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COCALICO SCHOOL DISTRICT MISSION STATEMENT

The mission of the Cocalico School District and its larger community is to provide educational experiences and opportunities for our students that successfully prepare them to meet the challenges of a continuously changing world.

PURPOSE OF THIS HANDBOOK

This handbook has been prepared for you as a staff member of the Cocalico School District.  All staff members are subject to Cocalico School District policies and guidelines.  While many of those policies and guidelines have been included in this handbook, any policy, procedure or benefit may change from time to time with or without notice.  The policies in this handbook will remain in effect unless you are notified of changes.  This handbook supersedes and replaces any and all prior handbooks, policies, procedures and practices of the Cocalico School District.  This handbook is for information purposes and is not a contract of employment or guarantee of continued employment.  As part of your employment responsibilities, you should become familiar with the information in this handbook.  Please contact your immediate supervisor if you have questions, desire interpretations, or need clarification of the contents of this handbook.
GENERAL INFORMATION

Equal Employment Opportunity (EEO) Policy

The Cocalico School District is an equal opportunity education institution and in compliance with the requirements of the Title VI, Title IX, Section 504, and the Americans with Disabilities Act, will not discriminate on the basis of race, color, religion, national origin, sex, disability or handicap in its activities, programs or employment practices.  For information regarding civil rights or grievance procedures, contact David Davies, Compliance Officer and ADA Coordinator, Cocalico School District, South Fourth Street, Denver, PA 17517.
Confidentiality 
During the course of employment, employees of the Cocalico School District may have access to confidential, protected or privileged information.  This information must remain confidential and may only be used or disclosed in a manner consistent with applicable regulations and established policy.  Furthermore, employees with authorized possession of or access to sensitive or confidential documents are personally responsible for protecting the unauthorized disclosure, improper use or distribution of information contained in these documents and for returning them to the District upon termination of employment. 
Tobacco Use Policy
Tobacco use is prohibited in all district buildings or within fifty (50) feet of any district building, stadium or bleacher.  In addition, tobacco use is prohibited on any property, bus, van and/or vehicle that is owned or controlled by the district.  Staff members who attend school sponsored activities that are held off school property are prohibited from using tobacco products. 

Drug and Alcohol Policy (Drug-Free Workplace)
The Cocalico School District adheres to a strict zero tolerance drug and alcohol policy.  Employees are prohibited from unlawfully manufacturing, selling, distributing, dispensing, possessing, or using any controlled substance, drug, alcohol or alcoholic beverage while on the job, while on any property of the district, or while present at any district function.  In addition, any employee under the influence of an illegal controlled substance, drug, alcohol or alcoholic beverage while on the job, while on the property of the district, or while present at any district function is subject to disciplinary action up to and including discharge and referral for prosecution.  An employee convicted of delivery of or possession of a controlled substance with intent to deliver shall be terminated from his/her employment with the district.
Unlawful Harassment

The Cocalico School District strives to provide a safe, positive working climate for its employees.  Therefore, it shall be the policy of the district to maintain an employment environment in which harassment in any form will not be tolerated.

The Cocalico School District prohibits all forms of unlawful harassment of employees and third parties by all district students, staff members, contracted individuals, vendors, volunteers, and third parties in the schools.

Harassment shall consist of verbal, written, graphic or physical conduct relating to an individual’s race, color, national origin/ethnicity, gender, age, disability, sexual orientation or religion when such conduct: a) is sufficiently severe, persistent or pervasive that it affects an individual’s ability to perform job functions or creates an intimidating, threatening or abusive work environment; b) has the purpose or effect of substantially or unreasonably interfering with an individual’s work performance; and/or c) otherwise adversely affects an individual’s employment opportunities.

Sexual harassment shall consist of unwelcome sexual advances; requests for sexual favors; and other inappropriate verbal, written, graphic or physical conduct of a sexual nature.  Examples of conduct that may constitute sexual harassment include but are not limited to sexual flirtations, advances, touching or propositions; verbal abuse of a sexual nature; graphic or suggestive comments about an individual’s dress or body; sexually degrading words used to describe an individual; jokes; pin-ups; calendars; objects; graffiti; vulgar statements; abusive language; innuendoes; references to sexual activities; overt sexual conduct; or any conduct that has the effect of unreasonable interfering with an employee’s ability to work or creates an intimidating, hostile or offensive working environment.

Each staff member shall be responsible to maintain a working environment free from all forms of unlawful harassment.  Employees who have been harassed are to report the incident immediately to the designated administrator/supervisor or his/her supervisor.
Ethics
Cocalico School District promotes integrity and high ethical standards in every aspect of operations.  To help encourage the adherence to these principles, the Cocalico School District has employed TEG Hotline as an independent, third-party provider for the purpose of reporting suspected fraud, theft or financial irregularities.  TEG provides a service to allow employees to report concerns anonymously, either by phone or via the web.

A report of concern should contain as much information as the employee is comfortable providing.  Information should include a description of the problem, specific dates and times, the names of those involved as well as the names of other witnesses, if any, and the location and description of any physical evidence or documentation that may exist.

Once a report of information is made, the employee’s involvement in the matter is finished.  However, there may be times during the investigation when additional information is needed.  If the employee feels comfortable being contacted by TEG, there is an opportunity to leave contact information.  All information reported is treated seriously and may be reported anonymously.

Employees can access the TEG Hotline by dialing (717) 358-9199 between 8:00 a.m. and 

5:00 p.m. Monday through Friday or (717) 341-0768 outside normal business hours or via the web at www.teghotline.com. 

Internet Access and E-mail Acceptable Use Policy
Internet access and electronic mail (“E-mail”) shall be available to employees in the district for educational and instructional purposes and other purposes consistent with the educational mission of the district.  The district recognizes that the Internet is one of the resources currently necessary for access to information, interactive activities and communications.  The district reserves the right to log, monitor, and review each user’s Internet and E-mail use.  This monitoring and review may be conducted without cause and without notice.  Each user of a district computer shall agree and consent to such monitoring and review and acknowledge that she/he has no right or expectation of confidentiality or privacy, with respect to Internet and E-mail usage.
The School Board establishes that the use of the Internet and E-mail is a privilege, not a right.  Inappropriate use will result in a cancellation (either temporary or permanent) of those privileges, as well as appropriate disciplinary action.  Disciplinary action may range from a verbal warning to dismissal and possible legal action.

School District Policy 815, Internet Access and E-mail Acceptable Use, explains in detail appropriate guidelines that each employee is expected to adhere to with respect to Internet access and E-mail acceptable use.  Employees shall be expected to abide by the generally accepted rules of network etiquette.  These include but are not limited to the following:
1. Be polite.  Do not become abusive in messages to others.  General district rules and policies for behavior and communicating shall apply.

2. Use appropriate language.  Do not swear or use vulgarities or other inappropriate language.

3. Do not reveal the personal addresses or telephone numbers of others.

4. Recognize that E-mail is not private or confidential.

5. Do not use the Internet or E-mail in any way that would interfere with or disrupt its use by others.

6. Consider all communications and information accessible via the Internet to be private property.

7. Do not order any personal materials or use personal credit cards while using the district’s computers.

8. Do not use another employee’s E-mail address.

9. Respect the rights of other users to an open and hospitable technology environment regardless of race, sexual orientation, color, religion, creed, ethnicity, age, marital status or handicap/disability status.

10. Do not use the Internet or E-mail for any illegal activities.

Workplace Safety
Mission Statement

It is the policy of Cocalico School District to protect the safety and health of district employees.  Injury and illness losses from accidents are needless, costly, and completely preventable.  Cocalico School District has established a Workplace Safety Program that will help prevent injury and illness due to hazards.  Employee involvement at all levels of the district is critical for this effort to be successful.  To accomplish this task, a joint supervisor/employee Workplace Safety Committee has been established.  Its purpose will be to bring supervisors and employees together in a non-adversarial, cooperative effort to promote safety and health in the workplace.  The Workplace Safety Committee will assist Cocalico School District in making recommendations for change.

Supervisors 

Supervisors are directly responsible for supervising and training employees.  This includes proper procedures, work practices, safety and health procedures, job training and hazard elimination practices.  Supervisors must enforce district rules and take immediate action to eliminate hazardous conditions and practices.  Supervisors will not permit safety to be sacrificed for any reason.  The district must be kept fully informed on safety and health issues throughout the district in order to constantly review the effectiveness of the safety and health program.  In addition, supervisors will be held accountable for all safety and health issues.

Employees

Each employee, regardless of position with the district, is expected to cooperate in all aspects of the Cocalico School District safety and health program.  Some major points of district safety and health requires that:

1. Accidents must be reported immediately to a supervisor.
2. All employees must wear required personal protective equipment.  There are no exceptions.
3. Hazardous conditions or other safety and health concerns must be reported to a supervisor immediately.

4. Employees participate in Workplace Safety Committee activities and support committee membership.

5. If all employees assist in ensuring workplace safety and health, all employees of the Cocalico School District will benefit.

6. No job is so important that time cannot be taken to do it safely.

Workplace Safety Committee

The Workplace Safety Committee consists of supervisory and employee representatives who have an interest in general promotion of safety and health for Cocalico School District.  The committee is responsible for making recommendations on how to improve safety and health in the workplace.  Committee members have been charged with the responsibility to define problems and remove obstacles to accident prevention; to identify hazards and recommend corrective actions; to help identify employee safety training needs and establish accident investigation for Cocalico School District.

Pennsylvania Worker and Community Right to Know Act
The Pennsylvania Worker and Community Right to Know Act requires that information about hazardous substances in the workplace and in the environment is available to the public sector employees and employees of private sector workplaces not covered by the Federal Occupational Safety and Health Administration (OSHA) Hazard Communication Standard and to all persons living or working in the state.  Employee rights are further defined in the Worker and Community Right to Know Act (P.L. 734, No. 159) and Regulations.  For additional information, contact the Department of Labor and Industry, Bureau of PENNSAFE, Room 155-E, Seventh and Forster Streets, Harrisburg, PA 17120; (717) 783-2071; fax (717) 783-5099; li-pennsafe@state.pa.us (E-mail).

As part of the Right to Know Act, the Cocalico School District maintains Material Safety Data Sheet (MSDS) information.  MSDSs are readily available to employees without the intervention or permission of management or supervisors, and any employee may obtain and examine an MSDS for any hazardous substance in the workplace.
EMPLOYMENT

Employment At-Will
Cocalico School District follows the practice of “employment-at-will,” which means both the employee and the district has the right to terminate employment at any time, with or without advance notice, and with or without cause.  This handbook is not a contract and is not to be construed to form a contract or a warranty of benefits, but rather describes the district’s general practices concerning policies and procedures.  

Employment Offer

All candidates for employment shall be approved by the Cocalico School District School Board.  The Board shall also approve the rate of compensation and term of employment for all candidates.  

Medical Examination

After receiving an offer of full-time employment but prior to beginning employment, an applicant must undergo a medical examination with the results recorded on the proper form and signed by the examining physician.  Full-time employees are defined as individuals who work in excess of thirty-five (35) hours per week.  Any offer of employment shall be contingent upon, among other things, satisfactory completion of this examination and screening, and a determination by the district and its examining physician that the candidate is capable of performing the essential functions of the position that has been offered, with or without a reasonable accommodation.  Included in this post-offer pre-employment examination, in accordance with regulations prescribed by the Pennsylvania Department of Health and the Pennsylvania School Code, shall be evidence of a test for tuberculosis.  The expense for such medical examination shall be paid by the school district.
Criminal History Background Check – Act 34

Act 34 of 1985 specifies that all employees of public and private schools hired as of January 1, 1986, must undergo a criminal background check.  The check is performed by the Pennsylvania State Police.  A candidate may be employed for a period of thirty (30) days while waiting to obtain the results.  The employee must bear the cost of this check.

Child Abuse Clearance – Act 151

Act 151 of 1994 specifies that all employees of public schools hired as of July 1, 1996, must undergo a child abuse clearance check.  The check is performed by the Pennsylvania Department of Public Welfare.  A candidate may be employed for a period of thirty (30) days while waiting to obtain the results.  The employee must bear the cost of this check.

Federal Bureau of Investigation Fingerprint Clearance – Act 114

Act 114 of 2006 specifies that all employees of public and private schools hired as of April 1, 2007, must undergo a federal criminal history record check.  The check is performed by the Federal Bureau of Investigation (FBI).  A candidate may be employed for a period of ninety (90) days while waiting to obtain the results.  The employee must bear the cost of this check.
Falsification of Employment Records
Willful misrepresentation of facts material to the employment and determination of salary level shall be considered cause for dismissal.
Initial Employment Period

The first ninety (90) work days of employment with the Cocalico School District are known as the “initial employment period.”  This period is to give the employee time to orient to his/her new position and demonstrate acceptable performance, attendance and cooperation.  The initial employment period may be extended if necessary.  Successful completion of the initial employment period should not be construed as creating a contract nor as a guaranteeing of employment for any specific duration.  Employees are at all times “at-will” employees.
Attendance Expectations

All employees are expected to be regular in attendance.  Employees are expected to follow established departmental procedures for reporting absence, tardiness or early departure from work, requesting paid and unpaid time off, and returning to work upon authorization after an approved leave of absence.  Failure to notify a supervisor of an absence in a timely manner or to provide requested medical documentation can result in disciplinary action up to and including termination.

Disciplinary Guidelines

The purpose of these guidelines is to administer equitable and consistent discipline for unsatisfactory conduct in the workplace. The major purpose of any disciplinary action is to correct the problem, prevent recurrence and prepare the employee for satisfactory service in the future.

Violation of district standards may result in a progressive discipline process, which could include a verbal warning, written warning, suspension with or without pay, or termination of employment. In arriving at a decision for proper action, the following will be considered:





· The seriousness of the infraction;

· The employee’s past record; and

· The circumstances surrounding the matter

Although there is no way to identify every possible violation of standards of conduct, the following is a partial list of infractions, which may result in corrective action:

· Absences from work without permission, tardiness or unexcused absences.

· Harassing an employee, student or visitor.

· Unauthorized use of district material, time, equipment or property.

· Damaging or destroying district property due to careless or willful acts.

· Leaving your assigned workstation or premises during work hours without authorization from your supervisor.

· Sleeping while on duty or at your workstation.

· Performance, which, in the district’s opinion, does not otherwise meet the requirements for the position.

· Violation of safety and security procedures.

· Engaging in such practices as the district determines may be inconsistent with the ordinary and reasonable rules of conduct necessary to the welfare of the district, its employees, or customers.

The items of improper conduct listed above may constitute grounds for the issuance of a warning before more severe disciplinary action is taken.

Additional items that may require more severe disciplinary action could include, but may not be limited to, the following:

· Falsifying employment application, timecard, personnel or other district documents or records.

· Completing or making an entry on another employee’s timecard.

· Unauthorized possession of district or another employee’s property, gambling, carrying weapons or explosives, or committing criminal acts on district premises or while working.

· Engaging in acts of dishonesty, fraud or sabotage.

· Threatening, intimidating, coercing, using abusive or vulgar language, or interfering with the performance of other employees.

· Insubordination or refusal to comply with instructions or failure to perform reasonable duties, which are assigned.

· Immoral conduct or indecency.

· Inappropriate involvement with pupils and/or other employees.

· Drinking or possession of alcoholic beverages on school property or under the influence of alcohol while at work.

· Possession, use, or distribution of any illegal substance.

· Making false, vicious, profane, or malicious statements about or toward another employee or the district that are damaging to the reputation of that person(s) or the district.

· Removing documents, materials, supplies, equipment, or merchandise from the premises of the district without proper authorization.

· Other circumstances for which the district feels that corrective action is warranted.

This list is intended to be representative of the types of activities, which may result in corrective action. Corrective responses may range from (a) verbal warning, (b) written warning, (c) suspension with or without pay, to (d) termination of employment. Depending on the severity of the problem and past record, there may be circumstances surrounding the matter when one or more of these actions may be bypassed. Each situation is unique and requires individualized attention. Due process procedures will be followed in disciplinary actions.





Disciplinary Procedures

Below are procedural steps that should be followed when routine disciplinary issues are being addressed. The severity of the problem may require some of these steps to be bypassed. These steps correlate to the general disciplinary guidelines outlined on the previous pages.


Step #1 – Verbal Warning
An initial concern arises with an employee that needs to be addressed in a formal manner.


Step #2 – First Written Warning
A second occurrence of the problem or another related concern that needs to be addressed in a formal manner. (Sign Off)

Step #3 – Second Written Warning

A third occurrence of the problem or another related concern that needs to be addressed in a formal manner. Final Notification (Sign Off). The next occurrence may result in suspension or termination. It is permissible to have a third party present if you so desire.

Position Vacancies
The Cocalico School District shall make postings of position vacancies available to staff members.  
BENEFITS

Employee Assistance Program (EAP)
The Cocalico School District provides an Employee Assistance Program (EAP) for employees and dependents living within the employee’s household.  The EAP includes assessment, treatment, and referral services.  Employees and dependents are eligible to receive three (3) counseling sessions per person/per problem or a total of six (6) sessions per year at no cost.  The EAP benefit year runs October 1 – September 30.
Public School Employees’ Retirement System (PSERS)

All full-time and part-time employees who work 5 hours per day, 5 days a week or its equivalent (25 or more hours per week) are required to become members of the Public School Employees’ Retirement System.  Salary deductions made for retirement purposes are determined by state law. Retirement deductions are tax-free and will lower your income tax deductions. Money deducted is credited to the employee’s individual account and may be withdrawn with interest if the employee terminates employment with the District prior to retirement. Additional information is available through the Business Office.

403(b) Tax Sheltered Accounts
A 403(b) Tax Sheltered Account is a qualified retirement savings account that is available to Cocalico School District employees.  Employees can establish a voluntary 403(b) account and contribute a limited portion of their salary, before taxes, through payroll deduction.  Participants can select from a list of authorized providers maintained by the Cocalico School District.  The list of authorized providers does not reflect any opinion as to financial strength or quality of product or service for any company.  The products that these companies provide are usually standard interest annuities, equity index annuities, variable annuities, and mutual funds.  For more information on establishing a 403(b) account, contact David Davies in the Administrative Services Office at (717) 336-1417.

Section 125 – Flexible Spending Account Plans

The Cocalico School District provides a premium only Section 125 plan to employees who are enrolled in medical and/or dental coverage with the district.  This plan enables employees to pay their portion of any qualifying premiums on a pre-tax basis.  All employees who elect medical/dental coverage are automatically enrolled in this plan unless the employee indicates they do not wish to participate in this plan.
The Cocalico School District provides the opportunity for employees to elect participation in medical reimbursement and dependent care reimbursement Section 125 plans.  These plans are administered on a calendar year basis and require annual enrollment should the employee wish to participate.  Enrollments are collected during the district’s annual benefit open enrollment and are due on December 1 of each year for the elected plan(s) to begin on January 1.

Workers’ Compensation

In accordance with Pennsylvania State Law, workers’ compensation insurance is provided for all district employees.  The workers’ compensation law provides for loss of wages and for medical benefits to employees who cannot work or who need medical care, because of a work-related injury or illness.  It is important that any work-related injury or incident be reported to a supervisor immediately.  A completed injury report should be forwarded to the Administrative Services Office within 24 hours of the injury/incident; an injury report packet can be obtained from building offices, supervisor’s offices, or the Administrative Services Office.  Should medical treatment be required for an injury or illness, staff members are required to treat with a Cocalico School District Panel Provider for the first 90 days of treatment.  Please note that in an emergency situation, assistance may be sought from a hospital, physician or health care provider of the injured worker’s choice.  However, once the emergency has been resolved, follow-up treatment must be provided by a panel provider.  Copies of the Cocalico School District Provider Panel are posted on employee bulletin boards in all buildings, the district intra-net computer system, or can be obtained from the Administrative Services Office.
Family and Medical Leave Act of 1993 (FMLA)

An unpaid leave of absence for up to twelve (12) weeks may be provided to eligible employees for certain family or medical reasons.  Employees eligible for a leave of absence under the Family and Medical Leave Act of 1993 (FMLA) must have twelve (12) or more full months of service with the Cocalico School District and have worked at least 1,250 hours during the twelve (12) months immediately preceding the leave of absence.  An employee may request FMLA leave:

· 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 medical condition; or

· for a serious health condition that prevents the employee from performing his/her job duties.

When foreseeable, employees are required to provide thirty (30) days advanced notice of the need for FMLA leave.  When the need for FMLA leave is not foreseeable, as much notice as may reasonably be given is expected.  The Cocalico School District will provide the necessary forms to be completed in order to request FMLA leave.  Employees will be required to provide medical certification to support a request for leave due to a serious health condition and will, in the case of the employee’s own serious health condition, be required to provide a medical certification of fitness to return to work.  

An employee granted unpaid FMLA leave shall first be required to use all available earned or accrued paid leave to which the employee may be entitled.  This paid leave shall be counted against the leave to which the employee is entitled under FMLA.  Once such benefits are exhausted, the balance of the leave will be without pay.  Paid leave includes but is not limited to:  sick leave (in the case of the employee’s illness), personal leave, vacation leave, administrative leave, disability leave, workers’ compensation disability leave, etc.  Leave under FMLA will be a part of, and not in addition to, any other unpaid leave to which the employee may be entitled.  
The National Defense Authorization Act amendment to the Family and Medical Leave Act of 1993 allows for FMLA leave entitlement to be extended for up to twelve (12) weeks for a qualifying exigency arising out of the fact that the spouse, son, daughter, or parent of the employee is on active duty or has been notified of an impending call to active duty status in support of a contingency operation. In addition, an eligible employee who is the spouse, son, daughter, parent or next of kin of a military service member is entitled to twenty-six (26) weeks of FMLA leave to care for the covered military service member who is recovering from a serious injury or illness sustained during the line of duty while on active duty.  This military caregiver leave is available during a single twelve (12) month period to a combined total of twenty-six (26) weeks for all types of FMLA leave.
Funeral Leave

Cocalico School District employees are allowed a maximum of three (3) paid days of absence because of a death in the immediate family.  Member of the immediate family is defined as father, mother, brother, sister, son, daughter, husband, wife, grandfather, grandmother, parent-in-law, grandchildren, son-in-law, daughter-in-law, foster parent or near relative who resides in the same household, or any person with whom the employee has made his home.

One (1) day of paid absence will be allowed on the day of the funeral because of the death of a near relative.  Near relative shall be defined as a first cousin, aunt, uncle, niece, nephew, brother-in-law, or sister-in-law.
Jury Duty 

Any employee shall be allowed paid leave when selected for jury duty; however, jury duty pay, excluding travel reimbursement and meals, must be given to the school district. Any employee shall also be allowed paid leave when subpoenaed to testify in court or before a governmental agency; provided, however, that the employee is not the person initiating the complaint or cause of action.
Mileage

Employees who are asked to use their own vehicles to travel on authorized school business shall be reimbursed at the rate established by the School Board.  Completed expense vouchers containing all appropriate signatures must be turned in to the Business Office monthly for payment.

Meetings and Workshops

Attendance at conferences/seminars/workshops may be granted, without loss of pay, by a supervisor.  These seminars/workshops must be related to job responsibilities and written requests should come to the supervisor.  The employee may be reimbursed for conference/seminar/workshop costs and/or any additional costs incurred upon submission of proper receipts with a completed expense voucher containing all appropriate signatures.

If course work is required, approved tuition reimbursement will occur after successful course completion.  Courses must be related to job responsibilities.
PAYROLL

Payroll Schedule

Cocalico School District employees are paid on a two-week basis, every other Friday, except when there are overlapping pay periods which will occur occasionally. 

Payroll Period
The Cocalico School District has established a two-week pay period that begins on a designated Monday.  Each individual pay week begins on a Monday at 12:00 a.m. and ends the following Sunday at 11:59 p.m.  
Timesheet Procedures

Timesheets are to be completed to accurately reflect hours worked.  Completed timesheets should be submitted to your supervisor for approval at the end of each pay period and then submitted to the payroll department for processing.  Timesheets without a supervisor’s signature will not be processed.  Instructions and due dates can be found on the reverse of each timesheet.

Comp Time/Overtime Procedures

There may be a need for employees to work overtime on occasion.  If this becomes necessary, approval from a supervisor must be obtained prior to work being performed.  Comp time/overtime is only paid or granted for hours worked in excess of 40 worked hours in a specific work week.  Overtime compensation will be paid at a rate of one and one-half times the regular hourly rate for the hours worked in excess of 40 hours, or as mandated by state and federal law.  Likewise, comp time will be granted at a rate of one and one-half hour for every hour worked in excess of 40 hours in a specific work week.  A completed Comp time/Overtime Request Form containing all appropriate signatures must be submitted to the payroll department along with the timesheet that reflects the hours worked.  
Direct Deposit

The Cocalico School District requires employees to enroll in Direct Deposit for payroll purposes. Employees will have their wages automatically deposited to their personal checking or saving account; up to three different accounts may be chosen.  The employee will be issued a copy of their pay statement each payday.

Payroll Deductions

The Cocalico School District agrees to make the following payroll deductions for all employees:

Section A. Mandated by Law

1. Federal and State income taxes

2. Social Security taxes

3. Wage taxes for Lancaster, Berks, Lebanon and York Counties

4. Local occupation taxes

5. Public Employee Retirement contributions

6. Others mandated by law during the term of this contract

Section B. Voluntary Deductions


1. Tax sheltered annuities

2. United Way Fund contributions

3. Dependent’s medical insurance premiums

4. Lanco Credit Union

5. PSECU Credit Union

6. Savings Bonds

7. Other district approved deductions
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GENERAL INFORMATION – APPENDIX B

Evaluations

An evaluation conference to review job descriptions and employee performance will be held a minimum of once per year prior to the end of each school year.  Pay adjustments are awarded at Cocalico based upon numerous factors, including the information documented by the evaluation process.
Work Schedule

The normal workweek for full-time employees shall consist of five (5) workdays in a pre-established work schedule.  The normal workday shall consist of eight (8) hours.  Due to the requirements of various duties and jobs throughout the district, daily schedules will be set by individual supervisors.

Comp Time Usage 

Building and Grounds employees who have accumulated comp time will be required to use that time before May 31st in the fiscal year for which the comp time was earned.  Comp time earned during the month of June must be used by June 30th.  All available comp time must be exhausted before using available vacation leave days.  
Absence Reporting

Building and Grounds employees who are absent from work for any reason must contact the Building and Grounds Office at (717) 336-1571 each day for which an absence is necessary.  (Note: this does not apply to hospitalization or a known lengthy illness after initial notification.)  Daytime personnel are required to report an absence to the Building and Grounds Office at least thirty (30) minutes prior to the start of the shift on the day of the anticipated absence.  Evening custodians are required to report an absence prior to 11:00 a.m. on the day of the anticipated absence.  Should you need to contact the Building and Grounds supervisor prior to 6:00 a.m., please call Kurt Eckenroad at (717) 336-8453 or Jim Moyer at (717) 336-6587.  Calls made after 6:15 a.m. should be made to the Building and Grounds Office or to the Maintenance Shop at (717) 336-1575.  It is imperative that direct contact be made with a supervisor; if contact cannot be made at one of the numbers listed above, please call Kurt Eckenroad at (717) 629-1866.
Appearance - Dress/Uniforms

Discretion in style of dress and demeanor is essential to the operation of the district.  Staff members are required to dress in appropriate attire and conduct themselves professionally.  Hair styles should be well groomed as not to disrupt the educational process or cause a health or safety hazard.  Employees must wear sturdy and comfortable footwear.  No open-toe shoes or open-back shoes (clogs).  District employee name badges should be worn at all times in school buildings when students are present.

Building and Grounds employees are required to wear uniforms.  The district will supply uniforms to be worn throughout the school year.  It is the responsibility of the employee to launder his/her uniforms and keep them neat and orderly.  Uniform repairs will be performed by the vendor contracted to supply the uniforms; uniforms in need of repair should be submitted to department supervisors with the appropriate repair tag.  

Extra Event Activities and Weekend Building Checks

Building and Grounds employees are required to participate in coverage for extra event activities on a rotating basis.

Buildings and Grounds employees are also required to participate in the completion of weekend building/security checks for their respective buildings.  These checks are normally done on a rotation basis.  Overtime/comp time will be paid for all weekend checks.

Snow Removal

Buildings and Grounds employees are required to assist in the removal of snow, ice and debris as needed.  This may include weekends and time other than normal working hours.

Rest Periods

Building and Grounds employees are entitled to a paid, scheduled ten (10) minute break during the work day.  Building and Grounds employees working 1st shift are entitled to an unpaid thirty (30) minute lunch period.  Employees working summer hours are also entitled to an unpaid thirty (30) minute lunch period.  

Building and Grounds employees working 2nd or 3rd shift received a paid lunch break during the course of an eight (8) hour shift.

Training

Building and Grounds employees are required to attend annual Right-to-Know and safety training.  In addition, all new employees are required to attend Asbestos Awareness Training (subject to change).
BENEFITS – APPENDIX B

Insurance Coverages

Medical Insurance Coverage

The Cocalico School District provides hospitalization, surgical, major medical and dental insurance benefits for all full-time employees.  Full-time employees are defined as individuals who work in excess of thirty-five (35) hours per week.  Details of the health care coverage are listed in separate health care brochures, which are available from the Administrative Services Office.  Employees may choose one of three plans that are offered including a POS plan, a PPO plan or an indemnity plan.

Health care insurance is provided based on a specific schedule of benefits for each plan, which is available in the Administrative Services Office.  The current cumulative maximum lifetime benefit under each of the three (3) health insurance plans is $1,250,000.00.  The current applicable co-pays for prescription drugs under the managed care plans (POS/PPO) shall be $7.50 for generic drugs and $15.00 for brand name drugs.  

Employees will contribute toward the premium of their chosen insurance plan as follows:

EMPLOYEE COVERAGE




Indemnity


Managed Care



$20 per pay


$15 per pay

DEPENDENT COVERAGE




Indemnity


Managed care




     15%


        12%

The Cocalico School District will pay the remaining cost of the applicable premium and will provide each employee with a description of the plan selected.
Employees may change plan elections on January 1 of each year.  Written notification must be given to the Administrative Services Office by December 1 of that school year.

Dental Insurance Coverage

The Cocalico School District will provide dental insurance for full-time employees.  Full-time employees are defined as individuals who work in excess of thirty-five (35) hours per week.  Dental coverage is based on the following schedule of benefits:

Benefit Percentages

Type A Expenses – 100% UCR*

Type B Expenses – Deductible, 90% UCR

Type C Expenses – Deductible, 80% UCR

*Usual, customary and reasonable expenses
The deductible amount applicable to each person insured under this coverage is $25.00 per calendar year for expenses of Type B and C combined.

The current maximum benefit payable for each person under this coverage, regardless of any break in coverage, shall be $1,600.00 per calendar year.  Any service of $300.00 or more must have a pretreatment review.

The Cocalico School District will pay the total premium for the employee’s Dental Plan and 90% for the employee’s dependent coverage.

Vision Reimbursement Plan
The Cocalico School District will provide vision reimbursement coverage for full-time employees.  Full-time employees are defined as individuals who work in excess of thirty-five (35) hours per week.  Each full-time employee shall be reimbursed up to a total of $300.00 per year for vision care for the individual employee and/or their dependents.  The vision reimbursement plan year runs July 1 – June 30 of each year.  Up to $100.00 of unused benefits may be carried over from the prior year if needed. This payment shall be made subsequent to submission of appropriate receipts and documents as may be reasonably required.   

Life Insurance Coverage

The Cocalico School District provides term life insurance and accidental death and dismemberment benefits for each Building and Grounds employee in the amount of $20,000 at no cost to the employee.

Paid Holidays

The following holidays are recognized as paid holidays for twelve-month employees where such holidays fall within the normal working year of the employee:


New Year’s Day

Memorial Day


Thanksgiving – 2 days

President’s Day

July 4th 
 

Christmas – 1 day

Good Friday


Friday prior to Labor Day* 
 

Easter Monday*

Labor Day
*One to be chosen by the Buildings and Grounds Supervisor

When any of these days occur on a Saturday, the preceding Friday shall be recognized as the holiday; when it occurs on a Sunday, the following Monday shall be recognized as the holiday.  If a snow make-up day falls on an otherwise designated paid holiday and the employee is required to report to work, one (1) additional vacation day will be granted to the employee.
Some additional holidays as designated on the yearly school calendar may also be available; staff will be made aware of these days on a yearly basis. 
Sick Leave

Full-time Buildings and Grounds personnel are granted ten (10) sick days for each fiscal year.  Full-time employees are defined as individuals who work in excess of thirty-five (35) hours per week.  There is no limit to the number of unused sick days which may be accumulated.  Use of more than three (3) consecutive sick leave days will require a written physician’s certificate when returning to work.  Please note, while these sick days are generally for the employee’s personal illness or injury, the employee may use up to three (3) days of the annual allowance to care for an immediate family member that permanently resides with the employee or a parent or child who resides in other households who is ill, recovering from an accidental injury, or surgery.  The use of sick leave in such a manner shall not accrue from one school year to the next.  An immediate family member is defined as a spouse, child or parent.  Employees are required to notify their supervisor of the use of a family sick day using the usual manner of reporting the use of sick leave.  
Personal Leave

Full-time Building and Grounds personnel are given one (1) personal leave day during the first year of service.  Full-time employees are defined as individuals who work in excess of thirty-five (35) hours per week.  After (1) full year of service, employees are given two (2) personal leave days per year.  After five (5) years of service, these personal leave days can be accumulated to three (3) days, if not all are used in the previous year.  After ten (10) years of service, office personnel are entitled to three (3) personal leave days per year.  These personal leave days can be cumulative to four (4) days if not used in a given year.  Administrative approval must be given before personal days may be used.  Personal leave days that have not been used may be accumulated towards severance pay at the time of retirement.
Vacation Leave

Building and Grounds employees are granted ten (10) days paid vacation leave after one (1) full year of employment.  Vacation leave for employees who have less than one (1) year of employment will be calculated on a monthly basis.  Additional vacation days are granted based on the following:

Years of Service Completed

Additional Day(s) Granted

Total
Five (5) years of service

One (1) day



Eleven (11) days

Seven (7) years of service

Two (2) days



Twelve (12) days

Ten (10) years of service

Five (5) days



Fifteen (15) days

Twelve (12) years of service

Six (6) days



Sixteen (16) days

Fourteen (14) years of service

Seven (7) days



Seventeen (17) days

Vacation leave is awarded on July 1 of each year.  Building and Grounds personnel will be allowed to carry up to two (2) vacation days from one year to the next.  
Child Rearing Leave

Child Rearing Leave shall be regarded as unpaid leave and shall be granted subject to the following conditions:
· An employee who desires Child Rearing Leave shall notify the Superintendent in writing.  
· The leave time shall be for a maximum of six months.

Upon return to employment, the District shall make reasonable efforts to reinstate the employee to the position previously held or to a substantially equivalent position.
Income Protection

After one (1) year of service, full-time Building and Grounds personnel who suffer from an illness or injury not covered by Worker’s Compensation may be reimbursed in the amount of 66-2/3% of their per diem rate at the time illness or accident occurred for a lifetime of 200 working days.  Full-time employees are defined as individuals who work in excess of thirty-five (35) hours per week.    

An employee wishing to exercise this benefit must contact the Administrative Services Office to obtain the necessary paperwork to request income protection.  A doctor’s statement shall be required to verify the beginning and termination of the illness or injury.  The school district reserves the right, at its expense, to use a school-designated physician to verify such certification.  No benefits shall be payable beyond the employee’s retirement date.  Persons on paid or unpaid leaves of absence shall not be covered under this income protection plan.

In order to be eligible, the employee must be absent a minimum of ten (10) consecutive school days following the expiration of all possible available leave.  Payment of benefits would begin on the 11th consecutive workday.  If the employee is absent for thirty (30) consecutive workdays immediately following the expiration of all leave, the employee shall be reimbursed for the ten (10) days referred to in this paragraph.

Retirement/Severance Pay

Full-time Building and Grounds personnel will receive special retirement/severance pay if the employee retires and uses the benefits of the Pennsylvania School Employees Retirement System (PSERS) immediately upon leaving the service of the district.  Full-time employees are defined as individuals who work in excess of thirty-five (35) hours per week.  Written notice of retirement must be given to the Superintendent on or before March 1 of the intended retirement year, or at least 150 days before effective date of retirement.

The guidelines listed here will be followed.

Retirement Pay

Building and Grounds personnel retiring from the school district with at least fifteen (15) full-time years of service shall receive a retirement bonus of $1000; those with at least twenty (20) full-time years of service shall receive a retirement bonus of $1500.

Severance Pay

Severance pay will be calculated on the number of sick days and personal days accumulated at retirement based on $12 per day and with the following limits:

After at least 15 years of service – maximum of $1000

After at least 20 years of service – maximum of $1500
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