activities programs, The only exception to the use of passes occurs when Red Oak hosts any
State of lowa sponsored activity or any Hawkeye 10 Conference activity that excludes the use
of passes, The Director of Activities will provide information about this benefit prior to the
start of any school year.

Employee Communications and Community Partnerships

Communication is a key to the success of Red Oak CSD employees, students, parents, and the
community as a whole. The most important tool used in Red Oak Schools for communication is
the district’s website: www.redoakschooldistrict.com . Secure portals concerning the
operations of the school district are available for district employees to read and interact. Each
district employee is assigned an email address and is expected to use it to stay informed and to
communicate both internally and externally.

Community relations are a vital component to the success of the school district, The Red Oak
School District is committed to the two-way communication process and encourages its
employees to build strong links within the Red Oak community. Some examples of existing
formal school/community partnerships include the local media (the Red Oak Express and Radio
Station KCSI/KOAK), the Red Oak Ministerial Association, the Montgomery County YMCA, the
Red Oak Chamber and Industrial Association, the Red Oak Education Foundation, the Red Oak
FFA Alumni Association, the Y.E.S Mentoring Program, the Inman and Washington Schools
Parent Teacher Organizations, the Red Oak Music Boosters, the Tag-A-Long Organization at Red
Oak High, and the Wilson Performing Arts Association.

Facility Use and Scheduling

District employees may use school facilities at no charge unless the activity planned needs
custodial assistance for which a fee will be charged to cover the district’s cost. Facilities may
be used as long as the planned activity does not interfere with the district’s educational and
activity programs. Complete guidelines can be found in Board Policy 905.1. The contact for the
use of district facilities is Mrs. Deb Drey, Human Resources at the District Office,

Food Service

All staff are welcome to purchase a meal or a la carte items during scheduled meal hours. Meal
hours vary per building. Purchases are made using a computerized meal account system. Most
staff members are assigned an ID number that corresponds to their lunch account. The account
is a debit system; therefore, funds must be in the account prior to making a purchase.
Payments to accounts are accepted at all school offices. If there are insufficient funds in the
account, staff will not be able to make food purchases.

Information Services through Technology

The Technology Department provides students and staff with voice and data communications,
computer-based services and various job-related computer training and information. More
detail about the use of technology is found on pages 17 - 23 of this manual. Questions
regarding any aspect of information services can be directed to Mr. Bob Deter, Director of
Technology, Red Oak CSD, 712.623.6600, ext, 5011 or through the department portal at
www.redoakschooldistrict.com.




Employment Policies for the Red Oak Community School District

Equal Employment Opportunity

The Red Oak Community School District will provide equal opportunity 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 layoff or
termination. The school district will 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.

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, and
lowa Department of Education for the position for which they apply. The Red Oak Community
School District does not discriminate in any manner contrary to law or justice on the basis of
age, culture, religion, color, ethnicity, race, national origin, gender, sexual orientation,
language, disability, economic status, creed, marital status, handicap, military membership,
veteran status, ancestry, or political affiliation. At the same time, the District appreciates its
right and duty to seek and retain personnel who will make a positive contribution to its goals
and mission in order to enhance the development of student achievement and potential.
Reasonable workplace accommodations will be made, upon request, for employees with
disabilities. Employees with requests, concerns and/or complaints regarding disability and/or
veteran’s status should contact the human resources staff at the District Administrative
Center, Technology Building.

Prior to a final offer of employment for any position, the school district will perform criminal,
child abuse and sexual abuse background checks. The district may determine on a case-by-case
basis that, based on the duties, some positions within the district will require more thorough
background checks. Based upon the results of the background checks, the school district will
determine whether an offer will be extended.

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, will be directed to the Superintendent of Schools, Red Oak
Community School District, Administrative Center, 2011 N 8" Street, Tech Bldg., Red Oak,
lowa, 51566,

Americans with Disabilities Act

The Red Oak Community School District complies with the letter and the spirit of the
Americans with Disabilities Act of 1990 (ADA) and the protections provided to individuals with
disabilities. The ADA prohibits employment discrimination against “qualified individuals with
disabilities.” The Red Oak Community School District is committed to provide reasonable
accommodations to its employees and applicants for employment in order to assure that
individuals with disabilities enjoy full access to equal employment opportunity. While many
individuals with disabilities can work without accommodation, other qualified applicants and
employees face barriers to employment without the accommodation process. In accordance
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with the American’s with Disabilities Act (ADA), ADA Amendments Act of 2008 (ADAAA)
accommodations will be provided to qualified individuals with disabilities when such
accommodations are directly related to performing the essential functions of a job, competing
for a job, or to enjoy equal benefits and privileges of employment. This policy applies to all
applicants and employees,

An individual who needs a modified work environment as the result of a disability is
encouraged to request a reasonable accommodation orally or in writing from his or her
Supervisor or from Human Resources at the Tech Building. To enable the District to keep
accurate records, employees requesting a reasonable accommodation will be required to
submit medical verification for the need for the accommodation and may be required to sign
an Authorization for Release of Medical Records to allow the District to communicate directly
with the employee’s health care providers. The Superintendent of Schools or his designee is
responsible for implementing this policy, including resolution of reasonable accommodation,
safety, and undue hardship issues,

It is the policy of the Red Oak School District to make a good faith effort to provide any
“reasonable accommodation” necessary to ensure that an otherwise qualified individual may
enjoy an equal employment opportunity. Examples of reasonable accommodation include job
restructuring, job sharing, modified work schedules, ergonomic modifications or special
equipment, a leave of absence, and, in certain circumstances, or a job transfer to a vacant
position. In order to determine whether a reasonable accommodation exists to ensure that an
employee may perform his/her job related responsibilities, the District may require that the
employee and his/her treating health care providers submit medical information to the District
for its consideration. The District will utilize such medical information to determine whether
an accommodation exists to ensure that an employee may perform his/her job related
responsibilities and to determine whether such accommodation is reasonable or poses a
hardship on the District. In some cases, the District will provide an accommodation on a
trial/temporary basis, in order to evaluate whether such accommodation is reasonable or
whether it poses a hardship on the District.

In the case of communicable diseases such as the Acquired Immune Deficiency Syndrome
(AIDS), Hepatitis, Tuberculosis, etc., the District’s response and responsibility will be
consistent with the spirit and letter of the Americans with Disabilities Act. The mere diagnosis
of a communicable disease is hot, in itself, a basis for the exclusion or dismissal of an
employee. Nor will verbal and/or physical harassment of individuals so infected, or suspected
of being infected, be tolerated. The District will afford every right and reasonable
accommodation under the law those employees infected by a communicable disease, while at
the same time adhering to prescribed health and safety guidelines for such diseases in order to
assure and guarantee the rights of all members of the Red Oak School District community.

Collective Bargaining

The Red Oak Community School District believes that good management results in good
employee relations. In recognizing the right of individuals to affiliate with labor organizations,
the District does so without surrendering its right to manage. The management and
administration of the District are vested exclusively with the Board of Directors, the
Superintendent and his/her designated representatives. Employees belonging to a bargaining
unit are subject to all Red Oak CSD rules and regulations. Where this manual conflicts with an
applicable collective bargaining agreement provision (s), the collective bargaining agreement
shall rule unless superseded by state or federal law.

5



Conflict of Interest

Employees’ use of their position with the school district for financial gain is 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.

Questions about any potential conflict can be addressed in detail by consulting Board Policy
Code No. 401.2 “Employee Conflict of Interest”.

Nepotism / Employment of Relatives

More than one family member may be an employee of the school district. It is within the
discretion of the superintendent to allow one family member employed by the school district
to supervise another family member employed by the school district, subject to the approval of
the Red Oak Board of Directors. The employment of more than one individual in a family is on
the basis of their qualifications, credentials and records.

Employment Opportunities

Employees are encouraged to explore career development opportunities at the District. All
employees are encouraged to gain the necessary skills, training, and work experience needed
to qualify for advancement opportunities. Red Oak CSD believes in internal staff development
and promotion from within whenever possible and practical. In all cases, the best-qualified
candidate for the position will be selected as determined by the Superintendent and those
assisting him. Position vacancies within the District are announced via email and on the
district’s website.

Exit Interviews

Exit interviews are scheduled for employees who leave the District. Employees are encouraged
to provide candid comments and suggestions which can help to improve future
District/employee relations and ultimately make the Red Oak Community School District a
better place to work. If an.in-person exit interview is not possible, a human resources staff
member will mail an exit interview form to the departing employee for completion and return.

Immigration Law Compliance

The Red Oak Community School District is committed to employing only those who are
authorized to work in the United States and does not unlawfully discriminate on the basis of
citizenship or national origin. In compliance with the Immigration Reform and Control Act of
1986, each new employee, as a condition of employment, must complete the Employment
Eligibility Verification Form 1-9 and present documentation establishing identity and
employment eligibility within ten working days of the employee's date of hire, Any employee
with an expiring work authorization must renew the authorization, or the employee will be
considered to have voluntarily resigned. Former employees who are rehired must also
complete the form. All offers of employment are subject to the receipt of satisfactory evidence
of an employee’s authorization to work in the United States.




New Employee Orientation Program

Employees must know their role and duties. New employees may be required to participate in
an orientation program. The employee's immediate supervisor should provide the new
employee with a review of the employee’s responsibilities and duties. Payroll procedures and
employee benefit programs and accompanying forms will be explained to the employee by
human resources staff at the Administrative Center. During orientation programs, information
is shared regarding the mission and philosophy of the District, personnel policies, sexual
harassment, benefits, and related items,

Support Staff Probationary Period

A newly employed support staff employee serves a probationary period for a desighated period
of thirty (30) days. "Day" is defined as one work day regardless of full-time or part-time status
of the employee. New support staff employees, regardless of experience, are subject to this
probationary period.

"New" employees includes individuals who are being hired for the first time by the school
district and those who may have been employed by the school district in the past, but have not
been employed by the school district during the school year prior to the one for which
contracts are being issued.

Performance Reviews

To ensure that all employees perform their jobs to the best of their ability, the Red Oak
Community School District has instituted a performance appraisal system which stresses the
importance of employees being recognized for good performance and receiving appropriate
suggestions for improvement as necessary.

For the professional staff, the requirements stated in the Master Contract between the Red
Oak Education Association and the board regarding evaluation of employees will be followed.

For the support staff, the requirements stated in the Master Contract between the Red Oak
Support Staff Association and the board regarding evaluation of employees will be followed.

A copy of the formal evaluation shall be presented to the employee, and a conference
regarding the written evaluation shall be held with the employee. Both parties shall sign and
date the written evaluation report which indicates that the contents have been discussed and
the meeting has taken place. No employee shall be required to sign a blank or incomplete
evaluation form. The employee may attach a response to the evaluation within ten (10)
working days following the conference with the employee’s supervisor,

Each employee shall have the right to review evaluations contained in his/her evaluation file
and to obtain copies of materials that are placed in the employee’s personnel file.

The requirements stated in the Master Contract between the Red Oak Support Staff Association
and the board regarding support staff evaluations will be followed.

Personnel Records

The school district will maintain personnel records on employees. The records are important
for the daily administration of the educational program, for implementing board policy, for
budget and financial planning, and for meeting state and federal requirements.
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The records will include, but not be limited to, records necessary for the daily administration
of the school district, salary records, evaluations, application for employment, references, and
other items needed to carry out board policy. Employee personnel files are school district
records and are considered confidential records and therefore are not generally open to public
inspection or accessibility. Only in certain limited instances, when the employee has given a
signed consent, will employee personnel records be accessible to individuals other than the
employee or authorized school officials.

Employees may have access to their personnel files, with the exception of confidential [etters
of reference, and copy items from their personnel files at a time mutually agreed upon
between the Superintendent and the employee. A reasonable fee could be charged for copying
of records.

Release of Employment Information

Information requests under the public records law shall be in writing and submitted to the
Superintendent. The Red Oak Community School District shall allow persons to have access to
district records in accordance with state law and established procedures. The Board
Secretary/Business Manager shall serve as the legal custodian of records. The legal custodian
may deny access to records in accordance with state law.

Individuals seeking job verifications and references should be referred to the Superintendent
of Schools or his designee. Only factual, job-related information on current and former
employees shall be released to individuals seeking job. verifications and references. Before any
district administrator or department director may provide an oral and/or written
recommendation, notification must be given to the school superintendent or his designee in a
timely manner.

Professional Associations

The District encourages personal and professional development through membership in
professional organizations.

Time off to attend meetings and reimbursements for the cost of meeting attendance may be
approved by the sole discretion of your immediate supervisor and/or superintendent of schools
dependent upon factors such as budget allowances and the relevance of the activity to the
performance of job duties. Participation in these activities shall not interfere with tasks
necessary for effective and responsible job performance.

Professional Development

The District expects that employees will engage in continuous learning to further develop their
professional skills and personal growth. The District strives to support the development of
employees in a variety of ways. The Red Oak Board of Directors believes in and supports the
concept of Professional Learning Communities. Professional Development Programming for the
licensed professional staff is established, monitored, and funded through the Red Oak CSD
Teacher Quality Committee,

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
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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,

Resignations

A licensed employee who wishes to resign must notify the superintendent in writing within the
time period set by the board for return of the contract. This applies to regular contracts for
the licensed employee's regular duties and for an extracurricular contract for extra duty.
Resignations of this nature will be accepted by the board. The board may require an individual
who has resigned from an extracurricular contract to accept the resigned position for only the
subsequent school year when the board has made a good faith effort to find a replacement and
the licensed employee is continuing to be employed by the school.

Support staff employees who wish to resign during the school year will give the board notice of
their intent to resign and final date of employment and cancel their contract thirty (30) days
prior to their last working day. Notice of the intent to resign will be in writing to the
superintendent.

Early Retirement for the Professional Staff

The school district offers to teachers, early retirement incentives who are full-time licensed
employees. Full-time licensed employees are licensed employees who are eligible for full
insurance coverage under the requirements of the insurer and who are currently performing
their assigned duties within the school district. A licensed employee is eligible to participate in
the Early Retirement Plan if he/she is fifty-five (55) years of age on or before June 30 of the
year in which he/she wishes to retire and to those who have completed their most recent ten
(10) consecutive years of service in the Red Oak Community School District, The employee
shall submit an application for the plan on or before January 15 of the current school year.

The board has complete discretion to offer or not to offer an Early Retirement Plan for licensed
employees and will review this policy annually. The board may discontinue the school district's
Early Retirement Plan at any time.

Transporting of Students by Employees

Transportation of students most often occurs in a motor vehicle owned by the school district
and driven by an employee. In some cases, it may be more economical or efficient for the
school district to allow an employee of the school district to transport the students in the
employee’s motor vehicle. Employees who transport students for school purposes in their own
vehicle must have the permission of the Superintendent or his/her designee, Employees must
be able to show proof of a driver’s license and automobile insurance.

Employee Travel Compensation

Employees traveling on behalf of the school district and performing approved school district
business will be reimbursed (at the current allowed rate) for their actual and necessary
expenses,

Actual and necessary travel expenses will include, but be not limited to, transportation and/or
mileage costs, lodging expenses, meal expenses and registration costs. No reimbursement will
be made for any alcoholic beverages.




Travel outside of the school district must be pre-approved. Pre-approval will include an
evaluation of the necessity of the travel, the reason for the travel and an estimate of the cost
of the travel to qualify as approved school district business, Travel outside the school district
by employees, other than the superintendent, is approved by the Superintendent or his
designee,

Reimbursement for actual and necessary expenses will be allowed for travel outside the school
district if the employee received pre-approval for the travel. Prior to reimbursement of actual
and necessary expenses, the employee must provide the school district with a detailed receipt,
other than a credit card receipt, indicating the date, purpose and nature of the expense for
each claim item. In exceptional circumstances, the Superintendent may allow a claim without
proper receipt. Written documentation explaining the exceptional circumstances is
‘maintained as part of the school district's record of the claim. All requests for reimbursements
must be made within 90 days of the incurred expense or the reimbursements may be forfeited.
A claim form will be provided electronically.

Employee Political Activity

Employees will not engage in political activity upon school property under the jurisdiction of
the board. Activities including, but not limited to, posting of political circulars or petitions,
the distribution of political circulars or petitions, the collection of or solicitation for campaign
funds, solicitation for campaign workers, use of district e-mail to originate messages of support
for a particular candidate or issue, the use of students for writing or addressing political
materials, or the distribution of such materials to or by students are specifically prohibited.

Credit Cards

Employees may use school district credit cards for the actual and necessary expenses incurred
in the performance of work-related duties. Actual and necessary expenses incurred in the
performance of work-related duties include, but are not limited to, fuel for school district
transportation vehicles used for transporting students to and from school and for school-
sponsored events, payment of claims related to professional development of the board and
employees, and other expenses required by employees and the board in the performance of
their duties,

Employees and officers using a school district credit card must submit a detailed receipt in
addition to a credit card receipt indicating the date, purpose and nature of the expense for
each claim item. Failure to provide a proper receipt may make the employee responsible for
expenses incurred,

Responsibility for Personal Property

The district and its agents and employees shall not be held responsible for personal items
brought onto school property as to replacing, repairing, or recovering such property. Each
employee shall take actions to safeguard his/her own personal belongings.

Identification Badge/Key Card

The safety and well-being of District students and staff is of paramount importance. Therefore,
all staff members, during normal school hours, are required to wear the photo ID badge that is
issued by the Red Oak Community School District. The District Office will issue an identification
badge to all new employees. Loss or damage of the badge should be reported to a school
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building office or department director immediately so a replacement badge can be issued. The
badge is the property of the District and must be returned upon termination of employment.

Gifts to Employees

Employees may receive a gift on behalf of the school district. Employees will not, either
directly or indirectly, solicit, accept or receive any gift, series of gifts or an honorarium unless
the donor does not meet the definition of "restricted donor" stated below or the gift or
honorarium does not meet the definition of gift or honorarium stated below. A "restricted
donor" is defined as a person or other entity which:

¢ Is seeking to be, or is a party to, any one or any combination of sales, purchases, leases or
contracts to, from or with the school district;

e Will be directly and substantially affected financially by the performance or
nonperformance of the employee’s official duty in a way that is greater than the effect on
the public generally or on a substantial class of persons to which the person belongs as a
member of a profession, occupation, industry or region; or

» Is a lobbyist or a client of a lobbyist with respect to matters within the school district's
jurisdiction.

A "gift” is the giving of anything of value in return for which something of equal or greater
value is not given or received. More details about ‘gifts’ can be found in board policy Code No.
402.4

Employee Conduct and Appearance

Employees are role models for the students who come in contact with them during and after
school hours. The board recognizes the positive effect employees can have on students in this
capacity., To this end, the board strongly suggests and encourages employees to dress
themselves, groom themselves and conduct themselves in a manner appropriate to the
educational environment.

Licensed employees of the school district will follow the code of ethics for their profession as
established by the lowa Board of Educational Examiners.

District Staff Dress, Accessories, and Grooming Code

The Red Oak Community School District believes that student performance, achievement, and
preparation for lifetime success are positively affected by the professional appearance of the
staff. The professional appearance (which includes dress, accessories, and other body
adornments, and grooming) of staff members not only reinforces their own shared vision and
their identity as highly motivated professionals working toward a common mission, but also
strengthens their morale, sense of professionalism, dignity and self-worth; the community's
attitude toward the school and the teaching profession in general; and directly and indirectly,
the conduct, morale, and performance of the district's students.

All employees must exercise good judgment in their choice of professional appearance for work
and work-related activities by always appearing in a way that is appropriate for the situation,
and that will invoke a positive, impression from the community, provide appropriate role
modeling for students, promote a working and learning environment that is free from
unnecessary disruption, and be conducive to high student and staff performance. During the
work day and anytime employees supervise work-related activities or functions to which the
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district, district personnel or district students participate, employees shall appear in a
professionally appropriate manner. Items that are not acceptable in the workplace or at work-
related activities include but are not limited to the following:

« Shorts of any kind (except for physical education or special events when appropriate).
Skirts and dresses shorter than three (3) inches above the knee in the standing position.

* Non-collared shirts for men. There may be some sweaters or shirts designed without
collars that would be appropriate.

e Apparel and accessories that have logos, graphics, or advertising related to bars/grills,
alcohol, or tobacco products, or inappropriate gestures, or sayings.

e No revealing clothing, including low-cut tops, midriffs, revealing slits in the skirts, or
inappropriate or sheer, tight or short clothing.

¢ No sunglasses and/or hats (inside the building).

¢ Athletic wear such as jogging suits, sweat shirts, sweat pants, and t-shirt (except for
physical education or special events when appropriate).

¢ Employees are also restricted from displaying excessive body piercing.

e Tattoos should and will be covered.

¢ Blue denim jeans (this does not apply to skirts or jumpers) may be worn only on special
days at the discretion of the building administrator. They must be in good condition with
no holes or frayed edges.

If problems occur with the enforcement of this code, the Superintendent of Schools will
address the problem with the building administrator or department directors. It is up to the
building administrator or department director to ensure compliance with this code.

Accident Reporting

It is the responsibility of the employee injured on the job to inform his/her supervisor
immediately of the incident. It is the responsibility of the employee's immediate supervisor to
file an accident report to the Superintendent’s Office within twenty-four hours after the
employee reported the injury. It is the responsibility of the employee to file claims, such as
workers' compensation, through the board secretary.

Red Oak CSD has designated the following medical clinic to treat all workplace related
injuries/illnesses: MCMH Work Health Solutions, Occupational Medicine, 2301 Eastern Ave.,
Red Oak, lowa 51566, (712) 623-7000. For a serious injury or illness (or any treatment that
should not wait until clinic hours the next day) seek immediate treatment at the nearest
emergency facility. Hospitals included (but not limited to) are: Montgomery County Memorial
Hospital, 2301 Eastern Ave., Red Oak, lowa 51566, (712) 623-7000.

If you choose to be treated by any other medical facility and/or physician, you may not qualify
for any workers' compensation insurance benefits and you may be responsible for all medical
costs related to the incident. This is in accordance with your state’s Workers’ Compensation
statute. If you have questions regarding this procedure, contact Shirley Maxwell at (712) 623-
6600.

Attendance Expectations

The Red Oak CSD expects all employees to assume responsibility for their attendance and
punctuality as an integral part of their employment. Regular attendance is expected of every
employee. Employees should recognize that absences are disruptive to the work environment
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and decrease productivity and employee morale. Staff should realize that they are obligated to
not make commitments during the day that may be scheduled at an alternative time, Should an
employee be unable to work because. of illness, injury or any other reason, you are required to
notify your building administrator or department director or his/her representative as far:in
advance as possible, but no later than an hour before your normal starting time on each day of
absence.

The District may require evidence to support a sick leave claim for any sick leave beyond four
(4) days. Teachers or Teaching Associates requiring a substitute should follow notification rules
as determined by the school principal. Departments of Maintenance/Operations, Food Service,
and Transportation employees requiring a substitute should notify their department director.
District Administrative Center employees shall notify the Business Manager of any absence due
to illness.

Staff requesting professional leave should complete the Professional Leave form in advance of
any planned absence with approval by the building administrator or department director.

It is an expectation that employees remain in their position performing assigned duties during
work hours unless prior approval is obtained from the immediate supervisor. Employees who
are excessively absent, late to work, or leave work early without permission will be subject to
corrective counseling and, when appropriate, disciplinary action. Absences of three
consecutive days without proper notification and approval will be construed as job
abandonment and will constitute a resignation from the District without proper notice.

Leaves of Absence

The Red Oak Board of Directors identifies leaves of absence in the master contracts for both
the professional educators (teachers) and the support staff employees (paraeducators, school
office personnel, maintenance/operations personnel, and transportation personnel). All other
district employees are governed by board policy for leaves of absence. Detail of all leave
provisions may be found in the master contracts for the Red Oak Education Association and the
Red Oak Support Staff Association and the policy manual for Board of Directors.

A condensed summary of leaves:
Professional Educators

o *Sick days - 15 per year accumulative to 90

e Personal days - Two (2) unused personal leave days may be accumulated from year to
year with a maximum of four (4) days. The employee will not be compensated for the
accumulated personal leave day.

» Jury days - full pay for time lost - remuneration received is remitted to ROCSD
Professional days - approved leave must be requested and filed 7 days in advance

¢ Emergency days - not to exceed 8 days for immediate family and funerals not covered
under “funeral days”

e Funeral days - not to exceed 5 days for family members - may be extended by the
discretion of the superintendent

* Adoptive days - not to exceed 5 days

¢ Association days - not to exceed 6 days - Association reimburses ROCSD for substitute
costs

» - Extended Association Leave - see the master contract
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s Educational Improvement Leave - see the master contract

Support Staff (includes: Transportation, Office Personnel, Paraeducators)

+ *Sick Days- 15 per year accumulative to 90 (hours will be calculated per contracted
hours per day)

¢ Personal days - 2 per year accumulative to 4 - unused personal leave days are
compensated at the rate of $50 per day (8 hour work day) - must be requested and filed
3 days in advance ‘ v _
Jury days - full pay for time lost - remuneration received is remitted to ROCSD.
Professional days - dependent on department director’s or principal’s discretion
Emergency days - not to exceed 8 days for immediate family and funerals not covered
under “bereavement days”

¢ Bereavement days - not to exceed 5 days for family members

e Association days - not to exceed 5 days - Association reimburses ROCSD for substitute
costs, if needed

Administrators

e Sick days - 15 per year accumulative to 90

¢ Personal days - 2 per year accumulative to 4 - unused personal leave days are
compensated at the rate of $50 per day
Jury days - full pay for time lost - remuneration received is remitted to ROCSD

* Professional days - approved leave must be requested and filed 7 days in advance

» Emergency days - hot to exceed 8 days for immediate family and funerals not covered
under “funeral days”

» Funeral days - not to exceed 5 days for family members - may be extended by the
discretion of the superintendent

* Sick Leave Bank is in place,

Family and Medical Leave Act

Unpaid family and medical leave will be granted up to twelve (12) weeks per year to assist
employees in balancing family and work life,

For purposes of this policy, year is defined as a rolling 12-month period measured backward
from the date an employee uses any FMLA leave. Requests for family and medical leave shall
be made to the superintendent or to the superintendent’s designee.

All District employees eligible under the terms of FMLA may take up to twelve (12) weeks of
unpaid leave per year in accordance with the provisions of the Act. However, the District
requires an employee with appropriate accrued paid leave to substitute such paid leave for any
FMLA qualifying leave. Employees eligible for family and medical leave must comply with the
family and medical leave administrative rules prior to starting family and medical leave.

Vacation Leave for Non-Bargaining / Not Licensed Administrative Employees

Support staff employees contracted to work at least thirty (30) hours per week and at least
twelve (12) months per year shall be entitled to twelve (12) days of paid vacation each year.,
Employees shall be entitled to an additional two (2) paid vacation days for each year beyond
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ten (10) consecutive years of employment in the District with the total number of paid
vacation days not to exceed twenty (20) days per year. Vacation time for employees
contracted for less than thirty (30) hours per week for at least twelve (12) months per year
shall be prorated. Earned vacation periods shall be determined as of July 1 of each year and
shall be used during the ensuing year as set by the immediate supervisor. Vacation time shall
not accrue and may not be carried over from one year to the next.

Employees will be compensated for earned vacation days as follows:

e They may utilize their vacation days or
The District will pay the employee for up to one half of their earned vacation.

* Inregard to unused vacation days, the employee must notify the District by June 30th of
how many days they will utilize as vacation days and how many days they will request to
be paid.

¢ The employee must use their previous year’s vacation days by August 30th.

¢ The District will pay for unused vacation days (as per above restrictions) on the
September payroll.

e Pay for unused vacation days will be computed as follows: regular hours per day (not to
exceed 8) x regular daytime hourly rate.

Vacation Leave for Licensed Employees - Administrators

Vacation time shall not accrue and must be used by August 31st of the year following the year
in which vacation time is applied. The superintendent or the superintendent’s designee shall
establish vacation schedules. Vacation time shall be prorated for employees hired after the
start of a contract period. Vacation time for each administrative employee is established by
individual contract terms.

Holidays

New Year’s Day

Two (2) days at spring break

Friday before Easter

Memorial Day

Independence Day (12-month employees only)
Labor Day

Thanksgiving Day

Friday following Thanksgiving

Christmas Eve Day

Christmas Day

Spring Break: The guidelines in the master contracts for the ROEA and ROSSA will be
followed.

Confidentiality

All information concerning employees, students, clients, donors, and organizations with which
the Red Oak Community School District does business is to be considered privileged and
maintained in strict confidence. All employees are responsible for protecting the
confidentiality of such information. Violation of confidentiality will be grounds for disciplinary
action, up to and including discharge.
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Information concerning past and present employees, other than essential employment
verification, will not be released without the proper written authorization request under
lowa’s public records law. Student education records are treated as confidential under the
Family Educational Rights and Privacy Act of 1974,

At the end of an individual’s employment with the District, the individual must return all
documents, both originals and copies, containing any confidential information, as well as any
computer tool on which confidential information may be stored or recorded.

Former employees of the District should not disclose any confidential information after their
employment relationship with the District has ended. “Proprietary Materials” are all property
related to the District’s business in any way, including email, documents, reports, formulas,
product information, manuals, tools, equipment, handbooks, computer printouts, customer
lists and other property related to the District’s business.

Corrective Intervention

The Red Oak Community School District operates from the assumption that all employees are
responsible adults who take their work seriously and conduct themselves with pride and self-
respect, It is believed that employees will rarely lapse from competent work habits or violate
established rules and regulations. Employees are expected to quickly correct any lapses in
their work and address any violation of rules or policies if brought to their attention in a
professional, constructive manner. The District takes a corrective action approach to helping
employees resolve performance deficiencies or addressing policy/rule infractions. Corrective
actions are determined based on the appropriateness to the infraction and at a level of
intervention deemed appropriate to address the issue. The employer may, in its sole
discretion, bypass any step in the corrective intervention process or decide not to use it at all.

Minor first offenses are addressed with verbal counseling or reprimands. Serious, or more
frequent violations warrant more serious action, up to and including termination. Types of
corrective action include but are not limited to:

Verbal warning or counseling

Written warning in the form of a letter or memo
Suspension

Discharge/termination

The corrective action chosen will be appropriate to the infraction and will be based on a
number of factors including, but not limited to, the work record of the employee, previous
occurrences of similar incidents, any previous corrective action taken, the severity of the
incident and the likelihood that changed/corrected behavior would result from the action
taken. Administration reserves the right to terminate in cases of serious or grievous
infractions. Deficiencies and infractions include but are not limited to, unsatisfactory work
performance, inappropriate work conduct, rule or policy violations, attendance infractions,
etc.

The Red Oak Community School District will abide all terms and conditions for employee
intervention / assistance found/articulated in the master contracts for the Red Oak Education
Association, the Red Oak Support Staff Association, and/or in the lowa Code.
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Red Oak Community School District: Technology Acceptable Use Policy

Introduction

Because 21* century skills are a vital part of the school district curriculum and management of
district business, appropriate technologies will be made available to employees and students.
These resources include access to the Internet and other network files or accounts by using
computers or other digital devices that may or may not be owned by the district. Appropriate
and equitable use of the Internet will allow employees and students to access resources
unavailable through outdated means.

Students will be able to access the internet through their teachers. Students, faculty, and staff
may hold network accounts and district-issued email accounts, The person in whose name an
account is issued is responsible at all times for its proper use, If a student already has an
electronic mail address, the student may, with the permission of the supervising teacher, be
permitted to use the address to send and receive mail at school. The district trusts assigned
users to make responsible use of computing resources, The district also maintains a guest
network that provides Internet access only. Users of the guest network are expected to comply
with the current Technology Acceptable Use Policy. Employees and students will be instructed
on the appropriate use of the Internet.

The Internet can provide a vast collection of educational resources for students and employees.
It is a global network, which makes it impossible to control all available information. Because
information appears, disappears and changes constantly, it is not possible to predict or control
what students may locate. The school district makes no guarantees as to the accuracy of
information received on the Internet, Although students will be under teacher supervision while
on the network, it is not possible to constantly monitor individual students and what they are
accessing on the network. Some students might encounter information that may not be of
educational value. Student Internet records are confidential records treated like other student
records. Students’ Internet activities will be monitored by the school district to ensure students
are not accessing inappropriate sites that have visual or textual depictions that include
obscenity, child pornography or are harmful to minors. The school district will use technology
protection measures to protect students from inappropriate access, including sites that include
obscenity, child pornography or are harmful to minors.

The school district will monitor the online activities of students and will educate students about
appropriate online behavior, including interacting on social networking sites and chat rooms.
Students will also be educated on cyber bullying, including awareness and response, Employees
will provide age appropriate training for students who use the Internet. The training provided
will be designed to promote the school district’s commitment to:

» The standards and acceptable use of Internet services as set forth in the Internet Safety
Policy;
e Student safety with regard to:
» safety on the Internet;
appropriate behavior while on online, on social networking Web sites,
and
in chat rooms; and
cyber bullying awareness and response.
¢ Compliance with the E-rate requirements of the Children’s Internet Protection Act

In this digital age, student records, assignments, and on-line classes are often available via the
Internet. Red Oak Community School District will implement appropriate security measures to
ensure that data is available only to those who have valid reason to access the data. It is the
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responsibility of parents, students, and district staff to keep passwords confidential and change
passwords periodically.

Employee, Student, and Parent/Guardian Agreements

All employees, students and parents are expected to read the Red Oak Community School
District Technology Acceptable Use Policy. All employees are required to sign the Red Oak
Community School District Employee Technology Usage Agreement.

Parents/guardians of all students under the age of 18 are required to sign the Red Oak
Community School District Student Access Release and Authorization Agreement before students
will be granted access to the district’s technology resources. This will be available upon
registration. If for any reason, a parent or guardian does not want his/her student to have
Internet access, then he/she must notify the district in writing. If access is removed at any time,
the agreement must be resubmitted. Students in grades 6-12 will sign a form acknowledging
they have read and understand the Internet Acceptable Use policy and regulations, that they will
comply with the policy and regulations, and that they understand the consequences for violation
of policy or regulations.

Students and parents of students who are provided a laptop through the One to One program
must read the Student/Parent Laptop Handbook. A signed Laptop Computer Use Agreement must
be on file with the District Technology Director prior to that student receiving a laptop
computer.

Ownership

Access to computing resources is a privilege, not a right and the privilege can be suspended
immediately without notice. All user accounts issued by the district are considered property of
the district, The district allows users to access some or all of these resources for the reasons
listed in this policy. These user guidelines extend beyond the school district’s physical building,
such as school issued email accounts, hardware, or software used when off the school district’s
property. Staff members or students will not retain proprietary rights related to the materials
designed or created by such user if district hardware/software is used unless those rights are
transferred to the user,

Network access, Internet access, and hardware are provided to support the educational goals set
forth by the Board of Directors and to contribute to efficient management of district business.
The district has the responsibility to maintain the integrity, operation, and availability of its
hardware and network for access and use. The district does not guarantee user privacy or system
reliability. It is not liable for loss or corruption of data resulting from using district-owned
hardware or network resources.

Occasionally, through routine monitoring or maintenance, duly authorized personnel have
authority to access individual files or data. Users should not expect that anything stored on
school computers or networks will be private. Software may be used to monitor computer
usage, system information, and remotely observe and manage network technology.

Electronic Communication

Electronic forms of communication have become the norm in many aspects of the educational
process and management of a school. This includes, but is not limited to email, certain social
media, discussion boards, and blogs. The Red Oak Community School District will grant email
and other accounts to staff members and students as needed. These accounts are owned by the
district and can be terminated at any time. Students will have their accounts disabled upon
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graduation or on their last day of enrollment at Red Oak Community Schools, Staff members
leaving the district will have their accounts disabled as of their final contract day unless other
arrangements are made,

In compliance with federal law, this policy will be maintained at least five years beyond the
termination of funding under the Children’s In