step Four the District Dispute Form must be 
submitted to the Superintendent within four (4) days of receipt of 
the Step Three decision.  

ii. At the next regular Board meeting following the submission of the 
District Dispute Form, the Board will consider the dispute and 
determine whether to conduct a formal review of the dispute.  

iii. If the Board determines that a formal review is not necessary, the 
decision at Step Three becomes final.  

iv. If the Board determines that a formal review is warranted by the 
dispute, the Board will set a date for formal review.  

D. Procedures for Formal Review 
i. At formal review both parties are entitled to to be represented by 

legal counsel.  
ii. Procedures for formal presentations of the dispute are determined 

by the Board in its discretion.  
iii. Within ten (10) days of the formal review, the Board will provide 

the employee with its written decision.  
iv. The decision of the Board is final and binding on all parties.  

E. Miscellaneous Provisions  
a. Failure to Comply with Timelines  

i. Failure of an employee to comply with the timelines provided in the 
procedures above, will result in final rejection of the dispute.  

ii. Failure of the administrator to comply with the timelines provided 
in the procedures above will result in the dispute being advanced to 
the next step.  
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b. Witnesses or Documentation - Neither party to a dispute will be permitted 
to add witnesses or documentation which was not provided at preceding 
steps.  

c. No Retaliation - No employee will be retaliated against for the good faith 
submission and processing of a dispute under this section.  

d. Sexual Harassment or Civil Rights Grievances – The provision does not 
limit the right of any employee to file grievances under Policies C-120-P, 
C-125-P, C-130-P, or C-131-P.  

F. Procedure for Association/Organizational Claims  
a. Informal Resolution – If the Association believes there has been a 

violation, misinterpretation, or misapplication of any written laws, policy, 
rules, orders, administrative regulations, procedures, or the association 
agreement, representations of the Association must meet with the 
Superintendent prior to filing a formal grievance. The purpose of this 
information conference is to attempt to provide clarification of the issue 
and, where possible, resolve the dispute.  

b. Formal Process  
i. Step One – Superintendent - If the Association believes the dispute 

is not resolved, they may within ten (10) days initiate the formal 
grievance procedure by completing a District Dispute Form and 
submitting the completed form to the Superintendent. Upon 
receipt, the Superintendent shall again meet with the parties of 
interest. Within ten (10) days of this meeting, the Superintendent 
will render a written decision and the reasons for the decision to the 
Association representatives.  

ii. Step Two – Appeal to Board of Education – Any appeal of this 
decision by the employee group shall be made in writing to the 
Board of Education within ten (10) days following receipt of the 
decision. The Board of Education shall meet with the parties of 
interest and render a decision on the appeal and the reasons 
therefore in writing no later than the close of the second regular 
Board meeting following receipt of the appeal.  

 
Notice of Non-Discrimination: Equal Opportunity and Prohibition against 
Discrimination, Harassment and Retaliation C-130-E 
 
The District is committed to providing equal opportunity in all areas of admission, 
recruiting, hiring, employment, retention, promotion, contracted services, and access to 
programs, services, activities, and facilities. The District strictly prohibits any unlawful 
discrimination or harassment against any person because of race, color, religion, 
disability, age, sex, gender, national origin, or any other characteristic protected by law. 
The District also prohibits retaliatory action, harassment, or discrimination against 
individuals who make complaints of, report, or otherwise participate in the investigation 
of any such unlawful discrimination, harassment, or retaliation. The District is an equal 
opportunity employer. 
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Anyone who believes that they have been discriminated, harassed, and/or retaliated 
against in violation of this policy should report the alleged discrimination, harassment 
and/or retaliation to the District’s Compliance Officer, unless the Compliance Officer is 
unavailable or the subject of the report. In that case, the report should be made directly 
to the alternative Compliance Officer. The District designates the following individual to 
act as the District’s Compliance Officer: 
 
 Name:   District Compliance Officer 
 Address:  201 North Forest Avenue, Independence, Missouri 64050 
 Phone #:  (816) 521-5300 
 Fax #:   (816) 521-5619 
 Email Address:  compliance@isdschools.org  
   
In the event the District’s Compliance Officer is unavailable or is the subject of a report 
that would otherwise be' made to the Compliance Officer, reports should instead be 
directed to the alternative Compliance Officer: 
 
 Name:   Director of Human Resource 
 Address:  201 North Forest Avenue, Independence, Missouri 64050 
 Phone #:  (816) 521-5300 
 Fax #:   (816) 521-5619 
 Email Address: compliance@isdschools.org 
            
All employees, students, and visitors who have witnessed any incident or behavior that 
could constitute discrimination, harassment, or retaliation under this policy must 
immediately report such incident or behavior to the District’s Compliance Officer for 
investigation. 
 
All complaints of violation of this policy will be promptly investigated by the District, 
and appropriate action will be taken. 
 
Title IX C-131-E  
The District does not discriminate on the basis of sex in the education program or 
activity that it operates and is required by Title IX not to discriminate in such a manner. 
The requirement not to discriminate in the education program or activity extends to 
admissions and employment. Inquiries about the application of Title IX to the District 
may be referred to the Title IX Coordinator or Assistant Secretary for Civil Rights of the 
Department of Education, or both. 
 
The District designates the following individual to serve as the District’s Title IX 
Coordinator: 
 
            Name or Title: District Compliance Officer 
 Address:  201 North Forest Avenue, Independence, Missouri 64050 
 Phone #:  (816) 521-5300 
 Fax #:   (816) 521-5619 
 Email Address: compliance@isdschools.org 
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Any person may report sex discrimination, including sexual harassment (whether or not 
the person reporting is the person alleged to be the victim of conduct that could 
constitute sex discrimination or sexual harassment), in person, by mail, by telephone, or 
by electronic mail, using the contact information listed for the Title IX Coordinator, or 
by any other means that results in the Title IX Coordinator receiving the person’s verbal 
or written report. Such a report may be made at any time (including during non-
business hours) by using the telephone number or electronic mail address, or by mail to 
the office address listed for the Title IX Coordinator.  
 
All employees, students, and visitors who have witnessed, heard about, or received a 
report about any incident or behavior that could constitute sexual harassment under 
this policy must immediately report such incident or behavior to the District’s Title IX 
Coordinator for investigation. If the allegations are against the District’s Title IX 
Coordinator, it must be immediately reported to the Superintendent, unless the 
Superintendent is also the Title IX Coordinator, then to the President of the Board of 
Education. 
 
All complaints of violation of this policy will be promptly investigated by the District, 
and appropriate action will be taken. 

Employee Information 
Hiring Procedures for Current Employees E-105-E 
Current employees who are qualified for an open position may apply for advertised 
positions. The Superintendent has the authority to assign a current staff member to an 
open position, subject to any required approval by the Board. If such an assignment is to 
a newly created position, the Board must approve the reassignment. If such an 
assignment results in an increase in compensation and/or requires the execution of a 
new contract of employment, the Board must approve such reassignment. 
 
Employment of Retirees  
Individuals who are retirees receiving retirement benefits from the Missouri Public 
School Retirement System, the Public Education Employee Retirement System, the 
Kansas City Public School Retirement System or the Public School Retirement System of 
the City of St. Louis may be employed by the District in accordance with the laws and 
regulations governing the hiring of retirees.  
 
The District will not reach a formal or informal agreement, written or unwritten, to 
employ an individual post-retirement, until after the individual has received his or her 
first payment of retirement benefits.  
 
The Superintendent or designee will maintain documentation regarding the amount of 
time worked by a retiree in the District and retirees hired by the District are required to 
maintain documentation of any work for any other public school system other than the 
District and provide those records to the District on the basis directed by the 
Superintendent or designee, to ensure compliance with regulations regarding hours 
worked by retirees. 
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Public Service Loan Forgiveness Information  
If you are a teacher, you may be eligible for certain public service loan forgiveness 
programs offered by the federal government. For the most up-to-date information 
regarding such programs, please go to: 
https://studentaid.gov/manage-loans/forgiveness-cancellation/public-service  
 
 
 
Criminal Background Checks 
Prior to employment of any individual authorized to have contact with students, the 
District must obtain a criminal background check that is satisfactory. Whether a 
background check is satisfactory is in the sole discretion of the Superintendent or 
designee. A criminal background check may include, but is not limited to:  
 

● Federal Bureau of Investigation criminal history files 
● Missouri State Highway Patrol criminal history database 
● Missouri State Highway Patrol sexual offender registry 
● Family Care Safety Registry or the central registry of child abuse and neglect of 

the Children’s Division of the Department of Social Services 
● Missouri Case.net 
● Other databases required by the law or by the District 

 
Staff members may be required to submit to additional background checks, rerun 
background checks, or participate in state or federal RAP back programs at District 
expense. The District may update criminal background checks as often as the 
Superintendent determines. 
 
Volunteer Background Checks: 

All individuals who volunteer in a District position where they may periodically be left 
alone with students or who will have access to student records must complete a criminal 
background check. Further, volunteers who chaperone students on overnight trips or 
who serve as sponsors, advisors, or coaches for District-sponsored activities will be 
required to complete a criminal background check. 

A volunteer will not be required to complete a background check if they have had a 
background check conducted by another Missouri public school within the last year and 
the current District receives a copy of the background check from the previous district or 
is able to obtain electronic access to the previous background check. 

The Superintendent or designee may also require other volunteers to undergo a 
background check, or the District may conduct a search of the MSHP’s criminal history 
database and the FCSR or the CD’s central registry of child abuse.  

Administrators 
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The District currently requires certain administrators of the District to reside within the 
boundaries of the District. The Board believes this requirement is essential to successful 
leadership by District administrators. District administrators are expected to assume a 
leadership role in the community and consistently interact with the students and 
parents of the District. Furthermore, the District is funded in part by the taxpaying 
residents of the District. Accordingly, the Board of Education believes that by residing in 
the District, administrators will demonstrate a greater loyalty to the community, 
increase support for the local tax base and have enhanced opportunities to interact with 
students, parents and patrons of the District. 

The following provisions do not apply to current Administrators who were issued 
contracts with notice that they are required to live in the District as part of their job 
requirements: 

Current Administrators not living within the Independence School District boundaries: 

a. The salary for a current administrator will not be increased until such a time as 
they reside within the Independence School District boundaries unless otherwise 
required by contract; and 

b. Administrators may be offered a multi-year contract once residency has been 
established. 

Current Administrators living within the Independence School District boundaries; 

a. May be awarded a multi-year contract 

Residency for purposes of this section shall require Administrators to physically reside 
in, and maintain as their permanent resident, a domicile located within the boundaries 
of the District. This applies to all Administrators of the District. The term 
"Administrator" for purposes of this section is defined as an individual who has 
contracted with the District to provide administrative duties including the supervision 
or evaluation of other employees. 

Written requests for exemption from the requirements of this section need to be sent to 
the Superintendent of Schools prior to the commencement of a contract or prior to the 
administrator's relocation outside the Independence School District boundaries during 
the term of a contract. Relocation will only be considered based upon the employment 
requirements of a spouse. If an Administrator, who is subject to the residency 
requirements provided for in this section, relocates outside of the District during the 
term of a contract without prior authorization by the Superintendent, such relocation 
may be considered a breach of the Administrator's contract and form the basis of the 
termination of the contract. 

Compliance with the Fair Labor Standards Act E-110-E 
The Superintendent or designee shall make a determination regarding whether a staff 
member is exempt or nonexempt under the Fair Labor Standards Act (FLSA). 
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Overtime: Overtime hours are the actual hours worked in excess of 40 hours in a 
workweek. Exempt employees are not eligible for overtime compensation or 
compensatory time. Nonexempt employees shall not work overtime without the express 
prior approval of a supervisor designated by the Superintendent to approve overtime.  
 
Workweek: A workweek is a period of 168 hours during seven (7) consecutive 24-hour 
periods. The workweek shall begin on Monday at 12:01 a.m.  
 
Timekeeping: All nonexempt employees are required to accurately complete a daily time 
record showing actual hours worked.  
The electronic timekeeping system must be used for all hours except substitute hours. 
Employees subject to overtime regulations must time in and out daily. Exempt 
employees must weekly enter their non-regular hours to be paid. In very limited 
situations, hours are entered for employees by a building timekeeper. Employees paid 
by multiple funding sources must allocate their work hours daily for required time and 
effort purposes. All employees can see their electronic timesheets on the employee 
portal and are expected to do so to verify their accuracy. 
 
Breaks for Nursing Mothers 
The District will provide accommodations in each school building to lactating 
employees, teachers, and students to express breast milk, breastfeed a child, or address 
other needs relating to breastfeeding for one year after the child’s birth. The District will 
provide a minimum of three opportunities during a school day to accommodate an 
employee, teacher, or student’s need to express breast milk or breastfeed a child.  
 
Compensation of Employees 
 

● Teachers: Teachers will be compensated according to a salary schedule 
applicable to all teachers of the District in accordance with the law. 
 

Salary Schedules are available here: http://sites.isdschools.org/hr/salary-
schedules https://www.isdschools.org/staff/compensation  

 
Contracted employees must request changes and submit evidence of additional 
professional preparation that affects their classification on the salary schedule. 
Changes in contractual status shall become effective at the beginning of the 
school year for those who qualify on or before September 1. Those who qualify on 
or before January 10 will be reclassified on that date and will receive one-half the 
adopted increase for that school year.  
 
An annual increment, when authorized, shall be given as long as satisfactory 
service is rendered.  
 
Allowable credit for active military service shall be one step for each twelve (12) 
months or a major fraction thereof to a maximum credit of four (4) steps. 
Military credit in addition to teaching experience credit shall not exceed five (5) 
steps.  
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Personnel entering the system during periods of salary schedule adjustments will 
not enter the salary schedule above a teacher frozen on a given step with 
comparable experience.  
 
Personnel returning to the District following a break in service shall receive credit 
for all accumulated service time in the District and shall be placed on the step of 
the salary schedule they would have been entitled to for the next year of service 
had they remained under contract.  

 
In order to advance to the additional preparation columns of the salary schedule 
requiring graduate level preparation, the acceptable credit will be semester hours 
from an accredited graduate school and must be acceptable toward a graduate 
degree granted by the college or university. 
 
● Professional Non-Certified Staff Members: Non-certified professional staff 

members may be compensated according to a salary schedule developed by 
the Superintendent and adopted by the Board or may be compensated with 
amounts approved individually by the Board and set forth in individual letters 
of assignment or contracts of employment.  

 
● Support Staff: Support staff members may be compensated according to a 

wage schedule developed by the Superintendent and adopted by the Board or 
may be compensated with amounts approved individually by the Board and 
set forth in individual letters of assignment. 

 
Extra Duty Assignment Compensation: Staff members who provide extra duties may be 
compensated according to a wage schedule for such duties developed by the 
Superintendent and adopted by the Board or may be compensated with amounts 
approved individually by the Board and set forth in individual letters of assignment. 
Any salary/wage schedule adopted by the Board may be modified in accordance with the 
law and in accordance with any applicable employment contracts and/or collective 
bargaining agreements. The Board may elect to freeze the operation of some or all 
salary/wage schedules.  
 
Employees who are under contracts of employment shall not receive compensation in 
excess of the amount set forth in the contract of employment for the contract year unless 
the employee assumes additional or extra duties beyond the duties contemplated by the 
contract of employment.  
 
Employees and prospective employees of the District are responsible for providing the 
District with sufficient information and documentation regarding past work and 
educational experience to allow the District to ascertain appropriate placement on any 
applicable salary/wage schedule and/or to determine appropriate compensation for 
duties and/or extra duty assignments. The District is not required to review or change 
placement on any salary or wage schedule after an employee’s placement has been 
determined.  
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Employees may be subject to disciplinary action for providing information that leads to 
improper placement on a salary or wage schedule, improper assignment of 
compensation based on education or experience or other relevant factors, or for 
inaccurately reporting time worked according to the District’s timekeeping method/s. 
 
Pay Periods:  
Employees exempt from overtime are paid monthly on the 20th, whereas, all other 
employees are paid on the 5th and 20th. If pay day falls on a day when banks or Central 
Office is closed, it will be paid on the prior banking day. 
 
Employees eligible for benefits have an even pay portion and an exception pay portion 
to their pay. Their regular scheduled hours are annualized and divided over 12 (exempt 
employees) or 24 pays (nonexempt employees) creating their even pay portion. The 
number of position months determines the first pay date and number of pays received 
on June 20. Hours worked different than scheduled (more or less) are adjusted each pay 
period. These are the exception pay portion and payment follows the cutoff chart. 
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Payroll Deductions:  
Withholding Taxes  
A Federal withholding tax is retained for the Collector of Internal Revenue as payment 
on Federal Income Tax for the current year. The amount withheld is determined by 
salary and the number of dependents. No salary check will be issued until all 
withholding forms are submitted. A State withholding tax is retained for the Missouri 
Department of Revenue. The amount withheld is determined in the same manner as the 
Federal Income Tax. Employees may authorize additional sums to be withheld by 
notifying the payroll department in writing and completing a new W-4 form indicating 
the additional amount to be withheld each pay period. No salary checks will be issued 
until all withholding forms are submitted.  
 
Public School Retirement System (PSRS) of Missouri  
All full-time teachers and part-time teachers who work 17 hours or more per week on a 
regular basis in a position that normally requires 600 hours during the school year are 
members of PSRS. Support employees with a teaching certificate are also eligible for 
membership in PSRS.  
 
Employee Retirement System (PEERS)  
All non-certificated employees who work in a position 20 hours or more per week on a 
regular basis in a position that normally requires the employee to work at least 600 
hours during the school term are members of PEERS and are also covered by Social 
Security.  
 
Medical  
Medical insurance expenses beyond the Board paid premiums, will be deducted for all 
employees on a twelve (12) month prorated basis each month.  
 
Credit Union 
The School District provides for payroll deduction and processing for employees 
participating in tax-sheltered annuities. 
 
Voluntary Deductions:  
Any staff member may authorize additional voluntary deductions for payment of tax-
sheltered annuities, dues to professional organizations, Credit Unions, and dependent 
coverage for medical benefits. All voluntary deductions may be changed at any time at 
the discretion of the employee. 
 
Foundation Payroll Deduction 
The School District of Independence established a 501(c)(3) Foundation in 1992 which 
administers over 150 separate funds serving a variety of district, student and staff needs. 
All donations are tax-deductible as allowed by law. The Foundation has its own Board of 
Directors and is an incorporated entity through the State of Missouri. 
 



 

28 
 

You can make contributions to the Foundation through payroll deduction to the 
Foundation General Fund, which benefits programs including scholarships, Project 
Shine, Holiday Helpers, Inspire Volunteers, Student Dual Credit assistance, ISD 
Academies, Classroom Grants, New Teacher Grants and more. 
You will need to complete a new payroll deduction form each year. To start your payroll 
deduction, please print and complete the form found at https://ourisdf.org/teachers-
staff/#employee-giving and return to the Foundation office via email or inter-office 
mail. 
 
For more information about the Foundation, contact Debra CampbellBrianna Boldger at 
debra_campbellBrianna_boldger@isdschools.org or to visit the Foundation website, 
click here. 
 
Involuntary Deductions: The District may make deductions when an employee owes the 
District money and the deduction does not otherwise violate the law. The District may 
make deductions from an employee's pay for unauthorized absences. The District will 
also make deductions when presented with a garnishment, wage attachment or other 
legal order. The District may deduct amounts owed to the District by the employee for 
unpaid meal accounts for the employee or the employee’s child/ren, and for payment of 
other District-related accounts such as liquidated damages for breaching a contract, 
daycare, failing to return District property upon separation, and other possible charges.  
 
The District may charge an administrative fee for processing such deductions when 
allowed by law. 
 
Salary deductions for exempt employees shall be computed by dividing the salary, 
excluding extra-duty pay, by the number of days in the contract period. Deductions for 
nonexempt employees shall be based upon the hourly rate of the individual employee. 
 
All District employees are responsible for ensuring compensation received from the 
District is correct according to their contracts/letters of assignment and, for non-
salaried staff members, according to their timesheets and time actually worked.  
 
The District may deduct any overpayment made to an employee as permitted by law, 
even if an employee fails to report such overpayment. 
 
Improper Deductions: Employees who believe that pay deductions have been 
improperly made should immediately report the concern to the Superintendent or 
designee. 
 
Extra Duties Generally 
Employees may be assigned to perform reasonable duties in addition to their regularly 
assigned job duties if the Superintendent or supervisor determines that the needs of the 
District so require to adequately serve the needs of the students of the District. Whether 
compensation for these duties, including overtime compensation, is appropriate will be 
determined by the Superintendent and approved by the Board in accordance with policy 
and the law.  
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Extra Duty Positions: Extra duty positions (such as coaching positions, club sponsor 
positions, etc.) may be created by the Board and employees may be hired for such 
positions by the Board upon the recommendation of the Superintendent. Extra duty 
positions are at-will positions and will be compensated at the rate set by the Board of 
Education and in compliance with the Fair Labor Standards Act (FLSA), if applicable. 
Extra duty positions are not subject to the provisions of the Teacher Tenure Act.  
 
Extra Duty Assignments: Upon approval of candidates by a majority of the whole Board, 
the Superintendent may engage interested employees to perform occasional extra duty 
assignments such as concession stand, timekeeping, ticket booth, and other such 
occasional assignments.  
 
Employee Leave and Absences E-115-E 
The District requires that employees have consistent attendance in order to achieve the 
best outcome for District students and to ensure all District operations run smoothly. 
The District provides leave to employees, as more specifically outlined below, in order to 
provide security for employees who need time off for reasons approved herein. 
Attendance is an essential duty of every employee’s position in the District, and 
excessive or improper absences and/or tardiness create a hardship on the District, its 
students, and staff. Staff members who are ill should take provided leave in order to 
ensure the overall health and wellness of the school community.  
 
Absences and Tardiness: Absences and tardiness may be considered excessive or 
improper under conditions such as, but not limited to the following:  

● An employee’s absences exceed 10 days within a semester, or 15 days within a 
180-day period, or creates a hardship on the District; 

 
The District is entitled to dock an employee’s compensation in the event that absences 
or tardiness are excessive or improper.  
 
Emergency Leave 
Emergency Leave not to exceed the allotted number of days listed in items a. through d. 
of this section of policy, may be granted yearly to each full-time employee, upon 
approval by the Superintendent of Schools/Designee for the following reasons: 

a. critical illness in the immediate family of the employee or spouse, or death in the 
immediate family of the employee or spouse (provided bereavement leave has 
been used). Immediate family is defined as spouse, parent, grandparent, child, 
sibling, daughter or son-in-law, grandchild, or non-family residing within the 
staff member's home (not to exceed 10 days); 

b. marriage in the immediate family (not to exceed 5 days); 
c. employee's divorce (not to exceed 5 days); 
d. obligations incurred by an employee through the process of adopting a child (not 

to exceed 5 days). 
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When practicable, emergency leave must be requested in advance of the absence. Any 
days taken as emergency leave, shall be deducted from current or accumulated sick 
leave. 
 
All regularly appointed part-time certificated employees will be given a proportionate 
allotment of Emergency Leave. 
 
NOTE: Emergency leave will not be interpreted to include (1) absence because of 
weather and road conditions or lack of transportation; or (2) illness of employee.  
 
Employee Leave: The following leaves will be provided to staff members, unless a 
contract for employment specifies other leave benefits, in which case the language in the 
contract of employment shall control. Temporary or substitute staff members are not 
entitled to leave benefits unless specified at the time of employment or as required by 
law.  
 
During any concerted refusal to work or any other practice that impacts or interferes 
with the District environment and/or District operations, employees are prohibited 
from using paid or unpaid leave unless it is required by law or an employee provides 
documentation of the need for the leave to the satisfaction of the District. The District 
may revoke previously approved leave. 
 
Employees who are members of the retirement system shall remain members during 
applicable periods of leave provided by District policy and under the law and shall 
receive creditable service in accordance with the law.  
 

Sick Leave: Full-time 9-month employees to work at least 32 hours per week will 
receive 9 days of sick leave per school year. Employees working beyond 9 months 
will receive 1 day for each additional full month beyond 9 months. Regularly 
appointed part-time certificated teachers are allowed the proportionate part of 
sick leave as determined by their assigned schedule. 
 
Part-time employees to work between 25-31.99 hours per week will be eligible to 
receive the following sick leave benefits: 
 
9 month part-time support staff employees - 5 sick days (2 of which can be used 
as a personal day)  
10 month part-time support staff employees - 6 sick days (2 of which can be used 
as a personal day)  
11 month part-time support staff employees - 7 sick days (2 of which can be used 
as a personal day)  
12 month part-time support staff employees - 8 sick days (2 of which can be used 
as a personal day)  
 
There is not a limit on the number of Sick Leave days an employee may  
accumulate. Bereavement days do not accumulate.  
 



 

31 
 

During the first year of employment, sick leave time shall accumulate at the rate 
of two (2) days per month until allowable days are accumulated. During the 
second and subsequent years of employment, annual allowable sick leave days 
are accumulated immediately upon assuming responsibilities during said year 
and are designated current days. Sick leave days not used each year shall 
accumulate and total accumulated sick leave is not limited. To be eligible to draw 
from current sick leave, an employee shall have actually assumed his/her school 
duties for the year in which such leave is drawn. Cumulative time may be drawn 
irrespective of current days. Deductions from such leave time shall be made only 
for school days missed and not holidays. 
 
The District will cap the number of reimbursable days for unused sick leave at 
100. The days will be paid at the rate of $130.00 per day at the employee's time of 
retirement. 
 
For employees with more than 65 days of accumulated sick leave on June 30, 
2004 the following provision will apply. Upon retirement, the June 30, 2004 
accumulated sick leave total, if unused, will be reimbursed at the prevailing 
Board approved rate at their time of retirement. The maximum number of days 
the District will reimburse any employee grandfathered under this provision is 
the total identified on June 30, 2004- minus any days sold back to the District in 
the 2004-2005 school year. 
 
Upon the death of a staff member, the surviving spouse or the beneficiary so 
designated in the Public School Retirement System of Missouri shall be paid for 
up to 100 days of accumulated sick leave days, unless a grandfathered employee, 
at the prevailing Board approved rate per day. 
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Substitute teachers placed on reserve teacher status are allowed sick leave of one 
(1) day for each twenty (20) consecutive days of assignment. These days are only 
cumulative during each appointment period and are only available for use during 
that appointment period.  
 
Employees may be reimbursed for up to twenty (20) unused sick leave days 
annually, payable in December, at the Board approved rate. The employee's total 
number of accumulated sick leave days after the reimbursement cannot be less 
than 75 sick leave days. To receive reimbursement for unused sick leave days, the 
employee must notify Human Resources by October 1st in writing that he or she 
wishes to participate. 
 
Sick leave may be used in the following increments: full day, half day, or quarter 
day. 
 
Sick leave may only be used for illness of the staff member or a member of the 
immediate family of the employee or spouse. Immediate family is defined as 
spouse, parent, grandparent, child, sibling, daughter or son-in-law, grandchild, 
or non-family residing within the staff member's home. The employee is required 
to contact the building principal or immediate supervisor each day to report the 
need to be absent due to personal illness. The Superintendent/Designee may 
request a physician's statement regarding an absence and/or verification that the 
employee may return to work. Sick leave may not be used on days in which the 
employee engages in other employment for which remuneration is received. 

 
Students/Staff Presenting with Illness at School/Work 
If any students or staff present signs of illness such as fever (100 degrees or 
greater), cough, shortness of breath, difficulty breathing, sore throat, chills, 
muscle pain, they will be sent to the school nurse.  

 
Students and staff should be excluded from school if one or more of the following 
exist:  

● Fever of 100 degrees or greater 
● Diarrhea based on nursing judgement 
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● Vomiting based on nursing judgement  
● Suspicious rash  
● Continues cough, in concurrence with nursing judgment 
● Illness based on nursing judgement 
● Injury based on nursing judgement 
● Unvaccinated during disease outbreak per health department  

  
In order to control communicable disease, students and staff may return when 
they are feeling healthy enough for route activities and: 

● Fever free without fever reducing medication  
● Diarrhea has stopped 
● Vomiting has stopped 
● Coughing subsides or is well-controlled with medication 

 
Personal Leave: Personal leave is provided to employees in order to allow 
employees to conduct personal business which cannot be conducted on other 
days off or on a weekend. Personal leave days are to be deducted from current or 
accumulated sick leave. 
 
Personal leave must be approved by the employee’s direct supervisor, and 
requests should be made, when possible, at least 48 hours in advance of the date 
leave is required. Personal leave cannot be applied to the period of leave an 
employee receives Workers’ Compensation benefits for time off due to work-
related injuries/illnesses.  
 
Each full-time employee to work at least 32 hours per week shall be granted three 
(3) days of personal leave annually. One personal leave day may be carried 
forward at the end of each school year to the following school year for a 
maximum number of four (4) personal leave days in any given school year. No 
additional personal leave days will be granted.   
 
 
For teachers and para educators, personal leave will be limited to no more than 
ten (10) percent of each building staff usage on any given day. One personal leave 
day may be carried forward at the end of each school year to the following school 
year for a maximum number of four (4) personal leave days in any given school 
year. No additional personal leave days will be granted.   
 
For para educators, personal leave will be limited to no more than ten (10) 
percent of each building staff usage on any given day. One personal leave day may 
be carried forward at the end of each school year to the following school year for a 
maximum number of three (3) personal leave days in any given school year. No 
additional personal leave days will be granted.   
 
Regularly appointed part-time teachers shall be granted the proportionate part of 
personal leave as determined by their assigned schedule and may carry forward 
personal leave days on a pro rata basis.  
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Part-time support staff employed to work between 25-31.99 hours per week will 
be eligible to receive 2 personal days. One personal leave day may be carried 
forward at the end of each school year to the following school year for a 
maximum number of threefour (34) personal leave days in any given school year. 
No additional personal leave days will be granted.   

 
 
Buildings with less than ten (10) full-time staff equivalent will be considered 
eligible for one personal leave approval under this limitation. 
 
Personal leave is authorized for personal business and should not be used for 
other employment for which remuneration is received or for vacation time. 
 
Personal leave will not be granted on the day immediately before and 
immediately following authorized holidays, holiday weekends, or vacation 
periods, as defined by the adopted school calendar. 
 
Personal leave may not be used on the opening and closing contract day or the 
first and last pupil attendance day of each school year. 
 
Use restrictions, other than the allotted days, will be waived when airports 
and/or roads are closed due to inclement weather occurring while involved in 
out-of-area travel, personal business activities, and professional development 
activities that are approved by the Human Resources office and the 
building principal. Personal business activities under this restriction must be 
accompanied by a written request explaining the reason for the leave. 
 
Personal leave will be administered by the building principal or the immediate 
supervisor. 
 
Vacation: Vacations shall be accrued in accordance with the number of full 
months worked since the previous July 1. Employees who are terminated from 
service in the District before taking vacation shall receive vacation pay prorated 
in accordance with the number of full months worked since the previous July. 
However, employees who terminate with less than six months service after July 1 
will receive no vacation benefits.  
 
Vacations must be taken at a time convenient to the District and must be 
approved by the immediate supervisor of the employee and/or the Administrator 
of that department.  
 
Twelve Month Employees  
All full-time twelve (12) month employees shall be entitled to take vacation with 
pay, as accrued each year of employment in the District, based on the following 
schedule:  
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Length of Service    Earned Vacation  
Less than six (6) months   None  
Six (6) months to one year   5 workdays  
One (1) year to five (5) years  10 workdays  
Five (5) years and over   15 workdays  
Ten (10) years and over   18 workdays  
Twenty (20) years and over  20 workdays  
 
Eleven Month Employees  
All full-time eleven (11) month employees shall be entitled to take vacation with 
pay, as accrued each year of employment in the District, based on the following 
schedule except for those that are grandfathered (employed prior to August 
2011):  
 
Length of Service    Earned Vacation  
Less than six (6) months   None  
Six (6) months and over   5 workdays  
 
As of June 30 of each year, up to one-half of the annual vacation allotment for 
certificated and grandfathered personnel, if unused, will be compensated at the 
employee’s current daily rate. This compensation will be included in the July 
paycheck. All other vacation days, if unused by June 30, will be forfeited.  
 
FamilyBereavement Leave: All staff shall be entitled to up to five (5) total paid 
days of Family Leave per school year. Family Leave may be used for bereavement, 
parental leave, or a combination of both. The total combined use of Family Leave 
shall not exceed five (5) days per school year. 
 
Family Leave shall not be deducted from accumulated sick leave, does not 
accumulate from year to year, and shall not be paid out upon separation from 
employment. 
 
Bereavement Leave 
Family Leave may be used following the death of a member of the employee’s 
immediate family. Immediate family includes: spouse, parent, step-parent, 
grandparent, child, step-child, sibling, son-in-law, daughter-in-law, grandchild, 
aunt, uncle, niece, nephew, or any individual residing in the employee’s home. 
 
If additional time is required, employees may use up to five (5) additional days 
charged against accumulated sick leave, for a maximum of ten (10) total days per 
school year for bereavement purposes. The District may request reasonable 
documentation. 
 
Paid Parental Leave (PPL) 
Family Leave may be used as Paid Parental Leave following the birth of a child or 
placement of a child through adoption or court-ordered guardianship. 
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Employees are eligible for PPL if they are benefits-eligible and have completed at 
least one (1) year of consecutive service with the District. 
 
Paid Parental Leave:  

● Shall be taken within twelve (12) months of the qualifying eve 
● Shall be taken consecutively  
● Applies equally regardless of gender or caregiver designation  
● Runs concurrently with FMLA, where applicable 

  
Upon exhaustion of Family Leave, employees may use available sick leave and/or 
unpaid leave in accordance with District policy and applicable law.  
 
 
All staff are entitled to 53 days per year of paid leave for the death of a member of 
the employee’s immediate family or if not a member of the employee’s immediate 
family, the approval of the administrator.  
 
In the event of death in the immediate family of the employee or spouse, 
bereavement leave may be used. Immediate family is defined for purposes of 
bereavement leave as spouse, parent, step-parent, grandparent, child, step-child, 
sibling, daughter or son-in-law, grandchild, aunt, uncle, niece, nephew, or non-
family residing within the staff member's home. A maximum of three (33) days 
may be used in any school year for bereavement purposes. Bereavement leave is 
not accumulative. Bereavement leave will not be deducted from accumulated sick 
leave. If in any school year additional leave is required for Bereavement purposes, 
these days will be deducted from sick leave. The administration reserves the right 
to request confirmation of the event. 
 
Holidays: Paid holiday and other observations as non-workdays are defined in 
the District school calendar. 
 
Individuals serving in skilled trades positions will not be required to serve on the 
facilities on-call rotation during the following district observed holidays: 

1. Independence Day;  
2. Labor Day; 
3. Thanksgiving Day;  
4. Winter recess Day; 
5. Memorial Day; and 
6. Juneteenth National Independence Day  

  
Exact dates will be provided once the board of education has approved a 12-
month employee calendar that includes changes to the district observed holidays, 
the district reserves the right to amend changes to the on-call rotation to align 
with the board adjustments to the calendar.  
 
Snow removal duties to support student instructional shall override the affected 
days identified in this section.  
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The District may grant paid or unpaid holidays in accordance with the school 
calendar adopted annually or later modified by the Board of Education. The 
District observes the following holidays:  

1. 4th of July 
2. Labor Day  
3. Thanksgiving  
4. Christmas  
5. Memorial Day  

Staff members will not receive compensation for holidays unless they are 
required to work on such holidays, or unless otherwise authorized by the Board of 
Education. 
 
Paid Parental Leave:  
 
Professional Leave: Employees may be provided with leave to attend professional 
development activities that are approved by an employee’s supervisor.  
 
Authorized Leave 
All administrators who process conference and workshop requests shall inform 
their personnel of these guidelines prior to making any recommendation and 
forwarding the request. 
 
No staff member shall be absent from their regular assignment for the purpose of 
attending professional meetings without the prior approval and authorization of 
the Superintendent of Schools. 
 
The Superintendent of Schools may direct or request a staff member to attend 
such meetings, as in their opinion, shall serve the best interest of the schools. In 
this instance, the District shall assume the cost of meals, transportation, and 
lodging as well as the costs of substitutes. No deductions shall be made from 
salary or leave time. 
 
Teacher association officers and/or delegates will be given authorized absences to 
attend regular business sessions of the state and national associations. Absences 
for such purposes shall not exceed seven (7) per school year. The association will 
reimburse the district the substitute rate per day for each day of absence. Teacher 
association activities will be conducted outside the regular classroom hours. 
 
Upon request, the Superintendent of Schools may grant an employee special 
permission to discharge the duties of an officer in a state or national professional 
education association to which the employee has been elected or appointed. The 
association concerned must provide total reimbursement to cover the salary and 
fringe benefits of the employee. In such cases, the employee will retain all District 
benefits and will be considered a current employee of the District. 
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Upon request, tenured certificated employees shall be granted a leave of absence 
of up to one year in order to run for public office. If elected, further extension 
may be requested annually from the Board of Education. At the conclusion of this 
public service, the employee may request to be reinstated according to the 
provisions of the return from leave of absence policy. 
 
Authorized Leave of Absence Without Pay: Each certificated staff member who 
desires a special leave of absence without pay must submit a written request for 
said absence to the Superintendent of Schools/Designee. Each request shall be 
considered on the basis of its individual merit. Salary reduction will be the annual 
salary divided by the number of contract days for each day of absence under this 
provision. 
 
Leave of Absence: Upon the recommendation of the Superintendent/Designee 
and the approval of the Board, an employee of the District may be granted a leave 
of absence for non-Family and Medical Leave Act (FMLA) child care, education, 
or other good cause. Such leave is renewable upon written request for one 
additional year only. Application for leave is to be made in writing to the 
Superintendent/ Designee via principal/supervisor and must include the period 
for which the leave is requested and the reasons for the request. The period 
should be set to least disrupt the education of students. Requests for leave for an 
entire school year should normally be made in writing before March 1 of 
the preceding year. 
 
If leave is approved by the Board, the employee is not paid for the period of the 
leave. Insurance benefits may be continued by the employee by making all 
payments to the Payroll Office, one month in advance. 
 
Whenever a leave of absence has been granted by the Board to the end of the 
school year, the employee must notify the Superintendent in writing by the first 
day of March of an intention to resume his/her position at the beginning of the 
next school year. Failure to notify the Superintendent/ Designee of such intention 
will be regarded as a resignation. 
 
Upon completion of an approved leave, provided proper notification is given, a 
teacher will be reemployed by the District unless placed on involuntary leave of 
absence if tenured; or, if notified of non-renewal of contract by April 15 if a 
probationary teacher. 
 
If desired, and whenever feasible, the employee will be placed in the same or 
equivalent position to the one held prior to the approved leave. 
 
The employee shall not lose accumulated sick leave or experience credit on the 
appropriate salary schedule when employment is resumed at the conclusion of 
the officially granted leave. 
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NOTE: Leave of absence without pay under the provisions of this section does not 
apply as service towards tenure for probationary teachers. 
 
Pregnancy, Childbirth, and Adoption Leave: For employees who are not eligible 
for FMLA leave, the District may grant up to six weeks of leave for the birth, first 
year care, adoption, or foster care of a child. Employees must provide notification 
of the need for leave and the requested amount of leave, at least 30 days in 
advance when possible and practical. An employee may use any combination of 
accrued leave or unpaid leave during this period of time. Pregnant employees 
who need more than six weeks of paid or unpaid leave for medically-required, 
pregnancy-related leave, either before or after the birth of a child, must provide 
certification from a healthcare professional for such leave, which is subject to 
approval by the District and in accordance with any applicable laws.  
 
This provision does not grant an employee leave that extends beyond a period of 
contracted employment. This provision does not apply to employees who are 
eligible for FMLA leave. This provision does not apply to an employee who would 
be eligible for FMLA leave but has exhausted available FMLA leave for a given 12-
month period.  
 
Other Categories of Leave: All employees are entitled to certain leaves as 
required by law, including:  

● Domestic and Sexual Violence Leave: Employees who are victims of 
domestic or sexual violence or have a family or household member who 
are victims of domestic or sexual violence may take unpaid leave from 
work to address such violence as required by law. 
 

● Civil Air Patrol Leave: Employees who are members of the Civil Air Patrol 
shall be granted unpaid leave in order to perform duties as required by 
law. The District may request that the employee be exempt from 
responding to a specific mission.  
 

● Coast Guard Auxiliary Leave: Employees who are members of the United 
States Coast Guard Auxiliary shall be granted unpaid leave in order to 
perform duties as required by law. The District may request that the 
employee be exempt from responding to a specific mission. 

 
● Crime Victim Leave: An employee shall not be required to use vacation, 

sick, or personal leave, in order to comply with a subpoena to testify in a 
criminal proceeding, to attend a criminal proceeding, or to participate in 
the preparation for a criminal proceeding, when the employee is the crime 
victim, is a witness to the crime, or has an immediate family member who 
is the victim of the crime being prosecuted.  
 

● Election Leave: The District will not terminate, discipline, threaten or take 
adverse actions against an employee based on the employee's service as an 
election judge. An employee who is appointed to serve as an election judge 
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may, on Election Day, be absent from his or her employment for the 
period of time that the election authority requires the employee to serve as 
election judge. Employees must notify employers at least seven days prior 
to an election that they will be absent from work on Election Day due to 
service as an election judge. 
 

● Firefighter Leave: The District will permit employees to use available 
leave, other than sick leave, or unpaid leave, for time required to respond 
to an emergency when the employee is performing duties as a volunteer 
firefighter, as defined under the law. The District requires documentation 
from the volunteer fire department’s supervisor to support the need for 
each such absence. Employees who meet the legal definition of “volunteer 
firefighter” shall not be terminated from employment for joining a 
volunteer fire department or for absences required for responding to an 
emergency.  
 

● Leave to Vote: Any employee eligible to vote, who does not have three 
successive hours free from employment with the District while the polls 
are open will be granted leave for up to three hours while the polls are 
open to allow an employee to vote if the employee makes the leave request 
prior to the date of the election. The District may specify the three-hour 
time period during which the employee is entitled to take leave. The 
District will not subject the employee to any penalty or discipline, or 
deduction from salary or wages when a timely request for leave to vote is 
made.  
 

● Military Leave: Employees will be granted military leave pursuant to 
Missouri state law and the Uniformed Services Employment and 
Reemployment Rights Act of 1994. Employees who require military leave 
must provide the District with the required documentation in order for the 
District to process the requested leave.  

 
● Jury Duty or Subpoena Leave: Employees called for jury duty or 

subpoenaed to testify in a civil or criminal proceeding will be granted 
leave, not to be deducted from accumulated sick leave or personal leave. A 
copy of the summons must accompany the leave form. 

 
Family and Medical Leave: The District will provide leave to employees as required 
under the Family and Medical Leave Act (FMLA) in accordance with federal law, and 
provide all other types of leave protected by state and/or federal law. It is unlawful for 
any employer to interfere with, restrain, or deny the exercise of any right provided under 
FMLA. It is also unlawful for an employer to discharge or discriminate against any 
individual for opposing any practice, or because of involvement in any proceeding, 
related to FMLA. 
 
To be eligible for FMLA leave benefits, an employee must: 
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1. Be employed at a worksite where 50 or more employees are employed by the 
District within 75 miles of that worksite; 

2. Have been employed by the District for at least 12 months; and 
3. Have been employed for at least 1,250 hours of service during the 12-month 

period immediately preceding the leave. 
 

An eligible employee may qualify for up to 12 workweeks of FMLA leave within a 12-
month period for the following reasons:  

● The birth of a child or placement of a child with the employee for adoption or 
foster care, within one year of the birth/placement. 

o Birth and bonding leave must be taken as a continuous block of leave. 
● To care for a spouse, son, daughter, or parent who has a serious health condition; 

o "Serious health condition" means an illness, injury, impairment, or 
physical or mental condition that involves inpatient care or continuing 
treatment by a health care provider. 

● For a serious health condition that makes the employee unable to perform the 
essential functions of his or her job;  

o An employee with a “serious health condition” is “unable to perform the 
functions of the position” where the health care provider finds that the 
employee is unable to work at all, or is unable to perform any one of the 
essential functions of the employee's position. An employee who must be 
absent from work to receive medical treatment for a serious health 
condition is considered to be unable to perform the essential functions of 
the position during the absence for treatment. Employees may be required 
to present a fitness for duty to return to work.  

● Employees may be entitled to qualifying exigency leave under the FMLA arising 
out of the fact that a spouse, son, daughter, or parent is a military member on 
covered active duty or call to covered active duty status.  

o Eligible employees may take FMLA leave for a qualifying exigency while 
the military member is on covered active duty, call to covered active duty 
status, or has been notified of an impending call or order to covered active 
duty. 

o Qualifying exigencies may arise when the employee’s spouse, son, 
daughter, or parent who is a member of the Armed Forces (including the 
National Guard and Reserves) and who is on covered active duty or has 
been notified of an impending call or order to covered active duty. For 
purposes of qualifying exigency leave, an employee’s son or daughter on 
covered active duty refers to a child of any age. 
 

An eligible employee may qualify for up to 26 workweeks of FMLA leave within a 12-
month period for the following reason: 

● To care for a covered servicemember with a serious injury or illness if the 
employee is the spouse, son, daughter, parent, or next of kin of the 
servicemember (military caregiver leave). 

● This applies to both current servicemembers and certain veterans. 
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● The single 12-month period for military caregiver leave begins on 
the first day of leave and ends 12 months later, regardless of the 12-
month period established by the District. 
● This is a combined total of 26 workweeks of leave for any FMLA 
qualifying reasons during the single 12-month period. Up to 12 of the 
26 weeks may be for an FMLA-qualifying reason other than military 
caregiver leave. 
● This leave may be used once per servicemember, per serious injury 
or illness. However, an eligible employee may take an additional 26 
weeks of leave in a different 12-month period to care for the same 
servicemember if he or she has another serious injury or illness. 

 
The District shall use the following established 12-month period to measure FMLA 
eligibility: a calendar year. Employees must notify the District of the need for leave and 
the reasons for leave so the District is able to make a FMLA eligibility determination.  
 
If the leave is foreseeable, employees are required to request leave 30 days in advance, 
by specifying the reasons for leave, the anticipated start date of the leave, and the 
anticipated duration of the leave. When the need for leave is foreseeable less than 30 
days in advance or is unforeseeable, employees must provide notice as soon as possible 
and practicable under the circumstances. In the case of leave for a qualifying exigency, 
the employee must give notice of the need for such leave as soon as possible and 
practical, regardless of how far in advance the leave is needed. A failure by an employee 
to provide the required notice may result in a delay or a denial of FMLA leave.  
 
The District will comply with procedures required under FMLA regarding notification of 
eligibility, rights, and responsibilities. If the employee is not eligible, the District will 
provide a reason for ineligibility. The District will provide written notice to an employee 
if leave is designated as FMLA leave based on employment status and the reason for 
leave. The employee will be provided this notice within five (5) business days of the 
District receiving sufficient information to make an eligibility determination. If 
ascertainable, the notice will notify the employee of the time that will be counted against 
the employee’s FMLA leave allotment.  
 
The District may require an employee requesting FMLA leave to submit a timely, 
complete, and sufficient medical certification to support a request for FMLA leave or 
periodic recertification supporting the need for leave due to the employee’s own serious 
health condition. If requested, a response is required to obtain or retain the benefit of 
FMLA protections. Failure to submit a timely, complete, and sufficient certification may 
result in discipline, up to and including termination of employment or in a denial of an 
FMLA request. At least 15 calendar days will be provided to the employee to obtain a 
sufficient and complete certification. Certifications that are incomplete will be required 
to be updated as permitted by and within the timelines allowed under the law.  
The District will apply all appropriate paid leave to an FMLA absence. Upon the 
exhaustion of applicable paid leave during a period of FMLA leave, the remaining 
FMLA-qualifying absences will be unpaid. When an employee’s absence meets the 
criteria to be FMLA-qualified, the District will designate such absence as FMLA leave, 



 

43 
 

even if the employee has not requested it be designated or does not want it to be 
designated as FMLA leave and/or the leave is paid or unpaid. If the employee is absent 
due to an injury/illness that is designated as a Workers’ Compensation related issue that 
would also qualify as a serious health condition under FMLA, the absence will also be 
designated as an FMLA absence. The District may designate FMLA leave retroactively.  
When both spouses are employed by the District, eligible for FMLA leave, and wish to 
take FMLA leave for the same qualifying event (either birth and bonding with newborn, 
placement and bonding of child for adoption or foster care, or care of a parent with a 
serious health condition), the leave will be limited to a total of 12 workweeks during a 
12-month period between the two spouses for the relevant qualifying event. The total 
taken by an individual employee will count against the individual employee’s 12 
workweek availability, should a separate FMLA qualifying event arise during the 
applicable 12-month period. Eligible spouses who work for the District are also limited 
to a combined total of 26 workweeks of leave in a single 12-month period to care for a 
covered servicemember with a serious injury or illness if each spouse is a parent, spouse, 
son or daughter, or next of kin of the service member. When spouses take military 
caregiver leave as well as other FMLA leave in the same leave year, each spouse is 
subject to the combined limitations. 
 
FMLA leave may be taken intermittently as required by law. 
 
For eligible instructional employees who require intermittent or reduced schedule leave 
of more than 20 percent of instructional time, and whose principal function is to teach 
and instruct students in a class, a small group, or an individual setting, including 
teachers, athletic coaches, driving instructors, and special education assistants, such as 
signers for the hearing impaired, the District may require the employee to take leave for 
a period or periods of a particular duration, not greater than the duration of the planned 
treatment or transfer temporarily to an available alternative position for which the 
employee is qualified, which has equivalent pay and benefits and which better 
accommodates recurring periods of leave than does the employee's regular position. 
Additionally, if an instructional employee is scheduled to return from FMLA leave near 
the end of a school term, the District may choose to require the employee to prolong his 
or her leave until the beginning of the next term, in accordance with the law regarding 
this option under FMLA. Any leave that the District requires an employee to take 
between the time the employee is able to return to work and the beginning of the next 
term is unpaid, but shall not be charged against the employee’s annual FMLA leave 
entitlement.  
 
During a period of FMLA leave, employees are entitled to continue participation in the 
District’s health plan for the period of protected leave. The District may require the 
employee to repay the District’s share of the premium payment if the employee fails to 
return to work following the FMLA leave unless the employee does not return because of 
circumstances that are beyond the employee’s control, including a FMLA-qualifying 
medical condition. 
 
Employees who take FMLA leave may return to the same or an equivalent position with 
equivalent pay, benefits, and working conditions, upon return from leave as required by 
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law. The District has discretion to determine what assignment is appropriate based on 
certification, qualifications, and what is in the best interest of students of the District 
and the consistent operation of the District. 
 
Employees may file a complaint with the U.S. Department of Labor or file a lawsuit 
against the District for FMLA violations.  
 

Employees approved for leave under the Family and Medical Leave Act (FMLA) are 
required to utilize available accrued paid leave concurrently with FMLA leave. Accrued 
leave shall be applied in the following order: 

1. Accumulated Sick Leave 
2. Accumulated Personal Leave 
3. Accumulated Vacation Leave 

Once all accrued paid leave balances have been exhausted, any remaining approved 
FMLA leave shall be designated as unpaid leave. 
 
 
Employee Benefits E-120-E 
Benefits, including various insurance benefits, are offered by the District to qualifying 
professional and support staff members as part of compensation packages. Employees 
may receive additional information regarding benefits by requesting it from the 
Superintendent or designee.  

 
● The District will ensure that any Health Plan offered is compliant with 

state law regarding the eligibility of individuals who retire from the 
District and who are eligible to receive benefits from PSRS and/or PEERS. 
This eligibility shall also extend to qualifying spouses and children. 
Qualified individuals who elect to enroll post-retirement must pay 
required premiums and are required to enroll within one year from the 
date of retirement. 

 
● The District will comply with the Consolidated Omnibus Budget 

Reconciliation Act of 1986 (COBRA) requirements, and allow for 
continuing Health Insurance coverage as required by law. Employees will 
be provided by COBRA notices as required by law. Employees who elect to 
continue coverage after a qualifying event shall be responsible for the 
payment of premiums.  

 
 
Employee Benefits 

BENEFIT 
 

NOTES EMPLOYEES 
AFFECTED 



 

45 
 

Public School 
Retirement 
System (PSRS) 

● State mandated deduction (2026-20272025-2026) 14.50% 
without Social Security 

       or 9.67% with Social Security 
● Matched by the District 
● Vested after 5 years 
● Questions – Contact 
       800-392-6848 or email 
       member_services@psrsmo.org 

All certificated staff 
who work 17 hours per 
week  

Public 
Education 
Employee 
Retirement 
System 
(PEERS) 
Formerly Non-
Teacher 
Retirement 
System (NTR) 

● State mandated deduction (2026-20272025-2026) 6.86% 
● Matched by the District 
● Vested after 5 years 
● Questions – Contact 
       800-392-6848 or email member_services@peersmo.org 

All classified staff who 
work 20 hours per 
week  
 

403B and 
457B 
 
 

● Voluntary retirement savings accounts 
● Contact the Retirement Manager at 1-800-448-2542Contact 

your building advisor or call 1-866-294-7950 or set up a 
personal meeting with your building advisor 

● https://cwww.corebridgefinancial.com/rs/csdrt 

All staff  

MOST ● Payroll deduction for Children’s Higher Education All staff 
Public Service 
Forgiveness 
Program 

● Forgiveness of Direct student loans for those qualifying 
after 120 payments and not in default   
https://dhewd.mo.gov/ppc/public-service-loan-
forgiveness 

Full-time staff 

General 
Payroll 
Deductions 

● Professional organization dues, Independence Foundation, 
etc. 

All staff 

Direct Deposit 
 

● Available for multiple accounts Required for all staff 

Direct Check 
Card 

● Available for multiple accounts Employees who don’t 
have a bank account 

Credit Union Located at 201 N. Forest Avenue All staff  who work 25 
hours 

“Benefits 
Banking” 

Additional free, discounted, and premium rate services for 
customers of Commerce Bank.  Services include: 

● Free online banking and bill pay 
● Free Commerce ATM and debit card 
● Discount on loans 

Contact 816-234-8810 or 816-234-1984 

All staff and retirees 

Professional 
Liability 
Insurance 

● Protects employees against damage and injury claims 
while they are acting within the course and scope of their 
assigned duties as established by the District. 

All staff 

Worker 
Compensation 
 

● State mandated 
● Covers medical care and prescriptions 
● Provides 2/3 of average weekly wage if employee cannot 

work, effective 3 days after day of injury 
● Day of injury paid by District 
● Care provided by an ISD directed provider.Care provided 

in District’s Employee Health Clinic at 1516 W. Maple 
Street 

All staff with job 
related injuries 
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● Questions – Contact Employee Workers’ Compensation 
Office 816-521-5424 

Health 
Insurance 
 
 

● Board of Education paid for employees @ $704 monthly, 
October 1, 20265-September 30, 20276 

● Optional coverage available at employee expense for 
spouse and dependent children 

● Retirees may retain membership by paying premiums 
● Plan choices include 6 plans:  

o Blue Select Plus Core – QHDHP and PPO 
o PPO BuyUP 1 – QHDHP and PPO 
o PPO BuyUP 2 and HMO BuyUP 2  

All staff who work 25 
hours per week 
 
Retirees who elected 
coverage within one 
year of their retirement 

Dental 
Insurance 

● Board of Education paid for employees @ $30.9431.64 
monthly October 1, 20262024-September 30, 20272025 

● Optional coverage available at employee expense 
$70.2871.86 monthly for family 

● Annual maximum coverage of $1250.00 in 
network1000.00 on DPPO Advantage plan with $250 
annual increments when annual cleanings are done 

All staff who work 25 
hours per week 
 
Retirees may extend 
through COBRA for 18 
months minimum 

Voluntary 
Insurance 
Vision 

● At employee expense 
● Monthly cost of $12.60 for employee or $35.56 for family 

 

All staff who work 25 
hours per week 
 

Long Term 
Disability 
Insurance 
 

● Board of Education paid benefit 
● 60% of employee salary  
● Effective after 90 day elimination period or expiration of 

sick leave 

All staff who work 25 
hours per week 

Life Insurance 
Board Paid 

● Board of Education paid benefit 
● 1.5 times salary for qualifying employees 
● Includes AD&D 
● Must have a primary beneficiary to enroll 

 

All staff who work 25 
hours per week 

Section 125 – 
Flex Plan 
Unreimbursed 
Medical 
Dependent 
Care 

● Pretax savings account for medical or dependent care 
● Fee $4.33 per month for 9 months 

All staff who work 25 
hours per week who 
have a health care 
premium, a family 
dental premium, or 
voluntary vision 
premium 

Section 125 –  
Employee 
Childcare 
Benefit 

● Monthly reimbursement 75% of paid weekly childcare fees 
in an ISD childcare program October 1, 20262025-
September 30, 20272026. 

 

All staff who work 25 
hours per week, own 
their home in ISD, and 
have a legal 
guardianship child in 
ISD in-person school 
and attending ISD 
childcare (Kids Safari 
or Early Education). 

Section 125 -  
Health Savings 
Account 
 

● Employee owned pretax savings account for medical 
expenses 

● District contributes $1000.00/year 
 

All staff who are 
enrolled in the high 
deductible health care 
plan and meet other 



 

47 
 

IRS requirements for 
the account 

Employee 
Assistance 
Program 
SupportlincCo
mPysch 
 

● Cost-free Employee Assistance Program 
● Confidential Services, Referrals 
● Counseling and Resources 
● Financial and legal planning 
● Confidential website access http://supportlinc.com  

guidanceresources.com(Web ID: ISDEAPlogin code isd 
email then ISD ID/password) 

● Available 24/7 at866-483-1487 800-433-7916 

All staff who work 25 
hours per week and 
their household family 
members 
 

Employee 
Health Clinic 

● Medical clinic for well exams, disease management, illness 
care, routine lab tests 

● Cost-free for those on district health insurance and 
preventive 

● $25 per visit fee for those on the HSA eligible Blue Select 
Plus Core QHDHP and PPO BuyUP 1 QHDHP 

● Call 866-959-9355 or 816-521-5316 or go online to 
https://sites.google.com/site/isdhealthclinic/hom
e/appointments?authuser=0https://sites.google.c
om/site/isdhealthclinic/home/appointments?auth
user=0 to make an appointment 

All staff, retirees, and 
dependents (age 2+) 
enrolled on district 
health insurance 

Employee 
Wellness 
Center 
 
 

● Free gym with exercise equipment and classes 
● Enroll - call 816-521-5315 

All regular full and 
part-time employees, 
retirees, and their 
spouses and 
dependents age 18 and 
older until they turn 26 
 
 
 
 

Aquatics 
Center 

● Free open and lap swimming 
● 25% off swimming lessons, party rentals and private 

rentals 
● Free aerobics classes 
● Questions – call 816-521-5377 

 
All staff 

Voluntary 
Insurance 
Legal 
Assistance 

● Optional at employee expense 
● Legal advice, forms, will, document review, traffic issues, 

IRS, defense, discounts 
● 24/7 emergency access 

All staff who qualify for 
PSRS or PEERS 
Retiree insurance and 
COBRA participants 

Voluntary 
Insurance 
Life Insurance  
 

● Optional at employee expense 
● Optional coverage available for employee, spouse and 

dependents 

All staff who work 25 
hours per week 

Voluntary 
Insurance 
Identity Theft  
 

● Optional at employee expense 

● Insurance policy $1,000,000 

● Monitoring includes: credit, internet, digital, social, bank 

All staff who qualify for 
PSRS or PEERS 
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● Privacy advocate remediation Retiree insurance and 
COBRA participants 

Voluntary 
Insurance 
Accident 

● Optional at employee expense: employee, spouse, 
dependents 

● Includes Wellness Benefit 
● Includes Accidental Death or Dismemberment 

All staff who qualify for 
PSRS or PEERS 

Voluntary 
Insurance 
Critical Illness 
 

● Optional at employee expense: employee, and spouse. 
Dependents are included with Employee expense at no 
additional cost for a flat $5,000 coverage. 

● Includes heart attack, stroke, cancer, renal failure, organ 
transplant, coma, severe burns, loss sight-hearing-or-
speech, and paralysis 

● Includes Wellness Benefit 
● Monthly cost age banded on selected employee benefit of 

$10,000, $20,000 or $30,000 

All staff who qualify for 
PSRS or PEERS 

Voluntary 
Insurance  
Cancer 

● Optional at employee expense: 
Employee, spouse, dependents 

● Includes Wellness, First Occurrence, and specific cost 
Benefits 

All staff who qualify for 
PSRS or PEERS 

Voluntary 
Insurance 
Hospital 
Indemnity  

● Optional at employee expense: employee, spouse, 
dependents  

● Includes annual admission and daily benefits 

All staff who qualify for 
PSRS or PEERS 

Voluntary 
Insurance  
Short Term 
Disability 

● Optional at employee expense  
● Elect coverage $100-$1500/Week in $50 increments 
● 7, 14, or 30 days elimination period,  
● Monthly cost coverage based and age banded 
● 60% of weekly earnings 
● Available sick leave must be used first before eligible for 

use 
Subject to 3/6/12 month look back period for pre-existing 
conditions 

All staff who qualify for 
PSRS or PEERS 

Family 
Medical Leave 
 

● Federally mandated by the Family Medical Leave Act 
● Up to 12 weeks of unpaid leave allowed for birth/adoption 

of a child, serious health condition of employee, or serious 
health condition of member of immediate family who 
requires care of employee 

● BOE paid insurance and other benefits continued during 
leave 

● Employees required to use any available leave days during 
leave 

● No loss of seniority 

● Employees who 
have worked 12 
months previous 
to the leave and 
who have worked 
at least 1250 hours 
during the 12 
months before the 
leave 

● Contact Human 
Resources to see if 
you qualify for 
FML 

● Employees must 
request FML in 
writing through 
the Human 
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Resources Office 
521-5300 

Sick Leave 
 

● 9 days per school year for illness as outlined in the 
Employee Manual 

● Plus one (1) day for each additional full contract month 
beyond the nine (9) month calendar 

● Paid at daily rate 

All staff who work 32 
hours per week 

Personal 
Leave 
 
 

● 3 days annually for personal use as outlined in the 
Employee Manual 

● Deducted from sick leave 
● Paid at daily rate 

All staff who work 32 
hours per week 

Emergency 
Leave 

● Up to 10 days leave for purposes outlined in the Employee 
Manual 

● Deducted from sick leave 
● Paid at daily rate 

All staff who work 32 
hours per week 

Bereavement 
Leave 

● 53 days for death in the immediate family as outlined in 
the Employee Manual Employee Leave and Absences E-
115-E. 

● Paid at daily rate 

 
All staff 

FamilyPaid 
Parental Leave 

● Staff are entitled to up to five (5) paid Family Leave days 
per school year. 

● Family Leave may be used for bereavement, paid parental 
leave, or a combination of both, not to exceed five (5) total 
days per school year as outlined in Employee Leave and 
Absences, E-115-E.  Family Leave is separate from accrued 
sick leave, does not carry over from year to year, and is not 
payable upon separation from employment. 

All Staff 

Part-Time Sick 
Leave 

● 5 days per school year for illness 
● Plus one (1) day for each additional full contract month 

beyond the nine (9) month calendar 
● Paid at daily rate 

 
All staff who work at 
least 25 hours a week 
and less than 32 hours 
a week 

Part-Time 
Personal 
Leave 

● 2 days annually for personal use 
● Deducted from sick leave 
● Paid at daily rate 

 
All staff who work at 
least 25 hours a week 
and less than 32 hours 
a week 

Jury Duty ● Paid at employee’s daily rate All staff 

Vacation ● Paid at daily rate 11 and 12 month full-
time employees 

*This chart is intended as a quick reference summarizing the employee benefits 
available to employees of the District.  A more detailed description of the employee 
benefits that may be applicable to you is available through the Human Resources 
Office. This chart is not intended to be an employment agreement and the District, in 
publishing this chart, is not conveying an offer pursuant to the benefits described in 
this summary.
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Benefits Banking

 



 

51 
 



 

52 
 



 

53 
 



 

54 
 

 
 
Protected Health Insurance 
Dear Independence School District Employee: 
We would like to assure you that the privacy and protection of your health information 
is extremely important to us. Information for employees enrolled in a Blue Cross Blue 
Shield health plan, a dental plan, 125 Medical Reimbursement, or for those taking a 
Family Medical Leave is protected health information (PHI). 
 
The Notices of Privacy Practices you are receiving will explain the various ways we use 
and protect your PHI. Highlights of the document include: 
 

● We use and disclose members’ PHI in administering benefits, or when a doctor, 
dentist, hospital or other entity requests it for treatment or payment purposes. 
Other situations in which PHI may be used are listed in the second section of the 
enclosed notice. 

● In situations that are not names in the “Notice of Privacy Practices,” we will 
always ask for written authorization to share PHI. Members can revoke their 
authorization at any time. Authorization forms will be available at each District 
site. 

● Members have rights to limit how we share their PHI and to request copies of 
their information and where it has been shared. 

 
The “Notice of Privacy Practices” is enclosed with this letter. If you have any questions 
about this communication, please call the Privacy Office at (816) 521-5300 during 
normal business hours, or email us at Yvonne_Rito@isdschools.org. 
 
Sincerely, 
Ms. Yvonne Rito 
Privacy Officer, Independence School District 
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Notice of Privacy Practices 
THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE 
USED AND DISCLOSED AND HOW YOU CAN ACCESS THIS INFORMATION. 
PLEASE REVIEW IT CAREFULLY. 

The privacy of your Protected Health Information is important. This requires no action 
on your part unless you have a request or complaint. 

Protecting all Independence School District Member's Protected Health 
Information 

The Independence School District understands the importance of keeping your 
Protected Health Information private. Personal health information includes both 
medical/dental information and individually identifiable information, such as your 
name, address, telephone number, or social security number. We are required by 
applicable federal and state laws to maintain the privacy of your Protected Health 
Information. 

Both under law and our policy, the Independence School District has a responsibility to 
protect the privacy of your Protected Health Information (PHI), WE: 

● protect your privacy by limiting who may see your PHI; 
● limit how we may use or disclose your PHI; 
● inform you of our legal duties with respect to your PHI; 
● explain our privacy policies; and 
● strictly adhere to the policies currently in effect. 

You have received this notice because you are covered by, or considering coverage with, 
a product offered, insured, or administered, by a company or managed care organization 
operating as, or an affiliate, or contracted by the Independence School District. A 
current list of such companies and organizations appears at the end of this notice. 

This is a notice of the Independence School District privacy practices, our legal duties, 
and your rights concerning your Protected Health Information. We will follow the 
privacy practices that are described in this notice while it is in effect. This notice takes 
effect April 14, 2003 and will remain in effect until we replace it and provide you notice 
of such changes. 

We reserve the right to change our privacy practices and the terms of this notice at any 
time, as allowed by applicable law, rules, and regulations. We reserve the right to make 
the changes in our privacy practices and the new terms of this notice at any time, as 
allowed by applicable law, rules, and regulations. We reserve the right to make the 
changes in our privacy practices and the new terms of our notice effective for all 
Protected Health Information that we maintain, including information we created or 
received before we made the changes. When we make a significant change in our privacy 
practices, we will change this notice and send the notice to our health plan subscribers. 
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For more information about our privacy practices, or for additional copies of this notice, 
please contact us at the number listed at the end of this notice.  

Independence School District Uses and Disclosures of Member's Protected 
Health Information 

As an Independence School District member in a benefit plan or using Family Medical 
Leave, the District may use and disclose your Protected Health Information, without 
your consent/authorization, in the following ways: 

Treatment: We may disclose your Protected Health Information to a doctor/dentist, a 
hospital, or other entity, which asks for it in order for you to receive medical/dental 
treatment. 

Payment: We may use and disclose your Protected Health Information to pay claims 
for covered services provided to you by doctors, hospitals, or other entities. 

Process and Proceedings: We may disclose your Protected Health Information in 
response to a court or administrative order, subpoena, discovery request, or other lawful 
process. 

Law Enforcement: We may disclose limited information to law enforcement officials 
concerning the Protected Health Information of a suspect, fugitive, material witness, 
crime victim, or missing person. We may disclose the Protected Health Information of 
an inmate or other person in a lawful custody to a law enforcement official or 
correctional institution. 

Military and National Security: We may disclose to military authorities the 
Protected Health Information of Armed Forces personnel under certain circumstances. 
We may disclose to authorized federal officials, Protected Health Information required 
for lawful intelligence, counterintelligence, and other national security activities. 

Authorizing Use and Disclosure of Independence School District Member's 
Protected Health Information 

The Independence School District will request written authorization from you to use 
your personal information or to disclose it to anyone for any purpose or situation not 
included in this document. If you give us an authorization, you may revoke it in writing 
at any time. Your revocation will not affect any use or disclosures permitted by your 
authorization while it was in effect. We will not use or disclose your Protected Health 
Information for any reason except those described in this notice without your written 
authorization. If you authorize release of your PHI, your authorization must include the 
following items: 

1. a description of information used or disclosed 
2. identification of the parties releasing, and the parties requesting the information 
3. an expiration date of the authorization 
4. your signature 
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5. information about how to revoke the authorization 

Individual Rights for all Independence School District Members 

As an Independence School District member, the following are your rights concerning 
your Protected Health Information: 

Access: You have the right to review or obtain copies of your Protected Health 
Information, with certain exceptions. You may request that we provide copies in a 
format other than photocopies. You may submit this request in writing by obtaining a 
form from us using the contact information listed at the end of this notice. If you request 
copies, you may be charged a fee for each page, and per hour for staff to locate and copy 
your Protected Health Information, and postage. 

Disclosure Accounting: You have the right to receive a list of instances in which we, 
or our subcontractors, disclosed your Protected Health Information for purposes other 
than treatment, payment, health care operations and certain other activities. Effective 
April 14, 2003, the Independence School District will begin maintaining these types of 
disclosures for up to six (6) years. If you request this list more than once in a 12-month 
period, we may charge you a reasonable, cost-based fee for responding to these 
additional requests. You may submit this request using the contact information listed at 
the end of this notice. 

Restriction Requests: You have the right to request that we place additional 
restrictions on our use or disclosure of your Protected Health Information. We are not 
required to agree to these additional restrictions, but if we do, we will abide by our 
agreement (except in a need for your emergency treatment). You also have the right to 
agree to or terminate a previously submitted restriction. You may submit this request 
using the contact information listed at the end of this notice. 

It has always been the Independence School District's goal to ensure the protection and 
integrity of our member's Protected Health Information. Therefore, we will notify you of 
any potential situations where your information would be used for reasons other than 
payment and health/dental/section 125 plan operations. 

This notice became effective on April 14, 2003. 

Independence School District 
Insurance Brokers Insurance and Benefit Providers 
Employee Health Clinic 
To contact us: 
Privacy Office at 816.521.5300 
Ms. Yvonne Rito 
201 North Forest Avenue 
Independence, MO 64050 
compliance@isdschools.org 
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ComPsychSupportLinc 
ComPysch is now available with emotional wellbeing and work-life balance resources to 
keep you at your best.  

What is the EAP? 

The EAP is a free and confidential benefit available to all employees and their 
household family members. It provides support for a wide range of personal and work-
life challenges, including stress, anxiety, relationships, financial concerns, legal 
questions, and more. 

Why ComPsych? 

ComPsych is one of the largest and most widely used EAP providers, serving 
organizations worldwide and offering access to an extensive, diverse network of 
counselors and resources 

Key Features & Benefits 

● Extensive Counselor Network 
Access one of the industry’s largest networks of licensed counselors, with 
appointments available quickly—often within just a few days. 

● 6 Free Counseling Sessions 
Receive up to 6 confidential counseling sessions per issue, per year, 
at no cost to you. 

● 24/7/365 Support 
Speak with a trained professional anytime via phone, video, or online chat—
whenever you need support. 

● User-Friendly Online Portal & Mobile App 
The GuidanceResources® platform provides easy access to tools, articles, 
self-guided programs, and the ability to connect with services anytime, 
anywhere. 

● Work-Life Support Services 
Get help with everyday needs like childcare, eldercare, relocation, education 
planning, and more through personalized referrals. 

● Legal & Financial Consultation 
Access expert guidance on topics such as budgeting, debt, estate planning, and 
family law—at no cost for initial consultations. 

● Well-Being Coaching & Digital Tools 
Take advantage of coaching and self-guided programs focused on stress 
management, resilience, sleep, fitness, and overall wellness. 

● Strict Confidentiality 
All services are completely confidential. No personal information is shared with 
the district. 
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Administered by CuraLinc Healthcare, the program offers guidance to help you address 
and resolve everyday issues at no cost to you or your family. Features include: 

● In-the-moment support. A licensed clinician answers 24/7/365 when you call for 
assistance with work-related pressures, depression, stress, anxiety, grief, 
relationship problems, substance abuse or other emotional health concerns.  

● Short-term counseling. You and your immediate household members may also 
receive up to six (6) counseling sessions, in-person or via video. 

● Legal consultation. Receive a free, 30-minute legal consultation per issue with a 
local attorney, by phone or in-person. 

● Convenience resources. Knowledgeable specialists provide referrals that help 
address a wide range of challenges such as child or elder care, adoption, pet care, 
home repair, education and housing needs. 

● Financial expertise. Consultation and planning with an experienced financial 
professional, providing pressure-free, personalized guidance until your issue is 
resolved. 

● Web platform. Your one-stop shop for program support, resources, information 
and more. Discover on-demand training to boost well-being. Find discounted 
gym memberships, financial calculators, self-assessments and career resources. 
Visit the Savings Center for a variety of discounts. Or complete a search to 
explore articles and tip sheets. 

● Mobile app. Get confidential support and guidance on the go from a licensed 
counselor via live chat, as well as expert content and resources – all from the 
convenience of your phone or tablet.  

● Text therapy. Exchange text messages, voice notes and resources Monday – 
Friday with a licensed counselor through the Textcoach® mobile and desktop 
app. 

● Animo. Strengthen your mental health and overall well-being at your own pace 
using Animo’s self-guided content, practical resources and daily inspiration to 
foster meaningful and lasting behavior change. 

● Virtual Support Connect. This digital group support platform offers moderated 
sessions hosted by licensed counselors on topics such as grief, mindfulness, 
preventing burnout and more. 

● Navigator. Take the guesswork out of your emotional fitness! Click the Mental 
Health Navigator icon on the web portal or mobile app, complete a short survey 
and receive personalized guidance for accessing program support and resources. 

All requests for information or assistance are free of charge and completely confidential. 
You can contact the SupportLinc program 24 hours a day, 365 days a year. Access 
support whenever needed, wherever is most convenient for you. To get started, call 1-
888-881-5462, or log in to the SupportLinc web portal or eConnect® mobile app with 
group code: isd 

All requests for information or assistance are free of charge and completely confidential.  
You can contact ComPyshch program 24 hours a day.  To get started, call 1-866-483-
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1487, or log in to the ComPysch web portal at guidanceresources.com, or mobile app 
GuidanceNowsm with Web ID: ISDEAP. 

To learn more about the ComPyschSupportLinc Pprogram, view a brief orientation 
video HEREHERE. 
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Welcome to Best Money Moves. 

Best Money Moves partners with the Independence School District to offer financial 
wellness benefits at no cost to you. Each time you log into your Best Money Moves 
account, you have instant access to the tools and financial education you need to make 
smarter decisions about your money. 

Best Money Moves is a free financial wellness benefit that helps people make smarter 
choices about managing money. All eligible employees are automatically enrolled in Best 
Money Moves in partnership with ProgressiveHealth. 

With your Best Money Moves account, you now have access to: 

● Unique digital tools that measure your financial health, identify underlying 
stressors and track critical money goals. 

● An easy-to-use budget builder to log monthly expenses and track your spending.  
● Accessible financial education across over a dozen categories including credit and 

debt, homeownership, healthcare costs, retirement planning, and more. 
● Step-by-step financial journeys for life’s most common milestones, including 

buying a home or building savings. 
● A built-in cybersecurity feature to help prevent fraud and protect your sensitive 

data 
● User contests with the chance to win cash prizes. 
● A monthly webinar series featuring current financial topics and hosted by Best 

Money Moves Founder Ilyce Glink. 
● Privacy guaranteed. Best Money Moves keeps your financial information 

confidential.  

Best Money Moves simplifies your financial life, so you can spend less time worrying 
about money and more time enjoying the things you love. 

Log in and get started today! 

If you haven’t received your Best Money Moves welcome email or have questions about 
your membership, contact CustomerSupport@bestmoneymoves.com. 

 

Employee Health and Safety E-125-E 
The District seeks to provide safe working conditions for all staff members. Staff 
members are required to comply with all safety guidelines and directives provided by 
District policy, job descriptions, and as provided by supervisors and administrators of 
the District. Staff members will be trained on health and safety. Staff members must 
report all conditions that threaten the health or safety of staff members or students of 
the District to the administration.  
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Staff members whose job descriptions set forth certain physical requirements may be 
required to provide documentation which indicates the ability to perform such duties in 
accordance with the law. Similarly, the District will make medical inquiries regarding 
employees in accordance with the law. Drivers of District transportation, whether 
directly employed by the District or through a contracted service provider, must upon 
hire and thereafter biennially, file a statement from the medical examiner within the 
District confirming that the individual meets the physical qualifications to operate 
District transportation for the purpose of transporting students.  
 
The District will provide reasonable accommodations to employees as required under 
the Americans with Disabilities Act (ADA) and otherwise comply with other applicable 
provisions of the ADA.  
 
The District will provide reasonable safety accommodations to employees who are 
victims of domestic or sexual violence or have a family or household member who is a 
victim of domestic or sexual violence, as required under Missouri law. 
 
Principals, Supervisors and Employees have the responsibility to ensure that all areas of 
the facility and grounds are safe for children, visitors and other employees by observing, 
correcting, or reporting potential safety hazards; by acting responsibly; and by observing 
all safety guidelines while on the job. 
 
APPLICATION: District Wide. 
INTERPRETATION OF GUIDELINES: 

1. Safety is the responsibility of every employee. 
2. The Principal/Supervisor is the "Risk Manager" of his/her facility and is 

ultimately responsible for seeing that all employees practice safety and work in as 
safe an environment as possible. 

3. The Principal/Supervisor is responsible for arranging for education concerning 
safety measures and for correcting and/or reporting unsafe situations. 

 
WORK SAFELY! 
 
Working safely means using common sense in the workplace, monitoring ergonomic 
trends in the workplace, staying physically fit, and making injury prevention a top 
priority. 
 
Remember, your work day is one-third of your total day. 
Plan your tasks carefully to avoid a painful injury. 
Managing your body is your responsibility. 
General Employee Safety Responsibility 
All employees of the Independence School District should be concerned for their own 
safety as well as the safety of others. 
General Guidelines: 

1. Safety is everyone's business. Report unsafe conditions, equipment and practices. 
2. Use maximum care and good judgment in preventing accidents and seeking first 

aid. 
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3. Abide by all safety regulations. Diligent efforts on everyone's part will prevent 
occupational injuries and illnesses. Occupational injuries and illnesses are caused 
by unsafe acts or conditions and can be prevented. 

4. Report all injuries, no matter how slight, and secure first aid if needed. If medical 
treatment is required follow the instructions under Employee Accident/Injury 
Procedure. 

5. Consider yourself a constant member of the Safety Committee. Report any 
condition you observe that is likely to cause an accident. 

6. Walk carefully. Report or clean up slippery spots as soon as possible. Proceed 
with caution around blind corners. Running on the job may be dangerous and is 
seldom called for. Don't run on stairways. Use handrails. 

7. The use of alcoholic beverages, intoxicants, or narcotics while you are scheduled 
for work is prohibited. Being under the influence or possession of alcoholic 
beverages, intoxicants, or narcotics while on duty is forbidden. Anyone found to 
be under the influence of a controlled substance while on school property is 
subject to disciplinary action. 

8. Inform your supervisor if you are using any prescribed medication when you 
come to work. Have your doctor determine if you can work safely while on this 
medication. 

9. Know your facility's Emergency Safety Plan. 
 
Certificated Personnel and Assistants 
All certificated personnel and assistants are responsible for making their department as 
safe an area to work as possible. The following departmental safety rules must be 
followed by all employees. 
 
APPLICATION: Certificated Staff and Assistants District Wide. 
 
SAFETY GUIDELINES: 

1. Every employee shall be responsible to see that his/her own desk and room be 
kept orderly and free of clutter. Pick up items such as pencils, paper clips, etc., 
that are strewn around. Good housekeeping is the key to a safe working 
environment. 

2. Drawers of desks and file cabinets shall be kept closed when not in use. 
3. Do not sit on the edge of a chair and do not tilt chairs backwards, unless the chair 

is constructed to do so. 
4. Never use chairs, desks, bookcases or other furniture as a makeshift ladder. 

Always use a step ladder. Don't overreach and lose your balance. Ladders for your 
use are available. If you cannot locate them, ask the building custodian. 

5. Room floors shall be kept clear of all potential trip hazards (cords, paper, boxes, 
rugs, books, flower pots, etc.) 

6. Any equipment such as projectors, VCR's, DVD's, monitors, overheads, etc., are 
to be inspected for frayed cords regularly. Cords should not be placed in any 
traffic lane and when not in use should be stored up and out of the way of 
children. If cords must be left in any traffic area, they must be secured firmly with 
tape by the custodian. Equipment on stands or tables should be securely strapped 
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so it will not fall and possibly injure you or a student. Safety stickers should be 
affixed to all equipment stands or tables. 

7. As much as possible, refrain from bringing glass articles into the classroom so as 
to prevent accidental cuts. If breaks occur, notify the principal so that the 
custodian can dispose of the broken glass properly. 

8. Walk cautiously up and down stairs; the handrails shall be used whenever 
available. Refrain from: carrying bulky items that obstruct your view; reading 
while walking down the steps; and doing any other activity which would distract 
your attention. 

9. Do not store thumbtacks, razor blades or other sharp items loose in a desk 
drawer. All sharp objects should be kept in locked drawers and always stored 
with the cutting edges or points toward the back of the drawer. Tacks should be 
stored in containers and not loose in the drawer. 

10. Care should be taken in the use of any product that may leave a deposit on the 
floor which will cause the floor to be slick (such as hair spray and other spray type 
propellants). 

11. Heavy boxes or storage containers should not be stored above the height of the 
shoulder or below the knee if they weigh over 30 pounds. This causes undue 
strain on the back and can cause loss of balance resulting in a fall. 

12. Universal Precautions shall be observed in the disposal of any body fluids. Be 
knowledgeable regarding these precautions and take care to prepare for disposal 
in the proper way. 

13. Don't needlessly use your body for activities that you are not physically capable of 
doing. Many injuries are the result of misuse of muscles which are not strong 
enough to withstand the activity. Set a good example to your students by 
observing good common sense. 

 
Nutrition Services Personnel 
All Nutrition Service employees are responsible for making their department as safe an 
area to work as possible. The following departmental safety guidelines must be followed 
by all employees. 
 
APPLICATION: Nutrition Service - District Wide. 
 
SAFETY GUIDELINES: 

1. All chipped utensils should be reported to the nutrition services supervisor. All 
chipped or cracked dishes should be reported when found. 

2. Never pick up broken glass or china with bare hands. Use a dustpan and brush or 
dampened paper and gloves when appropriate. 

3. Open light bulbs over stoves and tables should be reported to your supervisor. 
4. Grease fires are common and dangerous. Vents in the range hoods should be 

cleaned regularly, at least monthly, depending on the extent of use. 
5. Observe cleanliness rules carefully. Wash hands thoroughly before handling any 

food or dishes. When serving food that requires serving by hand, always wear 
vinyl gloves. 
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6. All cooking utensils should be placed so handles do not protrude beyond the edge 
of the range or table. Consider all pans to be hot. Never grab hold of a pan until 
you are sure it is not hot or unless you are using hot mitts. 

7. All knives, saws, and cleavers should be returned to their proper racks. Do not 
leave them lying on tables or blocks. If stored in drawers, place them with points 
and blades to the rear. Maintain cutlery in good condition. A dull knife slips; a 
sharp one does not. 

8. Do not remove guards from kitchen equipment, except for cleaning. They are 
there for your protection. Use wooden pushers or those designed for equipment 
where hand hazards are involved. 

9. When cleaning meat slicers or any other powered equipment, be sure they are 
disconnected from the power source. An accidental bump of an on switch can 
cause serious injury. Never clean moving blade with a towel or a cloth. Always use 
a kevlar or wire mesh glove to clean the meat slicer blade. It should not be 
handled with a bare hand or even with the use of a washcloth or sponge. These 
materials can easily slip or stick, causing a severe laceration. 

10. When using a plastic wrap or foil box dispenser with a serrated edge, do not try to 
catch it if it falls off of your work area. The serrated edge is as dangerous as a 
knife when falling and can give you a deep cut. 

11. When lifting heavy objects, always use proper lifting techniques to prevent 
strains/sprains to the lower back. Do not stack or store heavy boxes above 
shoulder height or lower than above knee level if at all possible. Lifting boxes 
outside these ranges contribute to back strain. Items heavier than 30 pounds are 
not to be stored below knee height or above shoulder height. 

12. Do not store heavier utensils or high stacks of dishes on higher shelves. 
13. Keep all large containers of food stuffs covered, especially when stored in coolers 

or storage spaces for later use. All food stuffs stored in refrigeration should be 
wrapped or tightly covered and labeled with date and contents. 

14. Assume all pots, pans, stoves, steam kettles, coffee urns, and pipes are hot before 
attempting to touch them. 

15. Use mitts or pot holders to pick up hot receptacles. 
16. Before cleaning steam tables, dish warmers, dishwashers, etc., make certain 

steam has been shut off and equipment is cool enough to handle. 
17. Keep oven doors closed when not in use, as open doors may cause people to trip 

and fall. 
18. Use caution in lighting ovens on gas stoves. Light pilot before turning the valve 

on burners. Never face an oven-stand to one side. Use a wire extension to light 
the pilot. 

19. In removing a cover from a pot or pan, open the lid so steam will be directed 
away from you. 

20. Do not climb on storage room shelving. Never use crates, boxes, kegs or other 
substitutes for good ladders. 

21. Be cautious around coffee urns or makers. They must be on a stable base or work 
surface and placed where they will not be easily bumped or tipped. Do not fill to 
the brim to reduce spillage and possible burns. 

22. Use care in handling of fruit or produce crates. Beware of slivers, protruding 
nails, or jagged wires. Wear gloves if at all possible to protect your hands. 
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23. Wipe up spilled liquids from the floor immediately. Pick up items such as lettuce, 
potato peelings, or any food stuff that may be dropped on the floor. Avoid slips 
and falls. 

 
Work smart! It is your responsibility to use good judgment. 

 
Maintenance- Custodial Personnel 
All maintenance custodial employees are responsible for making their departments as 
safe an area to work as possible. The following departmental safety rules must be 
followed by all employees. 
 
APPLICATION: Maintenance-Custodial Employees District Wide. 
 
SAFETY GUIDELINES: 

1. Check for and report all defective equipment, especially electric cords and plugs. 
2. Watch for loose floor covering, stair treads, etc., and report or repair 

immediately. 
3. Safe floor cleaning and waxing does much to control falls: 

a. Use dust or dry mop before using wet mop. 
b. Use only non-skid waxes. 
c. When mopping up spills or wet areas, ask people to walk on the dry side. If 

it is necessary for you to leave the area, post "wet floor" signs. 
d. Keep your equipment together on one side of hall, not strung around. If 

using electrical equipment, plug it in on the side of the space that is being 
cleaned. Avoid running cords across stairs. 

e. Do not block doorways or elevator entrances with cleaning equipment. 
f. Remove mops or other cleaning equipment from public areas when your 

cleaning is complete. 
g. Never leave equipment "just around a corner". This is a frequent cause of 

accidents. 
4. Entry mats should be replaced when wet with dry mats to prevent slipping. 
5. Never place cleaning articles or equipment in aisles or on stairs while cleaning 

unless warning signs are posted. 
6. Do not place articles on top of step ladders, cabinets, or lockers and leave 

unattended. 
7. When unpacking boxes, barrels, or crates, always remove protruding nails, metal 

stripping, and wires before handling. 
8. Do not pick up broken glass. Sweep it up at once. Pick up fine splinters and chips 

with a cloth or paper towel while wearing protective gloves. 
9. Unplug electric lamps before wiping with damp cloths. 
10. Handle electrical equipment only with dry hands. Never yank out an extension 

cord by the cord; rather pull it out by the plug. Always switch the equipment off 
first. 

11. Do not empty waste baskets by digging into them. Hold by sides and turn it 
upside down over a newspaper, carryboy or basket. 
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12. When using step ladders, do not stand on the top two (2) steps. The step ladder 
should be open and placed on a secure base. Be sure locking devices on the step 
ladder are in order and are used. Never stand on a chair. 

13. Wear gloves when using steel wool to prevent embedded slivers of steel.  
14. Report defective or missing equipment such as worn wiring, light fixtures, 

window screens, leaky faucets, door handles, etc. to your supervisor. 
15. Take personal responsibility for seeing that slipping or tripping conditions 

anywhere on the floor or stairway are taken care of at once. Principle hazards are 
water, milk, flower petals, paper (especially cellophane), rubber bands, paper 
clips, pencils, and other trivia. 

16. Do not leave chemicals or cleaning supplies unattended, or where a child or 
visitor might come in contact with them. 

17. Label all bottles of chemicals if not properly labeled by the manufacturer. It is 
important that contents are known in case of poisoning. 

18. Always turn off motors of lawn mowers, weed eaters, or other lawn equipment 
before trying to clean or adjust. 

19. Wear sturdy leather shoes when running lawn equipment to prevent slipping 
and/or injury to feet. All shoes worn must have non-skid soles 

20. Be sure you have been well trained in the use of equipment before you attempt to 
use it. If you are unsure, always ask your supervisor for instruction. 

21. Never attempt to lift heavy equipment or boxes by yourself. Always get assistance 
or use a dolly when applicable. 

22. Take great care when removing wet snow by hand. Over-filling your shovel and 
the lifting and throwing of snow is a frequent cause of back strain. Know and use 
good body mechanics at all times. 

23. When raising or lowering cafeteria tables, take special care to observe for any 
evidence of malfunction of the tables. If you note that the tables are becoming 
difficult to raise or lower, there may be some damage to the mechanism designed 
to provide a smooth operation of these tables. If this is observed, contact the 
Maintenance Manager and report the problem. Do not continue to struggle with 
the tables or kick with your feet to disengage the table. This will cause additional 
damage to the tables and may cause you to strain or injure yourself. 

24. Safety glasses will be worn when an employee is drilling above his/her head to 
protect the eyes from falling dust particles. Safety glasses will also be used when 
grinding metal and when using a weed eater. Eyes need to be protected from 
flying particles. 

25. Universal Precautions will be observed during the process of cleaning any spilled 
body fluids or the repairing of plumbing which involve waste products. A copy of 
the Universal Precautions will be posted in each maintenance room. 

 
Work smart! It is your responsibility to use good judgment. 

 
Office Personnel 
All office employees are responsible for making their department as safe an area to work 
as possible. The following departmental safety rules must be followed by all employees. 
 
APPLICATION: Office Personnel District Wide. 
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SAFETY GUIDELINES: 

1. Every employee shall be responsible to see that his/her own desk and work area 
is clean and orderly. Pick up such items as pencils or paper clips that are strewn 
around. Good housekeeping is the key to a safe office environment. 

2. Drawers of desks and file cabinets shall be kept closed when not in use. 
3. Only one drawer of a file cabinet shall be opened at any one time to avoid tip-

overs. 
4. Heavy material shall be stored on lower shelves and in bottom drawers of 

cabinets or files. 
5. Do not sit on the edge of a chair and do not tilt a chair backwards unless the chair 

is constructed to do so. 
6. Never use chairs, desks or other office furniture as a makeshift ladder. Always use 

a step ladder. Don't overreach and lose your balance. Contact your building 
custodian for a ladder when the need arises. 

7. Floors shall be kept clear of all potential trip hazards (telephone cords, paper 
cartons, paper clips, rubber bands, etc.). If an extension cord must be used, ask 
the building custodian to secure it firmly with tape. 

8. Broken glass and sharp objects shall be disposed of in puncture-proof containers. 
Have the building custodian dispose of all broken glass. 

9. Employees shall walk cautiously up and down stairs; the handrail shall be used 
whenever available. 

10. Be cautious when pushing open a door or going around "blind corners". Someone 
may be coming toward you and be hit by the door or collide with you. 

11. Fire extinguishers and other fire protection equipment should be available and 
employees should be trained in their proper use and know the location of 
extinguishers. Obtain a copy of these locations from your building 
principal/supervisor. 

12. Sharp edges on chairs, desks, and filing cabinets shall be reported and repaired 
immediately. 

13. Any coffee or liquid spills shall be mopped immediately to prevent slips and falls. 
If it is a small spill, be safety conscious and wipe it up yourself. For large spills 
contact your building custodian. 

14. Paper cutters or other types of office equipment with a cutting edge shall have the 
blade in the down position and locked when not in use. 

15. Be sure all electrical equipment is grounded and that cords are in good condition. 
If a machine gives you a shock or starts smoking, disconnect it and report the 
defective device immediately to your supervisor. 

16. Do not overload electrical circuits by plugging in multiple appliances in one plug-
in. 

17. Do not keep thumb-tacks, razor blades or other sharp items loose in desk 
drawers. 

18. Employees should exercise caution in walking or climbing stairs during icy or bad 
weather conditions. Take the time to wipe your shoes on a dry rug. 

19. Do not try to lift heavy items by yourself. Get help or use lifting devices. 
20. Use proper lifting methods; do not try to lift by bending from the waist. Always 

lift from the squatting position, using your legs to lift. 
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21. Office personnel should report any discomfort they experience with their 
workstation layout as soon as possible to their Principal/Supervisor to provide 
the administration with the opportunity to make changes that will avoid any 
potential repetitive motion injury. 
 

Work smart! It is your responsibility to use good judgment. 
 
Procedure for Cleaning Blood or Body Fluids 
PRECAUTIONS 
 
Infections can be present in body fluids or blood of humans. This includes individuals 
with no outward signs or symptoms of infection. It is therefore important that everyone 
adopt routine procedures for handling the clean-up of all blood/body fluids. The 
procedures to be used are as follows: 

1. Cover fluids with absorbent floor sweep material to keep them from spreading. 
2. Wear disposable vinyl gloves. Disposable vinyl gloves should be disposed of in an 

impervious plastic bag after each use. 
3. Disposable towels or tissues should be used for clean-up and should be disposed 

of in an impervious plastic bag. 
4. All surfaces which have been in contact with body fluids should be cleaned with a 

10% chlorine bleach to 90% water solution (e.g., 1 cup bleach to 9 cups water). 
This solution should not be mixed in advance. It should be made fresh for each 
clean-up. 

5. If the person doing the cleaning has any open skin sores, they should take 
precautions to avoid direct contact of their sores to the body fluids. Disposable 
vinyl gloves or equivalent should be worn. 

6. Good hand washing after exposure to any body fluid should consist of thorough 
use of soap and water for at least 10-15 seconds. 

7. Each school should have a clean-up kit. This kit should consist of the following 
supplies, which should be in each school. 

a. Absorbent floor sweep 
b. Disposable vinyl gloves 
c. Plastic bags 
d. Disposable towels or tissues 
e. One copy of Cleaning Body Fluids Procedure 
f. One copy of Glove Use Procedure 

 
These supplies should be kept together in a central location under control of the 
building administrator. Additional supplies may be ordered from the Facilities Office. 
These supplies must be available at all times. 
 
CAUTION: The diluted bleach solution should not be used for any other purpose than 
the cleanup described above. Mixing bleach with other chemicals can produce a toxic 
gas. If other EPA approved disinfectants are used, they must be used according to the 
manufacturer's directions. 
 
Glove Use Procedure for Cleaning of Blood and Body Fluids 
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PURPOSE: To prevent transmission of infections between clients and staff by limiting 
direct contact with clients' body secretions. 
 
RATIONALE: The increased incidence of Hepatitis B virus infection and HIV/AIDS in 
the population at large, dictates the need for high-risk populations to practice careful 
protective procedures. A significant percentage of persons infected are unidentified and, 
therefore, a potential risk to any caregiver. The use of gloves by caregivers is a protection 
for the client also. 
 
RECOMMENDED GLOVE USE: 
Gloves should be worn under the following circumstances: 

● Any procedure that requires the handling of blood or other body secretion(s) eg., 
stool, urine, vomitus 

● When handling equipment that has been contaminated (soiled) by a blood 
product or other body secretion 

● When handling any dressing or material that contains any type of body secretion. 
This would include, but is not limited to, finger sticks, injections, suctioning (oral 
or wound), dressing changes of draining wounds, washing equipment that has 
been soiled with body secretions, or cleaning blood spills 
 

REMEMBER: 
● Wear disposable vinyl gloves on both hands for all procedures 
● Thorough hand washing must be done before gloving and following removal of 

the gloves. Gloves should not be washed and reused. 
● No client should be discriminated against, therefore gloves should be worn for 

ALL clients having procedures performed that involve blood or body secretions. 
● Disposable vinyl gloves will be stocked and are to be used by anyone working 

with body fluids or clean up of such fluids, due to the possibility of known or 
unknown allergies to latex rubber gloves. 
 

REFERENCES: 
● MMWR. June 7, 1986. 
● AJN. August, 1984, p. 989. 
● Hepatitis B: An Urban Epidemic, Susan S. Marullo, RN, Home Healthcare Nurse, 

Volume 4, No. 4, pp. 18-22. 
● Nurses Encounter Occupational Hazards, Too, N.A. Lentz, Pennsylvania Nurse, 

Volume 39, No. 11, p. 10. 
 
 
Exposure Control Plan 
POLICY 
The Independence School District is committed to providing a safe and healthful work 
environment for our entire staff. In pursuit of this goal, the following exposure control 
plan (ECP) is provided to eliminate or minimize occupational exposure to bloodborne 
pathogens in accordance with OSHA standard 29 CFR 1910.1030, "Occupational 
Exposure to Bloodborne Pathogens." 



 

77 
 

 
The ECP is a key document to assist our organization in implementing and ensuring 
compliance with the standard, thereby protecting our employees. This ECP includes: 

● Determination of employee exposure 
● Implementation of various methods of exposure control, including: 

o Universal precautions 
o Engineering and work practice controls 
o Personal protective equipment 
o Housekeeping 

● Hepatitis B vaccination 
● Post-exposure evaluation and follow-up 
● Communication of hazards to employees and training 
● Recordkeeping 
● Procedures for evaluating circumstances surrounding exposure incidents 

 
Implementation methods for these elements of the standard are discussed in the 
subsequent pages of this ECP. 
 
PROGRAM ADMINISTRATION 

● School Nurses are responsible for the implementation of the ECP. The Human 
Resources Supervisor, Workers’ Compensation SpecialistRisk Coordinator and 
the Health Services Director will maintain, review, and update the ECP whenever 
necessary to include new or modified tasks and procedures. 

● Those employees who are determined to have occupational exposure to blood or 
other potentially infectious materials (OPIM) must comply with the procedures 
and work practices outlined in this ECP. 

● School Nurses will provide and maintain all necessary personal protective 
equipment (PPE) and engineering controls (e.g., sharps containers). School 
Nurses will ensure that adequate supplies of the aforementioned equipment are 
available in the appropriate sizes. 

● Workers’ Compensation SpecialistRisk Coordinator will be responsible for 
ensuring that all medical actions required by the standard are performed and that 
appropriate employee health and OSHA records are maintained. 

● Human Resources Supervisor will be responsible for training, documentation of 
training, and making the written ECP available to employees. 
 

EXPOSURE DETERMINATION 
A. All of the following employees may reasonably anticipate exposure to blood and 

other potentially infectious bodily fluids in the course of their work activities: 
a. Job Classification: School Nurse 
b. Task/Procedures: First Aid, Toileting incontinent child, and Assist 

students in glucose testing 
B. Employees who may have occasion for exposure to blood and other potentially 

infectious body fluids in the course of work activities: 
 
Job Classification    Task / Procedures 
Para Professionals    First Aid 
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Teachers     First Aid 
Coaches     First Aid 
Administration    First Aid 
Custodial Staff    Clean up of blood and bodily fluids; 

General cleaning of bathrooms 
Nutrition Services    Clean up of blood and bodily fluids 
Transportation Services   Clean up of blood and bodily fluids 
Health Services Staff   Clean up of blood and bodily fluids;  

First Aid 
IMPLEMENTATION 

A. Universal Precautions 
a. All employees will utilize universal precautions to prevent contact with 

blood or OPIM. All blood or OPIM will be considered infectious regardless 
of the perceived status of the source individual. 

i. Diabetic students, other than in emergency situations, will perform 
their own glucose testing as developmentally appropriate under 
nurse's supervision. 

ii. Students will be taught to apply pressure to stop bleeding or 
nosebleeds. 

iii. Students will be taught to clean self in occurrence of incontinence 
as developmentally appropriate. 

B. Engineering Controls and Work Practices 
a. Engineering and work practice controls and personal protective 

equipment will be used to prevent or minimize exposure to bloodborne 
pathogens. The specific engineering and work practice controls will be: 

i. All employees will wear protective gloves when dealing with blood 
or OPIM (other potentially infectious materials) 

ii. All spills of blood or OPIM will be cleaned up using appropriate 
grade antiviral/ antibacterial cleaning agent 

iii. All employees will wash hands after contact with blood or OPIM 
even if wearing gloves. After removal of personal protection, 
employees will wash their hands and other potentially 
contaminated skin immediately with soap and water 

iv. If employees incur exposure to their skin or mucous membranes, 
those areas will be washed or flushed with water, as appropriate, 
immediately or as soon as feasible, following contact 

v. Adequate and accessible hand washing facilities are available in all 
schools for employees who incur exposure to blood or OPIM 

vi. Any individual who has blood stained clothing will change into 
clean clothes, if the clothing cannot be properly cleaned. The bloody 
clothing will be bagged and sent home with the individual 

vii. Contaminated broken glass and other materials will not be picked 
up with hands. It will be swept up or picked up by mechanical 
means (sweeping with broom and dustpan or vacuum) 

viii. The nurses will maintain proper sharps containers. Contaminated 
needles and other contaminated sharps are discarded in the sharps 
container in the school nurses' offices immediately or as soon as 
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possible. Contaminated sharps will not be bent, recapped, removed, 
sheared or purposely broken. Sharps containers are puncture 
resistant, leak proof, labeled with a biohazard label and kept out of 
the reach of children in the schools. They will be checked twice a 
year and be disposed of as needed 

ix. The nurses will provide employees with personal kits for emergency 
protection, if necessary, which will contain disposable gloves and 
Band-Aids. Employees will notify nurses if their personal kits need 
supplies 

C. Personal Protective Equipment (PPE) 
a. Employees will be provided appropriate personal protective equipment 

free of charge. It will be chosen based on the anticipated exposure and will 
prevent blood or OPIM from reaching the skin or mucous membranes. 

i. Disposable non-latex gloves will be available through the nurses' 
offices and custodial services. 

ii. Disposable non-latex gloves will be worn when it is reasonably 
anticipated that employees will have hand contact with blood or 
OPIM. 

iii. Disposable non-latex gloves which have been contaminated will be 
removed, disposed of in a lined trash can, and then the employee 
should immediately wash hands. 

iv. Used or contaminated disposable gloves are not to be washed or 
decontaminated for reuse and are to be replaced when they become 
contaminated, torn, punctured or when their ability to function as a 
barrier is compromised. 

v. Utility gloves can be washed and reused if they are intact (no 
cracking or punctures). 

D. Housekeeping 
a. Waste baskets in the nurses' office will be emptied each school day by 

custodians. 
b. Buildings will be cleaned and decontaminated on a routine basis by the 

custodial staff. 
c. All contaminated work surfaces will be decontaminated after completion 

of procedures or as soon as feasible after any spill of blood or OPIM. 
 
 
 
 

HEPATITIS B VACCINE 
● Health Services staff identified as having potential occupational exposure will be 

offered the vaccine series free of charge through the Independence School 
District Health Clinic. 

● Employees who decline the vaccine will sign a declination waiver statement. 
Employees who initially decline the vaccine can change their mind at any time 
and have the vaccine provided at no cost. 
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● Employees who are unsure of their vaccination history may contact their primary 
care provider to request a titer, and to receive a recommendation about further 
HBV vaccinations. 

 
POST EXPOSURE EVALUATION AND FOLLOW-UP 
An exposure incident means direct transmission of blood or other potentially infectious 
material to mucous membranes or non-intact skin of the employee, including a needle 
stick puncture by contaminated sharps. In the event of an exposure, the procedure is as 
follows: 
 

● Immediate first aid. The employee will wash the exposure site thoroughly with 
soap or disinfecting soap and water. Flush affected eyes and/or mucous 
membranes with water immediately. 

● Employee will immediately report the injury to the school nurse and his or her 
immediate supervisor. If the immediate supervisor is not available the employee 
will report to another school administrator. 

● All employees who incur an exposure incident will be offered a post-exposure 
evaluation and follow-up. The school nurse and/or supervisor will send the 
information to the Workers’ Compensation Specialist who will arrange for this 
medical post-exposure evaluation and follow-up by the Independence School 
District Health Clinic. 

● The employee will complete an Employee Accident/Injury Report/Internal Form, 
which will include the circumstances under which the incident occurred and 
documentation of the route of exposure (skin, mucous membrane, etc.). 

● The school nurse will complete a Workers' Compensation Treatment 
Authorization form. Outside of the nurse hours, the supervisor will complete the 
referral. 

● The Independence School District Health Clinic will meet with the employee. 
Information about bloodborne pathogens and instructions for follow up will be 
given to the employee. Blood collection and testing will be discussed. 

● Flow of completed forms: 
o The nurse or supervisor will complete the Employee Accident/Injury 

Report/Internal Form and a Treatment Authorization Form (referral). 
o The nurse or supervisor will fax or email the completed Employee 

Accident/Injury Report/Internal Form and Treatment Authorization Form 
to (816) 521-5677 or workcomp@isdschools.org. 

o The nurse or supervisor will notify the Employee Worker's Comp Office of 
the injury. 

o The nurse or supervisor will give the employee the Treatment 
Authorization Form (referral) and a copy of the Employee Accident/Injury 
Report/Internal Form. Encourage the employee to go as soon as possible, 
preferably the same day, to the Independence School District Health 
Clinic. 

o The nurse or supervisor will then place the forms into a folder of all 
Employee Accident/Injuries for the building. 
 

● Procedures for evaluating the circumstances surrounding an exposure incident: 
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The Public Safety Director will review the circumstances of all exposure incidents 
to determine if the Exposure Control Plan (ECP) has been followed. If it is 
determined that revisions need to be made, the Workers’ Compensation 
SpecialistRisk Coordinator and Director of Health Services will ensure that 
appropriate changes are made to this ECP. Areas to be reviewed include: 

 
o Engineering controls in use at the time 
o Work practices followed 
o A description of any device being used at the time of exposure 
o Protective equipment or clothing that was used at the time of the exposure 

incident (gloves, etc.) 
o Location of incident 
o Procedure being performed when the incident occurred 
o Employee's training 

 
EMPLOYEE TRAINING 
Training for all new employees will be conducted prior to initial assignment to tasks 
where occupational exposure may occur. Training will be conducted in the fall of each 
school year and will include an explanation of: 

● The OSHA Standard for Bloodborne Pathogens 
● Modes of transmission of Bloodborne Pathogens 
● An explanation of this ECP, points of the plan, and how the plan will be 

implemented 
● Tasks and other activities that may involve exposure to blood and OPIM, 

including what constitutes an exposure incident 
● Use and limitations of engineering controls, work practice and PPE 
● Types, uses, location, removal, handling, decontamination and disposal of PPE o 

Appropriate actions to take and persons to contact in an emergency involving 
blood or OPIM 

● Procedure to follow if an exposure incident occurs, including the method of 
reporting the incident and the medical follow-up that will be made available 
 

RECORDKEEPING 
● The Workers’ Compensation SpecialistRisk Coordinator will keep all records 

required by the standard. Independence School District Health Clinic will keep 
medical records related to exposure incidents 

● The Human Resources Supervisor will coordinate training of staff 
 

THIS EXPOSURE CONTROL PLAN WILL BE EVALUATED AND UPDATED AS 
NEEDED 
 
Workers’ Compensation 
An employee of the District who is injured, killed or who is exposed to and contracts an 
occupational disease arising out of and in the course of employment is eligible for 
compensation in accordance with Missouri Workers’ Compensation Law and District 
policy.  
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Employees are required to report all workplace injuries immediately to his or her 
immediate supervisor by submitting a written incident report. An injury reporting form 
is included in the back of this manual, the Administrative Office, Nurses Office, 
Custodian’s Office, MyBenefits, and Workers’ Compensation Office. An employee’s 
supervisor will assist the employee with completion of the written incident report as 
soon as possible in the event that the supervisor is aware of the incident and if the 
employee is unable to complete the incident report due to the nature of the injury or 
illness. Employees who fail to notify the District within 30 days may jeopardize their 
ability to receive compensation, and any other benefits under the law and District 
policies and rules.  
 
The District may designate medical providers for Workers’ Compensation evaluations, 
claims, and treatment. If the employee desires, he or she shall have the right to select his 
or her own physician, surgeon, or other such requirement at the employee’s own 
expense. 
 
An employee may experience reduced benefits in the event that an employee fails to 
comply with safety rules, guidelines, or directives adopted by the District or if the 
employee fails to use safety devices provided by the District.  
 
If an employee fails to obey the District’s drug-free workplace rule or any other District 
policy or rule related to the use of alcohol or non-prescribed controlled substances, an 
employee may experience reduced benefits or the loss of benefits as set forth under the 
law if the injury was sustained in conjunction with the use of alcohol or non-prescribed 
controlled drugs. District administration may require an employee who reports an 
injury to undergo post-injury testing for alcohol or non-prescribed controlled 
substances in accordance with the law. A refusal to submit to a test will result in the loss 
of benefits and may result in disciplinary action, up to and including termination of 
employment.  
 
An employee is disqualified from receiving temporary total disability during any period 
of time in which the claimant applies and receives unemployment compensation. 
If the employee is terminated from employment based upon the employee’s post-injury 
misconduct, neither temporary total disability nor temporary partial disability benefits 
are payable under the law.  
 
Employees are not permitted to use paid leave for absences during a period when an 
employee receives any Workers’ Compensation wage benefits. The District will apply 
paid leave, if available, to the first three (3) days of absence, if the total absence is less 
than 1514 days, upon receipt of confirmation that an employee will not receive Workers’ 
Compensation wages for those days. The District will require an employee to use any of 
the employee's accumulated paid leave, personal leave, or sick leave to attend to medical 
treatment, physical rehabilitation, or medical evaluations during work time. If no paid 
leave is available, such leave will be granted as unpaid leave. Employees who are absent 
due to a Workers’ Compensation qualifying injury or illness and are receiving wage 
benefits during that period of time will not lose accrued leave for such absences. 
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Principal Supervisor Nurse Procedure for Employee Accident Injury  
ALL INJURY REPORTS MUST BE REPORTED WITHIN 24 HOURS 
 
All medical information will be stored in the school nurse office and/or in the worker’s 
compensation office. No medical or work comp information is to be stored in personnel 
or employment files. When an employee reports an injury, follow the steps listed below: 

1. Instruct the employee to go to the school nurse’s office at the injury site for an 
initial evaluation, first aid and treatment referral. The nurse (principal or 
supervisor if the nurse is not available) will assist the employee in completing and 
signing an Employee Injury/Illness Report. This must be completely filled 
out including the level of medical care given and signed by the employee and 
nurse/principal/supervisor. All Workers’ CompensationWork Comp 
forms are located on the My Benefits page of the District website and 
can be found in the Helpful Forms near the top left and listed as 
Workers’ Compensation. This same information can also be found in the 
Employee Handbook listed under the Procedures & Manuals section. 

2. Give the employee a copy of the Employee Injury Information Sheet for 
his/her information and assistance regarding the Workers’ Compensation Injury 
Procedures. This form explains the process and answers many of the questions 
the employee may have at a later time. Please check the box on the 
Employee Injury/Illness Report to show that the employee received 
this information. 

3. The nurse (principal or supervisor) will fax and/or email the fully completed (and 
double checked for completeness) Employee Injury/Illness Report form 
along with the WC Treatment Authorization Form to 
workcomp@isdschools.org. If you need to call the Workers’ Compensation 
Specialist the number is (816)521-5424.(if needed - instructions listed below), 
and notify the ISD Work Comp Office via Phone: (816) 521-5424 (Regardless 
of day/time), Fax: (816) 521-5677 or Email: workcomp@isdschools.org in order 
to meet the Missouri statutory guidelines for filing claims. All injury reports must 
be reported to the state within 24 hours of being notified, therefore as a 
supervisor, principal, or nurse please report it to the Workers’ Compensation 
Specialistyou need to report to WC  as quickly as possible. 

4. If first1st  aid treatment is not sufficient or additional medical attention is 
needed, and it is noted on the form or email from the nurse, the Workers’ 
Compensation Specialist will arrange for the patient to be seen and let the patient 
know.  If they will be seen at our ISD EHS clinic, the clinic will call the patient 
and advise of the appointment date and time.  If the patient is being sent to 
another facility, the Workers’ Compensation Specialist will advise the patient.do 
the following: For non-emergency medical evaluation and/or treatment, the 
following options should be utilized in the order listed as feasible due to either 
medical necessity or hours of operation available. Contact the Work Comp Office 
if assistance is needed in determining a location for the employee to be treated. 
Note: If treatment is sought on the day of injury, it is mandatory that a 
notification to ISD Employee Health Clinic (816-521-5316, option 2) prior to the 
injured worker’s arrival. If treatment is sought after the day of injury, the 
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employee must go through the work comp office to schedule an appointment for 
treatment. 

4.5. Should the patient initially report they do not require treatment, but 
decide later they do, the same process will apply.  Please contact the Workers’ 
Compensation Specialist who will arrange care. 
 

Primary Non-Emergency Medical Treatment 
 

Ensure that the employee has the Employee Injury/Illness Report and the signed 
WC Treatment Authorization Form, and these are emailed to 
Workcomp@isdschools.org or faxed to 816-521-5677.  If they wish to seek medical 
treatment at our ISD EHC Clinic on the date of the injury, Work Comp will email the 
clinic with an authorization and the employee’s information and the clinic will call 
the employee to get them in that day. Do not send an injured employee directly to 
the clinic without talking with the WorkComp specialist first. 
 
1. ISD EHCLocation –  

1516 W. Maple Ave,  
Independence, MO 64050 
(816)521-5316 
Monday - Friday: 7:00 AM - 12:00 PM & 1:00 PM - 6:00 PM 
Saturday: 8:00 AM - 12:00 PM 
 

2. Concerta Urgent Care 
19000 E Eastland Center Circle 
Indepencence, MO 64055 
(816)478-9299 
Monday - Friday: 8:00 AM - 5:00 PM 

 
3. NextCare Urgent Care 

2741 NE McBaine Drive 
Lee’s Summit, MO 64064 
(816)554-2600 
Seven Days a Week: 8:00 AM - 8:00 PM 

 
Hours – 7:00 AM-12:00 Noon & 1:00 PM-6:00 PM Monday–Friday; 8:00 AM-12:00 
Noon Saturday 

 
Alternatives Treatment Locations – To be used by referral only from ISD Employee 
Health Clinic, ISD Medical staff, if after hours Administrator or the ISD Work Comp 
Office. 
 

1. Concentra Urgent Care (816) 478-9299 – Use if during business hours and/or 
if employee is required to have a drug or alcohol screening. Contact WC office 
for authorization (this must be submitted digitally). Location: 19000 E 
Eastland Ctr. Cir; Independence, MO 64055 Hours: M-F 8am – 5pm 
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2. NextCare Urgent Care (816) 554-2600 – Use only if outside of the hours of 
the ISD Employee Health Clinic.  

 
3.1. Location: 2741 NE McBaine Dr., Lee’s Summit, MO 64064 Hours: Sun-Sat 

8am – 5pm 
 

Primary Emergency Medical Treatment 
If the injury is a life threatening emergency, call 911 and/or send the employee 
directly to: 

 
1. University Health - Lakewood 

7900 Lee’s Summit Road 
Kansas City, MO 64139 
(816_404-7000 
1. University Health – Truman Medical Center – Lakewood (816) 404-7000 
– This is the preferred emergency location, when a choice is available. 
Location: 7900 Lee’s Summit Rd., Kansas City, MO 64139 

2. North Kansas City Hospital 
2800 Clay Edwards Drive 
North Kansas City, MO 64116 
(816)691-2000Centerpoint Medical Center (816) 698-7000 – This is a 2nd 
preferred location. Location: 19600 E 39th St., Independence, MO 64057 
 
2. If the injury is life threatening, please call 911 and they will take them to 
the nearest, appropriate facility.  Please complete and send the WC Treatment 
Authorization Form with them so that the emergency room will have the 
information that it is work related and who to contact. 

 
5. Complete and give the employee a WC Treatment Authorization Form 

(referral) ONLY if they are seeking treatment on the same day. If they wish to 
seek medical treatment at our ISD EHC Clinic on the date of the injury, Work 
Comp will email the clinic with an authorization and the employee’s information 
and the clinic will call the employee to get them in that day. Do not send an 
injured employee directly to the clinic without talking with the WorkComp 
specialist first. Notify the ISD Work Comp Office immediately that the employee 
has been injured and to which treatment location the employee was sent. Phone: 
(816) 521-5424 Fax: (816) 521-5677 Email: workcomp@isdschools.org 

6. All employee health records are considered confidential and should be handled 
in that manner. All employee health records will be maintained separately in a 
locked file and not in supervisor files. After each medical visit, the employee is to 
give the doctor’s release/ restriction note to their supervisor and to the ISD 
Work Comp Office; the nurse will also receive all forms given to the employee 
concerning his/her treatment. The nurse will fax the forms to, as well as, notify 
the ISD Work Comp Office by phone to confirm receipt and confer regarding 
restrictions, etc. If the employee was treated and released from a Hospital 
Emergency Room, the employee must give a copy to the nurse, principal or 
supervisor of the After Care Instructions given to the employee upon release. 
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Note: A copy of this document must also be given to the ISD Work 
Comp Office as this is the only proof that the employee can or cannot 
return to work following treatment. 

7. If an employee is released to work with restricted duties given by the treating 
physician, notify via phone and send a copy of the written restrictions to the ISD 
Work Comp Office as the restrictions may or may not have been sent to the 
ISD Work Comp Office from the treating physician. The ISD Work Comp 
Office will then prepare Modified Duty paperwork according to these 
restrictions and will forward this paperwork to the Principal/Supervisor/ School 
Nurse/HR for the purpose of official notification of the injured worker’s status 
and to request a formal approval signature that the work restrictions can (or 
cannot) be accommodated for the injured employee. The Modified Duty approval 
(or denial) paperwork will then be faxed to (816) 521-5677 or emailed to 
workcomp@isdschools.org by the school nurse, principal or supervisor. The 
objective of Modified Duty is to keep the employee on an assignment without loss 
of pay. The duties will be determined by the restrictions applicable. It is preferred 
that duties be related to the normal assignment. However, to accommodate the 
restrictions, duties may be assigned in a different area, at a different location, or 
on a different time schedule. Payroll/Timekeeping will monitor all stages of 
Workers’ Compensation time. 

8. Workers’ Compensation is not responsible for medical needs occurring at work 
unless work related. If an employee becomes ill/injured while at work and it is 
not the result of an accident or injury that is work related, remind and/or assist 
the employee to contact his/her own health care provider. 

9. When in doubt reach out – If you ever have a question regarding a process or 
procedure or do not hesitate to reach out the ISD Work Comp Specialist. Contact 
is 816-521-5424, this number rolls over to the specialist that is on call, please 
leave a message if necessary or email workcomp@isdschools.org. 
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Drug Free Workplace E-130-E 
The District does not tolerate the unlawful use, manufacture, distribution, sale, 
possession, or dispensation of controlled substances, alcohol, or unauthorized 
prescription medications by employees of the District in any District setting, including 
but not limited to: District property, District transportation, vehicles approved for the 
transport of students to or from school-related activities or programs, off-campus sites 
being used for any District-sponsored or District-approved activity, program, or event 
where students are under the supervision of the District, or in any setting where an 
employee is engaged in District business that requires the supervision of students or 
involves the presence of students. The District does not allow employees to be present in 
any District setting described above while under the influence of any controlled 
substance, alcohol, or unauthorized prescription medication, even if such substance was 
consumed prior to the employee before entering a District property or activity. All 
employees of the District are required, as a condition of employment, to comply with 
these rules and notify the Superintendent of any criminal drug statute conviction for a 
violation occurring in the workplace no later than five (5) days after the conviction. 
Employees who fail to comply with these requirements are subject to disciplinary action 
up to and including termination of employment in accordance with District rules and 
District policies. Information regarding the negative health and safety effects of drug use 
and alcohol abuse is available in the building nurse’s office.  
 
The possession, use, and being under the influence of medical or recreational marijuana 
is prohibited while at work. 
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Employees must safeguard any of their own authorized prescription medications in any 
District setting, including but not limited to: District property, District transportation, 
vehicles approved for the transport of students to or from school-related activities or 
programs, off-campus sites being used for any District-sponsored or District-approved 
activity, program, or event where students are under the supervision of the District, or 
in any setting where an employee is engaged in District business that requires the 
supervision of students or involves the presence of students. This includes, but not 
limited to, storing authorized prescription medication in child-proof or locked 
containers.  
 
Drug and Alcohol Testing: In accordance with the District’s commitment to a drug and 
alcohol-free workplace, the District will make every effort to ensure that employees are 
not under the influence while engaging in their employment. The information included 
in this Employee Manual serves as notice to all staff members of the District’s drug and 
alcohol testing procedures. 
 
If the District has reasonable suspicion that a staff member is under the influence of 
alcohol or a controlled substance in violation of these rules, the District may require an 
employee to submit to an alcohol and controlled substances test. Employees who exhibit 
signs of being under the influence of a prohibited substance just before, during, or just 
after the period of the workday may be subject to reasonable suspicion testing. 
Additionally, staff members who operate District transportation are required to undergo 
testing as required by law. Drivers of District transportation, whether employed by the 
District or a third-party contractor, are prohibited by law from using alcohol within four 
(4) hours of reporting for duty. Drivers who are required to take a post-accident test are 
prohibited from using alcohol for eight (8) hours following any such accident or until 
the driver undergoes the test, whichever comes first.  
 
Supervisors of employees who have reasonable suspicion that an employee is under the 
influence of alcohol or drugs in the workplace are required to immediately report such 
condition to the Superintendent or designee. The Superintendent/designee will 
determine if testing is appropriate and if so, direct the employee at issue to submit to a 
mandatory test. Testing will be conducted at an appropriately qualified facility with 
collection procedures that are industry standard. 
 
If the District employs its own drivers for District transportation who are “operators of 
commercial motor vehicles”, the District will comply with federal requirements 
regarding drug and alcohol testing, including the implementation of pre-employment 
drug screening, and reasonable suspicion, random, and post-accident testing at 
laboratories certified by the U.S. Department of Health and Human Services, and shall 
notify all drivers covered by federal requirements of such procedures. If the District 
contracts with a third party for transportation services, the District will require by 
contract with such third party that the contractor comply with all guidelines of the 
Omnibus Transportation Employee Testing Act and applicable state reporting 
requirements. 
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Employees who test positive for controlled substances or alcohol and employees who 
refuse to submit to a test or fail to comply with required testing protocol in order to 
obtain an accurate and/or timely specimen are in violation of this policy and are subject 
to disciplinary action up to and including termination of employment in accordance 
with District rules and District policies. 
 
The District may refer any matter that may be a crime to the appropriate law 
enforcement agencies. Employees may be required to participate and complete 
counseling or rehabilitation programs if determined appropriate by the administration.  
A list of counseling, rehabilitation, and/or employee assistance programs available to 
employees is below and can be located on the Employee Portal. Employees have access 
to EAP services and services through the ISD Health and Wellness Center. 
  

● Dr. Michael S. Londe, PHD, LLC 
1704 E. 4th St. 
Joplin, Missouri 64801 
800-621-3426 

 
● Alternatives, Inc. 

5337 S. Campbell Ave., Ste F 
Springfield, Missouri 65810 
417-883-7227 
www.missourialternatives.com 
 

● Pinner Counseling 
11648 Gravois, Ste 245 
St. Louis, Missouri 63126 
314-440-1132 
www.pinnercounseling.org 
tgpinner@gmail.com 
 

● Mark Rembecki 
1303 Edgewood Dr.  
Jefferson City, Missouri 65109 
573-645-0674 
 

● New Beginnings Counseling Center 
423 N. Market 
Maryville, MO 64468 
660-562-3000 
 

● www.saplist.com 
 

● SRS, SAP Referral Services, LLC 
8441 Belair Road, Ste 204 
Nottingham, MD 21236 
888-720-SAPS 
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www.sapreferralservices.com 
 

● ASAP (American Substance Abuse Professionals) 
711 W. 40th St. Ste 235 
Baltimore, MD 21211 
888-792-2727 x105 

 
● NSAPN (National Substance Abuse Professionals Network) 

1615 Orange Tree Lane Ste 101 
Redlands, CA 92374 
800-879-6428 
*Note: SRS, SAP Referral Services, ASAP, and NSAPN will find a SAP’s 
office in your area, but will change for this service. 
 

● https://www.naadac.org/sap-directory 
This site can be used to find SAP’s that have been successfully DOT 
certified. 

 
Alcohol and drug screening records shall be maintained confidentially with an 
employee’s medical records and released only in accordance with the law. Employees 
who make a written request for a copy of records of an employee’s drug or alcohol use, 
including test results, may receive a copy. 
 
The District is required to report certain convictions to the U.S. Department of 
Education or other required federal agency. Employees must notify the Superintendent 
of any criminal drug statute conviction for a violation occurring in the workplace no 
later than five (5) days after the conviction. The Superintendent is required to report any 
such conviction within ten (10) days after receiving notice from the employee or 
otherwise receiving notice of conviction, to any agency from which the District directly 
receives federal grant money. The District will take appropriate disciplinary action 
against employees with such convictions within 30 days.  
 
If the District employs its own transportation service employees, the District will 
maintain records as required by law that relate to such drivers, and comply with all 
reporting requirements, including those set forth by the Missouri Department of 
Revenue, and to subsequent employers only as expressly requested in writing by the 
driver-employee. 
 
Procedure for Drug and Alcohol Testing of Employees Other than Drivers: 

1. If a supervisor has reasonable suspicion to believe that an employee is in 
violation of the District’s drug-free workplace rules, the supervisor is required to 
reduce information and evidence of such violation to writing and immediately 
report the incident to the Superintendent or designee. The supervisor should note 
all physical symptoms, witness to symptoms, and other evidence.  
 

2. The Superintendent/designee will determine if testing is appropriate.  
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3. Testing will be administered as soon as reasonably possible based on the 
circumstances. If testing is delayed beyond a reasonable period of time, the 
Superintendent or designee shall document the reasons for delay.  
 

4. Testing will be conducted at an appropriately qualified facility with collection 
procedures that are industry standard. If such facility is not readily available or 
practical, the District may contact a law enforcement agency or personnel to 
conduct such testing.  
 

Procedure for Drug and Alcohol Testing of Drivers: For the purposes of this procedure, 
the District’s coordinator of drug and alcohol testing programs for drivers shall be the 
District's Director of Transportation. Please refer to the Transportation Guideline for 
the Procedure for Drug and Alcohol Testing of Drivers. 
 
Professional Development for Employees E-135-E 
The District’s Professional Development Committee (PDC) is responsible for:  

a. Working with beginning and experienced teachers to identify instructional 
concerns and remedies; 

b. Serving as a confidential consultant upon a teacher’s request; 
c. Assessing faculty needs and developing learning opportunities for staff; 
d. Presenting to the proper authority faculty suggestions, ideas and 

recommendations pertaining to classroom instruction. 
 
All employees will be engaged in a continuous program of professional and technical 
growth in order that they may be qualified to provide quality educational programs and 
services for all students.  
 
A program of in-service training will be established to provide an opportunity for the 
continuous professional and technical growth for all employees. The in-service training 
program for each year will be outlined in the school calendar and the proposed budget 
for that year with estimated cost to be approved by the Board of Education.  
 
As a result of the operation of this section, employees will become knowledgeable 
regarding new developments and changes in their specialized fields and will utilize new 
and improved methods in practice.  
 
The administrative staff, employing administration and management techniques 
consistent with modern management development, will provide leadership that will 
assist each employee to make a maximum contribution to the District’s effort to provide 
quality educational programs and services for all students. 
 
The District supports professional development of its certified staff through the 
maintenance of a professional development committee as well as assistance programs 
for new teachers and resource programs for experienced teachers.  
 
Professional Development Committee  
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The purpose of the committee is to identify instructional concerns and remedies; assist 
beginning teachers with the implementation of their professional development plan; 
serve as consultant at a personal teacher's request; arrange training programs for 
mentors; assess faculty needs; develop in-service opportunities for school staff; and 
provide District administration with suggestions, ideas and recommendations 
concerning instruction.  
 
Committee Composition  
Eligibility to serve on the committee will be restricted to certified employees with a 
minimum of five years of teaching and /or administrative experience. Members selected 
will serve for a staggered three (3) year term with one of the committee selected each of 
three years. New members will be selected by classroom teachers, librarians and 
counselors. New members will be selected on or by April 30 of the year proceeding the 
member's term. Teaching will be completed by June 30 and membership will commence 
on July 1 of the new school year. Efforts will be made to insure that each attendance 
center is represented on the committee and that a cross-section of grade levels and 
disciplines are represented. Administrators may be selected to serve on the committee 
but will not participate in the selection process.  
 
New Teacher Assistance Program  
Each inexperienced teacher employed by the District will be assigned a mentor by the 
building principal. When possible, mentors will possess at least five (5) years of teaching 
experience and have received or be willing to complete mentor training. Mentors will 
work closely with their assigned new teachers during the teachers' first two (2) years 
upon request or at the direction of the building principal during the mentoring period.  
 
New teachers, with the assistance of their mentors, will prepare professional 
development plans. The plans will be consistent with the evaluation criteria and will 
establish plans of development for the teachers' first two (2) years of teaching 
 
Local Business Externships for Professional Development  
Local business externship means an experience in which a teacher supervised by the 
District gains practical experience in a business, located within the District, through 
observations and interactions with employers and employees who are working on issues 
related to subjects taught by the teacher. Any hours spent in a local business externship 
will count as contact hours for professional development.  
 
Local Business Externships for Credit  
Teacher externships are practical experiences in which a teacher, supervised by the 
District, gains experience at a business located in Missouri through observation and 
interaction with employers and employees. Requirements for teacher externships to be 
considered the equivalent to graduate level credit hours for salary schedule purposes 
will be developed by the Department of Economic Development and Department of 
Elementary and Secondary Education by July 1, 2020. Teachers who satisfy graduate-
level credit equivalences will receive appropriate credit on the District’s salary schedule 
if the District’s salary schedule considers a teacher’s completed credit hours in graduate-
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level courses on its salary schedule. Unless reauthorized by the General Assembly, the 
teacher externship program will expire on September 2024. 
 
Evaluation of Employees E-140-E 
Annually, the District shall complete evaluations of professional staff members.  
Evaluation of all teachers is to be made in accordance with the following guidelines:  

1. Procedure for Evaluation - The evaluator shall be the teacher’s principal and/or 
immediate supervisor.  

2. Frequency and Time Schedule  
a. Probationary Teachers - All probationary teachers shall be evaluated 

annually. The evaluations will be completed by March 1.  
b. Tenure Teachers - A permanent teacher may be evaluated at any time at 

the teacher's request or the evaluator's discretion. However, the teacher 
must be evaluated at least once every four years before March 1.  

c. Reevaluation - A teacher may request a reevaluation of the formal 
evaluation between March 1 and April 1. The principal will complete the 
evaluation prior to October 15.  

3. Evaluation Conference - The evaluator(s) shall discuss with the teacher in 
personal conference the evaluation instrument and any other information 
relative to the success and professional growth of the teacher. 

 
The District’s performance evaluation system incorporates the seven “Essential 
Principles of Effective Evaluation” adopted by the State Board of Education and set out 
as follows:  

1. Uses research-based and proven practices to measure educator performance;  
2. Establishes performance indicators for educators based on their level of 

performance;  
3. Aligns the evaluation process with an educator’s probationary period to provide 

for an appropriate accumulation of performance data;  
4. Uses student learning, based on a variety of performance measures, in the 

evaluation process;  
5. Assesses educator performance on a regular basis and provides feedback to 

teachers and administrators that they can use to improve their performance 
through their careers;  

6. Ensures evaluators are highly trained so that evaluation ratings are fair, accurate 
and reliable; and  

7. Uses the evaluation process to guide school district policies that impact the 
development of educators and student learning. Notwithstanding the State’s 
essential principles, the major focus on the District’s evaluation system is on 
positive learning outcomes, cognitive and affective, for District students. 
Educators are responsible for the positive learning outcomes for their students. 

 
Support staff members will be evaluated on an annual basis.  
The following areas will be considered:  

1. Job knowledge  
2. Quality of work  
3. Quantity of work  
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4. Dependability  
5. Cooperation  
6. Attendance  
7. Punctuality  
8. Other areas as appropriate for the specific job  

8.  
This evaluation will be used to improve job proficiency and to determine eligibility for 
reemployment. 
 
Employees will receive a copy of their evaluation, and a copy will be placed in each 
employee’s personnel file.  
  
Third-Party Representation 
District employees shall have the right to third-party representation when asked to meet 
with a building-level administrator and/or an immediate supervisor when/if a 
professional improvement plan or job-threatening written reprimand is to be discussed. 
This provision shall not apply if the meeting is the first meeting on a particular issue 
called by the administrator or supervisor and the only persons in attendance are the 
employee and the administrator or supervisor. Any subsequent meetings on the same 
topic, or in which multiple administrators or supervisors are present, or a job-
threatening professional improvement plan (certificated) or job-threatening written 
reprimand (support staff) is issued shall allow for employee third party representation, 
if requested by the employee. This representative must either be a district employee or 
an employee group representative.  

Meetings which would allow for a third-party representative must be scheduled a 
minimum of 72 hours in advance, unless this provision is waived by the employee. The 
representative may confer with the employee but shall not be a spokesperson for the 
employee.  

All parties involved in such meetings shall conduct themselves in a professional manner.  

The addition of the opportunity for third-party representation at the building level does 
not change an employee's right under current policy to have a third-party representation 
at meetings regarding employment issues with district-level administration. This does 
not include actions that must be taken immediately. 

Resignations of Employees E-155-E 
All resignations must be submitted to District Administration and Human Resources in 
writing by the employee. Written notice of resignation shall indicate the effective date of 
the resignation and provide a reason for resignation. The employee will then need to 
schedule a time to meet with their supervisor to complete Stage 1 of an Exit Form and 
then call Human Resources to schedule a time to complete Stages 2 and 3. Stage 2 will 
be completed in Human Resources and Stage 3 will be completed in the Benefits Office. 
 
Employees with Contracts of Employment: Probationary teachers, administrators, and 
other employees with contracts of employment may submit resignations effective at the 



 

106 
 

end of the term of their contracts. Tenured teachers may resign not later than June 1st 
each year. Such resignations are effective upon receipt and do not need Board approval. 
Resignations may not be withdrawn thereafter, absent Board approval for withdrawal. 

Employees with contracts of employment who wish to resign during the term of their 
contract of employment, or after a contract has been executed, will not be released from 
the contract unless the Board of Education approves the resignation. Only the Board has 
the authority to approve a resignation and release an employee from a current contract 
of employment. The Board will review requests for release from contract on a case-by-
case basis and may decline to release an employee until a suitable replacement is 
recommended by the Superintendent. Employees seeking release from contracts of 
employment should include extenuating circumstances to be considered by the Board as 
reasons for release.  

The District may elect to pursue available legal remedies in the event that an employee 
breaches his or her contract of employment, including, but not limited to, civil monetary 
remedies, and seeking the discipline or revocation of an employee’s professional 
certificate/license.  

Liquidated Damages : The District has adopted liquidated damages in order to recover 
the costs associated with substitute employment, locating and training replacements for 
the departing staff members. Actual damages related to such circumstances are not 
ascertainable, therefore, the following reasonable estimates of such damages is as 
follows: 

Liquidated damages will be assessed as follows:  

Date Resignation Submitted   % of Teacher's Salary Amount  

After June 1 but prior to June 15   5%  

After June 14 but prior to July 1   6%  

After June 30 but prior to July 15   7%  

After July 14 but prior to August 1  8 %  

After August 1     10%  

In the event that a newly hired teacher or a probationary teacher signs a contract for the 
following school year, and wishes to be released from his or her contract from the date 
of execution of the contract of employment but prior to June 15, the calculation of 
liquidated damages will be 3% of the teacher's salary amount, and such teacher must 
apply for release from his or her contract of employment in accordance with the 
procedure set forth previously herein. 

Employees must submit the applicable amount of liquidated damages in the form of a 
cashier’s check at the time their written resignation is submitted to District 
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administration. The Board is not required to release an employee simply by virtue of 
submission of the resignation and liquidated damages check.  

Employees without Contracts of Employment: Employees without contracts of 
employment may resign by providing written notice of resignation to District 
administration. Such resignations are considered accepted by the District upon receipt 
by any District administrator or supervisor and cannot be withdrawn unless authorized 
by the Superintendent. The Superintendent shall report resignations to the Board of 
Education at the next regular meeting. 

Retirement 
For information about retirement, the Public School Retirement System, or the Public 
Education Employees Retirement System, please contact 
benefits_department@isdschools.org. 
 
Termination of Employees E-160-E 
Probationary teachers, tenured teachers, and administrators shall be non-renewed and 
terminated in accordance with the law. 
  
The Superintendent has the authority to terminate staff members who are not under 
contracts of employment. 
  
Non-certified employees with contracts of employment shall be terminated in 
accordance with the terms set forth in the contract of employment and in accordance 
with procedures developed by District administration.  
 
The District reserves the right to take additional action against staff members who have 
been terminated, including initiating proceedings for the discipline or revocation of 
professional licenses or certificates, pursuing criminal charges and/or civil or other 
administrative remedies available under the law. 
  
Reductions in Force E-165-E 
Certificated Staff 
If it becomes necessary to reduce the number of teachers due to a decrease in 
enrollment, District reorganization or the financial condition of the District, the Board 
will act to retain the most qualified teachers while following all applicable statutory 
guidelines.  
 
The Board may place a permanent teacher upon unrequested leave of absence without 
pay when the Board determines that such action is necessary because of a decrease in 
pupil enrollment, District reorganization or the financial condition of the District. In 
placing such a teacher on leave, the Board will be governed by the provisions of the 
Teacher Tenure Law and District policies and procedures. 
Procedures  

1. The Board and the Superintendent acting to maintain the highest quality 
education program will determine which positions need to be reduced or 
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eliminated. In making this decision, the focus will be on the position and not 
upon the person filling the position.  

2. Once it has been determined which positions are to be reduced or eliminated, the 
identity of the teacher to be placed on involuntary leave of absence will be 
decided. In identifying teachers, the following rules will be applied:  

a. Probationary teachers will be the first teachers to be placed on leave within 
each area of specialization to be reduced. The selection of a specific 
probationary teacher will be made in the best interests of the instructional 
program.  

b. If no probationary teachers, or an insufficient number of probationary 
teachers, are employed in the area to be reduced, permanent teachers will 
be considered for placement on involuntary leave. Permanent teachers will 
be selected on the basis of performance-based evaluations and seniority. 
However, seniority will not be controlling unless the performance-based 
evaluations are equal. In comparing the performance-based evaluations of 
permanent teachers, each teacher’s three most recent summative 
evaluations will be considered.  

c. In no case will a permanent teacher be placed on a leave of absence while 
probationary teachers are retained in positions for which the permanent 
teacher is qualified.  
 

Reinstatement  
1. Permanent teachers will be recalled in the inverse order of their placement on 

leave of absence – the last laid off, first recalled.  
2. The District will not employ new teachers while there are District teachers on 

leave under this section who are properly qualified to fill such positions.  
3. Probationary teachers will be recalled in the order best determined by the Board 

based upon the instructional needs of the students. 
4. Failure to report to duty on the reinstatement date, without Board approval, will 

constitute a breach of contract and will terminate the employment of the teacher.  
5. Leaves of absence under this section will continue for a period of up to three (3) 

years unless extended by the Board. If a teacher has not been recalled during this 
period, the teacher’s employment will automatically terminate.  

 
Additional Consideration  

1. The tenure status of teachers placed on leave under this section will not be 
impaired because of such leave.  

2. Teachers placed on leave under this section may engage in teaching or another 
occupation during such leave.  

 
Due Process  

1. Permanent teachers will be given a written statement of the reasons for the 
selection for involuntary leave under this section.  

2. Upon request, the permanent teacher will also be provided with the following:  
a. Description of the procedure used to implement the reduction in force.  
b. The information relied upon by the Board and the administration in 

making reduction in force decisions.  



 

109 
 

3. Permanent teachers, upon written request, will also be provided with an 
opportunity to appear before the Board and to convince the Board that they were 
erroneously selected for involuntary leave under this section. 
 

Non-Certificated Staff 
The Board of Education is authorized to reduce the number of non-certificated staff 
when, in the Board’s sole discretion facts, including, but not limited to, decreases in 
student enrollment, District reorganization or financial reasons necessitate such 
reduction. In making such staff reductions, the Board will seek to retain those staff 
members best able to serve the needs of District’s students. 

1. Non-Certificated Staff placed on unrequested leave of absence because of a 
reduction-in-force (RIF) shall receive consideration for other District jobs for 
which they qualify. The unrequested leave of absence shall extend for a period of 
one (1) year.  

2. Each non-certificated employee, while on unrequested leave, shall keep the 
Human Resource Office informed, in writing, of his/her current address and 
telephone number.  

3. During the leave period the employee shall retain his/her seniority and 
accumulated sick leave for consideration and use upon recall. 

 
Administrative Leave E-170-E 
The Superintendent or designee has the authority to place staff members on 
administrative leave in accordance with the law. 
 
Employee Conflict of Interest E-175-E 
All staff members are required to comply with the laws regarding conflicts of interest. 
Staff members are also required to avoid the appearance of a conflict of interest. All staff 
members must comply with federal laws and regulations related to purchases made with 
the use of federal funds. Staff members will comply with all laws regarding purchasing 
involving businesses with which an employee is associated. 
 
In addition to specific requirements related to purchasing, all District staff members are 
prohibited from engaging in the following:  

1. Acting or refrain from acting by reason of any payment, offer to pay, promise to 
pay, or receipt of anything of actual pecuniary value paid or payable, or received 
or receivable, to him/herself or any third person, including any gift or campaign 
contribution, made or received in relationship to or as a condition of the 
performance of an official act; 

2. Use or disclosure of confidential information obtained in the course of or by 
reason of his employment in any manner with intent to result in financial gain for 
himself, his spouse, his dependent child in his custody, any business with which 
he is associated, or anyone else; 

3. Favorably acting on any matter that is specifically designed to provide a special 
monetary benefit to such employee or his/her spouse or dependent children; 

● Special monetary benefit - Being materially affected in a substantially 
different manner or degree than the manner or degree in which the public 
in general will be affected or, if the matter affects only a special class of 
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persons, then affected in a substantially different manner or degree than 
the manner or degree in which such class will be affected.  

4. Attempting to influence any District financial decision, or use his/her position to 
influence any student or parent/guardian financial decision, that may result in 
financial gain to the employee, the employee’s spouse, the employee’s dependent 
children, or businesses with which they are associated, unless authorized by the 
Board of Education;  

5. Accepting gifts of substantial value ($100 or more) from vendors, individuals 
students/parents/guardians, or subordinate employees; 

6. Using his/her decision-making authority for the purpose of obtaining a financial 
gain which materially enriches him/herself, his/her spouse or dependent 
children by acting or refraining from acting for the purpose of coercing or 
extorting from another anything of actual pecuniary value; 

7. Offering, promoting, or advocating for a political appointment in exchange for 
anything of value to any political subdivision; 

8. Attempting to trademark, patent, copyright, or claim ownership interest in, or 
accepting, or requesting from the District, royalties, licensing fees or other 
compensation for, any intellectual property created by the employee in his/her 
capacity as an employee of the District and/or with the use of any District 
resources, unless prior authorization is received by the employee from the Board 
of Education;  

9. Selling, renting, or leasing any personal property to the District for consideration 
in excess of $500 value per transaction or $5,000 value per year to the employee, 
their spouse, a dependent child, or to any business with the employee is 
associated unless the transaction is made pursuant to award on a contract let or 
sale after public notice and competitive bidding, provided the bid or offer 
received is the lowest; 

10. Selling, renting, or leasing any real property to the District for consideration in 
excess of $500 value per transaction or $5,000 value per year to the employee, 
their spouse, a dependent child, or to any business with the employee is 
associated unless the transaction is made pursuant to award on a contract let or 
sale after public notice; 

11. Performing services as an independent contractor for consideration in excess of 
$500 value per transaction or $5,000 value per year to the employee, their 
spouse, a dependent child, or to any business with the employee is associated 
unless the transaction is made pursuant to award on a contract let or sale after 
public notice and competitive bidding, provided the bid or offer received is the 
lowest; 

12. Being subordinate to an immediate family member or significant other. 
Exceptions can be made on a case-by-case basis regarding the placement of an 
immediate family member if it is in the best interest of the District. Immediate 
family is a spouse, parent, step-parent, child, step-child; full, half, or step-sibling. 
Significant other is a person with whom an employee is dating or intimately 
involved.  
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All tutoring provided to students of the District by staff members of the District and/or 
any tutoring that is provided by a staff member of the District with the use of any 
District resources must be approved by the staff member’s supervisor.  
 
Further, administrative and executive employees are prohibited from performing any 
services during the time of his or her office or employment for any consideration from 
any person, firm or corporation, other than the compensation provided for the 
performance of his or her official duties, by which service he or she attempts to influence 
a decision of the District. Additionally, administrative and executive employees of the 
District are prohibited from performing any service for compensation by which they 
attempt to influence a decision of the District for one year after the termination of their 
employment with the District.  
 
Employee Conduct E-180-E 
The District requires that all staff members adhere to a standard of professional conduct 
that promotes the safety and well-being of the students of the District and upholds the 
mission statement of the District. These rules are included in the Employee Manual.  

1. Comply with directives of supervisors and administrators of the District whether 
communicated verbally or in written form.  

2. Review, become familiar with, and adhere to all District policies and all 
components of the Employee Manual.  

3. Comply with all duties listed in a staff member’s job description.  
4. Comply with all state and federal laws applicable to a staff member’s job duties.  
5. Properly supervise all students.  
6. Communicate with students, parents/guardians, and patrons in a professional 

manner and using methods directed by the administration.  
7. Communicate with fellow employees of the District in a professional and 

respectful manner.  
8. Refrain from the use of profanity and inappropriate language.  
9. Comply with all timelines and deadlines associated with an employee’s job duties. 
10. Maintain all required records. Do not falsify records maintained by or submitted 

to or on behalf of the District. Employees are required to maintain the integrity 
and accuracy of electronically stored information and data.  

11. Maintain and operate all school property with care. Do not utilize school property 
or resources, including technology, for personal use. Return school property as 
directed.  

12. Comply with all written safety guidelines. Report any dangerous conditions to a 
building administrator or supervisor who has the responsibility for addressing 
the condition.  

13. Dress in a manner that is professional and appropriate for the staff member’s job 
duties.  

14. Maintain the confidentiality of student records/information, personnel 
records/information, and other secure data as required by District policy, the 
law, and any administrative directives.  

15. Attend all required meetings, activities, and events as directed by an employee’s 
supervisor or administrator.  
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16. Report to work and leave work as specified in the staff member’s job description 
and as specified by a staff member’s supervisor/administrator.  

17. Comply with all laws related to campaigning including: 
a. Teachers must refrain from participating in the managing of a campaign 

for the election or defeat of a member of the Board of Education that 
employs such teacher.  

b. Refrain from the use of any time during the working day for campaigning 
purposes or activities. 

c. Refrain from the use of District funds or resources to advocate, support, or 
oppose any ballot measure or candidate for public office. 

18. Report to the Superintendent if the employee is charged, convicted, pled guilty to 
or are otherwise found guilty of any misdemeanor or felony, regardless of 
imposition of sentence. This report must be made as soon as possible, but in no 
event later than two (2) business days after the event.  

19. Refrain from directing any student to remove an emblem, insignia, or garment, 
including a religious emblem, insignia, or garment, as long as such emblem, 
insignia, or garment is worn in a manner that does not promote disruptive 
behavior. 

20. Refrain from strip searching any student except as expressly permitted by law. 
Pursuant to state law, any employee who strip searches a student in violation of 
law must be immediately suspended without pay and may be terminated. 

21. Refrain from engaging in a concerted refusal to work or any practice that impacts 
or interferes with the District environment and/or District operations. This 
includes, but not limited to, strikes, walkouts, boycotts, sit-ins, stoppage of work, 
etc. 

 
Classroom or Activity Social Media Pages 
If teachers wish to create a social media page for their classroom or activity, that is 
permissible. Each such page is required to have the teacher’s administrator as a co-
administrator of the page/account. For specific guidelines regarding content, FERPA, 
and access to class/room or activity pages, please request guidelines from building 
administration, or for activities, the Activities Director, prior to creating your 
page/account. 
 
Classroom Decoration Requirements 
Teachers are expected to maintain classroom environments that support and reflect the 
instructional purpose of the course or subject being taught. Teachers may not decorate 
any portion of their classrooms with items that are not directly related to the curriculum 
or subject matter. This restriction includes, but is not limited to, posters, signs, artwork, 
displays, or other materials that do not have a direct and evident connection to 
instructional content. Personal decorations are prohibited. All classroom displays and 
materials should contribute to the educational focus of the classroom and support 
student learning objectives. The building principal or designee retains the authority to 
determine whether a particular item is appropriate or aligned with instructional 
purposes. 
 
 



 

113 
 

Protected Communications 
● The District will not prohibit employees from or discipline employees for 

discussing District operations with any member of the legislature, state auditor, 
attorney general, a prosecuting or circuit attorney, a law enforcement agency, 
news media, the public, or any state office or body charged with investigating; or 

 
● The District will not prohibit employees from disclosing any alleged prohibited 

activity under investigation or any related activity or for the disclosure of 
information which the employee reasonable believes evidences: 

o a violation of any law, rule, or regulation; or 
o mismanagement, a gross waste of fund or abuse of authority, violation of 

policy, waste of public resources, alteration of technical findings or 
communication of scientific opinion, breaches of professional ethical 
canons, or a substantial and specific danger to public health or safety, if 
the disclosure is not specifically prohibited by law. 
 

●  The District will not require an employee to give notice prior to disclosing any 
activity described above or prevent an employee from testifying regarding the 
alleged prohibited activity or disclosure of information.  
 

● The District requires an employee to inform the District as to legislative requests 
for information or the substance of testimony made, or to be made, by the 
employee to legislators on behalf of the District.  
 

● The District requires an employee to follow District policies and procedures to 
leave their work areas during normal business hours, unless the employee is 
requested by a legislator or legislative committee to appear before a legislative 
committee. 
 

● An employee may not represent their personal opinions as the opinions of the 
District. 
 

● The District may take disciplinary action against an employee if the employee 
knew the information was false; the information is closed or is confidential under 
law; or the disclosure relates to the employee’s own violations, mismanagement, 
gross waste of funds, abuse of authority or endangerment of the public health or 
safety.  
 

● Details about the ability of an employee to file suit for violation of the above and 
the authority of the State Auditor to investigate can be found in § 105.055, RSMo. 
 

Operation Procedures – Inclement Weather 
When it becomes necessary to suspend pupil attendance due to weather conditions, 
radio and TV stations will be notified.  Notification will come via social media. This 
information may also be obtained by dialing 521-5305 and information will be posted on 
the District Website –http://www.isdschools.org. 
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Phase 1: Pupil Attendance is Canceled 

1. Classroom teachers, certificated staff on the teacher's salary schedule and 
calendar, and classified staff employed on a work schedule that coincides with the 
classroom teacher calendar, will not report for duty when pupil attendance is 
suspended due to weather conditions. (The calendar will be amended and 
makeup days will be substituted at a later date.) Early Education staff will follow 
the calendar provided to them at the beginning of the school year and are 
expected to report to snow day sites. 

2. The District will communicate employee expectations in the case of an inclement 
weather day.  Employees will follow their typical inclement weather expectations 
unless otherwise directed by the District or their director.All ten (excluding 
elementary secretaries), eleven, and twelve month certificated and classified 
employees will report to duty as soon as traffic and street conditions are passable 
after the morning rush hour. 

3. Unless notified, Kids' Safari K-8 will be open at Full Day Combined Site 
Locations. 

Phase 2: Extreme Weather Conditions 

1. During extreme weather conditions, when street crews are unable to open streets, 
all employees other than emergency staff will be notified to remain at home. The 
Director of Facilities will contact the head custodians, who will be responsible for 
contacting other custodians in his/her building. 

2. Unless notified, Kids' Safari K-8 will be open at Full Day Combined Site 
Locations. The Kids' Safari will close if conditions warrant. The public will be 
notified through regular media channels. 

Absences due to weather will not qualify for any authorized leave provisions currently in 
effect. 

Employee-Student Relations E-185-E 
All staff members of the District are expected to communicate with students in a 
professional manner and maintain appropriate boundaries and relationships with 
students. The standards set forth below apply to any interactions staff members may 
have with students of the District or students of other schools. These rules are not 
comprehensive, therefore any inappropriate interaction a staff member has with a child 
may result in disciplinary action against the staff member. Staff members are required 
to avoid interactions or situations which may lead to an appearance of impropriety or 
which could give rise to allegations of an inappropriate relationship.  
 
Interactions and communications with students should be related to the educational 
relationship between a staff member and a student. It is common for employees to have 
contact with students in appropriate settings outside of the school environment and 
context through familial ties, community groups and activities, and commercial 
endeavors. Even in such settings, employees must comply with the rules provided herein 
and otherwise maintain appropriate boundaries and relationships.  
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Employees are strictly prohibited from engaging in certain conduct, which includes, but 
is not limited to: 

1. Making sexual advances toward a student.  
2. Touching students in a sexual manner.  
3. Communicating with students regarding topics that are sexual or romantic in 

nature outside of the District’s approved curriculum unless such communication 
is part of an administrator’s or designee’s investigation into sexual harassment, 
sexual abuse, or violations of the District’s disciplinary code.  

4. Communicating with students regarding the employee’s own sex life or love life.  
5. Engaging in or planning a romantic relationship with a student or former student 

of the District. 
a. For the purposes of these rules, the District considers any relationship that 

occurs within 180 days of graduation or of a student leaving the District as 
indicative of a failure to maintain appropriate boundaries during the 
period of time the individual would have been a student of the District.  

6. Engaging in conduct that would violate District Policy C-130-P.  
7. Associating with students in any setting where students are provided or are 

consuming alcohol, tobacco, or drugs.  
 
The following conduct is prohibited unless there is, in the discretion of the 
Superintendent, an educational reason, an emergency reason, or an appropriate familial 
relationship in place, for such conduct to occur:  

1. Allowing a student to drive a staff member’s vehicle. 
2. Directing students to run personal errands for the staff member. 
3. Inviting students to a staff member’s residence or private property. 
4. Being alone in a vehicle with a student without prior authorization from the staff 

member’s supervisor. 
5. Being present when students are in any state of undress. 
6. Being in a room with a student with the door closed, a door locked, or the lights 

off.  
7. Giving gifts, including but not limited to money, to individual students. 

 
Electronic Communication with Students 
The maintenance of professional boundaries between staff and students extends to all 
modes of electronic communication. The District may provide or prescribe certain 
methods of or platforms for communication for staff members to reach students and 
may restrict/prohibit other methods. Prior to using a particular method of electronic 
communication with a student or group of students, a staff member must seek 
authorization from his or her supervisor regarding the method/platform and the 
intended purpose. Once a method of communication is approved, the staff member 
should only use electronic communication as often as required in order to achieve the 
approved purpose. Staff members may be required to include his or her supervisor on 
communications if directed to do so. Regardless of the mode, all communication must 
be for an educational reason. All electronic communication must occur between the 
hours of 6:00 a.m. and 10:00 p.m. Staff members who communicate with students via 
electronic methods either on District-owned or personally owned devices, may be 
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required to provide copies of all communications with students immediately if so 
directed by a supervisor.  
 
Any employee who is aware of a fellow employee’s failure to maintain appropriate 
boundaries with a student is required to immediately report any such concern to their 
immediate supervisor, and if applicable, comply with mandatory reporting 
requirements under the law. The District will provide annual training to staff members 
to ensure staff members are aware of these rules, signs of possible abuse, and reporting 
requirements under the law. 
 
Personnel Records E-190-E 
Personnel files on all employees will be maintained in the District’s administrative 
offices. It is the intent of the Board of Education to maintain complete and current 
personnel files, including all information necessary to comply with the Fair Labor 
Standards Act, for all District employees.  
 
The District will maintain the following information in personnel files: applications, 
certification documents, performance evaluations, current transcripts, employment 
contracts and performance related documents. Medical records, including health 
insurance records, will be maintained separately. Files containing immigration records 
will be kept separate from personnel files. The personnel file(s) of an individual 
employee will be considered confidential to the extent allowed by law. Access to 
personnel files will be on a strict need-to-know basis by appropriate District 
administrators, legal counsel, or state agencies with authority. 
The District will maintain complete, accurate, and current personnel files for all 
employees of the District in accordance with the then-applicable Missouri Secretary of 
State’s records retention schedule. The District will maintain records securely in 
accordance with any records-keeping recommendation practices made to the District by 
the District’s auditors or the State Auditor.  
 
Personnel records are maintained for the District’s employment purposes and shall be 
confidential to the extent permitted by law. Individually identifiable personnel records, 
performance ratings, and records pertaining to employees, former employees or 
applicants for employment are closed records and not accessible to the public. Only 
employees and/or independent contractors of the District who are authorized by the 
Superintendent or designee may have access to personnel records. The District will 
provide access to personnel records to the District’s legal counsel, to state and federal 
agencies with appropriate authority, pursuant to legal subpoenas and court orders, and 
when such records may be used to defend the District in legal actions.  
 
Upon request to, and in the presence of, the appropriate administrative official, any 
employee will have the right during regular working hours to inspect his/her own 
personnel file, with the exception of the ratings, reports and records obtained prior to 
the employment of the individual, including confidential placement papers. 
Information of a critical nature will not be entered or filed in the employee’s personnel 
folder until the employee is given notice, as well as an opportunity to review the 
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information and comment thereon. The employee will have the right to append a reply 
to the statement, which will also be included in the folder. 
 
The District will release, in accordance with the law, the names, positions, salaries, and 
lengths of service of employees. Employment contracts are not confidential personnel 
records and must be released in accordance with the law. 
  
Schools receiving Title I funding are required to notify parents/guardians of each 
student attending any such school that they may request information regarding whether 
the:  

● Student’s teacher is certified to teach in the grade levels and subject areas in 
which the teacher provides instruction. 

● Student’s teacher is under emergency or other provisional certification status. 
● Student is provided services by a paraprofessional, and if so, the qualifications of 

the paraprofessional. 
 

Employment References E-195-E 
The Superintendent or designee is the individual designated by the Board to respond to 
requests from potential employers for information regarding a current or former 
District employee. 
 
If a staff member is contacted by a prospective employer for a professional reference for 
a current or former staff member of the District, all District staff members are required 
to forward that request to the Human Resources Office.  
 
Staff members may provide personal references for colleagues only if the staff member 
indicates within the reference that he or she is not speaking on behalf of the District. 
Staff members are prohibited from using District resources, including letterhead and 
District email accounts, for providing personal references. Personal references may not 
give the appearance of the endorsement of the District. District employees, contractors, 
and agents are prohibited from providing personal references or otherwise providing 
assistance in obtaining a new job to any other school, any employee, contractor, or agent 
who has been accused of sexual misconduct regarding a minor or a student. If 
employees have questions or concerns regarding this prohibition, they should contact 
the Superintendent for additional guidance. 
 
The following information will be provided by the Superintendent or designee about 
current or former employees to any individual upon request: 
 

● Name 
● Position/s 
● Salary 
● Length of service 

 
Further, the Superintendent or designee may, if applicable and in accordance with the 
law, respond in writing to a written request concerning a current or former employee 
from an entity or person which the Superintendent or designee reasonably believes to be 
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a prospective employer of such employee and truly state for what cause, if any, an 
employee was discharged or voluntarily quit employment with the District. If a written 
response of this sort is provided by the District, the Superintendent or designee shall 
send a copy of the response that was sent to the prospective employer to the current 
employee or former employee at the employee's last known address.  
 
Additional factual information regarding an employee’s duties and work performance 
may be provided by the Superintendent or designee only if an employee has submitted a 
written consent.  
 
As required by law, the District will disclose, to any public school that contacts the 
District about a former employee, information regarding any violation of the published 
regulations of the Board by the former employee if such violation related to sexual 
misconduct with a student and was determined to be an actual violation by the Board 
after a contested case due process hearing conducted pursuant to District policy. Sexual 
misconduct includes sexual misconduct involving a child as defined by § 566.083, 
RSMo, sexual contact with a student as defined by § 566.086, RSMo, sexual harassment 
as defined in C-131-P; or child abuse involving sexual acts, as determined by the 
Department of Social Services.  

Further, if the District has previously employed any person whose job involved contact 
with children, and the District received allegations of sexual misconduct, concerning the 
employee and, as a result of such allegations or as a result of such allegations being 
substantiated by the child abuse and neglect review board, the employee was dismissed 
or allowed to resign in lieu of termination, the District shall disclose the allegations of 
sexual misconduct when furnishing a reference for the former employee or responding 
to a potential employer’s request. Additionally, if the District has previously employed 
any person about whom Children’s Division has conducted an investigation involving 
allegations of sexual misconduct with a student and has reached a finding of 
substantiated and another public school contacts the District for a reference for the 
employee, the District shall disclose the results of Children’s Division’s investigation to 
the school. 

Any District employee who is permitted to respond to requests for information, acting in 
good faith, who reports authorized information, as provided in this policy or, who, in 
good faith, reports alleged sexual misconduct on the part of a District employee, will not 
be disciplined or discriminated against because of such report.  

Student-Related Information 
Teaching about Religion I-115-E 
Objective teaching about religion and religious beliefs is allowed. However, state and 
federal law prohibit the promotion of any particular religion or religious belief.  
 
Only provide instruction regarding religion or religious beliefs that are included in the 
Board approved, District curriculum and curriculum guides. If a teacher wants to 
include instructional resources not indicated in the District curriculum and/or 
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curriculum guides, it must be approved by the Assistant Superintendent of Curriculum 
and Instruction before being used in the classroom.  
 
Teaching about Human Sexuality I-120-E 
General Requirements: Students will be provided instruction regarding human 
sexuality. Students in 6th grade through 12th grade will be provided training regarding 
sexual abuse. Parents/guardians must be notified regarding the content of and their 
right to remove their student from any part of human sexuality instruction or sexual 
abuse training. Students may be separated by gender for instruction. All curriculum 
materials used in the District’s human sexuality instruction and sexual abuse training 
will be available for review prior to its use in instruction. Additionally, the District will 
not allow any individual or organization to offer, sponsor, or furnish any materials or 
instruction relating to human sexuality or sexually transmitted diseases to students if 
the individual or organization provides abortion services.  

Required Components for Course Materials and Instruction: Any materials and 
instruction relating to human sexuality will be medically and factually accurate and 
developmentally appropriate for the students’ age and grade. Further, materials and 
instruction will: 

● Present abstinence as the preferred choice for unmarried people because it is the 
only method that is 100% effective in preventing pregnancy, sexually 
transmitted diseases, and the emotional trauma associated with adolescent 
sexual activity. 

● Advise students that teenage sexual activity places them at a higher risk of 
dropping out of school because of the consequences of sexually transmitted 
diseases and pregnancy. 

● Stress that sexually transmitted diseases are serious health hazards of sexual 
activity. 

● Provide students with the latest medical information regarding exposure to 
human immunodeficiency virus, acquired immune deficiency syndrome (AIDS), 
human papillomavirus, hepatitis and other sexually transmitted diseases. 

● Present students with the latest medically factual information regarding both 
the possible side effects and health benefits of all forms of contraception, 
including the success and failure rates for the prevention of pregnancy and 
sexually transmitted diseases in a manner consistent with the provisions of the 
federal abstinence education law, emphasizing abstinence over sexual activity.  

● Discuss the possible emotional and psychological consequences of preadolescent 
and adolescent sexual activity and the consequences of adolescent pregnancy, as 
well as the advantages of adoption, including the adoption of special needs 
children, and the processes involved in making an adoption plan. 

● Teach skills of conflict management, personal responsibility and positive self-
esteem through discussion and role-playing at appropriate grade levels to 
emphasize that the student has the power to control personal behavior.  
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● Encourage students to base their actions on reasoning, self-discipline, sense of 
responsibility, self-control, and ethical considerations, such as respect for one’s 
self and others. 

● Teach students not to make unwanted physical and verbal sexual advances or 
otherwise exploit another person, as well as to resist unwanted sexual advances 
and other negative peer pressure. 

● Advise students of the laws pertaining to their financial responsibility to 
children born in and out of wedlock and advise students of the definition of 
statutory rape under Missouri law. 

● Teach students about the dangers of sexual predators, including online 
predators when using electronic communication methods such as the internet, 
cell phones, text messages, chat rooms, email, and other instant messaging 
programs. 

● Teach students how to behave responsibly and remain safe on the internet and 
the importance of having open communication with responsible adults and 
reporting any inappropriate situation, activity, or abuse to a responsible adult, 
and depending on intent and content, to local law enforcement, the Federal 
Bureau of Investigation, or the National Center for Missing and Exploited 
Children’s CyberTipline. 

● Teach students about the consequences, both personal and legal, of 
inappropriate text messaging, even among friends. 

● Teach students about sexual harassment, sexual violence, and consent.  
 

Any materials and training relating to sexual abuse will be trauma-informed and 
developmentally appropriate. Further, materials and training will include: 

● Instruction providing students with the knowledge and tools to recognize sexual 
abuse; 

● Instruction providing students with the knowledge and tools to report an incident 
of sexual abuse; 

● Actions that a student who is a victim of sexual abuse could take to obtain 
assistance and intervention; and 

● Available resources for students affected by sexual abuse. 
 

Special Education and Section 504 I-125-E 
● When a teacher or other school personnel believe that a student may have a 

disability, they may refer the student to a problem-solving or multidisciplinary 
team. 

● Classroom teachers must: 
o Know which students in your class have an IEP or a 504 Plan. 
o Personally review each IEP or 504 Plan. 
o Know which students have accommodations, modifications, or behavior 

plans. 
o Make a “good faith effort” to implement each IEP and 504 Plan. 
o Develop and implement lessons that facilitate the participation and 

learning of all students. 
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o Collect data to demonstrate implementation of the IEPs and 504 Plans 
and document student performance. 

o Alert the special education or 504 case manager if there seems to be a lack 
of progress or great progress and share any changes in academic or 
behavioral performance. 

● Students with disabilities who display conduct that warrants disciplinary actions 
may need or be entitled to protections and processes under the law. Speak with a 
student’s case manager or administrator in this situation. 

● For questions relating to Special Education or Section 504, please contact:  
 
Name:   Director of Special Services  

 Phone #:  (816) 521-5300 ext. 10101 
 Email Address: spedcompliance@isdschools.org 
 
Promotion, Acceleration and Retention of Students I-185-E 
Retention 

● Notify the building principal or designee no later than October of any student 
that is at risk for failing to meet grade or course requirements for promotion or 
credit acquisition.  

● The principal or designee and teacher will establish regular reporting periods to 
review the student’s progress (data, observations, etc.) and support strategies. 
Other educators will be included as appropriate. 

● Intervention and support will be provided and impact data collected. 
● Communication with the family regarding a student’s performance and the 

possibility of retention will occur no later than October and be continuous 
throughout the year. Communication will include face-to-face conferences. The 
principal or designee will be notified of any conferences, and other professionals 
included as appropriate. 

● The principal, in collaboration with the teacher and other educators as necessary, 
will make a decision regarding retention. Summer school or tutoring may be 
offered as a condition of promotion.  

● Written notification to the family will be provided and signed by the principal.  
 
Acceleration 

● Acceleration may be considered for a student who is working at an academic level 
above current placement. 

● The teacher, in collaboration with other professionals as necessary, will provide 
enrichment opportunities for the student. 

● If grade or subject area acceleration is considered, the teacher will notify the 
principal or designee to discuss the student, which will include but not be limited 
to, the student’s academic profile, social/emotional maturity, and options for 
acceleration. Acceleration is not a replacement for gifted programming. 

● The teacher and principal or designee will meet with the family to discuss the 
student’s performance and acceleration options. 

● The family must agree that acceleration is appropriate. 
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Assessment Program I-195-E 
All students will participate in the required, statewide screening and assessment 
program or an alternative assessment as determined by a student’s Individual Education 
Plan (IEP). The District will comply with all assessment requirements for students with 
disabilities. The District has a written assessment plan, which is updated and posted 
annually on the District website. In addition, the assessment plan is included in the 
Student/Parent handbook at the beginning of each year. The assessment plan is also 
available for review at the District office during standard business hours.  
 
Test Security: All standardized and statewide testing must be secured, maintained, and 
administered in a manner that protects the integrity of the testing process. All staff 
involved in test administration are required to participate in training for administration 
and security procedures, including employees who are administering assessments to 
students receiving homebound instruction. Appropriate disciplinary action will be taken 
in the event that the security or integrity of the assessment program is compromised by 
a staff member.  

Assessment Schedule 
The assessment plan is as follows: http://sites.isdschools.org/curriculum/index. 
https://www.isdschools.org/education/curriculum 

Speakers at District Events I-205-E 
All student and guest speakers who are part of class presentations, assemblies, 
ceremonies, or professional development sessions must be approved by a building 
administrator. Teachers are responsible for ensuring student and guest speakers are 
informed of and follow the established parameters.  
 
Bullying, Hazing, and Cyberbullying S-185-E 
The District strictly prohibits bullying, including hazing, and cyberbullying on school 
grounds, at any school function, or on District transportation.  
 
Bullying - Intimidation, unwanted aggressive behavior or harassment that is repetitive 
or is substantially likely to be repeated and causes a reasonable student to fear for his or 
her physical safety or property; substantially interferes with the educational 
performance, opportunities, or benefits of any student without exception; or 
substantially disrupts the orderly operation of the school. Bullying may consist of 
physical actions, including gestures, or oral, cyberbullying electronic, or written 
communication, and any threat of retaliation for reporting such acts. 
 
Cyberbullying - Bullying as defined above through the transmission of a communication 
including, but not limited to a telephone, wireless telephone, or other wireless 
communication device, computer, or pager. The District has jurisdiction to prohibit 
cyberbullying that originates on a school campus, or at a District activity if the 
communication was made using District technological resources, if there is sufficient 
nexus to the educational environment, or if the electronic communication was made on 
the school’s campus or at a District activity using the student’s own person technological 
resource.  
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Anti-Bullying Coordinators:  
Truman High School - Marion Holt   
Van Horn High School - Dr. Justin Woods 
William Chrisman High School - Darin Sehlke 
 
Bingham – Pamela Gill 
Bridger – Julia Pemberton 
Nowlin – Megan MinnisWesley Bryant 
Pioneer Ridge – Rod BriggsJosh Estill 
 
Benton – Montel Evans 
Blackburn – Roy KingLindsey Giraldo 
Bryant – Kerri Lacey 
Cassell Park – Carey Davis 
Fairmount – Nick YountsKayla O’Sullivan 
Glendale – Tierney Solis 
Korte – Troy Sawyer 
Little Blue – Joe Armin 
Luff – Abigael Biehl 
Mallinson – Sarah Brown 
Mill Creek – Lindsey Miller 
Ott – Kimberly Kilbreth 
Procter – Amy Hawley 
Randall – Sarah Jones 
Santa Fe – Amanda Spight 
Spring Branch – Stephanie Merriott 
Sugar Creek – Sarah Brown 
Sycamore – Kevin Drinkard 
Three Trails – Jillian Brownell 
William Southern – Molly Roady 
Hanthorn – Sarah Lattimer 
Sunshine Center – Melissa Carver 
 
Reporting Bullying or Cyberbullying: District employees are required to report any 
instance of bullying of which the employee has firsthand knowledge. Any employee, 
substitute, or volunteer who witnesses an incident of bullying must report the incident 
to the building anti-bullying coordinator within two (2) school days of witnessing the 
incident. If the anti-bullying coordinator is unavailable or is the subject of the report, 
the employee should contact the District’s Compliance Officer. In addition, all District 
employees, substitutes, or volunteers must direct all persons seeking to report an 
incident of bullying to the building anti-bullying coordinator. 
 
Student Discipline S-170-E 
The District is responsible for the care and supervision of students and holds students 
accountable for their conduct in school, on District property, including District 
transportation, and during District-sponsored activities in order to ensure the safety of 
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all students and maintain an atmosphere where orderly learning is possible and 
encouraged. The District discipline policy and procedures will be provided to every 
student at the beginning of each year, be published on the District website, and made 
available in the office of the Superintendent during normal business hours.  
 
Teacher Reporting Requirements 
Teachers must report any assault to the principal and law enforcement. Any physical 
contact that produces actual (observable, even if slight) or potential harm (e.g., blow to 
the head without visible injury), should be reported to the principal. Teachers must 
report to the principal upon finding a student in possession of a weapon or controlled 
substance. 
 
Student Code of Conduct 
The District believes students deserve the right to participate and learn in a safe 
environment which allows teachers to focus on instruction that accelerates achievement. 
We expect and acknowledge that the majority of our students are respectful and well-
behaved. However, to ensure that school is a quality atmosphere for all students at all 
times, the code of conduct and discipline policies outline consequences for misconduct 
that occurs at school, during a school activity whether on- or off-campus, on District 
transportation, or involves the use of District technology. All District personnel are 
responsible to supervise and hold students accountable for violations of discipline 
policies.  
Disciplinary Consequences  
The following Discipline Matrix for addressing student misconduct is included in the 
applicable Student Parent Handbook: available at: 
https://egs.edcounsel.law/independence-school-district-policies.   
 

Prohibited Conduct Definition Consequence 

Academic Dishonesty Any type of cheating, 
which includes, but 
not limited to testing 
security, that occurs in 
relation to an 
academic exercise or 
assignment. It may 
include plagiarism, 
fabrication of 
information or 
citations, cheating, 
falsification of work or 
excuses for work, 
disrupting or 
destroying another 
person’s work, failure 

Zero Grade Until Student 
Shows Additional 
Evidence of Learning - 
Retake or Alternative 
Assessment at Teacher 
Discretion, Teacher 
Contacts Parent/Guardian 

Building Admin discretion 
if testing security is 
compromised. 
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to contribute to a team 
project, or other 
misconduct related to 
academic work. 
Students may not 
claim AI generated 
content as their own 
work. The use of AI to 
take tests, complete 
assignments, create 
multimedia projects, 
write papers, or 
complete schoolwork 
without permission of 
a teacher or 
administrator is 
strictly prohibited. The 
use of AI for these 
purposes constitutes 
cheating or plagiarism.  

Arson Starting or attempting 
to start a fire or 
causing or attempting 
to cause an explosion. 

Suspension by the 
principal for nine days 
with a recommendation to 
the Superintendent of 
Schools for suspension not 
to exceed 180 days and/or 
expulsion by the Board of 
Education. 

Assault, First or Second 
Degree 

Knowingly causing or 
attempting to cause 
serious physical injury 
or death to another 
person, recklessly 
causing serious 
physical injury to 
another person, or any 
other act that 
constitutes criminal 
assault in the first or 
second degree. 

 Suspension by the 
principal for nine days 
with a recommendation to 
the Superintendent of 
Schools for suspension not 
to exceed 180 days and/or 
expulsion by the Board of 
Education. Assault on 
school property is a felony 
and will be reported to the 
local law enforcement 
agency. 
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Assault, Third or Fourth 
Degree 

Using physical force, 
such as hitting, 
striking or pushing, to 
cause or attempt to 
cause physical injury; 
placing another 
person in 
apprehension of 
immediate physical 
injury; recklessly 
engaging in conduct 
that creates a grave 
risk of death or serious 
physical injury; 
causing physical 
contact with another 
person knowing the 
other person will 
regard the contact as 
offensive or 
provocative; or any 
other act that 
constitutes criminal 
assault in the third or 
fourth degree. 

Suspension by the 
principal up to nine days 
with a possible 
recommendation to the 
Superintendent of Schools 
for suspension not to 
exceed 180 days and/or 
expulsion by the Board of 
Education. Assault on 
school property may be a 
felony and will be reported 
to the local law 
enforcement agency. 

Automobile/Vehicle 
Misuse 

Discourteous or 
unsafe driving on or 
around District 
property, unregistered 
parking, failure to 
move vehicle at the 
request of school 
officials, failure to 
follow directions given 
by school officials or 
failure to follow 
established rules for 
parking or driving on 
District property. 

Loss of parking privileges, 
Warning, Monday School 
ISS or OSS suspension by 
principal, Superintendent 
of Schools, Board of 
Education and/or 
expulsion by Board of 
Education. 

 

Violation of parking 
guidelines:  

First offense (ticket) – 
Warning or $30 fine for no 
parking permit  
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Second offense (ticket) - 
$30 fine  

Third offense (ticket) – 
Loss of parking privileges 

Bullying and Cyberbullying 
(also refer to S-185-S) 

Intimidation, 
unwanted aggressive 
behavior or 
harassment (including 
criminal harassment 
under the Safe Schools 
Act), that is repetitive 
or is substantially 
likely to be repeated 
and causes a 
reasonable student to 
fear for his or her 
physical safety or 
property; substantially 
interferes with the 
educational 
performance, 
opportunities or 
benefits of any student 
without exception; or 
substantially disrupts 
the orderly operation 
of the school. Bullying 
may consist of 
physical actions, 
including gestures, or 
oral communication, 
cyberbullying, 
electronic or written 
communication, and 
any threat of 
retaliation for 
reporting of such acts. 
"Cyberbullying" means 
bullying through the 
transmission of a 
communication 
including, but not 

First offense may range 
from in school suspension 
days and subsequent 
offenses may range from 
up to 180 days out of 
school suspension and/or 
recommendation for 
expulsion.  Referral to the 
Building Anti-Bullying 
Coordinator. 
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limited to, a message, 
text, sound or image 
by means of an 
electronic device 
including, but not 
limited to, a 
telephone, wireless 
telephone or other 
wireless 
communication 
device, computer or 
pager.  

Bus or Transportation 
Misconduct 

Any misconduct 
committed by a 
student on 
transportation 
provided by or 
through the District. 

See Student Conduct and 
Discipline under 
Transportation Services F-
260-S. 

Dishonesty Any act of lying, 
whether verbal or 
written, including 
forgery. 

May range from 
conference with parents or 
guardian, detention, in-
school suspension, or 
other action at the 
discretion of the principal 
to suspension by the 
principal, Superintendent 
of Schools, or Board of 
Education, and/or 
expulsion by the Board of 
Education. (Also see 
Academic Dishonesty) 

Disrespectful or Disruptive 
Conduct or Speech 

Conduct that 
interferes with an 
orderly education 
process such as 
disobedience or 
defiance to an adult’s 
direction, use of vulgar 
or offensive language 
or graphics, any rude 
language or gesture 
directed toward 

May range from 
conference with parents or 
guardian, detention, in-
school suspension, or 
other action at the 
discretion of the principal 
to suspension by the 
principal, Superintendent 
of Schools, or Board of 
Education, and/or 
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another person. 
Discriminatory or 
harassing conduct may 
be addressed under 
the District’s policy 
regarding this 
conduct.  

expulsion by the Board of 
Education. 

 

Dress Code The failure to comply 
with the dress code 
requirements. 

First and second offense 
- Admin Conference and 
Modification, Clothing 
Change or Cover, or Sent 
Home for inappropriate 
clothing. 

Third offense - will be 
treated as a opposition to 
school authority. 

Drugs/Alcohol/Tobacco/E
-Cigarettes 

The use, sale, transfer, 
distribution, 
possession, or being 
under the influence of 
prescription drugs, 
alcohol, tobacco 
products, electronic 
cigarettes, vaping 
products, other 
nicotine delivery 
products, imitation 
tobacco products, 
narcotic substances, 
unauthorized 
inhalants, controlled 
substances, illegal 
drugs, counterfeit 
substances, imitation 
controlled substances, 
drug/tobacco 
paraphernalia, or over 
the counter drugs on 
any District property, 
vehicles, or at District-
sponsored events. 
However, students 

Drugs, alcohol, tobacco 
products, electronic 
cigarettes, vaping products 
: Suspension by the 
principal for up to nine 
days with a 
recommendation to the 
Superintendent of Schools 
for suspension not to 
exceed 180 days and/or 
expulsion by the Board of 
Education.. 
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may use, possess, and 
be under the influence 
of their prescription 
drugs and over the 
counter drugs in 
compliance with 
District procedures. 

Extortion Threatening or 
intimidating any 
person for the purpose 
of obtaining money or 
anything of value. 

May range from 
conference with parents or 
guardian, detention, in-
school suspension, or 
other action at the 
discretion of the principal 
to suspension by the 
principal, Superintendent 
of Schools and/or 
expulsion by Board of 
Education. 

False Alarms or Reports Intentionally 
tampering with alarm 
equipment for the 
purpose of setting off 
an alarm, making false 
reports for the 
purpose of scaring or 
disrupting the school 
environment.  

Suspension by principal up 
to 9 OSS days, 
Superintendent of Schools, 
Board of Education and/or 
expulsion by Board of 
Education. A false bomb 
threat is a felony and will 
be reported to the local law 
enforcement agency. 

Fighting A conflict: verbal, 
physical, or both, 
between two or more 
people.  

Suspension by the 
principal for up to nine 
days with a 
recommendation to the 
Superintendent of Schools 
for suspension not to 
exceed 180 days and/or 
expulsion by the Board of 
Education. 

, 

Weapons and Firearms A) Possession or use of 
a firearm as defined 
in 18 U.S.C. § 921 or 
any instrument or 

For A): Suspended from 
school for not less than 
one calendar year or 
permanently expelled by 
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device defined in 
§ 571.010, RSMo, or 
any instrument or 
device defined as a 
dangerous weapon 
in 18 U.S.C. § 
930(g)(2). 

B) Other weapons are 
prohibited. Other 
weapons are 
defined as a device 
readily capable of 
lethal use, or device 
designed to mimic a 
weapon. Other 
weapons may 
include, but not 
limited to, mace 
spray, pepper spray, 
taser, any knife, 
regardless of blade 
length; and items 
customarily used, or 
which can be used, 
to inflict injury 
upon another 
person or property. 

C) Possession or use of 
ammunition, a 
component of 
ammunition or a 
weapon, weapon 
accessories, or 
tactical gear. 

the Board of Education. In 
addition, any student in 
possession of a firearm will 
be referred to the local law 
enforcement agency. The 
suspension or expulsion 
may be modified on a case-
by-case basis by the 
Superintendent. For B) 
and C): Suspension by the 
principal for nine days 
with a recommendation to 
the Superintendent of 
Schools for a suspension 
not to exceed 180 days 
and/or expulsion by Board 
of Education. 

 

Fireworks or Incendiary 
Devices 

Possessing, displaying, 
or using fireworks, 
matches, lighters, or 
other devices to start 
fires or other 
unsanctioned actions. 
This does not include 
educational activities 
designed and 
supervised by District 
employees.  

Suspension by the 
principal for up to nine 
days with a possible 
recommendation to the 
Superintendent of Schools 
for a suspension not to 
exceed 180 days and/or 
expulsion by Board of 
Education 
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Gambling Betting something of 
value upon the 
outcome of a contest, 
event, assignment, or 
game of chance. 

1st offense: 1-5 ISS Days, 
Referral to Law 
Enforcement 

2nd offense: Up to 5 
ISS/OSS Days, Referral to 
Law Enforcement 

3rd offense: 9 OSS Days, 
Referral to Law 
Enforcement, Long-Term 
Referral** 

Harassment, including 
Sexual Harassment 

Conduct that annoys, 
threatens, intimidates 
another person based 
on gender, race, color, 
religion, sex, national 
origin, ancestry, 
disability or any other 
characteristic 
protected by law. 
Harassment, including 
sexual harassment, is 
unwanted and 
unwelcomed conduct 
that causes another 
person extreme 
unease or fear. 
Examples include, but 
are not limited to, 
derogatory comments 
or slurs, lewd 
propositions, blocking 
movement, offensive 
touching, or offensive 
posters or graphics.  

May range from 
conference with parents or 
guardian, detention, in-
school suspension, or 
other action at the 
discretion of the principal, 
to suspension by the 
principal, Superintendent 
of Schools and/or 
expulsion by the Board of 
Education. 

Referral to District 
Compliance Officer. 

Hazing The imposition of 
strenuous, 
humiliating, and/or 
dangerous tasks as 
part of an initiation, 
admission, or 
affiliation to a group, 

May range from 
conference with parents or 
guardian, detention, in-
school suspension, or 
other action at the 
discretion of the principal, 
to suspension by the 
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even when all parties 
willingly participate.  

principal, Superintendent 
of Schools and/or 
expulsion by the Board of 
Education. 

Nuisance Items Displaying or using 
items that create 
distractions and could 
be lost, stolen, or 
broken such as toys, 
collectible items, or 
other possessions not 
approved for 
educational purposes.  

1st - Up to 3 Days ISS/OSS 

2nd - Up to 5 Days 
ISS/OSS 

3rd - Up to 9 Days OSS 

Property Damage or Loss 
of School Property 

Damage to or loss of 
school property such 
as, but not limited to, 
books, electronic 
devices, calculators, 
uniforms, equipment, 
or facilities, etc. 

Up to 9 OSS Days, 
Restitution, Possible 
Referral to Law 
Enforcement, Notify 
Assistant Superintendent 
at Discretion 

Public Display of Affection Physical intimacy that 
is inappropriate for an 
educational setting, 
such as but not limited 
to, kissing, groping, 
fondling, cuddling. 

1st Offense: Warning to 
detention to ISS  

2nd Offense: up to 3 days 
ISS 

3rd Offense: up to 9 days 
ISS/OSS  

Sexting and/or Possession 
of Sexually Explicit, Vulgar 
or Violent Material 

Possessing, displaying, 
or generating sexually 
explicit, vulgar, or 
violent material, such 
as but not limited to, 
pornography, nudity, 
violence or explicit 
death or injury. 
Students will not be 
disciplined for speech 
in situations where it 
is permissible by law. 
This restriction does 
not apply to curricular 

May range from 
conference with parents or 
guardian, detention, in-
school suspension, or 
other action at the 
discretion of the principal, 
to suspension by the 
principal, Superintendent 
of Schools and/or 
expulsion by the Board of 
Education. 
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material vetted and 
approved by District 
employees for 
educational purposes.  

Possible referral to District 
Compliance Officer and 
Law Enforcement. 

Sexual Activity Consensual acts of sex 
or consensual 
simulations of sex 
including, but not 
limited to, intercourse 
or oral or manual 
stimulation. 

Suspension by the 
principal for up to nine 
days with a possible 
recommendation to the 
Superintendent of Schools 
for a suspension not to 
exceed 180 days and/or 
expulsion by Board of 
Education.  Possible 
hotline and referral to Law 
Enforcement.  Referral to 
District Compliance 
Officer. 

 

Tardiness or Truancy A student arriving 
after the class period 
has begun is marked 
tardy. Truancy is when 
a student is absent 
from school without 
permission from the 
parents/guardians or 
school official. 
Truancy includes, but 
is not limited to 
skipping classes, 
falsifying the reason 
for an absence, or 
absences that have not 
been pre-arranged and 
pre-approved as 
excused.  

Tardiness or Truancy: May 
range from conference 
with parents or guardian, 
detention, in-school 
suspension, or other action 
at the discretion of the 
principal to suspension by 
the principal, 
Superintendent of Schools, 
or Board of Education, 
and/or expulsion by the 
Board of Education. 

Technology Misconduct Gaining or attempting 
to gain unauthorized 
access to or interfering 
with a technology 
system or information, 

May range from 
conference with parents or 
guardian, detention, in-
school suspension, loss of 
technology or network 
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using any type of 
electronic device 
without permission, or 
recording audio or 
visual information 
without express 
permission for 
educational purposes 
and as allowed by 
District rules, or using 
technology in a 
manner inconsistent 
with the terms of the 
Technology Usage 
Agreement. This 
includes cell phone 
misuse.  

privileges or other action 
at the discretion of the 
principal, to suspension by 
the principal, 
Superintendent of Schools 
and/or expulsion by the 
Board of Education.  
Possible referral to Law 
Enforcement. 

 

 

Theft Taking or attempting 
to take the property of 
others without consent 
or knowingly taking 
possession of stolen 
property. 

May range from 
conference with parents or 
guardian, detention, in-
school suspension, other 
action at the discretion of 
the principal to suspension 
by the principal, 
Superintendent of Schools, 
Board of Education, 
and/or expulsion by the 
Board of Education. Acts 
of theft may be reported to 
the local law enforcement 
agency and restitution will 
be assigned. 

Threats or Verbal Assault Verbal, written, 
graphics, or gestures 
in a convincing 
manner that causes 
another person to fear 
for the safety of 
themselves or 
property. 

May range from 
conference with parents or 
guardian, detention, in-
school suspension or other 
action at the discretion of 
the principal to suspension 
by the principal, 
Superintendent of Schools, 
Board of Education, 
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and/or expulsion by the 
Board of Education. 

Unauthorized Entry Entering a District 
facility, office, locker 
or other area that is 
locked or assisting 
someone to enter 
District property who 
is not authorized or 
through an 
unauthorized 
entrance.  

May range from 
conference with parents or 
guardian, detention, in-
school suspension, other 
action at the discretion of 
the principal to suspension 
by the principal, 
Superintendent of Schools, 
Board of Education, 
and/or expulsion by the 
Board of Education. Acts 
of theft may be reported to 
the local law enforcement 
agency for trespassing. 

Vandalism Deliberate destruction 
of or damage to 
property belonging to 
the District, 
employees, or 
students. 

May range from 
conference with parents or 
guardian, detention, in-
school suspension, or 
other action at the 
discretion of the principal 
to suspension by the 
principal, Superintendent 
of Schools, Board of 
Education and/or 
expulsion by the Board of 
Education. Institutional 
vandalism is a 
misdemeanor/felony and 
will be reported to the 
local law enforcement 
agency. Restitution will be 
assigned. 

Violation of Imposed 
Disciplinary Consequences 

The failure to comply 
with the discipline 
consequences 
assigned. This 
includes appearing on 
District property or at 
a school-sponsored 
event while serving a 

May range from in-school 
suspension or other action 
at the discretion of the 
principal to suspension by 
the principal, 
Superintendent of Schools, 
Board of Education, 
and/or expulsion by the 



 

137 
 

suspension or 
expulsion.  

Board of Education. Acts 
of theft may be reported to 
the local law enforcement 
agency. 

Violation of District Policy 
or Written School Rules 

Violation of written 
school rules as 
distributed in 
handbooks, letters, 
and or materials by, or 
under the direction of, 
the principal. 

May range from 
conference with parents or 
guardian, detention, in-
school suspension, or 
other action at the 
discretion of the principal 
to suspension by the 
principal, Superintendent 
of Schools, or Board of 
Education and/or 
expulsion by the Board of 
Education. 

 
Corporal Punishment 
Corporal punishment is defined as: “The intentional infliction of physical punishment, 
usually in the form of spanking, as a method of student discipline.” Corporal 
punishment is strictly prohibited as a method of discipline. However, reasonable force 
may be used, when necessary, for the protection of a student or others or property.  
 
Seclusion and Restraint S-205-E 
The District is committed to implement professionally accepted practices to protect the 
health and safety of students. Therefore, as required by law, District policy 
comprehensively addresses the use of restrictive behavioral interventions for behavior 
management and student discipline. 
 
Only authorized personnel who have received annual training in de-escalation practices, 
professionally-accepted and appropriate use of physical restraint, appropriate use of 
seclusion, communication expectations and requirements with students and families 
about restraint, required documentation procedures and District policy, are permitted 
to implement restrictive behavioral interventions. All staff members are expected to 
review District policy to become familiar with the requirements and limitations 
associated with seclusion and restraint.  
 
The District limits the use of seclusion or restraint to situations or conditions in which 
there is imminent danger of physical harm to self or others.  
 
Administration of Medication S-135-E 
All student medication is to be kept in the health office whether it is prescription or 
over-the-counter. District personnel are not authorized to dispense any medication, 
including over-the-counter medication, without written permission from a parent or 
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guardian and then, only designated, trained personnel are allowed to dispense 
medication or treatment in the health office. Students who are incapacitated due to a 
cast, crutches, sutures, or other conditions need a physician’s note specifying the 
restrictions and duration of the restrictions. The school nurse can assist with obtaining 
clarification of physician orders. Employees will be notified by the nurse, IEP case 
manager, and/or 504 case manager when a student has a health condition that warrants 
specific accommodations. Any accommodations provided via a health plan, IEP, or 504 
Plan must be followed as written.  
 
Students with Allergies S-145-E 
The classroom is the most common area in which students experience an allergic 
reaction. Therefore, to protect the student, yourself, and others, employees should know 
which students have life-threatening conditions and their plans (IEP, 504 Plan, 
Emergency Action Plan (EAP), and Individual Health Plan (IHP). Employees must 
follow the plans, especially attending to accommodations. Employees must also attend 
all required trainings and individual meetings for a particular student. A student who is 
feeling ill after exposure to a known allergen should not be sent to the health room or 
office alone or with another student. If necessary, request assistance from staff outside 
the classroom. 
 
Administrators will identify who will inform parents of any school events and activities 
where food will be served other than during regularly scheduled meal/snack times or 
when other allergens may be present (classroom teacher, nurse, case manager, etc.). 
Foods or other potential allergens should not be offered to students without parental 
approval. Employees should not interpret food or product labels. Employees should 
encourage non-allergen and non-food activities, reward, and treats. Employees should 
educate, with written permission from the family of a student with allergies, the class 
and families of restrictions and precautions. All substitute plans should include any 
pertinent student information and procedures for students with a plan. 
 
Reporting and Investigating Child Abuse S-160-E 
Definitions: 

Child abuse - Any physical injury, sexual abuse, or emotional abuse inflicted on a 
child other than by accidental means by those responsible for the child’s care, 
custody, and control. 
 
Child neglect – Failure by those responsible for the care, custody, and control of a 
child to provide the proper or necessary support, education, nutrition, or 
medical, surgical or other care necessary for a child’s well-being. 
 
Reasonable cause to suspect – Some reason to believe that a child may have been 
subjected to abuse or neglect; the employee does not need to have any sort of 
conclusive proof or validation. 

 
Mandated Reporting: Missouri law classifies all staff as mandatory reporters of child 
abuse and neglect. School employees are required to report possible abuse or neglect 
regardless of whether the alleged perpetrator had “care, custody, or control” of the 
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alleged victim. As mandated reporters, District staff are required to immediately report 
any child abuse or neglect they suspect or observe by calling the Abuse Hotline at 1-800-
392-3738 or online report at 
https://apps.dss.mo.gov/OnlineCanReporting/default.aspx . A mandated reporter may 
also make a report of suspected child abuse or neglect to any law enforcement agency or 
juvenile office. However, such report does not take the place of reporting to Children’s 
Division (CD). When in doubt whether abuse or neglect may have occurred, err on the 
side of reporting. 
 
The reporting requirements, as defined in law, are individual. Therefore, a teacher’s or 
employee’s supervisor should not make the hotline call to CD. The teacher or employee 
must make the call themselves. Teachers and other District employees should not be 
disciplined or discriminated against for reporting suspected abuse or neglect to the CD 
in good faith. If any school employee has reasonable cause to suspect that a student has 
been subjected to abuse or neglect, the employee should be provided immediate access 
to a phone and be temporarily relieved of other work duties, as necessary, in order to 
make the report. 
 
If a student reports alleged sexual misconduct on the part of a teacher or other District 
employee to a District employee, both the employee and the Superintendent must report 
the allegation to CD. CD is required to investigate the report. Investigate allegations 
against an employee of the District for the purpose of making employment decisions.  
 
Making a Report: When a report to CD is made, the following information will be 
required: names and addresses of the child and his parents or other persons responsible 
for care; child’s age, sex and race; nature and extent of the child’s injuries, abuse, or 
neglect, including any evidence of previous injuries, abuse, or neglect to the child or 
siblings; name, age and address of the person responsible for the injuries, abuse, 
neglect, if known; family composition; source of the report; name, address, contact 
information, and occupation of the person making the report; actions taken by the 
person making the report; including any photographs taken and/or keeping the child; 
any other information that may be helpful. If CD declines to accept the report, log the 
name of the representative, the date, and the report made.  
 
Student Records S-125-E 
Student education records are official and confidential documents protected by the 
Family Rights and Privacy Act (FERPA). A student education record includes 
information such as date and place of birth, parent/guardian names and addresses, 
emergency contact information, enrollment and attendance records, academic records, 
special education records, discipline information, and health records. 
 
A student record may also consist of notes or communication shared with one other 
individual that contains personally identifiable information regarding a student, 
including email, texts and other forms of information transmitted. Communication 
about a student must be consistently professional in all contexts.  
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Education records are requested and disclosed as required by law. Only District 
employees with a “need to know” have a right to certain types of a student’s education 
records, which may not be the same information dependent upon one’s role with the 
students. The District is required to document specific information associated with 
disclosing student records. When records are shared outside the District policy and 
procedures, it may create unmanaged risks for the District and the employee who shared 
information apart from approved procedures.  
 
Employees are prohibited from posting pictures or videos of students on social media, 
software applications, websites, or webpages and from identifying students by name in 
posts on software applications, websites, webpages, or social media, except student’s 
pictures and first names may be posted where written consent has been obtain as 
explained below. For example, employees are prohibited from posting pictures of 
students in the classroom or participating in extracurricular activities on Twitter or on a 
class webpage and from naming specific students in posts on Facebook or other social 
media. If an employee has obtained written consent from the student’s parent/guardian 
or from the student if the student is 18 years old or older, then the employee may post a 
picture of the student and/or the student’s first name only on software applications, 
websites, webpages, or social media. 
 
All records requests made to anyone in the District, unless it involves specific classroom 
assignments or activities, should be directed to and responded by: Custodian of Records, 
cammie_smith@isdschools.orgAnnette_miller@isdschools.org. Student records is 
addressed within District Policy S-125-P and in the Student/Parent Handbook.  

Visitor Procedures C-155-E 
Adult Code of Conduct: C-155-P 

Raptor Technologies in the ISD 

The Raptor Visitor Management System is a web-based software application that has 
been developed with the purpose of aiding educational facilities in tracking their 
visitors, students and faculty.  The Raptor Visitor Management system is capable of 
replacing many paper-based logs.  It will allow schools and facilities to produce visitor 
badges, monitor volunteer hours, and electronically check all visitors against registered 
sexual offender databases from all 50 states.  The overall goal is to better control access 
to all Independence School District (ISD) Schools; thus providing enhanced protection 
for our students and staff. 

Watch Raptor Visitor Management System video here: 
https://www.youtube.com/watch?v=h-mSng9jzqE  

Community, Finance, Facilities, and District Operations 
Prohibition of Tobacco and Imitation Tobacco Products C-150-E 
To promote the health of all individuals, the District prohibits all employees, students 
and patrons from smoking or using tobacco products, electronic cigarettes or imitation 
tobacco or cigarette products in all District facilities, on District transportation, on all 
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District grounds at all times and at any District-sponsored event or activity while off 
campus.  
 
Use of Recording Devices or Drones C-165-E 
The District prohibits audio and visual recordings on District property, District 
transportation or at a District activity unless authorized by the Superintendent. 
Requests for such authorization must be made within a reasonable period of time prior 
to the recording. Unless otherwise specified by the Superintendent, the following 
exceptions to this prohibition apply: 

1. The District or designated agents of the District may make audio or visual 
recordings to provide security, to maintain order, for staff or preservice 
teacher development use, or for educational purposes.  

2. Students may record if required by a District-sponsored class or activity. 
3. Individuals may record performances or activities to which the general public 

is invited such as athletic competitions, concerts and plays. 
4. Individuals may record open meetings of the Board or District committees. 
5. Outside entities may record an event when using or renting District facilities 

in accordance with District rules. 
6. A parent or legal guardian of a student may audio record any meeting held 

under the IDEA or Section 504 of the Rehabilitation Act with no less than 24 
hours’ notice to the Director of Special Education and building principal. 

 
All unmanned aircraft systems (UAS), commonly known as drones, with the potential to 
capture or produce visual images of District property or District events must be 
operated in accordance with applicable Federal Aviation Administration regulations or 
safety guidelines. All UAS operators must receive authorization from the 
Superintendent to operate a UAS on or over District property or at a District event.  
 
Advertising on District Property C-170-E 
It is the District’s intent to maintain a nonpublic forum. Advertisement is prohibited on 
District property unless authorized by the Superintendent or designee. Advertising 
prohibited includes, but is not limited to, personal solicitations, signage, 
announcements, pamphlets, handouts, and any other dissemination of information 
regarding products or services available or for sale. The solicitation of information 
including, but not limited to, political campaigning, is also prohibited.  
 
Purchasing F-140-E 
Employees are required to comply with District purchasing guidelines. Comprehensive 
guidelines are located in District Policy. For the purposes of this Employee Manual, the 
following purchasing guidelines are particularly relevant:  

● District staff members are encouraged to purchase products manufactured, 
assembled or produced in the United States.  

● The District will follow all requirements for purchases undertaken with federal 
funds which are subject to the federal Uniform Grant Guidance (UGG) and other 
applicable federal law, including but not limited to the Education Department 
and General Administration Regulations (EDGAR) and the United States 
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Department of Agriculture (USDA) regulations governing school food service 
programs.  
 

Purchasing Generally: The Superintendent or designee will supervise District 
purchasing to ensure the following: 

1. No purchase that may exceed $150,000175,000 will be made without prior 
Board approval, unless it is an emergency and is approved by the 
Superintendent.  

2. Purchases may only be made through a purchase order, credit or 
purchasing card, or through petty cash. 

3. All purchases must receive approval from the appropriate supervisor 
responsible for the budget code from which the purchase is made.  

4. The Superintendent or designee must approve travel expenses such as 
airline tickets and hotel reservations.  

5. All purchases must be appropriately documented consistent with District 
guidelines. Documentation related to purchases will be maintained in 
accordance with the Missouri Secretary of State's retention manual and 
include an audit trail linking the solicitation, evaluation, award and 
payment. 

6. District staff will provide the District's tax-exempt letter to vendors before 
making any purchase that may be taxed.  

7. No contract will be entered into or bill paid without the proper 
documentation and an affirmative vote from a majority of the whole 
Board.  

8. Any contract to provide the District services in excess of $5,000 to the 
District must be conditioned on the provider submitting a sworn affidavit 
and documentation affirming enrollment in E-Verify and stating that the 
provider does not knowingly employ any person who is not authorized to 
work in the U.S.  

 
 
 

Credit and Purchasing Cards: The following rules apply to the use of District credit or 
purchasing cards: 

1. The Board will set limitations on the use of the Superintendent’s 
credit/purchasing card. The Superintendent will set the limit on all other 
credit/purchasing cards. 

2. Any employee using a District card shall first sign a card usage agreement and 
receive training on procedures for card use. 

3. Employees issued credit or purchasing cards must reconcile their statements 
every month. Documentation, including receipts and the appropriate budget 
code, will be produced for each item purchased.  

4. The Superintendent or designee will examine all documentation prior to 
payment. If any purchase was made by an employee contrary to law, Board 
policy or administrative procedures, the Superintendent/designee will 
immediately confiscate the card.  
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5. District cards will not be used to purchase personal items, or unauthorized 
items. 

 
Petty Cash F-155-E  
District administrators are responsible for the accounting of petty cash. All petty cash 
funds must be used exclusively for school purposes and appropriately documented.  
 
Fraud Prevention F-160-E 
Reporting Suspected Fraud or Financial Irregularities: Any person who has reason to 
suspect fraud or financial irregularities should report that suspicion to the 
Superintendent or designee as soon as practicable. Employees or District volunteers 
who suspect fraud or financial irregularities are required to report it and may be 
disciplined or dismissed for failing to do so. If the suspected fraud or financial 
irregularity directly involves the Superintendent, the report should be made to the 
Board President. Reports will be kept confidential to the extent allowed by law. The 
person making the report should not communicate directly with the suspected 
individual or individuals unless specifically authorized to do so. 
 
Expense Reimbursement F-175-E 
The purchasing procedures of the District are required to be followed for all regular 
purchasing practices. For emergency or special circumstances purchases, the 
Superintendent or designee may authorize the reimbursement of certain expenditures. 
Any reimbursed expenditures will fall within the District’s budget, must contain 
documentation of why the expenditure occurred and receipts for the expenditure must 
be produced. 
 
Travel Expenses F-180-E 
With prior written approval by the Superintendent, the District will pay reasonable 
expenses necessary for those who travel on District business. Each employee traveling 
on District business will file with the Superintendent or designee an itemized account of 
expenses incurred. Each employee will submit any other reports regarding travel as may 
be required by the Superintendent or designee.  
 
Automobile travel will be reimbursed at the Internal Revenue Service (IRS) mileage rate 
effective July 1st of each fiscal year. Reasonable travel costs must not exceed charges 
normally allowable by the District in its normal operations. Commercial air travel must 
be the least expensive, unrestricted accommodation class. 
 
Travel documentation should include an itemized account of expenses incurred, written 
justification for participation on behalf of the District, the reasonableness of costs 
incurred, and consistency with District rules. Such documentation should also include a 
list of District attendees, the agenda or program, and Superintendent’s written approval. 
 
Traffic and Parking Control F-210-E 
All District parking lots and sidewalks are under the control of the Superintendent or 
designee, and subject to restrictions deemed appropriate by the administration.  
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Vehicles on school property are subject to search in accordance with law. District 
parking lots carry the same restrictions from weapons or items prohibited from District 
buildings. Administrators have the ability to restrict or prohibit vehicles from being on 
school property, and administrators have the ability to request vehicles be moved. If 
individuals refuse to comply with the request of the administrator, the vehicle may be 
towed at the owner’s expense. 
 
Safety F-225-E and Emergency OperationsPreparedness Plan F-230-E 
Employees should make themselves aware of the location of evacuation plans in the 
District’s Emergency Operations PlanPreparedness Plan should an emergency arise. 
Evacuation plans are posted near the door in each classroom and other common areas. 
These plans will include directions and information for fire, tornado, earthquake, and 
intruder/active shooter (Strategos) situations and drills.   both fire and tornado routes. 
Some classrooms will have a red duffel bag containing first aid items. These bags should 
be taken with you in the case of a drill or real evacuation. In case of an emergency, 
employees should also note the location of the closest fire alarm activation switch. Each 
office has a complete Emergency OperationPreparedness Plan notebook that each 
employee should take time to review. 
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Strategos: Intruder/Active Shooter ResponseA.L.I.C.E. Intruder/Active Shooter 
Response (District Language - Adapted as we see fit) 
(All staff will be trained…) In the spring of 2014, the Independence School District 
adopted the A.L.I.C.E. model to an intruder/ Active Shooter event. From August of 2014 
to the present time, all staff in the Independence School District received training from 
certified instructors from the Independence Police Department. The intent of the 
A.L.I.C.E. model and training is to increase the survivability of staff and students should 
an event occur. All staff receives annual training in A.L.I.C.E. in compliance with Senate 
Bill 75. This training is in the form of either a two-hour classroom/scenario training or 
an electronic refresher course. Staff are encouraged to recall the training and apply it to 
their specific building so they will be prepared should an event occur. Staff is also 
encouraged to discuss the A.L.I.C.E. principles with their students and other staff 
members to maintain the edge and situational awareness. Staff is also encouraged to 
reach out to any of the law enforcement instructors (SROs, Truancy and DARE Officers 
in the district) should they need assistance in setting up their classroom, encounter an 
unsafe condition, to practice this model or if they should have any questions regarding 
an intruder/active shooter event. 

 
Door Entry 
The Independence School District has a School Safety regulation that requires all school 
doors to be locked during the school day. The goal is to ensure the safety of students and 
staff, while keeping unidentified strangers from gaining access to our schools. For 
parents, patrons, and other guests who have legitimate business in the schools, we want 
to be sure this process remains consistent. Staff will make visitors feel as welcome as 
possible by following the steps below: 

● When a parent or patron approaches the door and pushes the buzzer, welcome 
them to the building and say, “May I help you?" 

● If they are a parent, ask them for their student's name and ask to see their photo 
identification. 

● If they are a vendor or other visitor, ask the nature of their visit, who they are 
there to visit, and ask to see their identification. 

● If they do not have identification with them, apologize and inform them that for 
safety reasons, this new district policy requires that they show state or federal 
photo identification to enter the building. 

● Our goal is to keep out unidentified strangers. If the visitor is someone with 
whom you are familiar, and they have no identification in their vehicle or with 
them in any way you are allowed the flexibility to buzz them in. Please go the 
front door and escort them to the main office in order for them to receive a 
visitor's pass. Remind them that they will need to bring their identification the 
next time they come to school. 

● If you are not familiar with the visitor and he or she is unable to produce 
identification, he or she will not be allowed in the building. 
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● Once a visitor has reported to the office, please follow the building sign in/sign 
out procedures: 

o (Parent) Verify parent is on the student check-out list if they wish to check 
their student out of school. 

o (Parent) Present parent with a visitor pass labeled with their name, and 
direct them to the appropriate destination. 

o (Volunteer) Present volunteer with an appropriate pass and direct them to 
appropriate location. 

o (Vendor) Present vendor with a visitor pass and contact the person with 
whom they are wishing to speak. 

o (Other) Present visitor with an appropriate pass and direct them to the 
location that they are seeking. 

Kids’ Safari programs: 

● Parents of students enrolled in Kids’ Safari programs can drop off and pick up 
their student at designated doors beginning at 6:30am until the start of the 
school day and then again when school is dismissed until 6:00pm. At the time 
school begins parents will be required to use the main school doors. 

● Staff in Kids’ Safari programs will be responsible for checking state or federal 
photo identification and buzzing parents in during the designated times above. 

Early Education 

● Early Education families will follow the attending schools door entry 
procedures.   

Keep in mind that some visitors will not be aware of these new procedures. Please be 
professional if visitors voice a concern, take the time to listen to their concern and 
remind them that we are taking these precautions to provide added security for our 
students. If you have any questions regarding these procedures, please contact Pete 
Scott Ken Jarnagin at ext. 10035 or 816-853-8856.286-3995. 

Firearms and Weapons F-235-E 
Weapons may only be possessed on school property by commissioned law enforcement 
officers, other specifically trained individuals, or for the purpose of a school-sanctioned 
firearm related event. Examples of school sanctioned events include gun safety courses 
for students, military student programs, or school-sponsored club shooting team. A 
weapon is defined as a device readily capable of lethal use, or device designed to mimic a 
weapon. Unless exempted by this policy, weapons are banned from all District property 
and District related events, as allowed by law. The District will follow all state and 
federal law that addresses the discipline of individuals that violate this policy.  
 
Communicable Diseases F-245-E 
Medical information of students and employees is highly confidential, and the District 
will take necessary steps to protect the medical information of individuals, except as 
provided by law on a need to know basis.  
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Employees are not allowed to work if they have a medical condition that is 
communicable, unless they have a written statement from their physician clearing them 
to work, and the appropriate school personnel have agreed with the precautionary 
measures, as necessary, offered by the treating physician, as permitted by law. The 
Superintendent or designee will work with local agencies and the State Health 
Department on identifying categories of potential risk, procedures for cleaning body 
fluids, and procedures for dealing with communicable disease in individuals. District 
funds will be utilized for the purchase of equipment and supplies necessary to 
appropriately clean body fluids. The Superintendent or designee is permitted to 
communicate personally identifiable health information of students and employees with 
other governmental agencies, as permitted by law.  
 
Students, employees and visitors to schools may not be present on school property 
unless they have received the appropriate immunizations required by law, unless they 
are appropriately exempted. 
 
Asbestos F-215-E 
The U.S. EPA Asbestos Hazard Emergency Response Act (AHERA) under the Federal 
Code of Regulations 40 CFR 763.93g(4) requires that building occupants be notified 
annually of the presence of asbestos in the building and the availability of the Asbestos 
Management Plan. 

The District conducted its 3-year inspections in June of 2024. No damaged asbestos 
materials were identified during these inspections. 

A copy of the Management Plan and inspection reports are available for review at the 
Facilities Department located at 201 N. Forest, Independence, Missouri 64050 as well as 
each school office. Questions regarding asbestos or the management plan may be 
directed to Director of Facilities/Purchasing at (816) 521-5300. 
 
Animals on District Property F-250-E 
Eligible students or adults with disabilities may utilize a service animal on District 
property or District events as required by law and the conditions of this policy. The 
District will not discriminate based on an individual’s disability.  
 
The definition of a service animal will be based upon state and federal law. The task of a 
service animal must be based upon the disability of the individual. The “deterrent of 
crime” effect of a service animal’s presence and the provision of emotional support, well-
being, comfort, or companionship does not constitute work or task for the purpose of 
this definition.  
 
The definition of a service animal applies to a dog, and in some cases a miniature horse. 
If a miniature horse, the District will determine if the presence of the horse 
compromises facility safety requirements, and what modifications might need to be 
made because of the weight and size of the horse. The District may inquire what task or 
work the animal has been trained to perform, and whether the animal is required 
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because of a disability. The District will not request documentation to determine 
whether the animal has been trained or certified as a service animal.  
 
Service animals will not be allowed on District property if they present a safety risk or a 
health threat to students, employees or visitors. The District is permitted to make 
additional inquiries of the individual or service animal as permitted by law.  
 
It is a class C misdemeanor for a person to misrepresent a dog as a service dog for the 
purpose of receiving accommodations regarding service dogs under the Americans with 
Disabilities Act. A person may also be civilly liable for any actual damages resulting from 
such misrepresentation. 
 
An animal that is used to provide a supportive or therapeutic service for a student does 
not meet the definition of a “Service Animal” which is permitted for use by qualified 
individuals with disabilities consistent with this Policy. However, the District may, at its 
discretion, permit the use of such dogs that have been individually trained and certified 
to work with staff to provide certain types of support for its students. Staff members 
may use therapy dogs in the course of their regular duties only after receiving 
permission from the administrator of the building where the animal will be used. 

Such dogs are not for the personal use of District students or employees and will be 
utilized at the discretion of District administration and counselors for their intended 
purpose. 

Technology F-265-E 
Philosophy 
The World of the 21st Century is a technological world and the Independence School 
District must prepare students to be successful users of technology. To accomplish this, 
all district staff must be provided with appropriate technology, training, and support to 
instruct, record and assess student learning, track student activities, analyze data, and 
communicate student information to parents, members of the community, and the 
Missouri Department of Elementary and Secondary Education. Staff and students must 
exercise care in the use of district provided technologies and must share in the 
responsibility of using technology appropriately. Acceptable use policies have been 
developed for staff and students to explain how technologies are to be used and the 
consequences of misuse. 
 
Technology Acceptable Use Guidelines for Staff 
Staff members of the Independence School District will be provided access to 
technologies necessary to successfully perform assigned duties. Training will be 
provided to ensure that all staff members know how to use available technologies, and 
support will be provided to ensure that all technologies function properly. The 
computers will be configured for maximum efficiency and ease of support. Any changes 
to the computer settings will be performed by Technology Staff members, and will be 
based upon need. 
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Access 
All staff members will be provided a username and password to be used to gain access to 
computer applications, email, and the internet. Computer and Internet use will be 
logged according to the username and password. The system will prompt each user to 
change his/her password occasionally to provide security to each account. It is 
extremely important that users keep usernames and passwords confidential. Staff 
members are provided elevated access to update files and download information and 
well as to view content from the Internet. As a result, staff members are expected to 
follow strict guidelines and notify the Technology Department before downloading or 
installing software/updates from the Internet. 
 
Equipment Use 
Members of the Technology Staff will maintain all district equipment and users are 
expected to exercise care in the use of this equipment. Misuse of equipment will result in 
staff members being denied access to equipment and possible remuneration to the 
District for abuse. 
 
Internet Use 
Internet access is provided for educational purposes. Staff members accessing or 
attempting to access unacceptable websites will be denied internet access and may face 
additional consequences. In addition, staff are expected to use professional judgment 
and follow ISD curriculum guidelines before showing students content from the Internet 
(i.e. YouTube videos, etc.). 
 
Security 
In addition to regularly changing passwords and keeping usernames and passwords 
confidential, additional security measures should be taken. Once logged in, a user 
should not leave the computer unattended without locking the computer. PC’s can be 
locked by pressing Ctrl-Alt-Delete and then clicking “Lock Computer”. Once locked, only 
the person currently logged in can unlock the computer by pressing Ctrl-Alt-Delete and 
then entering his/her password. This will then return the user to the application he/she 
had been using prior to locking the computer. For security of data, teacher and staff 
computers are “automatically locked” after 15 consecutive minutes of non-use; the staff 
member will be required to enter his/her password to reactivate the computer. 
 
File Sharing 
Copyright laws protect various forms of software, music, and video files. Staff and 
students should not be downloading such files unless appropriate fees have been paid 
and the files are for educational use. Students will not be allowed to download any files 
without teacher supervision. Files not protected by copyright laws may be shared 
provided it is for educational purposes and does not contain inappropriate material. The 
district will be compliant with the Digital Millennium Copyright Act and will address 
any possible copyright infringement. 
 
Software Licensing 
It is illegal to install software without licenses; therefore all software installed on district 
computers must have appropriate licenses. In order to standardize software across the 
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district, all software purchases must go through the technology department. As new 
software is purchased, a record of all software licenses will be kept in the technology 
department and should be kept at the building level as well. 
 
Supervision 
Teachers must provide good supervision of students while they are using computers and 
other forms of technology. That begins by reviewing the rules for Network Etiquette and 
Privacy with each student. With proper supervision, students are less likely to misuse 
the equipment or attempt to access something that is prohibited. When students are 
engaged in using technology as part of a class activity, teachers should move around the 
room and observe each student frequently. If students are allowed to go to the Library 
Media Center or computer lab individually to use any form of technology, the building 
Principal or Library Media Specialist may impose certain requirements on those 
students in order to provide appropriate supervision. 
 
Printing 
Use of technology will result in the need for students and staff to print files and 
documents. Each building will need to establish procedures for managing the printing 
process and addressing any printing abuses or problems that may occur. 
 
Technology Support 
Each building will have one designated building technology coordinator to serve as the 
first point of contact for helpdesk support. If this person is unable to address the 
problem or resolve the issue, he or she will submit a technology work order at which 
point a technician will be assigned and dispatched. 
 
The Superintendent or designee will delegate responsibility for the District’s technology 
system to a school employee. In addition, the District may contract with one or more 
vendors to assist in the overall operation of the technology system of the District. The 
District’s technology system shall be considered a closed forum to the extent allowed by 
law. 
 
The technology resources of the District may only be utilized by individuals authorized 
by the District. Students, employees and Board members are required to sign a User 
Agreement prior to utilization of the technology resources of the District. Users do not 
have an expectation of privacy in utilizing any District technology resources.  
 
Users of District technology are subject to necessary review of data accessed or stored on 
District technology and technology equipment, as allowed by law. The District will 
utilize a content filter system to help prevent minors from accessing inappropriate 
information and the District will retain data stored electronically as required by law. In 
accordance with law, the content filter system will be used to protect against access to 
visual depictions that are obscene, harmful to minors, or child pornography. The 
District will monitor the online activity of students in compliance with the Children’s 
Internet Protection Act (CIPA). 
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Copyrighted Materials F-275-E 
A summary of copyright laws is posted by each copy machine in the District and the 
same information is posted on the District’s website. If any student or employee believes 
copyright or intellectual laws have been violated, they should report the issue to the 
building administration. The building administration will refer the matter to the 
Superintendent’s office for coordination of an investigation into the allegation. 
 
District Wellness Plan F-290-E 
District Standards 
Standards for All Foods and Beverages Sold to Students at School and During the 
School Day: The District will ensure that student access to foods and beverages meet 
federal, state and local laws and guidelines including, but not limited to, USDA National 
School Lunch and School Breakfast nutrition standards and USDA Smart Snacks in 
School nutrition standards. 

 
The District will offer students a variety of age-appropriate, healthy food and beverage 
selections with plenty of fruits, vegetables, and whole grains aimed at meeting the 
nutrition needs of students within their calorie requirements in order to promote 
student health and reduce childhood obesity. 
 
Standards for All Foods and Beverages Provided, But Not Sold to Students During the 
School Day: The District may provide a list of healthy party ideas or food and beverage 
alternatives to parents, teachers, and students for classroom parties, rewards and 
incentives, or classroom snacks. The District discourages the use of food and beverages 
as a reward or incentive for performance or behavior. 
 
Employee Wellness: The District Wellness Committee will have a sub-committee that 
focuses on the health and wellness of employees. This sub-committee will work closely 
with the Human Resources department, and/or the Superintendent in relation to any 
potential initiatives or incentives for employees.  
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C-105-P District Rules and Guides Form B 
Employee Manual Acknowledgment  

 
This Employee Manual does not constitute a contract between the District and any 
employee of the District. An employee’s signature on the included Employee Manual 
Acknowledgment Form does not create a contract between any Employee and the 
District or create any employment rights or guarantees beyond what is specifically 
granted by law.  

 
 
I acknowledge that I have received and reviewed the 2025-2026-2027 Employee 
Manual. I understand the policies and guidelines of the Independence School District 
and that violations of these policies and guidelines may result in disciplinary action up 
to and including termination of employment.  
 
Employee Signature:  
 
___________________________________________________ 
 
Employee Name (please print):  
 
___________________________________________________ 
 
Date: __________________ 
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personal 

F-265-P Technology Usage Agreement Form Form C 
 

Technology Usage Agreement for Non-Students 
 
The District maintains an environment that promotes ethical and responsible conduct in 
all online network activities by employees and students. All authorized users are 
expected to acknowledge and comply with the rules and policies of technology usage and 
the District network.  
 
I have read, understand, and agree to the following terms and conditions when using 
electronic devices owned, leased, or operated by the District or while accessing the 
District Wi-Fi/Internet, even if using a personal device. Should I violate the policy, my 
access privileges may be revoked. I also understand that any violation of the policy is 
prohibited and may result in disciplinary or legal action.  
 

● All use of District devices and Internet usage must support educational purposes 
consistent with the District mission.  

● Network accounts must be accessed only by the authorized user of the assigned 
account. 

● Employee and student subscriptions to mailing lists and bulletin boards require 
prior approval by the system administrator.  

● The District’s technology system shall be considered a closed forum to the extent 
allowed by law. 

● Users do not have an expectation of privacy in utilizing any District technology 
resources.  

● Users of District technology are subject to necessary review of data accessed or 
stored on District technology and technology equipment, as allowed by law.  

● The District will utilize a content filter system to help prevent minors from 
accessing inappropriate information and the District will retain data stored 
electronically as required by law.  

● All online activity will be respectful and align with the code of conduct, discipline, 
and other related policies of the District.  

● District users may not use District technology in a manner that is unauthorized, 
in violation of the law, or in violation of District Policies, guidelines, directives, 
and/or rules. 

● Employees of the District are required to read and comply with the Policies, 
guidelines, directives, and/or rules of the District, including those related to 
District technology.  

 
 
Signature: ___________________________________________________ 
 
Name (please print): ____________________________________________ 
 
Date: _________ 
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 Employee Information Change Form 

 


