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Elizabeth C-1 School District
Employee Handbook Acknowledgement

Please sign this form and return it to Human RessirYour signature on this form
confirms that you have received your copy of theP010 Employee Handbook.
Your signature does not imply a contractual agregrbetween you and the
Elizabeth C-1 School District. The handbook doescoatain all personnel
policies. All policy and regulation revisions arghgect to Board approval. You are
encouraged to review all policies and regulatidnsomplete set of policies and
regulations are available in these locations:

Superintendent’s Office

Human Resources Department

All School Administration Offices

Business Services Office

Operations and Maintenance Office
Transportation Department Office
Technology Office

Food Services Office

School District Website (under development)

| have received a copy of the 2009/2010 Employemddaok

Signature Date

Printed Name



IMPORTANT DISCLOSURE

This handbook is to acquaint employees with thedbleth C-1 School District. The
handbook is not all-inclusive, but is intended toyide our employees with a
summary of some of the district’s policies and gahares. This edition replaces all

previously issued editions.

No employee handbook can anticipate every circumsstar question. If you have
guestions after reading this handbook, please coptaur immediate supervisor or

Human Resources.

In addition, the need may arise to change the igslidescribed in the handbook.
The district therefore reserves the right to interphem or to change them without

prior notice.

This handbook does not imply a contractual agre¢imetiveen employees and the
Elizabeth C-1 School District.



Dear Faculty and Staff,

First, let me say what a great honor it is to eHluman Resource Director for the Elizabeth
C-1 School District. It is with pride and excitemd¢hat | join you in your efforts to provide the
children of the Elizabeth community an excellenication.

The District is providing this Employee Handbook your convenience. We hope that this
booklet will provide you all of the information ymeed to understand the benefits of working
for the best school district in Colorado. We intéadhave this information available to you via
the website as well. If for some reason, you cafindtthe information you need please feel
free to call the Human Resource office. We wantygwge to have information on policies,
benefits, and services that are available for yeeli-being.

| am looking forward to an exciting 2009/2010 sdhygear.

Sincerely,

Kellie Lanphere
Human Resources Director



TELEPHONE NUMBERS & ADDRESSES
Website www.elizabeth.k12.co.us
Superintendent 303-646-1836

634 S. Elbert Street or P.O. Box 610, Elizabeth, 8@107
Office hours are 7:30 — 4:00 weekdays

Business Services (Finance) 303-646-4441
633 Dale Court or P.O. Box 610, Elizabeth, CO 8010
Office hours are 7:00 — 4:00 weekdays

Payroll 303-646-1830
Human Resources 303-646-1832
Accounts Payable 303-646-1831
Running Creek Elementary 303-646-4620

900 South Elbert or P.O. Box 550, Elizabeth, CA.(80

Singing Hills Elementary 303-646-1858
41012 Madrid Drive, Parker, CO 80134

Elizabeth Middle School 303-646-4520
34427 County Rd. 13 or P.O. Box 369, Elizabeth, 8@.07

Elizabeth High School 303-646-4616
34500 County Rd. 13 or P.O. Box 660, Elizabeth, 8@.07

Frontier High School 303-646-1798
589 South Banner, or P.O. Box 610, Elizabeth, G008

Running Creek & Singing Hills Preschools & Earlyildhood Programs 303-646-6721
589 South Banner, or P.O. Box 610, Elizabeth, G008

Special Services 303-646-1844
676 S. Elbert Street or P.O. Box 610, Elizabeth, 82107
Office hours are 7:30 - 4:00 weekdays August thhoMigy.

Transportation 303-646-3200
34291 County Rd. 13 or P.O. Box 610, Elizabeth, 8@.07
Office hours are 6:00 to 5:00 weekdays

Food Services 303-646-3224
137 Walnut Street or P.O. Box 610, Elizabeth, CTL.(&
Office hours are 6:00 to 2:00 weekdays while scl®ot session

Maintenance/Operations 303-646-3023
231 Spruce Street or P.O. Box 610, Elizabeth, @208




ADMINISTRATION

Vacant

Jim Trevino
Greg Wieman
Dan Carter
Karl Zander
Vacant

Robert McMullen
Jason Westfall
Jim Wilson
Danelle Hiatt
Christine Logue
Rachelle Small
Bev Blagg

Ron Patera
Terry Wilson
Susan Stevens
Kellie Lanphere
Brian Schenck
Chris Cline
Mike Scobee
Pam Eschief

WHOM DO YOU CALL?

Superintendent
Director of Instruction
High School Principal
Asst. High School Principal
Asst. High School Principal
Frontier High School Director
Middle School Principal
Asst. Middle School Principal
Running Creek Elementary Principal
Singing Hills Elementary Principal
Early Childhood Coordinator
Kid’'s Club Director
Special Services Director
Finance Director
Transportation Director
Food Services Director
Human Resources Director
Maintenance Supervisor
Athletic/Activities Director
District Technology Supervisor
Middle School Athletic Director

Please address the following types of questioniseandividuals listed below.

Jennie Aquino x1836

Scheduling of Board Room
Board Policies

School Board Meetings
Superintendent’s Schedule

Patty Keesling 646-4620

Requestlng a Teaching Substitute

Kellie Lanphere x1832 Tammy Mevyers x1830

Employee Benefits Payroll
PERA PERA 401k
Contracts/Assignments AtteoeéAbsence
Employee Relations Paiel-off
Recruiting Deductions

Personnel Policies

During school hours, 7:30 a.m. to 4:00 p.m., c@B-846-4620.

After hours, 5:00 p.m. to 6:00 a.m., call 303-648H1 to leave a message on the recorder.
Give your name, school, grade or subject areatiamaand date you need a substitute. In
addition, please leave the time and date you called

Please give as much advance notice as possibldén to guarantee a substitute.



Elizabeth C-1 School District Board of Education

Superintendent of
|_ Schools _|
Executive
Assistant to the RHuman
Superintendent l;sou:ces
of Schools & irector
Board
Singing Hills Elizabeth . Director of Elizabeth High . Running Creek
Elementary Middle School BOCES D|r'ector of Instruction, School Front|er.H|gh Elementary
e - Finance . o School Director .
Principal Principal Curriculum & Principal Principal
Assessment
School office, School office, . ) - School office, School office, School office,
. . School Finance office Consolidated . . .
teaching and teaching and . teaching and teaching and teaching and
Psychologists staff Federal Grant
support staff support staff TOSA support staff support staff support staff
Athletic/Activity Speech Director of Data Athletic/Activity
Director Pathologists Food Service Management Director
Specialist
Office Manager Director O.f District Media
Transportation .
Specialist
Maintenance Director of
Supervisor Early Childhood
Programs
Technology

Supervisor




DISTRICT COMMITTEES
The district encourages employee participationacision making for the school distri@ee Policy GBB

Teacher’s Advisory Committee (TAC)
District level teacher advisory group to the BoafdEducation

Classified Advisory Committee (CAC)
District level classified employee advisory grdoghe Superintendent

District Accountability Committee (DAC)
DAC oversees district improvement efforts andejoort to the Board of Education

Building Accountability Committee (BAC)
BAC oversees district improvement efforts andejoort to the Board of Education

District Special Focus Committees
Special Focus Committees will vary from year taryelepending upon identified need




EMPLOYMENT

Equal Employment Opportunity (EEO)
Respect for the dignity and worth of each individegaramount in all policies issued by the Boand in the
administration of those policies. We prohibit unfaldiscrimination against applicants or employbased on
age over 40, race, gender, color, religion, nationgin, disability, or any other applicable staforotected by
state or local lawSee policy AC & GBA

Americans with Disabilities Act (ADA)
The District will make reasonable accommodationdiealified individuals with known disabilities. Engyees
needing such accommodation should contact thegrsignr or Human Resources.

Harassment

The District strives to maintain a work environméee of unlawful harassment. The District protsbit
unlawful harassment because of age, race, geraler, religion, national origin, disability, or seal
orientation.

Unlawful harassment includes verbal or physicaldum that has the purpose or effect of substantiall
interfering with an individual’s work performance @eating an intimidating, hostile, or offensivenk
environment. Prohibited behavior may include butaslimited to the following:

Written form such as cartoons, e-mail, postersyahrgs, or photographs

Verbal statements such as epithets, derogatory emtsyslurs, or jokes

Physical conduct such as assault, or blocking diviolual’s movements

This policy applies tall employees. Investigations occur promptly. If thetfict determines an employee’s
behavior is in violation of this policy, disciplinaaction will occur, up to and including termirgati of
employment.

See Policy AC, GBA & GBAA

Sexual Harassment
Sexual harassment is not tolerated.

Sexual harassment is as unwelcome sexual advaegegsts for sexual favors, and verbal or physicatiuct
of a sexual nature, when:
Submission to such conduct is made explicitly gplioitly a term or condition of employment
Submission to or rejection of such conduct is wsethe basis for decisions affecting an
individual’'s employment
Such conduct has the purpose or effect of subathnitnterfering with an individual’s work
performance or creating an intimidating, hostileptfensive work environment

The expectation is that all employees conduct tledras in a professional and businesslike mannait aines.
Conduct which may violate this policy includes, runot limited to, sexually implicit or explicit
communications whether in:
Written form, such as cartoons, posters, calendatss, letters, e-mail
Verbal form, such as comments, jokes, foul or obedanguage of a sexual nature,
gossiping, questions about another’s sex lifegpeated unwanted requests for dates
Physical gestures and other nonverbal behavioh asanwelcome touching, grabbing,
fondling, kissing, massaging, or brushing up agansther’s body.

This policy applies tall employees. Investigations occur promptly andef Ehstrict determines an employee’s
behavior is in violation of this policy, disciplinaaction may occur, up to and including terminataf
employment.See Policy AC, GBA & GBAA
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Complaint Procedure

It is the district's desire that procedures fotlisgf differences provide for prompt and equitatdeolution and
that each employee be assured an opportunity f@rlyrpresentation and review of complaints withieair of
reprisal. A "grievance" is an alleged violationBdard of Education policies or administrative regjons that
apply to all employeesSee policy GBK

Employee Status Definitions
Full time employee - an employee scheduled to vddrkours or more per week. Full-time employees are
eligible for benefits.

Part time employee - an employee scheduled to Vessthan 30 hours per week. Part time employees ar
currently not eligible for benefits.

Temporary employee - an employee hired in a joabdéished for a temporary period or for a specific
assignment. Temporary employees are not eligiblbdaefits.

Exempt employee - an employee who is not eligibteoizertime pay per standards set by Fair Standaiodr
Act (FSLA).

Non-exempt employee — employee is eligible for maidrtime at one and one-half times their regudée of
pay for all hours worked in excess of 40 hoursvparkweek.

Classified Employee — Employees who are NOT requimeobtain a license through the Colorado Departme
of Education to work within a school district.

Certified Employee — Employees who ARE requiredlitain a license through the Colorado Department of
Education to work at a school district.

10



EMPLOYEE BENEFITS

Full time employees (30+ hours/week) are eligibl@articipate in the health insurance and othegnams.
Insurance is effective the first of the month fallog the first 30 days of employment. The distrexuires
100% employee enroliment.

Insurance Carriers & Costier plan year 2009/2010)

Medical & Prescription Drug Coverage
Anthem Blue Cross/Blue Shield

HDHP PLAN I
$0.00 Employee  $0.00 per month
$409.00 1 Dependent $445.81

$421.50 2 Dependents $458.31 See ID card éonlper number.

$434.06 Family $470.81 Customer Service: 303-831-2900 or www.antleem
Dental CoveragéDelta Dental of Colorado- DPO)

Employee $0.00 per month

Employee+Spouse $28.25

Employee+Child/Children  $44.11

Employee+Family $63.19 Member No: Your SSN

Customer Service: 303-741-9305 or www.deltadergnal.c

Using a preferred dental provider has the leasbbpbcket expenses. Orthodontia services for depets
under the age of nineteen are covered at 50%. oNaay is required for services; however, a dedieti
required for all services except preventative care.

Vision Coverag€Vision Service Plan)
Employee $0.00 per month
Employee + Family $0.00
Member No: Your SSN
Customer Service: 1-800-852-7600 or www.vsp.com

Covered expenses using a VSP provider:

An annual eye exam including eyeglass lenses dacblenses up to approximately $130 in value amedjlass
frames every two years up to approximately $13¢aine.

EXam CO-PaY ...coovirii i e e e $20.00

Prescription Glasses CO-pay .......cccecvveeiiviineinnnnn. $20.00

Life Insurance
Reliance Standard Life Insurance Company

The district provides a Life and Accidental DeatisfBemberment policy (AD&D) to each full time empémy

This benefit is worth (1X) your annual salary te thaximum of $300,000. We also offer a supplementa
policy to increase the employee’s benefit.
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Retirement
Public Employees Retirement Association (PERA)
Customer Service 303-837-6520 or 1-800-759-73723f%=bnsww.copera.org

PERA serves as a substitute for Social Securigrefiore, this is a mandatobpgnefit. It provides retirement
benefits when you retire, become disabled, or to yamily upon your death.

PERA provides retirement and other benefits to eyges of the State of Colorado, most school distric
special districts, public health departments, andeslocal government entities. As a PERA memberp8%
your salary (pre-tax) goes into a personal retirgraecount. By law, the district must contributeesicentage
of its total payroll to PERA. For the 2009 calenglear, the district contributes 12.95%. This petage will
increase each year by .09% until the year 2013.

401(k) Plan
Public Employees Retirement Association (PERA)
Customer Service 303-837-6520 or 1-800-759-73723%e=bnsww.copera.org

As a member, you are eligible to join the PERA 4)Rlan. Please call the Payroll Department for an
enrollment packet, 303-646-1830. Any other retiretyans are the total responsibility of the empley

Flexible Spending Account (Cafeteria Plan)

American Fidelity Assurance 303-790-8886 or conkluinan Resources at 303-646-1832. This benefit
supplements your current health insurance coveaadeffers dependent care reimbursement on a pre-ta
basis.

Interest Free Educational Loan
The district interest free loan is to hellb employees work towards advanced degrees and/drcauddl
endorsements, or certifications. Please contacBtiperintendent’s Office with questions X1836.

Loans are limited to $1,000

Loan repayment is through payroll deduction

If an employee leaves the district, the total antawved is withheld from the last paycheck
The employee’s supervisor must approve the requastto requesting the loan

The loan can only be used for tuition. Paymenerg from the district directly to the institution
If we have more applications than funding, a cortesitill decide who gets the loan based on
the current needs of the district

| "H$%8&  H$%()
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Holidays
For eligible employees (working more than 200 dassyear) the following are recognized paid holgldf
these holidays fall within scheduled workdays, they included as paid days.

Labor Day President’'s Day
Thanksgiving Day and the day after Memorial Day
Christmas Eve and Christmas Day Independence Day

New Year’'s Eve and New Year’'s Day
Martin Luther King Day

260-day employees receive an additional threeifigdtolidays.

Years in which the total number of workdays is miwan 260 days are handled as follows:
-Extra days (1 or 2) will be considered unpaid,-making days to be taken as
scheduled and approved during winter or springlkorea

When a holiday falls on a Saturday, it is obsemedhe preceding Friday. When the holiday

falls on a Sunday, the following Monday is observed

Per policy (not state requirement), Holiday timeasinted as hours worked in the computation

of overtime.

Any employee of the district wishing to observegielus days other than holidays established by @gpaficy
may use his/her personal leave days in accordaitheersonal leave guidelines. If additional days
needed, Superintendent approval is requieee Policy GBGL

Sick Leave/Personal Leave

Sick leave is to be used for illness of the empdoyemmediate family or anyone living with the emyde
requiring care. Supervisors may request verificatibiliness or justification for requiring care afy
employee. In addition, supervisors may require@al’s letter for non-job related sick leave ircegs of three
consecutive days. When unable to report to wokktdullness, employees must give their supenasamuch
advance notice as possible before the start af shéft.

Full time and part time personnel shall accrue peagte accumulative to 50 days in their persoraldebank.
The type and number of days per year of paid leabased on the length of the contract or notice of
assignment (NOA) according to the following:

Contract/NOA less than 173 days: days are pro-rated
Contract/NOA 173-195 days: 10 days (5 personakl§ s
Contract/NOA 196-239 days: 11 days (5 personakld s
Contract/NOA 240-260 days: 12 days (6 personakl s
See Policy GBGG, GBGG-R-1 & GBGG —R-2

Sick Leave Bank
The purpose of the Sick Leave Bank is to protegtleyees from devastating effects of a long-termetiis or
injury. It is notto replace the individual's accrued sick leaee policy GDCA & GBGH

Sick/Personal Leave Buy Back

Employees who are eligible to sell back the curyesar’'s sick and personal leave days at the erd of
contract/notice of assignment shall receive payroarthe paycheck in the month following completadn
contract or notice of assignmergee policy GBGG-R-3
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Vacation

Vacation time is granted to classified personnel atministrators who work year-round. Employeesking
in any other than a 12-month position_do resgeive paid vacation. All vacation days mustaken within 18
months from the anniversary date upon which theygaanted.

Years of Continuous Employment Days of Vacation

1to 5 years 10 days per year
51to 10 years 15 days per year
10 or more years 20 days per year
21st year or more 25 days per year

First-year employees are eligible to use accruedti@n after completing 6 months of employment. A
procedure for handling requests for vacation isé@sponsibility of each department according teedcies and
workload, as long as district policy is followe8ee Policy GBGL
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LEAVES OF ABSENCE

Domestic Violence Leave

Per state law, employees that are victims of damabuse may be eligible for a leave of absen@adel see
the Human Resource Department for details.

Bereavement

An employee may use up to 5 days of bereavemewe liea immediate family members. Immediate family
includes spouse, son, daughter, parent, sibliramdparent, and respective in-laws or individuale Wwave
stood in their stead. Written requests for bergaard leave are submitted to the immediate supetviso

Jury Duty

The district recognizes jury duty as a civic respbility of everyone. Employees receive regular fiyjury
duty if he or she was scheduled to work and sulbhufta juror service certificate. Jury fees paidhe
employee by the court must be surrendered to steaiexcept travel allowances. When summoneguigyr
duty, employees automatically receive time-off &fprm their duty as a juror. If jury duty endsidg regular
work hours, he or she must report to work promp8ge Policy GBGK

Family and Medical Leave Act (FMLA)
Eligible employees may use to 12 weeks of leavehferfollowing reasons:
Medical Leaves
Employee’s serious health condition or pregnandated disability
Family Leaves
- Father’s attendance at birth of child
Parent’s care of newborn, if completed within 12nths following birth of child
Placement of a child with employee for adoptiorioster care
Serious health condition of employee’s child untigryears, or older child if disabled
Serious health condition of employee’s spouse cgra
Any qualifying circumstance if the employee’s spguson, daughter, or parent is on active duty
or been notified of an impeding call or order tt\aeduty in the Armed Forces. The Act grants
up to 26 weeks of leave to an eligible employee gltbe spouse, son, daughter, parent or next
of kin of a covered service member to care for geson while he or she is undergoing medical
treatment, recuperation, or therapy, is otherwiseutpatient status, or is otherwise on the
temporary disability retired list, for a seriouguiry or illness.
See policy GBGF & GBGF-R

Military Leave

The district follows the federal guidelines regagimilitary leave. Employees granted a militarywieaf
absence are re-instated and paid in accordancetveittaws governing veteran’s re-employment rights
(USERRA).See policy GBGI

Parental Leave

The Parental Involvement in K-12 Education Act afocertain full and part-time employees who arept or
legal guardians of children enrolled in public ovpte school unpaid, job-protected time off teatt academic
activities. Please see Human Resources for details

Personal Business Leave (Unpaid)
If, on a rare occasion, the board or its designag deem the circumstances warrant an approvahfonpaid

leave for non-medical reasonSee policy GBGM
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Voting

Voting is an important responsibility of all citize. We encourage employees to exercise theirgothts in
all municipal, state, and federal elections. Undest circumstances, it is possible for employeeste either
before or after work and by mail. If it is necegstr employees to arrive late or leave work e#olyote in any
election, employees should arrange with their stiper/manager no later than the day prior to Etecbay.

<

=
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PAYROLL PROCEDURES

Overtime

Occasionally, employees are required to work onegtiln these instances, employees receive advanuties
as time allows. Non-exempt employees' (most diagspositions) rate of pay is one and one-halesmtheir
regular hourly rate for hours worked in excess®tidring the established workweek. The established
workweek begins at 12:01 a.m. on Sunday and entiz:@® midnight on Saturday. For purposes of catau
overtime pay, only hours actually worked are elgiexcept Holidays.)See policy GDBC

Paydays
Payday is the 25th of each month. If the reguésiday occurs on a holiday, the payday is the laskiwg day
prior to the holiday. On each payday, employeesiveca pay stub showing gross pay, deductions ehgay.

Arrangements are possible for automatic deductoieh as additional tax withholding and individuaisags
from your paycheck. The district is committed tonplying with salary basis requirements, whichwao
properly authorized deductions. If you believe ¢helas an improper deduction from your salary, imatety
report this to the payroll specialist. Reportsngproper deductions are promptly investigatedit i
determined that an improper deduction has occuyadwill receive prompt reimbursement.

For the employees’ convenience, it is our polichéwe all paychecks automatically deposited intpleyees’
bank accounts.

Time Reporting

Non-exempt employees must record time worked oailg dasis. Time cards or time clocks calculaterbou
Employees are responsible for submitting their tiand to their supervisor on a weekly basis for aparand
submittal to payroll.
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WORK ENVIRONMENT

Alcohol and Drugs

Alert and rational behavior is required for theesahd adequate performance of job duties. Workiteg the
use of alcohol, a controlled substance or use pb#mer substance is prohibited. The possessiochpse, or
use, or sale of a controlled substance or alcom@boin) district property while conducting distrbusiness is
prohibited.See policy GBEC

Anti-Violence

Employees will not engage in intimidation, thredisstile behaviors, physical abuse, vandalism,marso
sabotage, use of weapons, carrying weapons ostiactiproperty, or any other act, which, is inapgprate to
the workplace. In addition, employees will refr&diom making comments regarding violent events and/o
behavior. Employees are expected to report anyilptetd conduct to management. Employees shouldttire
contact proper law enforcement authorities if tbejreve there is a serious threat to the safetyhaadth of
themselves or otherSee policy ADD & GBGB

Attendance and Punctuality
Punctuality is an expectation of every employeeglar attendance is an essential function anddsssary
for the efficient operation of the school district.

Employees that will be absent or late must corttagt supervisor/manager as soon as possible foritve start
of their shift. Leaving messages with other empésyer on voice mail is not acceptable. Failureaibwhen
absent for three consecutive days will result imiaation.

Personal Use of the Internet

Use of the Internet and electronic communicaticgr®ands personal responsibility and an understarafitite
acceptable and unacceptable uses of such toolflllse Internet and electronic communications is a
privilege, not a right. Failure to follow the usepedures contained in the policy will result ire fbss of the
privilege to use these tools and may result in scsciplinary action and/or legal action. The eahdistrict
may deny, revoke or suspend access to districhtdoby or close accounts at any time.

Staff members are required to sign the Acceptablle Agreement before the issuance of internet,relact
communications accesSee policy GBEE & GBEE-E

Confidential Information

All records of employees are confidential. Theyllshat be open for public inspection unless reqgegshrough
the Open Records Act. The superintendent and dessgshall take the necessary steps to safeguadrstaga
unauthorized use of all employee recof@se policy GBJ

Conflict of Interest
If employees have any question whether a situasi@nconflict of interest, please contact his arsgervisor.
See policy GBEA & GBEBC

Discipline/Discharge
Performance or other behavior that does not me#iatiexpectations is addressed appropriately.

Disciplinary actions can range from a formal distos with the employee about the matter to immediat

discharge. Action taken by management in an indalid¢ase does not establish a precedent in other
circumstancesSee policy GDQD, GDQD-E & GCQF
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Dress Code
At Elizabeth C-1 School District personal appeaeamygiene, and attire are very important. A preif@sal
image must be maintainefee policy GBEBA

Safety/Reporting of Injury
The district is committed to a safe work environt&mployees should report unsafe practices oritond to
their supervisor. For safety reasons, employeeslgdfavoid the use of cell phones while driving.

District procedure for reporting and handling wpt&ee injuries is as follows:

Completion of A First Report of Injury form is raged within 24 hours of injury or accident.
Work-place injury/accident reports go to your immagelsupervisor and the campus office
manager within 24 hours.

The employee, supervisor, or office manager iitact Human Resources to report the incident
or accident immediately. In addition, incident ¢ident reports are sent to Human Resources
within 24 hours. While not all injuries require dial attention, it is required to report it.

If an examination or treatment is necessary, enggl®yave authorization to see a designated
medical facility. The employee may seek minor ¢y the campus nurse’s office.

An injured employee may make a one-time changeatihg physician by providing notice
within 90 days of the injury, but before the ingingorker reaches maximum medical
improvement. The request must be in writing anchéhe provider must be on the employer’s
designated provider list.

The designated providers are as follows:

Concentra Medical Center — Dry Creek & Aurora, Sadtbck Family Practice — Parker, Founders Family
Medical Center — Castle Rock and Parker Adventaspital for urgent and emergency medical c&8ee
policy GBGB & GBGD

School Closing and Cancellations

The superintendent is empowered to close the ssluwdb issue an early dismissal in event of hamasd
weather or other emergencies, which threaten tie¢ys&ealth, or welfare of students or staff mersb&he
superintendent will take such action only afterszdtation with appropriate authorities.

School closing information broadcasts on the migdio stations, local news channels, and the distrebsite.
See policy EBCE & EBCE-R

Smoking
Per state law, we provide a smoke-free environmahin our schools, offices, vehicles, and grounfise
policy ADC

Resignation of Employment
We ask that employees resigning his or her positatify the district in a timely manneSee policy
GCQC/GCQD & GDQB
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SUBSTITUTES WORKING IN THE DISTRICT

Assignment Procedures
The contact person is Patty Keesling 303-646-4628esupervisor.

Call-Out Times
The district substitute coordinator begins calliogsubstitutes at 5:30 AM. Due to the urgenc¥imding a
replacement, messages are not left on voicemAitswering the phone is imperative.

Phone calls for assignments needing substitutehéoiollowing day may be placed up to 9:00 PMright
before. Due to the urgency of replacements, messaige not left on voicemails. Answering the phigsne
imperative.

Canceling Assignments

It may be necessary for the district to cancelsaigmment. The substitute coordinator will try tmtact you as
soon as possible. If it becomes necessary thahged to cancel a teaching assignment, pleas8@646-
4620 as soon as possible.

GENERAL RESPONSIBILITIES OF THE SUBSTITUTE

Change in Address and/or Contact Number(s)
Personal contact is by telephone and /or mailas@eromptly change your contact information withn#n
Resources 303-646-1832 or X1830

Substitute Authorization
All teaching substitutes are required to have a\@libstitute Authorization issued by the Colorado
Department of Education.

Report Time
Upon scheduling an assignment, please obtain tigins; such as building, report time, and conpacson.
Upon arrival, please check-in at the front office.

Professional Ethics
1. Maintain a professional attitude toward your wdkibstitutes are expected to observe the same
ethical codes as all district employees
2. Personal appearance is important. Attire shouldatthe position.
3. Pupil, employee and financial records are confiddand must be treated as such

Lesson Plans/Instructions

Follow the lesson plans/instructions left by thacteer/supervisor. If the lesson plans/instructenesnot clear
or not available, clarify your duties with the offi manager and/or the school principal. You are als
responsible for the proper care of all districtipguent and resources.

Student Behavior and Discipline Policies
- Exceptionally difficult student issues must be redd to the school administration office
Never attempt to restrain or discipline a studesmigi physical contact or force of any kind
Do not use profanity in the presence of studentsn@t make negative or disparaging remarks
about a student
Personal injury or iliness of a student, teacheyaurself must be reported to the front office
immediately
Students are not allowed to leave the classrooseluwol without proper passes, permission, or
notification to the front office
20



PAYROLL PROCEDURES

Rates of Pay
Substitute Teacher

Day one (1) to day thirty (30) $80
Day thirty-one (31) and above $90
Long-term $115
PERA Retiree $100

The $90 daily rate remains in effect during subsetigchool years as along as the individual
substitutes a minimum of thirty days per schoolyea
A long-term substitute assignment must be a mininofiten (10) consecutive days.

All other substitutes
Non-teaching substitute's pay rate is the miniméith® salary range for that position or a pre-ageghrate of
pay authorized by the supervisor.

Payment
Paychecks arrive on or about thd"28 each month. Work hours are one month in theaas. We utilize
direct deposit for monthly payments. Pay stubsaisy mail.

21



0/1°




$'% & &' (

S %E& (&% (&)* % + &, - %+,

) +,-./0"1. +2"3 "+

! "4 #
$
% &
L} % n ! n
(( )( % % %
$
) |+ +
) 1 $ )
$ - " % -
S+ +-4 +2"3 "+
+,-.45 # 22
#H#  # .
# # "# 31! 35 / 0
! /
* ) /
) 3 2
$, 04 5 ( 1
2 %) ) ((
% )6 " (4
' 01 0} 1
)6 2 )6 4
) 8
* /1 "9/, +2".3 "+:; . #4"-. 3<"4
" . )
+ 0,% 1
) ( 3 0% 1
$ ; <=>% 7*2 (% 0% 1

75 -4 "0N1 4273 4
$ . ? /
3 )

%

(

™ #

+,-467 "27 688888888888888

##
% % %
2 /
7 % 22
/5
3

H#

%

#1



