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Employment Information 

Equal Employment Opportunity and Affirmative Action  

From its inception, the Cherry Creek School District has attempted to develop policies and procedures to 

assure the employment, retention and promotion of personnel on the basis of merit without regard to race, 

color, religion, sex, age, national origin or handicap. This policy reaffirms our fundamental goal of 

pursuing equal employment opportunity in all matters of personnel actions fulfilling the letter and intent 

of laws designed to eradicate discrimination or harassment in conditions of employment. This 

commitment specifically provides that the recruitment, hiring, retention, opportunities for advancement, 

compensation, termination of employees be done on the basis of bona fide occupational qualifications and 

educational requirements of the District, without favor, influence or harassment and without regard to 

race, color, religion, sex, age, national origin or handicap.  

Employment  

The Board of Education is obligated to hire the most qualified applicants to fill existing vacancies. 

Qualified applicants who have followed the District application process may include in-district transfers, 

as well as individuals not currently employed by the Cherry Creek School District.  

Professional Technical Vacancies and Reassignments 

With regard to reassignments, it is understood that the Superintendent or designee has the prerogative in 

making such a decision. In no case should a decision be either finalized or publicly announced before the 

affected individual has been notified.  

Complaints Concerning Employees and School Programs 

When school District personnel, students, or community members file a written or oral complaint about 

an employee or District program and/or service supervised by that employee, the District shall follow a 

process similar to Policy KEB (relations between public and school personnel) to address the complaint.  

Problem Solving for Professional Technical Employees 

Employees who disagree or are dissatisfied with the interpretation or application of a policy, District 

practice, or related matter should promptly discuss the concern with their immediate supervisor, when 

appropriate. This discussion should be held within five days of the incident. Discussions held in a timely 

manner will enhance the District’s ability to resolve concerns while it is fresh in everyone’s mind. The 

majority of misunderstandings can be resolved at this level. If the solution offered is not satisfactory, or if 

it is inappropriate to go to the supervisor, then employees are encouraged to take the problem to the 

supervisor of their immediate supervisor. Employees may submit a verbal or written complaint to a 

Director of Human Resources for review and/or investigation and final decision regarding the situation. In 

all cases, the decision of the Chief Human Resources Officer shall be final. No employee shall be 

discharged or subjected to reprisal because of initiating or participating in a problem solving procedure. 

Evaluation Process 

All professional technical employees will be evaluated yearly by their direct supervisor, their principal, or 

designee utilizing the evaluation rubric that corresponds with their employee group. Employees and 

supervisors should have continual conversations throughout the year regarding the employee’s goals and 

their performance. The objective of the evaluation is to share with employees their key strengths, 

observations about their current performance levels, and areas for improvement. The evaluation provides 

opportunities for establishing goals for the future, identifying projects, setting timelines, etc. Feedback 

from the supervisor may reflect the array of activities, behaviors, and progress employees have made 

related to their work assignments and responsibilities. 
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Investigation and Discipline 

The following procedures are established as guidelines to be followed in matters of disciplinary action 

involving professional technical personnel. While, in most cases, incidents of misconduct shall be 

addressed through a process involving an employee’s direct supervisor, in coordination with the Office of 

Human Resources, the Chief Human Resources Officer (CHRO), or designee, shall be authorized to 

immediately place on paid administrative leave any professional technical staff member pending an 

investigation when the staff member is accused of misconduct.  

Paid Administrative Leave of Absence  

If an employee is placed on administrative leave with pay, that employee is expected to follow the 

guidelines as outlined in the “Paid Administrative Leave of Absence” document. Failure to do so could 

result in the employee being placed on administrative leave without pay. An employee may be put back 

on a paid status as determined by circumstance. 

 

All matters involving incidents of misconduct shall remain confidential to the extent possible and to the 

extent permitted by applicable law or regulation. Disclosure of information to witnesses as necessary to 

comply with the law or in order to investigate allegations shall not be considered a violation of the 

principle of confidentiality.  

 

I Investigation of Reports of Misconduct  

The professional technical employee’s direct supervisor, or the Office of Human Resources, may 

interview individuals who might have knowledge of the allegations prior to meeting with the accused 

professional technical employee. Prior to recommending or implementing any discipline, the 

immediate supervisor and/or the Office of Human Resources shall meet with the accused professional 

technical employee to discuss the allegations.  

II Determination of Discipline  

After reviewing the results of the investigation and any additional information needed for 

clarification, a determination will be made as to whether the alleged misconduct occurred, and, if so, 

the appropriate discipline. The following procedures will be followed:  

a. If the direct supervisor, in coordination with the Office of Human Resources, or the Office of 

Human Resources, find no determination of wrongdoing on the part of the professional technical 

employee, notification will be made to the employee.  

b. If a determination of wrongdoing is made, written findings of the results of the investigation will 

be presented to the professional technical employee.  

c. If deemed necessary, these findings may include a statement indicating discipline that will be 

imposed as well as any directives that may need to be followed in the future and the possible 

consequences of failing to follow such directives.  

d. This statement of discipline and/or directives may be presented in a separate document, 

memorandum, or letter.  

e. Documents presented to the professional technical employee will include their signature, 

confirming receipt. If the professional technical employee refuses to sign the document(s), it will 

be noted accordingly.  

f. The professional technical employee shall have five working days from receipt of the findings to 

submit a written response to the investigation findings and determination of discipline, if 

applicable.  

III   Disciplinary Action  

If it is determined that a professional technical employee has engaged in misconduct, appropriate action 

shall be taken which may include reporting the incident to law enforcement authorities, as well as 

imposing any disciplinary sanctions deemed appropriate, up to and including termination. 
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Benefits, Absences, and Leaves 

Insurance 

The Board of Education supports the idea that employees should be insured against personal and 

professional risks and in this regard will cooperate with staff members or representatives thereof in the 

development and administration of such a program. The Board of Education shall protect the staff and 

program against undue invasion of the school day by insurance agents by not allowing such agents to 

solicit employees during the school day.  

District Leaders shall not allow materials from solicitors to be placed in mailboxes of employees or in 

school areas where employees may assemble.  

Cherry Creek Schools is committed to providing affordable and comprehensive health benefits to 

employees. Effective July 1, 2020, the District and negotiating groups have agreed to one shared cost rate 

system for full time employees (.6 FTE and above) regardless of step or employee classification. This rate 

structure will also have part time (.5 FTE - .59 FTE) and dual employee options. The dual employee 

option is for full time employees whose spouse also works full time for the District. The shared cost rate 

structure will make the cost of coverage more equitable across employee groups. In lieu of cafeteria 

dollars, eligible employees will have the option of enrolling in the HDHP and receiving dollars in the 

form of Health Savings Account contributions from the District.  

Pre-06 Cash Back Dollars  

Employees who were eligible for benefits during the 2005 – 2006 school year and continuously thereafter 

and who have converted any remaining cafeteria dollars to additional compensation during June 2020 

shall have up to this same monthly cash back amount converted to additional monthly pay until they 

separate from the District.  

Insurance Benefits  

Eligible employees may participate in the benefit plans effective the first of the month following thirty 

(30) days of employment.  

Professional Technical employees will be provided term life insurance in an amount equal to three times 

their annual base salary at the beginning of each contract year as defined in Section 1.1 to a maximum of 

$750,000.  

The District will provide, at no cost to the employee, District-approved long-term disability insurance for 

employees working fifty (50%) percent or greater full-time equivalency (FTE).   

Insurance Coverage on Leaves of Absence  

The employee on an approved leave will be included in the approved District insurance plans provided for 

all District employees. Payment for the employee’s portion of insurance premiums may be required and 

will be billed to the employee.  

Coordination and Collection of Insurance Premiums for Employees on Unpaid Leave of Absence  

To make certain that no lapse in insurance coverage occurs when any eligible District employee is on 

approved unpaid Leave of Absence, the following procedure should be followed:  

Eligibility  

All employees who are eligible for the District’s insurance program according to Board policy will be 

eligible according to the Insurance Master Policies to purchase health coverage while on Leave of 

Absence.  
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Enrollment  

To continue participation while on leave, an employee must notify the Benefits Office of desired 

coverage(s).  

Premiums: Premiums for employees on leave shall be the current rates in effect.  

1. Premium Collection: Premiums shall be paid on a monthly basis and shall be paid to the Benefits 

Office.  

2. Monthly billing statements will be sent to each employee who is on an approved unpaid leave of   

absence and who elects to continue their health coverage.  

Termination of Coverage  

1. An employee on leave whose payment of premium is in arrears will be dropped from coverage     and 

may not re-enroll without successfully completing the Insurance Master Policy requirements for re-

enrollment.  

2. The death of the employee on leave will cause termination of all coverages.  

3. A voluntary withdrawal from participation in this plan shall terminate coverage for employees on 

leave.  

 

Insurance/Benefits Committee  

The Cherry Creek School District benefits office, District leadership and representatives from all 

employee groups maintain a District Insurance Committee to provide a mechanism to manage the 

District’s insurance plans for the benefit of all benefit eligible employees.  

The Insurance Benefits Committee may be established by the superintendent, composed of one 

representative of each employee group of the Cherry Creek School District. The Committee shall be 

chaired by a representative of the Human Resources department and include a representative of Fiscal 

Services. 

This Committee may receive information from the District’s benefits and/or District leadership on 

proposed changes to insurance and benefits. This committee will study, provide feedback, and make 

recommendations to District leadership and the Board of Education on current and proposed benefit 

changes. 

Workers’ Compensation  

Visit the Risk Management webpage of the District website for Worker’s Compensation Information.  

Types of Approved Leaves 

Cherry Creek School District will follow all rules and regulations as determined by the Colorado Healthy 

Families and Workplace Act. Each employee will be allotted fifteen days of leave for each contract year, 

pro-rated by FTE. Such leave shall be used only for the purposes of sick leave, family leave, and personal 

business. Leave days will accumulate to an unlimited number.  

Health and Personal Leaves  

FMLA (Family and Medical Leave)  

The District provides up to 12 weeks of unpaid, job-protected leave to eligible employees. For 

information or to seek FMLA coverage, contact the CCSD Benefits Department or visit the Benefit Office 

webpage on the District Website. 
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Eligibility Requirements  

Employees are eligible for FMLA if they have worked for Cherry Creek School District for at least 12 

months, at least 1,250 hours over the past 12 months. 

Long-Term Leave  

A long-term leave may be granted by the Board of Education for more than 12 weeks, not to exceed 12 

months, for injury, ill health, or other reasons as approved by the Board of Education. For information or 

to seek a long-term leave, contact the CCSD Benefits Department or visit the Benefit Office webpage on 

the District Website.  

Any employee may be granted a leave of absence for definite periods of time for health or for certain 

personal reasons per Family Medical Leave Act regulations. Except in cases of hardship, all employees 

are expected to make applications for leaves one month in advance of beginning leave. A certificate from 

a licensed and recognized physician will be required of any employee making application for a leave on 

account of health. 

Active Military Duty for Training  

1. An employee, who is a member of a reserve component of the United States military services or a 

member of a National Guard Unit, shall be granted leave for up to twenty (20) days of active duty for 

training in any year.  

2. Such military training leave shall be granted with pay if the training takes place during an employee’s 

regular contracted or assigned work time. Such sums as shall be paid by the military for salary while 

on training leave shall be reimbursed to the District up to that amount which equals the employee’s 

normal salary or wage for the day(s) in question. Should the amount paid by the military exceed the 

employee’s normal salary or wage paid by the District, the employee may keep such excess.  

3. A copy of the employee’s orders will accompany the request for leave. The provisions of Colorado 

Statute shall apply.  

Military Leave  An employee who is involuntarily inducted into active military service shall, upon 

request, be granted a leave of absence without pay by the Board of Education for the period of 

involuntary service. A copy of the employee’s orders will accompany the request for leave. The 

provisions of Colorado Statute shall apply.  

Jury Duty  All regular employees and all regular part-time employees under court orders for jury duty 

shall be granted leave of absence with pay. Such sums as shall be paid by the court, minus expenses, shall 

be forwarded to the School District if jury duty occurs on a contracted day. The employee shall supply 

documentation of absences and amount of compensation.  

Subpoenaed Witness  Any employee subpoenaed as a witness in a court case involving the Cherry Creek 

School District shall be granted leave with pay unless said employee is the plaintiff in the case.  

Sick Leave Bank 

A.   Introduction  

The purpose of the Sick Leave Bank is to provide for a limited income continuation in conjunction with 

other benefit plans in case of extended absences due to employee disability resulting from illness or 

injury, which renders the member incapable of working.  

B.   Membership 

1. Initial Enrollment  

All Professional Technical  employees who earn leave will be eligible to join the Sick Leave Bank 

after one year of employment in an eligible group. All eligible employees with one year of 
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employment or more will be automatically enrolled on their anniversary date unless they have 

declined/opted- out in writing. When an employee is enrolled, they will contribute 8 hours of leave to 

the bank.  

2. Re-Enrollment  

Any eligible employees who wish to join the Sick Leave Bank after their first year of eligibility will 

contribute two (2) days upon joining. Such membership may only be made during the month of 

October using the appropriate forms. The two (2) required days of leave shall be donated from their 

account upon enrollment in the Sick Leave Bank.  

3. Contributed Days  

Days contributed or assessed become part of the bank and no longer count toward the individual 

member's current or accumulated leave.  

4. Dropping Membership  

A member may terminate membership in the Sick Leave Bank by completing the required form 

(Administrative Procedure 4452.3). However, the days contributed by the member may not be 

withdrawn.  

C.   Sick Leave Bank Operation/Procedural Guidelines 

1. Governance  

Daily operation of this bank will be by the Office of Human Resources who will determine 

eligibility and individual usage of the bank. Human Resources will also monitor the total balance 

of hours. 

2. Operation 

a. The minimum number of days in the bank will be one hundred and fifty (150). 

b. Should the number of days drop below the minimum, necessary action will be taken to raise 

the balance above the minimum. The Human Resources staff will notify the group of the 

assessment of additional time at least one month in advance and then will assess an additional 

day from each member. Days will be assessed in increments of one (1) additional day of 

current or accumulated leave from each member.  

i. Inability to contribute, within a school year, will not prohibit individuals from being a 

member for the remainder of that school year unless the member affirmatively drops 

membership in the bank.  

ii. Any members who were unable to contribute the assessed day(s) and did not 

affirmatively drop membership in the bank will have the assessed day(s) deducted from 

their current or accumulated leave during the following year.  

iii. No new member of the sick leave bank shall have more than one (1) day deducted from 

their current / accumulated sick leave during the year they joined the sick leave bank.  

c. If an assessment is deemed necessary, all members will be provided an opportunity to 

terminate their membership prior to the assessed day being deducted from their current or 

accumulated leave.  

d. If the Human Resources feels that the bank cannot be funded adequately with the present 

membership or a more suitable plan is found, the Chief Human Resources Officer (CHRO) in 

collaboration with Cherry Creek Administrators Association (CCAA) can terminate the bank. 

If the Sick Leave Bank is terminated, days remaining on the bank’s records will be cancelled. 

Days will not be returned to the members of the Sick Leave Bank.  

e. Members may contribute more days to the bank up to their leave balance amount.  

f. This administrative procedure will be reviewed at least once each year.  
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D.   Maximums / Minimums  

1.   A member in any single rolling year may be granted up to 45 days.  

2.   Any member will be assessed up to two (2) deduct days at per diem in connection with an     

application or illness in any single year.  

3.   If the balance of days in the Sick Leave Bank drops to one hundred and fifty (150) or below, 

members being granted days will continue to receive days. All new applications to the Sick Leave 

Bank will be put on hold until the action is taken to alleviate the situation. If the balance should reach 

zero (0) all days will cease to be granted, as the bank cannot operate in a deficit. 

E.   Granting of Days / Application Process  

The term “day” is defined as a full workday. Days may be granted from the Bank only after the member 

requesting Sick Leave Bank days has used all his/her current and accumulated leave. 

1. The first two (2) days of leave after the member has exhausted his/her accumulated leave will not 

be covered by the bank.  

2. At the member’s request, the two (2) deduct days may be spread over two (2) pay periods.  

3. Upon acceptance by the Long Term Disability (LTD) carrier, the two (2) deduct days will be 

reimbursed to the member.  

4. When a member becomes eligible to receive benefits from the district approved LTD program; 

the member will no longer be eligible to receive days from the Sick Leave Bank. (Eligibility for 

LTD begins sixty (60) calendar days from date of disability resulting from illness or injury that 

renders the member incapable of working.)  

5. Days from the Sick Leave Bank will be approved for extended illness and/or disability of a 

member only. Days will not be granted for a member to care for someone else who is ill or 

disabled.  

6. Days may not be applied to intermittent days unless the employee is returned from an approved 

extended, consecutive leave within the Sick Bank eligibility timeline as noted in this policy. 

7. Application for use of days must be made by the member to the Benefits Office in the Office of 

Human Resources any time prior to needing the days but not later than 60 calendar days after the 

member returns to work. Applications submitted at a time outside these limits will not be 

considered. Requests should include all of the following:  

a.   A licensed physician’s verification that the illness or disability is total and renders the 

employee incapable of working.  

b.   A medical leave of absence.  

c.   A Sick Leave Bank application form.  

8. The Benefits Office will have the authority to request additional information, including a request 

to the Superintendent to use Policy 4047 (Physical/Mental Examination).  

9. Coincident with approval of days, the approved number of days will be deducted from the Bank. 

All days granted from the bank, but not used, will be restored to the bank.  

10. Requests for less than full days of disability will be considered when:  

a. The member is engaged in a rehabilitation/recovery program directed by a licensed physician; 

and  

b. The member’s supervisor and/or building principal has approved a partial return to work.  

11. A member who uses days from the bank will not be required to repay such days except as a 

regular contributing member of the bank.  

12. The Office of Human Resources will make available by request to employees a summary of 

action taken on requests and other information deemed appropriate. Information pertaining to 

specific individuals will be kept confidential within the Office of Human Resources. A 

representative of the Office of Human Resources will maintain a current record of days 

contributed and days used.  
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Compensation 

This portion of the policy applies to employees who are designated as Professional Technical employees 

classified by their position’s respective job description. 

 

Base Pay 

Base pay is the fixed dollar amount paid to an employee, not including benefits and additional pay. It is 

the rate of compensation an employee receives in exchange for services. An employee's base pay is 

expressed as an annual salary.  

 

The District endeavors to follow fair and consistent salary placement practices in accordance to Federal, 

State, and local laws. At no time will any employee be placed below the minimum or above the maximum 

of their position’s pay range.  

New Hire Salary Placement 

Employees will be placed within the position’s established pay range based only on their years of relevant 

experience to the job. Relevant experience is defined differently based on the unique job’s duties and 

responsibilities, minimum requirements, scope of practice, and environmental work conditions found 

within the position’s job description. Relevant experience criteria are defined by the Office of Human 

Resources. The employee is responsible for providing the proper documentation for their years of relevant 

experience. Salaries are set by the Office of Human Resources based on the resume and application 

provided by the employee. Once a position offer is formally accepted by the employee, an updated 

resume can only be reviewed when the employee transfers to a new position or when a market study for 

the position occurs.  

Transfer Salary Placement 

Lateral - Employees transferring to a different job at the same pay range will maintain current annual 

salary. This will result in no adjustment to annual salary.  

 

Promotion - Employees transferring to a different job at a higher pay range will be placed within the new 

position’s established pay range based only on their years of relevant experience to the job. Relevant 

experience is defined differently based on the unique job’s duties and responsibilities, minimum 

requirements, scope of practice, and environmental work conditions found within the position’s job 

description. Relevant experience criteria are defined by the District. The employee is responsible for 

providing the proper documentation for their years of relevant experience. If this methodology results in 

an increase of 5.0 percent or greater over current annual salary, then no further calculations are necessary. 

If experience placement results in an increase of less than 5.0 percent over current annual salary, then the 

new annual salary will be current annual salary plus 5.0 percent, not to exceed the position’s pay range 

maximum. This will result in a pay increase to annual salary.  

 

Market Study Salary Adjustments  

The Office of Human Resources will periodically conduct market studies for the Professional Technical 

salary schedules to ensure Cherry Creek School District remains competitive in relation to the public 

school district market and identified market peers. Individual salary adjustments may or may not be made 

based upon market survey findings, the position’s salary range, the employee’s experience, the 

employee’s current base salary, and the fiscal sustainability of pay increases, as determined by the 

Division of Fiscal Services. 
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2026-2027 Professional Technical Salary Ranges 

 

 

Professional Technical position range assignments can be found on the District’s compensation webpage. 

Payday 

Employees are paid on the 20th of each month. If a payday occurs on a holiday or weekend, the payday is 

the last working day prior to the holiday or weekend. On each payday, employees may access an online 

statement showing gross pay, deductions, and net pay.  

Automatic deductions such as additional tax withholding, contributions to voluntary benefits plans, and 

individual savings plans may be arranged through Payroll. For convenience purposes, we encourage 

paychecks to be automatically deposited to the employee’s bank account of choice. 

Additional Pay 

Additional pay is any extra pay outside of the base pay awarded to an employee. It is not guaranteed or 

rolled into base pay.  

Annual Annuity 

The District will purchase an annual annuity for each Professional Technical employee. The annual 

amount of the annuity will be 2.75 percent of their annual base salary.  

Professional Growth 

Professional Technical employees may submit for up to five hundred dollars ($500.00) of professional 

growth reimbursement per school year. 

Professional growth may include but is not limited to: tuition, workshop fees, textbooks, 

professional publications, seminars, conferences, memberships, apps, software, and subscriptions. 
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Travel Reimbursement 

Payment for travel reimbursement will be compensated per District approved procedures and in 

accordance with established State funding requirements. Procedures can be found at the following link: 

https://backyard.cherrycreekschools.org/Departments/AccountsPayable/Pages/default.aspx. To the extent 

travel outside of Colorado is required for professional growth opportunities, such travel must be approved 

by the employee’s supervisor. 

Longevity Pay 

The following Professional Technical employee longevity pay will be granted to eligible employees as 

additional salary, to be paid in a lump sum the month of their anniversary date. This will not be included 

in base pay. Years of services must be continuous in a benefit eligible position with Cherry Creek School 

District.  

Completed Years of Service Annual Payment 

10 $2,500.00 

11 $2,750.00 

12 $2,750.00 

13 $3,000.00 

14 $3,000.00 

15 $3,250.00 

16 $3,250.00 

17 $3,625.00 

18 $3,625.00 

19 $4,000.00 

20 $4,250.00 

21+ $4,250.00 

 

Resignation/Retirement  

Compensation for Unused Leave 

Upon retirement/resignation, professional technical employees who have completed ten (10) consecutive 

years of service or more in a benefit eligible position to the District will, upon separation from Cherry Creek 

School District, receive compensation for accumulated leave. Professional Technical Employees will be 

compensated according to one of the following scenarios. Compensation will be based on whichever 

scenario is greater. A written resignation must be submitted and be in effect before any payment of 

accumulated, unused leave will be processed. If a professional technical employee is terminated, they will 

not receive payment for accumulated, unused leave. The per diem rate will be figured on the same basis as 

PERA and be paid in accordance with PERA guidelines.  

 

Scenario A: Compensation for up to one-half of the total days of accumulated leave at the per diem 

rate for that employee as long as the payment will not exceed twenty (20) full days of pay. 

Scenario B: Compensation for leave days in excess of 30 days will be at the rate of one-half per diem 

beyond the first 30 days.  

Scenario C: Compensation for leave will be paid at one-half of the employee’s rate of pay at the time 

of separation. 

 

* The process outlined above for professional technical employee retirement/separation will be effective 

until June 30, 2030. Scenario C will be sunset on June 30, 2030. Beginning July 1, 2030, compensation 

will be based on whichever of scenarios A or B is greater. 

 

https://backyard.cherrycreekschools.org/Departments/AccountsPayable/Pages/default.aspx
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Post-Retirement Employment  
 

Employees may request post-retirement employment by submitting this request in writing to their 

immediate supervisor by the District required deadline. The District maintains full discretion in granting 

or denying the request. Requests submitted after the deadline may be considered at the discretion of the 

Superintendent, or designee. The Chief Human Resources Officer, or designee, will notify the employee 

of approval or denial of the request for post-retirement employment in writing. Employees hired for post-

retirement employment will be paid a percentage of their previous salary in accordance with Colorado 

PERA guidelines and the District’s need for a cost-neutral post-retirement employee program. Employees 

hired for post-retirement employment do not qualify for compensation above base-salary. Post-retirement 

agreements for professional technical employees can be cancelled at the discretion of the District at any 

time. Additional information can be obtained from the Office of Human Resources. 

General Information 

Employee - Board of Education Relationships  

1. The Board of Education of the Cherry Creek School District is always accessible to employees and 

employee representatives of the District.  

2. As a general rule, any topic necessitating official action should first be submitted to the Office of 

Human Resources before being placed on the agenda.  

Presentations and/or Publications  

All staff members will submit presentations and/or publications related to Cherry Creek School District 

work or programming to the Superintendent or designee for prior approval.  

 

Political Activities  

Except as provided in Colorado statute no employee of the Cherry Creek School District shall use his/her 

position or the facilities of the District to promote political objectives. As a protection to the District from 

persons who may desire to use the schools for the purpose of disseminating political propaganda, no 

written materials shall be circulated or posted on school property without the approval of the building 

principal. Copies of all materials referred to in the foregoing paragraph, receiving the approval of the 

building principal, shall be filed with the Superintendent or designee. 

 

Organizational Membership  

No contract or other employment arrangement executed or made by and between the School District and 

employee shall require, by inference or otherwise, that said employee pay dues or belong to any group or 

organization.  

 

Activity Attendance  

All District personnel will present their District/School issued photo ID at home games of athletic 

contests for the employee and one guest to enter for free. This does not include any post-season games. 

Child Abuse & Neglect Reporting  

Colorado law requires all school employees to follow the law around mandatory reporting requirements. 

For more information, visit the “Mandatory Reporting” page located in the CCSD Backyard page of 

my.cherrycreek. 
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Communicable or Life-Threatening Diseases 

A. Purpose  

This procedure establishes a mutually beneficial process between an ill employee and the District 

to insure that the health or safety of the employee, students and other employees is protected.  

 

B.  Identification of Ill Employees  

Employees affected by a communicable or life-threatening disease or illness may be identified 

through self-report, or on the basis of the District having a reasonable belief that a staff member is 

ill. Reasonable belief would exist in, but is not limited to, situations where the employee’s health 

is observed to be deteriorating to the point of interfering with the performance of his/her duties, 

the employee displays persistent physical symptoms of illness, where the District becomes aware 

of a diagnosis of such an illness or disease, or where there is other reasonable evidence of the 

existence of such disease. 

If a supervisor has been informed or has reasonable cause to believe that an employee is affected 

by a communicable or life-threatening disease or illness, the supervisor will immediately notify 

the Chief Human Resources Officer. The Chief Human Resources Officer or his/her designee may 

confer with, but not limited to, the supervisor, the Executive Director of Instruction for that 

school, the staff member, and the Superintendent of Schools for determination of fitness as 

provided in Section D below. 

C. Verification of Illness or Disease  

The Chief Human Resources Officer or designee will take reasonable steps to verify the existence 

or non-existence of a communicable or life-threatening disease. This will be determined by a 

review of medical reports, files, diagnostic testing, hospital records, and/or consultation with 

physicians or other medical personnel as may be deemed necessary.  

 

D. Determination of Fitness for Continued Duty  

In the event an employee is affected by a communicable or life-threatening disease or illness, 

recommendations regarding the employee’s fitness for continued duty and contact with students 

and other staff will be made on a case-by-case basis by the Chief Human Resources Officer. The 

recommendations will be based on, but not limited to: 

1. Medical reports regarding the condition of the employee;  

2. The type of duties and interaction in the work place required of the employee in 

performance of his/her assignment;  

3. The impact of continued employment on the affected employee, students and others in the 

work place;  

4. Consideration of “reasonable accommodations” in the employment of the affected 

employee pursuant to Section 504 of the Rehabilitation Act when applicable, and  

5. Input and recommendations from public health officials and others.  

Recommendations will be submitted to the Superintendent of Schools for review and action. 

E. Return to Duty 

If an ill staff member is determined to be fit for continued duty, the supervisor will be informed of 

the employee’s medical condition, the reasonable accommodations/precautions, if any, to be 

observed in the work setting, and any other factors that would warrant the reconsideration of 
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continued duty. A regular schedule of medical examinations or evaluations for continued 

employment may be required. 

F. Termination of Employment  

If a staff member is determined to be unfit for continued duty, he/she will be entitled to the use of 

accumulated paid sick leave, sick leave bank provisions (if applicable), and medical leave of 

absence as outlined in district policy.  

After all leave options are exhausted and the employee is still not deemed fit to resume duties, 

employment will be terminated by the employee’s resignation or retirement, or by Board of 

Education action including initiation of dismissal proceedings under applicable Colorado Statute 

or District policies subject to the usual appeals by the employee.  

G. Confidentiality  

All information gained by the District through the application of this procedure, including the 

identity of an employee, will be treated as confidential except as necessary to implement this 

procedure. Information will not be released publicly by officials of the school district without the 

written consent of the affected employee.  

The adoption of this procedure does not create any right claim or cause of action against the 

District or its employees where such right claim or cause of action does not otherwise exist in the 

absence hereof. 

Drug-Free Workplace 

The unlawful manufacture, possession, use or distribution of illicit drugs and alcohol on School District 

premises or as part of any of the School District activities is specifically prohibited. This policy shall 

apply to all School District employees, although at times, District personnel may certify that a particular 

federal grant may apply only to specific work sites.  

Observance of this policy is mandatory and a condition of employment. A violation shall subject the 

employee to appropriate disciplinary sanctions (consistent with local, state and federal law), including 

suspension and up to and including termination of employment and referral to the appropriate law 

enforcement agency for prosecution. A disciplinary sanction may include completion of an appropriate 

rehabilitation program.  

Drug and alcohol counseling and rehabilitation and re-entry programs may be available through the 

District. The District encourages affected employees to seek assistance.  

Each employee will be provided with a copy of this policy which sets forth the expected standards of 

conduct and the disciplinary sanctions which may be imposed as a result of a violation of this policy.  

Pursuant to the provisions of federal law, any employee who is convicted of or pleads guilty or nolo 

contendere (no contest) to any criminal drug statute for a violation occurring in the workplace, shall 

notify the Superintendent or his designee within five days after the conviction. The District has the 

obligation and shall notify the appropriate Federal agency within 10 days after receiving notice of such 

conviction or plea if there is a relationship between federal funds received by the District and the 

convicted employee’s work site.  

The Board of Education shall conduct a biennial review of its drug and alcohol abuse prevention 

programs to determine the programs’ effectiveness, to implement required changes if necessary, and to 

insure that disciplinary sanctions are consistently enforced. 
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Physical and Mental Examinations and Alcohol and Controlled Substance Testing 

Employees of the Cherry Creek School District are subject to physical and mental examinations and 

alcohol and controlled substances testing prior to and during employment. The following provisions of 

this policy set forth the circumstances and conditions when such examinations and testing will be 

required:  

A. Physical Examination - All Employees  

After recommendation for employment but before employment commences, candidates for 

employment may be required to take and pass such physical and mental examinations as may be 

prescribed by the District. Results of such examinations shall be reported on forms provided by the 

school district, or forms acceptable to the school district, and shall be filed in the Office of Human 

Resources. All examinations shall be at the sole cost and expense of the candidate.  

B. Required Examination During Employment - All Employees  

1. The Superintendent or designee may require any employee within the School District to submit to 

a physical or mental examination, when he/she has reasonable suspicion to believe:  

a. the welfare of the employee, students or other employees justifies such examination 

or 

b. that the employee’s ability to perform his or her duties is impaired due to physical or 

mental reasons.  

The School District will pay the cost of the examination which shall be conducted by a physician 

of the School District’s choice. However, in the event the employee desires to utilize a personal 

physician, subject to the approval of the Superintendent or designee, to satisfy the employee’s 

examination requirement, the employee may do so, provided the examination can be conducted 

within such time as may be reasonably required by the School District. In such event, the private 

physician will be paid, by the School District, an amount equal to the amount usually and 

customarily paid by the School District to the physician selected by it. Following the 

examination, a written report shall be issued by the physician.  

2. As a condition of continued employment with the School District, all employees consent to a 

chemical test of their blood, urine or breathe upon request of the Superintendent or designee. This 

test shall be ordered in the event the Superintendent or designee has reasonable suspicion to 

believe that the employee is under the influence of alcohol or drugs, or in the event of a 

reasonable suspicion that the employee’s ability to perform his or her duties is impaired by the 

use of alcohol or drugs. The employee will be allowed up to thirty minutes to obtain 

representation of his/her choice. Any such tests shall be conducted at any hospital, clinic, or 

facility properly equipped to administer such tests and shall be performed by any doctor, nurse or 

technician properly qualified to administer such tests. The employee may not select the physician 

or technician to administer the tests. All such tests shall be paid for by the District.  

 

The term drugs, as used herein, shall include, but not be limited to, those substances defined in 

CR5. 12-22-30 1 et. seq., known as the Colorado Controlled Substance Act of 1981. 

a. The failure or refusal of an employee to submit to any test required in paragraph 2 above, 

or to submit to and obtain the examinations required in paragraph 1 above, shall 

constitute insubordination, and shall result in: 

(1) immediate suspension without pay, except as required by Colorado Statute,  

and 

(2) termination of employment being recommended to the Board of Education.  
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3. Alcohol and Controlled Substance (Drugs) Testing for Commercial Driver’s License (CDL)  

Employees 

a. The Omnibus Transportation Employee Testing Act of 1991 (the “ACT”) and Department 

of Transportation rules, procedures and regulations (the “Regulations”) require that the 

District conduct pre-employment/pre-duty, random, reasonable suspicion, post-accident, 

return to duty and follow-up testing of all District employees required to obtain a 

Commercial Driver’s License (“CDL”).  

b. All alcohol and controlled substance testing performed under and pursuant to this Section 

C, will be conducted in accordance with federal regulations, the Act and procedures 

adopted by the District.  

1. Controlled substance testing will be conducted by means of a urine specimen 

collected and tested by a laboratory certified by the U.S. Department of Health and 

Human Services.  

2. Alcohol testing will be conducted using an evidential breath-testing device.  

3. Employees will not be entitled to have testing performed at a location or byan 

individual or facility other than that designated by the District. However, a split 

sample of the urine test for controlled substances will be available for the employee 

pursuant to District policy and federal regulations in the event the sample tested is 

confirmed positive.  

4. An employee may not refuse to submit to alcohol and/or controlled substance testing 

under this Section C. Refusal shall result in immediate suspension of employment 

without pay and recommendation of termination to the Board.  

c. The required testing under this Section C will be conducted at the District’s expense and 

as follows:  

1. Pre-employment testing shall be administered to all applicants offered a position in 

the District requiring a CDL prior to the first time the employee performs any safety-

sensitive functions for the District.  

2. Random alcohol testing shall be conducted at any time period surrounding the 

performance of safety-related functions, which includes just before or just after the 

employee performs the safety-related function. Random controlled substance testing 

shall be performed anytime while the employee is at work.  

3. Reasonable suspicion testing will be conducted of any employee when a 

determination and observation is made by a trained supervisor and he has a 

reasonable suspicion to believe any employee has violated the District’s policies 

and/or federal regulations relating to alcohol or controlled substance use or 

possession.  

4. Post-accident testing will be conducted on any employee involved in an accident 

which results in the loss of human life or if the employee receives a citation for a 

moving traffic violation arising out of an accident.  

5. Return to duty testing will be required prior to an employee being reinstated, if at all, 

after an employee has tested positive for prohibited alcohol concentration levels or 

the presence of a controlled substance and after the employee has undergone an 

evaluation by a substance abuse professional except as noted in No. 6 below.  

6. Follow-up testing will be required of any employee identified by a substance abuse 

professional as needing assistance in resolving problems with alcohol misuse or 

controlled substance use and who has returned to duty.  

d. Records of all tests will be maintained and kept confidential in accordance with District 

procedures and federal regulations.  
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e. All affected employees and employee organizations will be provided with educational 

materials which explain the requirements of this Section C, the District procedures and 

federal regulations related thereto.  

f. The District encourages all employees with any alcohol abuse or controlled substance use 

to seek assistance through a Substance Abuse Professional (SAP) and will provide 

employees lists of individuals and organizations providing this service. Unless otherwise 

provided by law or District policy, the District is not required to provide rehabilitation, 

pay for substance abuse treatment or to reinstate an employee terminated for violations of 

District policy rebating to the use or possession of alcohol or controlled substances.  

g. Any employee who is determined, as the result of any of the required alcohol or 

controlled substance testing, to have violated any District policy relating to the use of 

possession of alcohol or controlled substances shall, consistent with state and federal law 

and District policies, be subject to disciplinary action, including termination of 

employment.  
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