SALARIED (EXEMPT)

2018-19 EMPLOYEE HANDBOOK

MISSION STATEMENT & VISION
Dedicated to op mizing individual learning and poten al for success in a global community.

CONTACT INFORMATION
Waukee Community School District
560 SE University Avenue
Waukee, IA 50263
Phone: 515.987.5161
Fax: 515.987.2701
Superintendent: Cindi McDonald
Phone: 515.987.5161 ext. 4531
Email: cmcdonald@waukeeschools.org
Chief Financial Oﬃcer: Angie Morrison
Phone: 515.987.5161 ext. 4509
Email: amorrison@waukeeschools.org

Beneﬁts Analyst: Lisa Wadsworth
Phone: 515.987.5161 ext. 2032
Email: lwadsworth@waukeeschools.org
Payroll Specialist: Marsha Jacobson
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Email: mjacobson@waukeeschools.org
Human Resource Manager: Roxy Livermore
Phone: 515.987.5161 ext. 2030
Email: rlivermore@waukeeschools.org
Human Resources Analyst: Missy Brush
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INTRODUCTION

HMO rate. If not otherwise provided in the employee’s
terms of employment, family coverage is available for
purchase at the employee’s expense and shall be
deducted from monthly paychecks (Board Policy 408.4).

This employee handbook provides a summary of
employee beneﬁts and guidelines. It does not cover all
aspects of employment with Waukee Community School
District. Employees are responsible for reading and
understanding this handbook annually. Ques ons
concerning this handbook shall be directed to your
supervisor or the Human Resources Department.

Re rement Plan – IPERS

The Waukee Community School District is a par cipant in
the Iowa Public Employee Re rement System. In
accordance with the statutory guidelines set forth by the
Iowa Public Employee Re rement System, a percentage
of employee’s gross pay will be deducted from the
employee’s wages and sent to IPERS along with an
employer’s contribu on.

This handbook does not apply to exempt employees
covered under any Collec ve Bargaining Agreement (i.e.
CBA with the Waukee Educa on Associa on).
Waukee Community School District reserves the right to
add, modify, or delete provisions of this handbook at any
me with or without no ce, at its sole discre on. The
terms in this handbook supersede any and all prior
handbooks. Waukee Community School District intends
to comply with all applicable state and federal laws. It is
the employee’s responsibility to refer to the Waukee
Community School District website for updated policies.

Workers Compensa on

The Waukee Community School District has contracted
with Methodist Occupa onal Health & Wellness ‐
UnityPoint Health Des Moines to provide treatment in
the unfortunate case of an employee being injured while
on the job.

ACTIVITY PASS
The ﬁrst year of employment, new employees will receive
a complimentary employee/spouse ac vity pass for
a ending home spor ng events. A employee/spouse
ac vity pass for the next school year(s), can be obtained
by working at least one event in the current school year.

BENEFITS
The Waukee Community School District Board of
Educa on has established categories of beneﬁts that are
extended to employees covered by this handbook. These
categories are established based on annual days worked,
level of supervision and other criteria that may be
established by the Board of Educa on. These categories
shall include beneﬁt levels for medical, dental, life, and
long‐term disability insurances, as well as amounts of
paid vaca on, and shall be made available upon request.

Insurance

The district provides employees regularly scheduled to
work at least 30 hours per week with:
● Single Health and Dental Insurance
● $50,000 Life Insurance
● Long‐Term Disability Insurance Coverage
All new hires will be oﬀered the HSA high deduc ble
plan. Insurance coverage begins the ﬁrst of the month
a er eligibility is met. Coverage is for twelve (12)
consecu ve months except for new hires whose Health
Savings Account (HSA) will be prorated by the quarter
they are hired within. Single coverage is provided at the

Employees injured on the job must immediately contact
your supervisor or the building nurse (or health
associate), if available. If it is an emergency, call 911.
Otherwise, the employee or nurse/health associate or
supervisor should call the SFM Work Injury Hotline at
(855) 675.3501. The registered nurse who answers the
call will ask what happened and recommend what to do
next; whether it is self‐care, doctor’s oﬃce visit, urgent
care or even the emergency room. Employees are
required to visit one of the following facili es if a
workplace accident occurs that requires medical
a en on. If an employee does not use one of the
designated facili es, he/she risks having the claim for
workers’ compensa on beneﬁts or medical beneﬁts
denied.
Between 8:00 a.m. and 5:00 p.m. employees should
seek treatment at one of the following facili es. You or
your supervisor must call to schedule an appointment.
Iowa Methodist Occupa onal Health & Wellness
West at Lakeview Medical Park
6000 University Ave., Suite 124, West Des Moines
Phone: 515.241.2020
Iowa Methodist Occupa onal Health & Wellness
East at Penn Medical Place
1301 Pennsylvania Ave., Suite 416, Des Moines
Phone: 515.262.7619
Iowa Methodist Occupa onal Health & Wellness
White Birch Plaza
1810 SW White Birch Circle, Suite 111, Ankeny
Phone: 515.964.6974

Waukee Community School District Salaried (Exempt) Handbook | 3

For treatment outside the hours of 8:00 a.m. and 5:00
p.m., an employee may visit one of the following
facili es. Appointments are not necessary.

issues that may interfere with an employee’s well‐being,
job performance or health. In addi on, the EAP can help
employees set and achieve life goals.

Lakeview Family Physicians
6000 University Ave., Suite 101, West Des Moines
Phone: 515.241.2600
● Weekdays 5 p.m. – 8 p.m.
● Weekends 9 a.m. – 3 p.m.

EAP professionals help people manage many of life’s
challenges, including: family or rela onship issues,
emo onal or mental health, work/life balance, substance
abuse, personal growth, ﬁnancial or legal issues. Eligible
family members are those who live in the employee’s
home and legal dependents who may live elsewhere.

Merle Hay Urgent Care
4020 Merle Hay Road, Suite 100, Des Moines
P: 515.278.0949
● Weekdays 5 p.m. – 8 p.m.
● Weekends 9a.m. – 3 p.m.

Employees and their eligible family members can call the
EAP directly 24 hours a day, 7 days a week at
800.327.4692. Website: www.efr.org/eap. Employee web
code: 814980.

Ankeny Clinic Urgent Care
1105 N. Ankeny Blvd., Suite 100, Ankeny
P: 515.964.4600
● Weekdays 5 p.m. – 8 p.m.
● Weekends 9 a.m. – 3 p.m.

CONTRACTS/TERMS OF
EMPLOYMENT

For medical emergencies only, an employee may visit
the following. Appointments are not necessary.

If an exempt employee is issued a contract, the contract
will be in wri ng and will state at least the length of me
the contract is in force and the total compensa on for
the contract period. These contracts will be approved by
the board of directors, signed by the president, signed by
the employee, and ﬁled with the school district board
secretary. Each contract will include a fourteen‐day
cancella on clause. Either the employee or the board
must give no ce of the intent to cancel the contract at
the end of fourteen days. This no ce will not be required
when the employee is terminated during a proba onary
period for cause.

Exempt (salary) employees serve at the will of the
superintendent.

Iowa Methodist West Medical Center Emergency Dept.
1660 60th St., West Des Moines
P: 515.343.1200
● Open 24 hours a day, 7 days a week
Employees are required to follow up with their supervisor
and the Beneﬁts Analyst a er each medical visit and
provide a copy of the Pa ent Status Report. No employee
will be allowed to return to work without a wri en
release from Iowa Methodist Occupa onal Health &
Wellness.
As a result of an on‐the‐job injury and an employee is oﬀ
work as a result of said injury, the employee will use their
accumulated sick leave for the ﬁrst three (3) days of
missed work. Beginning on the fourth day and
subsequent days, the employee will have the op on to
receive Workers’ Compensa on beneﬁts OR can elect to
use their accumulated sick leave. If an employee elects to
use their accumulated sick leave, the employee must
endorse the Workers’ Compensa on beneﬁts over to the
district. All doctor appointments that occur during the
normal work hours are charged to Workers’
Compensa on leave and no sick leave is charged.

Employee Assistance Program

The Employee Assistance Program (EAP) is a beneﬁt
provided by the Waukee Community School District for
all employees and their eligible family members. The EAP
provides professional services to assist in addressing life

Exempt employees not receiving a contract will receive a
terms of employment document which is an “at‐will”
agreement between the employee and the Waukee
Community School District. This document will state the
number of workdays, posi on tle, salary amount, and
provisions of employment. The terms of such documents
must be approved by the board, signed by the employee,
and ﬁled in the Human Resources oﬃce. (Board Policy
408.1)

CONTINUOUS NOTICE OF
NON-DISCRIMINATION
It is the policy of the Waukee Community School District
not to illegally discriminate on the basis of race, color,
na onal origin, gender, disability, religion, creed, age (for
employment) marital status (for programs), gene c
informa on (for employment), sexual orienta on, gender
iden ty and socioeconomic status (for programs) in its
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educa onal programs and its employment prac ces.
There is a grievance procedure for processing complaints
of discrimina on.

Employee’s annual evalua ons are due March 1.
Administra ve (cer ﬁed) staﬀ’s evalua ons are due
July 1.

If you have ques ons or a grievance related to this policy
please contact one of the following:

LEAVES OF ABSENCE
All employees, both full and part‐ me, are en tled to sick
leave, family leave, adop on leave, legal leave, and
military service leave propor onate to scheduled work
hours. In addi on, employees regularly scheduled to
work a minimum of 30 hours per week are en tled to
personal leave and bereavement leave.

Human Resources Manager: Roxy Livermore
Waukee Community School District
560 SE University Avenue, Waukee, IA 50263
Phone: 515.987.5161
Fax: 515.987.2701
Email: rlivermore@waukeeschools.org

Employees must enter all leave requests into Absence
Management prior to being absent from work. Leave
allotments will be prorated on a ﬁscal year basis
according to start date.

Director of the Iowa Civil Rights Commission
Grimes State Oﬃce Building
400 E. 14th Street, Des Moines, Iowa
Phone: 1.800.457.4416

Employees u lizing sick, family, adop on, legal,
bereavement leave, or unpaid leave(s) are prohibited
from working for another employer when on such leave.

Director of the Region VII Oﬃce of Civil Rights
Department of Educa on
Ci group Center, 500 W. Madison Street, Suite 1475,
Chicago, IL 60661‐7204
Phone: 312.730.1560
Fax: 312.730.1576
Email: OCR.Chicago@ed.gov

Adop on Leave

An employee may be granted a paid leave of absence, not
to exceed a total of twenty (20) working days, in the case
of an employee adop ng a child. Such paid leave days
shall be charged to the employee’s accrued sick leave.
Applica on for a leave of absence due to an adop on
shall follow FMLA guidelines and procedures and be
submi ed in wri ng by the employee to the immediate
supervisor and to the human resources manager as far in
advance of the contemplated leave period as possible.

The Waukee Community School District complaint
procedure is outlined in Board Policy 405.51.
(Board Policy 104)

DEFINITION OF EXEMPT STATUS

Bereavement Leave

The term exempt employee shall include all employees,
whether full‐ me or part‐ me, whose du es and
responsibili es exclude them from statutory over me
pay provisions.

EQUAL OPPORTUNITY EMPLOYMENT
The Waukee Community School District will select for
employment qualiﬁed applicants for each posi on
without regard to race, color, creed, sex, religion, marital
status, parental status, na onal origin, age, sexual
orienta on, gender iden ty, or disability. The district shall
take aﬃrma ve ac on, consistent with its adopted
aﬃrma ve ac on plan, in recruitment, appointment,
assignment and advancement of personnel to accomplish
the goals of equal employment opportunity. In keeping
with the law, the district shall consider the veteran status
of applicants. (Board Policy 401.1)

EVALUATION
All employees shall expect to par cipate in an annual
performance evalua on with his/her direct supervisor.

Employees regularly scheduled to work a minimum of 30
hours per week may be granted paid leave at the
discre on of the Human Resources Manager. The
following shall be a guide in gran ng bereavement leave:
● Up to ten (10) working days in the event of the
death of a spouse/domes c partner, child, or
stepchild.
● Up to ﬁve (5) working days in the event of the
death of an immediate family member.
Immediate family shall include the employee’s
parent, sibling, as well as corresponding step
and in‐law rela onships.
● Up to two (2) working days in the event of the
death of an extended family member. Extended
family shall include grandparent, grandchild,
aunt, uncle, niece, nephew, as well as
corresponding step and in‐law rela onships.
● Up to one (1) working day in the event of the
death of another family member or friend. This
shall include rela ves not iden ﬁed as
immediate or extended family, and close friends.
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Leave will be deducted from the employee’s
accumulated sick leave for each occurrence.

●

The superintendent’s designee (human resources
manager) may extend coverage and/or grant addi onal
days as circumstances warrant. Such ac on shall not be
precedent se ng.
The intent of bereavement leave is to a end services for
the passing individual(s). It cannot be used for dealing
with ma ers of estate reconcilia on. (Board Policy 410.3)

Emergency Leave

In the absence of a nego ated agreement, the employee
may be granted two days of emergency leave. The
reason for the leave must be unforeseen and beyond the
control of the employee. The administra on shall be
no ﬁed as soon as possible concerning the request for an
emergency leave of absence. No deduc on of salary will
be made if the absence is approved. (Board Policy 404.2)

FMLA

The Family and Medical Leave Act provides up to twelve
(12) weeks of unpaid, job‐protected leave to eligible
employees for certain family and medical reasons.
Employees with at least one year of service with the
Waukee Community School District who have worked at
least 1,250 hours during the 12 month period
immediately preceding the leave are eligible for FMLA
leave. At the employee’s or employer’s op on, paid leave
may be subs tuted for unpaid leave. The Waukee
Community School District requires the u liza on of all
paid leave available to you to cover this me away from
work. When paid leave is exhausted, leave will be unpaid.
All leave taken will run concurrently with FMLA. (Board
Policy 410.4)
Types of leaves that are covered under FMLA include:
● incapacity due to pregnancy, prenatal
medical care or the birth of a child, and to
care for the newborn child
● the placement with the employee of a son
or daughter for adop on or foster care, and
to care for the newly placed child
● to care for an immediate family member
(spouse, son, daughter, or parent) with a
serious health condi on
● when an employee is unable to work
because of his own serious health condi on
● for a qualifying urgent need arising out of
the fact that the employee’s spouse, son,
daughter, or parent is a covered military
member on ac ve duty (or has been
no ﬁed of an impending call or order to
ac ve duty) in support of a con ngency
opera on (exigency leave)

Twenty‐six (26) weeks of unpaid leave is
available (military caregiver leave) to care
for a covered service member with a serious
injury or illness if the employee is the
spouse, son, daughter, parent, or next of kin
of the service member

A serious health condi on is an illness, injury,
impairment, or physical or mental condi on that meets
one of the following criteria:
● Hospital Care: Inpa ent care (e.g. an overnight
stay) in a hospital, hospice, or residen al
medical facility, including any period of
incapacity or subsequent treatment in
connec on with or consequent to such inpa ent
care.
● Absence Plus Treatment (Acute): A period of
incapacity of more than three consecu ve
calendar days (including any subsequent
treatment or period of incapacity rela ng to the
same condi on), that involves:
○ Two or more treatments by a
healthcare provider
○ At least one treatment by a health
care provider which results in a
regimen of con nuing treatment
under the supervision of the health
care provider
● Pregnancy: Any period of incapacity due to
pregnancy or prenatal care.
● Chronic Health Condi on Requiring Treatments:
A chronic condi on which:
○ Requires periodic visits for
treatment by a health care
provider,
○ Con nues over an extended period
of me; and
○ May cause episodic rather than a
con nuing period of incapacity
(e.g. asthma, diabetes, epilepsy,
etc.)
● Permanent/Long Term Condi ons Requiring
Supervision: A period of incapacity which is
permanent or long term due to condi ons for
which treatment may not be eﬀec ve, e.g.
Alzheimer’s, or a severe stroke. The pa ent must
be under the con nuing supervision of a health
care provider. They do not need to be receiving
ac ve treatment.
● Scheduled Mul ple Treatments: Any period of
absence to receive scheduled mul ple
treatments (including any period of recovery) by
a healthcare provider, either for restora ve
surgery a er an accident or other injury, or for a
condi on that would likely result in a period of
incapacity of more than three consecu ve
calendar days in the absence of medical
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interven on or treatment, such as cancer
(chemotherapy, radia on, etc.) severe arthri s
(physical therapy), or kidney disease (dialysis).
The Waukee Community School District can require
medical cer ﬁca on to support a request for leave
because of a serious health condi on and may require
second or third opinions (at Waukee CSD’s expense) and
a ﬁtness for duty to return to work. For the dura on of
FMLA leave, the employee will not lose any employment
beneﬁt that accrued prior to the start of this leave and if
the employee is covered under any medical or dental
beneﬁts, Waukee Community School District will
maintain the employee’s health coverage as if the
employee had con nued to work. Upon return of FMLA,
employees will be restored to their original or equivalent
posi ons with equivalent pay, beneﬁts, and other
employment terms, if possible.
Employees seeking to use FMLA leave are required to
provide:
● 30‐day advance no ce of the need to take FMLA
leave when the need is foreseeable;
● No ce “as soon as prac cable” when the need
to take FMLA leave is not foreseeable;
● suﬃcient informa on for the Waukee
Community School District to understand that
the employee needs leave for FMLA‐qualifying
reasons; or
● Timely no ce that leave was taken for an
FMLA‐qualifying reason where Waukee
Community School District was not made aware
that an employee was absent for FMLA reasons
and the employee wants the leave counted as
FMLA.

Holidays

Holiday pay is based on the following guidelines:
Full‐ me, (minimum of 7.5 hours per day (37.5 hours
per week)), 12 month employees (260 day) – 9 paid
holidays
● July 4 (determined by administra on if date falls
on a weekend)
● Labor Day
● Thanksgiving Day and the following Friday
● December 24 & December 25 (determined by
administra on if date(s) fall on a weekend)
● December 31 & January 1 (determined by
administra on if date(s) fall on a weekend)
● Memorial Day
● Chiefs, Directors, and cer ﬁed administrators
receive one addi onal day approved by their
immediate supervisor (Floa ng Holiday)

Full me, (minimum of 7.5 hours per day (37.5 hours
per week) but less than 12 month employees (less than
260 days)) – 6 paid holidays
● Labor Day
● Thanksgiving Day and the following Friday
● December 25 (determined by administra on if
date falls on a weekend)
● January 1st (determined by administra on if
date falls on a weekend)
● Memorial Day
(Board Policy 408.5)

Legal/Jury Duty Leave

Employees who are subpoenaed to tes fy in any judicial
or administra ve procedure will be granted release me
only to the extent as required to fulﬁll the legal
responsibili es. Employees shall produce appropriate
documenta on of the above request, such as copies of
the subpoena or summons, to their immediate supervisor
and Human Resources prior to being absent from work.
Employees appearing in their own case as a plain ﬀ or
defendant or for a non subpoenaed court appearance, or
in the event that an employee is involved in or brings a
legal ac on against the Waukee Community School
District, no paid legal leave will be granted. Personal
leave and/or vaca on may be u lized for these purposes
or the employee can request unpaid leave.
Classiﬁed personnel will be excused for jury duty.
Employees shall produce appropriate documenta on of
jury duty to their immediate supervisor prior to being
absent from work. In order that no one shall suﬀer
ﬁnancial loss because of such absence, the employee
shall receive his/her normal hourly wage. When released
from jury duty during working hours, the employee will
report to work and work the remainder of the day. The
employee will submit to the district any compensa on or
reimbursement received for jury duty. (Board Policy
410.5)

Military Service Leave

Leaves of absence for military purposes will be granted.
The leave will be without loss of pay during the ﬁrst 30
calendar days of the leave. (Board Policy 410.6)

Personal Leave

Employees regularly scheduled to work a minimum of 30
hours per week shall be allowed two (2) days of personal
leave per year, non‐accumula ve. A request for approval
of the personal leave absence must be submi ed to the
immediate supervisor two days prior to the absence.
Personal leave will be deducted in half or full day
increments. (Board Policy 410.2)
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In case of accidents that cause long term absences and
chronic life‐threatening illness (for employee or
employee’s immediate family member only) employees
who have exhausted all leave can have personal days
donated to them by other staﬀ members. Donated
personal days cannot carry over from year‐to‐year.
Requests for donated personal leave should be directed
to the Human Resource Department.

FAMILY SICK LEAVE
An employee may use up to ten (10) days of accumulated
sick leave in a ﬁscal year for the care or support of an ill
member of the employee’s immediate family. The
deﬁni on of immediate family shall include
spouse/domes c partner, children, siblings, parents,
grandparents, grandchildren, as well as corresponding
step‐rela onships and in‐law rela onships.

Sick Leave

The superintendent or designee, in each instance, may
require such reasonable evidence, as it may desire
conﬁrming the necessity of such leave of absence.

Employees shall be granted leaves of absence for
personal illness or injury with full pay at a rate of:
● The ﬁrst year of employment
10 days
● The second year of employment 11 days
● The third year of employment
12 days
● The fourth year of employment
13 days
● The ﬁ h year of employment
14 days
● The sixth year of employment
15 days

Unpaid Leave

The above amounts shall apply only to consecu ve years
of employment in the Waukee Community School District
and unused por ons shall be cumula ve. The carryover
sick leave is limited to a total of 115 days. Sick leave may
not be used where deferment of medical service would
be possible at a me other than during the work year.
Sick leave shall be granted in 1/4 day increments.
Sick leave beneﬁts are intended to provide income
protec on in the event of illness or injury to you or your
immediate family members. If you are absent for three or
more consecu ve workdays, or are intermi ently absent
for a total of three or more work days for the same
medically related reason, you must contact human
resources to determine eligibility for leave under the
FMLA.
The Superintendent or designee, in each instance, may
require such reasonable evidence, as it may desire
conﬁrming the necessity of such leave of absence. When
on leave due to illness or injury, employees who have
outside employment opportuni es may be required to
present a physician’s statement showing that said outside
employment will not extend the employee's absence or
rehabilita on me away from the Waukee Community
School District.
An employee who is a new hire shall be permi ed to
transfer up to 15 days of sick leave which was
accumulated at another school district at the end of the
last school year or at the current me. It is the
responsibility of the employee to present veriﬁca on of
accumulated sick leave to the human resources
department within 120 days of hire. (Board Policy 410.1)

When necessary an absence without pay may be
authorized by the superintendent or designee. For such
absences, deduc ons from the employee's salary will be
made in accordance with the school district's pay
deduc on regula ons. The employee shall make wri en
applica on to the superintendent or designee for
authoriza on in advance of the occurrence or, if advance
applica on is not possible, not later than two business
days a er the occurrence. (Board Policy 410.7)

Vaca on

Twelve month (260 day contract) employees are en tled
to vaca on pay. Vaca on leave is based on the ﬁscal year
July 1 through June 30.
● The ﬁrst year of employment: 15 days per year
available July 1 of each year
● Beginning the 20th year: 20 days per year
available July 1 of each year
Vaca on requests shall be granted in ¼ day increments
and made to the immediate supervisor no less than ﬁve
(5) days in advance of the requested leave except in
emergency situa ons. Vaca on requests in excess of
accrued amount will not be approved.
Vaca on for eligible employees beginning employment
a er July 1 in any year will be prorated for the ﬁscal year.
Employees may carry over to the next ﬁscal year no more
than 15 days of earned vaca on unless otherwise
s pulated.

MANDATORY TRAINING
All employees are required to complete all assigned
trainings in the SafeSchools online training pla orm prior
to employment.
*All employees who possess an Iowa license are required
by Iowa law to complete an approved Mandatory
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Reporter: Child and Dependent Adult Abuse training
course every ﬁve years based on cer ﬁcate expira on
date. The Child Abuse: Mandatory Reporter course
provided via SafeSchools needed for cer ﬁca on renewal
may not be used for recer ﬁca on and therefore, that
course must be taken through the Area Educa on
Agency’s Professional Development Online System. The
AEA assesses a $25.00 fee for the Mandatory Reporter
training. This fee is the responsibility of the employee
and is not reimbursable by the Waukee Community
School District.
Contact human resources for informa on and direc ons
for these trainings.

PHYSICAL EXAMS
All employees are to present evidence of good physical
health prior to ini al employment by way of a physical
exam at the employee’s expense. Nutri on employees
are required to also have Hepa s A vaccines (or tests).
The administra on may require an employee to have a
physical examina on if it appears that physical welfare is
impairing work performance. (Board Policy 408.7)

Schools shall have the authority to delegate recruitment
and selec on responsibili es to other staﬀ members.

RESIGNATIONS AND DISMISSALS
Resigna ons shall be in wri ng, signed by the resigning
party and directed to the Human Resources Department
or Superintendent. A 14‐day no ce is required from
classiﬁed personnel. (Board Policy 409.2)
The superintendent or designee has the
authority to suspend the services of any classiﬁed
employee. Ac on may be taken by the board as to
whether or not the employee may be reinstated or
dismissed. The employee shall have the right to a hearing
before the board if the employee so desires. (Board
Policy 409.3)

STANDARDS OF CONDUCT
Administra ve Leave

If an employee is suspected of viola ng the district’s
policies, procedures, or work rules, he/she may be placed
on administra ve leave, with or without pay, pending an
inves ga on of the situa on.

REASONABLE ACCOMMODATION
Reasonable accommoda ons can apply to du es of the
job and/or where and how job tasks are performed. For
all reasonable accommoda on requests, it is the
employee’s responsibility to submit his/her request in
wri ng to the human resources manager for
considera on prior to the accommoda on being needed.

Lacta on

The Waukee Community School District is commi ed to
providing:
● a reasonable break me for an employee to
express milk for her nursing child for 1 year a er
the child’s birth each me such employee has
need to express the milk, and
● a place, other than a bathroom, that is shielded
from view and free from intrusion from
coworkers and the public, which may be used by
an employee to express breast milk.

RECRUITMENT AND SELECTION
Recruitment and selec on of exempt personnel shall be
the responsibility of the administra on. Whenever
possible, the preliminary screening of candidates shall be
conducted by the employee who will be directly in charge
of the personnel being hired. The superintendent of

An ‐Bullying/Harassment Policy

Harassment and bullying of students and employees are
against federal, state and local policy. The board
prohibits harassment, bullying, hazing, or any other
vic miza on, of students and employees, based on any
of the following actual or perceived traits or
characteris cs: age, color, creed, na onal origin, race,
religion, marital status, sex, sexual orienta on, gender
iden ty, physical a ributes, physical or mental ability or
disability, ancestry, poli cal party preference, poli cal
belief, socioeconomic status, or familial status.
This policy is in eﬀect while students or employees are on
property within the jurisdic on of the board; while on
school‐owned or school‐operated vehicles; while
a ending or engaged in school‐sponsored ac vi es; and
while away from school grounds if the misconduct
directly aﬀects the good order, eﬃcient management and
welfare of the school or school district.
Harassment, sexual harassment, and bullying may
include, but are not limited to, the following behaviors
and circumstances:
Verbal, nonverbal, physical or wri en harassment,
bullying, hazing, or other vic miza on that have the
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eﬀect of causing injury, discomfort, fear, or suﬀering to
the vic m;
Repeated remarks of demeaning nature that have the
eﬀect of causing injury, discomfort, fear, or suﬀering to
the vic m;
Implied or explicit threats concerning one’s grades,
achievements, property, etc. that have the eﬀect of
causing injury, discomfort, fear, or suﬀering to the vic m;
Demeaning jokes, stories, or ac vi es directed at the
employee that have the purpose or eﬀect of causing
injury, discomfort, fear, or suﬀering to the vic m; and/or
Unreasonable interference with a employee’s
performance or crea on of an in mida ng, oﬀensive, or
hos le learning environment.
Unwelcome sexual advances, requests for sexual favors,
or other verbal or physical conduct of a sexual nature
Individuals who feel that they have been harassed
should:
Communicate to the harasser that the individual expects
the behavior to stop, if the individual is comfortable
doing so. If the individual wants assistance
communica ng with the harasser, the individual should
ask a teacher, counselor or principal to help.
If the harassment does not stop, or the individual does
not feel comfortable confron ng the harasser, the
individual should:
● tell a teacher, counselor or supervisor/principal:
and
● write down exactly what happened, keep a copy
and give another copy to the teacher, counselor
or supervisor/principal including:
○ what, when and where it
happened; who was involved; exactly
what was said or what the harasser
did; witnesses to the
harassment; what the employee said
or did, either at the me or later; how
the student felt; and how the harasser
responded.
The principal will no fy the primary inves gator, human
resources manager, or designee, if further explora on is
needed. The inves gator will request that the individual
complete the Harassment/Bullying Complaint form and
turn over evidence of the harassment, including, but not
limited to, le ers, tapes, or pictures. The inves gator will
interview the complainant and the alleged harasser and
other witnesses as deemed appropriate. The alleged
harasser may ﬁle a wri en statement in response to the

complaint. The school or school district will promptly
and reasonably inves gate allega ons of bullying or
harassment. Informa on received during the
inves ga on is kept conﬁden al to the extent possible.
The inves gator, with the approval of the principal or the
principal has the authority to ini ate an inves ga on in
the absence of a wri en complaint.
Retalia on against any person because the person has
ﬁled a bullying or harassment complaint or assisted or
par cipated in a harassment inves ga on or proceeding
is also prohibited. Individuals who knowingly ﬁle false
harassment complaints and any person who gives false
statements in an inves ga on shall be subject to
discipline by appropriate measures, as shall any person
who is found to have retaliated against another in
viola on of this policy. Any school employee found to
have retaliated in viola on of this policy shall be subject
to measures up to, and including, termina on of
employment.
Upon comple on of the inves ga on, the inves gator
will make wri en ﬁndings and conclusions as to each
allega on of harassment and report the ﬁndings and
conclusions to the principal. The inves gator will provide
a copy of the ﬁndings of the inves ga on to the principal.
If a er an inves ga on a school employee is found to be
in viola on of this policy, the employee shall be
disciplined by appropriate measures up to, and including,
termina on. (Board Policy 103 & 103‐E)

A endance

Reliable, consistent a endance is a requirement and
essen al func on of all employees. Exempt employees
are expected to be at their jobs during their regularly
scheduled hours. Absenteeism and tardiness place an
undue burden on other employees and the district.
Employees are expected to be punctual and dependable
in order to meets the needs of the district. Employees
who are unable to meet their obliga ons of regular and
reasonable a endance and punctuality are subject to
disciplinary ac on, even if the employee has not yet
exhausted available paid leave.
Employees must enter their leave me into Absence
Management in advance according to leave policy.
Addi onal requirements such as contac ng the
supervisor may be required within speciﬁc departments.
An employee who does not report to work and does not
enter their leave into Absence Management, or
personally contact his/her supervisor, is subject to
disciplinary ac on, up to and including termina on.
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announce the closing via the news media. (Board Policy
504.7)

Employee Badges & Building Access Cards
All district staﬀ will be given a district‐issued employee
badge. They must clearly display their iden ﬁca on
badge at all mes.

Substance Free Workplace

Buildings in the district are programmed for keyless
access. Designated employees will be provided with an
access card into their assigned work site. Devia ons from
protocol must be approved by the building or district
administra on.
The Human Resources Department should be no ﬁed as
soon as possible when access cards and/or employee
badges are lost or stolen. Once an employee leaves
employment with Waukee Community School District,
access cards and employee badges must be turned into
your supervisor or the Human Resources Department.

Employee Conduct

Waukee Community School District employees shall
maintain high standards of conduct and act in a mature
and responsible manner at all mes. Employees shall not
engage in ac vi es which violate federal, state or local
laws, or which in any way diminish the integrity or
eﬃciency of the Waukee Community School District.
Employees must no fy human resources of any arrest,
the ﬁling of any criminal charges, or the disposi on of
any criminal charges pending against them within ﬁve (5)
business days of no ﬁca on to the employee.
Employees must no fy Human Resource of any child
abuse complaints ﬁled against them as well as the
ﬁndings in any complaints against them alleging child
abuse. No ﬁca on to human resources of any complaints
and ﬁndings should occur within ﬁve (5) business days of
no ﬁca on to employee. (Board Policy 413.9)

Professional Appearance & A re

If an employee is convicted of a viola on of any criminal
drug oﬀense commi ed in the workplace, the employee
shall no fy the employee's supervisor of the convic on
within ﬁve days of the convic on. An employee who
violates the terms of this policy shall be subject to
discipline up to and including termina on. (Board Policy
413.2)

Tobacco‐Free Environment

School district facili es and grounds, including school
vehicles, are oﬀ limits for tobacco or nico ne
use, including the use of look‐alikes where the original
would include tobacco or nico ne. This policy applies at
all mes, including school‐sponsored events. Persons
failing to abide by this request are required to ex nguish
their smoking material, dispose of the tobacco, nico ne,
or other product, or leave the school district premises
immediately. (Board Policy 1003. 7)

STATEMENT OF GUIDING
PRINCIPLES

All employees shall dress in a manner appropriate to the
educa onal environment and their posi ons.
Administrators and supervisors shall interpret and
enforce this policy. It shall be the responsibility of the
superintendent in conjunc on with administra on and
supervisors to develop administra ve procedures
regarding this policy. (Board Policy 413.15)

Severe Weather/School Closings

The board expects the school district and its employees
to remain substance‐free. No employee shall unlawfully
manufacture, distribute, dispense, possess or use on or in
the workplace any narco c drug, hallucinogenic drug,
amphetamine, barbiturate, marijuana or any other
controlled substance or alcoholic beverage as deﬁned by
federal or state law. "Workplace" includes school district
facili es, school district premises or school district
vehicles. Workplace also includes non‐school property if
the employee is at any school sponsored, school
approved or school related ac vity, event or func on,
such as ﬁeld trips or athle c events where students are
under the control of the school district or where the
employee is engaged in school business.

Staﬀ should be familiar with building safety procedures in
case of severe weather condi ons. The superintendent
has the authority to close schools & buildings, dismiss
them early, or keep them open beyond the regular work
hours in case of extreme weather or other emergency
condi ons. As soon as possible a er the decision has
been made, the superintendent shall arrange to

The goal of the board of directors of Waukee Community
School District is to provide an educa onal program of
the highest standards possible. Success in a aining this
goal is dependent in large measure upon the competency
of the professional staﬀ and of those who serve in direct
suppor ng posi ons to the instruc onal program of the
school.
It shall be the policy of the board of directors to recruit
and retain the highest caliber of employees.
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It shall be the policy of the board of directors to appoint
all personnel only upon the recommenda on of the
superintendent of Schools. (Board Policy 400)

Hours & Du es

The employee’s immediate supervisor shall establish
normal scheduled hours of work, speciﬁc responsibili es,
and assigned du es. Supervisors have the authority to
alter scheduled hours in an emergency.

TECHNOLOGY
By using Waukee Community School District network,
users acknowledge their understanding that all facili es
(hardware, so ware, Internet, etc.) are to be used in a
responsible, ethical, and legal manner. The Waukee
Community School District reserves the right to monitor
all ac vity and use of the network. This includes,
but is not limited to, monitoring of downloaded
materials, ﬁles and documents stored in user's’ folders,
observe screens of users, and read email and block what
the district considers to be inappropriate sites. The
district cannot and does not guarantee user privacy or
system reliability and is not liable for any loss or
corrup on of data resul ng from using the Internet. Any
employee who violates this policy or applicable state and
federal laws may be subject to disciplinary ac on as
determined by the superintendent or designee. (Board
Policy 605.6 & 401.3)

Paychecks

All paychecks will be distributed on the 25th of each
month or the previous banking day should the 25th fall
on a weekend or holiday. The cut‐oﬀ date for leaves is the
12th day of each month as established by the Business
Oﬃce. All new employees are required to have direct
deposit for their paychecks. For those grandfathered
employees who chose not to have direct deposit, checks
will be available on the 25th of the month or the ﬁrst
workday following the 25th of the month at the District
Administra on Oﬃce.
An exempt employee who separates employment during
any month will be prorated for the total number of days
worked based on the work calendar for his/her posi on.

All records of or belonging to the school district are
public records and available for public examina on and
reproduc on, except those records which are deﬁned by
law as conﬁden al and those records which are
copyrighted. (Board Policy 805.1a)

Computer Support & Troubleshoo ng

For assistance with computer support and
troubleshoo ng, please use the School District’s IT
support cket system, SchoolDude. This link can be
found on the main school district website as well as the
Staﬀ Resources webpage.

Email Signature

Your email signature should be factual in nature and only
include the following informa on: name, tle, relevant
contact informa on, board approved district logos and
conﬁden ality no ce.

WAGES AND SALARIES
Compensa on

The board of directors shall establish salaries for all
exempt employees on an annual basis. Following the
adop on of these salaries the administra on shall use
them as a guide in assigning salaries for exempt
employees. (Board Policy 408.3)
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