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Guiding Principles for Employees 

 

The Red Cloud Community Schools has a Board approved employee handbook. 
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Equal Employment Opportunity 

 

The Red Cloud Community School District shall provide equal opportunities to employees and 

applicants for employment in accordance with applicable equal employment opportunity and 

affirmative action laws, directives and regulations of federal, state and local governing bodies.  

Opportunity to all employees and applicants for employment includes hiring, placement, promotion, 

transfer or demotion, recruitment, advertising or solicitation for employment, treatment during 

employment, rates of pay or other forms of compensation, and layoffs or terminations.  The school 

district shall take affirmative action in major job categories where women, men, minorities and 

persons with disabilities are underrepresented.  Employees will support and comply with the district’s 

established equal employment opportunity and affirmative action policies.  Employees shall be given 

notice of this policy annually. 

 

Individuals who file an application with the school district will be given consideration for 

employment if they meet or exceed the qualifications set by the board, administration, employing 

individuals, the board shall consider the qualifications, credentials, and records of the applicants 

without regard to race, color, creed, sex, national origin, religion, age or disability.  In keeping with 

the law, the board shall consider the veteran status of applicants. 

 

Advertisements and notices for vacancies within the district shall contain the following statement:  

“The Red Cloud Community School District is an equal employment opportunity/affirmative action 

employer.”  The statement shall also appear on application forms. 

 

Inquiries by employees or applicants for employment regarding compliance with equal employment 

opportunity and affirmative action laws and policies, including but not limited to complaints of 

discrimination, shall be directed to the Affirmative Action Coordinator by writing to the Affirmative 

Action Coordinator, Red Cloud Community School District, Red Cloud, Nebraska 68970; or by 

telephoning 402-746-3413. 

 

Inquiries by employees or applicants for employment regarding compliance with equal employment 

opportunity and affirmative action laws and policies, including but not limited to complaints of 

discrimination, may also be directed in writing to the Director of the Kansas Office of Civil Rights, 

U.S. Department of Education, 10220 North Executive Hill Boulevard 8th Floor, Kansas City, MO  

64153-1367, (816) 880-4200 or the Nebraska Equal Opportunity Commission, State Office Building, 

301 Centennial Mall South, 5th Floor, PO Box 94394, Lincoln, NE  68509-4934, (402) 471-2024 or 

(800) 642-6112. 
 

This inquiry or complaint to the federal office may be done instead of, or in addition to, an inquiry or 

complaint at the local level. 
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Further information and copies of the procedures for filing a complaint are available in the school 

district’s central administrative office and the administrative office in each attendance center. 

 

Legal Reference:  29 U.S.C. §§ 621-634 (1994).  

 42 U.S.C. §§ 2000e et seq. (1994). 

 42 U.S.C. §§ 12101 et seq. (1994). 

  Neb. Statute 48-1101 et seq. (Nebr. Fair Employment Practice Act) 

 

Cross Reference:  103    Equal Educational Opportunity 

 404.06    Harassment by Employees 

 406.02    Certificated Employee Qualifications, Recruitment & Selection 

 412.02    Support Staff Qualifications, Recruitment and Selection 
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Employee Orientation 

 

Employees must know their role and duties.  New employees may be required to participate in an 

orientation program for new employees.  The employee’s immediate supervisor should provide the 

new employee with a review of the employee’s responsibilities and duties.  Employees involved in 

child care, custody or control responsibilities shall be given instruction in the handling of emergency 

situations which might arise in the course of the employee’s work.  Payroll procedures and employee 

benefit programs and accompanying forms will be explained to the employee by the business 

manager.  The supervisor may wish to review the staff handbook as part of the orientation process. 

 

Legal Reference:  Nebraska Statute 79-802 

 

Cross Reference:  401    Guiding Principles for Employees 

  405    Employee Conduct and Appearance 

    407    Certificated Employee Compensation and Benefits  

    413    Support Staff Compensation and Benefits 
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Employee Conflict of Interest 

 

Employees’ use of their position with the school district for financial gain shall be considered a 

conflict of interest with their position as employees and may subject employees to disciplinary action. 

 

Employees have access to information and a captive audience that could award the employee personal 

or financial gain.  No employee may solicit other employees or students for personal or financial gain 

to the employee without the approval of the superintendent.  If the approval of the superintendent is 

given, the employee must conduct the solicitations within the conditions set by the superintendent.  

Further, the superintendent may require the employee to immediately cease such solicitations as a 

condition of continued employment. 

 

Employees shall not act as an agent or dealer for the sale of textbooks or other school supplies.  

Employees shall not participate for personal financial remuneration in outside activities wherein their 

position on the staff is used to sell goods or services to students or to parents.  Employees shall not 

engage in outside work or activities where the source of information concerning the customer, client 

or employer originates from information obtained because of the employee’s position in the school 

district. 

 

It shall also be a conflict of interest for an employee to engage in any outside employment or activity 

which is in conflict with the employee’s official duties and responsibilities.  In determining whether 

outside employment or activity of an employee creates a conflict of interest, situations in which an 

unacceptable conflict of interest shall be deemed to exist shall include, but not be limited to, any of 

the following: 

 

1. The outside employment or activity involves the use of the school district’s time, facilities, 

equipment and supplies or the use of the school district’s badge, uniform, business card or other 

evidence of office to give the employee or the employee’s immediate family an advantage or 

monetary benefit that is not available to other similarly situated members or classes of members 

of the general public.  For purposes of this section, a person is not “similarly situated” merely by 

being related to an employee who is employed by the school district. 

 

2. The outside employment or activity involves the receipt of, promise of, or acceptance of more or 

other consideration by the employee or a member of the employee’s immediate family from 

anyone other than the school district for the performance of any act that the employee would be 

required or expected to perform as part of the employee’s regular duties or during the hours 

during which the employee performs service or work for the school district. 

 

3. The outside employment or activity for it being done within the school day would be part of the 

official responsibility of the employee. 
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If the outside employment or activity is employment or activity in (1) or (2) above, the employee 

must cease the employment or activity.  If the activity or employment falls under (3), then the 

employee must: 

 

● Cease the outside employment or activity; or 

● Publicly disclose the existence of the conflict and refrain from taking any official action or 

performing any official duty that would detrimentally affect or create a benefit for the outside 

employment or activity.  Official action or official duty includes, but is not limited to, 

participating in any vote, taking affirmative action to influence any vote, or providing any 

other official service or thing that is not available generally to members of the public in order 

to further the interests of the outside employment or activity. 

 

It shall be the responsibility of each employee to be aware of and take the necessary action to 

eliminate a potential conflict of interest should it arise. 

 

Legal Reference:  NDE Rule 27.004.03F 

 

Cross Reference:  202.02    Board Member Conflict of Interest 

 403.04    Gifts to Employees 

 403.06    Employee Outside Employment     
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Nepotism Policy 

 

All otherwise qualified individuals will be given equal opportunity for school employment positions 

with the exception that no member of the Board of Education will be employed as a teacher. (NEB. 

REV. STAT. 79-466).   

 

In order to minimize any potential conflict of interest, when applying for a position with the district 

which is not prohibited by law, the applicant will give notice to the Board of Education, and to the 

public by making a written statement to the Board of Education, disclosing the nature and extent of 

the applicant’s familial relationship to a board member or district employee.  The written notice must 

be given prior to the Board of Education taking official action on the employment contract. 

 

In order to minimize any potential conflict of interest or appearance of a conflict of interest, any 

board member who is related by blood or marriage to an applicant for a position with the district 

shall: 

 

 1.   Not vote on the employment contract in question, except the contract is a negotiated 

agreement settlement contract unless the contract is a collective bargaining negotiated 

agreement; 

 2. Not act as a representative of the Board of Education to enter into or execute the 

Employment contract in question [NEB. REV. STAT. 49-14,103.0(3)]; and, 

 3. Not act as a representative of the Board of Education to enter into or execute the employment 

contract in question [NEB.REV.STAT.79-1249]; 

 4. Provide a statement for inclusion in the Board minutes to demonstrate that disclosure of a 

familial relationship with an applicant was made prior to any hiring decisions. 

 

If an immediate family member of a Board of Education member or an employee of the 

school district becomes an applicant for an employment position, the Board of Education 

member and/or the school employee shall, as soon as practicable after learning of such fact, 

complete  NADC Form C-4 entitled “Employment of Immediate Family Members Disclosure 

Statement” which the Superintendent shall maintain in the administrative offices, or a 

substantially similar statement, and file it with the Secretary of the Board of Education. 

 

Except as above restricted, otherwise qualified people may be employed in any job capacity 

by or be a school board member of a school district regardless of their familial relationship 

with the school district or with any employee or board member of the school 

district.(NEB.REV.STAT.79-1249). 
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Employee Grievances 

 

Complaint Procedure 

All complaints shall be handled according to the established complaint procedure policy.  Any faculty 

member, administrator or board member approached with a complaint shall inform the person(s) of 

the proper method of registering the complaint.  Complaints not filed in accordance with this policy 

will not be acted upon nor shall they be recorded or given any other official recognition.   

 

An official complaint procedure form shall be on file in the central office. 

 

Grievance Procedure 

The Board of Education wishes to maintain open communications with its teacher.  If a teacher feels 

they have a grievance, access to the board will be provided by following the prescribed procedure. 

 

Section 1 - Definition of terms: 

A. Grievance - claim based upon an alleged event or condition which affects the welfare and/or 

terms and conditions of employment of a teacher, or group of teachers, and/or the interpretation, 

meaning, or application of any of the policies, rules, or regulations or professional negotiations 

contracts of school districts. 

 

B. Aggrieved person - or persons making the claim. 

 

C. Party in interest - the person or persons making the claim, and any person who might be required 

to take action, or against whom action might be taken in order to resolve the claim. 

 

Section 2 - Purpose: The broad purposes of machinery for a grievance adjustment in a public 

school system are:   

A. Unobstructed communication with respect to alleged grievances without fear of reprisal. 

 

B. Reduction of the potential areas of conflict among staff members and administrators and boards of 

education. 

  

C. Two-way communication through recognized channels among administrators, staff members, local 

professional associations, and boards of education. 

 

D. Development of improved morale and effectiveness of staff members. 

    

E. Encouragement of teacher expression regarding conditions that affect him/her. 
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Section 3 - An employee may be represented in any step of this procedure by a designated labor 

representative from the local association or the state association or by an individual licensed to 

practice law in the state.   

A. Level 1 (informal):   If a teacher feels that he/she has a grievance, then he/she should first discuss 

the matter with the administrator to whom he/she is directly responsible in an effort to resolve the 

problem. 

 

B. Level 2 (informal): 

 

 1. Step one:  

(a) If an aggrieved person is not satisfied with the disposition of his/her problem, or  

if no decision has been rendered after three (3) days through the informal procedure, 

he/she may submit his/her claim as a formal grievance, in writing, to the Superintendent of 

Schools:  

  (b) the Superintendent of Schools shall within three (3) school days render his/her decision  

and the reasons therefore, in writing, to the aggrieved persons. (Two copies to the 

aggrieved.) 

 

 2. Step two: If the aggrieved person is not satisfied with the disposition of his grievance at Step 

 One, or if no decision has been rendered within three (3) school days after the presentation of 

the grievance to the Superintendent of Schools he/she will within five (5) school days:  

 (a) Consult with the representatives of the RCEA for direction in filing a written request for a 

hearing with the Board of Education or  

  (b) file a written request for a hearing with the Board of Education on his/her own behalf. 

 

 3. Step three: Within twenty-five (25) school days after receiving a written appeal, the Board of 

Education or a committee thereof shall meet with the aggrieved person, his/her 

representatives, and the Superintendent of Schools for the purpose of resolving the grievances.  

The decisions and reasons of the Board of Education shall be rendered in writing within three 

(3) school days. (Two copies to the aggrieved.) 

 

C. Level 3 (impasse resolvement): 

 

 1. If the aggrieved person chooses not to accept the decision of the Board (Step three of Level 

Two) he may within five (5) days of receipt of notice of said decision:  

  a. Consult with representatives of the RCEA for directions on requesting grievance   

impasse. 

b. Seek relief through the State or Federal Judicial System. 

            

Section 4 - Other considerations: 

A.  A grievance affecting a group of teachers may be submitted to Level I action. 

 

B.  A grievance may be withdrawn at any level without prejudice. 

 

C. No reprisals of any kind shall be taken by the Board or by any member of the administration, or 

by the Association or its individual members, against any party in interest, or any other participant  



  

 

              402.05 

              3 of 10 

 

 in the grievance procedure by reason of such participation. 

 

D.  If a written grievance is not filed within thirty (30) days after the teacher knew, or should   

 have known, of the act or condition on which the grievance is based, the grievance shall be  

 waived. 

 

E.  A copy of all Level 2 grievances shall be forwarded to the RCEA president. 

 

Complaint Procedure for Classified Personnel 

 

It is the policy of the Red Cloud School System to practice reasonable and effective means of 

resolving difficulties which may arise among employees, to reduce potential areas of concern, and to 

establish and maintain recognized two-way communication.  A complaint procedure will be provided 

for prompt and equitable adjustment of differences at the most immediate level of supervision. 

 

Each employee is assured the opportunity for an orderly presentation and review of concerns and 

complaints.  The first level of settlement is with the immediate supervisor-probably the building 

principal.  If not settled at this level, it is to be presented to the Superintendent for settlement. 

 

If no agreement can be reached at this level, the complaint is to be put in writing and sent to the 

Board President for the Board's consideration. 

 

No employee shall suffer reprisal or reduction of status as a result of having presented a complaint or 

having represented an employee in a complaint. 

 

Americans with Disabilities Act 

 

Red Cloud Community Schools will facilitate the resolution of complaints regarding the 

implementation of and compliance with the Americans With disabilities Act, this school district will 

provide forms to receive information for the same.  The information supplied on this Grievance 

Statement shall serve as the basis for an investigation to be carried out by the Superintendent.   

Red Cloud Community Schools will comply with laws regarding Americans with disabilities. 
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I.   AMERICANS WITH DISABILITIES COMPLAINT AND GRIEVANCE POLICY 

 

 1.  Purpose: 

  It is the intent of Red Cloud Community Schools that potential areas of conflict and equitable 

solutions to problems which may arise affecting the terms and working conditions of qualified 

individuals with disabilities be resolved consistent with the goal to maintain high staff morale 

and increased effectiveness of employees.  The following is a formal procedure for resolving 

complaints and grievances regarding reasonable accommodation with regard to individuals 

with disabilities: 

 

 2.  Definitions:  

 To insure that all parties have a clear knowledge and understanding of the grievance 

 procedure, the following definitions of terms shall be used by the Board of Red Cloud 

 Community Schools and all employees of Red Cloud Community Schools. 

 

 (a.)  Complaint - shall mean a claim based upon an event or condition which effects the terms 

or condition(s) of employment or employment-related activities of a qualified individual 

with a disability, as defined by the Americans with Disabilities Act, 42 U.S.C. 12,101 et. 

sec. 

 

 (b.)  Grievance - shall mean a written complaint which was not resolved to the satisfaction of the 

aggrieved individual through the complaint procedure and the individual desires to carry 

the complaint further.   

 

 (c.) Party of Interest - shall mean the person or persons making the claim, including their 

designated representative. 

 

 3.  Formal Complaint Procedure: 

 

      The aggrieved employee shall present the complaint in writing directly to his or her 

immediate supervisor within 15 days of the employee's knowledge of the event or condition 

which affects the employee.  The employee and supervisor should discuss the issue(s) in an 

effort to resolve the problem informally within three (3) working days from presentation of 

the complaint.  After such discussion between the employee and the supervisor, the supervisor 

shall present a response to the employee within 45 days from the receipt of the complaint.  

Such response to the problem shall be in writing and be presented to the employee.  If no 

response is given the employee within 45 days, or the response is unsatisfactory to the 

employee, the complaint will, at that time, immediately become a grievance.   
 

 4. Formal Grievance Procedure: 

 

If a complaint has not been resolved by the immediate supervisor to the satisfaction of the 

employee, the issue becomes a grievance and the following steps are to be taken: 
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(a.) The complaint, now a grievance, shall be reduced to writing and again be    

presented by the aggrieved employee directly to the immediate supervisor,         

using the Official Grievance Statement from obtained from the employer within five (5) 

additional working days.  The supervisor shall note the date that the grievance statement 

is received, complete the written portion summarizing the previous discussion, and 

attach a copy of the written decision made at the complaint level.  The grievance 

statement along with the summary of the supervisor and written decision at the 

complaint level, shall be completed and returned to the aggrieved employee within five 

(5) working days of receipt of the grievance statement. 

 

(b.) When the aggrieved employee has received the formal grievance statement from his or 

her immediate supervisor, the aggrieved employee has five (5) working days to submit 

the formal grievance statement with attachments to the administrator.  

 

   The administrator shall note the date on which the grievance statement with attachments 

was received, and shall begin investigation of the complaint and preparation of a written 

decision.   

 

         The administrator may review any written materials or records and may interview any 

person which the administrator feels may be helpful in resolving the                 

complaint. 

 

        The administrator must then return the grievance statement with attachments, along with 

his/her written decision, the aggrieved employee within 45 days after receiving the 

grievance statement.  If, due to circumstances beyond the power and control of the 

employer and the administrator, the administrator is unable to render a written decision 

within 45 days, the administrator shall immediately notify the employee of the same and 

shall have an additional 45 days to complete his or her written response, or notify the 

employee that a decision cannot be reached. 

 

            (c.)  If the aggrieved employee is not satisfied with the decision of the administrator, or is 

notified that no decision could be reached, the aggrieved employee may appeal the 

decision, or notice of no decision, within ten (10) working days of receipt of the decision 

or notice, be referring the complaint to the Red Cloud Community Schools.  The 

aggrieved employee shall appeal the same by submitting the grievance statement with 

attachments, along with the decision or notice from the administrator to the board 

president.   

  



  

 

  

 

 402.05 

 Page 6 of 10 

  

5. Rights of Employees: The following are the rights of the aggrieved employees                

during the complaint and grievance procedure: 

 

  (a.) The employee may be accompanied or represented at any level of the complaint and 

grievance procedure by a fellow employee, a representative of a professional organization 

in which membership is held, or by an attorney. 

  

  (b.) No loss of pay will be incurred by any employee for scheduled participation in the 

adjusting of a grievance.  

  

  (c.) No reprisal or retaliation of any kind shall be taken by the board, the administrator, or 

supervisor against any party of interest, or any other participant in the grievance 

procedure by reason of such participation. 

 

       (d.) Nothing contained in this procedure shall be construed so as to abridge, limit, or restrict 

   the civil rights of any parties of interest. 
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COMPLAINT AND GRIEVANCE BY PERSON EMPLOYED BY 

RED CLOUD COMMUNITY SCHOOLS 

SUMMARY AND RECOMMENDATION(S) 

(To be completed by Red Cloud Community Schools Administrator or his/her designee) 

 

Any complaint or grievance brought by an individual under policy 402.05 shall be on  

the complaint form available at the District’s Administrative Office or maybe on a form 

comparable in nature and specificity to the district’s form. 

 

Please summarize your discussions with the complaining party regarding the above 

complaint and recommend any action which could lead to a satisfactory resolution of 

this complaint.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                             _____________________________           ____________ 

                                                Signature of compliance Officer                 Date 
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COMPLAINT AND GRIEVANCE BY PERSON EMPLOYED BY 

RED CLOUD COMMUNITY SCHOOLS 

 

GRIEVANCE STATEMENT 

 

The Red Cloud Community Schools provides by this policy to hear grievances and complaints 

pertaining to title VI, title VII, and title IX or section 504 pertaining to discrimination based 

upon disability. A complaint form pertaining to those legal basis of relief may be obtained at 

the administrative offices of the district. Such complaint form shall be used or in its place the 

complaining party shall use something that is substantially identical in form and substance to 

the district’s complaint form. 
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Grievance Procedures for Students, Faculty, and Staff 

 

The following policies and procedures are established in order to assist in the fair resolution of 

student, faculty, and staff grievances.  A grievance hereunder is a claim by a student, faculty member, 

or staff member that a violation o Title IX (discrimination based on sex), Title VI (discrimination 

based on race, color, or national origin), or Section 504 (discrimination based on disability) has 

occurred.  Whenever a grievance occurs, the following procedure will be followed and every effort 

will be made to secure an appropriate resolution as early as possible. 

 

1. As used herein, the term grievant means the individual student, parent, faculty member, or staff 

member filing a grievance under this policy; the term days shall mean days when school is in 

session (except that when a grievance is filed on or after May 15, days shall refer to Mondays 

through Fridays, excepting legal holidays). 

 

2. A grievance may be filed by an individual grievant (or by a parent on behalf of a student grievant) 

if the grievant feels that discrimination on the basis of sex, race, color, national origin, or 

disability has occurred in this school district. 

 

3. No grievance shall be recognized unless it is filed at the appropriate level within ten (10) days 

after the occurrence of the event which is the subject of the grievance. 

 

4. The inclusion of time limits in this policy is for the purpose of ensuring prompt action.  In 

circumstances where the grievant does not pursue the next step of the procedure within the time 

period specified, unless there is a mutually agreed extension of time, the grievance shall be 

deemed to have been settled and no further action shall be required.  In the absence of a written 

reply to a grievance by the appropriate administrator within the required time period, the 

grievance shall be considered to have been denied and the grievant may submit the grievance in 

writing to the next level.  

 

PROCEDURES 

 

Level One 

A grievant shall, within ten days after the occurrence of the event which is the subject of the 

grievance, make an appointment with and discuss the matter with his or her principal or immediate 

supervisor.  Every effort will be made to resolve the grievance informally at this level.  The principal 

or immediate supervisor shall give an oral response to the grievant within five (5) days after the initial 

discussion. 

 

Level Two 

In the event the grievant is not satisfied with the disposition of the grievance at Level One, the 

grievant shall reduce the grievance to writing, sign, and submit it to the principal or immediate 

supervisor within five days after the oral response at Level One.  A written grievance shall contain a 

detailed description of the factual circumstances upon which the grievance is based and an 

explanation of how such facts result in discrimination.  The principal or immediate supervisor must 

submit a written answer within five days after receipt of the written grievance. 
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Level Three 

In the event the grievant is not satisfied with the resolution of the grievance at Level Two, the 

grievant may submit the written grievance within give days thereafter to the superintendent.  The 

superintendent will respond in writing to the written grievance within five days thereafter. 

 

Level Four 

In the event the grievant is not satisfied with the disposition of the grievance at Level Three, the 

grievant may submit the written grievance to the designated coordinator for Title IX, Title VI, and 

Section 504, who will convene a grievance committee for the purpose of examining evidence of 

discrimination in the submitted case.  The grievance committee will consider all relevant evidence 

presented in connection with the grievance and may request individuals to testify before the 

committee.  Within twenty (20) days after receipt of the written grievance, the grievance committee 

shall determine what action, if any, should be taken to resolve the grievance.  The decision of the 

grievance committee shall be final and a copy of such decision shall be delivered to the grievant. 

  



  

 

   

 402.06 

  Page 1 of 1 

 

Personnel Records 

 

Personnel records shall be kept on all current certificated employees and shall include information 

usually expected in good personnel administration. 

 

All written materials maintained in the teacher’s employment files (except letter of recommendation 

solicited by the school district) shall be available for inspection by the employee.  The employment 

file will be made available by appointment and shall be viewed in the presence of the Superintendent.  

The employee may have a personal representative present. 

 

Proper safeguards shall be established by the administration to protect the rights of privacy of 

employees and the confidentiality of all such records. 

 

A file shall be kept for all resigned or retired employees, including such essential information as shall 

seem appropriate to the administration. 

 

 

Ordinarily personal records shall be handled in a manner consistent with Section 79-8109, 

Section 84-712, Section 84-712.01, Section 84-712.05 and any other applicable law.  
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Transporting of Students by Employees 

 

Students will be transported by school personnel in school vehicles or contracted carrier.  

Transportation of students must be approved by Administrative personnel. 
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Employee Travel Compensation 

 

Requests by teachers for expenses to conventions and meetings will be subject to the approval of the 

principal.   

 

If a teacher is assigned to attend a meeting, all reasonable expenses will be paid by the district and no 

leave time will be deducted. 

 

The amount of travel available each year will be determined by the travel budget approved at the 

annual budget meeting. 

 

Coaches may attend the Nebraska Coaches Association meeting before school starts in August.  The 

district will provide the car (or mileage will be paid if the car is not available), rooms, reasonable 

meals and registration fees.  Membership fees will not be paid. 

 

Expenses will not be paid to attend the N.S.E.A. convention. 

 

Receipts must be presented for all expenditures to be reimbursed.  If the teachers traveling together 

are of the same sex, there should be a minimum of two persons to a room.  An effort should be made 

to car pool. 

 

If professional leave is used up personal leave may be used at the option of the administrator. 

 

It shall be the policy of Red Cloud Community School District No. 2 to permit and to authorize 

elected and appointed officials, employees, or volunteers of the District to incur certain expenses 

authorized by law for travel to and from and attendance at workshops, conferences, training  

programs, official functions, hearings or meetings, subject to the following: 

 

 1.  This policy shall pertain to elected and appointed officials and employees of the District, or 

volunteers performing services under the supervision and at the direction of the District.   This 

policy shall not pertain to employees incurring mileage expense during the regular course and 

scope of employment if such mileage is governed by other Board policy, a collective bargaining 

agreement, or an order from the Commission of Industrial Relations or other competent tribunal.   

 

2.  No expenditure shall be authorized by the Board for travel to and from attendance at any 

educational workshop, conference, training program, official function, hearing or meeting, either 

within or outside of the boundaries of the District unless the following conditions have been met:  

A request has been made to the Superintendent for authority to attend such educational workshop, 

conference, training program, official function, hearing or meeting. 
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Recognition for Service of Employees 

 

The Board may at the time of adopting its annual budget and after a public hearing, authorize 

a sum certain for expenditure for plaques, certificates of achievement, flowers or memorials in 

times of bereavement, or items of value awarded to any elected or appointed official, 

employee or volunteer of the District. Such items of recognition shall be for purposes of 

recognizing meritorious service, extraordinary benefit or other conduct identified by the 

Board as conduct worthy of public acknowledgment.   

 

 

Legal Reference: Neb. Statute 13-2203 

   408  Certificated Employee Termination of Employment 

   414  Support Staff Termination of Employment 
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Employee Political Activity 

 

The Red Cloud Board of Education recognizes the right of members of the professional and classified 

staff to participate in political government affairs in a manner afforded any other citizen, including 

the right to vote, the right to be an active member of a political party of his choice, the right to 

campaign for candidates for election to public office, the right to seek, campaign for, and serve in 

public office. 

 

Political activities of any employee seeking or holding office will be conducted outside the classroom 

and school premises. 

 

Use of school delivery systems for distributing campaign literature for or against any candidate is 

prohibited. 

 

An employee engaged in political campaigning or activity on behalf of himself/herself or any other 

political candidate, party or issue shall not have nor represent that he/she has expressed or implied 

endorsement of the Red Cloud Community Schools, nor shall any employee utilize his/her position 

with the school system for the purpose of soliciting the aid or support of pupils or other employees of 

the District on behalf of his/her own political candidacy or any other political candidate, party, or 

issue. 

 

Employees engaged in political activities such as seeking or holding office will not use school 

equipment, facilities, or materials at any time.  Employees who are seeking or holding public office 

will refrain from seeking advice, counsel, and assistance from other employees during working hours. 
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Credit Cards 

 

Ordinarily an employee incurring any actual necessary expenses incurred in the performance of work 

related duties shall use his or her own resources to advance funds to pay for such expenses. If the 

employee believes it to be a hardship to do so the employee may be granted authority to use a credit 

card from the district with written directions from the administration as to what may or may not be 

charged on the credit card.  

 

Superintendent shall be responsible for providing regulation or other guidance regarding actual and 

necessary expenses concerning the use of a school district credit card and shall provide appropriate 

forms or documentation to be filed in conjunction with any approved use by an employee of the 

district’s credit card. 
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Communications with Employees 

 

All communications or reports to the Board or to any committee of the Board from principals, 

supervisors, teachers or other employees shall also be submitted to the Superintendent of Schools.   

 

Nothing in this paragraph shall be construed as denying the right on any important matter coming to 

the attention of the Board, provided the Superintendent shall have been served with a notice of the 

appeal.   
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Employee use of District Technology 

 

Employees accessing Internet services provided by Red Cloud Community Schools shall be subject to 

the following rules and regulations: 

 

1. Adults shall not access material that is obscene, child pornography, or otherwise inappropriate for 

training or work-related uses. 

 

2. Adults shall not use Red Cloud Community Schools technology resources to engage in 

unauthorized hacking or attempts to otherwise compromise any computer or network system’s 

security. 

 

3. Adults shall not engage in illegal activities on the Internet. 

 

Actions as a result of misuse may include but not be limited to a letter of reprimand, suspension with 

pay, suspension without pay, and/or termination. 
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Social Security Numbers 

 

Employee social security numbers shall be kept confidential to the extent required by law.  Use of 

more than the last four digits of an employee’s social security number shall be made by the District 

only for: 

  

1. Legal Mandates.  Compliance with state or federal laws, rules, or regulations.  

 

2. Internal Administration.  Internal administrative purposes, including provision of employee social 

security numbers to third parties for such purposes as administration of personnel benefits and 

employment screening and staffing.  However, the internal administrative uses shall not permit 

use of employee social security numbers: 

 a. As an identification number for occupational licensing. 

 b. As an identification number for drug-testing purposes except when required by state or federal 

 law. 

 c. As an identification number for District meetings. 

 d. In files with unrestricted access within the District. 

 e. In files accessible by any temporary employee unless the temporary employee is 

bonded or insured under a blanket corporate surety bond or equivalent commercial insurance. 

 f. For posting any type of District information. 

 

3. Voluntary Transactions.  Commercial transactions freely and voluntarily entered into by the 

employee with the District for the purchase of goods or services. 

 

 The District will not use or require an employee to use more than the last four digits of an  

 employee’s social security number District for: 

 

 1. Public Posting or Display.  Any public posting or display available to the general public or to 

an employee’s coworkers. 

 2. Internet Transmission.  Transmission over the Internet unless the connection is secure or the 

information is encrypted. 

 3. Internet Access.  To access an Internet web site unless a password, unique personal 

identification number, or other authentication device is also required to access the Internet web 

site. 

 4. Identifier.  As an employee number for any type of employment-related activity. 

 

 Full Implementation of this Policy shall occur by September 1, 2008. 

 

 Legal Reference: Laws 2007, LB674 

     5 USCS § 552a (note) (Privacy Act of 1974) 

 



  

 

      402.16 

      Page 1 of 1 

 

 

Wage and Deduction Information 

 

Within ten working days after a written request is made by an employee, the Superintendent or 

designee shall furnish the employee with an itemized statement listing the wages earned and the 

deductions made from the employee’s wages for each pay period that earnings and deductions were 

made. The statement may be in print or electronic format. 

 

Legal Reference:  Neb. Rev. Stat. §48-1230 
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Release of Credit Information 

 

The following information will be released to an entity with whom an employee has applied for credit 

or has obtained credit:  title of position, income, and number of years employed.  This information 

will be released without prior written notice to the employee.  Confidential information about the 

employee will be released to an inquiring creditor with a written authorization from the employee. 

 

It shall be the responsibility of the superintendent to respond to inquiries from creditors. 

 

Cross Reference: 402.06   Employee Records 

  



  

 

  403.02 

  Page 1 of 1 

 

Child Abuse Reporting 

 

The Board of School District 2 will follow 28-710-17 concerning the abuse and/or neglect of pupils 

and children of the families served by the district.   

 

Guidelines for school employees to report abuse and/or neglect shall be as follows: 

1.    Notify the administrator of the suspected conditions. 

A. Notify the law enforcement agency (the Sheriff in rural areas, the police within the city 

limits). 

 

2.  Give the following information: 

 A.  Give your name and address 

 B.  Give the name, address and age of the person abused or neglected                     

 C.  Give the name and address of the person who has custody of the person suspected of being 

abused and/or neglected 

  D.  Give conditions, circumstances and any evidence possible of abuse and/or neglect. 

 

Any person making such a report shall be immune from any liability, civil or criminal, except for 

maliciously false statements.   

 

Any person who willfully fails to make a report under this section of the statute (28-710-17) shall be 

guilty of a Class III misdemeanor.   
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Abuse of Students by School District Employees 

 

Physical or sexual abuse of students, including inappropriate and intentional sexual behavior, by 

employees will not be tolerated.  The definition of employees for the purpose of this policy includes 

not only those who work for pay but also those who are volunteers of the school district under the 

direction and control of the school district.  Employees found in violation of this policy will be 

subject to disciplinary action up to and including discharge. 

 

The school district will respond promptly to allegations of abuse of students by school district 

employees by investigating or arranging for the investigation of an allegation.  The processing of a 

complaint or allegation will be handled confidentially to the maximum extent possible.  Employees 

are required to assist in the investigation when requested to provide information and to maintain the 

confidentiality of the reporting and investigation process. 

 

  

The superintendent shall for purposes of investigating any complaint under this policy appoint an 

investigator. Should that investigator be unable to carry out his or her duties an alternative 

investigator shall be appointed. The investigator will pass the findings on to the superintendent who 

will complete any further investigations as deemed necessary and take appropriate final action.   

 

The superintendent is responsible for drafting administrative regulations to implement this policy and 

for organizing employee training relating to this policy.  Procedures shall be reviewed annually for 

adequacy and accuracy. 

 

Cross Reference: 404.06   Harassment by Employees 

 505.06   Corporal Punishment 
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Gifts to Employees 

 

Students and patrons shall be discouraged from giving personal gifts to school personnel.  If such 

gifts are offered, school personnel shall minimize such acts and they will not give publicity or public 

recognition to such gifts. 
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Public Complaint about Employees 

 

The board recognizes that situations may arise in the operation of the school district which are of 

concern to parents and other members of the school district community. While constructive criticism 

is welcomed, the board desires to support its employees and their actions to free them from 

unnecessary, spiteful, or negative criticism and complaints that do not offer advice for improvement 

or change. 

 

While speakers may during public meetings offer objective criticism of school operations and 

programs, the board will not hear personal complaints concerning district personnel nor against any 

person connected with the school system unless that complaint is an agenda item having followed the 

process described below. To do so could expose the board to a charge of being party to slander and 

would prejudice any necessity to act as the final review of administrative recommendations regarding 

the matter. The board president will direct the patron to the appropriate means for board consideration 

and disposition of legitimate complaints involving individuals. 

 

Any complaint about school personnel other than the superintendent will be investigated by the 

administration before consideration and action by the board. The board will not hear charges against 

employee in open session unless an employee requests an open session. 

 

The board firmly believes concern should be resolved at the lowest organizational level by those 

individuals closest to the concern. Whenever a complaint or concern is brought to the attention of the 

board it will be referred to the administration to be resolved. Prior to board consideration however, 

the following should be completed: 

 

1.  Matters concerning an individual student, teacher, or other employee should first be addressed 

to the teacher or employee. 

 

2. Unsettled matters from (1) above or problems and questions about individual attendance 

centers should be addressed to the employee’s building principal for certificated employees and the 

superintendent for support staff. 

 

3. Unsettled matters regarding certificated employees from (2) above or problems and questions 

concerning the school district should be directed to the superintendent.  

 

4. If a matter cannot be settled satisfactorily by the superintendent, it may then be brought to the 

board. To bring a concern regarding an employee, the individual may notify the board president for 

inclusion on the board agenda of a regularly scheduled board meeting in accordance with board 

policy 204.10 

 

Cross Reference:  

204.10 Agenda 

204.12 Public Participation at Board Meetings 
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Employee Outside Employment 

 

The board expects teachers and staff to give the responsibilities of their positions in the school district 

precedence over other employment.  An employee may accept outside employment for pay as long 

as, in the judgment of the board and the superintendent, the work is conducted on the employee’s 

personal time and it does not interfere with the performance of the employee’s duties contracted by 

the board.   

 

The board reserves the right, however, to request the employee cease the outside employment as a 

condition of continued employment if it interferes with the employee’s contracted duties.  The board 

shall give the employee thirty day’s notice to cease outside employment. 
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Employee Physical Examinations 

 

The district may require a demonstration that an employee is in an appropriate state of health to be in 

compliance with any applicable state statutes or other legal obligations. If the administrator or his 

designee has reason to believe an employee’s physical condition is not consistent with such 

obligations the superintendent may request medical evidence from the employee to demonstrate such 

things as adequate physical or mental health to perform the duties for which the individual is hired, to 

demonstrate whether an employee may perform the essential functions of a particular position with or 

without reasonable accommodations, or that an employee’s medical condition poses a health or safety 

effect to the employee or others in the workplace. 

 

The district anticipates that any employee reasonably anticipated to be in contact with blood borne or 

other infectious materials shall receive Hepatitis B vaccine or sign a waiver stating that the employee 

will not take the vaccine. Any medical investigation concerning any employee of the district shall be 

handled and maintained in accordance with all adequate privacy laws. 
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Employee Injury on the Job 

 

When an employee becomes seriously injured on the job, the building principal shall notify a member 

of the family, or an individual of close relationship, as soon as the building principal becomes aware 

of the injury. 

 

If possible, an employee may administer emergency or minor first aid.  An injured employee shall be 

turned over to the care of the employee’s family or qualified medical employees as quickly as 

possible.  The school district is not responsible for medical treatment of an injured employee. 

 

It shall be the responsibility of the employee injured on the job to inform the superintendent within 

twenty-four hours of the occurrence.  It shall be the responsibility of the employee’s immediate 

supervisor to file an accident report within twenty-four hours after the employee reported the injury. 

 

It shall be the responsibility of the employee to file claims, such as workers’ compensation, through 

the administration office. 

 

Cross Reference: 404   Employee Health and Well-Being 

   905.06 Accident Reports 
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Employees’ Personal Security and Safety 

 

The board authorizes the superintendent to take appropriate means to provide for the health and safety 

of all employees while engaged in the performance of their duties. 

 

The superintendent, in consultation with district and building safety committees, will develop training 

and written procedures necessary to accomplish this goal and to meet the requirements of the law. 

 

All employees shall conduct their work in compliance with the safety rules of the district. 

 

Cross Reference: 905  Safety Program 
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Communicable Diseases—Employees 

 

Bloodborne Pathogens  

 

It shall be the policy of Red Cloud Community Schools, District 2 to comply with Federal 

Regulations regarding the OSHA Bloodborne Pathogens Standards, codified as 29CFR1910.1030.  

This will include the writing and implementation of an Exposure Control Plan.   

 

Exposure Control Plan for Bloodborne Pathogens 

 

It SHALL BE the policy of Red Cloud Community Schools, District #2 to adopt an Exposure Control 

Plan for the purpose of eliminating or minimizing employee exposure to job related risks associated 

with bloodborne pathogens.  It is the further purpose of this policy to provide a legal and structural 

framework in which the administration shall develop procedures and practices for purposes such as, 

but not limited to, identifying pathogens, informing such employees of such risks, informing such 

employees of their rights, implementing methods of record keeping, and implementing practices to 

minimize or eliminate, where possible, risks to employees from bloodborne pathogens.  "Employees" 

as used herein shall mean an employee, volunteer or trainee performing services on behalf of the 

school district.  "Employee" means an employee of the school district or a student teacher assigned to 

and under the supervision of the school district.  "Employee" as used herein does not include 

volunteers, trainees other than student teachers assigned to the school district, and under the 

supervision of the school district, or independent contractors.   

 

I.  Exposure Determination 

 

The Superintendent with such personnel and professionals as he may designate shall identify job 

categories in which it is reasonable to anticipate that an employee will have skin, eye, mucous 

membrane, or parenteral contact with bloodborne pathogens or other potentially infectious materials.  

Such risk of exposure shall be based upon employment circumstances of an employee.  When 

considering whether a job category is one which carries with it a risk of exposure, the fact that an 

employee may be required to wear personal protective equipment while performing duties in which 

the risks referred to in this policy are anticipated shall not result in a determination that the job 

category is one without risk.  Once the Superintendent has identified job categories, those job 

categories shall be reduced to writing and maintained by the Superintendent in the administrative 

office of the school district.  The job categories which are identified as those for which an exposure 

risk has been determined shall be made available to each employee of the school district at a district-

wide in-service or in such other reasonable means as may be determined by the Superintendent.  The 

distribution of categories determined to present a risk of exposure shall be distributed to all 

employees at least annually.  Any person employed since the last distribution of the list shall be 

provided at the time of employment with such list.   
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II. Procedures and Universal Precautions 

 

It shall be the policy of the school district to direct and train all employees to handle all blood or  

other potentially infectious materials as if contaminated by a bloodborne pathogen.  Under 

circumstances in which differentiation between body fluid types is different or impossible, all body 

fluids shall be considered potentially infectious materials.  It shall be the duty of the Superintendent 

or designee to see that all employees in job categories in which it is reasonable to anticipate the 

exposures addressed by this policy are instructed and informed of all reasonable universal precautions 

in handling blood or other potentially infectious materials as have been identified pursuant to this 

policy.  It shall further be the duty of the Superintendent or designee to see that work practices are 

developed and followed that will eliminate or minimize exposure, that will define the nature of 

personal protective equipment where appropriate, provide for the proper use of such personal 

protective equipment, and if necessary, provide proper training and disposal methods for any sharps 

which may be contaminated by blood or other potentially infectious materials.  The Superintendent or 

designee shall develop regulations pertaining to general hygienic measures such as the use of 

disinfectants, hand washing, food and beverage handling and storage, and where appropriate, 

maintenance and identification of sources of "mess kits", clean up kits, and antiseptic towelettes and 

other hygienic items of similar nature.   

 

III. Schedule and Method of Implementation of Policy 

 

It shall be the duty of the Superintendent immediately upon this policy becoming effective, to 

develop a schedule and method of implementing both training and compliance with the Exposure 

Control Plan by this policy. 

 

IV. Communication of Hazards to Employees 

 

It shall be the duty of the Superintendent or designee to inform all employees of hazards caused by 

blood or other potentially infectious materials which contain or may contain bloodborne pathogens.  

Such communication to employees shall be as determined by the Superintendent or designee and 

shall be for the purpose of informing employees in such areas as avoiding risk, handling potentially 

infectious materials, reporting exposure, avoiding exposure when possible, being informed of 

prophylactic measures, communicating possible or probable detriments to an employee from 

exposure, and training employees in methods of risk and exposure avoidance.  Such communications 

shall be made from time to time in such manner and with such frequency as the Superintendent or 

designee may direct. 

 

V. Record Keeping Procedures 

 

 A.  Medical Records 

 

It shall be the duty of the Superintendent or designee to develop record keeping procedures for 

any employee of the school district who has been exposed to bloodborne pathogens or other 

infectious materials as are described in 29 C.F.R. S1910.1030. The Superintendent or designee 
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shall be responsible for ascertaining that a permanent record is established wherein such 

records may be any employee who has suffered an occupational exposure within the meaning 

of this policy for a period of the duration of employment plus 30 years.  In the event that the 

school district should cease to exist and in the event that there is no successor entity to receive 

and retain the records as shall be kept pursuant to this policy, it shall be the duty of the 

Superintendent or designee to notify the Directory of the National Institute for Occupational 

Safety and Health at least three months prior to the disposal of such records.  The 

Superintendent shall take necessary action to insure that employee medical records are kept 

confidential and are not disclosed or reported without the employee's express written consent, 

except for such disclosure or reporting as may be required by law.  The Superintendent shall 

see that medical records as provided by this section of the policy shall consist of at least the 

following:   

 

  1. Name and social security number of the employee; 

  2.   A copy of the employees Hepatitis B vaccination status including the dates of all the                

Hepatitis B vaccinations and any medical records relative to the employee's ability to 

receive such vaccination; 

  3.   A copy of all results of examinations, medical testing and follow up procedures. 

 4.  The employer's copy of the health care professional's written opinion required by 29 C.F.R. 

S 1910.1030 (f); 

 5.  A copy of the information provided to the health care professional pursuant to federal 

regulations. 

 

B.  Training Records  

 

In addition to the medical records provided by this policy section, the Superintendent shall see 

that training records are adequately maintained, which shall consist of at least the following: 

 

1.  The dates of the training sessions; 

2.  The contents or a summary of the training sessions; 

3.  The names and qualifications of the persons conducting the training;  

4.  The names and job titles of all persons attending the training sessions. 

 

Hepatitis B Vaccination Declaration Form. (Form is located in the Administration Manual.) 

 

Legal Reference: Federal Law 29CRFR 1910.1030 
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RED CLOUD COMMUNITY SCHOOLS 

 

HEPATITIS B VACCINATION DECLARATION FORM, 

 

I understand that due to my occupational exposure to blood or other infectious materials I may be at 

risk of acquiring hepatitis B virus (HBV) infection.  I have been given the opportunity to be 

vaccinated with hepatitis B vaccine, at no charge to myself.  However, I decline hepatitis B 

vaccination at this time.  I understand that by declining this vaccine, I continue to be at risk of 

acquiring hepatitis B, a serious disease.  If in the future I continue to have occupational exposure to 

blood or other potentially infectious materials and I want to be vaccinated with hepatitis B vaccine, I 

can receive the vaccination series at no charge to me.   

 

 

 

                                                                    ___________________________________ 

                                                                     SIGNATURE 

 

                                                                    ___________________________________ 

                                                                     DATE 

 

                                                                    ___________________________________ 

                                                                     WITNESS 
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Hazardous Chemical Disclosure 

 

The board authorizes the development of a comprehensive hazardous chemical communication 

program for the school district to disseminate information about hazardous chemicals in the 

workplace. 

 

Each employee shall annually review information about hazardous substances in the workplace.  

When a new employee is hired or transferred to a new position or work site, the information and 

training, if necessary, shall be included in the employee’s orientation.  When an additional hazardous 

substance enters the workplace, information about it shall be distributed to all employees, and 

training shall be conducted for the appropriate employees.  The central administration office shall 

maintain a file indicating which hazardous substances are present in the workplace and when training 

and information sessions take place. 

 

Employees who will be instructing or otherwise working with students shall disseminate information 

about the hazardous chemicals with which they will be working as part of the instructional program. 

 

It shall be the responsibility of the superintendent to develop administrative regulations regarding this 

program. 

 

Legal Reference: 29 C.F.R. Pt. 1910; 1200 et seq. (1996) 

   Laws 1993, L. B. 757 

 

Cross Reference: 404  Employee Health and Well-Being 

   905 Safety Program 
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Harassment 

 

It shall be the policy of Red Cloud Community Schools to prohibit sexual harassment of employees, 

applicants for employment, and students on any work premises where the District has total control of 

the premises or can otherwise lawfully exert its jurisdiction. If proscribed acts as are set forth in this 

policy occur on such premises, the superintendent or his/her designee shall undertake immediate and 

appropriate action within the bounds of the law to punish as appropriate any violations of this policy 

or of applicable law pertaining to sexual harassment and shall undertake immediate and appropriate 

action to prevent any such conduct in the future. 

 

As used in this policy the word "employee" shall mean any person who is an employee, or any former 

employee who alleges have quit, to have been fired, or to have been constructively terminated as a 

result of sexual harassment as that term is defined in this policy or by other applicable law.   

 

As used in this policy, the word "student" shall mean a resident student of the district, any student 

who is being served by contract with another educational agency, or any other person of school age 

attending the district for educational reasons. 

 

The following acts are specifically prohibited by this policy: 

 

1. Unwelcome advances, requests for sexual favors, verbal or physical conduct of a 

 submission to which is demanded by any employee of the District  

 against any other person as a term or condition of obtaining employment. 

 

2. Unwelcome advances, requests for sexual favors, verbal or physical conduct of a sexual nature, 

submission to or rejection of which by any employee is used as a basis for any employment 

decision such as, but not limited to, rate of pay, promotion, favorable evaluations, whether formal 

or informal, or the conferring of job responsibility. 

 

3. Conduct of a sexual nature by an employee or employees directed against another employee, 

which has the purpose or effect of unreasonably interfering with that individual's work 

performance or creating an intimidating, hostile, or offensive working environment.   

 

4. Unwelcome advances, requests for sexual favors, verbal or physical conduct of a sexual nature, 

submission to or rejection of which by any employee of the District is used as a basis for any 

educated decision pertaining to a student such as, but not limited to, conferring of a grade, credit, 

favor, or honor.   

 

5. Conduct of a sexual nature by an employee or employees directed against a student which has the 

purpose or effect of interfering with academic performance of the student, or creating an 

intimidating, hostile, offensive, or unsafe or unwholesome educational environment.   
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6. Conduct of a sexual nature by a student or any other person over whom the school district has 

control with such conduct directed against a student, when such conduct has the purpose or effect 

of unreasonably interfering with that student's academic performance, or creating an intimidating, 

hostile, offensive, or unsafe or unwholesome educational environment.   

 

It shall be the policy of the District to receive information from any person concerning allegations of 

conduct prohibited by this policy on a form which shall be distributed to all employees of the District 

at the commencement of their employment or as soon thereafter as is reasonable or within a 

reasonable time following the operative date of this policy, whichever date is applicable.  Availability 

of the form shall be made known to all students in grades 11 through 12.  Information pertaining to 

the availability of such complaint forms shall be made known to the parents of all other students in a 

reasonable manner.  An adequate number of copies of the complaint shall be maintained within the 

superintendent's control and shall be available to any person protected by this policy.   

 

Upon receipt of any complaint upon the form prescribed by this policy, the superintendent or his/her 

designee shall undertake an investigation subject to any limitations placed upon the investigation by 

the complaining party as indicated on the complaint form.  After the investigation is completed, the 

superintendent or his/her designee shall confer with the person or persons against whom the 

complaint has been lodged and shall give such person or persons a fair opportunity to present his or 

her version of the facts involved in the complaint, as well as to be informed of the name of the 

complaining party, the allegations of the complaining party, the names of all corroborating or refuting 

witnesses, as well as any statements or allegations made by any such witnesses which are known to 

the superintendent or his or her designee.   

 

 Upon the conclusion of such investigation, the superintendent shall take such immediate and 

appropriate action as is required in his/her discretion within the bounds of the law.  Nothing in this 

policy shall be construed to require the superintendent to take disciplinary action not within his or her 

legal authority.  In the event action is required, which by law would require Board action, the 

superintendent shall undertake such proceedings as may be required by law to bring before the Board 

such matters of proposed discipline involving the person against whom the complaint was lodged.   

 

The Board by this policy also recognized a desire to protect its employees and students against non-

employees at the workplace as well as to protect non-employees from employees and students at the 

workplace.  From time to time as deemed appropriate the superintendent shall address the subject of 

sexual harassment with the employees of the District by way of in-service training, memorandum, 

administrative regulation, or any other method selected by the superintendent or his/her designee to 

make known the contents and application of this policy.  While this policy shall not be construed to 

obligate the District to take actions other than are required by law to prohibit and prevent sexual 

harassment, it is the spirit of this policy to undertake all reasonable effort to prohibit sexual 

harassment in the District's working or educational environment regardless of by whom it is 

perpetrated and regardless of by whom it is suffered.   
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Nothing in this policy, nor any of the terms and conditions attendant to the complaint or used by the 

district, nor terms or conditions of the consent form used by the complaining party shall be construed 

to prevent the superintendent or his/her designee from engaging in other action against any person 

engaging in conduct prohibited by this policy to authorities other than the administration or Board of 

Education of the District when such action is required or permitted by law.  Such actions may be, but 

are not limited to, providing information to any appropriate prosecuting authority, filing a report 

concerning any incident complained of with appropriate agencies, including, but not limited to, the 

Professional Practices Commission, the Nebraska Department of Education, the U.S. Office of 

Education, and any appropriate department office of civil rights.  Notwithstanding the duty placed on 

the superintendent or his/her designee to accommodate the right of privacy of any complaining party, 

the superintendent or his/her designee shall be permitted by this policy to make such disclosure to 

witnesses, agencies, prosecutorial personnel, the Board of Education, and any other person entitled or 

obligated to be informed of any complaint brought under this policy when any state or federal statute, 

applicable case law, applicable agency law or any other appropriate body of law mandates such 

reporting.   

 

Nothing in this policy shall be construed to prevent the superintendent or his/her designee from taking 

any remedial action as is in the best interest of the District toward the goal of preventing sexual 

harassment of employees and students of the District in its working or educational environment.   
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GENERAL AUTHORITY TO DISCLOSE INFORMATION 

 

I understand that Red Cloud Community Schools will be conducting an investigation of my 

complaint.  By affixing my signature to this paragraph I authorize the investigator to disclose such 

portions of the information I have set forth in my complaint and which I may provide in the future 

with respect to this complaint. By affixing my signature to this paragraph, I hold harmless the district 

and its duly authorized investigator for any claim I may have resulting from the disclosure of any 

facts set forth in this complaint when such disclosure occurs in the course and scope of the 

investigation.  By signing this paragraph, I acknowledge that I have read it fully and understand its 

contents.   

 

 

 

 

 

                                                                          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  __________________________________ 

                                                                          Complaining Party's Signature 

 

                                                              Date ___________________, 20 _______ 
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Substance-Free Workplace 

 

The application of the districts requirement to maintain a substance free workplace shall be included 

in the student handbook and the employee handbook. The language included in the respective 

handbook shall be deemed to have the force of the board policy, shall be annually distributed or 

redistributed as appropriate and any person receiving such handbook shall acknowledge receipt of the 

handbook by affixing his or her signature on the handbook acknowledging receipt of the said 

handbook. 
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Personnel--All Employees 

 

Injury Leave 

 

A District employee who believes that they have been physically injured within the employee’s scope 

of employment by another individual who intentionally, knowingly, or recklessly causes bodily injury 

to such employee must report such injury to the employee’s administrator as soon as practical.  An 

administrator will then investigate the circumstances to determine if the employee qualifies for paid 

injury leave.  The employee may be required to provide confirmation from a physician regarding the 

causation and the period of time for which an employee is unable to work.  If the administrator 

determines that the employee qualifies for paid injury leave, then the employee will receive up to 

seven calendar days of paid injury to cover the amount of time that the employee was otherwise 

scheduled to work.  Such paid injury leave will not count against the employee’s other available 

leave. 

 

If the administrator determines that the employee does not qualify for paid injury leave, then the 

employee may be required to use other available leave.  There is no appeal process for an employee 

who has been denied a request for paid injury leave. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: LB 1186 (2020) 

 

Date of Adoption: December 21, 2020 
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Disclosure and Protection of Employee Health Information 

 

The district will comply with all regulations regarding privacy and confidentiality of employee health 

and insurance information, including the secure interchange and storage of electronic data.  The 

superintendent is directed to promulgate administrative regulations as needed to ensure proper 

handling of such information. 

 

Employees will be provided with a notice describing the district’s practices regarding health 

information.  Employees shall have the right to inspect, copy or amend such information or to revoke 

authorization to disclose such information.  Revocation of authorization may affect the availability of 

some employee benefits. 

 

Legal Reference: 1996 Health Insurance Portability and Accountability Act (HIPAA) 

   Family Education Rights and Privacy Act (FERPA) 

 

Cross Reference: 201.01  Board Powers and Responsibilities 
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Employee Conduct and Appearance 

 

The superintendent or his designee shall address employee conduct and appearance at an in service 

prior to the commencement of each school year when he or she deems it appropriate to do so. 
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Personnel 

 
All Employees Professional Boundaries Between Employees and Students  

 

All employees are expected to observe and maintain professional boundaries between themselves and 

students. A violation of professional boundaries will be regarded as a form of misconduct and may 

result in disciplinary action. 

 

The following non-exclusive list of actions will be regarded as a violation of the professional 

boundaries that employees are expected to maintain with a student: 

•    Text messaging, instant messaging or social networking sites to discuss with a student a matter 

 that does not pertain to school-related activities, such as the student’s homework, class activity, 

 school sport or club, or other school-sponsored activity. 

•    Electronic communications with students are to be sent simultaneously to multiple recipients, not 

 to just one student, except where the communication is clearly school-related and inappropriate 

 for persons other than the individual student to receive (for example, emailing a message about a 

 student’s grades). 

•    Using email to communicate with students in an inappropriate, immoral or unethical manner. 

•    Engaging in social-networking friendships with a student on a social networking site. 

•    They may be friendly with students, but they are the students’ teachers, not their friends, and they 

 must take care to see that this line does not become blurred. This applies to employees’ conduct 

 and interactions with student sand to material they post on personal web sites and other social 

 networking sites including, but not limited to, Twitter, Snapchat, Facebook. The posting or  

 publication of messages or pictures or other images that diminish an employee’s professionalism 

 or ability to maintain the respect of student and parents may impair his or her ability to be an  

 effective employee. 

•    Employees are expected to behave at all times in a manner supportive of the best interests of  

 students. 

•    Material that employees post on social networks that is publicly available to those in the school 

 community must reflect the professional image applicable to the employee’s position and not 

  impair the employee’s capacity to maintain the respect of students and parents or impair the 

  employee’s ability to serve as a role model for children. 

•    Engaging in sexual activity, a romantic relationship, or dating a student or a former student within 

 three years of the student graduating or otherwise leaving the District. 

•    Making any sexual advance - verbal, written, or physical - towards a student. 

•    Showing sexual inappropriate materials or objects to a student. 

•    Discussing with a student sexual topics that are not related to a specific curriculum. 

•    Telling sexual jokes to a student. 

•    Invading a student’s physical privacy (e.g., walking in on the student in a restroom), except as 

 appropriate in relation to the child’s needs. 

•    Physical contact with a student that is not age appropriate or is initiated by the employee when the 

 student does not seek or want this attention. 

•    Being overly “touchy” with a specific student. 
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•    Allowing a specific student to get away with misconduct that is not tolerated from other students, 

 except as appropriate for students with an IEP or 504 Plan. 

•    Discussing with students about employee’s problems that would normally be discussed with  

 adults (e.g., marital problems) 

•    Giving a student a ride in the employee’s personal vehicle without express permission of the  

 student’s parent and school administrator unless another adult os in the vehicle and except in  

 circumstances which are appropriate, such as driving a babysitter home or driving a friend or  

 teammate of an employee’s child home. If in question as to whether it is appropriate or not, the 

 employee is to notify the employee’s direct supervisor. 

•    Taking a student on an outing without obtaining prior express permission of the student’s parent 

 and school administrator. 

•    Inviting a student to the employee’s home without prior express permission of the student’s parent 

 and school administrator. 

•    Going to the student’s home when the student’s parent or proper chaperone is not present. 

•    Giving gifts of a personal nature to a specific student. Appropriate exceptions are permitted to the 

 foregoing for legitimate health or educational purposes and for reasons of family relationships 

 between employees and their children who are students in the District. 

 

This list is not exhaustive. Any behavior which exploits a student is unacceptable. If in doubt, ask 

yourself, “Would I be doing this if my family or colleagues were standing next to me?” 

 

An employee is required to make a report to the superintendent, or building administrator, if the 

employee reasonably believes that another employee has violated or may have violated this policy. 

 

Minor concerns or violations shall be reported within 24 hours. Major concerns or violations shall be 

reported immediately. Violations committed by or concerns about an administrator shall be reported 

to the superintendent, and concerns about the superintendent shall be reported to Red Cloud 

Community School Board President. 

 

A student who feels his or her boundaries have been violated should directly inform the offender that 

the conduct or communication is offensive and must stop. If the student does not wish to 

communicate directly with the offender or if direct communication has been ineffective, the student 

should report the conduct or communications to a teacher, administrator, counselor, or other school 

employee with whom she or he feels comfortable. 

 

All reports made under this policy will remain confidential to the extent allowed by law. Retaliation 

for good faith reports or complaints made as a result of this policy is prohibited. 

 

Individuals who knowingly and intentionally make a false report shall be subject to discipline as 

provided by district policy and state law. A violation of the standards set out above will form the 

basis for employee discipline up to and including termination or cancellation of employment, filing a 

report with law enforcement officials, and filing a report with the Commissioner of Education. 
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Certificated Employee Work Days 

 

 The regular working day for a certified employee begins at 7:45 a.m. and ends at 4:15 p.m. 
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Certificated Employee Evaluation 

 

The primary purpose of teacher evaluation is the improvement of the teacher's classroom instruction.  

Teacher evaluation should: 

 

A. Provide the teacher with constructive and objective feedback on instructional practices. 

B. Diagnose and solve instructional problems. 

C. Assist the teacher to develop skills in using instructional strategies. 

D.  Assist the teacher to develop a positive attitude related to professional development. 

 

All teachers and staff of Red Cloud Community Schools are evaluated as established by law.  The 

Principals are responsible for all evaluation of assigned staff.  The Superintendent may, upon request 

of the Principal or staff member, become involved with this evaluation process. 

 

Each non-tenured staff member will be evaluated a minimum of one time per semester during the 

school year.  Tenured staff will be evaluated a minimum of once every two years.  Observations for 

the formal evaluation must be an entire instructional period. 

 

Additional evaluation sessions may be appropriate to assist in the evaluation of instruction or if there 

is a concern with instruction by a teacher (tenured or non-tenured).  These evaluations will be at the 

discretion of the administrator. 

 

The district will employ the "Teacher Evaluation Instrument" in the evaluation of its teachers in 

carrying out their professional duty in the classroom and during activities. 

 

PHILOSOPHY 

 

The evaluation of staff members is essential to the underlying goal of improving the instructional 

opportunities that exist for each student in the Red Cloud Community School.  Evaluation is a method 

which provides for improvement by promoting growth for both teacher and evaluator.  This growth 

ultimately will provide the foundation for improving the instructional process within the school.   

Teacher and evaluator will consider this process the most important single aspect of education. 

 

PURPOSE 

Supervision and evaluation as an ongoing procedure will: 

 

1. Identify, promote, reinforce, and recognize quality teaching performance. 

2. Assist the teacher to analyze personal performance and to recognize the areas of strength and 

weaknesses. 

3. Provide the teacher with assistance in improving his/her instructional skills. 

4. Provide the teacher with assistance to plan for long-range improvements through a cooperative 

effort with the evaluator. 
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5. Identify system wide areas or concern which may indicate a need for in-service training. 

6. Provide a vehicle to promote system wide emphasis on a particular aspect of desirable teaching 

behavior. 

7. Provide a basis for appropriate support for any teacher who may be falsely accused of poor 

performance by district patrons. 

8. Provide the board of education and the community with the assurance the staff wants quality 

 education and is willing to be held accountable for quality education.   

9. Provide a sequential means whereby a teacher will be informed of any substandard performance, 

 provided with assistance to improve weak areas of performance, and guaranteed a reasonable 

amount of time to show these improvements.  

10. Provide the legal basis, should it become necessary, for the support of administrative 

recommendation that the contract of a teacher should be terminated in the best interests of 

students of the school district. 

 

PROCEDURE  

 

1. The building principal is ultimately responsible for the formal evaluation of the performance of 

 each staff member.  In instances where a staff member may cross over between secondary and 

 elementary, each building principal will evaluate independently and file separate reports.  In  

 fulfilling this responsibility the principal will:   

 

 A. Keep accurate and complete records on the performance of each staff member which will 

support recommendations for continued employment, commendation for excellent 

performance, improvement of the instructional program, granting of tenure, or recommending 

termination or non-renewal of the teaching contract. 

 B. Be responsible for formative and summative evaluations which will be         

  completed in accordance with evaluation procedures set forth in the policy. 

 C. Be trained to evaluate teachers using the plan employed by this policy and possess a valid 

  Nebraska Administrative Certificate.  Principals will update skills and knowledge in the  

  evaluation process by attending workshops, seminars, conventions, and conferences with  

  topics relating to the evaluation process.  

 D. Distribute and discuss the teacher evaluation procedure each year before the start of the  

  school term.  This will be completed during the pre-school teacher workshop. 

 E. Communicate all reports and recommendations to the superintendent of schools by March 1 

  and notify the superintendent at the time any teacher has been placed on notice of professional 

  growth expectations. 

 

2. Teachers shall be evaluated in four general categories: instructional performance, classroom 

organization and management, professional conduct, and personal conduct.   

 These criteria are further subdivided into the following: 

 

 A. Teaching techniques. 

 B. Teaching planning and organization. 

 C. Knowledge of subject area. 
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 D. Teacher-pupil relationships. 

 E. Relationships with others. 

  

 The following evaluation codes will be used: 

** Exemplary – The teacher demonstrates a current and comprehensive knowledge of 

content, pedagogy, students, and standards needed to provide each student with effective 

opportunities for learning, development and achievement. 

** Proficient – The teacher demonstrates a comprehensive knowledge of content, pedagogy, 

students, and standards needed to provide each student with effective opportunities for 

learning, development, and achievement. 

** Basic – The teacher demonstrates limited knowledge of content, pedagogy, students, or 

standards needed to provide each student with effective opportunities for learning, 

development and achievement. 

** Unsatisfactory – The teacher demonstrates a lack of knowledge of content, pedagogy, 

students, or standards needed to provide each student with effective opportunities for 

learning, development, and achievement. 

 

3. Consistent with Nebraska State Statute 79-828, all probationary certificated employees employed 

by Class I, II, III, and VI school districts shall, during each year of probationary employment, be 

evaluated at least once each Semester.  The first  evaluation session will be announced.  

Subsequent evaluative sessions may be announced or unannounced.  Additional evaluative 

sessions may be appropriate to assist in the evaluation or instruction.  These are at the discretion 

of the appropriate  responsible school administrator. 

  

 All teachers may complete a pre-observation report outlining the daily class objective and 

teaching methods to be employed.  After the evaluative session, the principal will notify the 

teacher immediately of any noted deficiencies.  As soon as possible the principal will arrange a 

post conference with the teacher to discuss the evaluation.  Unannounced observations, of course, 

do not require a pre-observation report.  Teachers will be encouraged to add comments of their 

own before signing any evaluative document.  These comments will be required within ten days 

of the post evaluation conference. 

 

 Overall teaching competencies which may not be observable during the in-class observation 

period will be considered an integral part of the evaluation and will be discussed during the post 

evaluation conference. 

 

 Documentation of the evaluation process will be made through the use of the attached forms to 

this policy.  Adoption of this policy will approve the use of these forms as the  method of 

documenting the evaluative process.  These to include: pre-observation form, evaluation form, 

and area of emphasis form.   
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4. Any teacher perceived as having difficulties beyond those that can be remedied with the normal 

observation/evaluation process will be placed on an intensive assistance program.  This program 

will involve an in-depth working relationship between the responsible administrator and the 

teacher.  The teacher can expect to be observed/evaluated more frequently, counseled, and 

provided with any other experience which may assist the teacher in overcoming any recognized 

difficulties.   

 

 The principal will make suggestions and establish timelines for correction of the deficiencies. The 

documentation of this shall be made on the "area of emphasis form.”  Teachers will always be 

allowed and encouraged to make comments on any written documentation before placing in 

personnel files. 

 

5. All evaluations and remediation of deficiencies will be completed by March 1 of the current 

school year.  Principals may also recommend the teacher be placed on notice for the upcoming 

school year.  Teachers who are placed on notice must remove the unsatisfactory rating in the next 

school year.  If the unsatisfactory rating is not removed, the principal must recommend non-

renewal or termination of the contract.  Placing a teacher on notice may be used by the principal 

when he/she believes there has not been sufficient time period for the teacher to improve the 

rating. 
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Policy for Teachers Release from Contract 

 

It is the usual course of conduct for the district to require teachers who have signed contracts to honor 

them unless they have previously asked for release from such contract prior to April 1st next 

preceding the year of service covered by the contract. 

 

The board recognizes that from time to time a teacher may desire to be released from a contract after 

that date.  It is therefore the general policy of the district that between April 1st and May 31st next 

preceding the year of service affected by the contract a teacher may be released by paying the sum of 

$500.00 per each year of credited service that the teacher has with the district.  No teacher shall be 

released from employment after June 1st next preceding the school year for which the contract is in 

effect.  Additionally, the district may require additional payment to cover administrative costs, 

advertising costs and other expenses to the district on a case by case basis as the facts may require. 

 

In addition to the per year charge no teacher shall be released from a contract unless the teacher and 

the district have reached an agreement in the format of Exhibit “A” which is attached to this policy. 

  



  

 

Exhibit “A” 

 

 

 WHEREAS _____________________________________, hereinafter referred to as 

“Teacher” entered into a contract with the Red Cloud Community School District; and  

 

 WHEREAS the teacher is desirous of being released from the contract; and 

 

 WHEREAS the district is desirous of having its expenses resulting from an employee search, 

such as advertising, interviewing, and additional expenditures of time by administration, board and 

support staff, is agreed by and between the parties that in exchange for a release from the said 

contract, the employee shall pay the following sums: 

 

1. $ 

 

2. $ 

 

3. $ 

 

  The employee understands that the said sums will be deducted from the final payroll check 

and by affixing his/her signature hereto teacher authorizes the personnel charged with payroll 

functions to make such deduction. 

 

 

Dated this _____ day of __________________, 20____ 

 

 

__________________________________________________ 

Teacher 

 

 

STATE OF NEBRASKA ) 

   )  ss: 

COUNTY OF WEBSTER ) 

 

 On this ____ day of _____________, 20____ before me, the undersigned Notary Public, 

personally appeared __________________________________________, known to me to be the 

identical person who signed the foregoing “Exhibit A” and acknowledged the same to be his/her 

voluntary act and deed. 

 

 IN WITNESS WHEREOF, I have hereunto set my hand and affixed my official seal the day 

and year last above written. 

 

 

 

    ___________________________________________ 

    Notary Public 

 

1 of 2 



  

 

 

 

 

_______________________________________________________ 

Board President 

 

STATE OF NEBRASKA ) 

   ) 

COUNTY OF WEBSTER ) 

 

 On this ____ day of ________________, 20____ before me, the undersigned Notary Public, 

personally appeared ________________________________________, known to me to be the 

identical person who signed the foregoing “Exhibit A” and acknowledged the same to be his/her 

voluntary act and deed. 

 

 IN WITNESS WHEREOF, I have hereunto set my hand and affixed my official seal the day 

and year last above written. 

 

 

 

    ___________________________________________ 

    Notary Public 
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Certificated Employee Reduction-In-Force 

 

The board has the exclusive authority to determine the appropriate number of certificated employees.  

Reductions-in-force of certificated staff members may be required due to changes in the size or nature 

of the student population, limited financial support, changing programs, staff realignment or other 

changes in circumstances.  Reduction-in-force may result in termination of employment, an 

amendment to the employee’s contract reducing the employee from full-time to part-time status or an 

amendment to the contract of a part-time employee further reducing that employee’s percentage of 

employment.   

 

Prior to the reduction-in-force the board shall present evidence that such changes in circumstances 

have occurred.  If a reduction of certificated staff is necessary, the superintendent or designee shall 

recommend to the school board those certificated employees to be reduced in employment under the 

provisions of this policy.  No permanent employee may be selected for a reduction-in-force while a 

probationary employee is retained to perform a service that the permanent employee is qualified by 

certification and endorsement to perform or where certification is not applicable, by reason of college 

credits in the teaching area. 

 

Due to the often intimate, confidential, and unique personal working relationship necessary between 

the administration and the school board, a certificated employee who is not currently serving in a 

predominantly administrative capacity shall have no rights under this policy to any administrative 

position within the school system. 

 

The selection of personnel to be terminated shall be made with consideration given to the following: 

 

1. Programs to be offered; 

2. Areas of certification and endorsement; 

3. State and federal regulations which may mandate certain employment practices; 

4. Special qualifications that may require specific training and/or experience; 

5. Contributions to activity programs; 

6. Qualifications based on past performance and competence as determined by the principal and/or 

 superintendent through employee evaluation procedures; 

7. The organizational and educational impact created by multiple part time certificated employees; 

 and  

8. Any other reasons which can be rationally related to the instruction in or administration of the 

 school system. 

 

Employee evaluations (including frequency of evaluations, evaluation forms, and number and length 

of classroom observations, if applicable) used under this policy shall conform to the board policies 

and administrative rules, regulations, and practices in effect at the time for the periodic evaluation of 

certificated staff members. 

 

If, after consideration of the above, it is the opinion of the superintendent that no significant 

difference exists between certificated employees being considered for reduction-in-force, then the 

employee with the longest uninterrupted service to the district shall be retained. 
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Due process for all employees selected for a reduction-in-force shall be followed. 

 

Any certificated employee whose contract shall be terminated because of reduction-in-force shall be 

considered to have been dismissed with honor and shall, upon request, be provided a letter to that 

effect.  Such employee shall have preferred rights to re-employment for a period of twenty four 

months commencing at the end of the contract year and the employee shall be recalled on the basis of 

length of service to the school to any position for which he or she is qualified by endorsement or 

college preparation to teach.  The employee shall, upon reappointment, retain any benefits that had 

accrued to that employee prior to termination, but such leave of absence shall not be considered as a 

year of employment by the district.  An employee under contract to another educational institution 

may waive recall but such waiver shall not deprive the employee of his or her right to subsequent 

recall. 

 

It shall be the responsibility of each certificated employee to file with the superintendent a copy of the 

employee’s teaching certificate (including endorsements) upon initial employment with the district.  

On or before March 15th of each year thereafter (for so long as the employee is employed in the 

school system or has rights of recall) evidence of any changes in the employee’s certification or 

endorsements which have occurred since the previous year or are pending shall be filed with the 

superintendent. 

 

Any certificated employee whose employment contract is terminated as a result of reductions-in-force 

shall (during his/her period of recall) report his/her current address to the superintendent and shall 

inform the superintendent of any changes of address thereafter.  If a vacancy in the system occurs for 

which the employee has rights of recall, the offer of such employment may be sent by the 

superintendent to the employee’s last known address.  If no acceptance of such offer is received from 

the employee within fourteen days of mailing and the superintendent has no personal knowledge of 

the whereabouts of the employee (other than last known address), the employee shall be deemed to 

have waived his/her rights to recall to the employment position. 

 

Legal Reference: Neb. Statute 79-846 to 849 

   Neb. Statute 79-824 to 844 

 

Cross Reference: 402        Employees and Internal Relations 

   406.08  Certificated Employee Evaluation 
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Certificated Employee Professional Development 

 

Every six (6) years permanent certificated employees shall give evidence of professional growth 

which is required by law. Evidence of professional growth may be demonstrated by earning (6) 

semester hours of college credit or by participating in other approved activities as may be identified 

by the board or by the administration and approved by the board. 
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Certificated Employee Tutoring 

 

No teacher shall accept pay for tutoring students during school time. 

 

Permission must be obtained from the Board of Education prior to a teacher receiving remuneration 

for tutoring.  
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Certificated Employee PTO/Sick Leave 

 

A certificated employee PTO/sick leave shall be as set forth in the Negotiated Agreement in effect at 

the time such PTO/sick leave may be applied for by the said employee. 
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Family and Medical Leave Act Policy 

 

The school district shall provide leave to its employees in accordance with the Family and Medical 

Leave Act (FMLA).  The board intends this policy to provide certain procedures the district and its 

employees shall follow in connection with FMLA leave.  This policy neither adds to nor attempts to 

limit the rights to which an employee is entitled under the FMLA.  All terms used herein shall have 

the meaning ascribed to them under the FMLA. 

 

I. Qualifying for Leave 

 

A. Qualified Employees 

       

  1. The district is subject to permitting leave under the Family Medical Leave Act. It is 

   the policy of the district to require all paid leave to first be exhausted for any grant of 

   Family Medical Leave Act is made to an applying employee. 

  

 B. Limitations on Leave 

   

   1. Leave for birth or placement for adoption or foster care must conclude within 12  

 months of the birth or placement. 

 

   2. In any case in which a husband and wife both employed by the school district are  

 entitled to FMLA leave: 

    

    (a) the aggregate number of workweeks of FMLA leave to which both are entitled is 

limited to 12 during any 12-month period if such leave is taken  

      

    (i)    because of the birth of a son or daughter of the employee and in order to care for 

such son or daughter;  

    (ii)   because of the placement of a son or daughter with the employee for adoption or 

foster care; or  

    (iii)  to care for a sick parent who has a serious health condition. 

 

 

 C.  Qualifying Notice and Certification 

  Employees seeking to use FMLA leave will be required to provide: 

 

   1. 30-day advance notice when the need to take the leave is foreseeable, provided that if: 

 (a)  the leave is for the need of treatment which is required to begin in less than thirty 

 days or  

    (b)  the leave is for the reason set forth in paragraph I (B)(1)(e), then the employee 

 shall provide notice to the school district as is reasonable and practical; 
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   2. second or third medical opinions and periodic re-certifications (at the school district’s 

 expense); 

 

   3. periodic reports during the leave, at a frequency reasonably requested by the   

 superintendent, regarding the employee’s status and intent to return to work. 

 

 D. Scheduling Leave 

 

   1. When leave is needed to care for a family member, for the employee’s own illness, 

and such leave is foreseeable based on planned medical treatment, the employee must 

attempt to schedule treatment so as not to unduly disrupt the school district’s 

operations. 

    

   2. Leave Taken at the End of the Semester 

     

    (a) If an employee begins leave five or more weeks prior to the end of a semester and 

    (i) the period of leave is for at least three weeks and  

    (ii) the employee would return to work during the three-week period before the end of 

the semester, the school district may require the employee to take leave until the end 

of the semester 

    

    (b) If an employee begins leave (except leave for reasons described in paragraphs  

     I(B)(1)(d) less than five weeks before the end of the semester and  

    (i) the period of leave is greater than two weeks and  

    (ii) the employee would return to work during the two-week period before the end of 

   the semester, the school district may require the employee to take leave until the end  

                        of the semester. 

    

    (c)  If an employee begins leave (except leave for reasons described in paragraphs 

I(B)(1)(d)) three or fewer weeks before the end of the semester and the period of leave 

is greater than five working days, the school district may require the employee to take 

leave until the end of the semester. 

 

II. Relationship with District During Leave 

  

A. Leave to Be Unpaid 

All leave provided to employees under the provisions of the FMLA and this policy shall be 

unpaid leave. 

  

  

B. Substitution of Paid Leave 

 1. The school district requires employees to substitute any accrued paid vacation leave, paid  

 personal leave, paid family leave, paid medical leave or paid sick leave for FMLA leave.  

However, nothing in this policy shall require the school district to provide paid sick or 

medical leave in any situation in which the school district would not normally provide such 

paid leave. 
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 2. If an employee uses paid leave under circumstances which do not qualify as FMLA leave, the 

  leave will not count against the number of work weeks of FMLA leave to which the employee 

  is entitled. 

 

 3. Any paid leave which is substituted for FMLA leave will be subtracted from the number of 

  work weeks of unpaid leave provided by the FMLA and this policy. 

 

 C. Group Health Plan Benefits 

 

  1. The school district will continue group health plan benefits on the same basis as coverage 

would have been provided if the employee had been continuously employed during the 

FMLA leave period. 

 

  2. Any share of health plan premiums which have been paid by the employee prior to FMLA 

leave must continue to be paid by the employee during the FMLA leave period. 

 

 D. Intermittent or Reduced-Schedule Leave 

   

  1. Leave may be taken under this policy intermittently or on a reduced-leave schedule under 

certain circumstances. 

    

   (a) When leave is taken because of a birth or because of a placement of a child for 

adoption or foster care, and eligible employee may take leave intermittently or on a 

reduced-leave schedule only with the agreement of the school district.  In such a case, 

the superintendent shall have the authority to approve or disapprove such intermittent 

or reduced leave schedule, in the superintendent’s sole discretion. 

   (b) When leave is taken to care for a sick family member, for an employee’s own serious 

health condition, an eligible employee may take leave intermittently or on a reduced-

leave schedule when medically necessary. 

   (c) Intermittent or reduced leave shall not result in a reduction in the employee’s total 

amount of leave beyond the amount of leave actually taken. 

   d) When an instructional employee seeks to take intermittent leave in connection with a 

family or personal illness (e.g. physical therapy or periodic care for a sick relative) and 

when such leave would constitute at least 20 percent of the total number of working 

days in the period during which the leave would extend, the school district may require 

the employee to elect to take leave in a block, instead of intermittently, for the entire 

period or to transfer to an available alternative position within the school system that is 

equivalent in pay, for which the employee is qualified, and which better 

accommodates the intermittent leave. 
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  2. If an eligible employee requests intermittent leave or leave on a reduced-leave schedule 

that is foreseeable based on planned medical treatment, including during a period of 

recovery from a serious health condition, the school district may require the employee to 

transfer temporarily to an available alternative position for which the employee is 

qualified and which better accommodates recurring periods of leave than does the  

  employee’s regular position.  Such alternative position must have equivalent pay and  

  benefits as the employee’s permanent position. 

 

III. Return from Leave 

  

 A. Restoration to Position 

   

  1. On return from FMLA leave, an employee is entitled to be returned to the same position 

the employee held when the leave commenced, or to an equivalent position with 

equivalent benefits, pay, and other terms and conditions of employment. 

 

  2. Any leave taken under this policy will not result in the loss of any employment benefits 

accrued prior to the date on which the leave commenced. 

 

  3. An eligible employee is not entitled to the accrual of any seniority or employment benefits 

during any period of leave, or any right, benefit, or position of employment other than to 

which the employee would have been entitled had the employee not taken leave. 

 

 B. Failure to Return from Leave 

 

  If an employee fails to return from FMLA leave after the period of leave to which the 

employee is entitled has expired, the employee shall reimburse the district for any premiums 

the employer paid for maintaining health insurance coverage for the employee during the 

employee’s FMLA leave unless the reason the employee does not return is due to:  

 

(1) the continuation, recurrence, or onset of the serious health condition which entitled the 

employee to FMLA leave and the employee provides the district with sufficient certification 

from the proper health care provider of such continuation, recurrence, or onset of the serious 

health condition or  

   

(2) other circumstances beyond the employee’s control. 
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IV. Notice to Employees 

  

 A. The school district will post in conspicuous places where employees are employed notices 

explaining the FMLA and providing information concerning the procedures for filing  

complaints of FMLA violations with the U.S. Wage and Hour Division. 

 

 B. When an employee provides notice of the need for FMLA leave, the school district shall 

provide the employee with a copy of the “section 301(c) notice” which is attached to this 

policy. 

 

 C. To the extent that any provision in this policy is in any manner inconsistent with the 

provisions of the Act or the regulations promulgated thereunder, the Act and regulations shall 

prevail over the provisions of this policy.  The school district reserves the right to modify this 

policy.  The school district reserves the right to modify this policy from time to time in its sole 

discretion. 

 

 D. Employees may direct any questions or concerns regarding FMLA leave to the 

superintendent. 
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Certificated Employee Bereavement Leave 

 

Certificated employee Bereavement Leave is covered by a Negotiated Agreement between the 

Teacher’s Association and the district, as that agreement may from time to time be amended. 
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Military and Family Military Leave 

 

Military leave and family military leave will be granted to the extent required by state and federal 

law. 

 

Employees requesting military leave must notify the Superintendent as soon as they receive 

notification of activation.  Employees are to attach a copy of their orders to a District leave request 

form when they prepare the request for military leave. 

 

Employees requesting to take family military leave under the Nebraska statutes must notify the 

Superintendent at least 14 days in advance of taking such a leave if the leave will be for 5 or more 

consecutive days, consult with their supervisor to schedule the leave so as to not unduly disrupt the 

operations of the school, and for leaves of less than 5 days, notify the Superintendent of the leave 

request as soon as practicable. 

 

Family military leave under the Family and Medical Leave Act (FMLA) will be provided in 

accordance with that law and subject to the provisions of the Board policy pertaining to FMLA leave. 

 

Legal Reference: Neb. Rev. Stat. §§ 55-160 to 55-166 

   Neb. Rev. Stat. §§55-501 to 55-507 

   29 U.S.C.A. §§ 2611, et seq. and 29 CFR Part 825 

   38 USC Sections 4301 to 4333 and 20 CFR Part 1002 
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Certificated Employee Unpaid Leave 

 

Certificated Employee Unpaid Leave is covered under the Negotiated Agreement between a 

Teacher’s Association and the district as that agreement may from time to time be amended. 
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Substitute Teachers 

 

A list of qualified substitute teachers will be constructed at the beginning of each year by the 

administration.  It will be the responsibility of the administration to arrange for substitute teacher 

employment.   

 

A substitute teacher shall be employed to teach when the regular teacher is unavailable to perform 

his/her assigned duties.  Substitute teachers shall hold a valid Nebraska teaching/substitute teaching 

certification. 

 

The substitute teacher shall be paid at a rate established by the Board of Education.  After ten 

consecutive days of substituting for the same teacher, if the teacher is endorsed in the area in which 

they are substituting, the substitute will be placed on the current salary schedule. 

 

Substitute teachers shall be legally qualified and employed by the local board when needed.   

 

Teachers may not hire their own substitutes.  If a teacher is to be absent, they should notify the 

principal as soon as possible so that arrangements might be made for the substitute.   

 

Rates for substitutes will be set by the board each year at the September meeting. 

 

A valid teaching certificate will be kept on file in the Superintendent's office. 
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Support Staff Qualifications, Recruitment, and Selection 

 

                      See Employee Handbook. 
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Support Staff Evaluation 

 

Support Staff Evaluation is provided for in the Employee Handbook as that may be from time to time 

amended by the Board of Education. 
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Personal Leave for Non-Certified Paraprofessionals 

 

Personal leave for non-certified paraprofessionals shall be as established from time to time by the board of 

education. The provisions of the board for personal leave by non-certified paraprofessionals shall be placed in 

the Employee Handbook or otherwise made known to non-certified paraprofessionals as close to the 1st of the 

school year as possible. 

 


