
  

July 11, 2022 

 

The Board of Directors of the Cedar Falls Community School District in the County of Black Hawk, State of Iowa, 

met in regular session pursuant to the laws and rules of said Board at the Cedar Falls Community Center, 528 Main 

Street, Cedar Falls, Iowa, at 5:30 p.m. The meeting was called to order by the President and the roll being called there 

were present Jeff Hassman in the chair, and the following named Directors: Nate Gruber, Jenny Leeper, Susie Hines, 

Lowell Stutzman, and RJ Meyer by electronic means. Others in attendance were: Dr. Andrew Pattee, Superintendent, 

Pam Zeigler, Associate Superintendent of Instruction/Learning, Dr. Adrian Talbot, Executive Director of Human 

Resources and Janelle Darst, Communications Director. Also, in attendance: Dave Sires, Tim Turnis of Invision 

Architecture, Scott Fenzloff, Andy Malone of the Waterloo/Cedar Falls Courier, and Joyce Coil by electronic means. 

 

President Hassman stated that a governmental body may conduct a meeting by electronic means only in circumstances 

where such a meeting in person is impossible or impractical and only if the governmental body provides public access to 

the conversation of the meeting to the extent reasonably possible.  The place of the meeting is the place in which the 

communication originates and the minutes of the meeting shall include a statement explaining why the meeting in 

person was impossible or impractical as pursuant to Iowa Code 21.8.  The reason for the meeting being held by 

electronic means is due to some Board members unable to attend in person.  

 

 

Item No. 1 – Appointment of Acting Board Secretary 

 

Director Stutzman moved and Director Gruber seconded the motion to appoint Dr. Adrian Talbot as Acting Board 

Secretary Pro-temp of the July 11, 2022 school board meeting. Directors voting in favor of the motion: Gruber, 

Hassman, Hines, Meyer, Leeper, and Stutzman.  Those voting “no” none.  Motion carried. 

 

 

Item No.2 – Approval of the Following Consent Agenda Items: 

 

Director Leeper moved and Director Hines seconded the motion to approve the following consent agenda:  

 

1. The agenda of the July 11, 2022, Board of Education meeting 

2. Approval of the June 13, 2022 Board of Education minutes. 

3. Approval of the FY 22 end of the year accounts payable as presented for payment and reviewed by President 

Hassman 

4. Approval of Accounts Payable 

5. Approval of Open Enrollment 

6. Approval Human Resource Report 

7. Management Inter-fund Loan 

8. MOU UNI Apprenticeship Program 

9. Approval of Agreements:  

 Success Link 

 Tri-County Child & Family Developmental Council 

 IA Workforce Development Teacher & Para-educator Registered Apprentice Program 

 

Human Resources Report 

July 11, 2022 

2022-23 School Year 

 

New Contracts -  Recommended for Approval 
Teacher:  

Sarah Gould Aldrich  Third Grade  BA  3  SOSY 2022-23    $43,385 

Mark Hoskinson Senior High CAPS – Business  BA  12  SOSY 2022-23    $55,576 

Laura Kats Cedar Heights Second Grade  BA  3  SOSY 2022-23    $43,385 

Sadie Velez Southdale Fifth Grade  BA  3  SOSY 2022-23    $43,385 

Kendra Wilcox Southdale Fifth Grade  BA  12  SOSY 2022-23    $55,576 

 

*Employment with the Cedar Falls Community School District is contingent upon acceptable verification of 

employment, licensure, reference, education, criminal background, child and adult abuse registry, release from 

current contract (if applicable), and other pre-employment checks deemed necessary; projected start date of 

employment and salary may be revised accordingly.   
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Resignations  -  Recommended for Approval 

 

All resignations will be effective End of School Year (EOSY) 2021-22 unless otherwise noted.  

  

Teacher:    

Brittany Schwenker  Southdale  PK Special Education  EOSY 2021-22 

 

Pursuant to Iowa Code 279.19A, 8(b) termination of or resignation from a contract with a teacher constitutes an 

automatic termination of or resignation from an extracurricular contract in effect between the teacher and the Board.   

 

'EOSY':  End of School Year is the final day of teacher service, as determined by the official school calendar. In the 

event the school year is extended due to weather make up days, or other unanticipated causes, the Superintendent may, 

at his sole discretion, approve an employee request to terminate employment prior to the end of the school year if the 

request had been previously approved by the Board to take effect at the end of the school year.  

 

Open Enrollment Report 

                    July 11, 2022 
 2022-23 School Year 

Jayda Goodell     4
th

 Grade 

  Current resident district:    Cedar Falls 

  District requested:    Waverly-Shell Rock 

  Effective date:     2022-2023 – C  

 

Caden Joseph Lammers    9
th

 Grade 

  Current resident district:    Cedar Falls 

  District requested:    Waverly-Shell Rock 

  Effective date:     2022-2023  

 

Charlotte Mae Lammers    4
th

 Grade 

  Current resident district:    Cedar Falls 

  District requested:    Waverly-Shell Rock 

  Effective date:     2022-2023  

 

Evan Thomas Lammers    6
th

 Grade 

  Current resident district:    Cedar Falls 

  District requested:    Waverly- Shell Rock 

  Effective date:     2022-2023 

 

Riley Judith Reiter     12
th

 Grade 

  Current resident district:    Cedar Falls 

  District requested:    Waverly-Shell Rock 

  Effective date:     2022-2023 

 

Tinsley Rene Lea Callan    9
th

 Grade 

  Current resident district:    Cedar Falls 

  District requested:    Dike-New Hartford 

  Effective date:     2022-2023 – C  

 

James Daniel Linder     6
th

 Grade 

  Current resident district:    Waterloo 

  District requested:    Cedar Falls 

  Effective date:     2022-2023 

 

Skyler Stevee Linder     4
th

 Grade 

  Current resident district:    Waterloo 

  District requested:    Cedar Falls 

  Effective date:     2022-2023 

 

Myla Roe      2
nd

 Grade 

  Current resident district:    Waterloo 

  District requested:    Cedar Falls 

  Effective date:     2022-2023 
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Zara Roe      3
rd

 Grade 

  Current resident district:    Waterloo 

  District requested:    Cedar Falls 

  Effective date:     2022-2023 

 

Na’Kaya Anna Lynn Wroe    2
nd

 Grade 

  Current resident district:    Waterloo 

  District requested:    Cedar Falls 

  Effective date:     2022-2023 

 

Katie Grace Walker     10
th

 Grade 

  Current resident district:    Waterloo 

  District requested:    Cedar Falls 

  Effective date:     2022-2023 

 

*Alauna Taylor     4
th

 Grade 

  Current resident district:    Waterloo 

  District requested:    Cedar Falls 

  Effective date:     2022-2023 

 

*Izabella Jones     10
th

 Grade 

  Current resident district:    Waterloo 

  District requested:    Cedar Falls 

  Effective date:     2022-2023 

*Denied 

 

Directors voting in favor of the motion: Gruber, Hassman, Hines, Meyer, Leeper, and Stutzman.  Those voting “no” 

none.  Motion carried. 

 

Annual Meeting: 

 

Item No. 3 – Approval of Depository Banks and Maximum Deposit Resolutions 

 

President Hassman recommended the following depository banks and maximum deposit resolutions for fiscal year 

2023.  Director Hines moved and Director Gruber seconded the motion to approve the fiscal year 2022 Depository 

Banks and maximum deposit resolutions for the Cedar Falls Community School District as presented:  Directors 

voting in favor of the motion: Gruber, Hassman, Hines, Meyer, Leeper, and Stutzman.  Those voting “no” none.  

Motion carried. 

 

Cedar Falls Community School District 

  Depository Banks and Maximum Deposit Limits 

 

 
Financial Institution 2022-23   2021-22 

 

Bank Iowa $20,000,000 

 

$20,000,000 

 
Collins Community Credit Union $50,000,000 

 

$50,000,000 

 Community Bank and Trust $20,000,000   $20,000,000 

 Dupaco Credit Union $20,000,000 

 

$20,000,000 

 Farmers State Bank $50,000,000 

 

$50,000,000 

 First National Bank of Cedar Falls $20,000,000 

 

$20,000,000 

 Great Western Bank $20,000,000 

 

$20,000,000 

 PMA/Iowa Schools Joint Investment Trust (ISJIT) $75,000,000 

 

$75,000,000 

 Lincoln Savings Bank $30,000,000 

 

$30,000,000 

 Regions Bank $35,000,000 

 

$35,000,000 

 US Bank Iowa, NA $20,000,000 

 

$20,000,000 

 Veridian Credit Union $20,000,000 

 

$20,000,000 

 Wells Fargo, Iowa, NA $20,000,000 

 

$20,000,000 

 
 

Cedar Falls Community School District 

  Depository Banks and Maximum Deposit Limits 

 

 
Financial Institution 2022-23   2021-22 

 

Bank Iowa $20,000,000 

 

$20,000,000 

 
Collins Community Credit Union $50,000,000 

 

$50,000,000 

 Community Bank and Trust $20,000,000   $20,000,000 

 Dupaco Credit Union $20,000,000 

 

$20,000,000 

 Farmers State Bank $50,000,000 

 

$50,000,000 

 First National Bank of Cedar Falls $20,000,000 

 

$20,000,000 

 Great Western Bank $20,000,000 

 

$20,000,000 

 PMA/Iowa Schools Joint Investment Trust (ISJIT) $75,000,000 

 

$75,000,000 

 Lincoln Savings Bank $30,000,000 

 

$30,000,000 

 Regions Bank $35,000,000 

 

$35,000,000 

 US Bank Iowa, NA $20,000,000 

 

$20,000,000 

 Veridian Credit Union $20,000,000 

 

$20,000,000 

 Wells Fargo, Iowa, NA $20,000,000 

 

$20,000,000 
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Item No. 4 – Approval of Appointment of School District Board Secretary 

 

Director Leeper moved and Director Stutzman seconded the motion to appoint Denelle Gonnerman as the District’s 

Board of Education Secretary for the 2022-2023 school year.  Directors voting in favor of the motion: Gruber, 

Hassman, Hines, Meyer, Leeper, and Stutzman.  Those voting “no” none.  Motion carried. Dr. Talbot will administer 

the oath of office to Mrs. Gonnerman at a later date. 

 

 

Item No. 5 – Approval of Appointment of School Business Official 

 

Director Gruber moved and Director Hines seconded the motion that the Cedar Falls Community School District Board 

of Education approve the appointment of Denelle Gonnerman as the authorized school business official for the Cedar 

Falls Community School District for the 2022-2023 school year. Directors voting in favor of the motion: Gruber, 

Hassman, Hines, Meyer, Leeper, and Stutzman.  Those voting “no” none.  Motion carried. 

 

 

Item No. 6 – Approval of Appointment of 2022-2023 School Board Treasurer 

 

Director Stutzman moved and Director Leeper seconded the motion that the Cedar Falls Community School District 

Board of Education approve the appointment of Daniel Lynch as the Treasurer for the Cedar Falls Community School 

District for the 2022-2023 school year. Directors voting: Gruber, Hassman, Hines, Meyer, Leeper, and Stutzman.: 

Those voting no” none.  Motion carried.  Mrs. Gonnerman will administer the oath of office to Mr. Lynch at a later 

date. 

 

Regular Meeting: 

 

Item No.7 – Public Comment 

 

No public comments were heard. 

 

 

Item No. 8 – Communications 
 

Janelle Darst reported on the following District news activities: 

 

 2022-23 Registration is opened July 5, 2022 

 Free and Reduced meal application 

 Teacher & Para Educator Apprenticeship program 

 Update on New High School construction 

 One Team One Dream Fund raising 

 

 

Item No. 9 – Appointment of Board Member 

 

President Hassman reviewed the process for the replacement of Brenda Fite open directors’ seat on the Board of 

Education. President Hassman reported there were no petitions requiring an election and has recommended previous 

board member Joyce Coil for the open position until the next regular or special election.  Director Leeper moved and 

Director Hines seconded the motion that the Cedar Falls Community School District Board of Education per Iowa 

Code 279.6 appoint Joyce Coil to fill the open directors’ seat of Brenda Fite until the next special or regular election. 

Directors voting in favor of the motion: Gruber, Hassman, Hines, Meyer, Leeper, and Stutzman.  Those voting “no” 

none.  Motion carried.  Dr. Talbot then administered the oath of office upon Mrs. Coil for the office of Director of the 

Cedar Falls Schools Board of Education.  The oath was answered in the affirmative by Mrs.Coil. 
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Item No. 10 – Approval of Plans, Specifications, and Form of Contracts, and Set Public Hearing for Cedar Falls 

Community School Pool Project. 

 

Dr. Pattee explained the project of the pool within the new high school and introduced Tim Turnis of Invision 

Architecture.  Mr. Turnis gave an overall projected design and process for the project. The Board thanked Mr. Tunis 

for his presentation.  After discussion, Director Hines moved and Director Gruber seconded the motion move that the 

Cedar Falls Community School District  

 

Board of Education approve the proposed plans, specifications, proposed form of contract, and set a public hearing 

date on August 8, 2022 at 5:30 p.m. as the date and time to hold a public hearing for the Cedar Falls High School pool 

project. Directors voting in favor of the motion: Coil, Gruber, Hassman, Hines, Meyer, and Stutzman.  Abstaining: 

Leeper.  Those voting “no” none.  Motion carried. 

 

 

Item No. 11 – Approval of Permanent Easement Between the University of Northern Iowa Board of Regents 

and the Cedar Falls Community School District 

 

Dr. Pattee reported on the orientation of an access into the new high school parking lot through PE Center Drive in 

which the District currently has a temporary easement with University of Northern Iowa, Board of Regents.  Dr. 

Pattee reported this has been a process for a couple years and would make the temporary easement a permanent 

easement. Director Gruber moved and Director Hines seconded the motion that the Cedar Falls CSD Board of 

Education approve the permeant easement with the University of Northern Iowa for PE Center Drive as presented.  

Directors voting in favor of the motion: Coil, Gruber, Hassman, Hines, Meyer, Leeper, and Stutzman.  Those voting 

“no” none.  Motion carried. 

 

 
Item No. 12 – Approval of First Reading of Board Policy Series 400  

 
Dr. Pattee reviewed the process for recommended changes to Board Policy series 400.  After a discussion, Director 

Stutzman moved and Director Leeper seconded the motion to approve the first of two readings of Board Policy Series 

400.as recommended.  Directors voting in favor of the motion: Coil, Gruber, Hassman, Hines, Meyer, Leeper, and 

Stutzman.  Those voting “no” none.  Motion carried. 

 

Policy Title:           Statement of Guiding Principles             Code No.   400 

It is the policy of the Board of Education of the Cedar Falls Community School District to provide an educational 

program of the highest standard possible and feasible, and to fulfill the mission statement of the District.  Success in 

attaining these goals is dependent in large measure upon the competency of the employees of the District.  Therefore, 

it shall be the policy of the Board of Education to recruit, select and retain employees who exhibit the highest 

standards of professionalism and competency. 

 

Each member of the District’s staff provides an important service for the students, whether teaching or assisting in the 

classroom, working in the office, preparing meals, maintaining facilities, transporting students, or performing other 

duties.  Each employee has an impact on the school environment by his/her dedication to work and his/her actions, 

verbal and nonverbal.  Each employee shall be expected to be a positive role model for the students.  All District 

personnel shall strive to promote a cooperative, enthusiastic, and supportive learning environment. 

 

It is the policy of the Board of Education to delegate to the superintendent or designee and the superintendent or 

designee’s administrative staff decisions regarding personnel matters, except as may be specifically limited by Board 

of Education policy or by law. 

 

The Board recognizes its duty to bargain collectively with duly certified collective bargaining units. To the extent a 

group of employees has a recognized collective bargaining unit, the provisions of the master contract regarding such 

topics shall prevail. All employees of the District shall be governed by the policies of the Board of Education and by 

administrative procedures, rules and directives.  Persons employed by another organization to perform services for the 

District shall not be granted salary or benefits by the District, but shall be subject to other District policies and 

administrative procedures, rules and directives while performing services for the District. 
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The Board of Education reserves discretion, which may be delegated to administrative personnel, to determine the 

number of positions and employees, the qualifications for and the duties of each position in the District, and the 

required standards of performance of employees. 

 

Policy Title:                 Definitions                      Code No.   401.1 

The following terms shall have the following meanings as used in these Series 400 policies: 

 

Administrators 

The term “administrators” shall include professional licensed employees employed under contracts issued pursuant to 

Iowa Code Section 279.23 and shall include the Superintendent of Schools, the Associate Superintendent of 

Instruction and Learning, the Executive Director of Student Services, the Executive Director of Enrichment and 

Special Programs,  the director of secondary education, the director of elementary education, principals, and associate 

principals. The term shall also include the Executive Director of Human Resources and the Chief Financial Officer the 

director of business affairs and the director of human resources, positions not covered by the stipulations of Iowa 

Code Section 279.23. 

 

Directors, Associate Directors, Supervisors, Managers and Coordinators 

Unless the context otherwise requires, such as by reference to an employee’s “immediate supervisor,” the term 

“supervisors” shall include supervisory employees who are not licensed employees, including the Supervisor of 

Financial Services, the Supervisor and the Manager of Food Services, the supervisor Director of Buildings and 

Grounds, the Manager of Custodial Services, the supervisor Director of Transportation, and the supervisor Director of 

Information Technology Services. Directors, Associate Directors, and Coordinators provide leadership for a function 

or area, which may include the work direction of other employees, typically under the direction and guidance of a 

higher level supervisor or administrator. Such positions include, but not limited to the Director of Communications 

and Community Relations, Coordinator Associate Director of Student Services, Coordinator Associate Director of 

Curriculum and Instruction, of Instructional Services, Coordinator Associate Director of Instructional Technology, 

Coordinator of TAP (Transition Alliance Program), Coordinator of ECHOES, and Coordinator of Preschool. 

 

Licensed Employees 

The term “licensed employees” shall include all professional employees who hold certificates, licenses or statements 

of professional recognition from the Iowa Department of Education and the Iowa Board of Educational Examiners or 

a license from the Board of Nursing, whether full-time or part-time, when such certificates, licenses or statements are 

required for the position the employee is holding, including administrators, teachers, nurses, school counselors, 

teacher librarians, and coaches. 

 

It is solely the responsibility of the employee to file and maintain a valid license with the Human Resource 

Department. No licensed employee will be employed or permitted to serve without a current and valid license. 

 

Classified Employees 

Classified employees are employees who are not administrators, supervisors, or licensed employees. Classified 

employees are employed to fulfill their duties on a monthly or hourly basis. The term “classified employees” shall 

include the following employees, whether full-time or part-time: 

a) transportation employees  

b) clerical employees 

c) custodial and maintenance employees 

d) paraeducators 

e) food service employees 

f) child care employees 

g) information technology employees 

h) School Administration Manager (SAM) 

 

Full-Time Employees 

The term “full-time employees” shall include all employees who are contracted to work a minimum of 40 hours per  

 week, except in cases where the term is otherwise defined by law. 

 

Part-Time Employees 

The term “part-time employees” shall include all employees who are contracted to work fewer than 40 hours per 

week, except in cases where the term is otherwise defined by law. 
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Temporary Employees 

The term “temporary employees” shall include all employees who have been employed for a period of time of four 

consecutive months or less. In addition, all substitute teachers, school counselors, teacher librarians, and nurses not on 

continuing contracts shall be deemed temporary employees. 

 

12-Month Employees 

The term “12-month employees” shall include all employees who are employed for 252 or more days per year, i.e. 

July 1 through June 30. 

 

 

Policy Title:             Equal Employment Opportunity/Affirmative Action          Code No.   401.2 

Selection for Employment and Assignments  
The Cedar Falls Community School District will select for employment qualified applicants for each position without 

improper discrimination on the basis of race, color, creed, religion, sex, sexual orientation, gender identity, national 

origin, ethnic background, age, disability, or genetic information.  Persons with disabilities who can perform the 

essential functions of an assignment with or without reasonable accommodations shall be considered qualified 

applicants.  The District shall take affirmative action in the 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. 

 

Employment Conditions 

The Cedar Falls Community School District will not unlawfully discriminate against any individual with respect to 

compensation, terms, conditions, or privileges of employment because of such individual's race, color, creed, religion, 

sex, sexual orientation, gender identity, national origin, ethnic background, age, disability, or genetic information. 

 

Complaints of Discrimination 

Any applicant or employee alleging discrimination on the basis of race, color, creed, religion, sex, sexual orientation, 

gender identity, national origin, ethnic background, age, disability, or genetic information may follow the complaint 

procedures set forth in Policy 401.4.  The complainant may bypass any step of the complaint procedure where the 

person to whom the complaint is to be lodged is the alleged perpetrator.  The complainant may file the initial 

complaint with the compliance officer, whose decision may be appealed to the superintendent or designee.  Inquiries 

or complaints may also be directed to federal and state agencies including the Iowa Civil Rights Commission, the 

Equal Employment Opportunity Commission, and the Office of Civil Rights of the United States Department of 

Education. 

 

The complainant may be required to complete a complaint form and turn over copies of evidence of discrimination 

including, but not limited to, recordings, memoranda, letters, and pictures.  The investigator shall promptly commence 

an investigation and proceed to completion.  Both the complainant and the alleged perpetrator will be given an 

opportunity to give a statement.  A written investigation report shall be completed, and a summary of the report 

(including a finding that the complaint was founded, unfounded, or inconclusive) will be forwarded to the 

complainant and to the alleged perpetrator. 

 

Compliance Officer 

The executive director of human resources shall be designated as the District’s compliance officer to insure that 

applicants and employees are treated in accordance with this policy.  In the event the executive director of human 

resources is the alleged perpetrator, the associate superintendent for teaching and learning shall be the alternate 

compliance officer.  The compliance officer shall also be responsible for coordinating the preparation, 

implementation, evaluation, and updating of written equal employment opportunity and affirmative action plans, with 

systematic input from diverse racial/ethnic groups, women, men, and persons with disabilities. 

 

Confidentiality 

The right of confidentiality, both of the complainant and of the alleged perpetrator, will be respected to the extent 

possible consistent with the District’s legal obligations to investigate allegations of misconduct and to take corrective 

action when misconduct has occurred.  Complaints of discrimination shall not be filed in the complainant’s personnel 

file. 

 

No Retaliation 

No person shall retaliate against another person because the person has filed a discrimination complaint, assisted or 

participated in an investigation, or has opposed language or conduct that violates this policy, as long as the 

participation or action was done in good faith. 

 

Corrective Action 
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The District will take action to halt any improper discrimination or retaliation and will take other appropriate 

corrective actions to remedy all violations of this policy.  This may include disciplinary measures, including discharge 

of a perpetrator. 

 

Notice 

In order to effectively communicate and interpret the District’s policy to all levels of the administration and to all 

other employees, applicants, educational agencies and to the public, a statement of the District’s policy shall be 

distributed to all applicants for employment and shall be disseminated annually to employees, students, parents, and 

recruitment sources.  District employees involved in the hiring or supervision of personnel shall be trained on proper 

equal employment opportunity procedures. 

 

 

Title IX: Discrimination and Harassment Based on Sex Prohibited 

The District has separate procedures for reports or complaints of sexual harassment governed by Title IX of the 

Education Amendments Act of 1972. The policy governing such instances is Code No. 504.5.2:  Discrimination and 

Harassment Based on Sex Prohibited. Procedures for addressing such reports or complaints are available as follows:  

 

Electronically on the District website at www.cfschools.org/about-us/TitleIX 

 

Paper copies are available in the administrative office and school counselor’s office at each school as well as in the 

Human Resource Department in the Robinson Administration Center.  

 

Code Number 401.2 

Exhibit A 

   Page 1 of 1 

 

DISCRIMINATION/HARASSMENT COMPLAINT FORM 

 

Please complete the following as fully as possible.  If you need assistance, contact the compliance officer. 

 

Date of Complaint:  

 

Name of Complainant:  

 

Position and Building of Complainant:  

 

  

 

Primary Address:   

 

Primary Telephone: ( )  Email:  

 

Name and Position of Alleged Perpetrator:  

  

Discrimination Alleged: 

 

   Race, Color       Sexual Orientation 

 

   Sex/Gender       Gender Identity 

 

   Religion, Creed      Age 

 

   National Origin, Ethnic Background    Disability 

  

   Other             Genetic Information 

 

 

Statement of Discrimination/Harassment:  (Include dates, places and persons involved in incidents, if known.  List any 

witnesses, their position and addresses and telephone numbers.  Attach any pertinent written documents.  Describe any 

actions you took in response to the incidents.) 

I agree that all of the information on this form is given in good faith and is accurate and true to the best of my 

knowledge. 

http://www.cfschools.org/about-us/TitleIX
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Signature:  

 

Name Printed:  

 

Date:  

 

Code Number 401.2 

Exhibit B 

   Page 1 of 1 

 

WITNESS STATEMENT 

 

Date of Interview:  

 

Interviewer:  

 

Name of Person Giving Statement:  

 

Position and Building of Witness:  

 

  

 

Primary Address:  

 

  

 

Primary Telephone: ( )  Email:  

 

Statement:  (Include dates, places and persons involved if known.) 

 

 

I agree that all of the information on this form is given in good faith and is accurate and true to the best of my 

knowledge. 

 

Signature:  

 

Name Printed:  

 

Date:  

 

Code Number 401.2 

Exhibit C 

   Page 1 of 2 

 

SUMMARY OF DISPOSITION OF DISCRIMINATION/HARASSMENT COMPLAINT 

 

Name of Complainant:  

 

Position and Building of Complainant:  

 

  

 

Name and Position of Alleged Perpetrator/Respondent:  

 

  

 

Date of Initial Complaint  
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Nature of Harassment Alleged: 

 

  Race, Color      Sex/Gender 

 

  Sexual Orientation      Age 

 

  Religion, Creed      Disability 

 

  National Origin, Ethnic Background      Gender Identity  

   

 

_______ Other      Genetic Information 

 

Summary of Investigation: 

 

Code Number 401.2 

Exhibit C 

   Page 2 of 2 

 

 

Conclusion:   Founded (The totality of the evidence reasonably demonstrates 

the actions occurred and constituted improper 

discrimination or harassment.) 

 

   Unfounded (It is reasonable to believe that the actions complained 

of did not occur, or were not so serious or pervasive as 

to constitute improper discrimination or harassment.) 

 

   Inconclusive 

 

 

  

Signature 

 

  

Typed or Printed Name 

 

  

Position 

 

  

Address 

 

  

Date 

 

Copies to: 

  Complainant 

  Alleged Perpetrator/Respondent 

  Superintendent or Designee 

 

 

Policy Title:           Harassment              Code No. 401.3 

Purpose 
 

The District is committed to promoting positive intercultural, intergroup relationships. The District, therefore, 

prohibits acts of intolerance or harassment toward others because of race, color, religion, creed, ethnic background, 

national origin, age, disability, sex, sexual orientation, gender identity, genetic information, or other factors that are 

likewise not reasonably related to the individual’s employment. 
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Employees are expected to conduct themselves at all times in a manner which fosters an atmosphere of tolerance, 

mutual respect, and collaboration. The following will not be tolerated: verbal, nonverbal, physical or other acts, 

gestures, statements, and the like which place another employee in reasonable fear of harm to the employee or his/her 

property; has a detrimental effect on the employee’s physical, emotional, or mental health; has the effect of 

substantially interfering with the employee’s work performance; or creates an intimidating, offensive or hostile 

environment. 

 

Sexual Harassment 

General – It is the policy of the Cedar Falls Community School District to maintain a learning and working 

environment that is free from sexual harassment.  Because of the District’s strong disapproval of offensive or 

inappropriate sexual behavior at work, all employees, officials and visitors must avoid any action or conduct which 

could be perceived as sexual harassment.  It shall be a violation of this policy for any employee, official or visitor of 

the District to harass others through conduct or communications of a sexual nature as defined below. 

  

Definition – Sexual harassment shall consist of unwelcome sexual advances, requests for sexual acts or favors, and 

other verbal or physical conduct of a sexual nature where: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 

employment; 

2. Submission to or rejection of such conduct by an individual is used as the basis for employment decisions 

affecting that individual; or 

3. Such conduct is so sufficiently severe, persistent, or pervasive that it has the purpose or effect of substantially 

interfering with an individual’s employment or creates an intimidating, hostile, or offensive employment 

environment. 

 Sexual harassment may include, but is not limited to the following: 

 

 verbal or written harassment or abuse 

 pressure for sexual activity 

 repeated remarks to or about a person with sexual or demeaning implications 

 unwelcome touching 

 suggesting or demanding sexual involvement accompanied by implied or explicit threats 

 concerning one’s job 

 the telling or showing of offensive jokes and stories 

 display of sexually graphic pictures 

 

Harassment Complaint Procedures 

Any employee who alleges improper harassment by any person in the District may follow the complaint procedures 

set forth in Policy 401.4.  The complainant may bypass any step of the complaint procedure where the person to 

whom the complaint is to be lodged is the alleged perpetrator.  The complainant may file the initial complaint with the 

compliance officer, whose decision may be appealed to the superintendent or designee.  Inquiries or complaints may 

also be directed to federal and state agencies including the Iowa Civil Rights Commission, the Equal Employment 

Opportunity Commission, and the Office of Civil Rights of the United States Department of Education. 

 

The complainant may be required to complete a harassment complaint form and to turn over copies of evidence of 

harassment, including, but not limited to, letters, recordings, and pictures.  The investigator shall promptly commence 

an investigation and proceed to completion.  Both the complainant and the alleged perpetrator will be given an 

opportunity to give a statement.  A written investigation report shall be completed, and a summary of the report 

“including a finding that the complaint was founded, unfounded, or inconclusive” will be forwarded to the 

complainant and to the alleged perpetrator. 

  

Compliance Officer 

The executive director of human resources shall be designated as the District’s compliance officer to insure that 

applicants and employees are treated in accordance with this policy.  In the event the executive director of human 

resources is the alleged perpetrator, the associate superintendent shall be the alternate compliance officer. 
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Confidentiality 

The right to confidentiality, both of the complainant and of the alleged perpetrator, will be respected to the extent 

possible consistent with the District’s legal obligations to investigate allegations of misconduct and to take corrective 

action when misconduct has occurred.  Complaints of harassment shall not be filed in the complainant’s personnel 

file. 

 

No Retaliation 

No person shall retaliate against another person because the person has filed a harassment complaint, assisted or 

participated in an investigation, or has opposed language or conduct that violates this policy, as long as the 

participation or action was done in good faith. 

 

Corrective Actions 

The District will take action to halt any improper harassment or retaliation and will take other appropriate corrective 

actions to remedy all violations of this policy. This may include disciplinary measures, including discharge of a 

perpetrator.  

 

Notification 

Notice of this policy will be circulated on an annual basis and incorporated into staff handbooks. 

 

Staff Development 

Periodic training shall be provided all staff regarding the nature and prohibition of harassment. 

 

Title IX: Discrimination and Harassment Based on Sex Prohibited 

 

The District has separate procedures for reports or complaints of sexual harassment governed by Title IX of the 

Education Amendments Act of 1972. The policy governing such instances is Code No. 504.5.2:  Discrimination and 

Harassment Based on Sex Prohibited. Procedures for addressing such reports or complaints are available as follows:  

 

Electronically on the District website at www.cfschools.org/about-us/TitleIX 

 

Paper copies are available in the administrative office and school counselor’s office at each school as well as in the 

Human Resource Department in the Robinson Administration Center.  
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DISCRIMINATION/HARASSMENT COMPLAINT FORM 

 

 

Please complete the following as fully as possible.  If you need assistance, contact the compliance officer. 

 

Date of Complaint:  

 

Name of Complainant:  

 

Position and Building of Complainant:  

 

  

 

Primary Address:   

 

Primary Telephone: ( )  Email:  

 

Name and Position of Alleged Perpetrator:  

 

  

 

 

 

 

 

http://www.cfschools.org/about-us/TitleIX
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Discrimination Alleged: 

 

   Race, Color       Sexual Orientation 

 

   Sex/Gender       Age 

 

   Religion, Creed      Disability 

 

   National Origin, Ethnic Background    Gender Identity 

 

   Other               Genetic Information 

 

 

Statement of Discrimination/Harassment:  (Include dates, places and persons involved in incidents, if known.  List any 

witnesses, their position, addresses and telephone numbers.  Attach any pertinent written documents.  Describe any 

actions you took in response to the incidents.) 

 

 

I agree that all of the information on this form is given in good faith and is accurate and true to the best of my 

knowledge. 

 

Signature:  

 

Name Printed:  

 

Date:  

 

 

Code Number 401.3 
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WITNESS STATEMENT 

 

 

Date of Interview:  

 

Interviewer:  

 

Name of Person Giving Statement:  

 

Position and Building of Witness:  

 

  

 

Primary Address:  

 

  

 

Primary Telephone: ( )  Email:  

 

Statement:  (Include dates, places and persons involved if known.) 

 

I agree that all of the information on this form is given in good faith and is accurate and true to the best of my 

knowledge. 

 

Signature:  

 

Name Printed:  

 

Date:  
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SUMMARY OF DISPOSITION OF DISCRIMINATION/HARASSMENT COMPLAINT 

 

 

Name of Complainant:  

 

Position and Building of Complainant:  

 

  

 

Name and Position of Alleged Perpetrator/Respondent:  

 

  

 

Date of Initial Complaint  

 

Nature of Harassment Alleged: 

 

  Race, Color      Sex/Gender 

 

  Sexual Orientation            Age 

 

  Religion, Creed      Disability 

 

  National Origin, Ethnic Background      Gender Identity  

  

_______ Other            Genetic Information 

 

Summary of Investigation: 

 

Code Number 401.3 
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Conclusion:   Founded (The totality of the evidence reasonably demonstrates 

the actions occurred and constituted improper 

discrimination or harassment.) 

 

   Unfounded (It is reasonable to believe that the actions complained 

of did not occur, or were not so serious or pervasive as 

to constitute improper discrimination or harassment.) 

 

   Inconclusive 

 

 

  

Signature 

 

  

Typed or Printed Name 

 

  

Position 

 

  

Address 

 

  

Date 
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Copies to: 

  Complainant 

  Alleged Perpetrator/Respondent 

  Superintendent or Designee 

 

Policy Title:       Employee Complaint Procedures          Code No.   401.4 

Purpose 

The purpose of these complaint procedures is to resolve, at the lowest possible level, complaints of employees which 

may arise from time to time regarding their working conditions. 

 

Exclusion 

Any matter brought under a grievance procedure of a collective bargaining agreement shall not also be brought under 

the procedures of this policy. 

 

Procedures 

Any employee with a complaint regarding his/her working conditions may first discuss such complaint with his/her 

immediate supervisor in an attempt to resolve the matter informally.  The immediate supervisor should be informed of 

the complaint within 15 working days of the event giving rise to the complaint, and the supervisor shall attempt to 

meet with the employee within 15 working days of being notified.  This informal step may be bypassed. 

 

If the matter is not satisfactorily resolved, the employee may file a written complaint with the immediate supervisor.  

The complaint should be filed within 15 working days of the event giving rise to the complaint or within 15 working 

days following the discussion with the immediate supervisor.  The immediate supervisor shall attempt to indicate the 

disposition of the complaint in writing within 15 working days of the filing of the written complaint. 

 

If the employee feels that the matter is not satisfactorily resolved, he/she may file the written complaint and the 

immediate supervisor’s disposition with the next level supervisor along with a request for further review.  The request 

should be filed within ten working days of the disposition by the immediate supervisor.  The next level supervisor 

shall attempt to indicate the disposition of the complaint in writing within 15 working days of the filing of the request 

for further review.   

 

If the matter is not satisfactorily resolved, the employee may continue to file requests for further review through the 

chain of authority through the superintendent or designee.  The same procedures and timelines as set forth above for 

review by a next level supervisor shall apply through the chain of authority through the superintendent or designee. 

 

If the employee still feels that the matter is not satisfactorily resolved, the employee may request to appear before the 

Board of Education by filing the written complaint and the written dispositions with the Board of Education secretary 

and ask for a place on the agenda.  The Board of Education secretary shall consult with the Board of Education 

president.  The Board of Education president may direct that the matter be placed on the Board of Education agenda.  

If the Board of Education president declines to place the matter on the Board of Education agenda, the superintendent 

or designee’s decision shall be final.  If the matter is placed on the Board of Education agenda, the employee may 

appear at the Board of Education meeting and discuss the matter with the Board of Education.  The administrative 

staff may also discuss the matter with the Board of Education.  Prior to the Board of Education meeting at which the 

matter will be discussed, the Board of Education Secretary should ascertain whether a closed session may be 

appropriate.  The Board of Education may refuse in its sole discretion to take action on the complaint or the Board of 

Education shall decide the matter as soon as practicable, and the Board of Education secretary shall communicate the 

Board of Education’s decision to the employee.  If the Board of Education declines to decide the matter, the 

disposition of the superintendent or designee shall be final. 

 

Non-interference 

To the extent possible, all investigations, handling or processing of any complaint shall be conducted so as to result in 

no interference with or interruption of work activities. 

 

Discrimination and Harassment Complaints 

Employees alleging improper discrimination or harassment may bypass any step of these procedures which requires 

the employee to meet with the alleged perpetrator.  The complainant may file the initial complaint with the 

compliance officer. 

  

No Retaliation 

No person shall retaliate against another person because the person has filed a complaint, assisted or participated in an 

investigation, as long as the participation or action was in good faith.  
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EMPLOYEE COMPLAINT FORM 

CEDAR FALLS COMMUNITY SCHOOL DISTRICT  

 

Date Filed:             

 

Name of Complainant:            

 

Building:             

 

Primary Number:           

 

Primary Address:            

 

      Home Telephone      

 

E-mail:              

 

Statement of Complaint (include specific statement of incident(s), dates, persons involved, witnesses, and any other 

pertinent facts): 

 

Remedy Sought: 

 

 

Date you held informal meeting with Immediate Supervisor (if applicable):       

 

 

              

   Signature of Complainant    Date 

 

Code Number 401.4 
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Date Received by Immediate Supervisor:         

 

Response by Immediate Supervisor: 

 

 

              

   Signature of Immediate Supervisor   Date 

 

 

I wish to have this reconsidered by the supervisor of my immediate supervisor. 

 

 

              

Signature of Complainant    Date 

 

 

       

Date Received by Next Level Supervisor 

 

 

       

Date of Conference with Next Level Supervisor 

 

Response by Next Level Supervisor: 
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   Signature of Supervisor     Date 

I wish to have this reconsidered by the Superintendent or designee. 

 

              

Signature of Complainant                  Date 

Code Number 401.4 
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Date Filed with Superintendent or Designee 

 

 

       

Date of Conference with Superintendent or Designee 

 

Response by Superintendent or Designee: 

 

 

              

   Signature of Superintendent or Designee   Date 

 

 

I wish to have this matter placed on the Board of Education agenda: 

 

              

   Signature of Complainant    Date 

 

 

 

Date Received by Board of Education Secretary:          

 

 

Denied:        OR 

  Board of Education President 

 

 

Placed on Board of Education Agenda for:         

                       Date    Time 

 

 

 

Disposition by Board of Education: 

 

 

 

Policy Title:      Recruitment, Qualifications, Selection, Assignment and Transfer       Code No.   401.5 

The superintendent or designee shall be responsible for recruiting personnel for the various positions within the 

District, with the assistance of other employees as the superintendent or designee may so determine.  The 

superintendent or designee shall take affirmative action to encourage persons to apply in accordance with the 

District’s affirmative action plan. 

 

The superintendent or designee shall use such methods, advertising media or other sources as may be appropriate to 

recruit personnel.  Vacant positions shall be posted online at the TeachIowa.gov website as required by law.  Vacant 

positions requiring licensed employees not filled via transfer shall generally be advertised in at least one print or 

electronic publication having statewide circulation.  All applicants shall be required to complete an application. 

Applicants who provide false, inaccurate, or incomplete information in their application form or resume or who fail to 

disclose information requested in the application form may not be eligible for employment. 
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To the fullest extent permitted by state and federal law, the District may consider all information concerning an 

applicant or an employee in making hiring, termination, and other employment-related decisions.  The term “all 

information” includes information of any kind (verbal, written, photographic, videographic, etc.) that is accessible in 

any medium (print, electronic, etc.) from any source.   

 

The District may consider public information and other information to which it has lawful access.  This may include 

information that is contained in social networking sites, blogs, and other websites.  If there is information that pertains 

to the applicant that requires explanation, interpretation, or clarification when it is considered by the District, it is the 

applicant’s obligation to communicate this information to the District.  Information that is relevant to the District’s 

decisions may be considered regardless of the date on which the District obtains the information and regardless of the 

date on which the information was first published, created, or made accessible to the District.   

 

Employees who have provided false, inaccurate or incomplete information in their application form or resume or who 

have failed to disclose information requested in the application form will be subject to disciplinary action up to and 

including termination of employment. This policy applies to all employees regardless of the date on which the 

individual was employed and applies to all violations regardless of the date on which the District discovers the 

violation of this policy. 

 

Applications for employment may be obtained and completed online at the District’s website or applicants may 

contact the Human Resource Department for assistance in completing an application. Administrators and supervisors 

will follow district hiring practices to fill positions in their work area and will make recommendations to the 

superintendent or designee concerning employment and assignment. 

 

Selection and assignment of staff shall be based upon the following: 

a. All professional employees shall be properly certificated, authorized or licensed as required by statute, the 

Iowa Department of Education and the Iowa Board of Educational Examiners and as required by the District’s 

job descriptions. 

b. All classified employees shall be properly licensed by the State if a license is required by law or by the 

District’s job description. 

c. Educational and other training where such training is necessary or appropriate for the position. 

d. Needs of the District.  

e. Demonstrated ability to fulfill all aspects and essential duties of the position. 

f. Demonstrated rapport with children, fellow workers, and others. 

g. Ability to exercise discretion and good judgment. 

h. Diligence and dependability. 

i. Honesty and integrity. 

j. Ability to follow instructions and suggestions of supervisors. 

k. Compatibility with the District’s philosophy and programs. 

l. Adherence to professional ethics. 

m. Personal qualities advantageous to the position. 

n. History of past successful job experiences. 

o.    If applicable, impact on the school and or department from which an employee is requesting an internal 

transfer, as well as the “fit” with the existing staff in the school and or department into which an internal 

transfer has been requested. 

p. Satisfactory outcomes on post-offer pre-employment testing and, where applicable, pre-assignment testing 

including, but not limited to, drug and alcohol testing and physical abilities testing. 
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q. Other factors or qualities as may be determined from time to time by the administrative and supervisory staff. 

 

The District shall carefully consider the facts relating to any applicant who has a known history of a criminal conviction 

or of a conviction or judicial or administrative finding of child, dependent adult, or sexual abuse, and shall make an 

employment decision in accordance with applicable law.  The District shall perform criminal and abuse background 

checks and drug and alcohol testing  as required by law and as deemed necessary by the administration.   

 

Employment of administrators and teachers shall require Board of Education approval. The Superintendent however, 

will have the authority to employ a licensed teacher on a temporary basis until a recommendation can be made and 

action can be taken by the Board on the position. The superintendent or designee will have the authority to employ: 

 

 licensed employees, other than administrators and teachers 

 directors, associate directors, supervisors, managers and coordinators 

 classified employees 

 

Determining the assignment of each employee, the location where the assignment will be performed, and 

voluntary/involuntary transfers is within the sole discretion of the Board and the authority to make such decisions is 

delegated to the superintendent or designee. 

 

 

Policy Title:         Licensure and Transcripts                                 Code No.   401.7 

All employees, including temporary employees, required to hold a certificate, license, statement of professional 

recognition, or authorization from the State of Iowa or any of its agencies or Board of Educations’ are required to have 

the certificate, license or statement valid for the position for which they have been employed on file with the Human 

Resource Department prior to commencing duties.  It shall be the sole responsibility of each employee to maintain 

current licensure or certification.  Employees may not continue to be employed or to be paid if not properly licensed 

or certified. 

 

Licensed employees are required to have an official college transcript on file with the Human Resource Department 

prior to commencing duties. Employees earning additional credits shall file an official college transcript with the 

Human Resource Department.  Temporary employees may also be required to file a transcript. 

 

 

Policy Title:          Individual Contracts                                 Code No.   401.8 

Contracts with Administrators 

The length of the contract for employment between an administrator and the Board shall be determined by the Board.  

Contracts with administrators in the District shall be in writing and shall state the term of employment, the length of 

time during the year services are to be performed, the compensation to be paid, and such other matters as may be 

agreed upon.  The contract is invalid if the administrator is under contract with another Board of Education of another 

district in Iowa covering the same period of time until such contract shall have been released or terminated. 

 

The first three consecutive years of a contract issued to a newly employed administrator will be considered a 

probationary period. The probationary period may be extended for an additional year upon the consent of the 

administrator. In the event of termination of a probationary or nonprobationary contract, the board will afford the 

administrator appropriate due process, as required by law. The administrator and board may mutually agree to 

terminate the administrator’s contract. 

 

Contracts of nonprobationary administrators shall automatically continue for only one additional year beyond the end 

of their terms unless modified by mutual agreement or unless terminated. 

 

A contract shall not be tendered to a continuing administrator prior to March 15.  The administrator shall sign and 

return the contract by the date specified by the Board of Education, which shall be at least 21 days after it is tendered.  

If the administrator does not sign and return the contract by the date specified and does not submit a resignation, the 

prior contract shall automatically continue for one additional year. 

 

The contract shall be signed by the president of the Board of Education and by the administrator and shall be filed in 

the Administrative Center before the administrator enters upon performance of the contract. 

 

Administrators who wish to resign, to be released from a contract, or to retire, must comply with applicable law and 

Board policies. 
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Contracts with Licensed Teachers 

Contracts with licensed teachers in the District shall be in writing and shall state the number of contract days, the 

compensation to be paid, and any other matters mutually agreed upon.  The contract is invalid if the employee is under 

a contract with another Board of Education during the same time period until a release is obtained. 

 

The first three consecutive years of a licensed employee’s contract is a probationary period unless the employee has 

already successfully completed the probationary period in an Iowa school district. New employees who have 

successfully completed a probationary period in a previous Iowa school district will serve a two year probationary  

period. For purposes of this policy, an employee will have met the requirements for successfully completing a 

probationary period in another Iowa school district if, at the teacher’s most recent performance evaluation, the teacher 

received at least a satisfactory or better evaluation and the individual has not engaged in conduct which would 

disqualify the teacher for a continuing contract. 

 

Only the District, in its discretion, may waive the probationary period. The District may extend the probationary 

period for one additional year with the consent of the licensed employee. The District will make the decision to extend 

or waive a licensed employee’s probationary status based upon the superintendent or designee’s recommendation. 

During this probationary period the District may terminate the licensed employee’s contract at the end of the year 

without cause year or immediately discharge the employee consistent with applicable law and board policies. 

 

Contracts for coaching interscholastic athletic activities shall be issued separately from teaching contracts. The 

contract shall be for a single school year. An extracurricular contract may be terminated prior to the expiration of that 

contract in accordance with applicable law. A resignation or termination from a coaching contract shall not affect the 

teaching contract. However, a resignation or termination from a teaching contract shall automatically be a resignation 

or termination from all coaching contracts held by the employee. 

 

Continuing contracts with licensed teachers shall be the same as for the preceding contract term except as modified or 

terminated as provided by law. Contracts for coaching interscholastic athletics shall not be continuing contracts. The 

Board may issue temporary and nonrenewable contracts in accordance with law. 

 

A contract shall not be tendered to a continuing licensed employee prior to March 15.  The licensed employee shall 

sign and return the contract by the date specified, which shall be at least 21 days after it is tendered.  If the licensed 

employee does not sign and return the contract by the date specified and does not submit a resignation, the prior 

contract shall automatically continue for one additional year. 

 

The contract shall be signed by the president of the Board of Education when tendered, and after it is signed by the 

licensed employee, the contract shall be filed in the Administrative Center before the employee enters into 

performance under the contract. 

 

Licensed employees whose contracts will be recommended by the Superintendent or designee to the Board for 

termination will receive due process as required by law. 

 

 

Policy Title:          Employees at Will                                 Code No.   401.9 

Classified employees, licensed employees, (with the exception of teachers and administrators), directors, associate 

directors, supervisors, and coordinators may have letters of appointment or may be issued written contracts stating the 

salary or hourly wage rate.  Classified employees, licensed employees, supervisors, and coordinators are not 

guaranteed a minimum number of days or hours of employment.  All classified employees, licensed employees (with 

the exception of teachers and administrators), directors, associate directors, supervisors, and coordinators whether they 

do or do not have written contracts are considered “at will” employees who may be terminated at any time for any 

reason.  The superintendent or designee has the authority to hire classified employees, licensed employees (with the 

exception of teachers and administrators), directors, associate directors, supervisors, and coordinators without advance 

Board of Education approval.  The superintendent or designee has authority to discipline and discharge classified 

employees, licensed employees (with the exception of discharge of teachers and administrators), directors, associate 

directors, supervisors, and coordinators without advance Board of Education approval, subject to the right of the 

employee to appeal such decision under the complaint procedure of Code No. 401.4, or as otherwise specified by law.  

Classified employees, licensed employees, (with the exception of teachers and administrators), directors, associate 

directors, supervisors, and coordinators are not automatically re-employed each school year. 

Employees in any licensed, classified, supervisory, or professional job classification may also serve a probationary 

period based upon their performance and or conduct. Such probationary period shall be determined on a case-by-case 

basis in light of the circumstances surrounding the employee’s performance or conduct as documented.  
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Policy Title:     Probationary Status                    Code No.   401.10 

“RESCIND” THE POLICY; THE POLICY NUMBER WILL NOT BE IN USE 

The first three consecutive years of employment of a licensed teacher and licensed administrator in the Cedar Falls 

Community School District shall be a probationary period, unless the employee has already successfully completed 

the probationary period as a licensed employee in another Iowa school district.  Nonadministrative licensed employees 

who have previously successfully completed a probationary period in another Iowa school district will serve a two 

year probationary period in the Cedar Falls Community School District.   

 

For purposes of this policy, a licensed employee shall be deemed to have met the requirements for successfully 

completing a probationary period in another Iowa school district if the licensed employee was employed in the prior 

district for the requisite number of years, received a satisfactory or better evaluation for the most recent formal 

evaluation, and the licensed employee has not engaged in conduct which would disqualify the licensed employee from 

receiving a continuing contract from the prior district. 

 

The first three years of an administrator shall be a probationary period. 

 

Only the District, at its discretion, may waive the probationary period for any licensed teacher who has previously 

served a probationary period in another Iowa school district.  

 

The District may extend the probationary period for one additional year with the consent of the licensed teacher or 

licensed administrator.  The District will make the decision to extend or waive a licensed employee’s probationary 

status based upon the superintendent or designee’s recommendation. 

 

Employees in any licensed, classified, supervisory, or professional job classification may also serve a probationary 

period based upon their performance.  Such probationary period shall be determined on a case-by-case basis in light of 

the circumstances surrounding the employee’s performance or conduct as documented.  

 

 

 

Policy Title:         Resignations                    Code No.   401.11 

Form 
Resignations shall be submitted in writing, signed and dated by the resigning party and delivered to the director of 

human resources. 

  

Regular Time for Submitting Resignations 
     Administrators 

Administrators shall submit their written resignations in the last year of the term of their employment on or before 

May 1, or on or before the date specified by the Board of Education for return of the contract, whichever date 

occurs first. 

 

Licensed Employees Other Than Administrators 
Licensed employees, other than administrators, shall submit their written resignations on or before the last day of 

the school year or on or before the date specified by the Board of Education for return of the contract, whichever 

date occurs first.    The Board of Education may require a continuing employee who has resigned from an 

interscholastic coaching contract to accept the coaching contract for one additional year if a good faith effort to find 

a suitable replacement has been made but the position is not filled by June 1. 

 

Directors, Associate Directors, Supervisors, Coordinators, and Classified Employees 
Employees shall submit their written resignations at least 14 calendar days prior to their departure dates. 

 

Early Release Requests by Licensed Employees 
The Board of Education recognizes that there are some circumstances which force an employee to request a release 

from a contract before the expiration date of the contract.  The Board of Education also recognizes that the District 

suffers difficulties and expenses in finding a suitable replacement, fewer applicants may be available during a contract 

term, and that a late resignation causes disruption to the District’s programs.  The Board of Education believes that 

any employee who signs a contract should fulfill the contract to the best of the employee’s ability. 

 

A licensed employee who wishes to resign a contract before the expiration date of the contract shall submit a signed 

written request setting out the reasons for the requested release and the date of the requested release.  The licensed 

employee shall be released from the contract only if the Board of Education, in its sole discretion, determines that an 

unusual circumstance exists for an early release from the contract and a suitable replacement is found. 
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Licensed employees requesting a release from a contract after June 30 may be required to reimburse the District  

$3,000 (three-thousand dollars) for the quantifiable and unquantifiable costs of finding a replacement including, but 

not limit to, staff resources, a diminished applicant pool, and other additional stressors.   the expenses of finding a  

replacement, not to exceed the equivalent cost of running two Sunday advertising packages in a newspaper with state-

wide distribution. Payment of these costs shall be a condition for release from the contract. 

 

The licensed employee shall be expected to continue performing services under the contract until a suitable 

replacement can be secured and a written release is obtained from the Board of Education. 

 

A licensed employee may seek a waiver from the Board of Education of any of the conditions set forth for requesting 

a release prior to the expiration date of the contract.  The Board of Education, on its own or following a request, may, 

in its discretion, waive any of the conditions. 

 

In the event a licensed employee terminates employment without proper release, the superintendent or designee is 

directed to file a complaint with the Iowa Board of Educational Examiners, and the superintendent or designee may 

pursue any other remedies under the law. 

 

 

Policy Title:        Discipline and Discharge                               Code No.   401.12 

Expected Behavior 
All employees shall perform their assigned duties cooperatively and competently and in accordance with District 

policies, rules, regulations and directives.  All employees are also expected to obey the laws, to adhere to professional 

ethics, and to abstain from behavior which adversely affects their job performance or the performance of others. 

  

Sanctions 
The superintendent or designee may impose disciplinary sanctions for circumstance which include, but are not limited 

to, breach of expected behavior, failure to meet performance expectations, failure of an employee to return to work on 

the specified date following a leave of absence or vacation, failure to communicate in a timely manner an inability to 

return to work on the specified date following a leave of absence or vacation,  or failure to provide a legitimate reason 

for failing to return on the specified date following a leave of absence or vacation, insubordination, neglect of duties, 

abusive language, dishonesty, or failure to comply with Board of Education policy. Insubordination includes, but is 

not limited to, disobedience, failure or refusal to follow the written or oral instructions of a supervisor or 

representative of the District, failure or refusal to carry out work assignments, or the use of abusive language toward a 

supervisor. Neglect of duties includes, but is not limited to, failure to perform duties as outlined in the employee’s job 

description or carry out reasonable assignments or instructions, failure to follow the proper procedures or policies of 

the District, working on personal jobs or carrying on secondary employment on District time, or negligence in the 

operation of or care of any equipment or vehicle which results in either damage to the equipment or vehicle or results 

in injury to the employee or others. 

 

Disciplinary sanctions which may be imposed include:  verbal or written warnings or reprimands, disciplinary 

probation, disciplinary reassignment, disciplinary suspensions not to exceed ten work days (with or without pay), 

and/or termination of employment.  The nature and duration of the disciplinary sanction shall depend upon the 

seriousness of the offense, extenuating or exacerbating circumstances, and the employee’s prior work record.  The 

sanctions listed in this policy are not intended to provide a rank ordering of sanctions, and probation, reassignment or 

suspension may be imposed without first imposing a warning or an employee may be discharged without first 

applying any of these sanctions. 

 

Procedures 
Prior to imposing a disciplinary sanction, the employee shall be orally told of the charges and given a summary of the 

evidence supporting the charges.  The employee shall be given an opportunity to respond to the charges.  No delay 

need be given between notice of the charges and the chance to respond.  Written notice of the terms of the disciplinary 

action shall be given to the employee other than for oral warnings or reprimands.  If the employee believes that the 

disciplinary sanction is unwarranted, the employee may file a complaint utilizing the employee  

complaint procedures of Code No. 401.4.  At any step of the complaint procedure, the person hearing the complaint 

may impose a less severe or more severe disciplinary sanction. 

 

Suspensions Pending Action 
An employee may be suspended by the superintendent or designee pending an investigation into charges against an 

employee or pending the commencement of discharge proceedings.  This shall not be deemed a disciplinary 

suspension and shall not be covered by the procedures set forth in the prior paragraph. 
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Discharge 
The Board of Education may terminate the contract of a licensed teacher or administrator in accordance with 

applicable provisions of Chapter 279 of the Code of Iowa.  Sanctions specified in this policy need not be first utilized.  

The Board of Education may terminate the employment of an individual who holds a coaching contract but not a 

teaching contract with the District or who is authorized but not licensed to coach at any time or in accordance with the 

terms of the contract.   

 

The superintendent or designee may terminate the employment of a classified employee, licensed employee not 

covered by the provisions of Chapter 279 of the Code of Iowa, supervisor or coordinator immediately for any reason.  

Such an employee may appeal the action utilizing the employee complaint procedures of Code No. 401.4. 

 

 

Policy Title:        Assignments and Transfers                   Code No.   401.13 

Employees Other Than Administrators and Supervisors 

Employees shall be assigned to positions and work assignments based upon the qualifications of the employee and the 

needs of the District as determined by the Board of Education and/or by the administrators and supervisors.  Changes 

in assignment may be made at the initiative of the superintendent or designee, other administrators or supervisory 

employees, or at the request of the employee.  Instructional personnel will ordinarily continue in their current building 

for the succeeding years unless notified.  

  

 

Administrators and Supervisors 

 

Administrators and supervisors shall be assigned to positions and work assignments based upon the qualifications of 

the administrators and supervisors and the needs of the District as determined by the Board of Education and/or by the 

superintendent or designee.  Changes in assignment may be made by the superintendent or designee, or at the request 

of the administrator or supervisor a change may be considered. An administrator or supervisor being involuntarily 

transferred shall have a right to a conference with the superintendent or designee. 

 

Policy Title:                Formal Evaluations                          Code No.   401.14 

Evaluation of Superintendent 

 

The primary purposes of formal evaluation of the superintendent are to improve and enhance the performance of the 

superintendent, to communicate to the superintendent the Board of Education’s perception of his/her performance, and 

to provide written documentation of the superintendent’s level of performance to provide a basis for contract 

decisions. 

 

The Board of Education shall be responsible for the formal evaluation of the superintendent.  The Board of Education 

may utilize relevant information from other persons as it so desires.  Each Board of Education member shall have an 

opportunity to complete a written evaluation of the superintendent on a form adopted by the Board of Education.  The 

form shall provide evaluation on how well the superintendent performs the duties of the superintendent’s job 

description and how well the superintendent has met goals established for the superintendent.  The Board of Education 

president or designee shall then prepare a written composite evaluation.  The superintendent shall be given a copy of 

the composite evaluation and shall have the opportunity to discuss the evaluation with the Board of Education.  The 

superintendent may respond in writing to the evaluation.  The written composite evaluation and any response shall be 

filed in the superintendent’s confidential personnel file. 

 

The Board of Education will formally evaluate the superintendent at least one time each contract year. A conference to 

review progress towards meeting professional goals and District goals shall be held as frequently as the Board of 

Education deems necessary.  

  

Evaluation of Other Administrators and of Supervisors 

The primary purposes of formal evaluation of the administrators and supervisors are to improve and enhance the 

performance of each administrator and supervisor and to provide written documentation of the individual’s level of 

performance to provide a basis for contract decisions. 

 

The superintendent or designee shall be responsible for evaluating the performance of all other administrators and of 

supervisors in the District.  The superintendent or designee may delegate this authority and duty to other authorized 

persons to evaluate the performance of individuals.  The evaluator may utilize other individuals to assist in the formal 

evaluation process and may utilize relevant information from other individuals. 
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Each administrator and supervisor shall be formally evaluated at least one time each contract year. A conference to 

review progress towards meeting professional goals shall be held annually. 

 

A copy of the completed formal evaluation will be given to the evaluated administrator or supervisor and a conference 

shall be held.  The evaluated individual may respond in writing to the evaluation.  The written evaluation and any 

response shall be filed in the individual’s confidential personnel file. 

 

 

Evaluation of Licensed Employees Other Than Administrators 

The primary purposes of formal evaluation of licensed employees are to improve and enhance the performance of 

each employee and to provide written documentation of the employee’s level of performance to assist in making 

employment decisions. 

 

Licensed employees shall be formally evaluated at least once during each of the first two years of employment and no 

less frequently than tri-annually thereafter. Teachers in the tri-annual evaluation cycle shall meet annually with the 

building administrator to discuss the contents of and progress towards goals discussed in the Individual Career 

Development Plan. Additional input and support for this Plan will be provided through the Peer Review process. 

 

Licensed employees of the District shall be formally evaluated by the administrative staff of the District in accordance 

with law. Administrative staff may utilize relevant information from other individuals in the performance of this duty. 

Licensed employees shall be evaluated in accordance with procedures established by the superintendent or designee. 

Written evaluations and any responses shall be filed in the employee’s confidential personnel file. The administrator 

and the employee shall meet to discuss the evaluation before the evaluation form is placed on file. 

 

 

Evaluation of Classified Employees (Other Than Supervisors) 

 

The primary purposes of formal evaluations of classified employees are to improve and enhance the performance of 

each employee and to provide written documentation of the employee’s level of performance to assist in making 

employment decisions. 

 

The superintendent or designee shall be responsible for the evaluation of classified employees of the District.  The 

superintendent or designee may delegate this authority and duty to other administrators or supervisors of the District.  

The evaluator may utilize relevant information from other individuals in the performance of this duty. 

 

The superintendent or designee shall approve evaluation forms for evaluation of classified employees.  Classified 

employees, except temporary employees, shall be formally evaluated at least once during their first year of 

employment and at least once tri-annually thereafter.  A copy of the completed formal evaluation will be given to the 

evaluated employee and a conference shall be held.  The evaluated individual may respond in writing to the 

evaluation.  The written evaluation and any response shall be filed in the individual’s confidential personnel file. 

 

Classified employees of the District shall be formally evaluated using the criteria specified in the evaluation form. 

 

 

Other 

Nothing in this policy shall preclude other methods of evaluation in addition to those prescribed herein, which may 

include self-evaluation, peer-evaluation, or student evaluation and the use of verified comments from individuals from 

outside the District, including comments from parents and students, as long as such additional sources of evaluation 

are related to the employee’s performance as an employee of the District. 

 

Any person formally evaluating the performance of licensed employees (except Board of Education members when 

evaluating the superintendent) shall obtain and maintain an evaluator’s license from the Iowa Board of Educational 

Examiners. 

 

 

Policy Title:          Teacher Assistance Program                       Code No.     401.15 

If a supervisor or evaluator determines that a teacher, other than a beginning teacher, is not meeting District 

expectations under the Iowa teaching standards and criteria, or other standards and criteria set in the collective 

bargaining agreement, by the District, the teacher may be required to participate in an assistance program(s) for 

remediation of the identified concerns, in accordance with applicable law.  
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Definitions 

 

Evaluator:  The administrator charged with responsibility as the primary evaluator of the teacher. 

 

Supervisor:  The director of elementary education or the director of secondary education, or both, as appropriate. 

 

Awareness Phase:  There is an optional awareness phase, which may not extend beyond two months (60 calendar 

days). This element exists for use in instances where the evaluator responsible for the decision to begin intensive 

assistance determines that it is appropriate to use the time for informal discussions and collaboration on the 

performance modifications identified. When implemented, this phase requires participation by the teacher and the 

evaluator, but may include other persons, as determined by the evaluator and/or supervisor. 

 

Professional Assistance Phase:  This optional phase is for the purpose of providing assistance through the 

involvement of the teacher, the evaluator and other person(s), as deemed appropriate for the situation, in working with 

the teacher to effectively implement identified performance modifications. It may follow an awareness phase, or it 

may be the initial assistance function. The elements of this phase are determined by the participating parties. 

 

If the identified performance concern(s) no longer exist at any point during the professional assistance phase, the 

evaluator may return the teacher to his/her prior status. That notification will be in written form, and will be included 

in the teacher’s personnel file with a notation that the professional assistance phase activities did not constitute a 

complete intensive assistance cycle. 

 

Intensive Assistance Phase (Employment at Risk):  At any time during the awareness phase, if the first phase 

option has been utilized, or at any time during the professional assistance phase, if the second phase option has been 

utilized, or at any other time as determined by the evaluator and/or supervisor, the formal intensive assistance program 

may commence. Intensive assistance involves the provision of organizational support and technical assistance for the 

remediation of identified teaching and classroom management concerns, and intensive assistance may not function for 

more than twelve months. 

 

 Notification:  The teacher will receive a written notification of the fact that formal intensive assistance has 

been initiated. 

 

 Limitations:  A teacher may be a participant who has participated in an in Intensive Assistance 

(Employment at Risk) Phase for not more than two times is not entitled to participate in a second plan on the 

same standard during his/her employment with this school district. Iowa Teaching Standards 1-7 will be 

considered as possible areas for intensive assistance with career teachers. Beginning teachers will not qualify 

for intensive assistance, and issues emanating from Iowa Teaching Standard 8 will not qualify for this 

program. 

 

 Assistance Strategies:  The evaluators and other persons appointed by the evaluator and/or the supervisor to 

serve on the assistance team with the teacher function as sources of ideas, strategies and methods of 

instruction and management, and in any other manner deemed appropriate by the evaluator and/or the 

supervisor. Periodic meetings will be held with the teacher, and classroom observations will be conducted. 

 

 Documentation:  Appropriate documentation will be maintained for Professional Assistance and Intensive 

Assistance Phases. 

 

 Dissolution:  Intensive assistance team activities will cease at the close of the twelve month period or at any 

other earlier time determined by the evaluator or supervisor.  

 

 

Policy Title:                     Nepotism                                      Code No.   401.16 

The District may employ more than one member of the same family. As with all employees, the employment of more 

than one individual in a family is a decision made on the basis of the individual’s qualifications, credentials and 

records.  Assignment of family members to the same building or department will be avoided, but is not prohibited, 

subject to review by the superintendent or designee. 

 

Favoritism or other preferential treatment with regard to the employment of more than one individual in a family is 

strictly prohibited.  No preferential treatment will be solicited or granted in any aspect of the employment relationship 

including, but not limited to, hiring, selection, assignment, evaluation, training, compensation, promotion, retention, 

discipline, or discharge. 



Board of Education Minutes 

July 11, 2022 

Page 26 

 

No employee will directly supervise a family member.  

 

For purposes of this policy family member is deemed to include individuals related within the third degree by birth or 

marriage.  Family relationships covered by this policy include, but may not be limited to: spouse; parent (including 

step relationships); brother; sister; son or daughter (including step, adopted, foster, legal ward); in-law relations i.e. 

father, mother, brother, sister, son, daughter; grandparent; grandson or granddaughter; uncle; aunt; niece; nephew.   

 

The superintendent or designee may recommend an exception to the restrictions in this policy on a case-by-case basis. 

 

Policy Title:                                            Dishonesty                                       Code No.   401.17 

Employees of the District serve in a position of public trust, are compensated with public funds, and are entrusted 

with public property. Employee actions and behavior must be honest and above reproach at all times. This work rule 

requires complete honesty in the discharge of an employee’s duties, and, unless otherwise prohibited by law, it 

applies to all conduct whether the employee is on duty or off duty. 

 

The conduct which is prohibited by this work rule includes, but is not limited to, the following: 

 

1. Making statements to representatives of the District which the employee knows or has reason to believe are 

untrue, inaccurate, or incomplete. 

2. Stealing cash, funds, or property of any kind belonging to the District, belonging to a fellow employee, or 

belonging to other persons who are on District property. 

3. Failing to report or to transfer to the District any funds or property belonging to the District. 

 

4. Unauthorized use, possession or removal of vehicles, property or equipment belonging to the District, 

belonging to a fellow employee, or belonging to others persons who are on District property. 

5. Falsification of employment applications or any District records, including, but not limited to, work records 

and time records. Time record violations include, but are not limited to, claiming time for work which was 

not performed by the employee and reporting/signing another employee in or out. 

6. Performing official duties in an unauthorized manner. 

 

7. Charging items for personal use to a District credit card or account, or making unauthorized withdrawals 

from a District account using a debit card. 

8. Misuse or unauthorized use of accounts or allowance (clothing, mileage, meals, etc.) 

 

9. Converting surplus District property to personal use without authorization, or declaring property to be 

surplus or junk and then converting it to personal use. 

10.  Making improper claims for overtime when no overtime was worked, or working slowly to create the need 

for overtime work. 

11.  Using sick leave, or any other leave of absence, for any purpose which is not authorized.  

 

Employees who violate this policy are subject to disciplinary action, including termination. 

 

 

Policy Title:              Notification of Arrest, Criminal Charges,          Code No. 401.18 

                                     Child or Dependent Adult Abuse Complaints 

Employees are expected to perform their assigned jobs, respect and follow Board of Education policies, and obey the 

law.  In the event that employees are arrested, have any criminal charges filed against them, receive a disposition of 

any criminal charges pending against them, and/or any charges relating to operating a motor vehicle while intoxicated, 

they must notify the Human Resource Department.  Notification of the Human Resource Department should occur 

within five business days of notification to the employee.  Employees whose duties require possession of a 

Commercial Driver’s License and/or who regularly and frequently operate District vehicles must report all charges 

and citations, including traffic tickets such as speeding tickets. Employees will be responsible for the payment of a 

fine, penalty, or ticket incurred while operating a District vehicle. Other employees need not report such traffic tickets.   

 

Employees must notify the Human Resource Department of any child or dependent adult abuse complaints filed 

against them.  Employees must notify the Human Resource Department regarding the findings in any complaint 

against them alleging child or dependent adult abuse. The Human Resource Department should be notified of any 

complaints and findings within five business days of notification to employee.   
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Information relating to arrests, criminal charges and abuse complaints shall be treated as confidential and maintained 

as part of the employee’s personnel file.   

 

Employees who do not notify the District as required by this policy may be subject to disciplinary action up to and 

including termination.   

 

Policy Title:                            Work Day and Work Year            Code No.  402.1 

The work year and regular hours of duty for all employees shall be determined by the superintendent or designee. 

 

 

Policy Title:                     Vacations and Holidays                      Code No.   402.2 

Vacation days and holidays may be set forth in a collective bargaining agreement, employee handbook or individual 

contract approved by the Board of Education. This policy delineates vacations and holidays for employees not covered 

by a collective bargaining agreement. To the extent a group of employees has a recognized collective bargaining unit, 

the provisions of the collective bargaining agreement regarding vacations and holidays, if any, shall apply. If a 

provision within this policy is not addressed in a collective bargaining agreement, the provision of this policy shall 

also apply to employees within the collective bargaining unit. 

 

Vacation 

 

Eligibility: 

 All regular full and part-time 12-month supervisors, managers, coordinators 

 All regular full and part-time 12-month classified clerical 

 Secondary building SAM’s (School Administration Manager) 

 Custodial and Maintenance 

 Information Technology 

 Transportation Mechanics 

 Administrators shall be eligible for vacations as specified in individual contracts 

 

Exclusion: Elementary SAM’s, school building clerical, paraeducators, bus drivers, teachers, as well as any individual 

employed on the basis of 200 days or less for the period of July 1 through June 30, are not eligible to accrue paid 

vacation. Unpaid vacation days during the school year are the Friday following Thanksgiving Day and generally at 

least seven (7) day winter break and a spring break of five (5) consecutive days. 

 

Vacation accruals: Existing employees shall begin accruing on July 1 each year and shall be credited on the last day of 

each month. Vacation shall be available for use, subject to supervisory approval, in the month immediately following 

the month in which it was accrued. Upon initial employment new employees shall have vacation accrual prorated 

from the date of employment through June 30 of the initial year of employment, credited on the last day of each 

month. Thereafter vacation accrual shall begin on July 1 and be credited on the last day of each month. 

 

Vacation shall accrue as follows: 

 

Service Period Date 
Annual Total 

(Weeks Or Hours) 

Year 0 
Start date through June 

30 

Proration of 

2 weeks; i.e. 80 hours 

Year 1-5 July 1 - June 30 2 weeks 

Years 6-12 July 1 - June 30 3 weeks 

Year 13 and above July 1 - June 30 4 weeks 

 

 

Note: The superintendent or designee may grant a deviation from this accrual schedule under circumstances deemed 

appropriate. Under no circumstances shall an employee, other than administrators, accrue more than a total of four 

weeks of vacation per year, excluding any amount which may have rolled over from a prior year. 
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Paid sick leave, vacation, personal leave and other paid leave are considered as time worked for the purpose of 

vacation accrual. Accrual shall be based on a regular 40 hour week and shall not include overtime hours. Unpaid time, 

including workers’ compensation leave, shall not be included for purposes of accrual computation. 

 

Vacation Rollover:  As of June 30 of any school year, any vacation balance over the total vacation hours accrued 

during that school year, with the exception of administrators, will be forfeited. 

 

Rate of Pay: Vacation shall be paid at the employee’s regular straight time rate of pay per hour. 

 

Holiday’s During Vacation: If a recognized holiday falls within a period of paid vacation that day shall be treated as a 

holiday and shall not be debited from the employee’s vacation balance. 

 

Vacation Scheduling: Approval of requests to take vacation rests with the immediate supervisor or designee with 

managerial authority. Vacations may be scheduled at any time during the contract year. Vacation may be taken in one 

hour increments by Classified employees who are considered Non-Exempt employees under the Federal Fair Labor 

Standards Act and as such are compensated on an hourly wage  

basis. All other groups of employees are considered Exempt employees under the Fair Labor Standards Act and as 

such shall take vacation and all other paid time off in one-half or whole day increments. 

 

 

Termination: Employees who provide a minimum of 14 calendar days’ notice of intent to terminate employment shall 

be paid for all accrued but unused vacation earned as of the final day of paid employment. Any employee who has 

taken more vacation than has been either rolled over or accrued by the date of termination, shall have his/her final pay 

adjusted accordingly. 

 

Discipline: Failure on the part of the employee to follow procedures for requesting vacation, failure of an employee to 

return to work on the specified date following vacation, failure to communicate in a timely manner an inability to 

return to work on the specified date, or failure to provide a legitimate reason for failing to return on the specified date, 

may be grounds for disciplinary action, including dismissal. 

 

HOLIDAYS 

 

Holiday pay eligibility:  

To receive holiday pay an employee must be both in an active paid status on the work day immediately preceding a 

holiday and would otherwise be scheduled to work on the day on which the holiday falls. 

 

Holiday pay rate:  

Shall be at the regular straight time hourly rate for the employee, and shall be prorated on the basis of time worked per 

40 hour week. 

 

Working on a holiday:   

If an emergency situation requires an employee to work on a district designated holiday, the employee if regularly 

compensated on an hourly wage basis shall receive holiday pay at straight time plus double time pay for time worked. 

 

Holidays which fall on a weekend:  

If a holiday falls on a Saturday, the preceding day shall be the designated paid holiday. If a holiday falls on a Sunday, 

the subsequent day shall be the designated paid holiday. 

 

Holidays which fall during a vacation:  

If a recognized holiday falls within a period of paid vacation that day shall be treated as a holiday and shall not be 

debited from the employee’s vacation balance. 

 

Unless otherwise specified in a collective bargaining agreement, paid holidays for individuals newly hired or currently 

employed in a regular full or part time capacity on or after September 11, 2017 shall be as follows:   

 

1. Individuals employed 252 or more days per year, July 1 through June 30: 

 

      July 4 Two-day Winter Holiday 

       Labor Day Two days at New Years’ time 

      Thanksgiving Day Martin Luther King, Jr. Day 

      Friday after Thanksgiving Memorial Day 
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2. Individuals employed 251 or less days per year, July 1 through June 30: 

 

      July 4  New Year’s (1 day) 

          Labor Day  Martin Luther King, Jr. Day 

          Thanksgiving Day                       Memorial Day 

         One-day Winter Holiday 

 

3.    Excluded employee groups are not eligible for paid holidays: 

 Teachers 

 Bus Drivers 

 Temporary Employees 

 

 

Policy Title:                 Leaves of Absence           Code No.   402.3 

Leaves of absence may be set forth in a collective bargaining agreement, handbook, or individual employment 

contract approved by the Board of Education. This policy delineates leaves of absence for employees not covered by a 

collective bargaining agreement.   

 

To the extent a group of employees has a recognized collective bargaining unit, the provisions of the collective 

bargaining agreement regarding leaves of absence, if any, shall apply. If a specific leave provision within this policy is 

not addressed in a collective bargaining agreement, the provision of this policy shall also apply to employees within 

the collective bargaining unit. 

 

 

Sick Leave 

All regular full and part time employees, except teachers, shall be granted paid leave of absence for personal illness, 

injury, or associated treatment each consecutive service year in the following amounts: 

 

 1
st
 full school year:    13 days 

 2
nd

 full school year:    15 days 

 Thereafter:     18 days 

 

Teachers shall be granted 20 days of leave for personal illness, injury or associated treatment per consecutive service 

year. 

Temporary employees shall not be granted paid sick leave. 

 

Unused sick leave days may be accumulated to a maximum of 95 contract days, including the current year allocation. 

Accrued but unused sick leave is not “paid out” upon termination of employment, and shall not be reinstated if an 

employee later returns to the District. 

 

Sick leave days will be prorated for employees who are not contracted for or who do not work a full contract year.  

Part-time employees shall be granted a pro-rata amount of sick leave based upon the ratio of the number of hours they 

work to 40 hours. Any individual employed on the basis of less than five days per week shall be granted a pro-rated 

amount of sick leave. 

 

Up to a maximum of six days of paid sick leave may be approved under the following circumstances; such days will 

be deducted from the employee’s personal sick leave balance: 

 Leave for the parent of a new born or newly adopted child 

 Illness, injury, or medical treatment for a member of the employee’s immediate family.  

 

 “Immediate family” is defined as:  a spouse, parent (including step relationships), or child (including step, adopted, 

foster, and legal guardian).  

 

(NOTE:  Elective and cosmetic surgery and related procedures, including but not limited to cosmetic treatments, 

orthodontic consultation or treatment, lasik surgery, periodic physicals and preventative health check-ups, etc. do not 

qualify for paid sick leave.)  

 

An employee making a claim for paid sick leave, either for the employee’s own illness or that of a family member, 

shall provide a medical report from a doctor confirming the necessity for such a leave of absence upon request of the 

superintendent or designee.  A report may also be required to confirm fitness to return to duty. 
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Workers’ Compensation  
An employee injured or disabled on the job may be eligible to receive a weekly benefit under the Iowa workers’ 

compensation law.  If an employee receives workers’ compensation benefits, the employee’s accumulated sick leave 

will be reduced proportionate to the amount the workers’ compensation benefits are to the employee’s regular salary.  

At such time, the employee may also elect to have the workers’ compensation benefits supplemented from the District 

by using either sick leave, vacation leave, personal leave, and/or earned compensatory time.  If supplemental 

payments are elected, leave time will be reduced by one full day for each day of absence.  When all leave time is 

exhausted, supplemental payments will cease. 

 

An employee who, in the course of employment, suffers a personal injury resulting from an episode of violence 

toward that employee for which workers’ compensation is payable, shall be entitled to have workers’ compensation 

benefits supplemented in order for the employee to receive full salary and benefits for the shortest of: 

(a) one year from the date of the disability; or  

(b) the period during which the employee is disabled and incapable of employment.   

 

Supplementation in such situations shall not be charged against sick leave, vacation time, personal leave, or earned 

compensatory time.  The District may require the employee, as a condition of receiving benefits under this section, to 

provide a signed statement that justifies the use of this leave and, if medical attention is required, a certificate from a 

licensed physician that states the nature and duration of the leave. 

 

Extended Disability Leaves of Absence  

An administrator, supervisor or classified employee, except a temporary employee, who is unable to work because of 

personal illness or injury, and who has exhausted all paid leave available, may be granted an unpaid leave of absence 

and may continue all available fringe benefits at his/her own expense, except that the District shall provide benefits in 

accordance with the Family and Medical Leave Act.   

 

Family and Medical Leave Act   

Federal law requires the District to grant up to 12 weeks of unpaid leave per year to employees who have been 

employed at least 12 months and who have worked at least 1,250 hours during the preceding 12 months for the 

purpose of: 

 

(1) the employee’s personal serious health condition, 

(2) caring for the employee’s newly born child, 

(3) caring for a child placed for adoption or placement of a foster child, 

(4) caring for the employee’s parent, spouse, or child (under 18 years of age, or 18 years of age or older and 

incapable of self-care because of a physical or mental disability) with a serious health condition, and  

(5) a qualifying exigency arising out of the fact that the employee’s spouse, child, or parent is on active duty or 

has been notified of an impending call to active duty in the Armed Forces in a foreign country.  

 

In addition, federal law requires the District to grant eligible employees up to 26 weeks of leave during a single 

twelve-month period to care for a covered service member with a serious illness or injury incurred or aggravated in 

the line of duty on active duty.   

 

During FMLA the District requires an eligible employee to first utilize any earned paid sick leave, vacation time or 

other leave provided by policy or by a collective bargaining agreement to the extent the purpose is covered by and 

consistent with requirements for the paid leave time.  Any FMLA leave in excess of available paid leave shall be 

unpaid.   

 

At the employee’s option, the District shall continue the District’s contributions towards health insurance on behalf of 

the employee for up to 12 (or 26, if applicable) weeks as if the employee were still at work.  If the employee has more 

than 12 (or 26, if applicable) weeks of paid leave available, the District shall continue the District’s contribution until 

the paid leave is exhausted.  The employee shall remit the employee’s contribution towards health insurance by the 

date the District makes payment to the insurance carrier or within 30 days thereafter.  Failure to make contributions 

when due may result in the employee losing coverage during the period of the leave.  If the employer makes the 

employee-owed payments, the employee authorizes the District to offset such sums advanced against any sums owed 

to the employee.  If the employee does not return to work at the end of the leave (except for reasons specified in the 

Act), the employee will be required to reimburse the District for all contributions made by the District while the 

employee was on unpaid leave. 
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Employees may request leave under the Family Medical and Leave Act for up to a total of 12 weeks per year (or a 

total of 26 weeks to care for a covered service member with a serious illness or injury incurred or aggravated in the 

line of duty).  “Year” shall be defined as a 12-month period measured forward from the date an employee’s first 

FMLA leave begins.  Leave to care for a newly-born, adopted or foster child must conclude within 12 months of the 

birth or placement of the child.  Spouses, both of whom are employed by the District, may take a combined 12-week  

 

allotment for the birth or placement of a child and/or spouses may take a combined 26-week allotment to care for a  

covered service member with a serious illness or injury incurred or aggravated in the line of duty. The District may 

require an employee to provide written certification from a health care provider when an employee requests family  

and medical leave for the employee’s own serious health condition or to care for the employee’s parent, spouse, or 

child with a serious health condition, or to care for a covered service member with a serious illness of injury.  

Bereavement Leave 

Immediate Family:  
Employees, except temporary employees, may be granted up to five days paid leave per occurrence in the event of the 

death of a member of the employee’s immediate family.  The “immediate family” shall include spouse, child 

(including step, adopted, foster or legal guardian relationship), parent, step-parent, brother, or sister, step brother or 

step sister of the employee.  The five days shall be taken within 30 calendar days of the death. 

Extended Family or Close Friend 

Employees, except temporary employees, may be granted up to three days paid leave per contract year in the event of 

the death of a member of the employee’s extended family. “Extended family” for a death is defined as in-law relations 

(i.e. father, mother, sister, brother, son, daughter), grandparent and grandchild, or close friend. The three days shall be 

taken within 30 calendar days of the death. 

Extended Family or Close Friend: Illness or Injury or Death 

Employees, except temporary employees, shall be granted up to a total of three days of paid leave per contract year in 

the event of  illness or injury or death in the extended family or of a close friend. where sick leave or bereavement 

leave provisions do not apply. 

 

 “Extended family” for purposes of illness or injury is defined as sister, brother, step sister or brother, grandparent, 

grandchild, sister, brother, in-law relations (i.e. father, mother, sister, brother, son, daughter) or close friend. 

 

“Extended family” leave for a death is defined as in-law relations (i.e. father, mother, sister, brother, son, daughter), 

grandparent and grandchild, or close friend. 

 

Death of a Student or Employee 

In the event of death of a student or employee of the Cedar Falls Community School District, the principal of the 

building or supervisor of the effected department may, after consultation with Director of Human Resources, grant to 

an appropriate number of designated employees sufficient time to attend the funeral as representatives of the District; 

such time shall not be debited from employee leave balances. Other colleagues who wish to attend the funeral shall 

request applicable leave. 

Personal Leave   

Employees, except administrators and temporary employees are allowed up to two days of paid leave per year for 

personal leave. Personal leave may be granted for routine doctor or dental appointments including physicals, dental 

visits, well-baby appointments, preventive health checkups; visits with financial or legal advisors; or such other 

purposes as the employee may determine. Personal leave days may be accumulated up to four days, including the 

current year allotment.   

 

Personal leave shall be taken by Classified Employees (except para educators, food service and bus drivers 

transportation employees) in one hour, one-half day, or full day increments.  Para educators, food service, bus drivers 

and transportation employees and teachers may take personal leave in one-half day or full day increments. Personal 

leave days may be accumulated up to four days, including the current year allotment.  

 

Personal leave may be requested for use at a time that extends a vacation or holiday. Personal leave shall not be 

granted for teachers on days scheduled for state mandatory testing; days scheduled for end of semester or end of year 

exams; days scheduled for building or district-wide parent/guardian conferences; or during the first five or last five 

service days of the school year. Generally teachers should avoid requesting personal leave on a day scheduled for 

district-wide or building level professional development 
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The Unused personal leave days, which exceed the maximum accrual shall roll into a separate leave category to be 

used for “disruptive life events” will be added to the allotment of sick leave and may be in excess of the established 

sick leave maximum.  after other applicable sick leave, extended family or close friend illness or injury leave, 

bereavement leave or personal leave has been exhausted.  Disruptive life events are specified as:  threat to personal 

property from fire, flood, wind, and/or recovery from such events; personal illness or injury; illness, injury or death in 

the immediate or extended family or close friend; closure of a day care or adult care facility in compliance with 

county, state or federal regulations. Any days accrued for disruptive life events are not available to be used as personal 

leave days and shall not be paid out upon termination from employment.  

 

Military Leave 

Leaves for military service will be granted in accordance with applicable law which provides that employees (other 

than employees employed temporarily for six months or less) who are members of the national guard, organized 

reserves or any component part of the military, naval, or air force or nurse corps of Iowa or of the United States, or 

who may be otherwise inducted into the military service shall, when ordered by proper authority to service, be entitled 

to a leave of absence for the period of such service, and without loss of pay for the first 30 calendar days of such leave 

of absence. 

 

Jury Duty and Subpoena Leave  

Employees called for jury service, or subpoenaed in a civil or criminal court proceeding on a matter related to their 

employment with the District, shall be permitted to be absent from duties.  Pay received for jury or witness service, 

except travel expense, shall be remitted to the District.  In order to receive payment, the employee must give at least 

two days’ prior notice of the summons for service or subpoena, and must furnish satisfactory evidence that such 

service was performed on the days for which payment is claimed.  An employee not required to perform duty all day 

shall return to work. 

 

Conference Leave   

An employee appointed by the appropriate director to represent an area of service or instruction or the District, will be 

granted leave with pay to attend educational conferences or conventions.  All approved costs will be borne by the 

District. 

 

An employee approved by the appropriate director to attend an educational conference or convention directly or 

closely related to the employee’s area of service shall be eligible for leave with pay.  In such instances, the District 

shall provide a substitute, if necessary, and may partially or wholly reimburse the employee for approved expenses 

(depending upon factors which include, but are not limited to, the nature of the conference, the number of persons 

attending, and the costs related to the attendance). 

 

An employee who is an officer or participant of a curriculum specialty event, conference, or convention may attend 

with pay if approved by the appropriate director.  In such instances, the District shall pay for the cost of any required 

substitute, but will not reimburse the employee for any conference/convention-related expenses.  

 

Requests for approval for leaves described in paragraphs two and three of this section must be made to the appropriate 

director at least two weeks before the beginning of the leave. 

Public Office Leave  
Leaves of absence for service in an elected municipal, county, state or federal office shall be granted in accordance 

with applicable law.  The leave of absence shall be without pay or benefits and shall not exceed six years.  The 

employee may continue all fringe benefits in effect for the duration of the leave at his/her own expense.  In addition, 

an employee who becomes a candidate for elective public office shall be granted a leave commencing within 30 days 

prior to a contested primary, special, or general election and continuing until the day after the election.  The employee 

shall first use any earned compensatory time, then vacation and personal leave time and then unpaid leave.  An 

employee who is a candidate for any elective public office shall not campaign while on duty as an employee. 

 

Other Absences 

Leaves of absence for reasons other than those listed above, or in excess of the number of days allowed, may be 

granted by the superintendent or designee.  The employee shall have deducted from his/her salary an amount equal  

to one day’s pay for each day of absence.  The District shall not continue fringe benefits, but the employee may 

continue the fringe benefits for the duration of the leave at his/her own expense, except that the District shall provide 

benefits in accordance with the Family and Medical Leave Act. 
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Discipline 

Absences for reasons other than those provided for in this policy or in a negotiated agreement, or failure on the part of 

the employee to follow procedures for requesting leave of absence, failure of the employee to provide reasonable 

evidence confirming the necessity for the leave of absence following request by the District, failure of an employee to 

return to work on the specified date following the leave of absence, failure to communicate in a timely manner an 

inability to return to work on the specified date following the leave of absence, or failure to provide a legitimate 

reason for failing to return on the specified date following the leave of absence, or submitting a false or misleading 

explanation for the leave may be grounds for disciplinary action, including dismissal. 

 

A. District Notice 

1. The District will post a notice regarding family and medical leave. 

 

2. Information on the Family and Medical Leave Act and on the Board of Education policy on family 

and medical leave, including leave provisions and employee obligations, will be provided annually. 

 

3. When an employee requests family and medical leave, the District will provide the employee with 

information listing the employee's obligations and requirements.  Such information will include: 

 

a. a statement clarifying whether the leave qualifies as family and medical leave and will, 

therefore, be credited to the employee's annual 12-week (or 26 week) entitlement; 

 

b. a reminder that an employee requesting family and medical leave for his/her serious health 

condition or for that of an immediate family member or for that of a covered service 

member must furnish medical certification of the serious health condition and notice of the 

consequences for failing to do so; 

 

c. an explanation of the employee’s right and obligation to substitute paid leave for family 

and medical leave, including a description of when the District requires substitution of paid 

leave and the conditions related to the substitution; and 

 

d. a statement notifying the employee that the employee must pay, and must make 

arrangements for paying, any premium or other payment to maintain health or other 

benefits, as applicable. 

 

B. Eligible Employees 

 

 Employees are eligible for family and medical leave if three criteria are met. 

 

 If the employee requesting leave is unable to meet the three criteria, then the employee is not eligible for 

family and medical leave. 

 

1. The District has more than 50 employees on the payroll at the time leave is requested; 

 

2. The employee has worked for the District for at least 12 months or 52 weeks (the months and weeks 

need not be consecutive); and 

 

3. The employee has worked at least 1,250 hours within the previous year. Full-time professional 

employees who are exempt from the wage and hour law may be presumed to have worked the 

minimum hour requirement. 

 

Employee Requesting Leave -- Two Types of Leave. 

 

 1. Foreseeable family and medical leave. 

 

  a. Definition - leave is foreseeable for the birth or placement of an adopted or foster child 

with the employee or for planned medical treatment. 

 

  b. The employee must give at least 30 days’ notice for foreseeable leave.  Failure to give the 

notice may result in the leave beginning 30 days after notice is received. 
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  c. Employees must consult with the District prior to scheduling planned medical treatment 

leave to minimize disruption to the District.  The scheduling is subject to the approval of 

the health care provider. 

 

 2. Unforeseeable family and medical leave. 

 

  a. Definition - leave is unforeseeable in such situations as emergency medical treatment or 

premature birth. 

 

  b. The employee must give notice as soon as possible but no later than one to two work days 

after learning that leave will be necessary. 

 

  c. A spouse or family member may give the notice if the employee is unable to personally 

give notice. 

 

D. Eligible Family and Medical Leave Determination  
 

The District may require the employee to provide reasonable documentation or a statement of family 

relationship. 

 

 1. Six purposes. 

 

  a. The birth of a son or daughter of the employee and in order to care for that son or daughter 

prior to the first anniversary of the child’s birth; 

 

  b. The placement of a son or daughter with the employee for adoption or foster care and in 

order to care for that son or daughter prior to the first anniversary of the child’s placement; 

 

  c. To care for the spouse, son, daughter or parent of the employee if the spouse, son, daughter 

or parent has a serious health condition; the child must be under 18, or, if over 18, 

incapable of self-care because of a mental or physical disability; 

 

  d. Employee’s serious health condition that makes the employee unable to perform the 

essential functions of the employee’s position; 

 

 e. Any qualifying exigency arising out of the fact that the employee’s spouse, child or parent 

is on active duty or has been notified of an impending call or order to active duty in the 

Armed Forces in support of a contingency operation; 

 

  f. To care for the employee’s spouse, child, parent, or a person to whom the employee is next 

of kin who is a member of the Armed Forces or who is undergoing medical treatment, 

recuperation, or therapy, is otherwise in out-patient status, or on the temporary disability 

retired list for a serious injury or illness sustained in the line of duty or on active duty. 

 

 2. Medical certification 

 

  a. When required: 

 

   (1) Employees shall be required to present medical certification of the employee's 

serious health condition and inability to perform the essential functions of the job. 

 

   (2) Employees shall be required to present medical certification of the family 

member’s serious health condition and that it is medically necessary for the 

employee to take leave to care for the family member. 

 

   (3) Employee shall be required to present medical certification of the spouse, child, 

parent or next of kin who is a covered service member. 

 

  b. Employee’s medical certification responsibilities: 
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   (1) The employee must obtain the certification from the health care provider who is 

treating the individual with the serious health condition. 

   (2) The District may require the employee to obtain a second certification by a health 

care provider chosen by and paid for by the District if the District has reason to 

doubt the validity of the certification an employee submits.  The second health 

care provider cannot, however, be employed by the District on a regular basis. 

 

   (3) If the second health care provider disagrees with the first health care provider, 

then the District may require a third health care provider to certify the serious 

health condition.  This health care provider must be mutually agreed upon by the 

employee and the District and paid for by the District.  This certification or lack of 

certification is binding upon both the employee and the District. 

 

  c. Medical certification will be required 15 calendar days after family and medical leave 

begins unless it is impracticable to do so.  The District may request recertification every 30 

calendar days or as otherwise provided by law.  Recertification must be submitted within 

15 calendar days of the District’s request. 

 

d. The employee must provide certification of fitness to return to duties from the health care 

provider who was treating the employee with a serious health condition prior to the 

employee returning to work. 

 

 Family and medical leave requested for the serious health condition of the employee or to care for a family 

member with a serious health condition or to care for a covered service member with a serious illness or 

injury which is not supported by medical certification may be denied until such certification is provided. 

 

E. Entitlement 

 

 1. Employees are entitled to 12 weeks family and medical leave per year (12-month period), except 

that employees are entitled to 26 weeks family and medical leave during a single 12-month period to 

care for a covered service member. 

 

 2. The 12-month period is measured forward from the date an employee’s first FMLA leave begins. 

 
 3. If insufficient leave is available, the District may: 

 

  a. Deny the leave if entitlement is exhausted; or 

 

  b. Award additional leave. 

 

F. Type of Leave Requested 

 

 1. Continuous - employee will not report to work for set number of days or weeks. 

 

 2. Intermittent - employee requests family and medical leave for separate periods of time. 

 

  a. Intermittent leave is available for: 

 

   (1) Birth, adoption or foster care placement of child only with the District’s 

agreement. 

 

   (2) Serious health condition of the employee, spouse, parent, or child or of a serious 

illness or injury of covered service member when medically necessary without the 

District’s agreement. 

 

   (3) A qualifying exigency arising out of the fact that the spouse, child or parent of the 

employee is on active duty or has been notified of an impending call or order to 

active duty in the Armed Forces in support of a contingency operation without the 

District’s agreement. 
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  b. In the case of foreseeable intermittent leave, the employee must schedule the leave to 

minimize disruption to the District's operation. 

 

c. During the period of foreseeable intermittent leave, the District may move the employee to 

an alternative position with equivalent pay and benefits.  [For instructional employees, see 

G below.] 

 

 3. Reduced work schedule - employee requests a reduction in the employee's regular work schedule. 

 

  a. Reduced work schedule family and medical leave is available for: 

 

   (1) Birth, adoption or foster care placement of child only with the District's 

agreement. 

 

   (2) Serious health condition of the employee, spouse, parent, or child or of a serious 

illness or injury of a covered service member when medically necessary without 

the District’s agreement. 

 

   (3) A qualifying exigency arising out of the fact that the spouse, child or parent of the 

employee is on active duty or has been notified of an impending call or order to 

active duty in the Armed Forces in support of a contingency operation without the 

District’s agreement. 

 

  b. In the case of foreseeable reduced work schedule leave, the employee must schedule the 

leave to minimize disruption to the District’s operation. 

 

  c. During the period of foreseeable reduced work schedule leave, the District may move the 

employee to an alternative position with equivalent pay and benefits. [For instructional 

employees, see G below.] 

 

G. Special Rules for Instructional Employees 

 

 1. Definition - an instructional employee is one whose principal function is to teach and instruct 

students in a class, a small group or in an individual setting.  This includes, but is not limited to, 

teachers, coaches, driver’s education instructors and special education assistants. 

 

 2. Instructional employees who request foreseeable medically necessary intermittent or reduced work 

schedule family and medical leave greater than twenty percent of the work days in the leave period 

may be required to: 

 

  a. Take leave for the entire period or periods of the planned medical treatment; or 

 

  b. Move to an available alternative position, with equivalent pay and benefits, but not 

necessarily equivalent duties, for which the employee is qualified. 

 

 3. Instructional employees who request continuous family and medical leave near the end of a semester 

may be required to extend the family and medical leave through the end of  

the semester.  The number of weeks remaining before the end of a semester do not include 

scheduled school breaks, such as summer, winter or spring break. 

 

  a. If an instructional employee begins family and medical leave for any purpose more than 

five weeks before the end of a semester, the District may require that the leave be 

continued until the end of the semester if the leave will last at least three weeks and the 

employee would return to work during the last three weeks of the semester if the leave was 

not continued. 

 

  b. If the employee begins family and medical leave for a purpose other than the employee’s 

own serious health condition during the last five weeks of a semester, the District may 

require that the leave be continued until the end of the semester if the leave will last more 

than two weeks and the employee would return to work during the last two weeks of the 

semester. 
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  c. If the employee begins family and medical leave for a purpose other than the employee’s 

own serious health condition during the last three weeks of the semester and the leave will 

last more than five working days, the District may require the employee to continue taking 

leave until the end of the semester. 

 

 4. The entire period of leave taken under the special rules is credited as family and medical leave.  The 

District will continue to fulfill the District’s family and medical leave responsibilities and 

obligations, including the obligation to continue the employee’s health insurance and other benefits, 

if an instructional employee’s family and medical leave entitlement ends before the involuntary 

leave period expires. 

 

H. Employee Responsibilities While on Family and Medical Leave 

 

 1. The employee must continue to pay health care benefit contributions or other benefit contributions 

regularly paid by the employee unless the employee elects not to continue the benefits. 

 

 2. The employee contribution payments will be deducted from any money owed to the employee, or 

the employee shall reimburse the District at a time set by the superintendent or designee. 

 

 3. An employee who fails to make the health care contribution payments within 30 calendar days after 

they are due will be notified that his/her coverage may be canceled if payment is not received within 

an additional 15 calendar days. 

 

 4. An employee may be required to re-certify the medical necessity of family and medical leave for the 

serious medical condition of an employee or family member or of a serious injury or illness of a 

covered service member once every 30 calendar days or as otherwise provided by law and to return 

the certification within 15 calendar days of the request. 

 

 5. The employee must notify the District of the employee’s intent to return to work at least once each 

month during leave and at least two weeks prior to the conclusion of the family and medical leave. 

 

 6. If an employee intends not to return to work, the employee must immediately notify the District, in 

writing, of the employee’s intent not to return.  The District will cease benefits upon receipt of this 

notification. 

 

I. Use of Paid Leave for Family and Medical Leave 

 

 An employee shall substitute unpaid family and medical leave with any paid leave available to the employee, 

which is applicable to the reason for family and medical leave, under Board of Education policy or a 

collective bargaining agreement.  Paid leave includes sick leave, family illness leave, emergency leave, paid 

vacation, and/or personal leave.  When the District determines that paid leave is being taken for a FMLA 

reason, the District will notify the employee within two business days (if feasible) that the paid leave will be 

counted as FMLA leave. 

 

J. Definitions 
  

 The following definitions shall apply to the District’s policy and regulations on family and medical leave: 

 

 1. Common Law Marriage - according to Iowa law, common law marriages exist when there is a 

present intent by the two parties to be married, continuous cohabitation, and a public declaration that 

the parties are husband and wife.  There is no time factor that needs to be met in order for there to be 

a common law marriage. 

 

 2. Contingency Operation - means a military operation that: (1) is designated by the U.S. Secretary of 

Defense as an operation in which members of the Armed Forces are or may become involved in 

military actions, operations, or hostilities against an enemy of the United States or against an 

opposing military force; or (2) results in the call or order to, or retention on, active duty of members 

of the uniformed services under applicable law during a war or during a national emergency 

declared by the U.S. President or Congress.  
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 3. Continuing Treatment - a serious health condition involving continuing treatment by a health care 

provider includes one or more of the following: 

   

  a. A period of incapacity (i.e., inability to work, attend school or perform other regular daily 

activities due to the serious health condition, treatment for or recovery from) of more than 

three consecutive calendar days and any subsequent treatment or period of incapacity 

relating to the same condition that also involves: 

 

   -- treatment two or more times by a health care provider, by a nurse or physician’s 

assistant under direct supervision of a health care provider, or by a provider of 

health care services (e.g., physical therapist) under orders of, or in referral by, a 

health care provider; or 

 

   -- treatment by a health care provider on at least one occasion which results in a 

regimen of continuing treatment under the supervision of a health care provider. 

 

b. Any period of incapacity due to pregnancy or for prenatal care. 

 

 

  c. Any period of incapacity or treatment for such incapacity due to a chronic serious health 

condition.  A chronic serious health condition is one which: 

 

   -- requires periodic visits for treatment by a health care provider or by a nurse or 

physician’s assistant under direct supervision of a health care provider; 

 

   -- continues over an extended period of time (including recurring episodes of a 

single underlying condition); and 

 

   -- may cause episodic rather than a continuing period of incapacity (e.g., asthma, 

diabetes, epilepsy, etc.). 

 

  d. Any period of incapacity which is permanent or long-term due to a condition for which 

treatment may not be effective.  The employee or family member must be under the 

continuing supervision of, but need not be receiving active treatment by, a health care 

provider.  Examples include Alzheimer’s, a severe stroke or the terminal stages of a 

disease. 

 

  e. Any period of absence to receive multiple treatments (including any period of recovery 

therefrom) by a health care provider or by a provider of health care services under orders 

of, or on referral by, a health care provider, either for restorative surgery after an accident 

or other injury, or for a condition that would likely result in a period of incapacity of more 

than three consecutive calendar days in the absence of medical intervention or treatment, 

such as cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), kidney 

disease (dialysis). 

 

 4. Covered Service Member – a member of the Armed forces, including a member of the National 

Guard or reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise in 

out-patient status, or is otherwise on the disability retired list, for a serious injury or illness. 

 

 5. Eligible Employee - an employee of the District which has more than 50 employees on the payroll at 

the time leave is requested.  The employee has worked for the District for at least twelve months and 

has worked at least 1,250 hours within the previous year. 

 

 6. Essential Functions of the Job - those functions which are fundamental to the performance of the 

job.  It does not include marginal functions. 

 

 7. Employment Benefits - all benefits provided or made available to employees by an employer, 

including group life insurance, health insurance, disability insurance, sick leave, annual leave, 

educational benefits, and pensions, regardless of whether such benefits are provided by a practice or 

written policy of an employer or through an “employee benefit plan.” 
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 8. Family Member - individuals who meet the definition of son, daughter, spouse or parent. 

 

 9. Group Health Plan - any plan of, or contributed to by, an employer (including a self-insured plan) to 

provide health care (directly or otherwise) to the employer’s employees, former employees, or the 

families of such employees or former employees. 

 

 10. Health Care Provider - 

 

  a. A doctor of medicine or osteopathy who is authorized to practice medicine or surgery by 

the state in which the doctor practices; or 

 

  b. Podiatrists, dentists, clinical psychologists, optometrists, and chiropractors (limited to 

treatment consisting of manual manipulation of the spine to correct a subluxation as 

demonstrated by X-ray to exist) authorized to practice in the state and performing within 

the scope of their practice as defined under state law; or 

 

  c. Nurse practitioners and nurse-midwives who are authorized to practice under state law and 

who are performing within the scope of their practice as defined under state law; or 

 

  d. Christian Science practitioners listed with the First Church of Christ Scientist in Boston, 

Massachusetts; or 

 

  e. Any health care provider from whom an employer or a group health plan’s benefits 

manager will accept certification of the existence of a serious health condition to 

substantiate a claim for benefits; or 

 

  f. A health care provider as defined above who practices in a country other than the United 

States who is licensed to practice in accordance with the laws and regulations of that 

country. 

 

 11. In Loco Parentis - individuals who had or have day-to-day responsibilities for the care and financial 

support of a child not their biological child or who had the responsibility for an employee when the 

employee was a child. 

 

 12. Incapable of Self-care - that the individual requires active assistance or supervision to provide daily 

self-care in several of the “activities of daily living” or “ADLs.” Activities of daily living include 

adaptive activities such as caring appropriately for one's grooming and hygiene, bathing, dressing, 

eating, cooking, cleaning, shopping, taking public transportation, paying bills, maintaining a 

residence, using telephones and directories, using a post office, etc. 

 

 13. Instructional Employee - an employee employed principally in an instructional capacity by an 

educational agency or school whose principal function is to teach and instruct students in a class, a 

small group, or an individual setting, and includes athletic coaches, driving instructors, and special 

education assistants such as signers for the hearing impaired.  The term does not include teacher 

assistants or aides who do not have as their principal function actual teaching or instructing, nor 

auxiliary personnel such as counselors, psychologists, curriculum specialists, cafeteria workers, 

maintenance workers, bus drivers, or other primarily noninstructional employees. 

   

 14. Intermittent Leave - leave taken in separate periods of time due to a single illness or injury, rather 

than for one continuous period of time, and may include leave or periods from an hour or more to 

several weeks. 

 

 15. Medically Necessary - certification for medical necessity is the same as certification for serious 

health condition. 

 

 16. Needed to Care For - the medical certification that an employee is “needed to care for” a family 

member encompasses both physical and psychological care.  For example, where, because of a 

serious health condition, the family member is unable to care for his or her own basic medical, 

hygienic or nutritional needs or safety or is unable to transport himself or herself to medical 

treatment.  It also includes situations where the employee may be needed to fill in for others who are 

caring for the family member or to make arrangements for changes in care. 
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 17. Next of Kin – the nearest blood relative of that individual. 

 

 18. Out-patient Status – with respect to a covered service member, means the status of a member of the 

Armed Forces assigned to a medically necessary treatment facility as an out-patient or a unit 

established for the purpose of providing command and control of members of the Armed Forces 

receiving medical care as out-patients. 

 

 19. Parent - a biological parent or an individual who stands in loco parentis to a child or stood in loco 

parentis to an employee when the employee was a child.  Parent does not include parent-in-law. 

 

 20. Physical or mental disability - a physical or mental impairment that substantially limits one or more 

of the major life activities of an individual. 

 

 21. Reduced leave schedule - a leave schedule that reduces the usual number of hours per workweek, or 

hours per workday, of an employee. 

 

 22. Serious health condition - an illness, injury, impairment, or physical or mental condition that involves: 

 

  a. Inpatient care (i.e. an overnight stay) in a hospital, hospice or residential medical care 

facility including any period of incapacity (for purposes of this section, defined to mean 

inability to work, attend school or perform other regular daily activities due to the serious 

health condition, treatment for or recovery therefrom), or any subsequent treatment in 

connection with such inpatient care; or  

 

  b. Continuing treatment by a health care provider.  A serious health condition involving 

continuing treatment by a health care provider includes: 

 

   -- A period of incapacity (i.e., inability to work, attend school or perform other 

regular daily activities due to the serious health condition, treatment for or 

recovery therefrom) of more than three consecutive calendar days, including any 

subsequent treatment or period of incapacity relating to the same condition, that 

also involves: 

 

   * Treatment two or more times by a health care provider, by a nurse or 

physician’s assistant under direct supervision of a health care provider, or 

by a provider of health care services (e.g., physical therapist) under 

orders of, or on referral by, a health care provider; or 

 

   * Treatment by a health care provider on at least one occasion which 

results in a regimen of continuing treatment under the supervision of the 

health care provider. 

 

  c. Any period of incapacity due to pregnancy or for prenatal care. 

 

  d. Any period of incapacity or treatment for such incapacity due to a chronic serious health 

condition.  A chronic serious health condition is one which: 

 

   -- Requires periodic visits for treatment by a health care provider or by a nurse or 

physician’s assistant under direct supervision of a health care provider; 

 

   -- Continues over an extended period of time (including recurring episodes of a 

single underlying condition); and 

 

   -- May cause episodic rather than a continuing period of incapacity (e.g., asthma, 

diabetes, epilepsy, etc.). 

 

  e. A period of incapacity which is permanent or long-term due to a condition for which 

treatment may not be effective.  The employee or family member must be under the 

continuing supervision of, but need not be receiving active treatment by, a health care 

provider.  Examples include Alzheimer’s, a severe stroke or the terminal stages of a 

disease. 
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  f. Any period of absence to receive multiple treatments (including any period of recovery 

from) by a health care provider or by a provider of health care services under orders of, or 

on referral by, a health care provider, either for restorative surgery after an accident or 

other injury, or for a condition that would likely result in a period of incapacity of more 

than three consecutive calendar days in the absence of medical intervention or treatment, 

such as cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), kidney 

disease (dialysis). 

 

 Treatment for purposes of this definition includes, but is not limited to, examinations 

to determine if a serious health condition exists and evaluation of the condition.  

Treatment does not include routine physical examinations, eye examinations or dental 

examinations.  Under this definition, a regimen of continuing treatment includes, for 

example, a course of prescription medication (e.g., an antibiotic) or therapy requiring 

special equipment to resolve or alleviate the health condition (e.g., oxygen).  A 

regimen of continuing treatment that includes the taking of over-the-counter 

medications such as aspirin, antihistamines, or salves; or bed rest, drinking fluids, 

exercise and other similar activities that can be initiated without a visit to a health care 

provider, is not, by itself, sufficient to constitute a regime of continuing treatment for 

purposes of FMLA leave. 

 

 Conditions for which cosmetic treatments are administered (such as most treatments 

for acne or plastic surgery) are not “serious health conditions” unless inpatient hospital 

care is required or unless complications develop.  Ordinarily, unless complications 

arise, the common cold, the flu, ear aches, upset stomach, ulcers, headaches other than 

migraine, routine dental or orthodontia problems, periodontal disease, etc., are 

examples of conditions that do not meet the definition of a serious health condition and 

do not qualify for FMLA leave.  Restorative dental or plastic surgery after an injury or 

removal of cancerous growths are serious health conditions provided all the other 

conditions of this regulation are met. Mental illness resulting from stress or allergies 

may be serious health conditions, but only if all the conditions of this section are met. 

 

 Substance abuse may be a serious health condition if the conditions of this section are 

met.  However, FMLA leave may only be taken for treatment for substance abuse by a 

health care provider or by a provider of health care on a referral by a health care 

provider.  On the other hand, absence because of the employee’s use of the substance, 

rather than for treatment, does not qualify for FMLA leave. 

 

 Absences attributable to incapacity under this definition qualify for FMLA leave even 

though the employee or the immediate family member does not receive treatment from 

a health care provider during the absence, and even if the absence does not last more 

than three days.  For example, an employee with asthma may be unable to report for 

work due to the onset of an asthma attack or because the employee’s health care 

provider has advised the employee to stay home when the pollen count exceeds a 

certain level.  An employee who is pregnant may be unable to report to work because 

of severe morning sickness. 

 

 23. Serious Injury or Illness – in the case of a member of the Armed Forces, means an injury or illness 

incurred in the line of duty or on active duty that may render the member medically unfit to perform 

the duties of the member’s office, grade, rank or rating. 

 

 24. Son or daughter - a biological child, adopted child, foster child, stepchild, legal ward, or a child of a 

person standing in loco parentis.  The child must be under age 18 or, if over 18, incapable of self-

care because of a mental or physical disability. 

 

 25. Spouse - a husband or wife recognized by Iowa law including common law marriages. 
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FAMILY AND MEDICAL LEAVE REQUEST FORM 

 

Date:     

 

I,      , request family and medical leave for the following reason:  (check all 

that apply) 

 

   for the birth of my child; 

   for the placement of a child for adoption or foster care; 

   to care for my child who has a serious health condition; 

   to care for my parent who has a serious health condition; 

   to care for my spouse who has a serious health condition; 

   because I am seriously ill and unable to perform the essential functions of my position; 

   for a qualifying exigency arising out of fact that my spouse is on active duty or has been 

notified of an impending call or order to active duty in the Armed Forces in support of a 

contingency operation; 

   for a qualifying exigency arising out of fact that my child is on active duty or has been notified 

of an impending call or order to active duty in the Armed Forces in support of a contingency 

operation; 

   for a qualifying exigency arising out of fact that my parent is on active duty or has been 

notified of an impending call or order to active duty in the Armed Forces in support of a 

contingency operation; 

   to care for my spouse who is a member of the Armed Forces and who is undergoing medical 

treatment for a serious illness or injury 

   to care for my child who is a member of the Armed Forces and who is undergoing medical 

treatment for a serious illness or injury 

   to care for my parent who is a member of the Armed Forces and who is undergoing medical 

treatment for a serious illness or injury 

   to care for a person to whom I am next of kin who is a member of the Armed Forces and who 

is undergoing medical treatment for a serious illness or injury 

 

I acknowledge my obligation to provide medical certification of my serious health condition or that of a family 

member or to provide medical certification of the serious illness or injury of a service member in order to be eligible 

for family and medical leave within 15 calendar days of a request for certification. 

 

I acknowledge receipt of information regarding my obligations under the family and medical leave policy of the 

District. 

 

I request that my family and medical leave begin on                                            , and I request leave as follows: 

(check one) 

 

   Continuous 

 

I anticipate that I will be able to return to work on       . 

 

 

   Intermittent leave for the: 

 

    birth of my child or adoption or foster care placement subject to agreement by the 

District 

    serious health condition of myself, parent, or child when medically necessary 

    qualifying exigency arising out of the fact that my spouse, child, or parent is on active 

duty or has been notified of an impending call or order to active duty in the Armed 

Forces in support of a contingency operation 
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    to care for my spouse, child, or parent, or a person to whom I am next of kin, who is a 

member of the Armed Forces and who is undergoing medical treatment for a serious 

illness or injury 

 

Details of the needed intermittent leave: 

 

   

 

   

 

   

 

I anticipate returning to work at my regular schedule on                   .  

 

   Reduced work schedule for the: 

 

    birth of my child or adoption or foster care placement subject to agreement by the 

District 

    serious health condition of myself, parent, or child when medically necessary 

    qualifying exigency arising out of the fact that my spouse, child, or parent is on active 

duty or has been notified of an impending call or order to active duty in the Armed 

Forces in support of a contingency operation 

    to care for my spouse, child, or parent, or a person to whom I am next of kin, who is a 

member of the Armed Forces and who is undergoing medical treatment for a serious 

illness or injury 

 

Details of needed reduction in work schedule as follows: 

 

   

 

   

 

   

 

I anticipate returning to work at my regular schedule on  . 

 

I realize I may be moved to an alternative position during the period of the family and medical intermittent or 

reduced work schedule leave.  I also realize that with foreseeable intermittent or reduced work schedule leave, 

subject to the requirements of my health care provider, I may be required to schedule the leave to minimize District 

operations. 

 

While on family and medical leave, I agree to pay my regular contributions to employer sponsored benefit plans.  

My contributions shall be deducted from moneys owed me during the leave period.  If no monies are owed me, I 

shall reimburse the District by personal check (cash) for my contributions.  I understand that I may be dropped from 

the employer-sponsored benefit plans for failure to pay my contribution. 

 

I agree to reimburse the District for any payment of my contributions with deductions from future monies owed to 

me, or the District may seek reimbursement of payments of my contributions in court. 

 

I acknowledge that the above information is true to the best of my knowledge. 

 

 

 

Signed        
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Policy Title:                            Compensation and Salary Basis          Code No.   402.4 

Wages and Salaries 
The Board of Education shall establish salary schedules and rates of pay for the several positions in the District not covered by a 

collective bargaining agreement.  Wages and salaries shall be negotiated with properly certified bargaining representatives for 

employees who are covered by a collective bargaining agreement. 

 

Denial of Salary Increase or Increment Changes to Wage Rates and Salaries for Individual Employees 
 

The Board of Education may deny a wage or salary increase or increment advance to an employee upon recommendation of the 

superintendent or designee. Changes to wage rates and salaries for employees covered by a collective bargaining agreement shall be in 

accordance with that agreement.  Individual changes to the salary schedule and rates of pay set by the Board for individual employees 

not covered by a collective bargaining agreement may be determined by the Superintendent in consultation with the Executive 

Director of Human Resources and the Chief Financial Officer.  Wages and salaries will be reviewed at least annually and may be 

increased, frozen or decreased if there is a valid and legal basis to do so. 

 

Overtime 
 

Non-exempt employees shall be compensated on an hourly basis, which is at least the minimum wage set by federal or state law, 

whichever is higher.  Over-time work must have the prior approval of the employee’s supervisor.  Failure to obtain approval shall 

result in disciplinary action.  Non-exempt employees shall be compensated at one and one-half times their regular hourly wage rate for 

work over 40 hours in a work week, or shall be granted compensatory time at one and one-half time for work over 40 hours a work 

week.  The District may require that the employee take compensatory time rather than over-time pay provided the employee is 

notified of this requirement prior to working the over-time hours.  A work week shall run from Sunday at 12:01 a.m. to the following 

Sunday at 12:00 a.m.  Holidays, paid vacations and paid leaves of absence shall not count towards the 40 hours for purposes of 

computing overtime, unless a collective bargaining agreement provides otherwise.  Non-exempt employees shall complete daily time 

records showing actual time worked, or shall be required to use a time-clock.  All time actually worked shall be paid.  The time 

records shall be signed if requested.  Failure of the employee to maintain such records or falsification of such records will be grounds 

for disciplinary action. 

 

Salary Basis 

The Fair Labor Standards Act (FLSA) is a federal law which requires that most employees in the United States be paid at least the 

federal minimum wage for all hours worked and overtime pay at time and one-half the regular rate of pay for all hours worked over 40 

hours in a workweek. 

However, the FLSA provides an exemption from both minimum wage and overtime pay for employees employed as bona fide 

executive, administrative, professional and outside sales employees.  The FLSA also exempts certain computer employees.  To qualify 

for exemption, employees generally must meet certain tests regarding their job duties and be paid on a salary basis at not less than the 

amount set by the U.S. Department of  Labor.  Job titles do not determine exempt status.  In order for an exemption to apply, an 

employee’s specific job duties and salary must meet all the requirements of the Department’s regulations. 

Salary Basis Requirement  

To qualify for exemption, employees generally must be paid at not less than the amount set by the U.S. Department of Labor on a 

salary basis.  These salary requirements do not apply to teachers, counselors, librarians, academic administrators i.e., those whose 

primary duty is performing administrative functions directly related to academic instruction or training, or employees whose primary 

duty is teaching, tutoring, instructing, or academic functions directly related to academic instruction or training, and exercise 

independent judgment  Exempt computer employees may be paid at least the amount set by the U.S. Department of Labor on a salary 

basis or on an hourly basis at a rate not less than the amount set by the U.S. Department of Labor. 

Being paid on a “salary basis” means an employee regularly receives a predetermined amount of compensation each pay period on a 

weekly or less frequent basis.  The predetermined amount cannot be reduced because of variations in the quality or quantity of the 

employee’s work.  Subject to exceptions listed below, an exempt employee must receive the full salary for any work week in which 

the employee performs any work, regardless of the number of days or hours worked.  Exempt employees do not need to be paid for 

any work week in which they perform no work.  If the employer makes deductions from an employee’s predetermined salary, i.e., 

because of the operating requirements of the business, that employee is not paid on a “salary basis.” If the employee is ready, willing 

and able to work, deductions may not be made for time when work is not available. 
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Circumstances in Which the Employer May Make Deductions from Pay 

Deductions from pay are permissible when an exempt employee is absent from work for one or more full days for personal reasons 

other than sickness or disability; for absences of one or more full days due to sickness or disability if the deduction is made in 

accordance with a bona fide plan, policy or practice of providing compensation for salary lost due to illness; to offset amounts 

employees receive as jury or witness fees, or for military pay; or for unpaid disciplinary suspensions of one or more full days imposed 

in good faith for workplace conduct rule infractions.  Also, an employer is not required to pay the full salary in the initial or terminal 

week of employment, for penalties imposed in good faith for infractions of safety rules of major significance, or for weeks in which 

an exempt employee takes unpaid leave under the Family and Medical Leave Act.  In these circumstances, either partial day or full 

day deductions may be made to the extent permitted by law. 

 

Pay Deductions for Leaves of Absence 
 

The District provides a variety of leaves of absence to allow non-exempt to be absent from work.  As a public employer, the District is 

expected to record and monitor the work that employees perform and to conform to principles of public accountability in its 

compensation practices.  Therefore, it is the policy of the District that when a non-exempt employee is absent from work for less than 

one work day, the employee’s pay will be reduced or the employee will be placed on leave without pay if: 

 the employee has not sought permission to use paid leave for this partial-day absence; 

 the employee has sought permission to use paid leave for this partial-day absence and permission has been denied; 

 the employee’s accrued paid leave has been exhausted; or 

 the employee chooses to use leave without pay. 

 

In each case in which a non-exempt employee is absent from work for part of a work day, a deduction from compensation will be 

made or the employee will be placed on leave without pay for a period of time which is equal to the employee’s absence from the 

employee’s regularly scheduled hours of work on that day. 

 

Compliance 

It is District policy to comply with all applicable laws with respect to payments of wages, salaries, and benefits to employees, 

including the Fair Labor Standards Act, including specifically the salary basis requirements of the FLSA, and the Iowa Wage Payment 

Collection Act.  Therefore, all administrators and supervisors are prohibited from making any improper deductions from the salaries 

of employees.  Employees are to be aware of this policy and that the District does not allow deductions that violate federal or state 

law. 

 

If an employee believes that an improper deduction has been made to the employee’s salary, or that proper payment has not been 

made, the employee should immediately report this information in writing to the director of business affairs.  Reports of improper 

deductions or payments will be promptly investigated.  If it is determined that an improper deduction has occurred, the employee will 

be promptly reimbursed for any improper deduction made.  This procedure is in addition to any other complaint process that may also 

be available to employees. 

 

 

Policy Title:      Employee Insurance Program               Code No.   402.5 

Group, medical, dental, vision, term life insurance and long-term disability insurance is available to employees, as set forth in an 

employee handbook, or individual contract approved by the Board of Education.  The Superintendent or designee in consultation with 

the Director of Business Affairs and the Director of Human Resources will select the group benefit program(s) and the insurance 

company or third party administrator which will provide or administer the program. For health insurance coverage, the Board of 

Education will offer employees who work an average of at least 30 hours per week or 130 hours per month, based on the measurement 

method adopted by the Board of Education, minimum essential coverage which is anticipated to be affordable and provide minimum 

value in accordance with the requirements of the Patient Protection and Affordable Care Act, or applicable federal law.  For all other 

coverage eligible employees must be employed for at least 80 percent of full time for nine months or more each year.  Application of 

this rule means classified employees must be employed at least 32 hours per week. Contributions by the District shall be determined 

annually for individuals and family group medical, dental, vision, term life insurance and long-term disability. 
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Employees who are 50 percent to 79.99 percent F.T.E. (full-time equivalent) are eligible to apply for participation in the Group 

Insurance Plan. Such employees will pay the total cost of insurance premiums.  

 

Employees who have insurance coverage provided by the District and are involuntarily reduced below 80 percent F.T.E. will retain 

District provided insurance coverage for 12 months or as required by law. 

 

All school employees are covered by worker’s compensation insurance.  This policy covers medical expenses and disability 

compensation for accidents occurring while the employee is on duty.  (Such accidents are not covered by the school insurance 

program explained above.)  When an employee has an accident, he/she must report this immediately to his/her supervisor. 

The following rules will apply to the worker’s compensation disability checks and deductions: 

 

1. The insurance company shall notify the employee and the school business office as to the amount of payment and the dates 

of coverage. 

 

2. The school business office shall reduce sick leave payments by the amount of disability compensation for worker’s 

compensation received by the employee.  Such deductions shall be based on per day payments.  If worker’s compensation 

should exceed sick leave payments, only the total amount of sick leave per day shall be deducted.  In no case shall the 

employee receive less than provided for under the school sick leave policy. 

 

Employees would also have the choice of choosing the worker’s compensation allowance only which would put them on unpaid status 

with the school District.  Employees would be personally responsible for medical and dental insurance premiums normally paid by the 

District for each month the employee is not in a paid leave status. 

 

 

Policy Title:                 Annuities                               Code No.   402.6 

Premiums for payment of annuities and deferred compensation programs from the State of Iowa sponsored plan, or other plan as 

approved by the Board of Education, may be deducted from the salaries of employees provided that written application from the 

employees for such deductions shall be on file. 

 

 

Policy Title:                                  Employee Health:           Code No.   402.7 

      Physical and Mental Health Examinations: Vaccines 

New Employees 

Reports of physical examinations shall be required of all employees who will be working in job categories designated by the District 

to have physical examinations, including, but not limited to, custodial employees, food service employees, and transportation 

maintenance employees.  Such examinations shall be required upon their initial employment with the District and/or at the time of 

their transfer into a position in a job category designated by the District to have physical examinations, certifying fitness to perform 

assigned duties with or without reasonable accommodation.  The reports shall be required only after an offer of employment has been 

made.  The examination shall be conducted by a medical professional selected by the District.  

Bus drivers shall present reports of physical examinations by a certified medical examiner selected by the District evidencing fitness 

to perform duties as required by law.  Such examinations shall be required upon initial employment and/or at the time of their transfer 

into the position, and every other year thereafter as required by law or more frequently as required by the District or Health Care 

Provider.  

Additional Examinations 

An employee may be required to have additional examinations (physical and/or mental) when, in the judgment of the superintendent 

or designee, or the Board of Education, such examinations are job related and consistent with business necessity. Such examinations 

shall be at the District’s expense.  

Vaccines  

Employees identified as having reasonably anticipated occupational contact with blood or infectious materials in their work settings 

shall receive training and education on safety precautions and shall be provided the opportunity for a District-paid Hepatitis B 

vaccine.  The employee shall sign a written waiver if he/she refuses the vaccine. 
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Code Number 402.7 

 Exhibit A 

 

MEDICAL VERIFICATION 

CEDAR FALLS COMMUNITY SCHOOL DISTRICT 

 

Name of Person Examined:           

 

Address:             

 

Primary Phone Number:              

        

Social Security Number:           

 

Position:             

 

Building:             

 

I certify that he/she  is,  is not, fully qualified in health to perform the assigned duties of the position listed above. 

 

Additional remarks:            

 

              

 

              

 

              

 

____________________________          

Name of Examining Physician,   Address 

Chiropractor, Licensed Physician,           

Assistant, or Advanced Registered  

Nurse Practitioner 

 

 

              

Signature of Examining Physician, Chiropractor,    Date of Examination 

Licensed Physician Assistant, or Advanced Registered 

Nurse Practitioner 

 

Return to:       

  Cedar Falls Comm. School District  

1002 West 1
st
 Street 

Cedar Falls, Iowa  50613 

   

Policy Title:              Employee Health: Occupational Exposure        Code No.   402.9 

                 to Bloodborne Pathogens 
The superintendent or designee shall be responsible to insure that the District implements, reviews and updates at least annually, an 

exposure control plan to eliminate or minimize employees’ occupational exposure to bloodborne pathogens in accordance with 

applicable OSHA requirements.  The plan shall designate a response team at each building.  Failure of an employee to comply with 

the plan shall be grounds for disciplinary action, up to and including discharge.  

The District shall provide at no cost to the employees necessary supplies, personal protective devices, and training for employees to 

comply with the exposure control plan.  Training shall include a discussion of universal precautions. 

Employees identified as having reasonably anticipated occupational contact with blood or infectious materials shall receive the 

Hepatitis B vaccine at District expense or shall sign a written waiver declining the vaccine. 

Following a report of an exposure incident, the District shall make immediately available to the exposed employee a confidential 

medical examination and follow-up. 
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Medical records shall be maintained for each employee with occupational exposure.  Such records shall be kept confidential and shall 

not be disclosed without the employee’s express written consent to any person within or outside the workplace, except as required by 

law. 

Data and records regarding employee communicable diseases shall be maintained separately from general personnel files to protect 

the privacy of the employee. This shall not be construed to prevent appropriate administrative and nursing staff from being informed 

of which employee has a communicable disease in accordance with law.  

 

 

Policy Title:              Employee Health:  Injury at Work                   Code No.   402.10 

If an employee is injured at work, school personnel, or contracted personnel, may administer minor or emergency first aid.  If 

necessary, a member of the family shall be notified or the employee shall be transported to a medical facility.  Each employee shall 

maintain an up-to-date emergency medical form on file in the building office. 

It is the responsibility of the employee injured on the job to report the injury to the Superintendent or designee as soon as reasonably 

practicable. If possible, The employee, or a person on behalf of the employee, shall file an accident report with the District within 24 

hours of the occurrence.  It shall be the responsibility of the employee to cooperate with any investigation into the occurrence. 

 

Policy Title:                Hazardous Chemical Disclosure                   Code No.   402.11 

The Board of Education authorizes the maintenance of a comprehensive hazardous chemical communication program for the District 

to disseminate information about hazardous chemicals in the workplace. 

Each employee shall review information about hazardous substances.  Further, when a new employee is hired, the information and 

training, if necessary, shall be included in the orientation of the employee.  When an additional hazardous substance enters the 

workplace, information about it shall be distributed and training shall be conducted for the appropriate employees.  The District shall 

maintain a file indicating when training and informing takes place. 

School district personnel who will be instructing or otherwise working with students shall disseminate information about the 

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

 

 

Policy Title:             Drug and Alcohol-Free Workplace                Code No.   402.12.1 

General 

No employee shall possess, use, be under the influence of, distribute, dispense, or manufacture any alcoholic beverage or controlled or 

illegal substance in the workplace or during work time unless legally prescribed by a physician.  “Workplace” includes school district 

premises, property, facilities or vehicles; “workplace” also includes non-school property if the employee is at any school-sponsored, 

school-approved or school-related event, activity or function including, but not limited to, field trips and athletic events where 

students are under the control of the school district or where the employee is engaged in school business.  Any violation of this policy 

shall be grounds for discipline, up to and including immediate discharge. 

 

Federal Grant Employees 

 Prohibition 

   In addition, no employee engaged in work in connection with a federal grant shall unlawfully manufacture, distribute, dispense, 

possess or use, on or in the workplace, any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana or any other 

controlled substance as defined in schedules I through V of section 202 of the Controlled Substances Act and as further defined by 

federal regulation. 

 “Workplace” is defined to mean the site for the performance of work done in connection with a federal grant.  This includes, but is not 

limited to, any building or any school premises, any school-owned or approved vehicle used to transport students to and from school 

or school activities, off school property during any school-sponsored or approved activity, event, or function, where students are under 

the jurisdiction of the District where work on a federal grant is performed. 

 Reporting 

 As a condition of employment on any federal grant, each employee who is engaged in performance of a federal grant shall agree to 

abide by this policy and shall notify his or her supervisor of his or her conviction of any criminal drug statute for a violation occurring 

in the workplace as defined above, no later than five days after such conviction. 
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Sanctions 

An employee who violates the terms of this policy may be suspended or discharged, at the discretion of the District and in accordance 

with law. 

Notification 

The superintendent or designee shall give a copy of this policy to each employee engaged in the performance of federal grants.  The 

superintendent or designee shall also notify the granting agency within ten days after receiving notice of a conviction.   

Programs 

The superintendent or designee shall also establish a drug-free awareness program to inform employees of this policy, possible 

sanctions for violation of this policy, of the dangers of drug abuse in the workplace, and of any available drug counseling, 

rehabilitation and employee-assistance programs. 

 

No Limitations 

This policy is not intended to limit the rights of the District to discipline, including discharging, any employee who engages in an 

illegal act involving alcohol or drugs away from school when such violation adversely affects the employee’s ability to perform 

his/her duties.  Further, the section on a drug-free workplace under federal grant programs shall not limit the District’s authority to 

prohibit other alcohol and drug-related behavior as set forth in this policy. 

 

 

Policy Title:                  Drug and Alcohol Testing Program for                   Code No. 402.12.2  

Drivers of Buses and other Vehicles Requiring a Commercial Driver’s License (CDL) 

It is the policy of the Cedar Falls Community School District to administer a drug and alcohol testing program in compliance with 

federal transportation regulations. 

 

Employees who operate school vehicles are subject to drug and alcohol testing if a Commercial Driver’s License (CDL) is required to 

operate the school vehicle and the school vehicle either transports 16 or more persons including the driver or weighs 26,001 pounds or 

more.  For purposes of the drug and alcohol testing program, the term “employees” includes applicants who have been offered a 

position to operate a school bus or other vehicle requiring a CDL. 

 

The employees operating a school vehicle as described above are subject to pre-employment drug testing and random, reasonable 

suspicion, post-accident, return-to-duty, and follow-up drug and alcohol testing. Employees operating school vehicles will not perform 

a safety-sensitive function within four hours of using alcohol. Employees governed by this policy are subject to the drug and alcohol 

testing program beginning the first day they operate or are offered a position to operate school vehicles and continue to be subject to 

the drug and alcohol testing program as long as they may be required to perform a safety-sensitive function as it is defined in the 

administrative regulations. Employees with questions about the drug and alcohol testing program may contact the school district 

contact person, Director of Human Resources, at the James L. Robinson Administration Center, 1002 West First St, Cedar Falls, IA  

50613. 

 

Employees testing positive for alcohol or illegal drug use, and/or who otherwise refuse to submit to alcohol or drug tests, violate the 

terms of this policy or any administrative regulations implementing this policy, and will be subject to discipline up to and including 

termination from their position on the first offense.  At the District’s discretion, employees who violate this policy may be required to 

successfully participate in a substance abuse evaluation and, if recommended, a substance abuse treatment program.  Employees who 

refuse to participate in a substance abuse evaluation or recommended treatment program may be subject to discipline up to and 

including termination.  The District’s responsibility for the cost of any evaluation, treatment or counseling will be limited to the 

benefits provided by the District’s health insurance plan for such evaluation, treatment or counseling.  The District is required to keep 

records of all drug and alcohol violations by employees for a minimum of five years. Information related to drug and alcohol 

violations will be reported to the Federal Motor Carrier Safety Administration (FMCSA) Clearing House. Additionally the District 

will conduct FMCSA Clearing house queries on employees annually. Employees must provide written consent for the District to 

perform FMCSA Clearing house queries; employees who withhold consent will be prohibited from performing any safety sensitive 

function. It is the responsibility of the superintendent or designee who shall serve as the Designated Employer Representative (DER) 

to develop administrative regulations to implement this policy in compliance with the law. The superintendent or designee is 

authorized to receive communications and test results from service agents and is authorized to take immediate actions to remove 

employees from safety-sensitive duties and to make required decisions in the testing and evaluation processes.  The superintendent or 

designee will inform applicants of the requirement for drug and alcohol testing in notices or advertisements for employment. 

 

The superintendent or designee will also be responsible for publication and dissemination of this policy and supporting administrative 

regulations and forms to employees operating school vehicles. The superintendent or designee will also oversee a substance-free 

awareness program to educate employees about the dangers of substance abuse and notify them of available substance abuse treatment 

resources and programs. 
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Policy Title:                  Drug and Alcohol Testing Program for               Code No. 402.12.2 E1 

Drivers of Buses and other Vehicles Requiring a Commercial Driver’s License (CDL) 

Notice to Employees 

 

EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY  402.12.2 ARE HEREBY NOTIFIED they are 

subject to the school district’s drug and alcohol testing program for pre-employment drug testing and random, reasonable suspicion, 

post-accident, return-to-duty, and follow-up drug and alcohol testing as outlined in the Drug and Alcohol Testing Program policy, its 

supporting documents and the law. 

 

Employees who operate school vehicles are subject to drug and alcohol testing if a Commercial Driver's License (CDL) is required to 

operate the school vehicle and the school vehicle either transports 16 or more persons including the driver or weighs 26,001 pounds or 

more.  For purposes of the drug and alcohol testing program, “employees” also includes applicants who have been offered a position 

to operate a school bus or other vehicle requiring a CDL. The employees operating a school vehicle as described above are subject to 

the drug and alcohol testing program beginning the first day they operate or are offered a position to operate a school vehicle and 

continue to be subject to the drug and alcohol testing program as long as they may be required to perform a safety-sensitive function 

as it is defined in the administrative regulations. 

 

Driving a school bus or vehicle requiring a CDL is considered a “safety-sensitive function” by the U.S. Department of Transportation.  

Employees operating school vehicles will not perform safety-sensitive functions within four hours of consuming alcohol.  Safety-

sensitive function means all time from the time a driver begins to work or is required to be in readiness to work until the time s/he is 

relieved from work and all responsibility for performing work.  Safety-sensitive functions shall include: 

 

1. All time at an employer or shipper plant, terminal, facility, or other property, or on any public property, waiting to be 

dispatched, unless the driver has been relieved from duty by the employer;  

2. All time inspecting equipment as required or otherwise inspecting servicing, or conditioning any commercial motor vehicle 

at any time; 

3. All time spent at the driving controls of a commercial motor vehicle in operation;  

4. All time, other than driving time, in or upon any commercial motor vehicle except time spent resting in a designated sleeper 

berth;  

5. All time loading or unloading a vehicle, supervising, or assisting in the loading or unloading, attending a vehicle being 

loaded or unloaded, remaining in readiness to operate the vehicle, or in giving or receiving receipts for shipments loaded or 

unloaded; and 

6. All time repairing, obtaining assistance, or remaining in attendance upon a disabled vehicle.   

 

It is the responsibility of the superintendent or designee to inform employees of the drug and alcohol testing program requirements. 

Employees with questions regarding the drug and alcohol testing requirements will contact the school district contact person, Director 

of Human Resources, at the James L. Robinson Administration Center, 1002 West First St, Cedar Falls, IA  50613. 

 

EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE FURTHER NOTIFIED that employees 

violating this policy, its supporting documents or the law, may be subject to discipline, up to and, including termination. 

 

EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE FURTHER NOTIFIED it is a condition of 

their continued employment to comply with the Drug and Alcohol Testing Program policy, its supporting documents and the law. It is 

a condition of continued employment for employees operating a school vehicle to notify their supervisor of any prescription 

medication they are using. Drug and alcohol testing records about a driver are confidential and are released in accordance with this 

policy, its supporting documents or the law. 

 

 

Policy Title:                  Drug and Alcohol Testing Program for                   Code No. 402.12.2 E2 

Drivers of Buses and other Vehicles Requiring a Commercial Driver’s License (CDL) 

Pre-Employment Testing Acknowledge Form 

 

I, ___________________________________, have received a copy, read and understand the Drug and Alcohol Testing Program 

policy of the Cedar Falls Community School District and its suppor  

 

I understand that the position for which I am applying at the District is governed by the Drug and Alcohol Testing Program policy, its 

supporting documents and the law, and that if I violate the Drug and Alcohol Testing Program policy, its supporting documents or the 

law, I may be subject to discipline, up to and, including termination. 

 



 
Board of Education Minutes 

July 11, 2022 

Page 61 

 

 

I also understand that I must inform my supervisor of any prescription medication I use. 

 

In addition, I have received a copy of the U.S. DOT publication, “What Employees Need to Know about DOT Drug & Alcohol 

Testing,” and have read and understand its contents.  

 

Furthermore, I know and understand I am required to submit to a controlled substance (drug) test, the results of which must be 

received by this employer before being employed by the school district and before being allowed to perform a safety-sensitive 

function. I also understand that if the results of the pre-employment test are positive, that I will not be considered further for 

employment with the school district. 

 

I further understand that drug and alcohol testing records and information about me is confidential, and may be released at my request 

or in accordance with the District’s drug and alcohol testing program policy, its supporting documents or the law.  

 

   

(Signature of Employee)  (Date) 

 

 

Policy Title:    Drug and Alcohol Policy and Testing Program  Code No. 402.12.3 

for Individuals Not Required to Possess a Commercial Driver’s License 

Statement of Policy 

In order to foster an appropriate environment for the education of students and to protect the health and safety of employees, it is the 

policy of the Cedar Falls Community School District that the following conduct is prohibited: the use, sale, offering for sale, 

distribution, manufacturing, or possession of illegal drugs, controlled substances, imitation controlled substances or counterfeit 

controlled substances in the workplace;  

(1) any improper use of “legal” or physician-prescribed drugs in the workplace, 

(2) the use, sale, offering for sale, or possession of alcoholic liquor (beer, wine, or alcohol) in the workplace, and  

(3) being under the influence of illegal drugs or controlled substances, alcoholic liquor (beer, wine, or alcohol) or improperly 

used prescription drugs in the workplace. 

 

Application 

The portion of this policy which pertain to testing (Sections C through M) apply to all individuals who are not required to possess a 

commercial driver’s license in order to perform the duties of their position, with the exception of Section E, Pre-employment Testing, 

which shall not apply to substitute employees, temporary or seasonal employees. 

Unless otherwise specified, this policy applies to all District employees, including part-time employees. 

This policy applies to off-site lunch periods or breaks when an employee is scheduled to return to work. Visitors, vendors, and 

contractor employees are governed by this policy while on District premises and will not be permitted to conduct business if found to 

be in violation of this policy. 

 

Testing Provisions 

The District will conduct drug testing when the District makes an offer of employment to individuals who are not required to possess 

a commercial driver’s license in order to perform the duties of their position. 

The District may conduct drug and alcohol testing of individuals who are not required to possess a commercial driver’s license in 

order to perform the duties of their position under the following circumstances: 

 Where there is reasonable suspicion of the use of illegal drugs, controlled substances or alcohol, 

 When investigating certain workplace accidents, and/or injuries, and  

 During or after rehabilitation. 
 

Definitions 

(1) As used in this policy, the term “controlled substance” means any substance specified in Schedule I, II, III, IV, or V of the  

federal Controlled Substances Act, 21 U.S.C. 801 et. seq. and published at 21 CFR 1308.11 and 21 CFR 1308.12, and any 

substance defined as a “controlled substance” by federal or state law. 
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(2) Workplace is defined as the site for the performance of work done in the capacity as an employee.  This includes school 

District facilities, other school premises or school District vehicles.  Workplace also includes non-school property if the 

employee is at any school sponsored, school-approved or school-related event, activity or function including, but not limited 

to, field trips and athletic events where students are under the control of the District or where the employee is engaged in 

school business. 

(3) Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular weight alcohol including 

methyl or isopropyl alcohol.  The term “alcohol” may include, but is not limited to, beer, wine, liquor, other alcoholic 

beverages, and medicines containing alcohol (unless the packaging seal is unbroken). 

 

Pre-Employment Testing 

Applicants for employment will undergo drug testing as part of the physical requirements prior to commencement of their duties 

for employment.   The testing will be conducted at a laboratory or testing facility approved under rules adopted b y 

the Department of Health and specified by the District.  If the test of an individual results in a Medical Review Officer 

(MRO)-verified positive test for the use of controlled substances, the applicant will not be eligible for employment. 

 

Reasonable Suspicion Testing 

Any employee who is reasonably suspected of being impaired by or under the influence of a controlled substance or alcohol will be 

suspended from their job duties pending an investigation and verification of their condition. Employees who are reasonably suspected 

of being impaired by or under the influence of a controlled substance or alcohol will not be permitted to drive a motor vehicle after 

they have been suspended. If the employee has driven a motor vehicle to work, the employee must either make arrangements with 

another individual to drive their vehicle or must make arrangements for alternative transportation. 

 

Employees may be subject to testing when the superintendent or designee has reason to believe that an employee is using or has used 

alcohol or other drugs in violation of the District’s written policy drawn from specific objective and articulable facts and reasonable 

inferences drawn from those facts in light of experience.  For purposes of this provision, facts and inferences may be based upon, but 

are not limited to, any of the following: 

 

 Observable phenomena while at work such as direct observation of alcohol or drug use or abuse or of the physical symptoms 

or manifestations of being impaired due to alcohol or other drug use. 

 Abnormal conduct or erratic behavior while at work or a significant deterioration in work performance. 

 A report of alcohol or other drug use provided by a reliable and credible source. 

 Evidence  that  an  individual  has  tampered  with  any  drug  or  alcohol  test  during  the individual’s employment with the 

District. 

 Evidence that the employee has manufactured, sold, distributed, solicited, possessed, used, or transferred drugs while working 

or while on the District’s premises or while operating the District’s vehicle, machinery, or equipment. 

 

Reasonable suspicion testing will only be required during, just before, or just after the period of the day when the employee is 

engaged in work functions. 

 

Employees who are required to submit to reasonable suspicion testing will be suspended from their job duties pending an 

investigation and the report of the tests.  If the test of the employee produces an alcohol concentration result of less than 0.04 and/or 

Medical Review Officer (MRO) verified negative test result for the use of controlled substances, then the period of suspension will 

be with pay.  If the test of the employee leads to an MRO-verified positive test result for the use of controlled substances or an 

alcohol concentration of 0.04 or greater, then the period of suspension will be without pay and further disciplinary action may be 

taken up to and including termination of employment.   

 

Post-Injury Testing 

Employees may be subject to testing if they have suffered a work-related injury for which a report could be required under Iowa 

Code Chapter 85, Workers Compensation.  Iowa Code Section 85.16(2) provides that worker’s compensation benefits will not be 

allowed for an injury which was caused by the employee’s intoxication, if the intoxication was a substantial factor in causing the 

injury.  In determining whether an employee will be required to submit to a post-injury drug test, the District will apply the standards 

set forth in Part F of this policy (“Reasonable Suspicion Testing”). 
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The employee is permitted to obtain necessary medical attention following an accident, to leave the scene of an accident for the 

period necessary to obtain necessary emergency medical care, but the employee will be subject to post-injury testing and must remain 

readily available for testing or the employee will be deemed to have refused to submit to testing. 

  

Alcohol tests will be administered as soon as practicable, but no later than eight hours after the injury. Tests for illegal drugs or 

controlled substances will be administered as soon as practicable, but no later than 32 hours after the injury. 

 

Rehabilitation 

Employees who have tested positive on a drug or alcohol test and whose employment has not been terminated will be subject to 

testing during, and after completion of, drug or alcohol rehabilitation. The number, type, and frequency of follow-up tests will be 

as directed by the substance abuse professional and, unless otherwise recommended, will consist of at least six tests in the first 12 

months following the employee’s return to duty. 

 

Cooperation Required 

Any individual who refuses to submit to an alcohol or controlled substance test, who provides false information in connection with a 

test, or who attempts to falsify test results through tampering, contamination, adulteration, or substitution will be subject to 

disciplinary action.  The phrase “refuses to submit to an alcohol or controlled substance test” means that the individual: 

 Fails to provide adequate breath for testing without a valid medical explanation after he/she has received notice of the 

requirement for breath testing, or 

 Fails to provide adequate urine for controlled substance testing without a valid medical explanation after he/she has received 

notice of the requirement for urine testing, or 

 Engages in conduct that clearly obstructs the testing process.    

 

All employees are encouraged to make use of available resources for treatment of substance abuse problems. Under certain 

circumstances, employees may be referred for treatment for substance abuse. An employee will be subject to disciplinary action for: 

 A failure or refusal to submit to an evaluation. 

 A failure or refusal to undergo treatment recommended as a result of an evaluation. 

 Withdrawal from or a failure to satisfactorily complete the treatment program recommended as a result of an evaluation. 

 Withdrawal from or a failure to satisfactorily participate in an aftercare program, if aftercare is prescribed as a part of 

treatment. 

 

Testing will be conducted in a manner to assure the highest degree of accuracy and reliability by using techniques and laboratory 

facilities which meet the requirements of the Iowa Department of Health. 

 

Confirmatory Testing 

If the result of the initial test for alcohol is positive or if the result of the initial test is positive for the presence of a controlled 

substance, a confirmatory test must be performed. The confirmatory test will use a different chemical process than was used in the 

initial screen for drugs or alcohol.   The confirmatory drug or alcohol test will be a chromatographic technique such as gas 

chromatography/mass spectrometry, or another comparably reliable analytical method. 

 

Employee Requested Testing 

If a confirmed positive drug or alcohol test for a current employee is reported to the District by the Medical Review Officer (MRO), 

the District will notify the employee in writing by certified mail, return receipt requested, of the results of the test, the employee’s 

right to request and obtain a confirmatory test of the second sample collected at an approved laboratory of the employee’s choice, and 

the fee payable by the employee to the District for reimbursement of expenses concerning the test. The fee charged an employee will 

be an amount that represents the costs associated with conducting the second confirmatory test, which will be consistent with the 

District’s cost for conducting the initial confirmatory test on an employee’s sample. 

 

If  the  employee,  in  person  or  by  certified  mail,  return  receipt  requested,  requests  a  second confirmatory test, identifies an 

approved laboratory to conduct the test, and pays the District the fee for the test within seven days from the date the District mails by 

certified mail, return receipt requested, the written notice to the employee of the employee’s right to request a test, a second 

confirmatory test will be conducted at the laboratory chosen by the employee. The results of the second confirmatory test will be 

reported to the medical review officer who reviewed the initial confirmatory test results and the medical review officer will review t  
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he results and issue a report to the District on whether the results of the second confirmatory test confirmed the initial confirmatory  

test as to the presence of a specific drug or alcohol. If the results of the second test do not confirm the results of the initial 

confirmatory test, the District will reimburse the employee for the fee paid by the employee for the second test and the initial 

confirmatory test will not be considered a confirmed positive drug or alcohol test for purposes of taking disciplinary action. 

 

If a confirmed positive drug or alcohol test for a prospective employee is reported to the District by the medical review officer, the 

District will notify the prospective employee in writing of the results of the test, of the name and address of the medical review 

officer who made the report, and of the opportunity for the prospective employee to request records. 

 

Consequences for Violations 

Post Offer/Pre Employment: 

If the test of an individual who is applicant for employment results in a Medical Review Officer (MRO)-verified positive test for the 

use of controlled substances or alcohol, the applicant will not be eligible for employment. 

 

Employees: 

Disciplinary action, including termination of employment, may be taken against employees for any of the following reasons: 

 A violation of any provision of Board of Education Policy. 

 If the test of the employee results in a Medical Review Officer (MRO)-verified positive test for the use of controlled 

substances or an alcohol concentration of 0.04 or greater. 

 A failure or refusal to submit to testing. 

 Engages in conduct that clearly obstructs the testing process.   

 A failure or refusal to submit to an evaluation. 

 A failure or refusal to undergo treatment recommended as a result of an evaluation. 

 Withdrawal from or a failure to satisfactorily complete the treatment program recommended as a result of an evaluation. 

 Withdrawal from or a failure to satisfactorily participate in an aftercare program, if aftercare is prescribed as a part of 

treatment. 

 

 

Payment for Evaluation and Treatment 

 

The District’s responsibility for the cost of any evaluation, treatment, or counseling will be limited to the benefits provided by the 

District’s health insurance plan for such evaluation, treatment, or counseling. 

 

 

Policy Title:            Violence in the Work Place                  Code No.   402.13 

Cedar Falls Community School District is committed to providing a safe, professional work environment that is free of violence, 

either by employees against other employees or by third parties against employees.  Work place violence may include, but is not 

limited to, the following when such conduct is committed on school district property, at a school district activity or event, or in 

connection with a school district activity or event: 

 offensive and/or unlawful touching by one person against another, 

 threats of bodily harm to another, 

 causing physical harm or injury to another, 

 use of abusive language, threatening, or intimidating comments, 

 possession of unauthorized firearms or weapons, 

 conduct detrimental to school personnel, which may cause undue disruption of work or be perceived as endangering the safety 

of persons or property, 

 stalking, or 

 causing or encouraging another to commit conduct as listed above. 
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Such conduct will be subject to disciplinary action, up to and including termination of employment.  Employees, who believe they 

have been subjected to violence in the work place, as defined in this policy, should immediately terminate all contact and 

communication with the offending party, inform their immediate supervisor and file a written complaint with the Director of Human 

Resources.  Allegations of work place violence shall be investigated, documented and, if substantiated, disciplinary action shall be 

taken.  Initiating legitimate complaints under this policy shall not cause any negative impact on the complainant, nor shall it affect 

their employment, compensation or work assignments. 

 

Policy Title:                     Personnel Files; Release of Information            Code No.   402.14 

A confidential file of employment records shall be maintained for each employee in the central administration office.  Included in the 

file shall be the following, without limitation:  licenses and transcripts if required, employment application, references, contracts of 

employment, formal evaluations, disciplinary reports, and wage information.  Information on leave usage may be maintained 

separately.   

Confidential health information shall be maintained separately, such as: 

 medical forms, 

 sick or long-term disability leave days, 

 worker's compensation claims, 

 emergency information, 

 family and medical leave request forms, and  

 reasonable accommodations of an employee's disability.  

Except in limited instances allowed by law, only the superintendent or designee, the director of human resources, the employee's 

supervisors, the building principals, the Board of Education secretary, the employee, and authorized representatives of the District or 

of the employee shall have access to the confidential employee files without the employee’s consent or a valid subpoena.  However, 

information for tax purposes, for qualification for benefits, and for wage garnishment may be released. 

The following are considered public personnel records available for inspection: 

 the name and compensation of the individual, including any written agreement establishing compensation or any other terms 

of employment, except for that information that is otherwise protected; 

 The dates the individual was employed by the government body; 

 The positions the individuals holds or has held with the government body; 

 The educational institutions attended by the individual, including any diplomas and degrees earned, and the names of the 

individual’s previous employers, positions previously held and dates of employment; 

 The fact that the individual resigned in lieu of termination, was discharged, or was demoted as the result of disciplinary 

action, and the documented reasons and rationale for the resignation in lieu of termination, the discharge, or the demotion.   

 Personal information in personnel records pertaining to student workers shall only be released pursuant to the Family 

Educational Right to Privacy Act (FERPA) 

Employees who have listed the District as a place of employment or who have listed a District employee as a reference shall be 

deemed to have granted permission to the District to release information which may be included in the personnel file.  Information 

from confidential health records shall not be released, however, without permission of the employee.  This does not preclude release 

of leave usage information to a prospective employer, however. 

The following information only will be confirmed to any entity with whom an employee has applied for credit or has obtained credit:  

title of position, income, and number of years employed.  This information will be released without prior written notice to the 

employee.  Confidential information about the employee will not be released to an inquiring creditor without a written authorization 

from the employee. 

Each employee shall have the right to review the contents of his/her own confidential personnel file maintained in the central 

administration office, except for confidential credentials or reference letters.  An employee desiring to view the contents of his/her file 

shall make a request to the director of human resources.  No papers may be removed from the file, but copies may be obtained.  The 

District may charge a reasonable fee for copies.  The employee shall have the right to respond in writing to materials contained in the 

file. 
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Any school employee, contractor, or agent, shall not assist another school employee, contractor, or agent in obtaining a new job, apart 

from the routine transmission of administrative personnel files, if the individual or agency knows, or has probable cause to believe, 

that such school employee, contractor, or agent engaged in sexual misconduct regarding a minor or student in violation of the law.  

The l imitation does not apply if the matter has been properly reported to law enforcement and any other regulatory authorities 

required by law, and either:   

 The matter has been officially closed by the law enforcement agency;  

 The individual is acquitted or otherwise exonerated of the alleged misconduct; or 

 More than four years has passed since the case was opened, and no charges or indictment have been filed. 

All employee records, except payroll and salary records, shall be maintained for a minimum of seven years after termination of 

employment with the District.  Applicant records shall be maintained for a minimum of three years after the position was filled. 

 

Policy Title:             Professional Development            Code No.   402.15 

The Board of Education encourages staff members to continue professional growth by being involved in professional organizations, 

attending conferences, continuing advanced education and participating in other professional activities. 

The District shall maintain and support a professional development program for employees as part of its comprehensive school 

improvement plan and in accordance with applicable law.  

Requests for attendance or participation in a development program, other than those development programs sponsored by the District, 

shall be made to the employee’s supervisor.  The superintendent or designee shall have discretion to allow or disallow attendance, 

giving consideration to the value of the program to the employee and to the District, the effect of the employee’s absence on the 

educational program and District operations, the effect on the budget and other relevant factors. 

 

Policy Title:                Travel Reimbursement; Use of School Vehicle       Code No.   402.16 

Employees will be reimbursed for travel which has been approved by the superintendent or designee at the rate set by the Board of 

Education periodically.  Each employee requesting to use his/her personal vehicle on school business shall have personal liability 

insurance.  Employees will be reimbursed for actual and necessary travel expenses only if the employee received approval from the 

superintendent or designee in advance. 

 

Employees may be authorized to use a school vehicle to conduct business for the District or to attend District-related conferences or 

activities.  The vehicle shall be checked out after completion of an authorization form.  The vehicle shall not be used exclusively for 

personal use.  Only the person(s) authorized on the form shall be allowed to drive the vehicle, and only those persons authorized on 

the form shall be passengers in the vehicle.  The employee shall record the mileage and other pertinent information as requested.  All 

authorized drivers must have a valid driver’s license and must be insurable under the District’s liability insurance.  No tobacco 

products shall be used in the vehicles, and no alcoholic beverages or illegal substances shall be placed in the vehicle or consumed in 

the vehicle. 

 

 

Policy Title:                 Activity Passes                    Code No.   402.17 

Employees are encouraged to attend athletic, musical and dramatic events, and other school activities in order to obtain a 

comprehensive view of student accomplishments and to encourage students in their efforts.  All employees of the District, whether 

full-time or part-time, may attend events free of charge if they assist with extra duties at school activities without pay.  Employees 

may obtain activity passes for spouses and family members by assisting at additional events without pay.  The passes shall cover only 

regular school activities held within the District and shall not cover tournaments or special events. 

 

 

Policy Title:            Responsibility for Personal Property                   Code No.   402.18 

The District shall not be responsible for any lost, damaged, or stolen items of employee personal property brought onto school 

property or into school vehicles, nor shall the District be responsible for replacing, repairing or recovering such items.  

 

Policy Title:                  Collective Bargaining                    Code No.   402.19 

The Board of Education recognizes its obligation to bargain in good faith on mandatory subjects of bargaining with employee 

organizations certified by the Iowa Public Employment Relations Board as the exclusive bargaining representatives of District 

bargaining units.  The Board of Education shall be responsible for determining the composition of the Board of Education’s  
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negotiating team.  The Board of Education shall select a chief spokesperson who shall have the authority to represent the Board of  

Education in collective bargaining.  The Board of Education retains its authority to approve and ratify the collective bargaining 

agreement. 

The Board of Education shall set the parameters and goals for the negotiating team.  Periodic strategy sessions shall be conducted with 

the entire Board of Education to maintain open communications with the team. 

A public employee or any employee organization shall not negotiate or attempt to negotiate directly with a member of the Board of 

Education if the Board of Education has appointed or authorized a bargaining representative for the purpose of bargaining with the 

employees or their representative, unless the Board of Education member is the designated bargaining representative. 

Board of Education meetings held to discuss strategy in matters relating to employment conditions of employees, whether covered by 

collective bargaining agreements or not, are exempt from the Open Meetings Law and may be held without advance notice and 

without the right of the public to be present.  Negotiating sessions with certified employee organizations after the exchange of 

proposals shall be closed to the public, unless both the Board of Education and the employee organization agree to hold open sessions.  

However, the session in which the employee organization presents its initial bargaining position and the session in which the Board of 

Education presents its initial bargaining position shall be open to the public and subject to the Open Meetings Law. 

 

Policy Title:                                Professional Ethics                                  Code No.  403.1 

School personnel shall not act as agents or accept commissions, royalties or other gratuities for school textbooks, school supplies 

(including sports apparel or equipment), or other school materials or services to be selected or purchased by the District, the selection 

or purchase of which they may influence.  Licensed personnel shall adhere to the standards of professional practices set forth by the 

Iowa Board of Educational Examiners and by District policies, rules and regulations. 

 

Employees shall not use their positions with the District for personal financial gain from a private activity.  Employees shall not use 

confidential information regarding students to further a private activity.  Employees may not solicit students for contributions to or 

purchase from a private business.  Employees shall not solicit contributions to nonprofit organizations without consent of the 

superintendent or designee. 

 

 

Policy Title:                  Tutoring and Conducting Personal Business          Code No.  403.2 

All instructional and extra-curricular services to students shall be provided as a part of the District's instructional and activity program.  

No employee shall accept fees or other compensation for private tutoring, lessons, coaching or any other educational services for 

District students during the school year or while under contract outside of the school year unless specific written approval is obtained 

in advance from the superintendent or designee. 

 

No District facilities, equipment, materials or supplies shall be used by any employee for private tutoring, lessons, coaching or any 

other educational services or for an employee’s private business or activities without prior specific approval from the superintendent 

or designee. 

 

The Board of Education, through its administration, retains all rights to determine when individuals and employees, when on school 

property or during working hours, may conduct personal business. 

 

Policy Title:                        Conflicts of Interests                     Code No.  403.3 

No employee shall engage in any outside employment or activity which is in conflict with the employee’s official duties and 

responsibilities.  Situations in which an unacceptable conflict of interest shall be deemed to exist shall include, but not be limited to: 

(1) The outside employment or activity involves the use of the District’s time, facilities, equipment and supplies or the use of 

the District badge, uniform, business card or other evidence of office to give the employee or member of the employee’s 

immediate family an advantage or pecuniary benefit that is not available to other similarly situated employees or classes of 

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

an employee. 

(2) The outside employment or activity involves the receipt of, promise of, or acceptance of more or other consideration by the 

employee or a member of the employee’s immediate family from anyone other than the District for the performance of any 

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

in which the employee performs service for the District. 

(3) The outside employment or activity is subject to the official control, inspection, review, audit or enforcement authority of 

the employee during the performance of the employee’s employment. 
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 If the outside employment or activity is employment or activity in (1) or (2) above, the employee must cease the 

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

 Cease the outside employment or activity; or 

 Publicly disclose the existence of the conflict and refrain from taking any official action or performing any official duty that 

would detrimentally affect or create a benefit for the outside employment or activity.  Official action or official duty includes, 

but is not limited to, participating in any vote, taking affirmative action to influence any vote, or providing any other official 

service or thing that is not available generally to members of the public in order to further the interests of the outside 

employment or activity. 

 

When procurement is supported by Federal Child Nutrition funds, employees will not participate in the selection, award, or 

administration of a contract if there is a real or apparent conflict of interest in the contract.  Contract, for purposes of this paragraph, 

includes a contract where the employee, employee’s immediate family, partner, or a non-school district employer of these individuals 

is a party to the contract.   

 

It shall be the responsibility of each employee to be aware of an actual or potential conflict of interest.  It shall also be the 

responsibility of each employee to take the action necessary to eliminate such a conflict of interest.  Should a  

conflict of interest arise, an employee should not participate in any action relating to the issue from which the conflict arose. 

 

 

Policy Title:                             Gifts and Honoraria to District                            Code No.  403.4 

    Employees and Their Families           
Except as otherwise provided in this policy, no employee of the District or member of an employee’s immediate family (spouse or 

dependent children) shall solicit, accept, or receive any gift or series of gifts, nor shall any employee of the District accept an 

honorarium, if the donor is or is seeking to be a party to one or any combination of sales, purchases, leases, or contracts with the 

District or if the donor will personally be or is the agent of a person who will be directly or 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. 

A “gift” for purposes of this policy shall include anything of value in return for which legal consideration of equal or greater value is 

not given.  However, the following gifts may be allowed:  

(1) a contribution to a candidate; or  

(2) informational material relevant to official functions, such as books, pamphlets, reports, documents, periodicals 

or other information that is recorded in a written audio or visual format; or  

(3) anything received from a person related within the fourth degree by kinship or marriage, unless the donor is 

acting as an agent or intermediary; or  

(4) an inheritance; or  

(5) anything available or distributed free of charge to the public generally; or  

(6) items received from a bona fide charitable, professional, educational, or business organization to which the 

employee belongs as a dues paying member, if the items are given to all members of the organization without 

regard to the individual member’s status or positions held outside of the organization and if the dues paid are 

not inconsequential when compared to the items received; or  

(7) actual expenses for food, beverages, registration, travel, and lodging for a meeting which is given in return for 

the employee’s participation in a panel or speaking engagement at the meeting when the expenses relate 

directly to the day(s) on which the employee has participation or presentation responsibilities; or  

(8) plaques or items of negligible resale value given as recognition for public services; or  

(9) food and beverages provided at a meal that is part of a bona fide event or program at which the recipient is 

being honored for public service; or 
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(10) nonmonetary items with a value of $3.00 or less received from one donor during one calendar day; or  

 (11) items or services solicited by or given to, for purposes of a business or educational meeting, a state, national, or 

regional government organization in which the District is a member, or solicited by or given for purposes of a 

business or educational meeting, a state, national, or regional government organization whose membership and 

officers are primarily composed of state or local government officials or employees; or  

(12) items or services received as part of a regularly scheduled event that is part of a business or educational 

conference, seminar, or other meeting that is sponsored and directed by any state, national, or regional 

organization in which the District is a member, or received at such an event by members or representatives of 

members of state, national, or regional government organizations whose membership and officers are primarily 

comprised of state or local government officials or employees; or  

(13) funeral flowers or memorials to a church or nonprofit organization; or  

(14) gifts for an employee’s wedding or 25
th

 or 50
th

 wedding anniversary; or 

(15) payment of salary or expenses by the District for the cost of attending a meeting of a subunit of an agency when 

the employee whose expenses are being paid serves on a Board of Education, commission, committee, council 

or other subunit of the agency and the employee is not entitled to receive compensation or reimbursement of 

expenses from the District for attending the meeting; or 

(16) gifts other than food, beverages, travel and lodging received by an employee which are received from a person 

who is a citizen of a country other than the United States and is given during a ceremonial presentation or as a 

result of a custom of the other country and is of personal value only to the recipient; or 

(17) actual registration costs for informational meetings or sessions which assist the employee in the performance of 

the person’s official functions.  The costs of food, drink, lodging, and travel are not “registration costs” under 

this paragraph.  Meetings or sessions which the employee attends for personal or professional licensing 

purposes are not “informational meetings or sessions” under this paragraph. 

An otherwise prohibited nonmonetary gift may be accepted if the gift is donated within thirty days to a public body, the department of 

administrative services, or a bona fide educational or charitable organization as provided by law. 

An “honorarium” for purposes of this policy means anything of value that is accepted by, or on behalf of, an employee of the District, 

as consideration for an appearance, speech, or article.  However, the following “honoraria” may be accepted:  

(1) payment of actual expenses for registration, food, beverages, travel, and lodging when the expenses relate 

directly to the day(s) on which the employee has participation or presentation responsibilities; or  

(2) a non-monetary item if the employee donates the item within 30 days to a public body, a bona fide educational 

or charitable organization, or the department of administrative services of the State of Iowa; or  

(3) a payment made to the employee for services rendered as part of the employee’s private business, trade or 

profession if the payment is commensurate with the actual services rendered and is not made because of the 

person’s status as a public official or public employee but, rather, because of the employee’s special expertise 

or other qualifications. 

 

This policy shall not prohibit District employees from receiving gifts from or on behalf of students or groups of students for special 

occasions such as holidays, retirement, end of sessions, or periods of illness, provided the gift is not of excessive value and is not 

given to influence the employee’s judgment in professional or official matters, but rather is given as a token of appreciation. 

It shall be the policy of the District to encourage students and their parents to donate an item for the District or for a classroom or 

activity in lieu of donating gifts personally to an employee. 

It is the intent of the Board of Education that District officials and employees be extremely cautious and circumspect about accepting 

any gratuity, favor, or gift.  The acceptance of personal benefits raises suspicions that tend to undermine public trust. 

 



 
Board of Education Minutes 

July 11, 2022 

Page 70 

 

 

Policy Title:                    Use of District Facilities and Equipment                       Code No.  403.5 

Each licensed employee and supervisor will be issued keys or access codes to his/her assigned building and assigned room and shall 

take reasonable care to keep such items secure.  All keys and access codes shall be turned in upon request of the administration. 

An employee desiring to use school facilities and equipment for non-school business shall be subject to the same terms and conditions 

as other persons (refer to Board of Education Policy Code No. 1004.1 Rental of Facilities and Equipment). 

 

Policy Title:                                     Workplace Inspections                                   Code No.  403.6 

Employees may be assigned desks, workspaces, lockers or other storage areas, computers and electronic communications devices in 

connection with the performance of their job duties. These desks, workspaces, lockers, storage areas, computers and electronic 

communications devices are District property. The District retains the right to inspect these areas and devices, including accessing, 

inspecting and reading anything stored in or on them, at any time and for any reason, without notice, including checking for damage 

or for a violation of a District policy or rule. Employees have no expectation of privacy in desks, workspaces, lockers, storage areas, 

computers and electronic communications devices or in any materials or data therein, including any personal property or information 

stored in such spaces or on such devices.    

 

The District assumes no responsibility or liability for any items of employee personal property which are placed in or on desks, 

workspaces, lockers, storage areas, computers and electronic communications devices.  Employees are not to store hazardous 

materials, weapons, controlled substances not validly prescribed for the employee, or alcoholic beverages on District property, except 

that a small container of spray commonly used for self-defense may be stored on District property if the facility in which it is stored is 

locked.   

 

Except in cases of emergency, if the District conducts an inspection or examination under the terms of this policy, there will be at least 

two individuals present at the time of the inspection or examination.  Similarly, except in cases of emergency, if it is reasonably 

believed that an employee has a prohibited item inside a personal belonging the employee will first be asked to open the personal 

belonging before the inspection proceeds. 

 

 

Policy Title:                         Electronic Communication Systems                                        Code No.  403.7.1 

 

No Privacy Expectation 

 

All of the District’s automated and technology systems, including electronic mail, voice mail, Internet access and electronic storage 

systems are District property.  The District has the right to access, review, copy, modify, and delete any information transmitted 

through or stored in the system, including e-mail messages.  Files containing personal information or business of an employee are 

treated no differently than the District’s files, and the employee has no expectation of privacy in such materials.  

 

Computers Owned by the District 
 

Whether being used in the District or in another location: 

 Only authorized employees, authorized students, or persons authorized by the administration may use the computer as use by 

others puts District assets and records in jeopardy.  Employees are not to allow unauthorized persons access to District computer 

equipment whether by allowing use of the computer or by viewing the contents of the computer.   

 Only software approved by the District shall be loaded on the computer.  All software must be installed by the information 

technology department.  Individual employees shall not download software, including screen savers.  All software installed on 

District computers must be installed in the District’s software inventory.  The information technology department will catalog 

software and file all licensing agreements. 

 Passwords need to be kept secure in a discreet location. 

E-mail Usage Policy 

Use of e-mail to engage in any communication in violation of District policies, including transmission of defamatory, obscene, 

profane, offensive, or harassing messages, or messages that disclose personal information without authorization, is prohibited. 

 

Unauthorized use of another user’s name/account to access e-mail or the Internet is prohibited.  
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Internet Usage 
 

Internet resources may be used only for purposes that effectively support the District’s goals and objectives or for non-business 

purposes that are approved by the administration.  Employees are expected to access only educationally appropriate sites.  The District 

has the ability and reserves the right to review records of use of the Internet. 

The District will not be responsible for maintaining or payment of personal Internet accounts.  

 

Employees must respect all copyright and license agreements regarding software or publications they access from the Internet.  The 

District will not condone violations of copyright laws and licenses, and employees will be personally liable for any fines or sanctions 

caused by any license or copyright infringement. 

 

Inappropriate Uses of Internet and/or E-mail 
 

The District prohibits the inappropriate uses of the Internet (including e-mail), including, but not limited to, the following: 

 Disclosure of confidential or sensitive data known or entrusted to the District to any unauthorized individuals. 

 Misuse of copyrighted material or other copyright violations. 

 Communicating in ways that improperly disparage the products or services of other entities. 

 Communicating information that could be perceived as an official District position or endorsement without proper approval. 

 Using confrontational or improper language or making statements that are defamatory. 

 Creating, storing, accessing, viewing, or transmitting defamatory, pornographic, obscene, profane, illegal or otherwise 

offensive material. 

 Participating in any harassment. 

 Misrepresenting an individual’s identity or the source of communications or data.   

 Attempting to break into any other Internet server or gain unauthorized access to another’s systems or materials.  

 Accessing confidential information on computer resources without authorization. 

 Promoting political or religious positions.  

 Participating or engaging in activities that violate the law, or any District policies or standards. 

 Operating a personal business or using the Internet as provided by the District for personal gain.  

 Exporting or importing of any governmentally controlled technical data or software (such as software encryption) to or from 

unauthorized locations or persons, without appropriate licenses or permits.   

 

Employees’ e-mail/Internet access and other use of the District’s information technology systems may be monitored at any time, 

without prior notice.  Users violating any portion of these rules may receive a written warning or other discipline, including immediate 

discharge, depending upon the seriousness of the violation. 

 

Policy Title:                            Employee Use of Social Media                            Code No.  403.7.2 

The Cedar Falls Community School District expects its employees to model responsible and appropriate conduct, both at school and 

away from school.  Employees’ use of social media forms, including text, audio, video, images, podcasts, social networking websites 

including, but not limited to Facebook, Twitter, Instagram and similar sites now or in the future, and personal web pages or blogs, and 

electronic messaging, are subject to the normal requirements of legal and ethical behavior within the District community.  Employees 

should be guided by applicable laws, District policies, and sound professional judgment when using social media. 
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District / Professional Use of Social Media 

An employee using social media in his or her professional capacity as an employee of the District and/or pursuant to his or her official 

duties shall be honest about his or her identity, and be thoughtful and respectful when submitting or posting messages. In addition, 

employees using social media for such purposes should adhere to the following guidelines: 

 An employee must identify himself or herself and position held with the District. Never create an alias or be anonymous. 

 The “cfschools.org” address attached to an employee’s name and/or email implies that he/she is acting on behalf of the 

District and, as such, employees are expected to conduct themselves in a professional manner. 

 Any information shared via social media regarding the business of the District, whether using personal or District equipment, 

may be considered a public record. All information communicated through or maintained on the District’s system is subject 

to being monitored or inspected at any time. 

 Employees must comply with District policy on Use of Information Resources. 

 Absent parent permission, staff members may not share, send, or post pictures, text messages, e-mails or other material that 

personally identifies District students. Employees may not use images of students, e-mails, or other personally-identifiable 

student information for personal gain, profit, or any other non-school related purpose. 

 Staff members shall not submit or post confidential information about the District, its students, alumni, or employees; one 

must assume that most information about a student is protected from disclosure by both federal law (the Family Educational 

Rights and Privacy Act) and state law (Iowa Code Section 22.7(1)).  Disclosures of confidential or protected information 

may result in liability for invasion of privacy or defamation. 

 

 

Policy Title:                                Personal Communications                                 Code No.  403.8 

The Board of Education recognizes the need of its employees to send and receive personal communications during working hours 

from time to time.  Phone calls related to the educational program will be paid for by the District. 

Personal communications should be kept to the absolute minimum.  Employees are expected to exercise discretion in making and 

receiving personal communications during working hours. Personal communications should occur during the employee’s lunch, break 

or preparation time. 

No personal communications shall be billed to the District.  

 

Policy Title:                           Political Activity                                       Code No.  403.9.1 

Employees shall not engage in political activities upon District property or during a student activity.  Activities prohibited include, but 

are not limited to:  

 posting of political signs, circulars or petitions,  

 the distribution of political circulars or petitions,  

 the collection of and/or solicitation for campaign funds,  

 solicitations for campaign workers,  

 the use of students or equipment for writing, drawing or addressing political materials, and 

 using District telephones, reproduction and computer equipment, for solicitations or to poll or to urge a particular vote, 

wearing political buttons, and the distribution of such materials to or by students. 

Employees may engage in political activities of their choosing on their own time off District premises.  Employees may attend 

political caucuses and events on District property which are open generally to the public. 
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Policy Title:                                      Employee Expression                                             Code No.  403.9.2 

The Board believes the District has an interest in maintaining an orderly and effective work environment while balancing employees 

First Amendment rights to freedom of expression and diverse viewpoints and beliefs.  When employees speak within their official 

capacity, their expression represents the District and may be regulated.  The First Amendment protects a public employee’s speech 

when the employee is speaking as an individual citizen on a matter of public concern.  Even so, employee expression that has an 

adverse impact on district operations and/or negatively impacts an employee’s ability to perform their job for the District may still 

result in disciplinary action up to and including termination. 

 

Employees who use social media platforms are encouraged to remember that the school community may not be able to separate 

employees as private citizens, from their role within the district.  Employee expression on social media platforms that interferes with 

the district’s operations or prevents the District from functioning efficiently and effectively may be subject to discipline up to and 

including termination. 

  

A District employee who acts to protect a student for engaging in free expression or who refuses to infringe on students engaging in 

free expression; and who is acting within the scope of their professional ethics will not be retaliated against or face any adverse 

employment action based on their behavior provided that expression is otherwise permitted by law and board policy.   

 

If the Board or court finds an employee that is subject to licensure, certification or authorization by the Board of Educational 

Examiners discriminated against a student or other co-employee, the Board will refer the employee to the Board of Educational 

Examiners for additional proceedings as required by law and which may result in discipline up to and including termination. 

 

Policy Title:                        Solicitations from Outside                             Code No.  403.10 

Generally, employees should be free from solicitations at their place of employment.  No organization or individual may solicit 

employees or distribute flyers or other materials within school facilities or on school grounds without the approval of the 

superintendent or designee.   

The superintendent or designee may approve campaigns for solicitation on school property.  However, no employee shall be required 

to pledge money. 

 

 

Policy Title:                        Publication or Creation of Materials                      Code No.  403.11 

Materials created by an employee and the financial gain therefrom shall be the property of the District if school materials and/or time 

were used in their creation and/or such materials were created in the scope of the person’s employment.  If the work or activity may 

interfere with the employee’s primary responsibility, the employee must seek written approval of the superintendent or designee. 

 

 

Policy Title:                  Reporting Child and Dependent Adult Abuse               Code No.  403.12 

Any licensed employee or other mandatory reporter who within the scope of their professional duties, becomes aware, believes, or has 

reason to believe, that a student has been abused or neglected as defined by law shall see that such alleged incidents of child abuse or 

neglect, dependent adult abuse or neglect, or suspected abuse or neglect, is reported to the Department of Human Services in 

compliance with the law. The District shall arrange for licensed staff members to complete training relating to the identification and 

reporting of child and dependent adult abuse. 

When a mandatory reporter suspects a student is the victim of child abuse, the mandatory reporter shall make an oral report of the 

suspected child abuse to the Iowa Department of Human Services within 24 hours of becoming aware of the abusive incident and shall 

make a written report to the Iowa Department of Human Services within 48 hours following the oral report. If the mandatory reporter 

believes the child is in immediate danger, the local law enforcement agency will also be notified.  

Within six months of their initial employment, mandatory reporters will take a two-hour training course involving the identification 

and reporting of child abuse, or submit evidence they’ve taken the course within the previous three years. Once the training course has 

been taken, the certificate will remain valid for three years. Employees who have taken the two-hour training course will take the one-

hour follow-up training course every three years and prior to the expiration of their certificate. 

 

Policy Title:                           Transporting Students                                        Code No.  403.13 

Generally, transportation of students for school purposes shall be in a school bus owned by the District and driven by a District school 

bus driver.  In some cases, it may be more economical or efficient for the District to allow other employees or volunteers of the 

District to transport students in their personal motor vehicles or in a school district motor vehicle other than a school bus.  Students 

may be transported in such vehicles by school employees or volunteers to activity events in which they are participants, or to their  
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homes in case of illness or other emergency situations.  In such situations, the employee or volunteer must have a valid Iowa driver’s 

license and automobile liability insurance as required by law, and the vehicle should be in good operating condition and meet all 

applicable safety requirements.  

 

School district employees or volunteers who transport students for school purposes in their personal motor vehicles or in school 

district motor vehicles must have the permission of the superintendent or designee.  Where practicable, written permission of the 

parents/guardians of students who will be transported in such vehicles by school employees or volunteers will be obtained.   

 

The District will advise parents/guardians and students in advance if transportation will not be provided by the District for a particular 

activity.  If transportation will not be provided by the District, then the responsibility and corresponding liability for any transportation 

to and from the activity shall rest solely with the students and their parents/guardians. 

 

 

Policy Title:                  Cooperation in Investigations    Code No.   403.14 

All employees are required to fully cooperate with any representative of the District who is conducting a work-related investigation. 

Employees will be disciplined for lying to any representative of the District, or providing information to any representative of the 

District which is dishonest, misleading, inaccurate, or incomplete. 

 

Employees will also be disciplined for impeding, obstructing, or failing to cooperate with an inquiry or investigation conducted by any 

representative of the District. “Obstructing” includes, but is not limited to, threatening, intimidating, or coercing other individuals who 

may be contacted by a representative of the District, and discouraging other individuals who may be contacted by a representative of 

the District from responding to or cooperating with the District. “Failing to cooperate” includes, but is not limited to, failing to 

provide information, documents, or materials requested by a representative of the District, and providing information, documents, or 

materials to a representative of the District which are dishonest, misleading, inaccurate, or incomplete. 

 

If an employee is the subject of an investigation, the District will respect any rights which may be afforded to the employee by other 

applicable state or federal law.   

 

Policy Title:                             Substitutes                                           Code No.  404.1 

It is the policy of the Board of Education to attempt to hire properly certificated, licensed or qualified individuals to substitute for 

absent employees.  Substitute employees shall be retained by the administration, or designee, and not by the individual employee.  A 

personnel file of all licensed substitute employees, including their licenses, shall be maintained. 

Licensed substitutes shall be paid at a daily rate set by the Board of Education.  The licensed substitute shall be paid for at least one-

half day and in accordance with a schedule adopted by the Board of Education. 

 

 

Policy Title:                               Pre-Service Professionals                                Code No.  404.2 

It is the policy of the Board of Education to cooperate with higher educational institutions in the practical preparation of future 

professionals. The superintendent or designee has the authority to reject or accept any pre-service professional or teacher preparation 

institution. Fees paid by the higher education institutions for supervision will be paid to the District’s supervising staff members.  The 

staff member must provide sufficient supervision. 

 

 

Policy Title:           Communicable Diseases – Employees            Code No. 405.1 

Employees with a communicable disease will be allowed to perform their customary employment duties provided they are able to 

perform the essential functions of their position and their presence does not create a substantial risk of illness or transmission or other 

substantial health or safety risk to students or other employees. The term “communicable disease” will mean an infectious or 

contagious disease spread from person to person, or animal to person, or as defined by law. 

 

Prevention and control of communicable diseases is included in the school District’s Bloodborne Pathogens Exposure Control Plan. 

The procedures will include scope and application, definitions, exposure control, methods of compliance, universal precautions, 

vaccination, post-exposure evaluation, follow-up, communication of hazards to employees and record keeping. This plan is reviewed 

annually by the superintendent or designee and provider of nursing services.  All staff members should practice hygienic principles 

designed to protect themselves and others from infection. 

 

The health risk to immunodepressed employees is determined by their personal physician. The health risk to others in the school 

district environment from the presence of an employee with a communicable disease is determined on a case-by-case basis by the 

employee’s personal physician, a physician chosen by the school District, or public health officials.  Employees with communicable  
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diseases may be excluded from the school District environment for the period of time that their conditions endanger the health or 

safety of others or they are physically unable to perform assigned tasks. 

 

Health data of an employee is confidential and will not be disclosed to third parties except as provided by law. Employee medical 

records are kept in a file separate from their personal file. 

 

An employee who has a communicable disease which creates a substantial risk to others in the school District environment should 

report the condition to the superintendent or designee.  It is the responsibility of the superintendent or designee, in conjunction with 

the provider of nursing services, to develop administrative regulations stating the procedures for dealing with employees with a 

communicable disease. 

 

Policy Title:                        Professional Learning Community                  Code No.   406.0  

In order to ensure students are prepared to be lifelong learners and caring, responsible citizens, the Board of Education commits to 

collaborative practices that ensure continuous improvement and progress toward a new “Tradition of Excellence.”  To develop and 

implement a new “Tradition of Excellence” the Board of Education is committed to the philosophical constructs of a Professional 

Learning Community. 

 

A professional learning community can be defined as a group of educators committed to working collaboratively in ongoing processes 

of a collective inquiry and action research to achieve better results for the students they serve. The following fundamental elements 

are those that must be in place to ensure a successful professional learning community: 

 

Learning is the Fundamental Purpose  
The fundamental purpose of the Cedar Falls Community Schools is to help all students achieve high levels of learning, and therefore, 

all practices will be examined in light of their impact on learning.  To that end: 

a) Collective knowledge will be developed regarding state standards to clarify what all students must know and be able to do as 

a result of each unit instruction. 

 

b) A collaborative culture through high-performing teams who are committed to working together to achieve the fundamental 

purpose of learning will be established.  Collaborative teams will be given time during the contractual day and year to meet 

on a regular basis. 

 

c) Collaborative teams will clarify what students must learn, gather evidence of student learning, analyze the evidence, identify 

the most powerful teaching strategies/best practices, and transfer these strategies across all team members. 

 

d) Collaborative teams will work together interdependently to create and achieve common goals that are specific, measurable, 

attainable, realistic, and timely (SMART). 

 

e) Common assessments will be developed by teams to monitor the learning of each student in all essential outcomes.  These 

assessments will be aligned to the required state and district tests. 

 

f) Time will be dedicated and structured to implement innovation/enrichment initiatives during the course of the regular school 

day and academic year. 

 

g) A system of mandatory interventions based upon the examined evidence that guarantees each student receives additional 

time and support for learning until he/she has met the agreed upon standards will be provided.  

 

The Board of Education recognizes the value of the importance of strong collaborative relationships with its expanded community, 

families, residences, businesses, government agencies, and other educational systems to achieve the fundamental purpose of 

schooling.  To that end:  

 

a) The Board of Education will actively promote and uphold the District’s mission, values, and goals. 

 

b) The Board of Education commits to recruiting, developing, and retaining individuals who embrace the school’s mission, 

values, and goals. 

 

c) The Board of Education will reach out to expertise in the broader community of Cedar Falls to educate and garner support for 

the Professional Learning Community.  

 

d) The Board of Education commits to the support of high-performing collaborative teams to better serve and support all 

students. 
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e) The Board of Education understands and supports the development of personal and professional goal-setting, resulting from 

thoughtful and critical reflection which leads to continued learning and growth.  

 By their very nature, social media forms such as social networking websites and web pages or blogs are not truly private. To 

minimize unintended disclosure of information, staff must set and maintain social networking privacy settings at the most 

restrictive level. 

 Internet search engines can find information years after it was originally posted. Comments can be forwarded or copied and 

archival systems can save information even if a post was deleted; staff must assume that a message or image which is posted 

or communicated can never be completely deleted. 

 

Personal Use of Social Media 

The District recognizes the prevalence of social media used for personal purposes and acknowledges that its employees have the right 

under the First Amendment to speak out on matters of public concern. However, the District also has the right to regulate the speech 

of employees when that speech in certain circumstances, such as the personal use of social media, interferes with the employee’s 

ability to perform his or her duties or affects the District’s ability to efficiently provide educational services. Accordingly, it is 

essential that employees conduct themselves in such a way that their personal use of social media does not adversely affect their 

position with the District. In addition, employees using social media for such purposes should adhere to the following guidelines: 

 If an employee is participating on a social networking website, web page, and/or blog for personal use, the employee may 

identify himself or herself as an employee of the District. However, the employee must state that he/she is expressing 

personal opinions, not those of the District.  

 If identifying oneself as a District employee, remember that one’s actions will reflect not only on you, but also on the 

District. 

 Staff shall never pretend to be someone else and submit or post information concerning the District. 

 Staff shall not use the District’s school logos or mascots, photographs, or any other such graphic representations or images, 

or link any personal page on a social networking website, or other personal web page to any District website or material. 

 If submitting or posting information or comments that are not related to the District, a staff member’s activities may still 

result in professional repercussions. Such actions include, but are not limited to, posting of photographs or information which 

violates federal or state law and regulations and/or District policies and rules. 

 While an individual does not have control of what others may submit or post on social networking websites; staff members 

must be aware that conduct in one’s private life may affect one’s professional life. Be vigilant about what others post about 

you or on your page and, if necessary, take steps to remove comments that pose a risk to your status with the District. 

 It could be viewed as inappropriate for District employees to communicate with current students enrolled in the District 

through social media, such as through electronic messaging or any social networking website. This includes becoming 

“friends” on such sites. Employees should refrain from engaging in social interaction with current students enrolled in the 

District through personal pages on social networking websites and other personal web pages or electronic messaging.  

o Employees may use professional web pages that are created through the District and used solely for school-related 

purposes. Notify parents of intentions to use this media to communicate with students and the intended purpose of 

such communications. All ethical expectations for appropriate employee/student relationships must be followed. 

 Staff members shall not provide personal contact information to students currently enrolled in the District. Only provide an 

official District email address and/or telephone number as a way to communicate with students or parents regarding District 

business. 

 During the work day, participating on any personal social media, regardless of whether such participation is through District 

or personal equipment shall be limited to professional purposes. 
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Disciplinary Action 

Employees who fail to comply with this policy or who make other inappropriate use of social media may be subject to disciplinary 

action, up to and including discharge. If an employee has any questions about the application of this policy, he/she should consult his 

or her supervisor. 

 

 

Item No. 13 – Discussion of 2022-2023 Legislative Priorities 

 

Dr. Pattee and the Board reviewed the proposed list of 2022-23 Legislative resolutions as developed by the Iowa Association of School 

Boards (IASB) for the upcoming Iowa Legislative session.  Dr. Pattee discussed the list of legislative priorities the Board approved in 

2021.  A final recommendation will be made at the August 2022 school board meeting.  

 

 

Item No. 14 – Superintendent’s Report 

 

Dr. Pattee reported we are preparing and looking forward to the school year beginning on August 23, 2022. 

 

 

Item No. 15 – Discussion, Questions, Comments, and Concerns  

 

President Hassman inquired on staffing for the 2022-2023 school year.  Dr. Talbot reported the District is in a better situation than most 

schools, as there are a few positions yet to fill. 

 

Dr. Talbot reported there is a Para Educator/Teacher grant from the State for para educators seeking a teaching position.   

 

Director Gruber inquired on the impact of the elimination of the enrollment deadline.  Dr. Pattee reported this will play out month to 

month.  There is a concern to the limited space of the Junior High buildings especially as to how many open enrollment requests that 

will be turn down. President Hassman inquired on the possible effect of funding of these shifts of students open enrolling in and or out. 

Dr. Pattee reported we are waiting on information and guidelines from the State on the dynamics of the elimination of the open 

enrollment date. 

 

 

Item No. 16 – Adjournment 

 

Director Leeper moved and Director Hines seconded the motion to adjourn. Meeting adjourned at 6:46 p.m.  Directors voting in favor 

of the motion Coil, Gruber, Hassman, Hines, Meyer, Leeper, and Stutzman.  Those voting “no” none.  Motion carried. 

 

 

 

              

       Secretary 

__________________________________________ 

President 


