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SALARIES
Hourly employees will be paid bi-monthly on the fifteenth (15th) or twenty-eighth (28th) of each
month or the last business office workday prior. Payments will be made by direct deposit to the
employee’s bank account. Other classified payments will be made on the fifteenth (15th) of every
month or the last business office workday prior to the 15™.

Employees will be given credit for service each year in which they complete at least (90) ninety days
of service and are employed at least twenty (20) hours per week.

Educational Pay Incentives: Employees will be provided educational pay incentives to improve their
job skills through additional education and training. Employees will receive an additional $.15 per
hour upon completion of a class or workshop consisting of at least 30 contact hours that is directly
related to the employee’s job classification. Classes or workshops that are less than 30 contact hours
may be accumulated and the $.15 per hour incentive will be paid the school year after the total
reaches 30 hours. A maximum of $1.05 per hour will be available for the educational incentive.

® All courses and workshops must be approved in advance by the Director of Human Resource. It is
the employee’s responsibility to request an approval form and submit it to the business office
prior to enrolling in classes or workshops.

e Employees must present a certificate of completion, or transcript for the course, to Human
Resource no later than August 1, of the school year the pay incentive is to begin.

e The school district may pay all or part of the registration fee for the classes or workshops that the
employees take. The district would not expect to pay full tuition for a college class or any class
completed prior to this agreement.

e Up to $.60 per hour may be granted based on education or training directly related to the job
classification that was obtained prior to employment with the school district, and that education
is in addition to the minimum requirements which qualify the employee for his/her pay grade.

Credit for formal experience and/or relevant applicable work experience may be allowed upon initial
employment with employment verification returned, to a maximum of ten (10) years. Hard to fill
positions may be taken into consideration.

In the case the district offers to pay for a certification to help fill certain positions a minimum of three
years or an agreed upon number of years of service may be mutually decided by the employee and
the district to ensure further coverage of the position.

Absence or timesheet discrepancies need to be reported within 30 days of the absence to be eligible
for correction if it is not an administrative office error to be corrected.

Employees that work twelve months will have their pay prorated on the final pay depending on
the dollar amount left needing to be paid. Please contact Human Resources or Payroll if you have
any questions on this.

Employees who have questions over salaries or would like more details on how pay is determined,
please contact Human Resources.

MANDATORY CONDITIONS OF EMPLOYMENT

. Post Offer - Pre-Employment Physical

For certain workgroups, following an offer of employment and prior to the first day of employment, the
employee shall have a post offer/pre-employment screening performed by a provider of the District’s



C.

E.

choice which establishes that he/she is able to perform the essential functions identified in the job
description of the position being offered.

Information will be provided to the employee at the time of offer of employment. The District retains the right
to request additional information, if necessary, to establish that the employee is fit for duty.

The cost of the post offer/pre-employment screening will be paid by the District.

Hepatitis B Vaccinations

Employees identified in the blood borne pathogens exposure control plan as having reasonably
anticipated contact with blood or infectious materials will receive the Hepatitis B vaccine or sign a
written waiver stating that they will not take the vaccine.

The cost of the employee’s Hepatitis B vaccinations will first be submitted to the employee’s
insurance company and then remaining out of pocket cost will be reimbursed to the employee by
the school district.

Job classifications identified in the District’s Blood Borne Pathogens Exposure Control Plan are
as follows:
Aides and associates who supervise playground

Health aides

Special education aides

Custodians

Building engineers

Building administrative assistants

Employees required by the district to obtain CPR certification

Mandatory Training

The lowa Department of Education requires employees to complete specified mandatory training prior to
receiving their first paycheck and to complete scheduled periodic updates. In addition, trainings will be
required by certain departments and supervisors and expected to be completed timely. Upon completion of
the mandatory training, the employee will submit a certificate of completion to the district office. Please
note that employment is contingent upon completion of these trainings by the stated deadline and failure to
do so can result in termination.

Board Policies

All board policies are not included in this handbook, but all employees are expected to follow applicable
policies and regulations. Any questions may be directed to Human Resources.

Conduct and Appearance

Employees are role models for the students who come in contact with them during and after school hours.
Employees must dress themselves, groom themselves and conduct themselves in a professional manner
appropriate to the educational environment. Employees will conduct themselves in a professional manner.
Employees will dress in attire appropriate to their position, please review the department guidance or
contact your supervisor or Human Resources for more clarification on this. Clothing should be neat, clean,
and in good taste. Avoid extremes which would interfere with or have an effect on the educational process.
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Employees who are not provided uniforms or exempted per job assignment by HR will follow a dress
expectations of Smart Casual (a relaxed business casual) as determined by work role and their supervisor:

® Smart Casual includes: blazers and sport jackets, dresses, sweaters, trousers, slacks, khakis, denim
jeans without holes or cut off, skirts, blouses, button down shirts, polos, CCA apparel and building
specific t-shirts (including approved teacher specific t-shirts) and sweatshirts. Shoes may include
flats, loafers, mules, boots, sneakers (with leather or canvas), oxfords, sandals (not flip flops) or
heels. Modest to ensure coverage of areas near the neck and near the knee, avoid extremes
which would interfere with or have an effect on the educational process.

e Smart Casual does not include jeans with rips, holes, or cut off; all versions of shorts,
sheer/excessively tight clothes, non-CCA graphic shirts, swimwear, pajamas, work out wear (gym
shorts, swishy pants, spandex, etc.), hats, costumes or cosplay outfits and/or accessories, worn
out tennis shoes/sneakers, and flip flops. Clothes that reveal cleavage, back, chest, stomach, any
portion of the buttocks or undergarments.

Please note that anytime; all clothing must be in good condition (free of holes and rips, even if
purchased with rips, tears, etc.) and clean (laundered and free of stains).

Anti- Harassment

Employees are strictly prohibited from engaging in harassing conduct against other employees or students on
the basis of their sex, age, race, color, national origin, religion, creed, disability, sexual orientation, or gender
identity.

Collaborative Workplace

Employees are expected to work collaboratively with their colleagues and create an environment that is
inclusive and supportive. Conduct that is demeaning, hostile, or otherwise non-inclusive is unacceptable and
will not be tolerated. We seek to create an environment that supports all employees, and we expect our
employees to do the same.

EMPLOYEE WORK YEAR
Probationary Period

All persons entering employment with the District, who have not previously been employed by the
District, will serve a probationary period according to all of the following conditions.

1. The probationary period will be for ninety (90) working days.

2. Probationary employees may be separated for any cause by the district during the probationary
period.

3. Probationary employees are entitled to use benefits received under these Terms and Conditions
from their actual date of hire.

Employment Periods

The following minimum employment periods are in effect for each respective employment
classification:

Aide - Student days*



Associate - Student days*

Library Associate - Student days*

Public Library Associate - 260 days

Lunch Clerk - Student days

Building Administrative Staff - August 1 through June 15 (and Student Days)
District Administrative Staff - 260 days

Building Engineer - 260 days

Night Custodian - 260 days

Cook - Student days + 1 day before school starts
Lead Cook - Student days + 3 days before school starts
Technology Aide - 260 days

Bus Drivers - Student days

*9 month Aides, Associates, and Library Associates - may work up to one additional day before school
starts, with prior approval from the building principal

C. Paid Holidays

a. Employees who work a minimum of 20 hours per week and 12 months per year will be
paid for the following holidays:

July 4™ Labor Day, Thanksgiving Day, Friday after Thanksgiving, Christmas Eve Day,
Christmas Day, New Year's Eve Day, New Year's Day, Memorial Day.

b. Employees who work a minimum of 20 hours per week for less than 12 months per year will
be paid for the following holidays:

Labor Day, Thanksgiving Day, Friday after Thanksgiving, Christmas Day, New Year’s Eve
Day, New Year’s Day, Memorial Day.

D. Weather Closings

When school is closed for weather related reasons, school year employees will work on the
scheduled make-up day. Snow make-up days may extend the last expected work day.

Twelve month employees may work on the closed day, take the time without pay or use available
vacation or personal leave with approval. Telework may be available with approval from

supervisor/director.

Employees will be paid for actual hours worked when school is closed after the employee
arrives at work.

EMPLOYEE HOURS AND DUTIES
A. Overtime
The normal work week will be forty (40) hours for the employment classification. Any employee

required to work more than forty (40) hours within one (1) week, will earn time and one-half
(1-1/2) overtime pay subject to the following:



1. Approval for overtime must be obtained from the employee’s immediate supervisor* prior to
the overtime work unless in an emergency situation.
2. Payment for overtime will be according to provisions of federal guidelines.

* Immediate supervisor defined as:
Principal or designee for aides, associate, building administrative staff
Librarian for library assistants
Director of Health Services for health aides
Building Engineer for custodians
Director of Nutrition Services for cooks and lead cooks
CFO/SBO for business office administrative staff
Director of Technology for technology aides

Breaks

Scheduled breaks and lunch periods will be determined and assigned by the District or the
employees immediate supervisor. All such breaks will be paid breaks if under 20 minutes.
Employees must remain at their work-site in order to receive paid breaks and adhere to board
policies. All hours of employment will be consecutive unless mutually agreed by the employee
and building principal.

Building Checks

Building engineers or custodians may be asked to check buildings on selected nights, weekends
or holidays. Employees who do building checks will be paid for one hour of work at their regular
hourly rate or at their time and one-half (1.5) hourly rate, according to their weekly hours
accrued.

INSURANCE

The insurance contract year will be from July 1 to June 30.

The district will provide employees working more than 30 hours a week a medical and dental
allotment to cover the POS $1,000 and Dental High $2,000 plans. Employees who choose
benefits which exceed their benefit allotment, will make a payroll deduction to pay for any
additional premium costs.

Employees who qualify for insurance coverage under section B, will be provided an LTD
insurance plan, at the district’s cost, which provides a benefit of approximately 60% of the
employee’s salary. All employees who are eligible for LTD coverage, must participate in the
district’s plan.

Employees who qualify for insurance coverage under section B, will be provided a $40,000 term
life insurance plan. All employees who are eligible for district paid life insurance coverage, must
participate in the district’s plan.

Insurance options available to employees include the following:
e Health Insurance: POS $500 deductible, POS $1,000 deductible or a High Deductible
Health Plan (HDHP) with a health savings account (HSA).
e Dental Insurance: $2,000 coverage

If an employee chooses the HDHP insurance option, the district will pay the single premium for the
employee’s individual insurance choices for life, health and dental plans, and then will contribute any
excess benefit allotment to the employee’s health savings account.



G. The Board shall have the right at any time to procure the insurance referred to in Sections C, D and E
above. In the event of a change of insurance carrier(s), the Board shall consult with and consider
recommendations of the employees.

H. The District will provide a Section 125 Plan, so each employee may opt to pay health premiums, dental
premiums, unreimbursed medical expenses, and child care expenses with pre-tax dollars. The employees
and the District may agree to include other items in the Section 125.

EMPLOYEE LEAVES

It is the employee’s responsibility to verify the accuracy of the accumulated leave printed on his/her
check stubs and to notify the business office of any discrepancies.

Employees who work a minimum of twenty (20) hours per week will receive the following leaves. Refer
to the chart at the end of the leave section for prorated leave times based on hire date.

A. Sick Leave

1. Employees will be granted one and one-half (1-1/2) days of sick leave per month based upon
the number of work months in the employee’s job classification. Employees may use their
sick leave allocation per year to assist with the medical needs of a member of the
employee’s immediate household, or a parent, child or grandchild.

2. Sick leave may be accumulated from year to year with a maximum accumulation of one
hundred twenty (120) days plus the employee’s allotment for the new work year. After an
employee has accumulated one hundred twenty (120) days, the additional days for that year
may be used during that year first, providing that no more than one hundred twenty (120)
days are carried over to the following year.

3. Sick leave accumulated during periods of part-time employment will be prorated according
to the percentage that such part-time employment is in proportion to full- time
employment.

4. Use of sick leave for elective surgery requires prior approval by Human Resource. Elective
surgery is defined as when the doctor can decide or elect when it will happen and is able to
plan ahead and around other things.

5. In all sick leave requests, the building principal/supervisor may require confirmation from a
doctor at any time.

6. The smallest unit of sick leave will be one-quarter (1/4) day.

7. The employer may, for just cause, require an employee to undergo a medical examination by a
physician of the District's choice and at the District's expense. If the medical exam occurs during the
employee’s regular work hours, the employee shall be granted sick leave to attend the appointment
and shall be paid mileage.

8. Classified employees will receive payment for unused sick days upon retirement and IPERS eligibility
in the amount of $10.00 per day contingent on not being applied in conjunction with any other
employment separation agreement.



9. Catastrophic Event Sick Leave Bank
A. The purpose of the bank is to provide paid time off to members after their accumulated

personal leave time has been exhausted (sick, personal, vacation).

1. Bankuse is for an illness of a catastrophic nature of the employee, spouse or children
who reside in the same household as the employee, with children being defined as
those for whom you maintain guardianship or financial responsibilities as verified by the
federal income tax deduction. The catastrophic bank may be extended to include illness
of a catastrophic nature of the employee’s parents, step-parents, or grown children at
the lower limits established under Section V. Limitations on Use of Bank
Leave-Extended.

2. Any violations of these rules or abuse of bank leave will be grounds for immediate
cancellation of current leave and/or revocation of future bank privileges. Could
result in disciplinary action up to and including termination.

3. All bank forms are available upon request only at the Clear Creek Amana human
resources office.

4. The bank days will roll over from year to year.

B. Definitions
1. lllness of Catastrophic Nature - An illness or injury due to a physical or mental
impairment (other than those described below*) and which:
a. Is of aterminal or life-threatening nature; or,

b. Is expected to be of long and indefinite duration and requires:

a. extended at-home custodial care for an individual who is unable to
perform basic living functions without assistance, such as bathing,
eating, or dressing; or

b. in-patient treatment at a licensed hospital or rehabilitation facility.

*The terms “illness” and “injury” shall exclude an illness or injury caused while
engaging in criminal activity.

Member - Contributors to the Bank who meet all eligibility requirements.

Bank - Catastrophic Bank.

Bank Leave - Days which may be granted to members satisfying all applicable rules.
Human Resources - Clear Creek Amana District Human Resource Office.

o vk wnN

“Day” - The number of hours an employee is regularly scheduled to work on a
normal workday.

~

“Year” - The unit member’s normal calendar of work (school year).
8. “Compensable Days” - Weekdays falling within the school year based on the
regularly scheduled workdays of the employee.
9. “Fiscal Year” - July 1 through June 30.
10. “Committee” - 1 Administrator, 1 Board Member, 1 HR Department, 2 Certified Staff
Members, 2 Non-certified Staff Members
C. Enrollment Process and Contributions

1. Participation in the Bank is voluntary and at the discretion of the employee.
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Contributions to the bank must be made electronically with the district within the
specified time frame of the survey being sent out from Human Resources. New
employees may enroll in the bank within the first 30 calendar days after employment.
The sick bank will be cleared every two years with no carryover of donated sick leave
after the two year period. Donated sick leave days will not be returned to the donor.
Contributions may be made each year during the district's annual insurance open
enrollment. If a former employee is rehired by the district, the employee must
contribute again in order to become a member.

The following contributions would be credited upon approval of human resources.

e Theinitial contribution rate for all employees will be one day of sick
leave equivalent to their position.

e Should additional contributions be necessary to the bank due to the
depletion of the district's contributed days, and a member has exhausted
his or her sick leave the bank will defer its contribution for the individual
until September 1 of the following year.

¢ All new employees who do not enroll in the bank at the first available
opportunity will have to wait until the next enrollment period.

All contributed days become the property of the district.

B. Requesting Bank Leave

C.

1.
2.

The member must exhaust all personal leave time (sick, personal, vacation).

Waiting Period - Newly hired employees shall become eligible for coverage under
the Bank after having worked for 30 working days following their hire date. Hire date
is defined as the first day of an employee's contract and/or compensation summary.
If an employee chooses not to enroll during the enrollment period, they must wait
until the next enrollment period.

All requests for utilization of the Bank must be verified by a physician’s statement.

All applicants to the Bank must allow human resources access to medical reports
for determination of eligibility.

Limitations on Use of Bank Leave — Immediate For employee, spouse or children who
reside in the same household as the employee, with children being defined as those for
whom you maintain guardianship or financial responsibilities as verified by federal income

tax deduction, shall be as stated.

1.
2.

Bank leave shall not be granted in units of more than 30 working days.

Members may be eligible for up to 90 days of bank leave unless there is an earlier
determination that the member will never return to work. Utilization of bank days will
cease on the day the district receives a determination that the employee will not
return to work.

Upon exhaustion of these 90 working days of bank leave, members shall be eligible
for additional bank leave one calendar year or the equivalent after their return to
active employment. Employees must re-enroll in the Bank to be eligible the next year.
After satisfying this one-year waiting period of eligibility a member shall be eligible for
an additional 45 working days of bank leave.

In no event shall a member receive more than a lifetime total of 135 days of bank
leave while employed by the Clear Creek Amana School District.

Human resources cannot distribute more days than are available in the bank.

10
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Once an employee contributes to the bank they cannot withdraw those days.

Days contributed to the bank are not eligible for buy-back at the time of

retirement or termination of employment.

A person may not draw from the bank if they do not elect to participate by contribution.

D. Limitations on Use of Bank Leave — Extended For member’s parents, step-parents, or grown
children shall be as stated.

1.

8.

Bank leave shall not be granted in units of more than ten working days for

member’s parents, step-parents, or grown children.

Members may be eligible for up to 30 working days of bank leave (unless there is an
earlier determination that the member will never return to work) for members
parents, step-parents or grown children.

Upon exhaustion of these 30 days of bank leave, members who are taking this leave for
parents, step-parents or grown children shall be eligible for additional bank leave one
(1) calendar year or the equivalent after their return to active employment.

After satisfying this one-year waiting period of eligibility a member shall be eligible for
an additional 15 working days of bank leave for member’s parents, step-parents or
grown children.

In no event shall a member receive more than a lifetime total of 135 working days

of bank leave while employed by the Clear Creek Amana School District.

Human Resources cannot distribute more days than are available in the bank.

Once an employee contributes to the bank they cannot withdraw those days.

Days contributed to the bank are not eligible for buy-back at the time of

retirement or termination of employment.

A person may not draw from the bank if they do not elect to participate by contribution.

E. Administration of the Bank

1.

The Clear Creek Amana Human Resource office shall ensure the Clear Creek

Amana policies, regulations and procedures are followed.

Human Resources and committee shall review and act upon all requests to contribute
to, withdraw from and use the bank.

Subject to the approval of the superintendent, human resources and the committee
shall develop its rules of procedures and give a wide distribution of these rules.

Human Resources and the committee reserve the right to make additional

assessments as deemed necessary to maintain the solvency of the bank.

The Clear Creek Amana District shall maintain the Catastrophic Leave Bank records of
individual members.

The Clear Creek Amana District shall maintain records of all the member’s contributions,
grants, and cancellations shall report such status upon the request.

Human Resources and the committee shall be responsible to the superintendent for the
proper administration of the bank and the submission of periodic reports on the status
of the bank.

Human Resources shall not grant leave for the same period of time which

Worker’s Compensation, other paid leave, or short- or long-term disability are

granted.

Human Resources shall not grant leave in conjunction with other approved leave

of absence.

10. All medical information received by human resources shall be maintained

11



confidentially in separate medical files and used only for the purposes of this program.
11. Decisions of the human resources department and committee may be appealed to
the Board of Education in writing within 15 calendar days of action by human
resources.
12. When the sick leave bank is depleted to ten days the Human Resources and committee
shall notify the district employees of the need to voluntarily donate more days to the
sick leave bank.

Maternity/Paternity

Pregnancy and subsequent recovery shall be dealt with as any other illness with available sick leave
applicable to the first six weeks after the birth of a child. Additional sick leave may be used if
substantiated by a physician. After sick leave is fully utilized, unpaid leave may be used to complete the
six-week leave after childbirth or time that is substantiated by the physician. Any employee requesting

maternity leave shall be required to contact the district office to meet and review sick leave benefits and

other questions related to maternity leave.

Paternity leave of utilizing up to ten days of sick leave and additional personal leave if desired will be

granted immediately following the birth of a child.
Personal Leave

1. Two (2) days personal leave will be granted per year without loss of pay. All requests for
personal leave must be filed with the employee’s immediate supervisor* at least two (2)
days in advance of the intended leave.

2. Three (3) days of unused personal leave may be carried forward to the next year. The
maximum accumulation of personal leave will be five (5) days. Any further unused
personal leave shall accrue to next year's sick leave.

The minimum usage of personal leave will be one-quarter (1/4) day.

4. Classified employees that have accumulated more than ninety (90) sick days, may
exchange four (4) sick days for one (1) personal day and must maintain a total of ninety
(90) or more sick days. Exchanged day(s) must be used within the school calendar year.
An exchanged day is not eligible for payment or carryover into the next year. Banked or
allocated personal days must be used prior to or concurrently with exchanged personal
days.

Bereavement Leave

In case of necessary absence of an employee to attend or make arrangements for a funeral of a
member of the employee's immediate family (spouse, child/foster child/step child,
sister/stepsister, brother/stepbrother, parent/ stepparent, or parent-in-law, legal dependent,
legal guardian, or member of the immediate household), such employee will be paid for
scheduled time lost including the day of the funeral, but not to exceed five (5) work days. Three
(3) days of bereavement leave will be granted for the purpose of attending the funeral in the
event of the death of a brother-in-law, sister-in-law, daughter-in-law, son-in-law, grandparent,
grandparent-in-law or grandchildren. One (1) day of bereavement leave will be granted for the
purpose of attending the funeral in the event of the death of any other family member.

In case of the death of any other relative or person of unusually close personal relationship, the
employee may submit a request in advance of taking bereavement leave directly to the
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Superintendent or designee asking to be granted permission to attend the funeral without the
loss of wages or benefits.

Jury Duty and Legal Leave

Any employee called for jury duty, or for a work related court appearance under
subpoena, will be provided such time without loss of pay. Any fees or reimbursement,
except mileage, that the employee receives during such leave will be remitted to the
Clear Creek Amana School District. A copy of the subpoena will be furnished to the
business office prior to payment of such leave.

Cases involving an employee's personal matters which are not school related will be
excluded from the above provision.

When an employee is excused from jury duty, either temporarily or permanently, on any
working day, the employee will promptly report to his/her building principal and will
complete the remaining hours of his/her working day. If less than one (1) hour remains
of the employee's normal shift, the employee will be released from reporting to duty.

Educational Leave

Employees will be granted educational leave with pay for attending approved training related to
their position when the training falls during the employee’s regular work schedule.

Non-Paid Leave

Employees who wish to take non-paid leave of more than % (one-quarter) day, must have prior
approval from their immediate supervisor. Employees will be expected to use existing paid leave
before non-paid leave becomes an option.

General Provisions on Leave of Absence

1.

Employees on sick leave, disability or a non-paid leave of absence, will not accept

employment for wages or profit without prior approval of the Director of Human Resource.

Violation will be cause for reprimand or discipline.

An employee who gives the Director of Human Resource a false reason to obtain a leave
of absence will be subject to discharge.

An employee returning to work after a serious illness or injury will be required by the
Director of Human Resource to undergo a medical examination to determine whether
the employee is physically and mentally qualified to return to work. The District will
choose the particular doctor and will pay for such examinations.

Failure of an employee to return to work at the end of an authorized leave of absence
period, or extension thereof, will automatically terminate the employee's relationship
with the Board.

An employee on leave of absence may return to work prior to the expiration of the leave
of absence, upon approval by the Director of Human Resource. Such employee will give
the Director of Human Resource as much advance notice as possible for the early return
to work.

13



6. All absences other than those enumerated under the above leave provisions will result in
loss of pay.

7. An employee on leave of absence expected to return may be eligible to stay on district
benefits at their cost. Such employees shall work with Human Resources for approval.

l. Vacation
Twelve (12) month employees will be allowed paid vacation after the completion of ninety (90) days of

employment according to the following schedule. Consideration may be given for years of service in
district under other job classifications.

Years of Service Days Earned After Years of Service
1to5 10 days
6 or more 20 days

The minimum use of vacation will be one-quarter (1/4) day.
The anniversary date used to earn vacation will be July 1 of each year.

Twelve (12) month employees whose service has been less than a full year, due to a hire date after July
1% or a termination date prior to June 30™ will accrue a prorated vacation based upon length of
employment during that fiscal year.

Vacations will be scheduled and approved in advance by the employee’s immediate supervisor*.

All earned vacation time for a given contractual year will be used prior to June 30. Vacation leave may be
accumulated from year to year with a maximum accumulation of five (5) days more than the employee’s
yearly allocation. Employees who worked a minimum of one year will be compensated for vacation
accrued upon termination.

Prorated Leave Time Based on Hire Date

12 Month Employees

Starting Month lliness Personal Vacation
July 18 2 10
August 16.5 2 9.25
September 15 2 8.25
October 13.5 1.5 7.5
November 12 1.5 6.5
December 10.5 1.5 5.75
January 9 1 4.5
February 7.5 1 4
March 6 1 3.25
April 4.5 0.5 2.5
May 3 0.5 1.75
June 15 0.5 0.75
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Cooks/Associates lliness Personal

August 135 2
September 13.5 2
October 12 1.5
November 10.5 1.5
December 9 1.5
January 7.5 1
February 6 1
March 4.5 1
April 3 0.5
May 15 0.5
10 Mo Secretary lliness Personal
August 15 2
September 15 2
October 13.5 1.5
November 12 1.5
December 10.5 1.5
January 9 1
February 7.5 1
March 6 1
April 4.5 0.5
May 3 0.5
June 15 0.5
Drivers lliness Personal
August 14 3
September 12.5 3
October 11 3
November 9.5 2
December 8 2
January 6.5 2
February 5 1
March 35 1
April 2 1
May 0.5 0.5

EMPLOYEE EVALUATION PROCEDURE

The school administration will make all employees aware of the evaluation procedure and how it works.
Evaluations will be done annually. All employees will have the opportunity to discuss the results of the



evaluator's observation(s) or written complaints, with the evaluator. Copies of all written reports
generated from the evaluation(s) will be given to the employee. The employee will have the opportunity
to sign and date the evaluator's copy which is an acknowledgement of receipt of the employee's copy.
The employee will have the opportunity to reply to any evaluation(s) or written complaints in writing.
Such written response will be made within five (5) working days of the evaluation conference. Written
responses from an employee will be attached to the evaluation(s), and placed in the employee’s
evaluation file. Each employee will have the right to examine his/her own evaluation file and have copies
of its contents. Evaluations are currently being done using EvaluWise.

WORKERS COMPENSATION AND RETURN TO WORK POLICY

A. Workers Compensation

In the event that an injury occurs during the normal course of your work duties, you must notify your
immediate supervisor within 24 hours of the injury and fill out an Employee Incident Report even if you
decline to seek medical treatment. Completed form must be sent into Human Resources

Clear Creek Amana School District has designated two clinics as our workers’ compensation treatment
center. You will receive priority treatment at this facility when you notify them prior to your arrival.

Ul Occupational Health Clinic Amana Family Practice Clinic
2591 Holiday Rd 505 39th Ave
Coralville, IA 52241 Amana, IA 52203
319-356-3335 319-622-3231

Hours: 8:00 am — 5:00 pm (Weekdays) Hours: 8:00 am — 5:00 pm (Weekday)

If you choose to be treated by a facility other than that noted above, you may not qualify for any
workers’ compensation insurance benefits and you may be responsible for all medical costs
related to the incident. This is in accordance with the lowa Workers” Compensation statute.

For a Serious Injury or lliness (or any treatment that should not wait until clinic hours the next
day) seek treatment at the nearest Emergency facility.

B. Return-to-Work

Clear Creek Amana Community School District will identify appropriate medical providers for
initial care and support the employee’s return to work by identifying appropriate modified
assignments and ensuring the employee does not exceed the physician’s set restrictions.

The injured employee will notify their supervisors in a timely manner when their condition
requires an absence. They will closely follow their physician’s medical treatment plan and
actively participate in Clear Creek Amana’s expectations to return to work, which includes
following all guidelines of this policy. Injured employees also have the obligation to maintain
contact with Clear Creek Amana Community School District about their condition and status,
including the supervisor and Human Resources. The injured employee will complete all the
required paperwork in a timely manner.

If you are unable to return to your regular job but are capable of performing transitional duty,
you must return to transitional duty. Employees who choose not to participate in the return to
work plan or follow all regulations in this Return to Work Policy may become ineligible for state



workers’ compensation benefits and, in some cases, refusal to participate may be a basis for

termination.

TELEWORK POLICY
The purpose of a telecommuting agreement is to allow, where appropriate, the use of
telecommuting in order to attract and retain a talented workforce, reduce costs, reduce
workplace traffic, improve employee morale and productivity, and better address work and
personal demands.

Eligibility Reguirements

Telecommuting arrangements are not suitable for all positions therefore it is at the discretion
of the District administration to authorize and direct such arrangements on a case-by-case
basis. Once authorization is granted, the request must go to the Superintendent for final
approval.

Request & Approval Process

Employees desiring to request a Telecommuting arrangement shall make a request in writing
to their Supervisor including: the days and hours they are requesting to telecommute from a
home office, the location of said home office, the reason for the request, the equipment
necessary to suitably equip a home office (i.e. laptop, printer, etc.) and any other information
pertinent to the request. Upon receipt of the employee’s request, the Supervisor will take
into consideration their workforce needs and budgetary limitations before consulting with
District Administrators on the request. The District’s decision will be communicated in writing
within ten working days, when possible, of the employee’s original request. Telecommuting
agreements shall be reviewed at least once each fiscal year for viability of its continuation.
The District reserves the right to revoke the Telecommuting agreement at any time and
without advanced notice.

Performance Expectations

The employee is expected to communicate regularly and effectively with supervisors,
coworkers and students to the same degree that would be achieved if working from their
District located worksite. The employee must demonstrate a conscientiousness about time
management, productivity and accountability for their work quality and deadlines.
Telecommuting shall not be used as a substitute for dependent care or sick leave. Employees
who telecommute are expected to make dependent care arrangements during the workday
unless an unforeseeable situation is communicated with the Supervisor.

Employees may, at the discretion of their immediate supervisor, be called to work at their
District located worksite during their telecommuting workday to meet workload demands. If
an employee is telecommuting and during the workday they come in to their District located
worksite, the time traveling from the employee’s home to the worksite must be treated as job
site travel and therefore be counted as hours worked and compensated accordingly.

Employees are responsible for maintaining a safe and ergonomic working environment while
telecommuting. Workers compensation will not apply to non-job related injuries that occur in
the home. The District will not be responsible for injuries to third parties or members of the
employee’s family that occur on the employee’s premises. In the event of a work related
injury, the employee will allow home office inspections conducted by the District.
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Telecommuting employees shall not hold business meetings with internal or external
customers or colleagues at their personal residence. Employees shall not conduct any
unauthorized (non-District) work during their telecommuting work schedule. The employee’s
immediate supervisor may regularly request progress reports to check on the status of the
employee’s work from home. The District reserves the right to monitor network access logs
to verify activity.

Hardware, Software & General Office Supplies
General office supplies, such as pens and paper, will be provided by the District. Other out of

pocket expenses, such as hardware, including but not limited to printers, scanners, fax
machines, ink cartridges, etc; as well as office furniture to make the home office a suitable
telecommuting site will not be covered by the District.

Telecommuting employees may use their own personal computer equipment. Employees may
consult with the District’s IT department for access to the District’s network, however VPN
access to the District’s Network will only be given to employees with District issued property.
The IT department will not directly support non-District owned equipment. Employees will be
responsible for the maintenance and repair of their own equipment. Employees must
conform to the District’s software and security standards. Departments will consult with their
department support staff to ensure that the software needed conforms to the District’s
software policies.

Remote access to the District’s network may be provided to the employee at the discretion of
the employee’s supervisor after consulting with the IT department and with Administration’s
approval. IT will track and request recertification yearly. Employees who telecommute from
home are subject to the same internal District policies regarding the use of District provided
equipment and services as that of employees at the District located worksite. The District will
not purchase or reimburse employees for the cost of an internet service provider or internet
use. District information stored on an employee’s personal computer may be subject to public
disclosure requirements.

The District will not reimburse the employee for long distance phone calls incurred due to a
Telecommuting Agreement.

Upon separation of employment, the employee shall return all District owned equipment and
supplies within twenty-four hours.

Confidentiality
It is the employee’s sole responsibility to maintain the confidentiality and proper storage of

District information, to prevent unauthorized access to any District system or information,
and dispose of work-related documents in a manner that will not jeopardize the interests of
the District.

Violation of the Telecommuting Policy will result in revocation of telecommuting privileges
and disciplinary action, up to and including termination of employment.

COMPLAINT PROCESS
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Employees should attempt to resolve concerns about workplace conditions and complaints with
the employee’s immediate supervisor. If complaints are not resolved with the immediate
supervisor, employees may request a joint meeting with the employee, employee’s supervisor
and the Director of Human Resource in order to resolve the issue.

Resignation/Retirement

Clear Creek Amana Community School District will follow Policy 413.01 for employee
resignations or Policy 413.02 retirements per the board policies. Employees will receive
payment for unused sick days upon retirement if IPERS eligible in the amount of $10.00 per day
per the sick leave policy. Retirees who are IPERS eligible may stay on district benefits paying the
district cost without COBRA administration fees. Any available personal leave up to the
maximum 5 day roll over will be paid out to staff if early notice is given. Retirees will also be
offered lifetime activity passes to retiring staff who have been with the district more than 10
years or are IPERS eligible. Please work with Human Resources.

19


https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=150080&revid=8ih3v9258slshXK7rzx8slshRvJA==&ptid=hSGrPqF4gplus5plusbZ62PcQufA==&secid=F320C3epluscFLAYUy1Yn1XTg==&PG=6&IRP=0&isPndg=false
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=150080&revid=jq1CmOlBb9gK60yzJ5RvDA==&ptid=hSGrPqF4gplus5plusbZ62PcQufA==&secid=F320C3epluscFLAYUy1Yn1XTg==&isPndg=&PG=6

	26-27 Classified HANDBOOK COVER (1).pdf
	Classified Terms and Conditions 2026-27.docx (1).pdf
	TABLE OF CONTENTS 
	SALARIES 
	MANDATORY CONDITIONS OF EMPLOYMENT 
	EMPLOYEE WORK YEAR 
	EMPLOYEE HOURS AND DUTIES 
	INSURANCE 
	EMPLOYEE LEAVES 
	a.​Is of a terminal or life-threatening nature; or, 
	6.​“Day” - The number of hours an employee is regularly scheduled to work on a normal workday. 
	10.​“Committee” - 1 Administrator, 1 Board Member, 1 HR Department, 2 Certified Staff Members, 2 Non-certified Staff Members 
	C.​Enrollment Process and Contributions 
	1.​Bank leave shall not be granted in units of more than ten working days for member’s parents, step-parents, or grown children. 
	EMPLOYEE EVALUATION PROCEDURE 
	WORKERS COMPENSATION  AND RETURN TO WORK POLICY 
	TELEWORK POLICY 
	COMPLAINT PROCESS 
	Resignation/Retirement 




