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Fort Dodge Community School District  
 

104 South 17th Street 
Fort Dodge, Iowa 50501 

515-576-1161 
 
 

Superintendent Office 
Dr. Douglas Van Zyl, Superintendent ...................................................................................................................... 574-5638 
Barbara Bachman, Administrative Assistant to the Superintendent ........................................................................... 574-5651 
 
Human Resources 
Robert L. Hughes, Assistant Superintendent/Human Resources Director ................................................................... 574-5657  
Carla Filloon, Human Resources Supervisor ............................................................................................................ 574-5654 
Adriana Utley, Board of Education Recording Secretary/Administrative Assistant ....................................................... 574-5652 
Angela Barton, Administrative Assistant for Recruitment, Transfers, and Special Leaves ............................................ 574-5653 
 
Business Office 
Brandon Hansel, Director of Financial Services ........................................................................................................ 574-5644 
Anna Toohey, Accounting Supervisor ..................................................................................................................... 574-5649 
Jodi Presswood, Payroll/Financial Assistant ............................................................................................................. 574-5676  
Diana Thompson, Accounts Payable ....................................................................................................................... 574-5647  
Brenda Messerly, Benefits and Purchase Requisitions .............................................................................................. 574-5646   
Melle Sutton, Print Shop ........................................................................................................................................ 574-5663  
 
Curriculum Office 
Stacey Cole, Director of Educational Services .......................................................................................................... 574-5640 
Stacey Bochart, Administrative Assistant ................................................................................................................. 574-5650 
 
Communications Office 
Jennifer Lane, Director of Communications ............................................................................................................. 574-5668 
 
Food Service 
Brenda Janssen, Director of Food Service ............................................................................................................... 574-5673  
Ursula Roberts, Administrative Assistant ................................................................................................................. 574-5677  
 
Special Education Office 
Melissa Ristau, Director of Special Needs ................................................................................................................ 574-5675 
Janell Birnbaum, Administrative Assistant ............................................................................................................... 574-5667  
 
Level I Investigations and Student Services 
Marcy Harms, Director of Student Services ............................................................................................................. 574-5678 
Jeri Bird, Administrative Assistant to Student Services, Registrar .............................................................................. 574-5679  
 

*  *  * 
This handbook is a general source of information and may not include every possible situation that could arise.  It is not intended, and does not constitute a contract between the school district 
and employees.  It is the employee’s responsibility to refer to the district policies and/or administrative procedures for further information.  Whenever the provisions of this handbook are in 
conflict with those of a board-adopted policy, or any other formal employment contract, the terms of the policy, and/or employment contract shall govern.  Although every effort will be made 
to update the handbook on a timely basis, the District reserves the right, and has the sole discretion, to change any policies, procedures, benefits, and terms of employment without notice, 
consultation, or publication, except as may be required by contractual agreements and law.  The District reserves the right, and has the sole discretion, to modify or change any portion of this 
handbook at any time.  
 
EQUAL OPPORTUNITY EMPLOYMENT 
It is the policy of the Fort Dodge Community School District not to discriminate on the basis of race, creed, color, ancestry, age, gender, sex, sexual orientation, gender identity, national origin, 
disability, physical attributes, religion, political party preference, political belief, socioeconomic status, veteran’s status, actual or potential parental, family or marital status in its programs, 
services, and employment practices. If you have questions or grievances related to this policy, please contact Marcy Harms, Director of Student Services, Central Administration Office, 104 
South 17th Street, Fort Dodge, IA 50501, (574-5678) or contact the Civil Rights Midwestern Division for U. S. Department of Education Office, 500 W. Madison Street, Suite 1475, Chicago, IL 
60661-4544. (Alternate for Section 504 is Lis Ristau, Director of Special Needs, 515-574-5675).              071117 
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#CelebrateFD 
 

Mission 
It is the mission of the Fort Dodge Community School District to provide quality learning experiences 
and build relationships that develop productive citizens ready for their futures. 
 

Vision 
The Fort Dodge Community School District is an innovative school community that exceeds 
expectations, builds meaningful relationships and creates the foundation for all learners to excel. 

 

 

 

Our Schools.  Our Community.  Our Pride.   
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Dodger Pride 

 
The Fort Dodge Community School District (FDCSD) serves the communities of Fort Dodge, Badger, Coalville and 
Otho as well as surrounding rural areas.  Located in Fort Dodge, we are the largest district in the area serving over 
3,800 students in one early learning center, four elementary schools, one middle school and one high school.  The 
Fort Dodge Community passed two school bond initiatives which allowed us to build Duncombe Elementary, along 
with implementing safety and security improvements in all buildings, and substantial renovations at the Fort Dodge 
Senior High.   
 
We are proud to provide a diverse and accepting atmosphere which enriches the educational opportunities for all 
of our students.  Each of us take on our personal responsibility in delivering excellence.  Our parents are a valued 
and important piece of each of our student’s educational experience.  Our District takes pride in our highly qualified 
and caring team of staff.   
 
Being a Dodger has become synonymous with a quality and diverse education that allows students to succeed in 
academics, visual and performing arts, athletics, and various activities.  The Fort Dodge Community School District 
is committed to a positive growth mindset that supports each and every individual to learn and develop for the 
future.  Together We Rise!   
 
Safety & Security Identification/ID Badges 
The Fort Dodge School District is continually striving to improve the safety and security of our students, employees, 
and guests. ID badges are required to be worn by all staff where it can easily be read by another person (between 
the neck and waist) during school hours and any time a staff member is in an official capacity as part of his/her 
job, either in the school or at school activities. Photo ID badges are issued in the Human Resources office between 
8:00 a.m. and 4:30 p.m.  ID badges can be used for time management swipe in system, lunch program participation, 
copy machine usage, and attendance at school extracurricular activities.  If an ID badge is lost or an individual 
chooses/needs to have a picture retaken, replacement ID badges can be obtained in the Human Resources office 
for $5.00.   
 
Hours of Work 
Hours of work according to contracted hours.  Each individual building has specific times defined by student and 
program needs.  Individuals assigned to more than one building and/or any part-time employee will work out any 
differences between the two assignments to the satisfaction of all parties involved.  
 
Communications 
Employees are representatives of the Fort Dodge Community School District.  It is strongly suggested and 
encouraged that employees maintain a positive and professional image of themselves and our schools in all online 
accounts and posts.  Online posts should be in good taste and should not deter from the mission of the District.  
 
Dress Code 
Employees are positive role models for the students who come in contact with them during and after school hours.  
All employees are expected to dress as professionals on a daily basis, in business like attire, appropriate for their 
position.  Clothing should be neat, clean, in good taste and not detract from the learning/educational environment 
of students, school programs or other school-related activities.  Visible tattoos that are obscene, vulgar, profane, 
representative of drug/alcohol use or gang affiliation, or distractive to the educational environment need to be 
covered.   
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Personnel File 
Individual personnel records are kept in the Human Resources Office.  Employees must maintain current contact 
information with the Human Resources Office.  Personnel records may be reviewed with the assistance of human 
resources staff.  To request an appointment to review the files, contact the Human Resources Office at 574-5654.   
 
Ethics  
To support effective delivery of the educational program and to sustain the well-being of employees in a safe and 
healthy work environment, all employees should follow the code of ethics as established by the Iowa Board of 
Educational Examiners.  (Please refer to page 23 for Rules of Conduct). 
 

Orientation of New Employees  
 
New employees will need to complete the new employee electronic forms and return them to Human Resources in 
the Central Administration Office.  (Please refer to page 25 for a list of items needing to be filled out).   
 
Internet Usage/Email Access 
All employees need to fill out and submit an Internet Agreement Form at time of hire and obtain internet and email 
access to the Fort Dodge Community School System.   
 
Payroll and Direct Deposit  
All new employees are required to sign up for direct deposit of their paycheck.  This is permitted under Iowa Code 
section 91A.3. Payday for administrators, paraeducators, secretaries, custodial/maintenance, and professional 
support staff will be every two weeks.  Teachers will be paid one-twelfth (1/12) of the annual salary on the 20th of 
each month beginning in September.  If a payday falls on a holiday, the paycheck will be deposited the last weekday 
prior to the holiday.     
 
Iowa Public Employee Retirement System (IPERS)  
All employees are entitled to IPERS.  IPERS provides retirement, disability, and death benefits to eligible members 
and beneficiaries.  6.29% is deducted from employee’s salary and 9.44% is paid by the District.   
 
Insurance  
The District provides individual health insurance for full-time employees in two options:  HSA (Health Savings 
Account) or as a PPO (Preferred Provider Organization) Traditional Plan.  Options are available for family medical, 
dental, optical, life insurance, long term disability, and supplemental insurance.  The district pro-rates the annual 
family insurance costs and deducts according to the number of employee’s pay periods.  (Please refer to page 10 
for further details).  
 
VeriTime (Time & Attendance)  
The District’s electronic timesheet service is available via a school computer or kiosk.  The link is available on the 
District website under Staff Page.  Falsification of a time sheet will be considered grounds for immediate dismissal.    
 
AESOP (Absence Management) 
The District’s absence/leave tracking and substitute finding service is available 24 hours a day, 7 days a week and 
can be accessed via internet and phone.  You can interact with AESOP on the internet at 
http://www.frontlinek12.com/aesop or a toll free number 1-800-942-3767.   
 
Physicals 
All employees are required to submit a pre-employment physical to the Human Resources Office after an offer of 
employment is made within six weeks of the beginning of service.  This examination is at your expense.  According 
to the Iowa Code, 12.4(14), except as otherwise provided in 281-43.15(285), certification of ability to perform the 
tasks assigned which should be completed on District’s physical examination form by a licensed physician and 
surgeon, osteopathic physician and surgeon, osteopath, or qualified doctor of chiropractic, licensed physician 
assistant, or advance registered nurse practitioner should be filed with the Human Resources Office. 
  
Bus drivers and mechanics please refer to Worker Rules.  
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Lunch Account 
A lunch account can be set up within the Fort Dodge Community School District.  Please contact the Food Service 
Department at 574-5677 if interested.  Once an account is set up, your employee FDCSD ID badge will be used to 
purchase meals.  All staff with lunch accounts must have a positive balance to be able to purchase items; no 
charging is allowed.  Deposits to your lunch account can be made electronically through Infinite Campus.  Please 
call the Food Service Department at 574-5677 for access and password.  
 

Hours of Work 
 
All Staff 
Part-time employees will have hours defined by direct administrative supervisor. Individuals assigned to more than 
one building and/or any part-time employee will work out any differences between the two assignments to the 
satisfaction of all parties involved as defined with or by the direct supervisor. 
 
Electronic Time Sheets  
All employees will accurately record the actual hours worked for compensation through the District-wide electronic 
time monitoring system.  Staff members will log in and out to verify hours worked.   
 
Flextime/Overtime 
All work required by hourly employees by the administrator in excess of forty (40) hours in any one (1) week will 
be considered for overtime.  The District’s preference of increased hours is that staff and administration mutually 
agree upon flextime within the pay period to avoid overtime if possible.  Flextime off will be scheduled by mutual 
agreement with the employee's supervisor within the next pay period.   
 
Shortened Workday 
If the normal workday is shortened by building emergency (ie: bomb threat, facility malfunction, etc.), the employee 
will be paid for the time of their normal workday missed.   During parent/teacher conferences, the employee will 
be paid their hourly per diem for their contracted work time if requested to continue to work in their 
classroom/building with direction an approval from their supervisor/principal. 

Lunch Period 
Full-time employees [6 hours or more per day] will be scheduled a thirty (30) minute duty-free unpaid lunch break 
daily unless contracted with a working lunch.  In the event that an employee is required to work through the lunch 
period due to a scheduled field trip or some other similar circumstances, the hourly employee will be compensated 
at his or her regular hourly rate for his or her normal lunch break.  This may be on an occasional basis as caused 
by field trips, other specific situations or on a regular basis as indicated by a student's IEP or other program 
requirements. 
 

Teachers  
Certified staff is expected to be on duty from 7:45 am to 4:00 pm unless outlined otherwise in individual staff 
members’ assignment detail from direct supervisor.  The administration may assign extracurricular or 
supervisory duties beyond the regular school day, and such assignment will be made on an equitable basis.  
Employees are also required to attend extended workdays for professional development, PLCs (Professional 
Learning Communities), district-level curriculum meetings and building-level meetings required by 
administration.  Meetings of committees whose membership is determined on a voluntary basis are exempt 
from these conditions because of their voluntary nature.   
 
Extensions of the workday for open houses will also be compensated by released time from the normal workday 
requirement.  Staff members will be released from non-student contact time equivalent to the length of the 
open houses.  The released time must not conflict with scheduled staff development or other scheduled 
meetings and must be completed within twenty (20) work days of the open houses.  Extensions of the workday 
for the parent-teacher conferences scheduled on the District calendar will be compensated by scheduling two 
of the ten contracted workdays as compensatory time. 
 
Certified employees are able to leave duty 15 minutes after students leave on Fridays, and the day before a 
vacation or holiday, except the last day of school, or in an emergency situation. 
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Every teacher will have preparation time.  Preparation time is defined as time when teachers prepare for 
classroom instruction, implement their individual career development plans, meet student needs and other 
district, state, and federal expectations.  "Elementary preparation time" will be defined as time when the 
employee's assigned students are in art, music, physical education, or library/group.  Preparation time for all 
other employees who do not have exploratory class breaks will be defined as that time when the employee is 
normally scheduled for preparation. 
 
Secretary 
Secretaries are expected to be on duty as early as 7:20 am and remain as late as 4:30 pm as per individual 
staff members scheduled hours. Break(s) will be available consistent with workload needs.  Break times will be 
approved by direct administrative supervisor. 
 
Paraeducators  
Paraeducators are expected to be on duty as early as 7:30 am and remain as late as 4:00 pm as per individual 
staff members scheduled hours.  Break(s) will be available consistent with workload needs.  Breaks that are 
missed due to student/work demand can be taken at a later time, up to one hour of flextime can be accumulated 
and must be used within the pay period.  The flextime may be taken by mutual agreement between the direct 
supervisor and the employee.  Building administrators need to be notified when flextime is taken.  Full-time (6 
hours or more) employees will be entitled to one fifteen (15) minute break in the morning and one fifteen (15) 
minute break in the afternoon.  Part-time employees (working less than 6 hours, but at least 3 hours or more) 
will be entitled to one fifteen (15) minute break.  Break times will be approved by direct administrative 
supervisor.   
 
Custodians/Maintenance  
Work schedules may be altered as required by the Director of Buildings and Grounds/Designee to satisfy the 
needs of the schools system; however, Board approval will be obtained for any permanent change in work 
schedule that materially alters the annual earnings of the employees affected.  The normal hours of work should 
not be construed as a guarantee of hours of work per day or days of work per week.  Determination of the 
work schedule and assignment of work will be made by the employer and may be changed from time to time 
to meet its needs.  Night and evening employees may adjust their hours to day hours on non-student days and 
on days of early release with the advanced approval of the Director of Buildings and Grounds/Designee. 
Employees must make sure that any scheduled events are covered during their regular 8 hours when 
considering this adjustment.   Custodians – The normal work schedule for full-time custodial employees during 
the school year is eight (8) hours per day, five (5) days per week.  All custodians who are required to check 
their assigned buildings on weekends will work two (2) hours additional per week, making a total of 42 hours 
of work.  Maintenance – the normal work week for engineers and maintenance personnel will be 40 hours per 
week.  

 

Insurance  
 
Employees will notify the Business Office and/or Insurance Renewal Team in writing of their desire to be covered 
by any of the insurance policies obtained herein, and the Board will provide each employee with a description of all 
group insurance policies carried under the provisions of this Handbook and will assist in providing insurance 
information in the form of applications. 
 
Health Insurance 
The District provides individual health insurance for full-time employees in two options:  HSA (Health Savings 
Account) or as a PPO (Preferred Provider Organization) Traditional Plan.  Options are available for family medical, 
dental, optical, life insurance, long term disability, and supplemental insurance.  If a less than 12-month employee 
opts for supplemental insurance, the amount needed to pay during summer premiums amount will be deducted on 
a monthly prorated basis during the eligible employee’s pay period.  For a complete explanation of health insurance 
benefits, please visit the District website or call the business office at 574-5646.  
 
Dental Insurance  
A group dental insurance policy will be made available to all eligible employees.  The Board will select the carrier 
and will pay the single employee premium cost for each full-time employee.  Providing carrier eligibility requirements 
are met, each employee may insure his or her immediate family under the coverage afforded and the employee 
will pay the additional amount required to pay the dependent portion of the monthly premium. This amount will be 
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deducted on a monthly prorated basis during the eligible employee’s pay period.  Part-time teachers please refer 
to Worker Rules for dental insurance options.   
 
Life Insurance  
A group life insurance policy, insuring each eligible employee with at least $10,000 group term life insurance will 
be made available to all eligible employees.  The Board will select the carrier and will pay the annual single employee 
premium cost for each eligible employee desiring such coverage.  Each employee may purchase at personal expense 
additional insurance coverage to a maximum total as established by the district’s carrier. In addition, each eligible 
employee may insure his/her immediate family in the amount stated in the master policy for this type of coverage, 
and the eligible employee will pay the additional amount necessitated to pay the annual premium. This amount will 
be deducted on a monthly prorated basis during the eligible employee’s pay period.  
 
Long-Term Disability Insurance  
A group long-term disability insurance policy that will provide benefits to each full-time employee (six [6] hours or 
more per day) will be made available.  The policy will provide benefits to each employee up to age 65, or such 
other retirement age as may be established by Labor Department regulations, amounting to sixty-six and two-thirds 
percent (66 2/3%) of salary up to the amount per month as established by the District’s carrier following a waiting 
period of ninety (90) consecutive calendar days. The Board will select the carrier and pay the monthly premium for 
each employee desiring such coverage. 
 
Optical Insurance  
A group optical insurance policy will be made available to all eligible employees at their own expense.  Providing 
carrier eligibility requirements are met, each employee may insure his or her immediate family under the coverage 
and pay the monthly premium. This amount will be deducted on a monthly prorated basis during the eligible 
employee’s pay period. 
 
Supplemental Insurance 
An optional supplemental insurance package (IRS Section 125) will be established and made available to all 
interested employees at their expense.  A carrier is selected upon mutual agreement.  Participating employees will 
pay all premium costs incurred.  The District's responsibility is limited to facilitation and administration through 
signups and payroll services. 
 

Compensation 

Payroll and Direct Deposit  
All new employees are required to sign up for direct deposit of their paycheck.  This is permitted under Iowa Code 
section 91A.3.  Current employees hired before July 1, 2005 are still permitted to receive a physical paycheck, but 
are encouraged to sign up for direct deposit.  Payday for administrators, paraeducators, secretaries, 
custodial/maintenance, and professional support staff will be every two weeks.  Teachers will be paid one-twelfth 
(1/12) of the annual salary on the 20th of each month beginning September.  If a payday falls on a holiday, the 
paycheck will be deposited the last weekday prior to the holiday.   
 
Electronic Time Sheets  
All employees will accurately record the actual hours worked for compensation through the district-wide electronic 
time monitoring system.  Staff members will swipe in and out to verify hours worked.   
 
Mileage 
Individuals who are required to travel between buildings in their own vehicles for the purpose of doing business for 
the Fort Dodge Community School District shall be paid the amount per mile as established by the Internal Revenue 
Service.  Mileage report forms can be found on the District website on the staff login page, and should be submitted 
within 60 days for reimbursement by using the District’s electronic requisition system.  

 
Health and Safety  

 
The District will do all it can to maintain a safe place of employment and to conform to safety and health standards 
as they apply to the District.  The safe and effective operation of schools is everyone’s responsibility.  It is expected 
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that all members of the Fort Dodge Community School District will be knowledgeable of the expectations at all 
levels; will comply with rules, regulations, and statutes; and will implement each in the manner intended. 
 
The District will have first aid kits on hand and readily accessible for the employees.  These kits will be placed in 
the nurse's office in each building.  Employees may participate in first aid and/or CPR through “District provided 
training”. 
 
Appointed employees will be required to administer medications only if the nurse or other qualified personnel are 
not available to do so.  Employees who are required to administer medications will be trained according to the 
requirements of the Iowa Department of Education.  One $300 stipend will be allotted to each building to be paid 
at the last pay date before the end of the school year.  This stipend will be divided between building staff and/or 
secretaries who dispense medications. 
 
Employees have the right to refuse to perform invasive, non-emergency medical services, as covered under Chapter 
280.23 of the Code of Iowa. No one will be required to perform invasive procedures that they are not properly 
trained, qualified, or certified to complete.  The standard for determining an invasive procedure will be current 
code, statute, or case law, and will be evaluated on an individual basis. 
 
All employees will adhere to Board policies that may include the use of reasonable force to defend themselves or 
students from threatened physical injury to a student or employee.  Immediately upon the use of such force, the 
employee will make a detailed-written report of the incident and action taken to the building principal or his/her 
designee. 
 
When school is closed due to threats of violence or terrorism, or acts of violence or terrorism that cause the schools 
to be closed due to unsafe conditions, employees will not be required to be at work until the conditions have 
improved.  The hourly employee may request that time missed be compensated for, through the use of leaves or 
vacation.  The District’s emergency response plan can be found by logging into the staff page of the website.  The 
plan and procedures are confidential and should not be published or shared.   
 
Wellness  
A wellness screen is a term of employment.  The District will provide an annual wellness check along with the 
opportunity to receive a flu shot for all employees on a voluntary basis. If the employee does not participate in the 
voluntary District-wide wellness screening, the employee must schedule and carry out a personal wellness check 
with their medical provider at their own cost.  Documentation of the wellness check will need to be submitted to 
the Human Resources office. 

 
Accident and Injury Report 

 
Reporting Work-Related Injury  
Any work-related injury (or illness) must be reported immediately to your supervisor, even if the injury is not severe 
enough to require medical treatment.  You must complete and file a written report within twenty-four (24) hours 
with the school district’s worker’s compensation coordinator.   
 
Worker’s Compensation 
All school employees are covered by worker’s compensation insurance.  When an employee has an accident, he or 
she should report this immediately to their supervisor.   
 
Brief reporting forms (Notification of Employee on the Job Injury/Illness) are available in all building offices and on 
the District website.  Employees may contact Marcy Harms, Director of Student Services, who can be reached at 
574-5678 or 104 South 17th Street, Fort Dodge, IA 50501.   
 

 

Adverse Weather/Emergency Dismissal  
 
When the Superintendent has determined that the schools are to be closed due to adverse weather or emergency 
dismissal, staff will receive media release communications through multiple outlets; automated phone call, text, 
email, radio and/or TV.   
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Teacher   
When the Superintendent has determined that the schools are to be closed and the students are not to report to 
their respective buildings due to adverse weather, employees should not report to work.  School days will be made 
up as appropriate within the school calendar year.   
 
Paraeducator & Bus Driver  
Employees are not to report for work when schools are closed due to adverse weather.  However, if employees 
have already reported to work within 15 minutes of their contract time and school is called, each employee will be 
paid for two hours or the actual hours worked, whichever is greater. In the event of an early dismissal due to 
adverse weather or other emergencies, employees are to leave within 15 minutes after students leave school 
premises.  If the school day is not made up at a later date, the employee will be given the opportunity to make up 
the missed hours.  Mutual agreement will be made between the staff member and supervisor for compensatory 
time.   
 
Secretary   
When students are not to report to their respective buildings due to adverse weather or other emergencies, 
secretaries will not be required to report for work.  However, in order to be paid for the day, they must either work 
the day or designate an appropriate leave (vacation or personal leave), as approved by their direct supervisor. If 
no leave is available, and the adverse weather causes issues for the employee, they must seek approval of 
appropriate absence or agree upon flextime usage to make up for missed time through their direct supervisor, the 
Superintendent, or designee.  Please see Worker Rules for further definition.   
 
Custodial/Maintenance  
Custodial/Maintenance employees will be expected to report for work when schools are closed due to adverse 
weather if possible.  If the employee is unable to report to work, in order to be paid for the day, they must designate 
an appropriate leave (vacation or personal leave), as approved by their direct supervisor.  If no leave is available, 
and the adverse weather causes issues for the employee, they must seek approval of appropriate absence or agree 
upon flextime usage to make up for missed time through their direct supervisor, the Superintendent, or designee. 
 
Professional Support  
When schools are to be closed and the students are not to report to their respective buildings due to adverse 
weather or other emergencies, less than 11-month employees should not report to work. The 11-month and 12-
month Professional Support should report for work, unless they choose to designate an appropriate leave (vacation 
or personal leave), as approved by their direct supervisor. If no leave is available, and the adverse weather causes 
issues for the employee, they must seek approval of appropriate absence or agree upon flextime usage to make 
up for missed time through their direct supervisor, the Superintendent, or designee.   
 

Professional Development  
 
Mandatory Training  
Child and Dependent Adult Abuse, Bloodborne Pathogens, Chapter 103, Mental Health Training, ELP Modules, and 
Hazardous Chemical (Right to Know) training will be provided by the District during the workday at no cost to 
employees.  Staff will have an alternative opportunity to complete mandatory trainings through AEA PD Online at 
the staff members expense.     
 
Teacher 
The Teacher Quality Committee, as defined by Iowa Code 284, will meet throughout the year to fulfill the following 
in-service responsibilities: Determine distribution of the state allocated Teacher Quality professional development 
funds; Monitor professional development to ensure that it aligns with the Comprehensive School  
 
Improvement Plan, building improvement plans and individual improvement plans; Make recommendations for 
district in-service/professional development content. 
 
The Teacher Quality Committee will consist of six (6) teachers chosen by the Association and six (6) administrators 
chosen by the District. The superintendent or designee and association president or designee will co-chair this 
committee. 
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Paraeducator  
Paraeducators will attend all district approved state and local training related to their positions.  The District will 
provide professional development.  Paraeducators will be paid their hourly per diem for the time they attend these 
designated professional development sessions.  They must attend all sessions offered in that series.  Paraeducators 
will be paid their hourly per diem for up to 15 hours of participation annually on a district learning team. 
 
Secretary 
The Secretary/Clerical Work Group will be represented on monthly interest-based discussions with District 
Administrators as a means by which items for in-service education programs will be determined.  The administration 
may coordinate this process with existing in-service committee(s) or the monthly interest-based cabinet team.  
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  Leaves 
 

The District offers a robust package of paid leaves as a benefit to our staff.  All new employees will have prorated 
leaves of absence benefits up to June 30th.  District benefits are established based on the school calendar July 1 
through June 30.  New employees to the District will not be eligible for personal illness leave until they have started 
to work on the job. 
 
All employees will have access to leave balance information through the District’s absence management program 
(AESOP). Employees are expected to proactively review and manage their leave balances. 
 
It is the responsibility of the employee to notify his/her immediate supervisor and enter leave into the absence 
management program in case of absence except when prevented by circumstances beyond his/her control.  The 
employee must report intention to be absent from duty to absence management no later than 7:00 a.m. on the 
day of absence.  Notice will always be given as soon as possible.  Any employee who does not report to work at 
the termination of an authorized leave and fails to communicate any extenuating circumstances to the District that 
may prevent them from returning to work will be considered absent without approval.  A certified letter will be sent 
to the employees last known address informing them that they must contact his/her supervisor within seven (7) 
work days of when the letter was mailed.  Failure to respond will be considered voluntary resignation from his/her 
position.   
 
When the employee expects to return to duty, notification will be given to the principal of such intention by 3:00 
p.m.; if possible, on the day prior so that the substitute teacher may be released. 
 
Employees will be entitled to the following leaves of absence each year.   
 
Personal Illness 
School will operate in the best interest of the students.  To carry out this intent, it is necessary that all employees 
perform their regular service without absence.  When an illness or injury necessitates the absence of an employee, 
the following will apply. 

 
Personal sick leave days will be prorated for service.  If an employee needs to use five (5) consecutive personal 
illness days, the District will require a statement from the employee’s physician stating the employee’s fitness to 
return to work and the completion of the Family Medical Leave Act (FMLA) paperwork by the employee’s physician. 
The District will, in each instance, require such reasonable evidence as it may desire confirming the necessity for 
such personal illness leaves of absence.   

 
Teachers will be granted full pay for absence due to personal illness for a period of fifteen (15) days during 
the first and each subsequent year of employment.   
 
Support staff will be granted full pay for absence due to personal illness for a period of the following: ten 
(10) days during the first year of employment, eleven (11) days for the second year, twelve (12) days for the 
third year, thirteen (13) days for the fourth year, fourteen (14) days for the fifth year, fifteen (15) days for the 
sixth and subsequent consecutive years of employment. 
 

Any unused portions will be cumulative to a total of one-hundred-fifty (150) days. Personal illness leaves can be 
administered in one-half (½) day increments.  Personal illness leave is not granted during good cause leave of 
absence. 
 
In the event an employee is injured and receiving Worker’s Compensation, the employee may elect to take sick 
leave, if available.  Prior to the commencement of long-term disability benefits, the employer will provide the 
difference between the Worker’s Compensation salary benefits and the employee’s per diem to the extent of an 
employee’s accumulated sick leave.  Appropriate paperwork must be completed and turned in to the Worker’s 
Compensation Director.   
 
Sick leave will be paid for workdays missed when the employee is unable to work due to a medically related leave.  
In the event an employee’s sick leave is depleted, any additional days requested and granted at the employer’s 
discretion will be unpaid.  Insurance benefits will continue during paid sick leave but not during any unpaid sick 
leave unless required by law. 
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Sick Leave Conversion  
Accumulation of sick leave will be adjusted to reflect any changes, due to transfer, in the length of the contract 
before the transfer and the length of the contract following the transfer. The adjustment will be made according to 
the following formula: Balances will be equated to the hourly equivalency of the new position/assignment.  
Conversion data will be forwarded to the employee by October 1st.  
 
Family Medical Leave Act 
The Family Medical Leave Act (FMLA) provides up to 12 weeks of unpaid, job protected leave with single health 
insurance continued to “eligible” employees for family and medical reasons, as is defined in the federal legislation 
(Board Policy 400.28, Procedures 400.28A & B).  Employees who have worked at least 1,250 hours within the 
twelve (12) calendar months immediately preceding the commencement of the requested leave are eligible.  FMLA 
runs concurrently from the onset of the incident with personal illness, family illness or disability leaves.      

 
In the event the employee is taking Disability Leave or Anticipated Disability Leave, the employee will notify the 
superintendent of the date that the employee desires to take the leave as soon as such information is available, or 
within fifteen (15) days of the date on which the leave is requested to begin.  In the event of pregnancy, notice 
will be given to the superintendent prior to two (2) months or as soon as possible of the anticipated taking of 
disability leave.  Up to six (6) consecutive calendar weeks of personal illness leave will be granted for childbirth.  
The commencement of personal illness leave for childbirth will be the birth of the child or hospitalization prior to 
the birth unless a physician’s statement indicates otherwise.  Additional leave time may be granted for complications 
of the pregnancy or delivery or if additional time is recommended by a physician for concerns related to the mother's 
health.  The employee will be required to submit a physician's statement indicating such a need as well as the 
anticipated return date.   

 
Family Illness Leave 
A maximum of five (5) days leave of absence per school year will be granted for illness in the employee's immediate 
family; this leave will be without loss of pay.  This is not accumulative from year to year.  Up to five (5) additional 
days of leave of absence per school year may be granted for serious illness in the employee’s immediate family 
requiring hospitalization or when the employee’s attendance is directed by a physician at the discretion of the 
superintendent.  Documentation of the hospitalization and/or physician’s orders must be provided.  Part-time 
employees will be prorated for service.  Family illness leave will be administered in one-half (½) day units.   
 
Immediate family will be defined as following: spouse, child, mother/father, brother/sister, grandparent/grandchild, 
and the "step" and "in-law" relationships of the above.  At the discretion of the superintendent, family illness leaves 
may be granted for family members not covered in the definition of immediate family. 
 
Each employee will notify the superintendent or his designee of the necessity for such leave as soon as a necessity 
to take such leave is known. 
 
Disability Leave    
Employees may apply for disability leave based on a medically related disability.  Application for this leave must be 
timely and for potential conditions reasonably in advance of the requested leave.  If granted, available personal 
illness/personal leave will be paid for workdays missed when the employee is unable to work due to a medically 
related disability.  Any additional days requested and granted at the employer’s discretion will be unpaid.  Insurance 
benefits will continue during paid disability leave but not during any unpaid disability leave unless required by law.  
If applicable, disability leave could be granted through the end of the current school year. 
 
The employer may require medical documentation at the employee’s expense to support an employee’s disability 
leave, return from leave, or ability to work prior to leave. An employee may be required to submit to a medical 
examination by a doctor designated by the employer at the employer’s request and expense.  In the event of  
 
disagreement regarding an issue of a medically related disability relating to a leave, a third doctor may be jointly 
selected to render a medical opinion and the employer will pay that expense. 
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When the dates for commencement of medical disability leave or resumption of duties after medical disability leave 
would interfere with the school work and/or instructional program in the opinion of the administration, the requested 
dates may be changed unless to do so would conflict with existing law.  All rights granted under the Family Medical 
Leave Act will be available for eligible employees. 

 
Bereavement 
Employees may be granted up to five (5) days leave of absence per occurrence at full pay for attendance at funerals 
involving immediate family.  "Immediate family" will mean spouse, child, mother/father, brother/sister, 
grandparent/grandchild, and the "step" and "in-law" relationships of the above.    
 
An additional five (5) days of bereavement leave may be granted at the discretion of the superintendent or his/her 
designee for other than "immediate family" as specified in this section.  The additional five (5) days are for the 
contract year and not for each occurrence. 
 
Jury and Legal Leave  
Any employee summoned for jury duty and who is not excused therefrom, or who is required by law to testify in a 
criminal or civil court proceeding, will be released from duty to testify, with pay of regular salary, less compensation 
received for jury duty, when the appearance so required is related to the performance of the employee's contractual 
duties (or is a non-job related appearance in which the employee is not a defendant or plaintiff.)  Jury pay that the 
employee receives during such leave will be turned over to the District minus incidentals reimbursed for mileage, 
parking, etc. Any fees or remuneration the employee receives during such leave will be turned over to the District.  
Evidence for such leave may be requested by the District. 
 
A “Request for Absence” will be completed and approved by the principal and superintendent/designee prior to the 
absence.  When a juror is not required for full-time jury service, he/she is expected to immediately report/return 
for regular work. 

 
Personal Leave 
Two (2) days of personal leave will be granted per year/12 months without loss of pay or deduction from other 
leaves and without stating the reason, to accumulate to three (3).  Application for personal leave will be made in 
electronic form to the employee’s supervisor seven (7) days in advance of the leave, if possible.  Personal leave will 
not be granted during the following:  The first five (5) student attendance days and the last five (5) student 
attendance days of school, days designated for in-service training or teacher workday, including back-to-school 
workshop week, days designated for parent-teacher conferences, days immediately before or after holidays, 
vacations or conference compensation days. 
 
Personal leave will be limited to the following:  

Teachers - No more than four (4) middle school and four (4) senior high employees per building may take 
personal leave on the same day.  Elementary buildings with an enrollment of 250 or more will be allowed two 
(2) employees personal leaves on the same day. Requests will be granted on a first come, first serve basis.   
Paraeducators – will be limited to one (1) paraeducator in buildings with fewer than ten (10) paraeducators, two 
(2) in a building with ten (10) to seventeen (17) paraeducators and three (3) in a building with eighteen (18) or 
more paraeducators.  Requests will be granted on a first come, first serve basis. 
Custodians - No more than one (1) maintenance employee and one (1) custodian per day may be granted 
personal leave at a time.  Exceptions to the above may be made by the superintendent/designee. 
Bus Drivers – No more than two (2) employees per day may be granted personal leave.  Final review of Personal 
leave requested on the specific days listed above can be petitioned to the Superintendent or designee.  

 
Personal leave may be used in ½ increments. Exceptions to these limits may be made by the 
superintendent/designee at his/her discretion. 
 
Temporary Leaves  
Temporary leaves of absence with or without pay may be granted by the superintendent or his or her designee, at 
his or her discretion.  The employee will make written application for such leave at least seven (7) days in advance 
of the occurrence, if possible.  Employees will first need to use all available appropriate leaves prior to being granted 
temporary leave.  Temporary leave requires paying the cost of the substitute.  Paraeducators and Teachers, please 
refer to Worker Rules for further clarification.     
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Professional Development Leave 
Professional development leave may be granted to classified employees for the purpose of attending meetings, 
workshops, seminars, conferences, or any work-related purpose directly related to their assignment.  Application 
for professional development leave must be presented to the superintendent/designee for approval.  It will be 
within the discretion of the superintendent/designee to grant professional development leave.  If the request is 
denied by the supervisor, the employee may file an appeal with the Superintendent. The employee requesting a 
professional development leave day will notify his/her supervisor at least one week in advance of his/her absence, 
if possible.  Professional development leave will be without loss of pay, if granted.  Professional development leave 
is non-grievable.  Out of state travel needs to be Board approved.   
 
Short Periods of Professional Leave 
Short periods of professional leave per school year may be granted upon written request to and at the discretion 
of the superintendent for employees to view instructional techniques or programs, attend conferences, workshops, 
or seminars conducted by colleges, universities, or other educational institutions.  Employees desiring to use such 
leaves will submit a written request at least seven (7) calendar days prior to date of said leave.  This leave is 
without loss of pay. 
 
Once-in-a-Lifetime Leave Without Pay   
This leave may be granted on a limited basis at the discretion of the superintendent or his/her designee.  The 
request must be made a minimum of ten (10) days in advance, when possible, and in writing with the reason 
provided.  (Note Board Policy 407) 
 
Good Cause Leave   
A leave with or without pay and/or benefits for up to one (1) year may be granted at the discretion of the 
superintendent or designee.  Good cause leave is non-grievable.  Individuals on good cause leave may apply to 
renew or extend their leave.  Applications for the renewal or extension of the leave must be submitted to the 
superintendent/designee on or before March 1st.  The individual employee granted such leave to the end of the 
school year will state in writing his/her intention to return prior to March 1st.  This leave must be requested on an 
annual basis and, absent extraordinary circumstances, may be renewed for not more than a total of two (2) years. 
 
Failure to comply will constitute a breach of contract with the District and the individual may be terminated.  An 
individual's ability to continue as a member of group insurance programs by prepayment of the premium will be 
subject to insurance carrier eligibility requirements.   
 
Continuation of Benefits 
An employee granted an extended leave of absence will be provided the opportunity to continue health, major 
medical, and term life insurance, at the established group rate, for a period of twelve months (one year) beginning 
with the effective date of leave, at the employee’s expense. 
 
Extended Illness Circumstances 
If an employee is unable to begin service under the contract because of personal illness or injury on the dates on 
which the contract is designated to begin, the employee will nevertheless be entitled to draw compensation for any 
unused sick leave the employee may have accumulated from prior years of the current year of service with the 
District, pursuant to its regulations thereto, payable at the time regular installments are due under this contract 
notwithstanding the fact that  the employee did not commence actual service under this contract for the school 
year covered therein.   
 

 
Evaluation Procedures  
 

The purpose of the evaluation process is to provide an impartial, just, and accurate assessment of the employee’s 
performance.  Prior to the first evaluation, the District will acquaint the employee with evaluation procedures, 
standards and instruments, and will advise the employee of his/her designated supervisor.  Evaluation of an 
employee will be conducted on a three-year cycle.  
 
Teachers please see Worker Rules for further details.  
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Transfers   
 
All vacancies will be posted on a designated job posting board in each school building, at the Central Office and on 
the District’s website.  Vacancy will be filled by the most qualified applicant, whether the applicant is a current 
employee or new applicant.  The District will post the vacancy for at least five (5) school days during which time 
employees may apply for the transfer.  Administratively the most qualified applicant will be offered position 
thereafter.   
 
Summer Vacancies 
Vacancies for the subsequent school year, which arise during the summer, will be posted on the school district 
website.  There will be a period of seven (7) calendar days to run from the date of posting this vacancy during 
which time employees may apply for the transfer. 
 

Staff Reduction Procedures 
 
Staff 
When in the final judgment of the Board of Education, declining enrollment, reduction of program or any other 
reason requires a reduction in staff; the Administration will attempt to accomplish the same by attrition. 
 
In the event the needed reduction of staff cannot be adequately accomplished by attrition, the Administration will 
base its decision as to resulting contract renewals of the available teachers to do the available work of the District 
on qualifications, experience, and procedures on a priority basis. 
 
"Seniority" will mean length of continuous service in the District from the date of signature on the individual's initial 
contract.  Continuous contract service excludes service as a substitute, short or long term.  Seniority ties will be 
broken by ranking employees according to the last four digits of the employee's social security number with the 
highest number receiving the highest ranking.  A seniority list will be available in the Human Resource Office.  A 
copy will be provided to the Association and a copy will be placed in each work location faculty room. 
Seniority will apply system-wide within staff reduction categories. Employees transferred will retain their prior 
seniority in the District within their new staff reduction category. 
 
Layoff Procedure 

1. The employer will first utilize known attrition. 
2. If determined reduction has not been met, the District will then reduce the employee with the least 

seniority.   
3. The District may override seniority and lay off a more senior employee.  
4. Seniority ties will be broken using the last four (4) digits of an employee’s social security number.  The 

highest number will be laid off last. 
5. On May 1, the District will determine and post known vacancies/positions that will be filled for the next 

year.  Vacancies occurring after May 1 will become part of the staff reduction process at which time 
involuntary transfer procedures will take place. 

6. During summer break, the District will attempt to personally contact the laid off employee regarding any 
vacancies for five (5) work days.  The District will document attempted contacts.  The laid off employee 
must make his/her decision and notify the district within two (2) work days after being notified of such 
vacancies. The employee must keep the district informed of any change in telephone and address. 

7. In the event there are multiple reduced employees and vacancies during the summer break, each reduced 
associate will be contacted, and a meeting will be held with these employees.  A list of all vacancies will be 
provided to these individuals.  In order of seniority each reduced employee will select a position within 
his/her qualifications.  If an individual is unable to attend the meeting, he/she must inform the District prior 
to the meeting what positions he/she is interested in, in priority order. 

 
Recall Rights 
All open vacancies will be posted for five (5) days and filled according to qualifications and seniority before reduced 
employees are recalled to work.  An employee reduced in force will then be recalled to any remaining full or part-
time position in order of seniority, in the reverse order of layoff.  A full-time employee recalled to a part-time 
position will have priority for recall to any additional part-time or full-time position for which he/she is qualified.  
Upon returning to a full-time position, the affected employee is considered recalled. 
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Recall rights will be in effect for two (2) years from the last day of work. The affected employee will at all times 
keep a current mailing address on file in the office of the District's Human Resource office. Employees reduced and 
recalled to a position will be personally contacted to inform them of the position they are being recalled to.  They 
will be informed of the start date, building assignment, and number of hours.  A copy of such notice of recall will 
be furnished simultaneously to the association.  The recalled employee will have two (2) work days after being 
contacted to notify the District if he/she will accept the position.  If the individual refuses the position, all recall 
rights will be terminated.   
 
In the event that there are multiple vacancies as well as multiple reduced employees, a meeting will be held with 
all reduced employees.  The Association will be notified of the meeting.  A list of all vacancies will be provided to 
each reduced associate.  The list will include the building assignment, and the number of hours.  In order of 
seniority, each reduced employee will select a position in which he/she qualifies.  If an individual is unable to attend 
the meeting, he/she must inform the District prior to the meeting the positions he/she is interested in, in priority 
order. 
 
Failure of the employee to respond within two (2) work days or to notify the District prior to the meeting will be 
deemed that the employee has refused the recall offer.  The refusal of a recall offer that meets the terms specified 
in this Handbook will terminate all recall rights for the individual.  However, an employee may waive recall to a 
position which is less than equivalent in time to the position held at time of layoff without severing recall rights. 
 
If recalled, an employee will be revested with unused accumulated sick leave and seniority accrued on the date of 
layoff.  The employee will also return at the rate of pay earned at time of reduction plus any increases gained 
through negotiations.  Staff reduction will not constitute a break in seniority. 
 
All substitute/temporary positions will be offered to all employees on recall, in order of seniority, before any other 
person is offered such a position.  A refusal of a substitute/temporary position will not be seen as a refusal of the 
recall offer. 
 
In the event the District decides to recreate a position that an employee had been displaced from, that employee 
and all others affected by the displacement may be realigned back in to the previous position. The employee may 
also reclaim their displaced position if that position becomes vacant. This movement does not constitute a transfer. 
 
Teachers please refer to Worker Rules.  
 
Reduction in Hours 
The employer may discretionarily reduce the hours of individual employees for reasons including, but not limited to 
the following: adjustments necessitated by changes in special education programming, loss of categorical  
 
funding, adjustments where staffing or service patterns would not readily permit normal staff reduction or other 
non-arbitrary or capricious reasons. 

 
Grievance Process  

 
Every employee, group of employees, or an Association will have the ability to present grievances in accordance 
with these procedures.  
 
A "grievance" is a process that there has been an alleged violation, misinterpretation or misapplication of any of 
the specific procedures or that there exists a condition which directly and adversely affects the health and safety 
of an employee. 
 
A "party of interest" is the person making the complaint and any person, including the employer, who might be 
required to take action, or against who action might be taken, in order to resolve the complaint. 
 
If a grievance is filed by the Association, it will be filed within ten (10) working days of the date of occurrence of 
the event giving rise to the grievance and will contain the information set forth at the second step.  An Association 
grievance will be filed directly with the Superintendent (third step).  The Association or its ISEA representative has 
the right to be present at all levels of the grievance process. 
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Every employee or party of interest will have the right to be represented at any step in this procedure by a 
representative of their own choosing at their own expense.  A representative of an Association, at the employee’s 
request, may be present at steps two through four of the grievance procedure.  In the event the Association is not 
satisfied with the resolution of the grievance that has proceeded through step three, it may become a party in 
interest and pursue the grievance to step four.  If a grievance affects a group, class or employee because of the 
existence of a similar set of facts and issues, the Association may become a party of interest and may submit such 
grievance in writing at step three, and it may process said grievance through the remaining steps of the procedure 
and in conformity therewith. 
 
The failure of an employee to act on any grievance within the prescribed time limits ten (10) workdays will act as 
a bar to any further appeal, and an administrator's failure to give a decision within the time limits ten (10) workdays 
will permit the grievant to proceed to the next step.  The time limits may be extended by mutual agreement, 
however. 
 
Any employee on leave or in reduced status (RIF) will retain all rights under this grievance procedure. 
 
Grievance Procedures  
First Step An attempt will be made by the employee to resolve any grievance in informal, verbal discussion between 
complainant and his/her appropriate supervisor.  The parties will do this during the workday except during 
extraordinary circumstances. 
 
Second Step If the grievance cannot be resolved informally, the aggrieved employee will file the grievance in writing 
with their appropriate supervisor within ten (10) working days of the occurrence, and at a mutually agreeable time, 
discuss the matter with the appropriate supervisor.  The written grievance will state the nature of the grievance, 
will note the specific clause or clauses of the grievance, and will state the remedy requested.  The appropriate 
supervisor will make a decision on the grievance and communicate it in writing to the employee and the 
Superintendent within ten (10) school/working days after receipt of the grievance or the meeting between the 
aggrieved and the appropriate supervisor, whichever is later. 
 
Third Step In the event a grievance has not been satisfactorily resolved at the second step, the aggrieved employee 
will file, within seven (7) working days of the appropriate supervisor's written decision at the second step or the 
exhaustion of the timelines, whichever is earlier, a copy of the grievance with the Superintendent.   
 
Within ten (10) days after such written grievance is filed, the aggrieved and the Superintendent will meet to resolve 
the grievance.  The Superintendent will file an answer within ten (10) school/working days of the third step 
grievance meeting and communicate it in writing to the employee and the Association. 
 
Fourth Step If the grievance is not satisfactorily resolved at the third step, there may be available a fourth step of 
mediation.  The employee and the Association may submit a request in writing to the Superintendent within seven 
(7) working days of the date the decision is rendered in step three or the exhaustion of the timelines, whichever is 
earlier, for the selection of a mediator to hear the grievance. If the Superintendent agrees to mediate, then the 
parties will try to agree on a mediator. If they cannot agree on a mediator, then either of the parties may request 
the Public Employment Relations Board (PERB) to recommend a list of seven (7) mediators.  Upon receipt of the 
list, the parties will meet within ten (10) school/workdays to select a mediator. Each party will then alternately 
strike three (3) names.  The remaining listed person will serve as the mediator.  The grieving party will make the 
first strike.  No grievance may be appealed to this step without the approval of the Association. 

 
The cost of the mediator and expense of mediation will be borne equally by the parties.  Expenses incurred by a 
party in preparation or presentation of the case will be solely at the expense of the party.   
 
If a grievance arises during summer vacation or if the processing of a grievance extends into summer vacation, 
timelines references to “working days” will read “calendar days excluding weekends and holidays”. 

 
Whenever a grievance has been filed at such a time that it cannot be processed through all of the steps of the 
procedure herein so as to be resolved by the end of the school year, and if left unresolved until the beginning of 
the next school year, harm might result, the time limits set forth herein will be reduced so that the grievance 
procedure may be completed prior to the end of the school year, or as soon thereafter as practicable.  Reduction 
of the time limits will be by mutual agreement between the parties. 
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All meetings and hearings under this procedure will be conducted in private and will include only witnesses, the 
party of interest, and their designated or selected representatives. 

 

Ethics  
 
 Listing all forms of behavior that are considered unacceptable in the work place is impossible.  In addition to Board 

policies addressing harassment, discrimination, drugs, and violence in the work place, the following is an illustrative 
but not exhaustive list of employee actions considered to be unacceptable, a detriment to the desired culture of 
the organization, and likely to lead to disciplinary action up to and including termination of employment.  When 
circumstances warrant, law enforcement and/or external regulatory and licensing agencies will be contacted; 
employees may also be subject to personal legal liability: 

 
 Unauthorized possession of district property, or the property of a fellow employee visitor or student; 
 Willful damage or destruction to the property of the district or others; 
 Deliberate misuse of, or unauthorized use of district supplies, materials, equipment, or services; 
 Falsifying or altering district records or reports including one’s time card or the time card of another; 
 Deliberate deception which secures an employee unfair or unlawful gain; 
 Dishonesty, or unethical behavior; 
 Working unauthorized over time; 
 Exceeding the number or length of break periods; 
 Absenteeism or tardiness; 
 Loafing, excessive visiting, engaging in unauthorized personal business, sleeping during scheduled work   

hours, or leaving the work area without supervisor permission or following established protocols for doing 
so; 

 Making or receiving excessive personal phone calls, or other forms of electronic communication; 
 Disobedience, insubordination, failure or refusal to carry out written or oral instructions from a person with 

supervisory authority; 
 Interfering with or hampering another employee’s efforts to fulfill his/her responsibilities; 
 Use of abusive, threatening, or obscene language, or otherwise showing disrespect and mistreatment of  
 coworkers, visitors, patrons, or representatives of outside agencies; 
 Violation of sanitary or safety rules; 
 Unauthorized disclosure of confidential information.  

  

Notification of Arrest, Criminal Charges, Child or Dependent Adult Abuse 
Complaints 
 

Employees are expected to perform their assigned jobs, respect and follow Board of Education policies, and obey 
the law.  In the event that employees are arrested, have any criminal charges filed against them, receive a 
disposition of any criminal charges pending against them, and/or any charges relating to operating a motor vehicle 
while intoxicated or under the influence, they must notify the Human Resources Department within five (5) business 
days.  Employees whose duties require possession of a Commercial Driver’s License and/or who regularly and 
frequently operate District vehicles must report all charges and citations, including traffic tickets such as speeding 
tickets.  Employees will be responsible for the payment of a fine, penalty, or ticket incurred while operating a District 
vehicle.  Other employees need not report such traffic tickets.  
 
Employees must notify the Human Resources Department of any child or dependent adult abuse complaints filed 
against them.  Employees must notify the Human Resources Department regarding the findings in any complaint 
against them alleging child or dependent adult abuse.  The Human Resources Department should be notified of 
any complaints and findings within five business days of notification to employee.  
 
Information relating to arrests, criminal charges and abuse complaints shall be treated as confidential and shall be 
maintained as part of the employee’s personnel file.  
 
Employees who do not notify the District as required by this policy may be subject to disciplinary action up to and 
including termination.    
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Anti-Bullying and Anti-Harassment 
 
The District is committed to providing all students with a safe and civil school environment in which all members of 
the school community are treated with dignity and respect.  Bullying and/or harassment of or by students, staff 
and volunteers is against federal, state and local policy and is not tolerated by the board.  Bullying and/or harassing 
behavior can seriously disrupt the ability of school employees to maintain a safe and civil environment, and the 
ability of students to learn and succeed.  Therefore, it is the policy of the state and the District that school 
employees, volunteers and students shall not engage in bullying or harassing behavior in school, on school property 
or at any school function or school-sponsored activity.   
 

Anti-Retaliation  
  

No one shall retaliate against an employee or student because they have filed a harassment/bullying complaint, 
assisted or participated in a harassment investigation, proceeding, or hearing regarding a harassment charge or 
because they have opposed language or conduct that violates this policy. Individuals who knowingly file false 
harassment complaints and any person who gives false statements in an investigation shall be subject to discipline 
by appropriate measures, as shall any person who is found to have retaliated against another in violation of this 
policy. Any person found to have retaliated in violation of this policy shall be subject to disciplinary action. 
 

 
Substance Free Workplace 

 
Alcoholic beverages, illegal substances, and legal substances used illegally shall not be consumed at any time during 
the employee’s work shift.  It is in violation of District worker rules for an employee to report to work in an unsafe 
condition, or in a condition which impairs the employee’s judgment or performance of job functions due to the use 
of alcohol or other substances.  Unauthorized possession or use of alcoholic beverages or other substances during 
work hours, while on district time or property, or while engaging in District business will result in discipline, including 
immediate dismissal.   

 
Equal Opportunity Employment  
 

It is the policy of the Fort Dodge Community School District not to discriminate on the basis of race, creed, color, 
ancestry, age, gender, sex, sexual orientation, gender identity, national origin, disability, physical attributes, 
religion, political party preference, political belief, socioeconomic status, veteran’s status, actual or potential 
parental, family or marital status in its programs, services, and employment practices. If you have questions or 
grievances related to this policy, please contact Marcy Harms, Director of Student Services, Central Administration 
Office, 104 South 17th Street, Fort Dodge, IA 50501, (574-5678) or contact the Civil Rights Midwestern Division for 
U. S. Department of Education Office, 500 W. Madison Street, Suite 1475, Chicago, IL 60661-4544. (Alternate for 
Section 504 is Lis Ristau, Director of Special Needs, 515-574-5675). 
 
Affirmative Action Coordinator  
The District’s Compliance Coordinator for Affirmative Action is Robert Hughes, Assistant Superintendent, who can 
be reached at 574-5657 or 104 South 17th Street, Fort Dodge, IA 50501. 
 
Physical/Sexual Abuse Investigator  
The District’s Designated Investigator of Physical/Sexual Abuse of Students by School Employees is Marcy Harms. 
She can be reached at 574-5678 or 104 South 17th Street, Fort Dodge, IA 50501. The alternate is Corey Moody. 
He can be reached at 574-5469 or 819 North 25th Street, Fort Dodge, IA 50501. 
 
Harassment Investigator  
The District’s Officer for Harassment Complaints and Allegations is Marcy Harms, Director of Student Services. She 
can be reached at 574-5678 or 104 South 17th Street, Fort Dodge, IA 50501.                                  0117 
 

 
 



23 
 

Resignation or Request for Termination of Contract 
  

Hourly employees are expected to give at least two weeks written notice should they decide to terminate their 
service.  Staff is discouraged from ending employment mid-year.  Certified staff seeking to resign for the upcoming 
year need to give notice as soon as possible upon determination within 20 days after their individual contract is 
issued.  If the resignation is after the contract due date, a release will be contingent upon of finding a suitable 
replacement and or reimbursing the district 2% of base wage.  Late fee payment will be a condition before releasing 
the employee from the contract.  Certified staff cannot enter two contracts according to Board of Educational 
Examiners.  
 

Early Retirement  
 
The Board of Education will make considerations on an annual basis of an early retirement plan based on previous 
year’s language.  Ten years of consecutive years of service and 55-years of age.  See Worker Rules for calculations.     
 

Checklist of Orientation Forms/Needs for New Employees  
The following forms should be filled out and turned in to Human Resources Office: 

1. Employment Forms   
2. IPERS Membership Information Sheet 
3. Payroll/Direct Deposit  
4. Insurance  
5. Family and Medical Leave Act Physical  
6. Technology Agreement   

The District supports staff members with the following trainings: 
1. Hazardous Chemical Workshop (This is offered during pre-school conference week.) 
2. Bloodborne Pathogens Workshop (This is offered during pre-school conference week or online.)  
3. Chapter 103 Training (This is offered online)  
4. Child Abuse Identification and Reporting Class (This is required for Certified Administrators, Teachers & 

Paraeducators).  (This is offered during pre-school conference week or available to take online.)  
5. Asbestos Awareness Training (This is a requirement for Custodial/Maintenance – Training by Supervisor). 


