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1.2

1.3
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Article 1

ARTICLE 1
RECOGNIDN

Nondiscriminationin Employment

VISION AND MISSION DFISTRICT

We support the following Vision and Mission of Colorado Springs School District No. 11 (the
G5AAGNROGED A FTR2LIGSR o0& GKS . 2FNR 2F 9RdzOl
District Vision

Every student will be prepared for a world yet to be imagined.

District Mission

The District will provide excellent, distinctive educational experiences that equip students for
success today and in the future

EDUCATION SUPPORT PROFESSIONALS VISION/MISSION

ESP Vision

9RdzOF G A2y { dzLJLJ2 NI t NB F S & a Ardl ewafedess byieddouragiog ¢ A f f
respect, autonomy and professionalism while enhancing the total educational program.

ESP Mission

ESP are professional and skilled employees representing diverse job families. The ESP are
dedicated to empowering and fosteringlationships, supporting personal and professional

growth, while demonstrating integrity and trust to enrich a learning and working environment.

EDUCATIONAL PHILOSOPHY

We believe the District shares certain obligations with #hé dzR &wjily, €hé community,

and other organizations and institutions in our society. These shared obligations are to provide
opportunities and encouragement for students to develop their intellectual, moral, social,
creative, vocational and physical potentials to the leigth possible degree within an
environment conducive to positive seéffiage, attitudes and behavior. We also believe the
District shares in the obligation to transmit knowledge and appreciation of our American
heritage and ideals that contribute to consttive citizenship and a national unity enriched by
cultural diversity and responsible dissent.

GENERAL STATEMENT OF UNDERSTANDING
The District is the primary employer of ESP, and the ESP employees owe certain responsibilities
and obligations to the Distd.

The Board is the governing body of the District and possesses certain powers and duties under
the Constitution and the laws of the State of Colorado, which may not be delegated, limited,
or abrogated by policies and procedures. The Board has thasdlexclusive right to exercise

all functions of management within the scope of the law.

The ESP Handbook is not intended to create, and should not be interpreted as creating, an
express or implied contract, including a contract of employment. The ES#botk also is

not intended to create, and should not be interpreted as creating, property rights, privacy
rights, rights to due process, or other contractual or constitutional rights.

The Board and Superintendent retain the power to modify the provisibtize ESP Handbook

after discussion with th&xecutive Committee and thmeet and confer temn.



15

1.6

1.7

Article 1

9{t NSt fal SY LI’ 2 & S Sdetinéd uhdar Caldtadailawiiaadtdfdingly their
employment can be terminated by the District, in its discretion, at any time, with or without
advance notice, and with or without cause. ESP also are free to resign from employment at
any time and for any reason.

The Board seeks to cquly with state and federal laws prohibiting discrimination on the basis

of race, religion, color, national origin, sex, sexoakntation, gender identity, gender
expression, transgender statusge, disability, marital status and membership mmon-
membership in any employee organization.

This ESP Handbook is a cooperative effort between the District and ESP empiiyedsSP
Council President and Department of Human Resources shall both maintain an electronic
version of the ESP Handbook.

ESRCOUNCIL

District PolicyBG, School Board of Education Policy Process and Colorado Springs School
District 11 Board of Education Operating and Procedures Mahal apply if some other
organization seeks to challenge the designation of the ESP Council.

SUPPORT STAFF ORGANIZATION

The Board hereby acknowledges the ESP Council and establishes the ESP Council as the
channel of communication between the Board and ESP employees. The ESP Council is the
FSRSNI GA2y 2F 2NBEI YAT I (A 2 yénistiation td disaugsSvdgesy, | Y R
benefits and other terms/conditions of employment.

RELEASE TIME FOR ESP COUNCIL PRESIDENT

The ESP Council Presidency postitilhbe considered @romotion and afull-time position
GAGE SR a9 {t .¢AlBdcAtbri SuppdiPiofesRiénylsielected to the office of ESP
Council President are released form their regular positions during their term in office. The
position in office is a three (3) year term. The ESP Council Presidentatkad minimum of

200 daysor no less thartheir current contract dayper year The ESP Council Presideuilt

be assignedo the Specialist Job Famibalary scheduleThe employees new rate of pay will

be an increase as a result of their promotiolmhe employee will wrk eight hours per day
during the school year. Additional hours worked are to be determined byAgmstant
Superintendenbf Personnel Support Services and the ESP Council Presidéstmay cause

the employee to earn overtime or additional pay.

During the term of his/her office, the ESP Council President will receive all compensation to
which he/she would be entitled as an employee of the District as determined by the Board. In
addition, beginning in the 20001 school year, the PresideRiectof the ESP Council will
receive a stipend of $100.00 per month, less applicable taxes and other withholdings, for every
month he/sheeachoccupies his/her respective office.

Upon completion of his/her term, the ESP Council President shall be returnéz teame
position at the same site at the time the release commenced (if such a position still exists)
unless the ESP Council President agrees to waive this Hglich position no longer exists, a
comparable position will be offered.The ESP CounciteBident will not lose years of
service/experience steps when returning to their former/comparable position.



Article 1

1.8 PRIVILEGES OF ESP COUNCIL
The ESP Council will have the privilege of using available school facilities at reasonable times
for ESP Coundilisiness meetings at no cost.
¢CKS 9{t /[/2dzyOAf gAff KIGPS GKS LINAROGAT SIS 27F dz
mailboxes to distribute workelated communications to employees.
To the extent that bulletin boards are available withifaaility for ESP Council use, the ESP
Council will have the privilege of posting notices of its activities and matters of organizational

concern.
Adopted: September 1993
Revised: June 1995
Revised: June 1996
Revised: June 2000
Revised: April 2001
Revsed: May 2004
Revised: June 2005
Revised: May 2007
Revised: June 2010
Revised: May 2011
Revised: May 2012
Revised: May 2013
Revised: May 2014
Revised: May 2015
Revised: May 2018

Revised: May 2019
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Article 2

ARTICLE 2
EMPLOYMENDEFINITIONS

PURPOSE
This article is to define categories of employees and to define their trial period.

DEFINITIONS
ESP are staff members employed by the Board upon recommendation of the Superintendent.
ESP are considered nexempt employees as defingd the Fair Labor Standards Act and are
compensated at an hourly rate.
221 AFULTIME REGULAR EMPLOX&Ks six (6) hoursr more perdayand is eligible
for full employee benefitspursuant to Article 5
2.2.2 A PARTTIME REGULAR EMPLOWRBEs anythingess tha six (6) hours per day
Such employees shall receive pro rata sick leave and visitation leave, as well as the
opportunity to use accumulated sick leave days as personal leave days based on the
number of hours worked dailgursuant to Article 13They arenot entitled to any
other benefitspursuant to Article 5
The following are casual labor employees and are not subject tgitbesions of this ESP
Handbook:
2.2.3 A TEMPORARY EMPLOMESsigned a specific position and works a varied number
of hours and is ot eligible for all available benefiirsuant to Article 5
A TEMPORARY OIMB-ONE EDUCATIONAL ASSISTAMIKing at least six hours
per day, who has completed two (2) consecutive years of service by July 1 will be
changed from temporary status to regulatatus and will have full rights and
privileges of a regular status employee. The original hire date as a six hour
1:1 Educational Assistant, will be used as the seniority (hire) date as a regular status
employee.
2.2.4 A PARTTIMEemployee who works fewer #n four (4) hours per day in one position
is not eligible to receive any employee benefits including sick |eawesuant to
Article 5
2.25 A TRAINEE in TRANSPORTATION or SUBSTITUTE for FOOD SERVICES or SUBSTITUTE
in OPERATIONS a substitute for any other position works varied hours per day and
is not considered a regular status employee awilll only receive benefits pursuant
to Article 5

DATE OF HIRE

Effective July 1, 1996, if a Temporary or Pame Regular Status Empéayis hired as a full

time regular status employee without having a break in his/her consecutive service, his/her
date of hire will be the date he/she was first employed as a temporary ortpae regular
status employee with the District. Employees wilaontinate and return to the District will
have a new seniority date. In no case shall the date of hire be earlier than July 1, 1996.
231 Employment Date and Seniority

An ESP can have both a hire date and a seniority date. The hire date is typically
when the employee was originally hired as a regular status employee into the
District.
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Article 2
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defined in2.2.1 and 2.2.2 and may be the same as the hire date. In some cases,

as pursuant to Article 2.2.3 and 2.3, the seniority date may be adjusted to match

the original hire date.

¢tKS 5Aa0GNROG OFtOdzZ GSa Iy SyLX2eSSsSQa a:
original hire date minus any unpaid leaves pursuant to Article 14.0 and

applicable law. The Seniority date is used any time an ESP employee is subject

to a staff reduction as defined in Article 9. The seniority date is also used when

OF £ Odzt I (i A y 3 sehiofity Gisualit & ArBc 06.3.

Effective July 1, 2015, an employee who has resigned from the District and is
rehired within 180calendar days will resume his/her seniority status minus any
calendar days not employed by the District. The employ#le®gain his/her
previous accrual rates and balances for sick leave, personal leave and vacation
leave accrual at the time of separation. The employee will not be required to
serve an 8Qay trial period when the employee is rehired into the same job
family. When an employee is rehired into the District within 180 calendar days
into a new job family, an employee will be required to serve a nexdagtrial
period.

TRIAL PERIOD

The trial period for all persons newhred into the District as regulauli-time and regular
part-time ESP or hired as regular status employees from a temporary position will be from the
first day of employment in a new job through the'8®&orkday of employment.

Newly-hired school year employees without 8forkdaysremaining in the year will have the
trial period continue into the next school year. Temporary employees moving to a regular
status position will start the trial period the first day of employment as a regular status
employee. The date the employee comigls trial status will be stated on the Statement of
Employment Procedures, Education Support Professionals.

During the 89workday trial period, an employee should be evaluated at 30/60/89 day
intervals.

24.1 A current ESP employee who transfers garamoted to an alternate ESP
positionwill not be required to serve a new 89 day trial period.

2.4.2 Pursuant to Article 2.3.1,naemployee will not be required to serve an-88y trial
period when the employee is rehired into the same job famiyhen an employee
is rehired into the District within 180 calendar days into a new job family, an
employee will be required to serve a new-88y trial period.

September 1993
June 1996
June 1997
June 1998
April 2001
May 2002
May 2004
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3.2

3.3

Article 3

ARTICLE 3
WORKING CONDITIONS AND SCHEDULES
RESPONSIBILITIES
The employee shall be responsible to tBepervisingAdministrator or Department Head to
whom he/she is assigned.

The employee shall perform such duties and responsibilities as assigned by the immediate
Supervisor or Administrator withithhe scope of jokrelated duties.

The employee shall be responsible for the proper care and use asaigned equipment.

The employee shall report to work on time and remain during working hours. An unsatisfactory
attendance record resulting from frequerabsences and tardiness may be the basis for
disciplinary action or termination. (Refer to Articles 7 and 8)

The employeewill notify his/her Supervising Administrator or designee as directed when
unable to report to work. This call must be made asyead possible for thatvorkday. In
addition, the employee will report absences to thesence reportingystem Transportation

and Food Service employees who work less than 260 days are not required to report absences
to the absence reporting system amdll use their standard reporting protocol.

The employee shall be responsible for notifying his/her Supagvigddministratoror the
designeeand entering the information into PeopleSoft Self Service, and the Accounting Office
as soon as possible of apijpjange of address, telephone number, and any other pertinent
Information. If there is no/limited computer access, an employee may contact Human
Resources tenter thedata

An employee, who is charged with any criminal offense other than a minor taiféase,

must notify his/her immediateSupervitng Administratorand the Department oHuman
wSaz2dz2NOSa gAIGKAY ny K2dz2NBE 2F 60SAy3 OKINHSRO®
License as part of his/her job must report all criminal offenses, including minor traffic offenses,
to his/her immediateSupervigng Administratorand the Depament of Human Resources
within 48 hours of being charged. Depending on the circumstances, the District may take
employment action against an employee so charged, up to and including dismissal. If the
District places the employee on administrative leasmagh leave shall be with pay. Failure by

an employee to notify his/her immediate Supervisor and the Department of Human Resources
accurately of all charges within the allotted time may result in disciplinary action or
termination.

WORK WEEK

The regulaworkweekwill beginat 1200a.m. eactSunday Fulktime regularemployees may

be employed for30 to forty (40) hoursper weekas determined byhe District needs.Part

time regular employee will normally work more than 20 hours by less than 30 hours per week.
Any hours beyonthe scheduled workveek must be approved by the approprigdepervising
Administratoror designee.

REST BREAKS AND LUNCH PERIODS
The lengthof the day and the assigned start time will determine rest breaks. An employee
working six (6) or more consecutive hours per day will have two (2) paid rest breaks of fifteen

7
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3.5

Article 3

(15) minutes duration each: one in the first half of the workday, the other énséécond half.

An employee working four (4jours or more butess than six (6) hours will have one (1) rest

break, and an employee working less than four (4) hours will have no rest break.

The lunch period is generally not considered part of the schedutellday, and the employee

is therefore not entitled to compensation for that time. However, the paid rest breaks are

considered a segment of the working day for employees. Rest breaks are not cumulative.

3.3.1. When the scheduled work shift exceeds more than five consecutive hours of work,
an ESP employee shall be provided with at least a 30 minute duty free lunch period.
(An employee working continuously for five (5) hours or less is not entitled to a lunch
break, however, it may be requested and approved by the supervisor/department
on a case by case basis if the employee wishes to have an unpaid lunch period.) ESP
have the right to leave the school during the duty free lunch perimdthe case of
anSYSNHSyOe o60GKAa AyOfdzRRSa YFGGSNAR GKI G
lockdown, fire drill, etc.) ESP staff may be asked to remain in the building, however,
an alternate lunch period would be arranged or appropriate compensation would be
provided No ESP shall be deprived of his/her break or full lunch allotment as a result
of being assigned to and traveling between two or more schools.

REGULAR HOURS

All regular fultime and regular partime employees shall be scheduled to work on a regular
work shift, and each work shift shall have a regular starting and ending time. The
Administration shall determine the work schedules, which include the building(s) and shift
(hours) to be worked.

All Food and Nutrition Services hourly employees wiletagtandard schedule/work shift. In

the event that the employee completes the work shift prior to the end of the shift and
voluntarily requests to leave prior to the end of the shift, the request may be granted with
approval by the supervisor (Kitchen NMager and above). The employee will be paid only for
hours worked and will not be docked or required to use accrued leave time. The use of
personal leave, sick leave or leave without pay is to be followed as outlined in Article 13 &
Article 14.

WORK BY
Eight (8) consecutive hours of work, except for interruption by lunch period, within a twenty
four hour period shall constitute a regular work shift, except where a work schedule has been
established for fewer hours or due to unusual job requirements.
Qmmer schedules that reflect a follF @ 62 NJ 6SS1 Sljdzrt G2 GKS
weekly hours shall be paid according to the reguéde of pay.
3.51 STAFF MEETINGS
An ESP employee who attends a staff meetngside of his/her regular work
schedulemust be paid for the time whether the staff meeting was voluntary or not.
Compensation will be his/her hourly rate of pay for the time attendmdess the
staff meetingcauses the employee to go into overtiprag which point theovertime
will be paid atone and onehalf. Employees who are eligible to earn overtime can
choose to be paid for his/her time or earn as compensatory time
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3.8

3.9

Article 3

SUMMER WORK SCHEDULES

During the summer, X2honth employees may be allowed to work a flex schedule, Monday
through Friday on a fourday workweek, working scheduled hours, if approved by the
Division/Department Head

An employee hired in one position should not be transferred to another position for a period
of more than one week except in an emergency, without follovidiggrict policies, regulations
and procedures.

WORK RELATED EMAND TECHNOLOGY
All ESP employees are provided with a District #11 staff domain account and a work email
address.

An ESP employee shall be allowed to check his/hervadated emaifor a reasonable period
of time during a scheduled workday, not including the break periods or lunch.

LENGTH OF SUPPORT STAFF SCHOOL YEAR
The district may unilaterally elect to extend the employment year of certain educsiipport
personnel to a yar round position to facilitate the educational needs of the district.

The district shall give at least two weeks advance notice of the effective date of the extension
of an employment term for an employee.

If the extended employment year results in adship to the individual employee, the district
shall provide assistance to the employee in finding anotbguitable position within the
District,including making the employee aware of other possible aviglpbsitions

Staff members whose employmengaris extendedto year round statusshall be entitled to

all normal paid holidays occurring after the effective date of the extension and to a prorated
share of vacation days for the balance of the fiscal year based on the number of days remaining
in the fiscal year as compared to the toyalar round number of days worked. For purposes of
this computation, the number of days worked shall be determined by reducing the days in the
year by weekends and permitted vacation and holidays.

RECESS DUTY/LUNCH DUTY/BEFORE & AFTER SCHOOL COVERAGE
ESP staff who are scheduled or requested to provide recess duty coverage will be
provided with the appropriate tools to ensure safety for students and staff. This will
include but is not limitd to: outside access to the building via keys and/or Sonitrol cards
and a communication device for emergency communication. It is recommended that a
minimum of 2 staff members provide group coverage at any given time with the ability to
adjust additionabtaff based on need.
ESP staffvho are scheduled or requested to provide lunch duty coverage will be provided
with the appropriate tools to ensure safety. It is recommended that a minimum of 2 staff
members provide group coverage at any given time i ability to adjust additional
staff based on need.
Before and after school coverage will follow the same guidelines as referenced in Article
4.3.4. Temporary Class coverage.
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Article 4

ARTICLE 4
PAY ADMINISTRATION

PAY RATES

The Board recognizes that attractive compation plans, which includedequate salary and
employee benefitsare necesary to attract and retain welfualified employees to deliver
quality educational services.

The Board has approved seven falilies, each with assigned job titles, pay grades and salary
ranges for ESP: Food Service, Maintenance, Instructional Assistants, Clerical, Specialists,
Transportation, and Crafts.

All ESP employees are paid at an hourly rate of pay.

260¢ day employe

Employees who are in a 12 month position are paid monthly based on their hourly rate times
the number of daily work hours times 52 weeks divided by 12 months.

173226 day employee (excluding food service workers)

Employees who work less than a-tidnth position receive stretch pay. Employees who
receive stretch pay are paid a monthly salary based on their hourly rate times the number of
daily work hours times the workdays in the position divided by 12 months.

Pay Date (excluding food service workers)

ESP employees (excluding food service workers) are paid monthly on the first of each month.

L¥ GKS TFANRG 2F GKS Y22yaGK TFlrtta 2y | 6SS|1Sy
available on the following busise day.

Food Service Workers (excluding 12 month positions)

Foodservice workers are paid twice a month based on an hourly rate of pay times the number
of hours workedper dayduring the ®'through the 1% of the month and from the 16through

the 315 of the month.

Pay Date Food Service (excluding 12 month positions)

Food service workers are paid semonthly on the #and 1% of each month. If the stor the

15"2F GKS Y2y iK Frffta 2y I 6SS{SYR 2Nlekef ARI &3
following business day.

Employees will have thpaycheck deposited into a financial institution of his/her choice or
0KNRdzZAK (KS 5AaGNROGQa FAYIYOALT Ayalburaddziazy

41.1 STEP SALARY SYSTEM

1. Beginning with the 2012015 school year, Education Support Professional employees
shall be placed on a newly created twenty five (25) step compensation system.
Placement for current Education Support Professionals employed during the22043
school yeawas based upon the number of completed years of service (seniority date
was used to calculate number of completed years of service) up to a maximum of step
thirteen (13), which is the midpoint of the new system. Exceptions for current
employee step plaament include the following rules:

11



Article 4

a. 2 KSY 'y SYLX 28SSQa OdaNNByd NI GS 27F L
placement, the placement was made to the closest step to the current
rate of pay but not lower than the current rate of pay.

b. 2 KSY |y SYLXtea 6f pay was GrdadeiNian step thirteen
(13), the placement was made to the closest step to the current rate of
pay but not lower than the current rate of pay.

C. If the newly created twenty five (25) step compensation system showed
GKF G Iy s8urredf rateofpdywas above the maximum step,
0KS SYLX 2 2G5NIGf IR NBYRR gAff y20 NBOS,
increase, but instead will receive a otime, nonrecurring two (2%)
increase in the 2012015 school year.

2. Inrecognition of longevityof the 20142015 school year, if an employee has betweerg 20
24 years of experience, the placement will be one additional step. If an employee has 25
years or more of experience, the placement will be two additional steps.

3. Employees on transition in sobl year 2014015, will receive a orme, nonrecurring two
(2%) percent payment only.

4, For20144 nmp aOKz22f @SIFENE AF Iy SYLX 28S8SQa I yydz f
will be provided a ong¢ime, nonrecurring two (2%) percent payment ingition to the step
placement.

5. Subsequent movement on the step system will occur by one step per year annually pending
funding availability.

4.1.2 NEW HIRE PROCESS

1. Employment, assignment and salary placement, should be in accordance with
job description requirments.

a. A salary and work history is required. These statements shall indicate
both total salary and standard rate of payd. daily, monthly, or hourly,
number of hours and days worked).

b. Any newly employed Education Support Professional will be placed on
the twenty five (25) step system. Each step represents two years of
experience, based upon equivalent experience.

a. The maximum amount of years of experience granted 209
years of experience, which is equivalent to step ten (10).
4.1.3 PROMOTIORROCESS

1. A promotion occurs when an employee is placed in a higher pay grade, except
in cases of position reclassification or general salary structure changes.

2. Compensation changes as a result of promotion are effective at the beginning
of a school year aat the beginning of the next pay period following the official
appointment date designated by the Superintendent.

3. Initial salary rate in the new pay grade range will be determined according to
the following guidelines:

a. Current salary rate and pay gradethorized and paid on the effective

date of the promotion is the base for determining a new rate.

b. The new salary rate shall be equal to or greater than the minimum rate

for the new pay grade and shall not exceed the maximum rate for the new pay

grade.

c. When an employee promotes to a higher position, the salary will be

based on the employees new pay grade, years of relevant service experience,

dzLJRF 6§ SR NB&adzyYS FyRk2NJ | LILX AOF A2y LT
higher than the step placement theyill be placed on the next closest step to
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Article 4

their current rate of pay, but not lower than the current rate of pay. Other
factors may be considered when setting salaries as determined by the
Department of Human Resources.

4.1.4 VOLUNTARY TRANSFER OR DEMOTION

1.  Ademotion occurs when an employee is placed in a lower pay grade, except
in cases involving a position reclassification or general salary structure change.

2. Compensation changes, as a result of a demotion, are effective at the
beginning of the next pay penio following official notice by the
Superintendent or his/her designee.

3. An employee who demotes pay grade(s) shall be placed on the new salary
grade based on years of relevant service experience, updated resume and/or
application. Other factors may be codeied when setting salaries as
determined by the Department of Human Resources.

4.1.5 INVOLUNTARY TRANSFER TO A LOWER PAY GRADE

1. When an employee is given an involuntary transfer resulting from a
demotion to a lower pay grade positioe.¢. unsatisfactorwork performance
and/or misconduc}, the lower level salary should occur upon the first day of
the new assignment.

2. When an employee is given an involuntary transfer not resulting from a
demotion to a lower pay grade positioe.(.reclassificatioror restructuring),
the lower level salary reduction should occur 60 workdays following the
transfer.

3.  An employee who involuntary transfers shall be placed on the new salary
grade based on years of relevant service experience, updated resume and/or
application. Other factors may be considered when setting salaries as
determined by the Department of Human Resources.

4.1.6 LATERAL TRANSFERS

If an employee transfers from one position to another position in the same pay

grade, there will be no change in pay @rtbe positions are of equal value on the

pay grade scale.
4.1.7 TERMINATION

4, In the event an employee does not complete the work year, the employee will
be paid to the date of termination.

5. When an employee retires, resigns, is granted a leave of absence oerhis/h

SYLX 28 Ysyu A a uSNJ{)\yI SR 0ST2NB (KS
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the last day of work.

b. An employee whose employment has been terminated will be paid on
the next regular pyday and following the approval of the personnel
recommendations with the Board of Education. In the case of a
NEGANBYSyYyGz NBaAdayliGA2y> 2N €SI @S

shall be paid no later than the next regular payday.
c. ¢ KS 5 AshdieNdk iBsiirenges will cease and issuance of the final
paycheck will occur at the end of the month of the last day worked.

4.2 ANNUAL INCREASE
See Appendix A.

4.3 PAY DIFFERENTIAL

13
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Article 4

4.3.1 SHIFT WORK

4.3.2

Employees starting their normal shift between 12:00 p.m. noon and 11:59 p.m. shall
0S 02y aiRSNBR Differerifid pay for INi§HBetsghyiebviilldnclude a
paid thirty-minute duty free lunch period, which is included in their scheduled
workday. Therefore, as a result of this paid lunch period, night personnel shall not
be allowed to leave the building/siteill shift work employees are entitled to breaks
pursuant to Article 3.3. Night shift employees that are assigned to two or more
locationswill be granted reasonable travel tinmutside of breaksand will havea

duty free thirtyminute lunch at one of the assigned locations. Employees starting
their normal shift between 12:00 a.m. midnight and 11:59 a.m. shall be considered
GRIF&¢ LISNA2YYSt o

CROSSING GUARDVERAGE

Crossing Guard coverage requires current certified trainiigouldit be necessary

for an employee who was not hired as a crossing guand is currently certifiedto
O2@SNJ I /| NP & a xomaendatimwiNbe QisiherRedpiiak Kodrly rate of
pay, and in addition the employee will recette regular Crossing Guard hourly rate
Employees who provide this coverage are not required to work additional time to
make up lost time in his/her regular position due tovering the Crossing Guard
duties. If a trained Crossing Guard is not available, Risk Related Activities
Departmentneeds to be notified by the building Administration.

4.3.3 EMERGENCY SUBSTITUTE

434

Should it be necessary for an employee to provide coveragenwdn certified
substitute is not available, compensation will be his/her hourly @t@ay, and in
addition the employee will receive the hourly rai@und in the ESP Clerical Family
Salary Schedule Pay Grade Level C1 minimum salary rate, divided loyrther rof
employees covering the absence. An ESP should always be supervised by a licensed
employee who is within the vicinitylf an ESP employee has a tea@sdicense,
compensation will be his/her hourly rate of pay, and in addition will recéiee
current licensed substitutbourlyrate of pay.

TEMPORARY CLASS COVERAGE

When temporary class coverage is requested of an ESP employee, and after approval
from the Principal/Administrator, clear communication from the licensed staff
employee should occur which would include the following: how long he/she
anticipates to be awa from the classroom and taking care of other work related
business, the reason for the other business and the location of the teacher in the
event of an emergency situation. The licensed staff will also include communication
to the ESP employee to defiiee other licensed professional that would provide

the supervision in his/her absence; which is generally a licensed staff that is next
door or across the hall. ~ Any concerns may be addressed with the
Principal/Administrator.

4.3.5 OUT OF CLASS PAY

1.

ESP areligible to receive additional compensation when acting in a hidgezl
Education Support Professiongdosition for more thanfive (5) workdays
consecutivelyCompensation will be his /her hourly rate of pay, and in addition the
employee will receive aadditional ten percent (10%) of their current rate of pay
for each hour worked in the higher level positionminimum of thepayrangefor

the position coveredwhichever is higher. The Department of Human Resources
shall be responsible for determinindgié rate of pay upon receipt of written
notification from the Supervisor.

14



Article 4

2. Hfective December 1, 1998, food service employees are eligible to receive
additional compensation when acting in a higievel position beginning the first
day in the acting pagon when it is done for an entire shift. This is not included in
circumstances that require for partial coverage for the day on an hourly basis and
the pay is granted when the entire shift is covered. The higher level of pay would

be equaltotheactind YLX 28S5SS5Qa8 Od2NNBy (i K2dz2NI & NI 4GS

the minimum hourly rate of the different job grades.d.A Kitchen Asistant acting
as an Elementary Kitchen Manager would make the additidifidrence in the
rates of payper houn.

3. ESP wb provide coverage when a certified substitute is not available will follow the
guidelines as referenced in Article 4.3.3 Emergency Substitute.

4. ESP may be eligible to receive additional compensation when acting in a-higher
level Executive Professionabgition for more than five (5) workdays with prior
approval by the Superintendent. In the event that there is an extended leave by
the Executive Professional, the Superintendent/designee will work with the
appropriate division head and supervising adntiai®r to create a department
coverage plan and compensation for the ESP for the term of the leave and will
communicate with the ESP Council President or designee.

4.3.6 VEHICLE INSURANCE COMPENSATION
An employee, whose position regularly requires tfasportation of children in the
SYLX 28S8SSQa 26y @SKAOES |a LINI 2F (GKS
compensation of $20.00 per montin addition to his/her regular wage and mileage
reimbursement. This amount is provided for the employeg@tiochase additional
vehicle insurance. Proof of additional insurance must be provided to Risk
Management.

4.4 OVERTIME

Should it be necessary far nonexemptemployee to workin excess of 40 hours in a work
week, the employee shall be compensated & tFair Labor Standard Act requires. All ESP
(non-exempt) employees shall record all time worked.

441 Gl 2dz2NB ¢62N) SRé Aad RSTAYSR Fa Ittt GAYS RdzNA
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hours and paidistrictclosure hours will be considered hours worked for purposes of
overtime calculation. Unpaid holiday hours, unpBigtrictclosure hours, vacation and
sick time hours will not be considered hours worked.
G{ dzLJISNIZA & 2 NE A &, oRPfofedsigralRdntingstrator at tiéJngin@dger_J-
level or aboveor others designated in writing by a Division Head.

~

z
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week.
The establishedvorkweek begins at 180 a.m. on Sunday and ends Bt:59 p.m.
on Saturday.

4.4.2 Prior to working anyovertime or additional hours, an employee must have prior
approval from the supervising administrator, with the exception of unintended
extenuating circumstares, emergency situations and/or circumstances of unplanned
events. Any questions or concerns regarding approval are to be addressed first with
the supervising administrator.

4.4.3 Effective July 1, 2019, neexempt employees shall not be eligible tccrue
compensatory time. All extra hours or overtime shall be paid to employees. In addition,
the District will pay out to each employee any compensatory time that has not been
used as of June 30, 2019.

15
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4.4.5

4.4.6

4.4.7

Article 4

Overtime pay is calculated as eaadoneK | f ¥ GAYS& GKS &YLI 28 S¢
payand will be paid to the ESP (nerempt) employee when work is performed in

excess of 40 hours mworkweek. The 40 hour threshold is based on actual hours

worked in the work week.If the employee works in more than one positjdns/her

overtime rateof paymust bebased ora recalculated base rate.

FLEX TIME

Any Education Support Professional (ESP) may utilize flex time, within the defined

seven (7) day wlweek. Flex time cannot be carried over across multiple weeks.

CtSE GAYS Aa | GFENRIofS a0OKSRdZ S | yR Ydzai
ddzLISNIBA A2 NJ LINA2NJ (2 aFft SEAy3IéE GKSANI a0OKSF
A C2NJ SEIFIYLXSE |y SyLX 2e8580a pym Wil f aOK!
supervisor approval, the employee can come in early at 7:30 a.m. and then
flex his/her time and leave at 4:30 a.m. that same day.
A hNE |y SYLX28SSQa y2N¥If &aOKSRdzZ S Aa 1
approval, the employee works unBt00 p.m. The employee can then use
that flex time on a separate day within the same designated workweek to
work from 7:00 a.m. to 1:00 p.m.
TIME REPORTING
All employees must maintain a monthly time sheet. At the conclusion of each pay
period, employees must sign the time sheet and submit it to their supervisor for
approval.

These records are used to calculataployeepay and paid time off balances. Itis
very important that they are accurate and complete. Nonexempt employees are
expeckd to submit accurate and complete time records reflecting all hours worked.

Employees should contact their supervisors with any questions about how their pay
is calculated.

Nonexempt employees must take a full uninterrupted thirty (30) minute lunch
period. Notify your supervisor immediately, if your lunch is shorter than thirty (30)
minutes or if yair lunch is interrupted by work.
HOLIDAYS
Holiday pay is available to 260 day employ&esreferenced in Article 14.6).
The value of a holidag equal to the typical hours worked per day and up to a 40
hour workweek (i.e. 8 hour work day equals 8 hour holiday; 10 hour work day equals
10 hour holiday). Holidays for these employees are considered hours worked for
purposes of overtime calculatiguursuant to Article 4.4.1.

Employees who work 5 days at 8 hours per day will work as follows during a holiday
work week.

A One holiday in the workweek Employee will work 32 hours

A Two holidays in the workweekEmployee will work 24 hours

A Three holidays ithe workweek- Employee will work 16 hours

A Four holidays in the workweekEmployee will work 8 hours

Employees who work 4 days at 10 hours per day will work as follows during a holiday
work week.

16



Article 4

One holiday in the workweekEmployee will work 30 hours
Two holidays in the workweekEmployee will work 20 hours
Three holidays in the workweekEmployee will work 10 hours
Four holidays in the workweekEmployee will work O hours

I I I >

ESP employees who work between 173 and 259 days receive no holiday pay.

260 day Food and Nutrition Services hourly employees that work in an organization
that provides food services on a designated District holiday will be paid at the normal
hourly rate of pay and receive holiday pay at a rate of time and one half.

Campus Security Officers or positions that are safety sensitive under the Security
Department will be paid holidays.

4.4.8 When an employee is called out to work, he/she will receive two hours minimum
from the time the employee leaves home. Thissaa8 OF f t SR a/ I £ £ h dzi
will be at straight time unless working these hours causes the employee to work more
than forty (40) hours in that week. In that case, the employee shall be paid time and
one-half for the actual hours worked.

4.5 CLASSIFICATION SYSTEM
District 11 departments and supervisors shall strive to ensure that each position allocated is
classified and utilized appropriately based upon the allocated funding, needs of the position and
job requirements.
4.5.1 JOBRECLASSIFICATIOMMMITTEE

a. A JobReclassificatio@ommittee will be established.

b.  The purpose of the JoReclassificatio®ommittee is to assist the Director of
Compensation in grading of jobs submitted for review by the new positions or
reviews of existing titles.

c. The committee shall consist of seven (7) members who are representative of
the various major populations within the ESP group. Membership on the Job
Reclassificatio@ommittee will last for three years and the Rbclassification
I 2YYAGOSSQa ilvie staggal korassurescontinuity in the job
evaluation process.

d. The members of the JdReclassificatiolCommittee will be appointed by the
Executive Director of Human Resources subject to the approval of the
Superintendent.

e. The Director of Compesation shall serve as the chairman of the Job
ReclassificationCommittee.  Decisions will be by majority vote and
recommendations will be submitted to the Executive Director of Human
Resources for final approval. In the event of a tie vote, the ExedDireetor
of Human Resources will make the final decision.

f. The Job ReclassificationCommittee will meetone (1) time per year
(Novembej to discharge its official duties.

g. A Job Reclassification Committee meetingy be scheduled irurgent
circumstances only and as approved by the Executive Director of Human
Resources.

h.  The position incumbent or representative of the position incumbent and/or
(KS AyOdzyoSy(Qa A YY Sappedr (ibifore thdzLISONII A & 2 NJ
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Article 4

Reclassificatio@ommittee to explain the duties and responsibilities outlined
in the job description and answer any questions which theRletlassification
Committee may have.

i. The JolReclassificatio@ommittee will render a decision regarding the grade
of each and eery job submitted for review and forward its recommendation
to the Executive Director of Human Resources for his/her decision.

4.5.2 JOBRECLASSIFICATIRROCESS

a. Ajob description is graded when it is written for a new position or when there
have beersignificant changes in the job duties of an existing position.

b. A job description should be prepared according to District standards and
submitted to the Director of Compensation for review and temporary grade
assignment. Inthe case of a job reclasatfon, the manager shall submit both
the old and new job descriptions for review along with a memo outlining the
significant changes in job duties or requirements.

c. The Director of Compensation will review the job description and assign a
temporary gra@ in order to facilitate recruitment efforts and placement of
the final candidate.

d. Ateachmeetingfor the JobReclassificatioi€ommittee, the position will be
reviewed and a final placement decision will be madt a recommended
effective date of thefirst of the month following the Board of Education
approval

e. Job descriptions and any supporting documentation will be sent to the Job
Evaluation Committee fifteen (15) days in advance of the meeting for the Job
9@l tdz GA2Y [ 2YYA théinte&tifgaAn dliaichndmnidaidd 2 NJ (0 2
will be sent to all ESP employees and hiring managers at the beginning and
middle of the school year discussing the reclassification process. This
communication will include pertinent information about the proceduresi a
the timelines to request a reclassification.

4.5.3 JOBREEVALUATION ANRECLASSIFICATION

a. An employee should not be paid less than the minimum nor more than

maximum of the pay grade did when a job-evaluation changes an
SYLX 285504 Llasnotafttdh&<pecifedl pefddiiof time noted
in thissection.

b. When a position is reclassified to a higher pay grdmcause of re
evaluation,the employee should, at the beginning of the month following
the effective date, be placed in the new pay grade using the promotional
guidelines outlined above. The employee, however, should not be placed at
a salary above that of incumbents with similar education and experience.

c.  When a position is reclassifigd2 | f 2¢SNJ LI & 3AINFRSI (K
aK2dzZ R y2d 0SS NBRdAzOSR T2NJ cn ¢2N]RIe&a
the reclassification to a lower level compensation, unless otherwise
approved by the Board.

d LT GKS SYLX 2@ SSQwpay grade Naimumatheled@oge$ ( K S
will receive no salary increases for one year, and after one calendar year,
NERdzOS (GKS AyOdzyoSyidQ arftINBE NXrasS G2
level.
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conclusion of the employment year during which the reclassification
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occurred and thereafter, an increase should be granted conforming to others
in that pay grade.

4.6 EDUCATIONAL ABYEMENT PAYMENT

ESP employees, who received educational achievement payments on December 1 of each year

prior to 1991 (in accordance with Article Xl, Professional Growth Plan, ESP Policy and
Procedure Manual, 1988 revision), will continue to receive spagments until their
separation from employment with the District. Payment will be included in the November
paycheck each year. The employee must be actively employed on November 1 to be eligible
to receive this payment.

4.7 MONETARY ERRORS
The Districtwill not go back more than two (2) years from the date of discovery when
correcting a salary or benefits overpayment or underpayment.

4.8 ESPDELEGATED NURSING TASKS
It is often necessary to delegate specific nursing tasks, including medication administtation

Unlicensed Assistive Personnel (UAP). A UAP is an individual receiving the delegation who acts

in a complimentary role to the professional nurse and whom the professional nurse authorizes
to perform tasks which the individual is not otherwise autked to perform. Only a registered

nurse can delegate nursing care. Delegated duties expire at the end of each school year. An ESP

has the ability to decline the request for delegated nursing tasks withoutliaéitan or
disciplinary action.

48.1

4.8.2

4.8.3

484

Health Task§raining

An ESP who ages to act as an UAP for the poses of idividualized health tasks to
include intrusive procedures will receive individualized training from the School Nurse
for each delegated health task and upon completion of the training redkive a
certificate. The certificate will include key information regarding the responsibilities
involved and will also serve as verification for the ESP who has accepted the
responsibility.

Medication Training

An ESP who agrees to act as an UAEhtopurposes of administering medications will
attend a District Medication training. Upon completion, the ESP will receive a certificate
of completion.

Diabetic Care Training

An ESP who agred¢o act as an UAP for the purposes of diabetic care will receive
AYRAGARIZ t ATSR GNFXAYyAYy3I FNRY G(GKS {OKz22f
plan. The ESP will receive a certificate of completion.

Compensation

An ESP acting as a UAP for letdsks, medication administration, and/or diabetic

care, will receive an annual stipend of $100.00 for agreeing to complete the delegated
nursing duties.The employee will receive the stipend once he or she has completed
the required training and aftethie School Nurse has approved the ESP for the
delegated duties.

19
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Health Technicians are will not be eligible for the stipend, as this position is responsible for
performing health related duties.

Article 4

4.9 REQUIRED JOB SPECIFIC TRAININGS, LICENSURE, AND OERTIFICATI
An ESP employee will receikis/her hourly rate of pay for all time worked outside of his/her
regularly scheduled hours to attend any gapproved work required training programs related

02
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employee will be compensate as referenced in Article 4.4.

4.10 TRANSPORTATION INCENTIVES
Transportation employees are eligible each semester to receive incentive pay. Incentive pay can
be achieved by meetingpecific department goals. Employees will receive their earned incentive

pay twice per fiscal year. Incentives earned in tHesémester will be paid in February, and
incentives earned in the"2semester will be paid in June.

Schedule of incentivgser semester:

No more than six (6) half days or three (3) full day of Sick Leave or Personal Leave = $100

Maintains Safe Driving Recoré#00

Transportation Policy and Procedures = $100
Drive a Minimum of five (5) field trips = $100

New Driver Recruitment $200

Adopted:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:

August 1992

June 1994
June 1995
June 1996
June 1997
June 1998
June 1999
June 2000
April 2001
May 2002
May 2004
June 2005
May 2008
June 2010
May 2011
May 2012
May 2013
May 2014
May 2015

October 2015

May 2016
May 2017
May 2018
May 2019
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Article 5

ARTICLE 5
INSURANCE BENEFITS/SALARY REDUCTION

Effective July 1, 2015, and in compliance with Health Care Reform, all District 11 employees must work
an average of 30 hours per week or more to be eligible for benefits, as defined in 5.1 Health, 5.2 Dental
and Vision, 5.3 Basic Life Insurance.

5.1 HEALTH
The District shall offer health insurance with at least one Exclusive Provider Organization (EPO).
The District shall pay seveHrfiye (75%) of the EPO premiureBmployees are not required to
carry health insurance through the District.

The benefit coveage effective date for new hiresr employees whhave a status change to
benefits eligible,is the first day of the month following the date of hire provided the
enroliment form is received within 3dalendardays of hire. Employees who do not turn in
their completed enrollment form within 31 days of hire will be required to wait until the next
open enrollment period to elect coverage unless they have a qualifying event (e.g. loss of
coverage) that would permit enrolliment in the plan prior to the annapken enrollment
period.

5.1.1 ESP Second Semester Hiring ProcedutgsESP employee hired on or after March 1
of a school year will be given the option of enrolling in the benefits plan or will be
able to waive benefits Employe&go choose towaive benefitswill be provided
options for benefits coverage and payment options and as required by Health Care
Reform so long as the employee remains benefits eligiifissubsection excludes
260 day employees.

5.2 DENTAL AND VISION
The District shihoffer dental and visioninsurancefor its ful-time benefit eligible employees
through either seHinsurance or through private carrier(s). The District shall pay seviseaty
percent (75%) of the District designated carrier(s) premium. Employees are not required to
carry this insurance through the District.

5.3 BASIQIFE ISURANCE
The District shall providdasic life insurance coverage foits fulttime benefit eligible
SYL}f 28SSad ¢KS 5AA0NROG ¢gAff |aadNBE GKIG GKS
contracted annual salary amountwith a minimum coverage amount of $50,000Each
employee will be required to participate in the coverage. Premium payments willrioed
by the District paying one hundred percent (100%) for the employee only. The additional basic
life insurance for the spae and dependents will be the total responsibility of the employee
and the benefits amount may decrease based upon age pursuant to the current plan
documents

5.4  VOLUNTARY LIFE INSURANCE
The District shall provide voluntary life insurance forfutime benefit eligibleemployees and
dependents. Participation is voluntary and except as provided herein, the premium for such
coverage shall be borne one hundred percent (100%) by the employee.
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5.5

5.6

5.7

Article 5

SHORT TERM DISABILITY INSURANCE

The District shihprovide short term disability coverage for itdl-time benefit eligibleemployees.
Participation is voluntary and except as provided herein, the premium for such coverage shall be
borne one hundred percent (100%}Yy the employee.Short term disabily benefits will begin

once the employee has exhausted all paid leave (use of vacation time is optional) or 15 days from
the last day worked, whichever is greater.

LONG TERM DISABILITY INSURANCE

The District shall provide lortgrm disability coveragéor its full-time benefit eligibleemployees.
Participation is voluntary and except as provided herein, the premium, for such coverage shall be
borne one hundred percent (100%) by the employee. Long term disability benefits will begin
once the employee has exhausted all paid le@se d vacation time is optional)r 90 days from

the last day worked, whichever is greater.

2hwY9w{Q /hat9b{! ¢Lhb
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time he/she is temporarily disabled as adtit result of an injury arising out of, and in the course
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Compensation Act.

22N] SNEQ O2YLISyaltidirzy tSI@S akKlrtt 0SS lo@yAftl ofS
total disability or temporary partial disability and are unable to perform all or part of their

regularly assigned duties as determined by the authorized treating physician.

¢CKS a2dz2NOS F2NJ O2YLISyalidAaz2y TF2N) | whabbéliie2e SS 2
AYRSYyAGe LI e&YSyd LISNI GKS /2f2NIR2 22NJ SNBQ /2
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compensation leave, the districhall not charge any time fromacation, sick, or personal leave.

The enployee will have no access ¥acation, sick or personal leave for an absence related to a
O2YLISyalof ST 62Nl SNARQ O2YLISyal A2y AyadiNE O | 2
the District will apply Sick Leaverhere available, for the statmandated, three day waiting
LISNA2R NBFSNBYOSR Ay GKS /2ft2NIR2 22N]JSNBRQ /2Y
for leave related to a compensable, wenddated injury.

The district may, at their discretiohJt I OS G KS SYLJX 2 & SNBAIzZNE @22 RN
LINE ANT YO ¢KS SYLX2eSS YlIe y2i NBTFTdzAaS aY2RATA
physician. The employee will receive his/her rate of pay for the time worked, any hours less than

hishherregizE F NJ I 3aA3yYSyid oAttt 06S O2YLISyal GdSR LISNI G
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Payment for a second opinion is determined on a case by case basis depending on the applicable
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that a District 11 employee contadhe District 11 djusteNJ 2 NJ G KS 62 NJ SNAQ O3
manager for further information prior to seeking a second opinion.
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An employee shall continue to have school district insurance(s) while the employee is under
temporary, total or partial disability. The employee shall be responsible for his/her share of the
monthly premium(s) if applicable.

5.8 PERSONAL LIABILITY
The District carries liability insurance for its employees, under both itsnseifed generh
liability program, and its errors and omissions professional liability policy.
¢KS S5Aa0NAOGIQE SNNEBNE |V Rerally ¥oveisichiths/ assertel? TS a & A
employee, where the employee was performing his/her duties within the courdesaope of
his/her employment with the District.
Employees may not be eligible for either coverage if a determination is made that the
SYLX 28SSQa O2yRdzOi ¢l a oAffFdd FyR gl yliz2ys A
gAlUK2dzi GKS 5okas dthewideé peodide®didy yad. SEhployees will be subject to
20KSNJ tAYAGllIGA2ya LINPGARSR Ay GKS 5AaiGNROGQA3
Employees having questions, or who believe a claim should or may be filed under one of the
DistricQa L2t AOASaY aK2dzZ R NBLR2NI G2 wial alyl 3sSy

59 DAMAGE TO PERSONAL PROPERTY
Personal Property Damage Reimbursement due to Vandalism and/or Theft

The District mayeimbursean employee for damages to his/her personal property resulting
from vandalism or theft, while on District property and during the course and scope of his/her
employmentwhen the loss has been proven to be a District related loss after investigdtion
addition, the District may reimburse the employee for damage to his/her personal property
GKFEG 200dzNNBR 2FF 5AaGNROG LINRLISNIeE Ay GKS S
satisfaction, that the employee was acting within the course and scbpisther employment
Reimbursemenwill be limited to a maximur81000per incident and$1500per year and shall

be for those actual damages not covered by insurance or otherwise reimbursed or recouped.

To be eligible for reimbursement, the employee shmeetall the following criteria:

A. Bmployee has taken reasonable precautions to protect his or her personal property

B. Colorado Springs Police report has been filed in a timely manner

C.IYYSRAIFGS y20AFAOLFIGA2Y G2 SYLX 28SSQ& 4&dzLISN.

D. Notification to Risk Maagement within 5 business days

E. QYL SGSR 5Aa0NAOG at NBLISNIIeé 51 YIF3IS (2 9YL
Risk Management with all required documentation

F. Submitted evidence of actual damages incurred as well as documentation of the

original purchaseost and/or ownership where applicable

Damage to windshield or keyed vehicles will only benteirsed if it is the result gbroven
vandalism on District premises provided in this Article

5.10 INSURANCE WHILE ON LEAVE
Employees on unpaid leaves albsence shall have the privilege of continuing their group
health, life, denthand vision insurance coveragétheir own expense and shall pay the full
premium Beginning on the first day of the month following the first day of unpaid leave
employeesshall pay the full premium.
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511 SALARY REDUCTION PLAN (CAFETERIA PLAN)

The District is enrolled in an Internal Revenue Service, Sek@bifcafeteria plan) program

that allows employees to pay for insurance premiums, medical expenses and dependent care

expenses on a prax basisThere are two components to the 125 Flex Plan:

1. Premium Payments
All employees enrolled in the medical, dental and/or vision plans will have their
portion of the insurance premiunautomaticallydeducted pretax from their pay
checks. Employees who do not desire to participate in the insurance premium
pre-tax portion of the cafeteria plan may elect to withdraw from the cafeteria
LX Iy o0& FAfAYy3I (KS I LILINE LINPpdrtiredt dFriggNY & A 0 f
GhLISYy 9y NRffYSyilé SIOK &SI NW
2. Medical and Dependent Care Expenddexible Spending Account)

Benefit eligible employees who desire to set aside money for medical and/or
dependent care expenses on a fiex basis may do so duriniipe & henJ
O9YNREfYSYy(lé LISNRA2R St GeKrollanSte Mdddical ndy LI 2 & S ¢
Dependent Care Expense portion of the 125 Flex Plan each year.

All benefit eligibleemployees will receive a written notification prior @K S I y y dzl f a h L

Enrollment period nforming them of their optios, including their option to withdraw from

the premium portion of the plan. They will be reminded that if they are considestirgment

in the nextthree years that their compensation for PERA will be improved if they, ot,fa

withdraw as it will increase their compensation for PERAis program is explained in greater

detail by Employee Benefits.

512 DISTRICT EMPLOBHNEFITBISURANCE COMMITTEE
The District shall establishRistrict Employe@enefits Insurance Committee of thirteen (13)
members, which shall be comprised in a manner to reflect the views and interests of all groups
of employeesThe committee is currently structured as follows as appointed by the group
presidents and the superiendent: six(6) teachers, two(2) Executive Professionals, fo(#)
ESP representatives and ofig retiree. TheDistrict Employe@enefits Insurance Committee
shall review exting benefit insurance coveragmd shall consider how to contain escalating
costs as specified in an annual charge from the Board. The chairmanistniet Employee
Benefits Insurance Committee shall serveofficio and be appointed by the Superintendent
or designee. The Superimdent will transmit reports and any other recommendations to the
Board of Directors for consideration. The recommendations ofdistrict Employe@enefits
Insurance Committee are advisory only.

513 IMPACT FROM REDUCTION OF HOURS
LT 'y SYLX Reddéctasad tokedsiiih six (6) hours per day, the employee will no
longer continue to be eligible to receive the benetits of the end of the month in which the
hours were reducegrovided as outlined in section 5.1

Adopted:  September, 1993
Revised: June, 1994
Revised: June 1995
Revised: June 1996
Revised: June 1997
Revised: June 2000
Revised: May 2002
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Revised: May 2004
Revised:  June 2008
Revised: May 2011
Revised: May 2012
Revised: May 2013
Revised: May 2014
Revised: May 2015
Revised: May?2016

Revised: May 2017
Revised: May 2018
Revised: May 2019
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6.1

6.2

6.3

Article 6

ARTICLE 6
EMPLOYEE EVALUATIONS

PURPOSE
The effectiveness and efficiency of all programs and services for studemeaseired by the
quality of the staff. Therefore, the employee evaluation process is very important. These
guidelines have been developed for an ESP performance appraisal system that supports
student achievement.

GOAL
A goal of the Performance Eval@ay { @ 4GSY A& (G2 adzZJ2 NI (GKS 5A:
as District students, staff and community with emphasis on highly qualified staff with growth
plans to ensure compliance with applicable federal and state guidelines.
Specifically, the evaluatn will:
6.2.1 Promote and improve communications between the employee and his/her Supervisor.
622 t NPOARS AyaraakKad FyR FSSRolF Ol NBIFNRAYy3I GKS
strength, opportunities, means for growth, and needs and supporinfirovement.
6.2.3 Ensure that consistent procedures are used for evaluation of all employees.
6.2.4 Provide information to substantiate personnel decisionsuditlg promotions, transfers
andcorrective action.
6.2.5 Upon completion of the evaluation, copies will be placed in the employees personnel file
in Human Resources and at the worksite. A copy will be provided to the employee.

TIMELINES

The job performance of all ESP employees will be evaluatedally once each fiscal year.

There may be further discussions regarding performance,-y@& evaluation and/or

remediation plans as appropriate.

{LISOATFTAO AYTF2NXNIGAZ2Y A& | @I Af Protdc&for Edlcaiipik S  at SN

Supportt N2 F S a ATRifinfdrniaodaan be found on the Education Support Professionals

9{t [/ 2dzyOAf 2NJ I dz¥Yty wSaz2dz2NOSaQ sSoarisSao

6.3.1 A current ESP employee who transfers or is promoted to an alternate ESP
position, will not be required to serve a ne39 day trial period.

6.3.2 Pursuant to Article 2.3.1,naemployee will not be required to serve an-88y trial
period when the employee is rehired into the same job family. When an employee
is rehired into the District within 180 calendar days into avn@eb family, an
employee will be required to serve a new-88y trial period.

6.33 A rebuttal to a performance evaluation may be submitted in writing to the
supervising Administrator by attaching a written response within seven (7) working
daysof the performance evaluation conference.

Adopted:  September 1993
Revised: May 2004
Revised: May 2011
Revised: May 2012
Revised: May 2018
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ARTICLE
DISCIPLINARMD/OR CORRECTIMMETION

An employee whose work performance is unsatisfactory or who has violated District work rules,
procedures policies or has engaged in misconductay be subjected to discipline bys/her supervisng
Administrator. The primary goal of disciplinand/or corrective actionis to assist the employee in
FOKAS@GAY3A | alGAra¥trOG2NR fS@St 2ipervisig Ndmpistdtory OS | y |
Security and/or Human Resourcebosld advise the employee of the availability of ESP Council
representation during an investigatoryieeting regarding a matter related to an investigatibiat may

result in disciplineof an employee. However, it is the responsibility of the employee eguest
representation if the employee so chooses to have representation preskrthe event that an employee

may receive disciplinary action (a conference memorandum is not a form of disciplinary action) to include
awritten warning written reprimand suspension and/or a termination recommendatjaghe supervisng
Administratorshould advis¢he employeeof the availability of ESP Council representation, so long as any
delay does not impose a hardship, as determined by Human Resources, for the District to implement an
investigation and/or a disciplinary action.

Oral or written disciplinary action and/@orrective actions shall be delivered in private. These actions
shall be communicated in a professional and respectful manner.

In every case, and as a matter of management judgment, the District retains the right to determine
whether discipline is warrged and the form of discipline, or whether the matter should proceed to
termination without prior discipline. This article is not intended to require that the District utilize specific
discipline or a disciplinary process for employee issues.

This Artite is not intended to nor does itcreate an express or implied contract of employment, or to
create property rights or rights to due process of law. The provisions of the Article can be modified by the
District after discussion with the Meet and Confer Team.

7.1 PROBLEM SOLVING/DISCUSSION/CONFERENCE MEMORANDUM
(NONDISCIPLINARY ACTIONS)
Conferencing with an employee needs to be a two ik 4 Odza aA 2y BKSYy |y ¢
supervisng Administrator becomes aware of performance conceras misconduct. The
supervising Aministratorthen may hold an informal problem solving discusgonference
with the employeewhich may provide a description of what was ohasat/reported, what
needs to beseen/done to rectify the situation or to clarify tfe Y LIt 2 @ SS Q& dzd RSNRA G I
rule/policy/protocol. An employeds provided the pportunity to provide feedbaclkand
respond to the concerns during this informal discussion.
There may be times where theaugervisng Administrator determines, in his/her discretion,
that a more formal meeting with an employee is necessary to discuss employee
performance or misconduct. In these cases, there may be a written conference
memorandum provided to the employee which generally summarizes the
RAaOdzaaA2yk 02y TSNBY Q&iponseftdiiedddesnid (G KS SYLX 28 S8

7.2 VERBAL OR WRITTWMXRNINGDISCIPLINARY ACTION)
An employee may be verbally advised of unsatisfactory work performance, misconduct, or
other mattersof concern prior to receivingaritten warning. However, an employee mhg
givenan initial warning by his/hesupervisng Administratorregardless of whether or not the
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employee was previously advised verballyviitten warning must be in writingnd signed by

the employee andsupervisng Administrator, but it will notbe 4t SNBER Ay G2 |y SY|
personnel file at Human Resources. Signing oftitten warning isonlyan acknowledgement

of receipt. The purpose @ oral or writteninitial warning is to inform the employee of the

issue, to suggest corrective action, arm warn the employee of future consequences if

repeated.

7.3 WRITTEN LETTER OF REPRIMAND (DISCIPLINARY ACTION)
When deemed appropriate by theugervisng Administrator, he/she may provide the
employee with a written reprimand. Written reprimangfouldinclude the date, time, place
and nature of the unsatisfactory work performance andtisconduct and will warn of future
conseqguences that may occur if the employee does not take the desired corrective action or
satisfactorily improve. The writtenreprigfaR ¢ A f f 0S02YS | LI NI 2F (K.
file in the Department of Human Resources. The employee may submit a written response to
the written reprimand to be placed ihis/her personnel file. Theupervisng Administrator
may move directly to a vitten reprimand without providing amral or written warning or
without otherwise discussing the matter with the employee.

7.4 SUSPENSIONBISCIPLINARY ACTION)

7.4.1  Suspension is most commonly applied when the unsatisfactory work performance or
other issue continues or resumes within 12 months of the date of the written
reprimand. Suspensions may be used by the District at other times (an example
might be a licensing defect that disqualifies the employee from performing an
important job duty).

7.4.2  Suspensions may be with or without pay as determined by the Executive Director of

Human Resources or his/her designeewriten notice of suspension will be given to the

employee. The Executive Director of Human Resources or his/her desigiyemeet with

the Supervisor and the employee as soon as possible, but usually within fiverig days

following the poor work performance, conduct issue or other problem. The Executive Director

of Human Resources or his/her designee will review tiveumstances and determine
appropriate action.

7.5  ADMINISTRATIVE LEAVE FOR PURPOSES OF REVIEW
If the Executive Director of Human Resources or his/her designee believes an employee may
have engaged in conduct warranting suspension or terminatiootluer type of apropriate
disciplinary actionhe/she may place the employee on administrative leave to review the
circumstances and/or to protect the interests of the District or health, safety and welfare of
the students and other staff of the Districepding a decision regarding the appropriate
disciplinary actionSuch leave may be paid or unpaid as determined by the Executive Director
of Human Resources or his/her designegseasonable effort will be made to reach a decision
within ten (10) workdgs.

7.6 RECORD REVIEW
If an employee improves and maintains satisfactory performance for a period of one (1) year
from the date of the last written reprimand, the employee may request removal of the written
reprimand from his/hempersonnelfile in HumanResources. The request for removal of the
written reprimand must be approved by the Executive Director of Human Resources or his/her
designee.
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ARTICLE 8
SEPARATION
8.1 RETIREMENT
Employees requesting retirement should make this requksown in writing to the
Department of Human Resources not later than 30 days prior to date of retirement. (See
Article 16)
8.2 RESIGNATION
When an employee seeks to separate him/herself from employment with the District, a written
resignation is preferabl and should be submitted to the Supervising Administrator and the
Director ofHuman Resourced he employee resigning should give the District a minimum of two
weeks advance notice. However, if an employee clearly and distinctly verbally notifies a
Supenising Administrator of a resignation from the District and then does not report to work
following the verbal notice, on the™day that notification shall be considered accordingly and
the Board shall be notified of the employment action. An employee may revoke his/her
resignation within three (3) working days after submitting it to the Directddwian Resources
with approvalby the Executive Director of Human Resources or his/her designee. An employee
who resigns and is reemployed by the District within 180 calendar days will have his/her sick leave
accrual balance reinstated as referenced in Article 2.Efployees who régn while being on
discipline or a corrective action plan (for written reprimand or misconduct) may not rescind a
resignation.
8.3  TERMINATION
Termination of an ESP may only occur by the action of the Board, based on the
recommendation of the&Superintendent.
All ESP are atill employees, whose employment can be terminated by the District.
Adopted: September 1993
Revised: June 2000
Revised: April 2001
Revised: May 2002
Revised: May 2004
Revised: June 2005
Revised: May 2007
Revised: June 2010
Revised: May 2011

Revised: May 2017

30



Article 9

ARTICLE
STAFF REDUCTIONS

This Article is not intended to create an express or implied contract of employment, or to create property
rights orrights to due process of law. The provisions of this Article can be modified by the District after
discussion with the Meet and Confer team.

9.1 PURPOSE
This article describes the procedure to be used when the District determines thdtiation
in-staff is appropriate. This elimination of positions may be the result of program elimination
or reduction, layoff, declined enrollment, staff reorganization, school closure, budget
reductions, or any other reason that the Administration d&fek y S& A& Ay GKS
interest.

9.2 DEFINITIONS

9.2.1 JOB TITLBescription of the District classification as specified in the current personnel file and
current Job Title Schedule.

9.2.3 A FULITIME REGULAR EMPLOIMES work six (6) hours anore per day in one position and is
eligible for full employee benefits.

9.2.4 A PARTTIME REGULAR EMPLON&®ally works more than four (4) hours but less than six (6)
hours per day in one position. Such employees shall receiveapaosick leave basean the
number or hours worked daily.

9.2.5 DATE OF HIREThe last date of hire of an employee. If an employee has left the District and is
subsequently rehired, the date of hire shall be the most rece3itk leave accrual will begin on
the new date of ire.

9.3 TIME LINES

9.3.1 The District agrees that when a reductiomstaff is imminent for theend of a school year, the
ESP employees should be given as much advance notice as possible.

9.3.2 The District shall strivio notify the ESP Council Presidi¢nat it is considering a reductieim-
staff at least 60 calendar days prior to such action.

9.3.3 Unless an extension is mutually agreed to, the District shall strive to notify the ESP Council
President at least 45 calendar days as to the number andigasito be reduced prior to such
action.

9.3.4 Unless an extension is mutually agreed to between the ESP Council President and Administration,
the District shall strive to provide written notice to ESP employees subject to reduction at least
30 calendar dys prior to the effective date of the reduction.

9.3.5 If the Administration is unable to meet the timelines shown above, the Executive Director of
Human Resources shall meet with the ESP Council President to provide the new estimated
schedule

9.4 PROCEDURES
As directed by the Board, the District will specify the number of positions to be reduced.
9.4.1 Normal attrition (resignations, retirements, vacancies, etc.) will be considered before
reductions are made.
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a. A temporary hiring freeze will be implemented when it is determined that there may be
a reduction due to the result of program elimination or reduction, layoff, declined enrollment,
staff reorganization, school closures, or budget reduction, as deternbgete Superintendent.
9.4.2 Thereduction of staff will proceed as follows:
a. Reduced positions occurring within the reduced job title should be based on
District seniority date, with the least senior employee in that job title at that
department/school being reduced first.
b.  The employees within that job title at each department/school will be asked
if anyone wants to volunteer to be on placement.

9.5 PLACEMENT PROCEDURESEDRULTLIME REGULAR B3PSITIONS
9.5.1 Placements on Bid Day

Human Resources, with the ESP CouRpiisident in attendance, shall conduct

LX  OSYSy (i &oARE -tvh& @dularySPawhaseom flacemént. Tre dzf f

G0ARE LINRPOSaa A& La F2tf26ayY

a. By job title, the employee with the most District seniority viiththat job title
shall be given the first appointment tmake a placement selection frothe
known vacancies* within that job title, and his/her choice shall be given
primary consideration. In the event of identical District seniority date, random
drawing procedures will be used by the Department of Human Resources.
*Please Note: SIED/SSN Educational Assistant vacanaiebe held for
interview and not subject to bid day placement.

b. By job title, the employee with the next highest seniority shallnttreake
his/her selection. The process continues until the current available vacancies
are filled.

c. If an employee declines to make a selection from available positions, the
employee is no longer eligible for placement assistance and will need to
purste other posted vacancies within the District without placement
assistance. If said employee has not secured another positidihebgnd of
the contracted days for the position (either Juné"3® July 3% of that year,
he/she will be considered to have resigned his/her position and his/her
employment with the District will be terminated effective with thewyear.

9.5.2 Placement After Bid Day

If there are still employees who remain on placement after the bid, deyen a

future vacancy occurs within that job title, Human Resources will contact the

employee with the highest seniority of those still on placement to offer him/her the
position.

a. Employees who are placed at this stage in the process may pursueséetran
to another equivalent position within the year.

b.  If an employee who is on placement after the bid day declines the placement
offer, the employee is no longer eligible for placement and will need to pursue
other posted vacancies within the Distriwithout placement assistance. |If
said employee has not secured another positigrtite end of the contracted
days for the position (either June 8@r July 3%) of that year, he/she will be
considered to have resigned his/her position and his/her empleyt with the
District will be terminated effective with the new year.
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9.6 PARTTIME REGULAR EMPLOYEES

A parttime regular employee who normally works four (4) hours or more but less than six (6)
hours per day whose positions have been reduced is not guaranteed placement in a
comparable position. When a four to six hour vacancy occurs within the Distriah i
equivalent position that the reduced patitme regular employee held at the time of the
reduction, the employee will need to apply online for the position. (This will not be seniority
based.)

If the reduced parime regular status employee is higall benefits currently in effect,
including accumulated sick leave and placement on the salary schedule, which were accrued
by the employee before the reduction, shall be restored. The District date of hire would be the
same as that date prior to the deiction.

9.7 POST FISCAL YEAR EMPLOYMENT

Adopted:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:

If there are still individuals remaining affected by the bid day process who have not secured a
position as defined in 9.5.2.h, the District shall strive to meet with the ESP Council President
and Human Resourcé&taff in good faith to review vacant positions eligible for interview. If
the individual is rehired by September™6f the following school year, the employee will
regain his/her previous seniority status and any accumulated sick leave will be restored.

Septemberl 993
Junel995
Junel997

May 2004

May 2007

June 2008
June 2010

May 2012

May 2013
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ARTICLEO
POSTING AND ADVERTISING OF SUPPORVACAREIES

This Article is not intended to create an express or implied contract of employment, or to create property
rights or rights to due process of law. The provisions of this Article can be modified by the District after
discussion with the Meet an@onfer Team.

10.1 PROVISIONS
All employees are eligible to apply for any position or new position or any other position which
becomes vacant or otherwise available within the school distii¢te District believes that it
is desirable to have proceduresder which an employee may transfer from a position within
the school system to a vacant position. ESP employees will be considered as internal applicants
for any District vacancies, however, an interview is not guaranteed.

10.2 PROCEDURE
Except as otbrwise provided for in Article 9 (Staff Reductions), vacant positions shall be filled
in accordance with the following:

10.2.1 lftf @1 O0FryOASa akKltf 0SS LRAGSR 2yt AyS 7Tz
Careers page at www.d11.org/careers.
10.2.2 Eachposting will outline the scope of work to be performed, the education and

work experience required, plus other pertinent qualifications for the position to
be filled. A cutoff date for applications to be received will also be listed.

10.2.3 Applications 6r each posted vacancy must reach the Department of Human
Resources prior to the endf the work day on the cutofflate stated in the
posting. Each apphtion submitted must includél KS | LILIX A OF y i Q& | dz
for the position.

10.24 A position will ot be filled from outside th District until the positiorhas been
posted and interested qualifiedpplicants from within theDistrict have been
reviewedand considered.

10.25 Other things being equal, applicantvho are District employeeshall be given
first preference.

10.26 All inDistrict candidates interviewed and not selected shalnotified by the
Department of Human Resources.

10.27 See Article 14..3.

10.28 The administration reserves the right to transfer within a department or school
building without posting the vacancwith communication between Human
Resources and the ESP President.

10.3 ELIGIBILITY

10.3.1 Anemployee in a casual labor position (as defined in Article &ljgible to apply
for a posted regular status position.
10.3.2 Anemployee in a position with one job title who is regularly assigned to two or
Y2NB &aAiGS&8 o0F2NJ SEFYLX Ss | aaLX Ad | aaaid,

assigned halfime at each of two schools}y eligible to applyor a posted regula
status position at one siteDuring the 89day trial period, employees working a
split position may apply for a single site posted position.
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10.3.3 An employee, who has successfully completadis withinhis/her 83day trial
period in his/her currenpositionis eligible to applyor a posted position that
would be a promotion for that employed2romotions are defined as any increase
in salary, grade, FTE, or number of contract days worked.

10.3.4 A current ESP employee who transfers or is pradoto an alternate ESP
position, will not be required to serve a new 89 day trial period.
10.3.5 For further clarification, please refer térticle 4.1.4 Voluntary Transfer or

Demotion, Article 4.1.5 Involuntary Transfer to a Lower Pay Grade, and Article
4.1.6 Lateral Transfers.

Adopted: Septemberl993
Revised: Junel999
Revised: April 2001
Revised: May 2004
Revised: June 2005
Revsed: June 2008
Revised: July 2009
Revised: June 2010
Revised: May 2011
Revised: May 2012

Revised: May 2019
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ARTICLEL
DISCRIMINATIQMARASSMEMNAND BULLYING

11.1 SEXUAL HARASSMENT

11.2

11.3

RACIAL HARASSMENT

EMPLOYMENT HARASSMENT

NONDISCRIMINATION IN EMPLOYMENT

School District 11 is committed to a policy of nondiscrimination in relation to race, creed, color,
sex (gender)ancestry, sexual orientation, gender identity, gender expressionsgrander status,
religion, national origin, age and/or disability. Any harassment/discrimination of students and/or
staff, based on the aforementioned protected areas, will not be tolerated and must be brought
to the immediate attention of the school prinml, D11 administrator/supervisor or Districtl
Equal Opportunity Programs & Ombudservices Director.

Refer to Board policies ARondiscrimination/Equal Opportunityr GBAAEmployee Sexual
&Racial Harassment/Discriminatidéor definitions, guidelineand complaint and resolution
procedures.

Board policies can be found &ittp://www.d11.org/BOE/Policies

BULLYING

The ESP Council and the District support a secure school ddah@uilimate, conducive to a
teaching and working environment that is free from threat, harassment, and any type of bullying
behavior. Bullying is addressed in the following documents:

Superintendent Stop Doing List

Superintendent Bullying Button

BoardPolicy JICDE Bullying Prevention and Education
Board policy can be found dittp://www.d11.org/BOE/Policies

REPORTING

Information links are available on the District 11 website found under Professional Development
and/or Human Resourcesléd Bullying and Harassment in the Workplace Resources.

There are several resources within the District to report discrimination, harassmehbulying:
Supervising Administrator

Equal Opportunity Programs Director & Ombudservices

Human Resources

Deputy Superintendent Support Services

Superintendent

ESP Council President

Revised: May2004
Revised:  June 2008
Revised: May 2011
Revised: May 2013
Revised: May 2014
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Article 12

ARTICLE2
GRIEVANCEROCEDURES

The purpose of this procedure is to secure, at the lowest administrative lemesjderation of possible
solutions to problems and/or inquiries that may occur. High morale is maintained by sincere efforts of all
persons concerned to work toward constructive solutions in an atmosphere of courtesy and cooperation.
An employee presenting a complaint or grievamdgll not be subject to reprisals.

This Article is not intended to create an express or implied contract of employment, or to create property
rights or rights to due process of law. The provisions of this Article can by modified by the District after
discussion with the Meet and Confer TeaAny complaints relatg to Article 11, Discrimination,
Harassmentand Bullyingshall not be subject the grievance procedure as defined below and shall be
referred to the complaint process as applicable in Article 11.

12.1 DEFINITIONS

12.1.1 A grievance shall mean a complaintsbgurrentemployee where there has been a direct violation
of the Education Support Professionals Meet and Confer Handbook. Questions related to Board
policies can be referred to and addressed by administration of the Board of Education.

12.1.2 Agrievantis an ESP employee of the District who is asserting a grieaadcis employed at the
time the grievance is alleged to have occurred.

12.1.3 A participant is a person, other than the aggrieved, who might be involvatieinalleged
grievance

12.1.4 A representative is the ESP Council President or his/her designee

12.1.5 Animmediate Supervisor shall mean the first level of supervision determined at the work site.

12.1.6 Days shall be defined as work days.

12.1.7 The grievantnay choose to be represented by the ESP President or his/her designee at any level
of the grievance procedure.

12.1.8 Agrievance is the act of filing a grievance in writing if efforts to resolve the grievance informally

have failed.
12.1.9 The District my continue to move forward with disciplir@ terminationduring the grievance
process.
a. Level |  Principaupervising administrator

b. Level Il Appropriate Director and/or Division Head
C. Level lll  Superintendent/Designee

12.2 PROVISIONS

12.2.1 Inorder to maintain a high degree of efficiency in personnel Administration, the District and the
ESP Council agree that these proceedings shall be kept as informal and confidential as may be
appropriate at any level of the grievance procedure.

12.2.2 Copiesof all written decisions of grievances shall be sent to the aggrieved.

12.2.3 A grievance may be withdrawn at any level without prejudice. If, in the judgment of the aggrieved
and the representative, a grievance affects more than one employee in onetdepd, the
processing of such grievance may be commenced at Level Il.

12.2.4 No grievance will be recognized at Level | unless it has been presented within thirty (30) working
days after the aggrieved person knew, or should have known, of the act on thieigrievance
is based.

12.2.5 Reprisals shall not be taken by or against any participant in the grievance procedure by reason of
such participation.

12.2.6 All documents, communication, or records dealing with any level of the grievance procedure shall
be filed separately from the personnel files of the participants.
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12.3 PROCEDURE
If a grievance is not responded to within the timelines specified, unless extensions have been
mutually agreed to, it shall proceed to the next level.

12.3.1 INFORMAL PROCHRE
An employee with a grievance should discuss it with his/her immediate Supervisor. The
employee may elect to have an ESP representative present when discussing a grievance with
a Supervisor.

12.3.2 FORMAL PROCEDURE

The employee may proceed to the fornpmbcedure under the following conditions:

a. The employee is not satisfied with the disposition of the grievance at the
informal procedure level.
b. If no decision has been rendered by téncipal/supervising administrator

within ten (10) workhg daysof the informal meetingthe employee must
file the grievance using the appropriate form (seerm A), with his/her
principalsupervising administrator, and a copy of the grievance must be
submitted to the Human Resources Department
The employee represeative may assist in writing the grievance.

LEVEL{ PRINCIPASUPERVISING ADMINISTRATOR

a. The grievance must be filed no later than thirty (30) days after the event
or condition occurred whether the informal procedure has or has not been
followed.

b. Within ten (10) days after the receipt of the grawe, the

principalsupervising administratoshall conduct a meeting to investigate
the grievance. The meeting shall include the priné¢gogdervising
administrator, the aggrieved person and his/her repeasative, which may
be from the ESP Council. Within five (5) working days following akeofi
the meeting, the princip&upervising administratoshall render his/her
written answer to the grievance.

C. In the event that the employee is not satisfied with the disposition of the
grievance at Levdl, or if no decision has been rendered within five (5) days
from the date of the Level | meeting, the employee make take the grievance
to Level Il.

d. In the event that the grievance is against the principal/supervising
administrator, the aggrieved person will file the grievance as described in
Level 1.b, however, the appropriate director/division head will participate in
the investigation of the grievance and MWilmeet with the
principal/supervising administrator and aggrieved person and his/her

representative.
LEVEL § APPROPRIATE DIRECTOR AND/OR DIVISION HEAD
a. A meeting will be held within five (5) days of receipt of Level Il of the

grievance. The meeting manclude some of the participants in the Level |

meeting. Within ten (10) days of the Level Il meeting, the appropriate

director and/or division head will issue a decision in writing to the aggrieved.
b. A grievance may initially be filed at Level Bh@eordance with the provisions

of Article 5.2.3 or Article 5.3. Such filing in writing must take place within the

thirty (30) day period set forth in Article 5.2.4.
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The grievant may forward the grievance to the Superintendent/designee
under the following onditions:

1. The employee is not satisfied with the disposition of the
grievance at Level Il or;

2. No decision has been rendered within ten (10) days of the Level Il
meeting.

LEVEL 1§ THE SUPERINTENDENT OR HIS/HER DESIGNEE

Within five (5) days ofreceipt of the grievance at Level lll, the
Superintendent/designee shall conduct a meeting. The meeting may include
some of the participants present at the Level Il meeting. Within ten (10) days
of this meeting, the Superintendent/designee shall issue deeision in
writing to the aggrieved.

September 1993

June 1996
April 2001
May 2004
May 204
May 2017
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EDUCATION SUPPCHROFESSIONALS COUNCIL

SCHOOL DISTRICIT
(FORM A)
LEVEL | GRIEVANCE

COMPLAINT BY TBRIEVANT

TYPE OR PRINT

Date Grievance Submitted

Grievant

School/Department

Supervisor

Years in District 11

Job Title

Home Address

Name ofRepresentative

Participant

Date Grievance Occurred

ARTICLE(S) VIOLATED: ARTICLE(S)

STATEMENT OF GRIEVAN

ACTION REQUESTED:

SECTION(S)

(Signature ofrievan)

Revised 61996
Revised 5/2014

(Signature of Representative)
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EDUCATION SUPPORDPRESSIONALS COUNCIL
SCHOOL DISTRIIT
(FORM B)
LEVEL | GRIEVANCE
DECISION OF PRINGIMAMEDIATE SUPERUIS
TYPE OR PRIND be completed by Principal/Immediate Supervisor and presentétktGrievantithin
5 days after the decision has been rendered at LEVEL

DateGrievance Submitted

Grievant

Level 1 Meeting Date

Participant

School/Department

ImmediateSupervisor/Principal

ARTICLE(S) VIOLATED: ARTICLE(S) SECTION(S)

DECISION OF SUPEBRISAND REASONS THHERRE:

Date of Decision

(Signature of Supervisor)

DwlL 9 £ |RESPONSE: (To be completed Gxyevant within 5 days of decision and sent to ESP

Representative)

| accept the above decision

| hereby refer the above decision to the ESP Representative for referral to the appropriate
Director and/or Division Head. (A copy to be forwarded to the appropriate Director/Division Head by

the ESP Representative withindays after receipt)

Respon® Date
(Sigrature of Grievanj

LEVEL II:

Date submitted to Director/Division Head

(Signature of person receiving Form B) (Date received)
Revised 61996
Revised 5/2014
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EDUCATION SUPPORDPRSSIONALS COUNCIL
SCHOOL DISTRICIT
(FORM C)
LEVEL Il GRIEVANCE
DECISION OF DIRECANR/OR DIVISION HBA

TYPE OR PRIND be completed by the appropriate Director and/or Division Head withidai8 after
hearingwith Grievantand ESP Representativileetingto be held within Sdays after receipt of appeal.)

DateGrievance Submitted

Grievant

Participant

School/Department

Immediate Supervisor/Ricipal

ARTICLE(S) VIOLATED: ARTICLE(S) SECTION(S)

Date Appeal Received Level 2 Meeting Date

DECISION OF DIRECDORSION HED AND REASONS THHEHRRE:

Date of Decision

(Signature of Director/Division Head)

GRIEVANTZ{ w9 { {Tdbe €othpieted bysrievantwithin 5 days of decision)

| accept the abowecision

| hereby refer the above decision to the ESP Representative for referral to the Office of the
Superintendent. (A copy to be forwarded to the Office of the Superintendent by the ESP Representative
within 5 days of receipt)

Respons Date
(Sigrature of Grievanj

LEVEL IlI:
51 G4S adzooYAUGGSR (2 {dzLISNAYGSYRSydiQa hF¥FFAOSYYwyYywyuyy

(Signature of person receiving Form C) (Date received)
Revised 6/1996
Revised 5/2014
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EDUCATION SUPPORDPRSSIONALS COUNCIL
SCHOOL DISTRICIT
(FORM D)
LEVEL Il GRIEVANCE
DECISION BMHE SUPERINTENDEDNR DESIGNEE)

TYPE OR PRIND be completed by the Superintendent, or designated representative, withday®
after hearing with Grievanand ESP Representativ®eetingto be held within Sdays after receipt of
appeal.)

DateGrievance Submitted

Grievant

Participant

School/Department

Immediate Supervisor/Ricipal

ARTICLE(S) VIOLATED: ARTICLE(S) SECTION(S)

Date Appeal Received Level 3 Meeting Date

DECISION OF SUPERINTENDENESIENATED REPRESENTATIVE) AND REASONS THEREFORE

Date of Decision

(Signature of Superintendent or Designee)

GRIEVANB{ w9 {thb{9Y 0 ¢Gevantwithin® taydtottiacaian) o &
| accept the above decision
| reject the above decision

Respons Date
(Sigrature of Grievanj

Revised 61996
Revised 5/2014
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ARTICLE 13
SICK LEAVE

13.1 SICK LEAVE
13.1.1 Sick leavenay beused inhalf (.50) hour increments: KS G SNXY GRI &8¢ Aa RST
the number of hours normally worked in a working day.
A newlyhired ESP, who is eligible for sick leave and reports for duty at the beginning
2T KAAKKSNI 62N)] @SIFINE oAttt G GKIFIG GAYS o
annual sick leave allotment, which the employee may use in whole or part upon
advarcement. A newbhired ESP employee, who is eligible for sick leave and reports
for duty after the beginning of the work year, will at that time be advancprbaata
share ofhis/her sick leave allotment based on tiember of remaining days in that
work year.
Eligible ESP employees will be advanced sick leave in a like manner for each
subsequent work year.
On July 1 of each succeeding year, easieki leave will be credited the employee.
260-day employee
14 days x number of hours worked in a work daypumber of paid leave hours
earned.
220-226 day employee
13 days x number of hours worked in a day = number of paid leave hours earned.
197¢ 210 day employee
12 days x number of hours worked in a work day = number of paid leave hours
earned.
173¢192day employee
11 days x number of hours worked in a work day = number of paid leave hours
earned.
13.1.2 If needed, sick leave may be used for medical purposes, personal illness or accident, or
for sickness or death of a member of the family as covereduiisee in this ESP Handbook.
13.1.3 If the immediate Supervisor has reasonable cause to believe an employee is abusing or
misusing sick leave, he/she may request a statement from a physician. Discipline may result.
The District reserves the right to requiee health examination and the right to
designate the physician before the employee returns to work following iliness, other
leave, or at any time when the need for such examination may be indicated. The
cost of these special examinations will be paid ey District.
13.1.4 When an employee is forced to be absent due to personal iliness, accident, death in the
family or family illness, the employee may receive up to twenty (20) days at half salary in any one
school year. Such half days shall only be aviailafter the employee has exhausted all
accumulated sick leave and sick leave days to which the employee is eligible through the Sick
Leave Bank.
I R2O00G2NRA&A gNARGGISY aidlrdSYSyd Ylre o
wSa2dz2NOSakRSaA3IySS adrdAy3a GKIFG GK
due to the illness of a family member or personal iliness.

S N&BIj dz§
S SYLX :

For purposes of Article 18, A Y YaBRA YAf &8¢ Aa RSTAYSR | &y
(<) ¢CKS SYLX2eSSQay
1. Spouse or registered domestic partner
2. Parent
3. Child
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Article 13

4. Sibling

5. Grandparent

6. Grandchild

0P ¢CKS SYLX28SSQa all2dzaSya 2NJ NB3IAadSNI

1. Parent

2. Child

3. Sibling

4. Grandparent

5. Grandchild

O lye YSYOSNI 2F (KS SYLX 28S5SQa&8 AYYSRAI

13.1.5 Any sick leave not used accumulates for use during succeeding years with no limit to the
number of days that may be accumulated.
13.1.6 Sick leave and/or personiglave may not be used to extend employment. An employee
who gives his/her notice and date (2 weeks or less) of planned separation from the District is
eligible to use earned sick leave prior to his/her last day of employment. This is intended for
illness injury, bereavement or emergencies only. If an absence is for more than 5 consecutive
days, medical documentation may be required. An employee that exceeds earned accumulated
sick/personal leave or separates from District 11 and has a negative leanedan his/her
accrued sick leave account, will have that amount deducted from the paycheck(s). Any monies
owed to the District upon separation will be deducted from any vacation hours accrued or other
pay to the extent permitted by lawAn employee o resigns and is not reemployed within 180
calendar days as referenced in Article 2.3.1 will have his/her sick leave accrual set to zero
(0). Sick leave will start from the new-tére date.

BEREAVEMENT LEAVE

An employee shall be granted three (Bys of bereavement leave with pay in the event of the

death of a member of his/her immediate family. Approval of bereavement leave for immediate

family is completed by the Supervising Administrator or his/her designee for verification.

Forpurposesofl KA 4 aSO0A2y>X GAYYSRAFGS FlLYAfeéd Aa RST,

13.2.1 If an employee needs additional time for bereavement beyond the three (3), the
employee may use accumulated compensatory time, sick leave, personal leave, or
vacation leave. Leawsithout pay may be used if the employee réges authorization
from his/herSupervising Administrator.

13.229YLX 28SSaQ FGOUSYRFYOS (i FdzySNIf aSNBAOSa 1
be authorized by theSupervising Administrator An employeemay use accumulated
compensatory time, sick leave, personal leave, vacation or leave without pay to cover this
absence.

DONATED SICK LEAVE
Effective July 1, 2019n&SP employee who intends to remain an active employee and has at
least five (5)days of accumulated sick leave, at his/her written request, may donate ap to
maximum offive (5) sick leave day(s) per school year to anogligibleemployee who suffers
acriticaliliness/injury to the employeand has exhausted all sick leave, sek/é at half salary,
and any applicable vacation leaven addition, donations may be made to an employee when
' YSYOSNI 2F (KS SY LbufarsS Sritical illiedshihpignathelerSployele Y A f &
has exhausted aBick leave, sick leave at hatilary, and applicable vacation leave.  For
purposes of Donated Sick Leave, immediate family is defined as spouse, child, parent, or
member of the immediate household where the employee lives.
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Critical illness/injury definition: inpatient hospitalization for more than 3 days, life
threatening illness/injury, cancer, chemotherapy/radiation, hip replacement, knee
replacement, heart surgery, extreme mental health/psychological distress, terminal
illness/injury, pregnancy related complications (typically defined as high risk or a
LIKE@aAOAlFIyQa NBIjdzA NBYSy i  Kstrofe,ofiper8lysiS YL 28 SS A
Donated Sick Leave does not consider the following, but is not limited to: elegtiyerg

(defined as surgery in advance and is preventative and not a medical emergency),
common cold, flu, medical statements with unknown/undiagnosed illnesses that only

excuse absences, medical statement for elective cosmetic procedures, sprains, strains,
doctor appointments, pain related absences or pain management treatments.

Donated sick leave requesthall not be available to an individual who is receiving

LI @8YSyda dzyRSNJ 62N)] SNR& O2YLISyaldizy 2N f 2
receiveLJ @ YSy (a dzy RSNJ ¢ 2 NJ StdndisabizyYordfysalteddy 2 y 2 N
covered by donatedickleave, he/she will be required to reimburse the District for any
applicable amount owed that was received from the donated sick leave program.

An employee who is on any type of extended leave may not donate leave until he/she

returns to an active working status for at ledisirty (30)working days.

An employee may not be eligible to request days from Donated Sick Leave or donate any

days until they hve completed sixty (60) work days and the employee must be in a
budgeted FTE and benefits eligible position.

An employee may request Donated Sick Leave from Human Resources. In order to
request for Donated Sick Leave from other employees, the ereplayust complete the

Employee Leave of Absence Request form and identify in writing that they request for
R2ylFIGSR &aAo0|l tSI@S RlIe&ao Il RSljdzk §S YSRAOLI
physician must be received by Human Resources prior to making the tDigitlie

request. The Human Resources Director determines whether the medical condition

meets the definition for Donated Sick Leave and the Human Resources office initiates the
District wide request if approved.

Donated days may not be used to extend®fi t Qa LISNA 2R 2F SYLX 28 YS)
Unused donated sick leave shall be returned to the donam(#)e event the maximum

amount of time is donated or if the medical condition changes.

An employee shall be eligible to receive updixty (60)days of donated leave for the

employe€d & Repsghalcriticalillness or injury under this provision. An ESP employee

shall be eligible for a total donation of up tinety (90)work days when théll/injured

LI NIé A& | YSY0doSNI 2 Ffaniilg But net\a DistacEeB@aPee, akdY Y S RA |
suffers acriticalillness/injury Verification of illness/injury will be required at reasonable

intervals. An employee is eligible for a maximum of five (5) days of donated sick leave

when the request is due to thdeath of an immediate family member.

Anemployee whadhas a verifiable retirement on file with Human Resources may donate

a maximum of up to ten (10) days of sick leave.

134 DOMESTIC VIOLENCE LEAVE
Employees who are victims of domestic violencel have used all available vacation, personal
leave and sick leave are eligible to receive up to three days leave in any fiscal year for any one
of the following purposes:

1.

2
3.
4

To seek civil restraining order

To obtain medical care or mental health counseling
Tomake their home secure from attack by the predator
To seek legal assistance
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Legal documentation along with a written request to the DirectoHoiman Resources Operatioirs
Human Resources is required.

Adopted: September1 993
Revised: June 1994
Revised: June 1996
Revised: June 1997
Revised: June 2000
Revised: April 2001
Revised: May 2002
Revised: May 2004
Revised: May 2007
Revised: June 2008
Revised: June 2010
Revised: May 2011
Revised: May 2013
Revised: May 2014
Revised: May 2017

Revised: May 2019
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14.1

14.2

Article 14

ARTICLE4
OTHER LEAVES

PERSONAL WITH PAY
ESP employees shall be eligible to use ua toaximum of eleven (1Bays from the annual
accrualof sick leave as personal leave during the fiscal year without loss pppesuant to
Article 13.1 Sick Leave. A nesulyed employee that is eligible for sick leave and begins work
after the beginning of the work year, wile provided with the pro rata share of his/her sick
leave allotment based on the number of remaining days in that work. year

14.1.1 Eligibility

a.
b.

14.1.2

14.1.3

Regular status and temporary status employees are eligible.

ESP employees migke personal leave with pag half (.50)hourincrements

ESP employees must inform their immediate supervisor of a personal leave with pay

absence(s) and must report the absence(dp ithe absence reporting system

pursuant to ESP Handbook Article 3.1

Food Serviceand Transportation Application ProcedureRequests Personal with

Pay:

a. For Food Servig8@ransportation ESP employees, a personal leave with pay
request shall be made to thR S LJ- NIi Y Sy i Q apreférabyyfive &BY S v
days in advance. In all cases, théleSf 28 SS Ydzad O2YLX SGS

t SNE2y L+t [ SF@S¢ FT2N¥od ¢KS F2N¥Ya Yl &

immediate Supervisor.For all other ESP employees, papproval is not
required to use personal leave

0 K
0

b.  This application must be approved by taepaNIi YSy G Qa Y ylF 38y

(Director of Transportation or the Assistant Director of Food and Nutrition

{ SNBAOSa0 SYLX 2e&SS oo willYornar thé ap@oved dzLIJS NIJ A

form to the Department of Human Resources.

C. Therequest may be deniedthen such leave iV be a hardship on the District.
Refusal of a leave request may be appealed to the DirectoHwhan
Resourcesr his/her designee.

d. This leave is not cumulative and is taken in half or full day increments.

INTERVIEWS&ESP will be released from wanlth payto interview for inDistrict

positions Notice from the employee to the supervisor shall be given as soon as is

reasonably possible. Supervisors are encouraged to support ESP staff in professional

growth and advanament opportunities within District 11.

PERSONAL WITHOUT PAY
When an employee has exhausted all leavdabees as notified by HR/PeoptdS an
employee may request leave without pay for short periods of absence not to exceed more
than five (5) day per calendar year. A request for this leave shall be in writing and must have
FLILINR @I f 2F GKS SYLIX 28SSQa AYYSRAFGS { dzLJS
required work schedule may result in further disciplinary action.

iKS

14.3 EMERGENG®ERSONAL

Employees may apply for emergency leave when absent due to inclement weather or other
unusual circumstances beyond their control. A request for this leave is to be made to his/her
immediate supervisng Administrator If the request is approvedhé rate of payfor the

employeewill be deductecbn an hourly basi¥ N2 Y G KS S Y LXhi2 RaSeSnattod | f |
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extend three (3) days per yearhe employee may appeal to the Director of Human Resources
Operations in the event that the request isrded by thesupervising Administratorin unusual
circumstances, the epioyee may be requested by thesmervisng Administratoror the
Director of Human Resources Operations to provide further information to determine if leave
may be granted.

14.4 VACATON
Twelvemonth employees shall be granted vacation leave initially based upon the date of hire
for the first year.Employees who do not begin their 26@y work year employment on July 1
will have vacation hours prrated based on date of hire the first work year. Following the first
full year of employmentyacation will be granted on July 1 of each year. Vacationbaasken
Fd GAYSa | LILINE @ SShpewising AdhBistrStoESR @npldyEeS tay submit
an appeal to thé&executiveDirector ofHuman Resourcdsr vacation requests that have been
denied by theilfSupervising AdministratotAt the end of each feal year, the vacation balance
must be no less than zero (0) days nor more than five (5) days. A maximum of 5 days (40 hours)
of unused vacation may be carried over into the next year. In case of extreme hardship due to
prolonged iliness or a woftelatedinjury and upon the approval of the Executive Director of
Human Resources, hours above 40 may be carried over and used within 90 days into the next
fiscal year, or monetary compensation for hours may be arranged.

Upon termination of employment, employeedll be paid for unused and accrued vacation
time. For standard resignations, terminations, or change in status (from eligible to not eligible
for vacation) the calculation to determine payout of vacation time is based upon 260 days.
The calculation to etermine payout of vacation for retirement is based upon 226 dajs.
negative balance in the accrued vacation account (providing that the vacation time accrued
ratably over the employment year) at the end of the fiscal year or at the time of termination
will result in the amount being deducted from the employees next paycheck.

Any monies owed the District upon separation will be deducted from any vacation hours
accrued or other pay to the extent permitted by law.

Schoolyear employees receive no paidcadion benefits. Schoglear employees who transfer
into a twelvemonth position will earn vacation based on years of service credit.

Effective July 1, 2016awationis earned for each month of service as indicated in the chart
below. It is the responsility of the Supervising Administrat@pproving vacation to maintain
up-to-date records of vacation used, earned, and balance remaining. Vacation may be used in
half (.50)hour increments.

O0to 5 yearofservice  10days 80.00 hours6.67 hours pemonth

6 to 14 years of service 15days 120 hours 10 hours per month
15plus years of service 20 days 160 hours 13.34 hours per month
*Vacation accrued hours become effective the following July 1st.

The above chart is based on an eight (8) heorkday. Less than eigf®) hours will be
prorated accordingly.
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145 LEGAL/JURY DUTY
Jury Dutyg Each employee will be granted leave when called for jury duty. An employee will
be excused for one day of jury duty upon presentation of the jury summadr Juror
Service Certificate. If an employee needs morentlome day of jury duty leavdye/she is
required to present the juror service certificate upon return to work. ESP shall either receive
District pay or Jury Duty pay for jury service. If employees choose to keep their juror pay, they
are required to notify Human Resources Attendancéc@fof their decision to take Leave
Without Pay.

The expectation for all employees who receive a jury summons is to report to their site for
duty unless summoned to serve. If he/she is released from jury duty during your workday or
before your shift bemps, he/she is expected to return to your worksite whether or not a
substitute has been provided.

The employee must present his/her Juror Service Certificate to his/her school/department
Administrative/Staff Assistant upon return to work so that it may dttached to his/her
timesheet. In order to be paid appropriately, it is the responsibility of the employee to obtain
this certificate online atwww.courts.state.co.us

Legalg Each employee will be granted leave when subpoenaed as a witness to oepart

event related to District business matters or an event witnessed as a citizen. This leave does
not apply in cases (whether the employee is a party or a withess) involving a dispute with the
District. Leave for a personal matter for which an emplogesibpoenaed as a witness will be
under the personal leave policy.

14.6 HOLIDAYS
260 Dayemployees shall be granted at least thirteen (13) holidaigs pay per fiscal yeamas
designated by the Boardnd the district calendar Schoolyearemployees shall not be paid
for holidays (as referenced in Article 4.4.6)

In the event that there are more than 260 workdays in a fiscal year, the extra workday(s) will
be given as an additional holidaywith pay.

14.7 ESP COUNCIL
Members of the ES@ouncil and the Meet and Confer Team will be able to attend ESP Council
meetings and Meet and Confer sessions without penalty and loss of pay. The President of the
ESP Council will keep a record of such meetings.

14.8 FAMILYANDMEDICAILEAVE ACT
The disassion below is for the ESP Handbook and is not intended to be a complete discussion
2T GKS ClFYAft@ YR aSRAOFt [SIF@S 104G 6aca[! €0
RSGFAfa 2y GKS ! RYAYAailNJGBERafid GBEY. Th& Sistrist A a i NA O
provides FMLA leave in accordance with federal law.
An employee is eligible for leave under FMLA when he or she has been employed by the District
for at least 12 months and has actually worked a minimum of 1250 hours during the preceding
12 months.FMLA leave will be granted for:

50



Article 14

1. CFriKSNRa FdGSyRIFyOS |4 GKS O0ANIK 2F KA&a OKA

2. tF NByiaQ OFNB 2F I OKAfR FFGSNI 0ANIK

3. Placement of a child with employee for adoption or foster care

4, { SNA2dza KSIFIfGK O2yRAGAZ2Y 27 or DMdriicitld ¥SQa OF
disabled

5. { SNA2dza KSIfiGK O2yRAGAZ2Y 2F SYLX 285S8SQa &aLkRo

6. Serious health condition of employee

7. A qualifying exigengyas defined in the U.S. Department of Labor regulatiomdudes

circumstances thasariseout of the fact that the spouse, or a son, daughter, or parent
of employee is on active duty (or has been notified of an impending call or order to
active duty) in the Armed Forces in support of a contingency operatidiese
circumstances are referenced Board Policy GBGF, and regulation, GRG&nd can
include but are not limited to, military events, child/school care, legal/financial
arrangements, postieployment activities, etc.

9t A3IA0ES SYLX 228SSa gAf ffupddlcaveralyl2nmthpéridd a MH & 2
when qualified When an employee works afali A YS a4 OK S Rdzf S&g AINISs LI 2 «
is determined on a pro rata or proportional bagisdetermine whether theemployee worked

the required 1250 hours within a year.

An eligibleemployee who is the spouse, son, daughter, parer next of kin of a covered
service member is entitled to a total of twensgjx (26) workweeks of leayer year to cardor
the service member who incurred a serious injury or gle the line of dutyvhile onactive
duty and who was rendered medically unfit to perfoduties of office, grade, rankfc. Leave
under this paragraph is available only during alsirygar. During that year, themployee is
entitled to a combined total of 26 workweeks BMLA leave.

After the maximum leave time expires, employees mayuesj a Leave of Absence. If the

employee does not return to work, he/she will be terminated. Refer to 14Hdalth care

coverage will be continued if the employee is currently enroited District health care plan

when the leave request is made. The coverage will contiouthe duration of the leaveand

the employee will be required to pay the same pontiof the premium as if activemployed.

The FMLA entitles spouses employedhry same employeto a total of 12 workweeks of

leave between them because of the birth of child and child cadeption, foster care or care

F2N) 0KS SYLX 288SQa 24y LINBYyld ¢gAO0GK | &aSNA2dz
14.8.1 Family Care Act

To the extent an employeie eligible for FMLA leave ahds utilized in the preceding 12

month period fewer than 12 weeks of leave under the FMLA, the employee may be eligible

F2NJ £ SI @S dzy RSNJ GKS /2t 2NIR2 ClFYAft& [/ FNB ! O
GASNA2dAYRBEAARIO AT (GKIG LISNB2Y Aad (GKS SYLX 2
his/her partner in a civil union, as defined by the FCA and other applicable Colorado law. For
LJdzZN1J32 4Sa 2F O2y FANXAY3 |y SylédavevBuman NBt I GA 2y
Resources may require reasonable documentation from the employee. Documentation may

include, for example, written proof of registration of the domestic partnership or a copy of a

civil union certificate. For purposes of confirming the serious healtditon of an

SYLX 28SSQa NBIAAGSNBR R2YS&AaGAO LI NIYSNI 2N LI N
require medical certification in the same manner as required by thei@ifor leave under

the FMLA.Examples:
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(&) An employee, who has utilized 12eks of FMLA leave in the preceding 12
month period,is not eligible for FCA leave;
(b) An employee who has utilized six weeks of FMLA leave in the preceding 12
month period, is eligible for up to six weeks of FCA leave.
14.9 MILITARY
A maximum of fifteen(15) calendar days per year shall be granted without loss of pay to
employees who participate in military service. Such leaves shall not be cumulative. The District
provides other unpaid military leave in accordance with applicable state and federal law.

14.10 VISITATION
All employees are eligible for papproved days) of site visitation, within the District This
request is to be subrtied to the Principal/Supervisingdfinistrator for pre-approval and is
to be coded irBmartFindExpress (SFE) as code-MéitationESP OnlyNo substitutes will be
provided.

14.11 OTHER EXTENDED
Employees with an extended illness or disability may request a leave of absence without pay
or District contribution towards insurance after all sicaigh leave provisions have been
exhausted. Such leave of absence status shall be for the duration of the illness or disability up
to a maximum of one year from the beginning day of the leaytime an employee is on an
unpaid leave of absence, the unpa@éve will not count towards district seniority.

I LIKeaAOAlyQa OSNIATAOFGS 2F FAGySaa G2 LISNF
employee can return to duty. The Executive Director of Human Resources or designee may
request that a second physician examine the individual at District caksabstantiate the
LISNE2Y Q& FAlySaa (G2 LISNF2NY [ff daA3ySR RdziA

Other extended leaves of absence without pay, not to exceed one year, may be granted for
educational reasons only, and verification of education may be requested by the Department
of Human Resourceginemployee that requests a leave of absefmethe purpose of working

with another employer while on a leave of absence for the same handéor same type of
dutiesthat the employee requested the leave of absencedball be denied.An employee
requesting a leave of absence for medical or educational purposes will be required to sign an
agreement that he/she will not work to repladbe hours, as specified abovehile on an
approved leave of absence. Requests for extended leaves ehabavithout pay must be
YFERS Ay gNAGAYy3a (G2 GKS SYLIX 28SSQa AYYSRAIFGS {
forwarded to the Executive Director of Human Resources or designee for final approval.

An employee returning from a Leave of Absence @& pear or less shall be returned to the
same position at the same site at the time the leave commenced (assuming such a position
still exists) unless the employee agrees to waive this right.

An employee working four (4) hours or less is entitled to retj@eLeave of Absence of one
year or less, but will not be guaranteed to return to the same position at the same site at the
time the leave commenced.

An employee returning from a Leave of Absence of one year or less, may be returned to an

equivalent pogion, if possible.
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14.12 PROFESSIONAL DEVELOPMENT OR TRAINING

Administrators and supervisors are encouraged to suppotjoing professional development for ESP.
Employees are eligible to attend professional development and work related trainingsisttiet D

offers professional development and training to employees on Professional Development Days, Teacher
Work Days, etc.

Employees are eligible to attend professional development and work related trainings that are provided
by organizations outside difie District. These trainings are generally held during regular business hours
(student contact days). Absences that require a classified substitute may need an approved funding
source through the supervising administrator to cover the substitute cost.

Employees are not required to use vacation, personal leave or sick leave to attend work related training
unless the class or training is an educational degree program (as outlined in Tuition Reimbursement
Article 15.3 e).
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ARTICLE 15
TUITION REIMBURSEMENT

This policy describes the policy and procedureafgoroval and reimbursement for educational assistance
to regular fulitime employees who have completed their initial 90 calendar days of employment.
Employees on leaves of absence will not be eligible.

15.1 POLICY
It is the policy of the District to a#f tuition reimbursement to each eligible employee who
successfully completes courses which arerglated or are in pursuit of a college degree at
an accredited institution.

15.2 PRACTICE
Courses taken at colleges and universities, professional cordesenr District irservices, as
well as workshop classes which are -jeated may be reimbursed for tuition or tuition
equivalent. If classes are part of a college degree program, they must be taken at colleges and
universities accredited by the regioresdsociation of colleges and universities.
Reimbursement for taking courses and/or modules which involve primarily television or video
viewing, correspondence work, independent study, distance learning and/or other alternative
methods of independent studydistance learning and/or other alternative methods of
instructional delivery must be approved by tigrector of Professional Development
his/her designee.
It is not the intention of the District to fully subsidize the educational pursuits of its grepk
Rather, it is its intention to provide financial assistance to help defray the costs of educational
programs to promote educational achievement in a manner which will benefit the individual
and the District.

15.3 PLAN COMPONENTS
The tuition reimbusement plan will provide assistance for specified educatiategjree
programsand/or work related training programsThe classegrainingor degreeprograms
must be either jobrelated or must be a part of a bona fide degree program at an accredited
college or university. The tuition reimbursement will be subject to a fiscal year cap for each
individual.
Reimbursement will be made after evidence is presented of successful completion of the class
or trainingrequirement. These and other definitions are &iped below.
a. Program Eligibility
This program is available to any ESP who has completed his/her 88tiddys of
employment. It is not available to dependents of employees or to employees on leave
of absence from the District.
b. JobRelatedness or Degreursuit
Only those programs or classes which have beerapproved will be eligible for the
reimbursement program.
The classes must meet one of two criteria. They must bagtdied or be part of a
degree program which is offered by an accredited celleg university. To be job
related, the class or program must have a direct relationship to the attainment or
enhancement of skills specifically required for the employee position or be directly
related to improving performance on the existing job.
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The empoyee will submit a request for the approval of the course under this plan prior
to enrolling in the course. The determination of joddatedness will be made by the
respective department hegdadministrator or principaand the Director of Professional
Development or his/her designee.
To be considered eligible under the requirement for pursuit of a degree program, the
employee must submit an educational plan outlining the courses, which will be included
in the degree program. This plan must be submitte@bipto inclusion in the tuition
reimbursement program and should be inclusive of all classes, which will be considered
a part of the degree program.
The cost of the SWEEP (Student Work Experience Evaluation Program) or other such
programs which allow an edf 28 SS (2 adiSadG 2dzié¢ 2F | O2
included in this policy, provided that a passing grade is achieved and prior approval has
been granted.
Only those programs which have been {amgproved will be eligible for the
reimbursement program.
Reambursement Process
Employees will be reimbursed 100% of the tuition rate after providing evidence of
NEOSALIG 2F | 3INIRS 2F a/¢ 2N 0620Sd hyS |
LIN2 @A RS R &F eeNidicate oficorhpietiodn a nongraded clas.
The employee will pay for the class and submit a request for reimbursement upon
completion. Reimbursement will be on a first corfiest served basisuntil funds have
been expended.
The only reimbursement will be for tuition. The program will mmude books, travel
costs, or other costs associated with the course or program. The reimbursed tuition will
y2i SEOSSR G(KS adldisSQa aidlyRFNR NIdSa F¥2NJ
The reimbursement will be subject to a fiscal year ca$460.000f tuition for pre-
approved courses, except that any employee enrolled in a college degree program will
be eligible to be reimbursed up &%&iL200.00per fiscal year.
Application Process
To apply for educational assistance, the employee should complete an Employee Tuition
Reimburement form and submit it to the Professional Development Department prior
to enrolling in the course. If applying for assistance for ar@ddted course, the
justification should be included on the form, with the supporting approval provided by
the respetive department headadministrator or principal
If the class is part of a degree program, an educational plan should first be filled with the
Professional Development Department. Individual requests for approval of classes
should refer to those class&ghich are on the approved educational plan.
If approved, the employee will enroll in the course and pay the required tuition. Upon
successful completion of the course, the employee should submit evidence of
O2YLX SGA2Y Y GLINR2F 2F SLIRIVISVHIZGER FyRYLE 2651
WSAYOodzZNESYSyide F2N¥ (2 NBIldSaid NBAYOdZNESYS
Additional Requirements
Reimbursement will be made only for those classes completed during the current fiscal
year. Any reimbursement submitted after the cap has been met will Isidered for
approval during the next fiscal year if funds are available.
Under this policy, employees will not be provided release time for pursdeggee
programs. It is anticipated thaegreeprograms and courses included in this policy will
requiretime outside of normal working hours.
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Employees are eligible to attend work related training when offered during his/her
regular scheduled hours. If a substitute is required, the absence may need an approved
funding source through the supervising admirastrr to cover the substitute cost.

An employee resigning employment or discharged for cause prior to completion of an
approved course shall not be entitled to reimbursement.

Dual payments of benefits for classes are not permitted, such as whemployee is
eligible for educational benefits from a governmental agency or through scholarships.

August1992
Junel995
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Junel997
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Junel999
June2000
May 2002
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May 2014
May 2015
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ARTICLEG
RETIREMENT

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION (PERA)

In accordance with Colorado state statutes, the employee is required to contribute to the
employee portion (currently aB8% of total salary and the District is requireccontribute to

the employer portion of the PERA rate contributid@ontribution ratesare subject to change

in accordance with PERA rules and regulations. Benefits at retirement are determined by PERA
rules and regulations in effect at the time of retirement. The appropriate forms are available

in the Department of Human Resources.edrement information/counseling is available by
calling £800-759-7372.

Because of the complexity of the state PERA laws and the frequency with which they are
changed, the District refers employees to the current PERBsite and customer service
contacs as identified aboveThe current statute takes precedence over any of the provisions
of this policy.

MEDICAL DISABILITY

Employees with medical disabilities severe enough to qualify for early retirement benefits
from PERA and/or long term disahjlinsurance are entitled to all of their sick leave benefits
prior to termination of services. They may use all accumulated sick leave plus up to twenty
(20) days at half salary in any one school year. These days do not carry forward into the next
school yar. No additional sick leave will be credited the next school year unless the employee
returns to active duty. The last date of employment will be the last day of their sick leave
benefits. Employees may waive all or any part of sick leave benefits gneéstan earlier
termination date. It will be the responsibility of the employee to seek the aid of PERA in
determining the date which will provide the best protection for the employee.

16.3 PAYMENT FOR UNUSED SICK LEAVE

Effective July 1 of each schoobygthe 20 most senior ESP employees (based on fifteen years

of continuous service with the District only) who give notice to Human Resources on or before

the Tuesday following Thanksgiviigz f I G SNJ G KFYy p LIOYD da{c¢0O 27F
nonbinding intent to retire as of a date no later than June 30 of that year shall receive
reimbursement for unused sick leave. The employee must work the full school year to be
eligible for the top20-retiree payout. (Except under documented medical conditions.) Where
multiple ESP begin work on the same date, those ESP shall participate in a drawing to
determine position on the seniority list. Human Resources will designate a person to conduct
drawings, which shall be conducted openly and at a time and place which will reasonably allow
affected ESP to be in attendance.

¢tKS SYLX2858SSQa AydaSyid G2 NBGANB FyR GKS SYLIX
shall be binding for fortfive (45) dys after Board approval of their eligibility for the

retirement program, except that any such employee shall have seven (7) days thereafter to
rescind his/her election to retire. Following the expiration of this seda@nrevocation period,

GKS SYaX R8GKRVA2Y (2 NBGANB yR (GKS SYLX 2&8SSQa
shall be binding on the employed. & A RSYUGAFASR Ay GKS a9{t wSi
b2GAO0SZ¢ +y SYLX 28SS YIe y20 NBG21 Sevenkp | LILI A
day binding revocation deadline has expired.
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The reimbursement shall be computed by multiplying the number of days of unused sick leave
at retirement by seventfive percent (75%) of the per diem wage rate of the retiring employee
in effect the date upon which the retirement becomes effective.

A retiring employee who gives timely notice pursuant to the paragraph immediately above and
whose retirement is approved by the Board and as one of the twenty (20) most senior ESP
employees with fifteen (15) years obntinuousservice is eligible for twentfour (24) months

of seventyfive (75%,) the District contribution towards the same individual or family medical
insurance elections (but not vision and dental) in existence at the time of retirement.

The 24month period shall begin July 1 following the joer for which such contribution
otherwise would have ended.

¢tKS SYLX2e8SS gAtf KIFIGS (KS 2LIA2y (G2 LJzNOKLI a8
single or family EPO coverage elections as applied prior to retirement) and will assume all
additiond premium costs beyond that provided for above.

WSGANRY3I SYLX 28SSa 6K2 ¢2N] F aidNryardizy &S|
(with the exception of Long Term Disability) in connection with thenb2ith transition year
employment. The empl@e will then be eligible for continued health insurance benefits for

the remaining twelve (12) months of the twenty four (24) months of the Retirement Incentive
Program benefits. COBRA benefits will only be available if the COBRA benefit period (normally
eighteen 18 months) extends beyond the other coverage periods, as COBRA coverage periods

run concurrently with other benefits provided after termination of employment, including
termination of the transition year, if any. Medicare eligible retirees vatleive medical

insurance benefits at a reduced rate, assuming enroliment in Medicare Part A and B.

If an employee who has attained at least tweffitye (25) years of fulime regular status

service in the District dies, the retirement cap number ireffat the time, as stated in Article

16.3, will be reduced by the number of eligible employees who have died. The payment of
KAakKSNI NBYFAYyAy3a aAao]l tSI@S 4 v 2F GKS Sy
paid to his/her beneficiary as nad on the PERA Member Record Form or PERA Member

Record Change Form. The per diem wage rate of a twelve (12) month employee (for both
payment of sick leave and any vacation) shall be determined by taking the annual base salary

and dividing by 226 days.

The payment for unused accrued sick leave shall be made on or before the first work day of
February in the year following the date on which the retirement becomes effective.

Ly G(KS S@Syid 2F SEGNBYS KINRAKALI gKAOK 62dz
retirement without qualification for this sick leave reimbursement, such employee may apply

for the abovementioned sick leave reimbursement through the Executive Director of Human
Resources, and such request may be granted or denied in the sole disaktienDistrict.

The number of employees granted sick leave reimbursement during a fiscal year will be
reduced by the number of sick leave reimbursements that have exceeded the maximum
number allowed in the previous year.
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16.4 RETIREMENNCENTIVE

An employee who participated in the retirement incentive program in 1988 or before and who
subsequently is remployed by the District must repay the total amount of the retirement pay
and payment for unused sick leave.

16.5 DATE OF RETIREMENT

Retirement can occur at the end of any calendar month. Notice of intention to retire shall be
made in writing to the Director of Talent Acquisition in the Human Resources Department
thirty (30) working days before the anticipated retirement date.

16.6 DEATH BENEFIT

16.7

Adopted:
Revised:
Revised:
Revised:
Revised:
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amount of his/her sick leave payment, the District shall pay 100% of any remaining amount to
GKS NBGANBR SyLitz2essSqQa SaidlrdsS 2N RSairAayl SR ¢

TRANSITION
A transition year is where an employee officially retires from District #11 and returns to work
for the District for one more year the following school year.

The transition employee has no vacation or sick leave. Any time takdorof) the transition
@€SINJ Aa gAGK2dzi LI & FtyR OFlyy2G o6S YIRS dzLlo
reduced by the amount of the employer contribution to PERA on the salary at retirement. The
employee is allowed to keep health and lifeurence if they are in a position which qualifies

for benefits.

ESP Employees who wish to retire and come back and work a transition year need to complete
a nonbinding letter of retirement and submit it to Human Resources by the second work day
after Tharksgiving.

Official documents relating to the retirement/transition process are mailed to the employee
by mid January.

The employee completes and turns those documents back into the Director of Compensation
by the deadline indicated As identified in thex 9 { t ¢CNIYaAGA2Y | SIENJ t NP

employee may not revoke the application and election to retire after the seven (7) day binding
revocation deadline has expired.

All managers are asked to review a list of staff who have applied for transitiosudmait the
Recommendation for NeApproval of Transition forrto the Director of Compensation if they
do not wish to recommend that the employee work a transition year.

A final list of retirements and transition applications is submitted to the Boardwéa&iion for
their approval in May of each year.

September1 993
Junel995
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Junel997
Junel998
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ARTCLE7
GENERAL PROVISIONS

17.1 DISTRICT/SCHOOL CLOSINGS DUE TO INCLEMENT WEATHER OR EMERGENCY
CLOSURES, 2 HOUR LATE STARTS, EARLY RELEASES

If the District or schools are closed due to inclement weather or emergency closures, employees
are not required to report to workRegulastatus budgeted employees wiiceive compensation

for all scheduled hours missed due to a district or school closure. Compensation is his/her hourly
rate of pay for the hours the employee was scheduled to wassential Personnel such as
Operations employees and Facilities employees may be required to report to work by their
Supervising Administrator. An employee who is approved to work by his/her Supervising
Administrator shall be paid for the actual hoursnked at straight time and for the day when the
schools or the District is close¢Paid District closure hours will be considered hours worked for
purposes of overtime calculation as referenced in Article 4.4ri}he event that working these
hours cages the employee to work more than forty (40) hours in that week, the employee shall
be paid time and ondalf for the actual hours worked and igafor the day when the schoots

District is closed.An employee on an approved leave of absence with HuResources of more
thanfive (5) consecutive days will be charged for the designated absences and will not receive an
inclement weather day.

In the event of a twehour late start for the District/schools, all employees are expected to plan
accordingly ad use their best judgment to arrive safely within the tivour late start window

and as close to their regularly scheduled worktime as possible. Transportation employees will be
directed as to when to report to work by the Director of Transportation is/her designee.
Employees are not required to use paid leave such as sick leave, personabteaoation leave

for time missed during a twhour late start window.

In the event an employee is unable to arrive until after the fwaur late start, theemployee may

use paid leave such as sick leave, personal leador vacation leave for any time missed after

the two-hour late start window.

If paid leave is not available, the employee may apply for emergency leave pursuant in Article
14.3.

If the District/schools are open and an employee is not able to report to work, the employee may

use paid leave such as sick leave, personal lemdor vacation leavai 2 I 002 dzy i T2 NJ G|
absence. If paid leave is not available, the employee malydppemergency leave pursuant to

Article 14.3.

Furthermore, employees who are unable to arrive in a timely manner will not be subject to
disciplinary action.

17.2 SUBSTANCE ABUSE
Employees shall not use alcohol or any controlled substance* dtinigig working hours.
Further, employees shall not report to work with any indication of the use of alcohol or
controlled substances unless such substances are prescribed by a physician.
When a Supervisor determines that an employee is in violation ofithstance abuse policy,
as stated in the above paragraph, the employee shall be suspended from assigned duties until
further notice. The Executive Director of Human Resources or designee shall meet with the
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Supervisor and the employee on the following wddy regarding the violation. The Supervisor
shall furnish a written summary of the incident. The Executive Director of Human Resources
or designee shall review the incident, and, in conjunction with the Supervisor, determine

appropriate action.

Employ§a Ydzad 02 YL} &

Policy Manual (Policy GBEC).

¢ AFfe& Wdikil&e policyaldcatdd i ihe Boarl NXz3

**Controlled substance is defined in C.R.388.8-102(5) and 21 U.S.€802(6).

PERSONNEL FILE

An employee may review his/her personrféé maintained by the District subject to the
provisions and restrictions of the Colorado Open Records Act. An employee shall have the
right to make a written response to any material in his/her file. An employee may copy any

item in his/her personneF A £ S |

MILEAGE ALLOWANCE

G GKS SyLXz2eS8S80a

SELISyasSo

Employees shall be reimbursed at the rate established by the Board when a privately owned
automobile is required to be used in the performance of official duty. Such mileage shall
exclude work to homeand home to work. Requests for reimbursement must be approved by
the appropriate Supervisor and/or department head, assigned a budget account number and
submitted to the Fiscal Services Department for processing. Requests shall be forwarded for
any one imlividual once per month only.

CURRENT SCHEDULES

A schedule of job title classifications, a Abry & (i NHzOG A 2 y I f
the current salary schedule is available upon request in the Department of Human Resources.

PROFESSIONAL LEARBNCOMMUNITY (PLC) 8CHOOLS
A Professional Learning Community (PLC) is a collaborative inquiry process focused on identifying
and responding to the specific learning needs of all students across sites, settings, and disciplines.

Toed dzZNB &4 dz00S 34 4 T dz
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9 Initial and ongoing training opportunities will be provided
1 PLC site support will be made available as needed or as requested
1 Time will be identifieédpecifically and solely for PLC.
The following guidelines are provided for the implementation of professional learning

communities at all E11 Schools:

SyLxt 2e8ssSaq Ol

1. Instructional ESP employees agacouragedto participate and collaborate in the PLC
meetings. An instructional ESP employee who rattethe PLC meetings must identify the
additional time on their timesheet pursuant to Article 4.4.5. Each school/site is required to
YEAYUGFEAY FTGGSYRFYyOS F2NJ SIFOK 9{t
2. Collaboration should be the dominant theme in PL&&timgs.

17.6.1 PLC time is to be used for the following (but is not inclusive):

SYLX 2eS8S80Qa

Reviewing data; curriculum and general planning with staff; vertical and horizontal
collaboration; looking at student work; grouping students for interventions; SHRgE&n

and planning; Rtl/PBS$tevelop new programs, strategies, & activities; staff development;
collaborating on school themes & events; discussing behavioral needs of students; goal team

meetings; book studies.
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17.6.2PLC time is not an additionaidividual planning timer to be treated as another staff

meeting.
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