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Notice of Nondiscrimination-Policy #102.0E2
Students, parents, employees, and others doing business with or performing services for the Monticello
Community School District are hereby notified that this school district does not discriminate on the basis of race,
color, age, national origin, religion, sex, sexual orientation, disability, creed, marital status, gender identity,
socio-economic status, physical attributes, physical or mental ability, ancestry, political party preference,
political belief, familial status, and genetic information in admission or access to, or treatment in, its programs,
activities, or in its employment practices. There is a grievance procedure for processing complaints of
discrimination. If you have questions or a grievance related to this policy, please contact the District’s Equity
Coordinator, Brent Meier at 217 South Maple Street, Monticello, lowa, 319-465-3000,
brent.meier@monticello.k12.ia.us. Any person having inquiries concerning the school district’s compliance with
state and federal laws and regulations concerning discrimination is directed to contact: Superintendent of
Schools, 711 South Maple Street, Monticello, lowa 52310, (319) 465-3000. This individual has been designated
by the school district to coordinate the school district’s efforts to comply with all state and federal laws and
regulations concerning discrimination.

Approved: June 24, 2019



Monticello Community School District

Mission Statement:
The Mission of the Monticello Community Schools, a District striving for educational excellence, is to prepare students
through challenging experiences, to be caring, productive, creative citizens who will possess a desire to be lifelong learners.

Vision:
Providing rigorous, authentic personalized learning utilizing the local and global community

Core Values:
Effective Instruction ~ Technology & 21% Century Learning ~ Collaborative Relationships

2019-20
Monticello Board of Education
Bud Johnson-President
John Schlarmann-Vice President
Dave Melchert
Mandy Norton
Craig Stadtmueller

Handbook Guidelines

This document is provided as a guideline to teachers concerning their benefits and related procedures as well as
rules and responsibilities related to employment. It is not intended to be, nor should be understood to be, a
contract between the district and any of the employees individually or as a group. This handbook cannot
anticipate every situation or answer every question about policy or employment. The school board allows the
superintendent the discretion to interpret and apply the rules in this handbook. In addition, the school board
reserves the right to interpret and apply the rules in this handbook, if necessary. Additional information related to
this handbook may be included in Board Policy. All Board policies are on the district website at
www.monticello.k12.ia.us.

The District may from time to time adopt and publish changes in these work rules. Such changes shall become
effective only after they have been board approved and communicated to employees. All employees shall comply
with the work rules. To receive all listed benefits, full time employment is implied.

Should any section of this handbook be declared illegal by a court of competent jurisdiction, then that section
shall be deleted from this handbook to the extent that it violates the law. The remaining language shall remain in
full force and effect.

This handbook covers the following district staff: All classroom teachers, counselors, department
chairpersons, nurses, gifted coordinator and media specialist.
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BENEFITS
A. The district will contribute an amount equal to the single premium per month for the current established
group health plan for each full time employee. The plan is currently the Alliance Select $1000
deductible plan. Employees may have additional premiums for family insurance coverage deducted
from their salary. The employee may elect to have this salary reduction on a pre-tax basis.

B. To be eligible for district paid health insurance, you must work for an average of thirty (30) hours per
week.

C. The insurance coverage will begin on the first day of the first full month of employment and end with
the last day of the last month of employment.

D. If married employees wish to purchase a family insurance plan, they may add their individual monthly
benefit premiums together toward the purchase of a family insurance plan.

E. The Board of Education will provide a Long Term Disability insurance benefit for employees working
a minimum of 20 hours per week. The policy will provide 60% of basic monthly earnings to a
maximum benefit of $4,000.

F. The Board shall have the right at any time to procure comparable medical insurance.

G. Eligibility for coverage, coverage period, and dates of premium payments necessary for such coverage
shall be determined by the Board. To be eligible to receive the monthly benefit premium, the employee
must complete all necessary paperwork.

H. All employees covered by this handbook shall be notified of changes in insurance carriers at least
fourteen (14) days prior to Board action.

COMPENSATION

Schedule of Additional Pay for Extra Duties

An employee assigned extra duties will be paid on the schedule of extra pay for additional duties as set forth
in Schedule B., which is attached hereto and incorporated in this handbook. Qualified employees may be
assigned as part of their total contract extra duties.

A. Educational Lanes

An employee who meets educational standards for advancement on the salary schedule must give notice of
such schedule advancement to the Superintendent’s office by April 1 of the year preceding the school year
when such change will take effect.

To be eligible to advance on the salary schedule by meeting educational standards, the necessary degree
must be granted or the necessary credit must be received, and verified to the Superintendent’s office by
official transcript prior September 15.

Where a college course credit or other acceptable credit is to be used for the purpose of horizontal
advancement on the salary schedule, such credit must be related to the present assignment of the employee,
meet a requirement toward a degree related to the present assignment of the employee, or be approved by
the Superintendent or his designee as being beneficial to the school district. All courses must be taken for
graduate credit. Each employee should receive superintendent approval before registering for courses by
completing the Course Approval Request Form found on page 19 of this handbook.



B. Placement of Newly Hired Personnel
Newly hired employees may be granted up to full credit for prior professional education experience, as
determined by the Superintendent, when placed on the salary schedule.

C. Extra Compensation for Covering Classes

It is desirable for each employee to have an uninterrupted preparation period each day. The practice of
using a regular employee as a substitute, thereby depriving the employee of his/her preparation period, is
undesirable and shall be discouraged. An employee may, when there is mutual agreement between the
Principal and the employee, serve as a substitute for any part of the student day, and assigned employees
shall be paid at the rate of $20.00 per hour or may accrue compensatory time in lieu of pay for substitute
work. Compensatory time may not be used during professional development nor when a substitute would
be required. Such coverage shall be arranged by the Principal of the school in question and shall be
distributed as equitably as possibly among the employees.

D. COMPENSATION FOR NATIONAL BOARD CERTIFICATION

Teachers that have successfully achieved National Board Certification will be compensated with a $1000
stipend each year while they hold the certification. The stipend will be divided up equally each month over
the duration of their contract year. New teachers that already hold a National Board Certification are
eligible for this stipend. Teachers who receive notification of achievement on National Board Certification
after the school year begins will receive the first stipend during that school year. The stipend will be
divided up equally each month over the remainder of their contract year. The district will cap the amount to
be spent toward a National Board Certification stipend to $10,000 annually. If more than ten (10) teachers
are eligible for this stipend, the $10,000 will be divided equally among the eligible teachers.

F. SALARY SCHEDULE
A. Base salary for the 2019-20 school year shall be $31,290.
B. Base w/ TSS for the 2019-20 school year shall be $34,201.

Confidentiality Guidelines for All School Personnel

1. Do not voluntarily discuss personal information about students except with other professions
who need to know the information to help students.

2. Do not repeat rumors or gossip that you hear regarding the personal lives of students, their
families, or faculty/staff.

3. If you know a student is experiencing a problem, send or accompany that student to the

appropriate district employee (counselor, nurse, and administrator).

Do not discuss personal situations regarding students in public areas. Go to a private office.

Never give any type of information regarding students to non-school parties. Refer those

requesting information to the administrative offices.

6. Awvoid personal involvements with students. Refer students who request help with personal
problems to those within the district whose jobs are to provide assistance.

7. Limit discussions of students and written statements about them or contents you know to be true
or have reason to believe is true. Remember, people outside the school might see what you
have written or hear what you have said.

8. Always assume statements made in front of others will be repeated.

9. If you believe a student poses a threat to themselves or others, inform the appropriate
administrator immediately.

o s



EMPLOYEE HOURS

A. A total work day for teachers shall consist of not more than eight (8) hours (except during
parent/teacher conferences), which shall include a twenty-five (25) minute lunch period, at least twenty (20)
minutes of which shall be duty free. The arrival and departure time for each employee shall be determined
at the discretion of the Board.

On Fridays (excluding district-wide Professional Development Days) and the day preceding holiday
vacations the employee(s) departure time will be fifteen (15) minutes after the end of the student day.

Before and after the student day, a teacher may arrive late or leave early with the consent of the building
principal. The lost time shall be made up the day before, the same day or the day after.

B. Employees may be required to attend, without additional compensation, eleven (11) faculty or other
professional meetings, either immediately before or after their regular work day. However, such meetings
shall not be more than three (3) hours in length nor last past 10:00 P.M. Employees will be given twenty-
four (24) hours written notice that attendance is required.

C. Inaddition to the above, employees may be required without additional compensation to attend no more
than four (4) evening meetings outside the regular school day each semester. This would exclude unpaid
class or club sponsors or chaperons for activities. Attendance at additional meetings shall be at the
discretion of the employee.

D. When mutually agreed to by the principal, staff members may substitute scheduled teacher in service,
non-teaching work, and parent-teacher conference time for other non-teaching work or in service time.
Such agreements shall not be construed to limit other provisions of this or other provisions of this handbook.

E. During the employee normal working hours there will be a time allotment for the purpose of classroom
preparation. The principal or his/her designee shall designate the time and location for such preparation
time.

EMPLOYEE WORK YEAR

A. The length of the in-school year, the dates on which the in-school year begins and ends, and all matters
affecting the school calendar shall remain within the sole discretion of the Board, except as provided in this
section of the handbook.

B. Where an employee, under contract on a ten-month basis, is required to perform duties on more than
one-hundred eighty-nine (189) days during the contract year, the employee shall be compensated for each
day worked at the rate of one one-hundred ninety-fifth (1/195) of his/her contract. When it is necessary to
deduct compensation for a day or days, the deduction shall be at the rate of one - one hundred ninety-fifth
(1/195) per day. This provision shall not apply to duties performed pursuant to additional assignments, as
described in Schedule B of this handbook.

C. No employee shall be required to perform duties on Labor Day, Thanksgiving Day, Good Friday,
Christmas Day, New Year's Day and Memorial Day. This provision shall not apply to employees on
additional assignments, as described in Schedule B of this handbook, if they are in charge of an activity
scheduled for that day.



EVALUATION PROCEDURES
|I. Teacher/Status/Definitions

1) Beginning teacher is an individual serving under an initial license issued by the lowa Board of
Educational Examiners under chapter 272 who is assuming a position as a classroom teacher. A teacher as
defined in the Teacher Quality legislation is an individual who is employed as a teacher, librarian, media
specialist, or counselor in a non-administrative position by a school district or an area education agency.

2) Career teacher is an individual who is serving under a standard license and has had at least two years of
successful teaching in a public school in lowa or has had three years of successful teaching in a nonpublic
lowa school or in a school outside of the state of lowa.

I1. Beginning Teacher Evaluation (Tier I)
A. Beginning Teacher

The Beginning Teacher Evaluation is designed for all newly hired teachers without career licensure. The
purpose of Beginning Teacher Evaluation is to:

1) Ensure that the lowa Teaching Standards, criteria for the standards, and the expectations of the local
school district are understood, accepted and demonstrated.

2) Provide support in the implementation of the standards
3) Provide evidence to support continuing employment and movement to the career teacher level

4) Facilitate the new teacher’s engagement in professional development through the Mentoring and
Induction Plan and the district career development plan (CSIP).

5) Provide evidence to make recommendations to Board of Educational Examiners on licensure for
beginning teachers.

B. Required Activities

Within the first three weeks of the commencement of the school year the building administrator will meet
with all beginning and new teachers to review expectations and evaluation timelines. The expectations will
include the lowa Teaching Standards and Criteria. At this time, the administrator will provide staff with
copies of all evaluation guidelines and forms.

C. Year One and Two

1) Formal Observations - Three formal observations will be conducted for each beginning teacher in year
one and two. Two formal observations must be conducted prior to February 1, of each year. The third
observation must be held prior to the required summative evaluation conference (to be completed by March
30). Each of these observations will have a pre-observation and post - observation conference. The pre-
conference should be held within two days prior to the formal observation and the post-observation
conference, between the evaluator and teacher, is to be held no more than ten working days after the formal
observation. The teacher must be ready to discuss pre-observation and post-observation questions with the
administrator at these conferences.




2) Informal observations may also be used at the discretion of the administrator. Informal observations
include all things that reflect overall professionalism. These may include unannounced classroom visits,
walkthroughs, and professional behaviors relevant to the setting.

3) A cumulative professional portfolio will be created and maintained by all beginning teachers in year one
and two. The professional portfolio serves a catalyst for substantive growth in areas of teaching, philosophy,
methods, and goals. Moreover, the portfolio provides administrators with concise, selective, evidence-based
information from a variety of sources. The administrator and the beginning teacher will review and discuss
the portfolio at scheduled conferences.

4) A final summative conference will be held with the first-year teacher on or before March 30. A
comprehensive evaluation will be held with the second year teacher on or before March 30. The written
evaluation must include the administrator’s licensure recommendation of the teacher or a recommendation
for continued participation in the district’s mentoring and induction program. This continuing participation
should not exceed one year.

I11. Evaluation for Career Teachers (Tier 11)

A. Focus

This evaluation is focused on developing and supporting the professional development of teachers while
also providing for the on-going assessment of the career teachers’ mastery of the lowa Teaching Standards.
Demonstration of the lowa Teaching Standards is an ongoing process and administrators have the
continuous responsibility of monitoring excellence by using multiple alternative sources of data about daily
practices that may include formal and informal observation, evidence of the implementation of school
district’s student achievement goals, review of professional development plans, feedback from students and
parents, and any other relevant information.

B. Individual Professional Development Plan
1) The Individual Professional Development Plan (IPDP) is designed for all career teachers in the
district. Ideally, the IPDP and the district goals will be closely aligned. IPDPs shall be based, at
minimum, on the needs of the teacher, the lowa Teaching Standards, and the student achievement goals
of the attendance center and the school district (CSIP). Staff members are responsible to develop and
implement their IPDP in collaboration with their supervisor and to work collaboratively with their
faculty in the implementation of the District Professional Development Plan. The IPDP design may
include learning activities for one, two or three year periods.

2) Initially, staff members will develop a draft of their plan. Staff members who will be working
individually or in teams will meet and collaborate with their administrator to review, refine and finalize
a plan by October 1. The role of the administrator is to be satisfied that the plan addresses the building
student achievement or the comprehensive school improvement plan goals.

3) Individuals will submit the Mid-Year Reflection and Update and they will meet with their
administrator to review, by February 1.

4) There will be a final review of progress submitted by the individual to the administrator by April 15
each year the plan is in effect. An annual conversation with the teacher’s supervisor will be held to
reflect progress on the career development plan. This should be held after the teacher has completed
review of the progress.



C. Formal Evaluation

1) Within the first three weeks of the commencement of the school year the building administrator will
meet with all teachers to review expectations and evaluation timelines. The expectations will include the
lowa Teaching Standards and Criteria, and such other expectations as indicated by the district. At this time
the administrator will provide staff with copies of all evaluation guidelines and forms.

2) At least two formal observations will be conducted for each teacher once every three years. Teachers new
to the district with prior teaching experience will be formally observed twice in year one and two. Each of
these observations will have a pre-observation and post-observation conference. The pre-conference should
be held within two days prior to the formal observation and the post-observation conference, between the
evaluator and teacher, is to be held no more than ten working days after the formal observation. The teacher
must be ready to discuss pre-observation and post-observation questions with the administrator at these
conferences. The focus of the observation will be the lowa Teaching Standards.

3) Informal observations may also be used at the discretion of the administrator. Informal observations
include all things that reflect overall professionalism. These may include unannounced classroom visits,
walk-throughs, and professional behaviors relevant to the setting.

4) All teachers will provide a body of evidence linking artifacts to the lowa Teaching Standards and
Criteria. Standards and criteria observed and noted during classroom observations or other administrative
walkthroughs may constitute a part of such evidence/artifacts. The administrator and teacher will discuss
artifacts at conferences.

5) There will be a comprehensive/summative evaluation conference between the administrator and teacher.

V. Evaluation for Intensive Assistance (Tier I11)
When the evaluator determines, at any time, the teacher is not meeting one or more of the following:

1) District expectations under the lowa Teaching Standards.

2) The Individual Teacher Professional Development Plan; or

3) District expectations as stated in paragraph one (1) of Formal Evaluation above;

the evaluator shall recommend to the Superintendent that the teacher participate in the Intensive Assistance
Plan. The process may begin at any time but should not exceed three (3) months in duration unless
extenuating circumstances justify an extension.

Tier 3 is not grievable.

V. Employee Review / Respond

Each employee shall have, upon request, the right to review the evaluation documents contained in his/her
personnel file. An employee has the right to respond in writing to any evaluation documents. Any written

statement by the employee shall be made at the time of the evaluation conference, or within five (5) working
days following the conference.



V1. Copies / Signature

All information pertaining to evaluation materials will be prepared in duplicate; one copy will be retained by
the administration, and the other will be in the possession of the teacher. No teacher shall be required to
sign a blank or incomplete evaluation form.

VII. Grievance

Only "does not meet District standards” ratings on a "comprehensive/summative™ form are subject to the
grievance procedures. The timelines under the grievance procedures begin on the date of the evaluation
conference at which the employee and administrator discuss the Final Yearly Rating form. This section
does not apply to probationary employees (lowa Code 279.19), who may not grieve evaluations during their
probationary period. A "does not meet District standards" rating under this section may not be grieved.

HEALTH PROVISIONS

A. Physical Examinations

Physical examinations shall be required of all employees upon their initial appointment, and as soon as
arrangements with a physician or laboratory can be made. Forms for examinations shall be provided by the
school district and the costs shall be borne by the school district in an amount not to exceed thirty-five
($35.00) dollars.

LEAVES OF ABSENCE
A. Sick Leave

1. Employees covered under this handbook shall be granted leaves of absence with pay for personal illness
or injury, as prescribed by the Statutes of lowa, in the following amounts:

1% year of employment 30 days
2" year of employment 11 days
3" year of employment 12 days
4" year of employment 13 days
51 year of employment 14 days
6" year and subsequent years of employment 15 days each year

2. The above amounts shall apply only to consecutive years of employment in the district and may be
accumulated to a maximum total of 130 days.

The Administration may require a statement from the individual’s physician for any absence. A statement
shall be brought from a physician for sick leaves of three days or longer. To request paid sick leave, the
employee must complete a sick leave request in the time clock system and contact the appropriate supervisor
by phone call in advance or as soon as is practical. In the event that the supervisor cannot be reached the
employee should report to the superintendent.

3. All employee accumulated sick leave days may be used for family illness (family defined as the spouse,
children or stepchildren, father, or mother, of the employee) or as approved by the Superintendent). Sick
leave days in excess of 10 days must be approved by the Superintendent.

4. Payment for the leave of absence as provided in 1, 2, and 3, above shall not exceed 130 days for any
single illness or injury.



5. An employee returning from any illness, whether or not sick leave benefits have been paid, may be
required to furnish a physician's certificate of health prior to returning to work.

6. All sick leave benefits shall terminate and/or be forfeited upon termination of employment for any
reason.

7. When an employee will be absent from work, he/she shall give notice to the principal or the person
designated by the principal to receive such notice. If the absence is for consecutive days, the principal or
his/her representative shall be notified of the probable date of return of the employee.

8. Sick leave under this handbook shall be applicable to employees applying for anticipated disability leave.
An employee's sick leave benefits for anticipated disability will be limited to the employee's accumulated
sick leave and shall be paid only during the time of medical confinement, which shall be the time medically
indicated by the employee's physician for termination and recommencement of duties. Whenever possible,
an employee who anticipates disability shall notify the building principal of the anticipated date of disability
not later than ten (10) working days prior to the time of disability. Any notice required shall be in writing,
stating the date of anticipated disability, and the date when the employee expects to recommence duties.

Following leave for anticipated disability, the employee shall furnish a statement from a physician that the
employee is physically capable of resuming duties and on what date.

9. The Board shall grant additional leave without pay if medically indicated, provided, however, that in no
event shall any leave exceed a period of one year. The Board may in each instance require medical
evidence confirming the necessity for such leave of absence.

B. Personal Leave

1. Two (2) days per year, at full pay, cumulative to four (4) days, shall be allowed to conduct personal
business. One (1) personal day may be used before or after a vacation day or holiday if prior approval is
secured from the Superintendent of Schools fourteen (14) days in advance of the day of leave. Weekends
are not considered vacation days unless they are immediately preceded or followed by summer vacation
days or vacation days or holidays which are in the current calendar.

2. Except in the case of any emergency situation, notification for a personal leave shall be made in writing
at least three (3) school days prior to the requested leave date.

3. The limits for personal leave granted in any single day shall be as follows:
High School - 2 staff members
Middle School - 2 staff members
Elementary buildings - 2 staff members
Those who first apply will be granted.

4. With the approval of the Superintendent the above limitation can be exceeded.

5. Employees with unused personal leave at the end of the contract year may be reimbursed at the then
current substitute rate of pay for each personal leave day not used or may be allowed to accumulate to four
(4) days. The employee is required to request this reimbursement by submitting the Personal Leave Payment
Request form to the superintendent’s office prior to May 25. The reimbursement will be included in the
regular June payroll check.



C. Judicial Service Leave

1. Anemployee who is called for jury service or is subpoenaed to testify shall be permitted to be absent
from his/her duties without loss of pay and without charge against any leave. Pay received for jury service
shall be reported to the employer and the salary of the employee shall be reduced in the amount the
employee received for jury service. It is understood that no such payment will be made to an employee for
such service on any day the employee would not have worked for the School District.

2. Inorder to receive the payment under this section, the employee must give the principal or the
principal's designated representative five (5) days prior written notice of the summons for service and must
furnish satisfactory evidence that such service was performed on the days for which a payment is claimed.
An employee not required to perform jury duty all day shall return to work.

D. Association Leave

1. Up to five (5) days shall be available for representatives of the Association to attend conferences,
conventions, or other activities of the local, state and national affiliated organizations. When a substitute is
required, the Board shall pay the cost of the substitute. An additional three (3) days shall be available for
representatives of the Association to attend arbitration and fact finding hearings involving the Monticello
School District. When a substitute is required, the Association shall pay the cost of a substitute.

2. The building principal shall be notified of the necessity for attending such meetings at least seven (7)
days prior to the anticipated attendance.

3. No more than three (3) employees shall be on association leave at one time.

E. Professional Leave

Each employee covered by this handbook may make application for professional leave; the application shall
be made to the principal at least three (3) weeks in advance of the proposed leave. The decision to grant
such leave shall be the decision of the principal. Such leaves shall be used for the purpose of:

a. Visitation to view other instructional techniques or programs;
b. Conferences, workshops, or seminars conducted by colleges, universities, or other
educational institutions or organizations.

F. Educational Improvement Leave

An educational improvement leave of absence, without pay, may be granted to any employee who has
completed at least five (5) years of experience in the Monticello School District. Such leave, of up to one
(1) year, is to be used for the purpose of engaging in study at an accredited college or university. Written
application shall include a full program of graduate study, or the equivalent thereof; be directly related to the
employee's professional responsibilities; be submitted by December of the year preceding the requested year
to the Superintendent. No more than two (2) certified employees shall be on such leave during any one
school year and notification to recipients of such leave shall be made by January 15. An employee, upon
successful completion of his/her educational leave program, will assume the next sequential step, from one
previously held, on the salary schedule.

An employee who fails to substantially complete the program of study as submitted on his/her application
shall be subject to discharge.



G. Bereavement Leave

In case of death in any employee's immediate family, the employee will be granted up to a five (5) day leave
with pay. Immediate family shall be defined as the employee's: spouse, children or stepchildren, parents,
brother, sister, grandparents, grandchildren, mother-in-law, father-in-law, brother-in-law, sister-in-law,
spouse's grandparents and grandchildren. In the event of a death of a significant other person not listed as
immediate family, the employee may be allowed to utilize up to five (5) days of bereavement leave, with
pay, as approved by the superintendent.

H. Emergency Leave
1. Emergency leave may be allowed with full pay to the extent of five (5) days in any one school year
without loss of pay for any other just cause as approved by the Superintendent.

2. In cases where the students are not required to attend due to inclement weather, teachers will be
granted emergency leave if unable to meet required attendance.

3. Except in cases of extreme emergency, request for emergency leave shall be made in writing at least
three (3) school days prior to the requested leave date and must be submitted to the office of the
Superintendent for approval. Reasons for the emergency leave shall be set forth in the written request
for the leave. If the nature of the situation makes it impossible to submit a written request in advance, an
oral request shall be submitted to the superintendent and then confirmed in writing within five (5) days
after returning to work. The request shall state the reason for the proposed leave. If the superintendent
is not available, an oral request can be submitted to the employee's building principal.

4. An emergency is a sudden and unexpected event, very unusual and infrequent in occurrence, which
requires the employee’s prompt and immediate attention making it absolutely necessary to be absent
from work.

I. Unpaid Leave
Leave of absence without pay may be granted by the Superintendent at his/her sole discretion. Please refer

to policy 406.3 Unpaid Leaves of Absence for further information.

J. Adoption L eave
In cases of adoption of a child, one employee per family shall be eligible for a leave of absence, with pay
using sick leave, using the following schedule:

Age of Adopted Child (children) Length of Leave

0 - 2 years of age 10 working days
2 - 6 years of age 5 working days
7 years of age and above 3 working days

A longer period of time shall be granted by the Superintendent in accordance with the Family Medical
Leave Act.

K. Non-domestic teaching leave

A one (1) or two (2) year leave of absence without pay or benefits may be granted by the superintendent for
the purpose of teaching in a non-domestic school (i.e. Outside U. S. and its territories). The teaching
experience must be in an accredited institution with duties comparable to the teacher’s present assignment
with the Monticello School District. Upon return from the experience, the employee will be given credit on
the salary schedule for the additional year(s) of experience. Employees must notify the district in writing of
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their intent to return by February 1 prior to the year of the expected return to the district. Employees
granted such leave shall sign the “Non-domestic Teaching Leave Agreement” as provided by the district.

However, an additional credit shall not be earned in regard to the district‘s seniority list during this leave.
Application deadline is February 1 of the school year preceding the school year of the requested leave.

PAYROLL DEDUCTIONS

Upon appropriate written authorization from the employee, the Board may deduct from the salary of any
employee and make appropriate remittance for (1) 403b tax sheltered annuity; (2) life insurance premiums;
(3) dental insurance premiums; (4) vision insurance premiums; (5) short term disability insurance
premiums; (6) cancer insurance premiums; (7) identity theft protection; (8) accident/critical care insurance,
and/or (9) a Flex Spending account. Such deductions shall be remitted to the proper company on the same
day that payroll checks are issued or when a bill is received, whichever is later. Employee may choose
these options during the open enrollment period.

STAFF REDUCTION
A. Definitions
1. Reduction is something less than the current employee contract.

2. "Date of hire" is defined as the date entered on the employee's original teaching contract, next to the
employee's signature.

3. Seniority shall be based upon the cumulative years of teaching experience within the Monticello
Community School District. Seniority shall be computed in one year increments from the original date
of hire and will not be broken by unpaid leaves of absence or employment by the Board in a position
outside the bargaining unit, but such time will not be counted in computing seniority. Part time
employees shall accrue seniority on a pro rata basis.

When seniority is equal between or among employees, ranking of those employees shall be determined
by date of hire.

4. A program referring to "maintain a program" includes any single course or extra-curricular activity
determined by the Superintendent.

5. All vacancies shall be determined by the Superintendent.
B. Procedures

1. If the Board, in its sole discretion, shall determine to reduce staff or discontinue programs, an effort
shall be made to accomplish the same by attrition.

2. If such reduction or discontinuance shall occur, layoffs shall be within the categories hereafter
enumerated. All categories apply district-wide.

Elementary (PreK-6) Secondary (7-12) PreK-12
1. PreK-6 Teachers 2. Language Arts 11. Art
3. Social Studies 12. Vocal Music
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4. Mathematics 13. Instrumental Music

5. Science 14. Physical Education
6. Foreign Language 15. Teacher Librarian
7. Family and Consumer Sciences  16. School Counselors
8. Industrial Arts 17. Special Education
9. Business Education 18. Nurses

10. Vocational Agriculture 19. Other

No employee shall be laid off unless all the employees in the same category in the lower range(s) have
been laid off. (For example, an employee in the PreK-6 category with three years of seniority shall not
be laid off as long as there are employees in the PreK-6 category in the 1-2 range.

When staff reduction must occur in one of the above categories, and the least senior member is
employed in other categories as well, that staff member shall be reduced first unless needed to maintain
a program.

3. Once the decision as to the teacher(s) who is (are) to be reduced has been made the parties shall
exclusively follow the procedures spelled out in lowa law.

4. The Administration shall notify the affected employee(s) by April 30 of the preceding school year.
5. Persons who qualify for other existing programs as determined by certification, training and/or
experience will be transferred to available vacant positions. The person transferred to the available
vacant position may be required to acquire additional hours up to a maximum of eight (8) hours in the
program area if requested by the Board.

6. Any staff member changing job categories shall retain full district seniority.

Recall Provisions

1. Anemployee laid off pursuant to this policy shall have recall rights for two (2) years from the
effective date of his/her layoff, and shall be recalled in inverse order of the layoff.

2. During said layoff, the employee shall not be prevented or prohibited from seeking and accepting
employment elsewhere and shall not have his recall rights terminated except by written request of the
employee.

3. The Superintendent shall determine when a vacancy exists and shall notify those employees on recall
by certified mail. Within ten (10) calendar days after an employee receives notice of reemployment
he/she must advise the Board in writing, of rejection or acceptance of the offered position.

4. Any employee who is recalled for a position after having been laid off shall be placed on the current
salary schedule at the step immediately above the step in effect at the time of the layoff. A teacher on
recall shall not accrue any sick leave, benefits, or experience on the salary schedule. The employee shall
receive credit on the salary schedule for experience gained in other school districts in lowa or additional
qualifying education during the layoff period.

5. Employees employed to fill a vacancy created by the awarding of a leave of absence shall not be
eligible for the benefits of the reduction in force and recall language of this handbook.
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TRANSFER PROCEDURE
A. Definitions
1. Category means the category as enumerated in the Staff Reduction language of this handbook.

2. A transfer is the movement of an employee to a different category, building or school district.
Anyone transferred will remain an employee of the Monticello School District and retain all rights and
privileges thereof.

3. An involuntary transfer is the movement of an employee to a different category, building or school
district, initiated by the employer.

4. A reassignment is the movement of an employee, either voluntarily or involuntarily, to a different
course or grade level within a category.

5. Shannon and Carpenter are considered one in the same building for the purpose of this provision.
B. Voluntary Transfers

1. An employee possessing the necessary qualifications may apply for a voluntary transfer to any
available vacancy and all applications shall be carefully considered. All applications shall be in writing
and shall name the transfer for which the applicant wishes consideration. Academic preparation,
certifications, candidate interview, and seniority will be considered by the administration in making a
decision to transfer an employee.

2. If an employee is transferred, then the employee shall be ineligible to submit an application for any
other transfer for a period of one (1) year from the date of such transfer.

C. Involuntary Transfers

I. When a position is to be filled by means of involuntary transfer, an employee will be notified,
confirmed in writing if requested, and shall be entitled to a conference with the superintendent or his/her
designee to discuss the reasons for said transfer. At the request of the employee, the superintendent
shall set forth, in writing, the procedures used in the determination of said transfer. These procedures
may include, but are not limited to consultation with principals; consideration of experience, seniority,
education and performance, as they relate to the positions being considered; and a determination of what
may be in the best interests of the students. If requested by the employee, the recognized association
representative may be present at the time of the conference.

2. Employees involuntarily transferred shall be given consideration as to whether they wish to retain
that position or be transferred again, should another transfer be necessary. This consideration shall be
extended for the year following the involuntary transfer.

3. Tuition Reimbursement

Teachers shall be reimbursed for tuition and fees, excluding books, for courses taken at the request of
the district to obtain/complete additional teaching endorsement(s) when involuntarily transferred into a
position. Said payment shall be restricted to only those courses required by the lowa Department of
Education for the endorsement(s). Payment to the teacher will be made in two parts.

13



Reimbursement of tuition will be made once a bill from the college or university is submitted along with
graded transcripts to be disbursed as follows:

1. The first half to be paid one year after satisfactory completion of course requirements and upon
presentation of a bill from the college or university as long as they are currently employed by
Monticello CSD.

2. The second half to be paid two years after satisfactory completion of the course requirements as long
as they are currently employed by Monticello CSD, upon presentation of grades from the college or
university.

Said credits, requested by the administration, will count toward advancement on the salary schedule.

D. Transfers to Another School District

Employees transferred to another school district as part of a sharing arrangement, who are required to travel
between districts, shall be eligible for travel reimbursement. Reimbursement will be calculated from the
employee's Monticello school and include the extra miles required to travel to the out-of-district school and
back. Reimbursement will not include miles from home to school and back. In the event an employee is
shared with another school district, and said school district discontinues the sharing arrangement, the
employee affected will return to the Monticello School District and resume the previously accrued rights
and position.

E. Posting of Opportunities to Transfer
1. When school is in session, vacancies shall be e-mailed to each school and posted in the office and faculty

room for five (5) calendar days before the final date when the applications must be submitted. Employees
who desire to apply for the transfer shall submit their applications in writing to the superintendent or his/her

designee, within five (5) calendar days from the posting. When a transfer is filled, all applicants shall be
notified within a reasonable time thereafter.

2. When school is not in session, a notice of an opening creating an opportunity to transfer shall be

appropriately posted internally when it is advertised. Employees who desire to apply for the transfer shall

submit their applications in writing to the superintendent, or his/her designee, within five (5) days of the
notice.

Use of Video Cameras- (Policy 703.1) - The Monticello Community School District Board of Directors

has authorized the use of video cameras in the school district’s buildings and on school property. The video
cameras will be used to monitor student and employee behavior to maintain a safe, secure, and healthy

environment for students and staff. Employees are hereby notified that the content of the video recordings may
be used in an employee disciplinary proceeding. The content of the video recordings may be confidential records
and, if so, will be retained in the employee’s personnel file. Video recordings will only be retained if necessary

for use in an employee disciplinary proceeding or other matter as determined necessary by the administration.

Employees may request to view video recordings if the video recordings are placed in the employee’s personnel
file. Any such request shall be processed by the school district in accordance with applicable law. All audio and

video recordings will require permission of the building principal.
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Schedule B

All positions, listed in Schedule B; will be issued in a separate contract.

Indexes for Additional Assignment and
Computation of Salary for Extended

1. Extended Contracts

The following positions may have extended contracts beyond the normal teaching contract. Each of the assigned days

will be paid at the rate of 1/195 of the earned salary step of the person holding the position. The number of days assigned

to each position will be determined annually by the Board of Education.

TMUOW>

2. The following supplemental salaries are percents of the B. A. Lane, Steps 0-11 of experience in the
assignment: After Step 11 each year would increase a .035 increment up to 15 years.

Schedule B base salary for the 2019-20 school year shall be $31,290.

. Vocational Agriculture Teacher/FFA Sponsor (15 days)

Varsity Band Director (10 days)
Elementary Summer Band Lessons (10 days)

. School Counselor (5 days)
Teacher Librarian (2 days)

TAP Specialist (10 days)

A.

F.

22.5%
FFA Sponsor

13%

Speech

Drama

High School Band Director
High School Vocal Director

10%

Assistant Band Director
Assistant VVocal Director
Drama Assistant

Speech Assistant

7.5%
Elementary/Middle School Instrumental Music
Extended Learning Program Coordinator

6.5%
Cheerleading
Business Professionals of America (BPA)

5%
Yearbook Sponsor
Interact/Coffee Shack Coordinator
Dance Team Sponsor
High School Student Council
Middle School Student Council
High School National Honor Society
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G. 2.5%
Junior Class Sponsors (2)
SODA Sponsor

3. Coaching Staff
Coaches will be placed on the appropriate step based on experience in the coaching area and per Superintendent
approval. Coaches may be granted experience outside the system; same as for teaching.

A. Varsity Coach
1. Football, Basketball, Wrestling, Volleyball, Softball, Baseball &
Strength & Conditioning Coach 13%

2. Track, Golf, Soccer, Cross Country, Bowling 10%

B Assistant - Varsity, Sophomores
1. Football, Basketball, Wrestling, Volleyball 8%

2. Track, Baseball, Softball, 9th Grade
Football, Basketball, Ass't. Soph. Football, 7%
9th Grade Volleyball, Assistant Soccer, Assistant Cross Country

C. Middle School Coaches 6%
4. Summer Drivers Education: .007 x Schedule B BA base, per pupil

5. All personnel in the bargaining unit will be allowed passes for school events. The employee may choose either a pass
for self, spouse, and school-age children or for self and friend, in return for which each employee will work at school
events as assigned by the high school principal, not to exceed five (5) events per year. An employee may, at his/her
option, decide not to work at events and not receive the passes. "Events" shall be interpreted to include, but not restricted
to, athletic, music, drama, speech, graduation, or homecoming activities and chaperoning a bus to and/or from such
activities.

6. Outside school curriculum work as determined and assigned by the Board and accepted by the employee will be
reimbursed at the rate of $20.00 per hour.

Maintenance work necessary in certain curricular areas and not in the regular work assignment, as determined by the

principal and the related instructors, will be reimbursed at the rate of $20.00 per hour.

7. Nurses, when requested by the building Principal to accompany a field trip or activity day or administer emergency
care as a result of a callback, or attend a staffing or child screen outside of the regular working day, will be able to choose
one of the following options:

a. An equal time period off out of a regular working day or days.
b. Payment at the employee's per diem hourly rate, up to a maximum total of eight (8) hours per day.

Nurses must have all extra work, including the method of payment, approved by the building Principal in advance.
8. Part time nurses will be granted one half (1/2) hour of flex time per day equal to 90 hours a year for times requested by

the building principal to accompany a field trip or activity day or administer emergency care as a result of a callback or
attend a staffing or child screening outside of the regular working day.
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This is the salary schedule for Schedule B Only

2019-20 SALARY SCHEDULE B

STEP 00

STEP 01

STEP 02

STEP 03

STEP 04

STEP 05

STEP 06

STEP 07

STEP 08

STEP 09

STEP 10

STEP 11

STEP 12

STEP 13

STEP 14

STEP 15

$31,290
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Course Approval Request for Horizontal Movement Form

TO: Superintendent of Schools

Monticello Community School District
Monticello, lowa 52310

FROM:

(please complete prior to registering for a course)
I request approval of the following courses for horizontal movement on the Monticello Community School

district salary schedule: (These are courses taken for graduate credit.)

Course No. Course Title Sem. Hours Term Taken

College/Institution

Address

Teacher Signature

**Please attach a course description**

The above courses are approved/rejected for horizontal movement on the Monticello Community School
District salary schedule.

Date

Superintendent Signature
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Family and Medical Leave Notice to Employees Board Policy Form #405.0F1

YOUR RIGHTS
UNDER THE

FAMILY AND MEDICAL LEAVE ACT OF 1993

FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to eligible employees
for the following reasons:
» For incapacity due to pregnancy, prenatal medical care or child birth;
» To care for the employee’s child after birth, or placement for adoption or foster care;
» To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition; or
» For a serious health condition that makes the employee unable to perform the employee’s job.

Military Family Leave Entitlements \Use of FMLA leave cannot result in the loss of any

E||g|b|e employees with a spouse, son, daughter, or employment benefit that accrued priOI’ to the start of an
parent on active duty or call to active duty status in the employee’s leave.

National Guard or Reserves in support of a contingency
operation may use their 12-week leave entitlement to\ Job Eligibility Requirements

address certain qualifying exigencies. Employees are eligible if they have worked for a covered
employer for at least one year, for 1,250 hours over the

Qualifying exigencies may include attending certain previous 12 months, and if at least 50 employees are

military events, arranging for alternative childcare, employed by the employer within 75 miles.

addressing certain financial and legal arrangements,

attending certain counseling sessions, and attending post-\ Definition of Serious Health Condition

deployment reintegration briefings. A serious health condition is an illness, injury,
impairment, or physical or mental condition that involves
FMLA also includes a SpECiaI leave entitlement that either an Overnight stay in a medical care faC|||ty’ or
permits eligible employees to take up to 26 weeks of continuing treatment by a health care provider for a
leave to care for a covered servicemember during asingle condition that either prevents the employee from
12-month period. A covered servicemember is a current performing the functions of the employee’s job, or
member of the Armed Forces, including a member of the prevents the qualified family member from participating
National Guard or Reserves, who has a serious injury or jn school or other daily activities.
illness incurred in the line of duty on active duty that may

render the servicemember medically unfit to perform his gybject to certain conditions, the continuing treatment
or her duties for which the servicemember is undergoing requirement may be met by a period of incapacity of
medical treatment, recuperation, or therapy; or is in more than 3 consecutive calendar days combined with at
outpatient status; or is on the temporary disability retired |east two visits to a health care provider or one visit and

list. a regimen of continuing treatment, or incapacity due to
: : pregnancy, or incapacity due to a chronic condition.
Benefits and Protection bther conditions may meet the definition of continuing

During FMLA leave, the employer must maintain the treatment.
employee’s health coverage under any “group health

plan” on the same terms as if the employee had continued\ Use of Leave

to work. Upon return from FMLA leave, most employees An employee does not need to use this leave entitlement
must be restored to their Original or eQUivalent pOSitionS in one block. Leave can be taken intermittenﬂy or on a
with equivalent pay, benefits, and other employment reduced leave schedule when medically necessary.
terms. Employees must make reasonable efforts to schedule

leave for planned medical treatment so as not to unduly
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disrupt the employer’s operations. Leave due to

qualifying exigencies may also be taken.

* Discharge or discriminate against any person for
opposing any practice made unlawful by FMLA or for
involvement in any proceeding under or relating to

| Substitution of Paid Leave for Unpaid Leave

|F|v| LA.

Employees may choose or employers may require use of
accrued paid leave while taking FMLA leave. In order to
use paid leave for FMLA leave, employees must comply
with the employer’s normal paid leave policies.

Enforcemen

An employee may file a complaint with the U.S.
Department of Labor or may bring a private lawsuit
against an employer.

Employee Responsibilities

Employees must provide 30 days advance notice of the
need to take FMLA leave when the need is foreseeable.
When 30 days’ notice is not possible, the employee must
provide notice as soon as practicable and generally must
comply with an employer’s normal call-in procedures.

Employees must provide sufficient information for the
employer to determine if the leave may qualify for
FMLA protection and the anticipated timing and duration
of the leave. Sufficient information may include that the
employee is unable to perform job activities, the need for
hospitalization or continuing treatment by a health care
provider, or circumstances supporting the need for
military family leave. Employees also must inform the
employer if the requested leave is for a reason for which
FMLA leave was previously taken or -certified.
Employees also may be required to provide a
certification and periodic recertification supporting the
need for leave.

‘FMLA does not affect any Federal or State law
prohibiting discrimination, or supersede any State or
local law or collective bargaining agreement which
provides greater family or medical leave rights.

NOTE: FMLA section 109 (29 U.S.C. § 2619) requires
FMLA covered employers to post the text of this
notice. Regulations 29 C.F.R. § 825.300(a) may
require additional disclosures.

If you have access to the Internet visit FLMA’s website:
http://www.dol.gov/esa/whd/fmla.

To locate your nearest Wage-Hour Office, phone our toll-
free information at 1-866-487-9243 or to the Web site at:
http://www.wagehour.dol.gov.

For a listing of records that must be kept by employers to
comply with FMLA visit the U.S. Dept. of Labor’s
website:

Employer Responsibilities

Luttp://WWW.doI .gov/dol/allcfr/ESA/Title_29/Part_825/2
OCFR825.500.htm

Covered employers must inform employees requesting
leave whether they are eligible under FMLA. If they are,
the notice must specify any additional information
required as well as the employees’ rights and
responsibilities. If they are not eligible, the employer
must provide a reason for the ineligibility.

Covered employers must inform employees if leave will
be designated as FMLA-protected and the amount of
leave counted against the employee’s leave entitlement.
If the employer determines that the leave is not FMLA-
protected, the employer must notify the employee.

U.S. Department of Labor — Revised July 2009

| Unlawful Acts by Employers

FMLA makes it unlawful for any employer to:
» Interfere with, restrain, or deny the exercise of any
right provided under FMLA,;
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Form Title: Family and Medical Leave Request Form Board Policy Form #405.0F2
(Please complete before taking family & medical leave)

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; or
because | am seriously ill and unable to perform the essential functions of my position.
because of a qualifying exigency arising out of the fact that my __ spouse; __ son or daughter;
parent is on active duty or call to active duty status in support of a contingency operation as a member of the
National Guard or Reserves.
because lamthe _ spouse; _ sonordaughter;  parent; __ next of kin of a covered service member
with a serious injury or illness.

I acknowledge my obligation to provide medical certification of my serious health condition or that of a family
member in order to be eligible for family and medical leave within 15 days of the 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 of the three (3) options)

continuous, and | 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;

because of a qualifying exigency arising out of the fact that my __ spouse; __ son or daughter;

parent is on active duty or call to active duty status in support of a contingency operation as a member of the

National Guard or Reserves.

because | amthe _ spouse; __ sonordaughter;  parent; _ next of kin of a covered service member
with a serious injury or illness.

Details of the needed intermittent leave:

| 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;

because of a qualifying exigency arising out of the fact that my __ spouse; __ son or daughter;

parent is on active duty or call to active duty status in support of a contingency operation as a member of the
National Guard or Reserves.
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because | am the spouse; son or daughter; parent; next of kin of a covered service member
with a serious injury or illness.

Details of needed reduction in work schedule as follows:

| anticipate returning to work at my regular schedule on

I realize 1 may be moved to an alternative position during the period of the family and medical intermittent or
reduced work schedule leave. | also realize that with foreseeable intermittent or reduced work schedule leave,
subject to the requirements of my health care provider, | may be required to schedule the leave to minimize
interruptions to district operations.

While on family and medical leave, | agree to pay my regular contributions to employer sponsored benefit plans.
My contributions will be deducted from moneys owed me during the leave period. If no monies are owed me, |
will reimburse the district by personal check or cash for my contributions. | understand that | 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.

Employee
Signature:

Date

Supervisor
Signature:

Date

Approval: YES, pending medical approval NO

Superintendent
Signature:

Date
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Staff Technology Acceptance Form and Consent to Use of District Technology, Network
Systems and Internet Access — Board Policy #605.2E1

Name: Date:

Computer and/or Tablet Serial #

Equipment Description and Serial #

I hereby certify that | have received, read, understand and agree to all of the terms and conditions in the Monticello
Community School District’s Appropriate Use of Technology Policy.

I understand that the laptop computer, tablet, and related equipment I am being issued is the property of the
Monticello Community School District. 1 will return the laptop computer and/or tablet and any related equipment
I am issued in the same condition in which | receive it, excluding normal wear and tear and unforeseen system
breakdowns, i.e. hard drive failure, etc. | understand that | may be responsible for any damage or loss of any
component of the laptop computer, tablet, and/or related equipment I am issued. In case of damage or loss, | agree
that 1 may be required to reimburse the district for any damaged or lost component and/or equipment with
components.

I accept full responsibility for my use of the district’s computers, computer-like equipment, computer network
systems, and the internet through the district in accordance with the terms, conditions, and guidelines as stated by
the district in its policies and regulations and as set out in federal and state law. | understand that violation of these
provisions will result in the restriction and/or termination of my ability to use the district’s computers, computer-
like equipment (such as tablets), computer network systems, and internet access and may result in further discipline
up to and including termination of my employment with the district and/or other legal action.

I will not hold the district responsible in any way for materials accessed through the district’s computers, computer-
like equipment, computer network systems, and/or the district’s internet access. I relieve the Monticello
Community School District and its officers and employees from any and all financial responsibility that may be
incurred by my use of the district’s computers, computer-like equipment, computer network systems, and the
internet.

Date Signature

Printed Name
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PERSONAL LEAVE PAYMENT REQUEST FORM

Date:

Employee Name:

| am requesting payment of unused personal days.

Employee Signature

COMPUTATION OF UNUSED PERSONAL LEAVE:

SUBSTITUTE PAY RATE ON DAILY BASIS:
_ _days)@$  perday=

SUBSTITUE PAY RATE ON HOURLY BASIS:
hour(s) @ $ per hour =

Building Secretary or Supervisor

(Please submit this completed form to the Superintendent’s Office no later than May 25™)
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