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Foreword
As an employee of KCPS, you become a part of a very 
ŝŵƉŽƌƚĂŶƚ�ĞĚƵĐĂƟŽŶĂů�ƉƌŽĐĞƐƐ�ĨŽƌ�ŽƵƌ�ƐƚƵĚĞŶƚƐ͘�� �
Successful employees must have an understanding of 
ŚŝƐ�Žƌ�ŚĞƌ�ĂƐƐŝŐŶŵĞŶƚƐ�ĂŶĚ�ƌĞƐƉŽŶƐŝďŝůŝƟĞƐ͕�ĨŽůůŽǁ���
ŝŶƐƚƌƵĐƟŽŶƐ͕�ĚĞǀĞůŽƉ�ĂŶĚ�ƉƌĂĐƟĐĞ�ŐŽŽĚ�ǁŽƌŬ�ŚĂďŝƚƐ͕�
ďĞ�ĐŽƵƌƚĞŽƵƐ�Ăƚ�Ăůů�ƟŵĞƐ͕�ƐƚƌŝǀĞ�ĨŽƌ�ŶĞĂƚŶĞƐƐ�ĂŶĚ��
ĂĐĐƵƌĂĐǇ�ŝŶ�Ăůů�ǁŽƌŬ͕�ĂĐĐĞƉƚ�ĂƐƐŝŐŶŵĞŶƚƐ�ĂƐ�Ă�ĐŚĂůůĞŶŐĞ�
ĂŶĚ�ďĞ�ĐŽŶƐĐŝĞŶƟŽƵƐ�ĂŶĚ�ŝŶŶŽǀĂƟǀĞ�ƐŽ�ƚŚĂƚ�ŚĞ�Žƌ�ƐŚĞ�
ĐĂŶ�ďĞ�Ă�ƉĂƌƚ�ŽĨ�ƚŚĞ�ĞīŽƌƚ�ŝŶ�ĞĚƵĐĂƟŶŐ�ŽƵƌ�ĐŚŝůĚƌĞŶ͘�
We consider the employees of Kansas City Public 
^ĐŚŽŽůƐ�ƚŽ�ďĞ�ŽŶĞ�ŽĨ�ŝƚƐ�ŵŽƐƚ�ǀĂůƵĂďůĞ�ƌĞƐŽƵƌĐĞƐ͘��ůů�
ƚŚĂƚ�ǁĞ�ĚŽ�ŝŶĚŝǀŝĚƵĂůůǇ�ĂŶĚ�ĐŽůůĞĐƟǀĞůǇ͕ �ŝŵƉĂĐƚƐ�ƚŚĞ�
ŐƌŽǁƚŚ�ĂŶĚ�ĚĞǀĞůŽƉŵĞŶƚ�ŽĨ�ŽƵƌ�ƐƚƵĚĞŶƚƐ͘�dŚŝƐ��
ŚĂŶĚďŽŽŬ�ŚĂƐ�ďĞĞŶ�ǁƌŝƩĞŶ�ƚŽ�ƐĞƌǀĞ�ĂƐ�ƚŚĞ�ŐƵŝĚĞ�ĨŽƌ�
ƚŚĞ�ĞŵƉůŽǇĞƌͬĞŵƉůŽǇĞĞ�ƌĞůĂƟŽŶƐŚŝƉ͘�dŚŝƐ�ŚĂŶĚďŽŽŬ�
has been prepared to introduce you to KCPS and  
ĂĐƋƵĂŝŶƚ�ǇŽƵ�ǁŝƚŚ�ƚŚĞ�ƉĞƌƐŽŶŶĞů�ŐƵŝĚĞůŝŶĞƐ͘
dŚŝƐ�ŚĂŶĚďŽŽŬ�ƐƵŵŵĂƌŝǌĞƐ�ŽƵƌ�ƉŽůŝĐŝĞƐ͕�ǁŚŝĐŚ�ĂƌĞ�
ƉƌĞƐĞŶƚĞĚ�ŚĞƌĞ�ŽŶůǇ�ĂƐ�Ă�ŵĂƩĞƌ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ͘�dŚĞ�
ĐŽŶƚĞŶƚƐ�ŽĨ�ƚŚŝƐ�ŚĂŶĚďŽŽŬ�ƐŚĂůů�ŶŽƚ�ĐŽŶƐƟƚƵƚĞ�ŶŽƌ�ďĞ�
construed as a promise of employment or as a 
contract or part of a contract, express or implied,   
ďĞƚǁĞĞŶ�<�W^�ĂŶĚ�ŝƚƐ�ĞŵƉůŽǇĞĞƐ͘�zŽƵ�ĂƌĞ�ƌĞƐƉŽŶƐŝďůĞ�
for reading and understanding this Employee  
,ĂŶĚďŽŽŬ͘�/Ĩ�ǇŽƵ�ŚĂǀĞ�ĂŶǇ�ƋƵĞƐƟŽŶƐ͕�ƉůĞĂƐĞ�ĚŝƐĐƵƐƐ�
ƚŚĞŵ�ǁŝƚŚ�ǇŽƵƌ�ƐƵƉĞƌǀŝƐŽƌ͘
^ĐŚŽŽůƐ�Žƌ�ĚĞƉĂƌƚŵĞŶƚƐ�ŵĂǇ�ĞƐƚĂďůŝƐŚ�ĂĚĚŝƟŽŶĂů�
guidelines and procedures appropriate to their school 
Žƌ�ĚĞƉĂƌƚŵĞŶƚ͘�WůĞĂƐĞ�ůĞĂƌŶ�ƚŚŽƐĞ�ŐƵŝĚĞůŝŶĞƐ�ĂŶĚ�� �
ŽďƐĞƌǀĞ�ƚŚĞŵ�Ăƚ�Ăůů�ƟŵĞƐ͘�dŚĞǇ�ĂƌĞ�ĞƐƚĂďůŝƐŚĞĚ�ĨŽƌ�
ǇŽƵƌ�ďĞŶĞĮƚ�ĂŶĚ�ƚŚĂƚ�ŽĨ�ƚŚĞ�ƐĐŚŽŽů�Žƌ�ĚĞƉĂƌƚŵĞŶƚ�ĂŶĚ�
ŽƵƌ�ƐƚƵĚĞŶƚƐ͘
dŚŝƐ��ŵƉůŽǇĞĞ�,ĂŶĚďŽŽŬ�ŵĂǇ�ďĞ�ƌĞǀŝƐĞĚ�ĨƌŽŵ�ƟŵĞ�
ƚŽ�ƟŵĞ͕�ĂƐ�ŶĞĞĚĞĚ͕�ǁŝƚŚŽƵƚ�ƉƌŝŽƌ�ŶŽƟĐĞ�ĂƐ�ďƵƐŝŶĞƐƐ͕�
ĞŵƉůŽǇŵĞŶƚ͕�ůĞŐŝƐůĂƟǀĞ�ĂŶĚͬŽƌ�ĞĐŽŶŽŵŝĐ�ĐŽŶĚŝƟŽŶƐ�
ĚŝĐƚĂƚĞ͘��ŶǇ�ƐƵĐŚ�ƌĞǀŝƐŝŽŶƐ�ĂƉƉůǇ�ƚŽ�ĞǆŝƐƟŶŐ�ĂƐ�ǁĞůů�ĂƐ�
ĨƵƚƵƌĞ�ĞŵƉůŽǇĞĞƐ͘�ZĞǀŝƐŝŽŶƐ�ǁŝůů�ďĞ�ŵĂĚĞ�ĂƐ�ƚŚĞǇ�ĂƌĞ�
ĂƉƉƌŽǀĞĚ͘
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Only the Superintendent of KCPS or his/her designee 
may alter or modify any of the provisions of this  
�ŵƉůŽǇĞĞ�,ĂŶĚďŽŽŬ͘�^ƚĂƚĞŵĞŶƚƐ�Žƌ�ƉƌŽŵŝƐĞƐ�ďǇ�ĂŶ�
administrator, principal, supervisor, manager or  
department head may not be interpreted as a change 
ŝŶ�ƉŽůŝĐǇ�ĂŶĚ�ĚŽ�ŶŽƚ�ĐŽŶƐƟƚƵƚĞ�ĂŶ�ĂŐƌĞĞŵĞŶƚ�ǁŝƚŚ�ĂŶ�
ĞŵƉůŽǇĞĞ͘
tŚŝůĞ�ƚŚŝƐ�,ĂŶĚďŽŽŬ�ŝƐ�Ă�ŐĞŶĞƌĂů�ƉƵďůŝĐĂƟŽŶ�ƉƌĞƉĂƌĞĚ�
for all KCPS employees, many employees also may be 
ƌĞƉƌĞƐĞŶƚĞĚ�ďǇ�ǀĂƌŝŽƵƐ�ƵŶŝŽŶƐ͘�/Ĩ�Ă�ĐŽŶŇŝĐƚ�ĂƌŝƐĞƐ�� �
ďĞƚǁĞĞŶ�ĂŶ�ŝƚĞŵ�ŝŶ�ƚŚŝƐ��ŵƉůŽǇĞĞ�,ĂŶĚďŽŽŬ�ĂŶĚ�ĂŶ�
ŝƚĞŵ�ŝŶ�Ă�EĞŐŽƟĂƚĞĚ��ŐƌĞĞŵĞŶƚ͕�ƚŚĞ�ƚĞƌŵƐ�ŝŶ�ƚŚĞ�� �
EĞŐŽƟĂƚĞĚ��ŐƌĞĞŵĞŶƚ�ǁŝůů�ŐŽǀĞƌŶ�ĨŽƌ�ƚŚŽƐĞ��
ĞŵƉůŽǇĞĞƐ�ĐŽǀĞƌĞĚ�ďǇ�ƚŚĞ�ŶĞŐŽƟĂƚĞĚ�ĂŐƌĞĞŵĞŶƚ�
ǁŝƚŚŽƵƚ�ŶƵůůŝĨǇŝŶŐ�ĂŶǇ�ŽƚŚĞƌ�ŝƚĞŵƐ�ŝŶ�ƚŚŝƐ�,ĂŶĚďŽŽŬ͘�
/Ĩ�Ă�ĐŽŶŇŝĐƚ�ĂƌŝƐĞƐ�ďĞƚǁĞĞŶ�ĂŶ�ŝƚĞŵ�ŝŶ�ƚŚŝƐ��ŵƉůŽǇĞĞ�
,ĂŶĚďŽŽŬ�ĂŶĚ�ĂŶ�ŝƚĞŵ�ŝŶ�<�W^��ŽĂƌĚ�ƉŽůŝĐŝĞƐ͕�� �
ĂĚŵŝŶŝƐƚƌĂƟǀĞ�ƉŽůŝĐŝĞƐ͕�ĂŶĚͬŽƌ�ĂĚŵŝŶŝƐƚƌĂƟǀĞ�� �
ƉƌŽĐĞĚƵƌĞƐ͕�ƚŚĞ�ƚĞƌŵƐ�ŝŶ�ƚŚĞ�<�W^��ŽĂƌĚ�ƉŽůŝĐŝĞƐ͕��
ĂĚŵŝŶŝƐƚƌĂƟǀĞ�ƉŽůŝĐŝĞƐ�ĂŶĚͬŽƌ�ĂĚŵŝŶŝƐƚƌĂƟǀĞ��
ƉƌŽĐĞĚƵƌĞƐ�ǁŝůů�ŐŽǀĞƌŶ�ǁŝƚŚŽƵƚ�ŶƵůůŝĨǇŝŶŐ�ĂŶǇ�ŽƚŚĞƌ�
ŝƚĞŵƐ�ŝŶ�ƚŚŝƐ�,ĂŶĚďŽŽŬ͘�tŚĞŶ�ƚŚĞ�<�W^��ŽĂƌĚ�ƉŽůŝĐŝĞƐ͕�
ĂĚŵŝŶŝƐƚƌĂƟǀĞ�ƉŽůŝĐŝĞƐ͕�ĂŶĚͬŽƌ�ĂĚŵŝŶŝƐƚƌĂƟǀĞ�� �
procedures are revised, they supersede the   
ŝŶĨŽƌŵĂƟŽŶ�ŝŶ�ƚŚŝƐ�,ĂŶĚďŽŽŬ͘
^ŽŵĞ�ƐƵďũĞĐƚƐ�ĚĞƐĐƌŝďĞĚ�ŝŶ�ƚŚŝƐ�,ĂŶĚďŽŽŬ�ĂƌĞ�ĐŽǀĞƌĞĚ�
ŝŶ�ĚĞƚĂŝů�ŝŶ�<�W^��ŽĂƌĚ�ƉŽůŝĐǇ͕ �ĂĚŵŝŶŝƐƚƌĂƟǀĞ�ƉŽůŝĐǇ͕
ĂŶĚͬŽƌ�ĂĚŵŝŶŝƐƚƌĂƟǀĞ�ƉƌŽĐĞĚƵƌĞƐ͘�ZĞĨĞƌ�ƚŽ�ƚŚĞƐĞ��
ĚŽĐƵŵĞŶƚƐ�ĨŽƌ�ƐƉĞĐŝĮĐ�ŝŶĨŽƌŵĂƟŽŶ͕�ĂƐ�ƚŚŝƐ�ŚĂŶĚďŽŽŬ�
ŽŶůǇ�ďƌŝĞŇǇ�ƐƵŵŵĂƌŝǌĞƐ�ƚŚŽƐĞ�ŐƵŝĚĞůŝŶĞƐ�ĂŶĚ��
ĂƉƉůŝĐĂďůĞ�ďĞŶĞĮƚƐ͘�WůĞĂƐĞ�ŶŽƚĞ�ƚŚĂƚ�ƚŚĞ�ƚĞƌŵƐ�ŽĨ�ƚŚĞ�
ǁƌŝƩĞŶ�ŝŶƐƵƌĂŶĐĞ�ƉŽůŝĐŝĞƐ�ĂƌĞ�ĐŽŶƚƌŽůůŝŶŐ͘�WůĞĂƐĞ�ĮŶĚ�
�ĚŵŝŶŝƐƚƌĂƟǀĞ��ŽĂƌĚ�ƉŽůŝĐŝĞƐ�ďǇ�ŐŽŝŶŐ�ƚŽ�� � �
kcpublicschools.org͕�ƐĐƌŽůůŝŶŐ�ŽǀĞƌ�͞�/^dZ/�d�/E&K͟�
ĂŶĚ�ĐůŝĐŬŝŶŐ�ŽŶ�͞�ĚŵŝŶ�WŽůŝĐŝĞƐ͘͟
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“Develop a passion for learning. If you do, you will never 
cease to grow.” 

- Anthony J. D’Angelo
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KANSAS CITY PUBLIC SCHOOLS  
WELCOME AND OVERVIEW

DR. MARK T. BEDELL, SUPERINTENDENT 7



KANSAS CITY PUBLIC SCHOOLS

Every student 
develops deep understanding

of the knowledge and skills

contribute to the civic well-being of 
the community and have the 

opportunity for a rewarding and 

Vision

The mission of
KCPS is to achieve, in a

way that is unencumbered 
by excuses, our vision for 

teaching and learning.

Mission

STRATEGIC PLAN OVERVIEW:
FIVE GOALS AND MEASURES OF STUDENT SUCCESS

1 Success in the Early Years
�ǀĞƌǇ�ƐƚƵĚĞŶƚ�ǁŝůů�ƌĞĐĞŝǀĞ�ƚŚĞ�ƐŽĐŝĂůͲĞŵŽƟŽŶĂů͕�ĐŽŐŶŝƟǀĞ͕�ŚĞĂůƚŚ�ĂŶĚ�ĐŽŵŵƵŶŝƚǇ�ƐƵƉƉŽƌƚ�ŶĞĐĞƐƐĂƌǇ�ƚŽ�ďĞ�
ƐƵĐĐĞƐƐĨƵů�ďǇ�ƚŚĞ�ĞŶĚ�ŽĨ�'ƌĂĚĞ�ϯ͘

2 Whole Child: Safe, Challenged & Supported
�ǀĞƌǇ�ƐƚƵĚĞŶƚ�ǁŝůů�ďĞ�ĐŚĂůůĞŶŐĞĚ�ĂŶĚ�ƐƵƉƉŽƌƚĞĚ͕�ǁŝƚŚŝŶ�Ă�ƐĂĨĞ�ůĞĂƌŶŝŶŐ�ĞŶǀŝƌŽŶŵĞŶƚ͕�ƚŽ�ďĞ�Ă�ƌĞƐƉŽŶƐŝďůĞ�
ĂŶĚ�ƉƌŽĚƵĐƟǀĞ�ĐŝƟǌĞŶ�ĐĂƉĂďůĞ�ŽĨ�ŵĞĞƟŶŐ�ŚŝŐŚ�ĞǆƉĞĐƚĂƟŽŶƐ͘

3 �ŽŶƟŶƵŽƵƐ�'ƌŽǁƚŚ�dŽǁĂƌĚ�DĂƐƚĞƌǇ�ŽĨ��ůů��ĐĂĚĞŵŝĐ�^ƵďũĞĐƚƐ
�ǀĞƌǇ�ƐƚƵĚĞŶƚ�ǁŝůů�ƉƌŽŐƌĞƐƐ�Ăƚ�Ă�ƉĂĐĞ�ƚŚĂƚ�ĐůŽƐĞƐ�ƚŚĞ�ĂĐŚŝĞǀĞŵĞŶƚ�ŐĂƉ͕�ĂŶĚ�ǁŝůů�ŵĞĞƚ�Žƌ�ĞǆĐĞĞĚ�ĂĐĂĚĞŵŝĐ�
ƐƚĂŶĚĂƌĚƐ�ŝŶ�ĂĐĂĚĞŵŝĐ�ƐƵďũĞĐƚƐ͘

4 21st��ĞŶƚƵƌǇ��ƌŝƟĐĂů�dŚŝŶŬĞƌƐ�Θ�WƌŽďůĞŵ�^ŽůǀĞƌƐ
�ǀĞƌǇ�ƐƚƵĚĞŶƚ�ǁŝůů�ĚĞŵŽŶƐƚƌĂƚĞ�ŐůŽďĂů�ĐŽŵƉĞƟƟǀĞŶĞƐƐ͕�ĐƌĞĂƟǀĞ�ƚŚŝŶŬŝŶŐ�ĂŶĚ�ŝŶŶŽǀĂƟŽŶ�ƚŚƌŽƵŐŚ�ĞīĞĐƟǀĞ�
ƌĞĂƐŽŶŝŶŐ͕�ĐŽŵŵƵŶŝĐĂƟŽŶ�ĂŶĚ�ĂĚǀŽĐĂĐǇ�ĨŽƌ�ƚŚĞŵƐĞůǀĞƐ�ĂŶĚ�ƚŚĞŝƌ�ĐŽŵŵƵŶŝƚǇ͘

5 Readiness for College, Career & Life
�ǀĞƌǇ�ƐƚƵĚĞŶƚ�ǁŝůů�ŐƌĂĚƵĂƚĞ�ĨƌŽŵ�ŚŝŐŚ�ƐĐŚŽŽů�ǁŝƚŚ�Ă�ƉŽƐƚͲƐĞĐŽŶĚĂƌǇ�ƉůĂŶ�ĂŶĚ�ƚŚĞ�ĞǆƉĞƌŝĞŶĐĞƐ�ĂŶĚ�
ƉƌĞƉĂƌĂƟŽŶ�ƚŽ�ĞǆĞĐƵƚĞ�ƚŚĂƚ�ƉůĂŶ�ƐƵĐĐĞƐƐĨƵůůǇ�ĂŌĞƌ�ŚŝŐŚ�ƐĐŚŽŽů͘
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KANSAS CITY PUBLIC SCHOOLS
STRATEGIC PLAN OVERVIEW:
The Professional Practices for Instructional Effectiveness are organized around Four 
Pillars

dŚĞ�&ŽƵƌ�WŝůůĂƌƐ�ĂƌĞ�ƚŚĞ�ďƵŝůĚŝŶŐ�ďůŽĐŬƐ�ŽĨ�ǁŚĂƚ�ǁĞ�ŵƵƐƚ�ĚŽ�ǁĞůů�ƚŽ�ĂĐŚŝĞǀĞ�ƚŚĞ�ŽƵƚĐŽŵĞƐ�ĨŽƌ�ƐƚƵĚĞŶƚƐ͖�ŝ͘Ğ͕͘�
ƚŚĞǇ�ĂƌĞ�ƚŚĞ�ŵĞĂŶƐ�ƚŽ�ƚŚĞ�ĞŶĚƐ͘�dŽŐĞƚŚĞƌ͕ �ƚŚĞǇ�ĚĞĮŶĞ�ƚŚĞ�ĐĂƉĂďŝůŝƟĞƐ�ǁĞ�ŶĞĞĚ�ĂŶĚ�ŵƵƐƚ�ĚĞǀĞůŽƉ�ĐŽŶƟŶƵŽƵƐůǇ�
ƚŽ�ƐƚƌĞŶŐƚŚĞŶ�ŝŶƐƚƌƵĐƟŽŶĂů�ĞīĞĐƟǀĞŶĞƐƐ�ĂŶĚ�ŽƌŐĂŶŝǌĂƟŽŶĂů�ŝŶĨƌĂƐƚƌƵĐƚƵƌĞ͘
•  WŝůůĂƌ���ĨŽĐƵƐĞƐ�ŽŶ�͞d���,/E'�Θ�>��ZE/E'͟ ƚŚĞ�ŵŽƐƚ�ŝŵƉŽƌƚĂŶƚ�ĨƵŶĐƟŽŶ�ŽĨ�ŽƵƌ�ƐĐŚŽŽůƐ͘�/ƚ�ĂĚǀŽĐĂƚĞƐ�ĨŽƌ��� ��

�Ă�ƉĞƌƐŽŶĂůŝǌĞĚ�ŝŶƐƚƌƵĐƟŽŶĂů�ƐǇƐƚĞŵ�ƚŚĂƚ�ŝƐ�ƌĞƐƉŽŶƐŝǀĞ�ƚŽ�ƚŚĞ�ŶĞĞĚƐ�ŽĨ�ĞĂĐŚ�ƐƚƵĚĞŶƚ͘�
•  WŝůůĂƌ���ƌĞĐŽŐŶŝǌĞƐ�ƚŚĂƚ�͞^�,KK>^���E͛d��K�/d��>KE�͟ ŝƚ�ƉƌŽŵŽƚĞƐ�ƚƌƵƐƚ͕�ŽƉĞŶ�ĐŽŵŵƵŶŝĐĂƟŽŶ�ĂŶĚ����� ���

�ŚĞĂůƚŚǇ�ƉĂƌƚŶĞƌƐŚŝƉƐ�ǁŝƚŚ�ĨĂŵŝůŝĞƐ�ĂŶĚ�ĐŽŵŵƵŶŝƚǇ͘
•  WŝůůĂƌ���ĞŵƉŚĂƐŝǌĞƐ�͞/Es�^d/E'�/E�W�KW>�͟�ďǇ�ĂƩƌĂĐƟŶŐ͕�ĚĞǀĞůŽƉŝŶŐ�ĂŶĚ�ƌĞƚĂŝŶŝŶŐ�ŚŝŐŚͲĐĂůŝďĞƌ�ƐƚĂī�Ăƚ�Ăůů�� ��

 levels. 
•  WŝůůĂƌ���ĐŚĂŵƉŝŽŶƐ��͞D�E�'/E'�d,��t,K>�͟ ďǇ�ĐƌĞĂƟŶŐ�ŵŝƐƐŝŽŶͲĨŽĐƵƐĞĚ�ƐƚƌƵĐƚƵƌĞƐ�ĂŶĚ�ƉƌŽĐĞƐƐĞƐ�ƚŚĂƚ�� �

�ǁŝůů�ĨĂĐŝůŝƚĂƚĞ�ĞīĞĐƟǀĞ�ĂŶĚ�ĞĸĐŝĞŶƚ�ŽƉĞƌĂƟŽŶƐ�ĂŶĚ�ĐŽŶƟŶƵŽƵƐ�ŝŵƉƌŽǀĞŵĞŶƚ͘

1

2

3

4

5

67

10

9

8

11

12

WŝůůĂƌ��WŝůůĂƌ��

WŝůůĂƌ�� WŝůůĂƌ��

^ĂĨĞ��ůŝŵĂƚĞ�ĂŶĚ
^ƚƌŽŶŐ�ZĞůĂƟŽŶƐŚŝƉƐ�
ǁŝƚŚ�&ĂŵŝůŝĞƐ�Θ�
�ŽŵŵƵŶŝƚǇ

WĞƌƐŽŶĂůŝǌĞĚ͕
Rigorous, Culturally
ZĞƐƉŽŶƐŝǀĞ�dĞĂĐŚŝŶŐ�
& Learning

�ĂƌŝŶŐ͕��īĞĐƟǀĞ�
dĞĂĐŚĞƌƐ�ŝŶ��ǀĞƌǇ�

�ůĂƐƐƌŽŽŵ�ĂŶĚ�
�īĞĐƟǀĞ�>ĞĂĚĞƌƐ�
ŝŶ��ǀĞƌǇ�^ĐŚŽŽů�

�ĂƚĂͲ/ŶĨŽƌŵĞĚ͕�
�īĞĐƟǀĞ�Θ�

�ĸĐŝĞŶƚ�^ǇƐƚĞŵƐ

^ƚƵĚĞŶƚͲ�ĞŶƚĞƌĞĚ
�ĂƌŝŶŐ�ZĞůĂƟŽŶƐŚŝƉƐ

�ůŝŐŶĞĚ
/ŶƐƚƌƵĐƟŽŶĂů
^ǇƐƚĞŵ

WĞƌƐŽŶĂůŝǌĂƟŽŶ�
& Successful
dƌĂŶƐŝƟŽŶƐ

Safety Nets

&ĂŵŝůǇ
�ŶŐĂŐĞŵĞŶƚ�Θ
�ŽŵŵƵŶŝĐĂƟŽŶ

�ŽŵŵƵŶŝƚǇ
WĂƌƚŶĞƌƐŚŝƉƐ

dĂůĞŶƚĞĚ͕��ĞĚŝĐĂƚĞĚ
Workforce

WƌŽĨĞƐƐŝŽŶĂů
�ĞǀĞůŽƉŵĞŶƚ�Θ
�ŽůůĂďŽƌĂƟŽŶ

Capable,
�ŵƉŽǁĞƌĞĚ
Leadership

WůĂŶŶŝŶŐ͕
�ĐĐŽƵŶƚĂďůŝƚǇ�Θ
�ĞůĞďƌĂƟŽŶƐ�

Equitable Resources

ZĞƐƉŽŶƐŝǀĞ
�ƵƐƚŽŵĞƌ
^ĞƌǀŝĐĞ
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“An investment in knowledge pays the best interest.” 
- Benjamin Franklin
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EMPLOYMENT POLICIES
KCPS is committed to building a world-class education for our students. 

We want you to be a part of the building process. 
11



Employment Policies
Equal Employment Opportunity Statement
<�W^�ŝƐ�ĂŶ�ĞƋƵĂů�ŽƉƉŽƌƚƵŶŝƚǇ�ĞŵƉůŽǇĞƌ�ƚŚĂƚ�ŵĂŝŶƚĂŝŶƐ�Ă�ĚŝǀĞƌƐĞ�ǁŽƌŬĨŽƌĐĞ�ĂŶĚ�ŝƐ�ĐŽŵŵŝƩĞĚ�
ƚŽ�ƉƌŽǀŝĚŝŶŐ�Ă�ǁŽƌŬ�ĞŶǀŝƌŽŶŵĞŶƚ�ĨƌĞĞ�ĨƌŽŵ�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�Ăůů�ĨĞĚĞƌĂů͕�ƐƚĂƚĞ�
ĂŶĚ�ůŽĐĂů�ůĂǁƐ͘�tĞ�ǀĂůƵĞ�ƚŚĞ�ƚĂůĞŶƚ�ŽĨ�ŽƵƌ�ĞŵƉůŽǇĞĞƐ͕�ĂŶĚ�ƐƵƉƉŽƌƚ�ĂŶ�ĞŶǀŝƌŽŶŵĞŶƚ�ƚŚĂƚ�ŝƐ�
ŝŶĐůƵƐŝǀĞ�ĂŶĚ�ƌĞƐƉĞĐƞƵů͘�<ĂŶƐĂƐ��ŝƚǇ�WƵďůŝĐ�^ĐŚŽŽůƐ�ƉƌŽǀŝĚĞƐ�ĞƋƵĂů�ĞŵƉůŽǇŵĞŶƚ�ŽƉƉŽƌƚƵŶŝƟĞƐ�
;��KͿ�ƚŽ�Ăůů�ĞŵƉůŽǇĞĞƐ�ĂŶĚ�ĂƉƉůŝĐĂŶƚƐ�ĨŽƌ�ĞŵƉůŽǇŵĞŶƚ�ǁŝƚŚŽƵƚ�ƌĞŐĂƌĚ�ƚŽ�ƐĞǆ͕�ƌĂĐĞ͕�ƌĞůŝŐŝŽŶ͕�
ĐŽůŽƌ͕ �ŶĂƟŽŶĂů�ŽƌŝŐŝŶ͕�ĂŶĐĞƐƚƌǇ͕ �ĂŐĞ͕�ĚŝƐĂďŝůŝƚǇ͕ �ƐĞǆƵĂů�ŽƌŝĞŶƚĂƟŽŶ͕�ŐĞŶĚĞƌ�ŝĚĞŶƟƚǇ͕ �ŐĞŶĞƟĐ�ŝŶĨŽƌͲ
ŵĂƟŽŶ͕�Žƌ�ĂŶǇ�ŽƚŚĞƌ�ĨĂĐƚŽƌ�ƉƌŽŚŝďŝƚĞĚ�ďǇ�ůĂǁ�Žƌ�ďĂƐĞĚ�ƵƉŽŶ�Ă�ďĞůŝĞĨ�ƚŚĂƚ�ƐƵĐŚ�Ă�ĨĂĐƚŽƌ�ĞǆŝƐƚƐ͘
<�W^�ŝƐ�ĐŽŵŵŝƩĞĚ�ƚŽ�ĂƐƐƵƌŝŶŐ�ƚŚĂƚ͗
� ͻ� �ůů�ƌĞĐƌƵŝƟŶŐ͕�ŚŝƌŝŶŐ͕�ƚƌĂŝŶŝŶŐ͕�ƉƌŽŵŽƟŽŶƐ͕�ĐŽŵƉĞŶƐĂƟŽŶ͕�ĂŶĚ�ŽƚŚĞƌ�ĞŵƉůŽǇŵĞŶƚ�ƌĞůĂƚĞĚ�
  programs are provided fairly to all persons on an equal opportunity basis;
� ͻ� �ŵƉůŽǇŵĞŶƚ�ĚĞĐŝƐŝŽŶƐ�ĂƌĞ�ďĂƐĞĚ�ŽŶ�ƚŚĞ�ƉƌŝŶĐŝƉĂů�ŽĨ�ĞƋƵĂů�ŽƉƉŽƌƚƵŶŝƚǇ͘��ůů�ƉĞƌƐŽŶŶĞů�
� � ĂĐƟŽŶƐ�ƐƵĐŚ�ĂƐ�ĐŽŵƉĞŶƐĂƟŽŶ͕�ďĞŶĞĮƚƐ͕�ƚƌĂŶƐĨĞƌƐ͕�ƚƌĂŝŶŝŶŐ�ĂŶĚ�ƉĂƌƟĐŝƉĂƟŽŶ�ŝŶ�ƐŽĐŝĂů�ĂŶĚ��

� ƌĞĐƌĞĂƟŽŶ�ƉƌŽŐƌĂŵƐ�ĂƌĞ�ĂĚŵŝŶŝƐƚĞƌĞĚ�ǁŝƚŚŽƵƚ�ƌĞŐĂƌĚ�ƚŽ�ĂŶǇ�ĐŚĂƌĂĐƚĞƌŝƐƟĐ�ƉƌŽƚĞĐƚĞĚ�ďǇ��
� ƐƚĂƚĞ͕�ĨĞĚĞƌĂů�Žƌ�ůŽĐĂů�ůĂǁ͖�ĂŶĚ

� ͻ� �ŵƉůŽǇĞĞƐ�ĂŶĚ�ĂƉƉůŝĐĂŶƚƐ�ǁŝůů�ŶŽƚ�ďĞ�ƐƵďũĞĐƚĞĚ�ƚŽ�ŚĂƌĂƐƐŵĞŶƚ͕�ŝŶƟŵŝĚĂƟŽŶ͕�ƚŚƌĞĂƚƐ͕��
� ƌĞƚĂůŝĂƟŽŶ�ĐŽĞƌĐŝŽŶ�Žƌ�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�ďĞĐĂƵƐĞ�ƚŚĞǇ�ŚĂǀĞ�ĞǆĞƌĐŝƐĞĚ�ĂŶǇ�ƌŝŐŚƚ�ƉƌŽƚĞĐƚĞĚ�ďǇ��
� ůĂǁ͘

<�W^�ĞǆƉƌĞƐƐůǇ�ƉƌŽŚŝďŝƚƐ�ĂŶǇ�ĨŽƌŵ�ŽĨ�ƵŶůĂǁĨƵů�ĞŵƉůŽǇĞĞ�ŚĂƌĂƐƐŵĞŶƚ�ďĂƐĞĚ�ŽŶ�ƐĞǆ͕�ƌĂĐĞ͕���
ƌĞůŝŐŝŽŶ͕�ĐŽůŽƌ͕ �ŶĂƟŽŶĂů�ŽƌŝŐŝŶ͕�ĂŶĐĞƐƚƌǇ͕ �ĂŐĞ͕�ĚŝƐĂďŝůŝƚǇ͕ �ƐĞǆƵĂů�ŽƌŝĞŶƚĂƟŽŶ͕�ŐĞŶĚĞƌ�ŝĚĞŶƟƚǇ͕ ��
ŐĞŶĞƟĐ�ŝŶĨŽƌŵĂƟŽŶ͕�Žƌ�ĂŶǇ�ŽƚŚĞƌ�ĨĂĐƚŽƌ�ƉƌŽŚŝďŝƚĞĚ�ďǇ�ůĂǁ�Žƌ�ďĂƐĞĚ�ƵƉŽŶ�Ă�ďĞůŝĞĨ�ƚŚĂƚ�ƐƵĐŚ�Ă�
ĨĂĐƚŽƌ�ĞǆŝƐƚƐ͘�/ŵƉƌŽƉĞƌ�ŝŶƚĞƌĨĞƌĞŶĐĞ�ǁŝƚŚ�ƚŚĞ�ĂďŝůŝƚǇ�ŽĨ�<�W^�ĞŵƉůŽǇĞĞƐ�ƚŽ�ƉĞƌĨŽƌŵ�ƚŚĞŝƌ�
ĞǆƉĞĐƚĞĚ�ũŽď�ĚƵƟĞƐ�ŝƐ�ĂďƐŽůƵƚĞůǇ�ŶŽƚ�ƚŽůĞƌĂƚĞĚ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ͗���͕���ͲϮ͕���Ͳ�W�
(1)

I-9 Immigration Reform Policy
<�W^�ĐŽŵƉůŝĞƐ�ǁŝƚŚ�ƚŚĞ�/ŵŵŝŐƌĂƟŽŶ�ZĞĨŽƌŵ�ĂŶĚ��ŽŶƚƌŽů��Đƚ�ŽĨ�ϭϵϴϲ�ďǇ�ĞŵƉůŽǇŝŶŐ�ŽŶůǇ�hŶŝƚĞĚ�
^ƚĂƚĞƐ�ĐŝƟǌĞŶƐ�ĂŶĚ�ŶŽŶͲĐŝƟǌĞŶƐ�ǁŚŽ�ĂƌĞ�ĂƵƚŚŽƌŝǌĞĚ�ƚŽ�ǁŽƌŬ�ŝŶ�ƚŚĞ�hŶŝƚĞĚ�^ƚĂƚĞƐ͘��ůů�ĞŵƉůŽǇĞĞƐ�
ĂƌĞ�ĂƐŬĞĚ�ĚƵƌŝŶŐ�ƚŚĞ�ŚŝƌŝŶŐ�ƉƌŽĐĞƐƐ�ƚŽ�ƉƌŽǀŝĚĞ�ŽƌŝŐŝŶĂů�ĚŽĐƵŵĞŶƚƐ�ǀĞƌŝĨǇŝŶŐ�ƚŚĞ�ƌŝŐŚƚ�ƚŽ�ǁŽƌŬ�
ŝŶ�ƚŚĞ�hŶŝƚĞĚ�^ƚĂƚĞƐ�ĂŶĚ�ƚŽ�ƐŝŐŶ�Ă�ǀĞƌŝĮĐĂƟŽŶ�ĨŽƌŵ�ƌĞƋƵŝƌĞĚ�ďǇ�ĨĞĚĞƌĂů�ůĂǁ�;/E^�&Žƌŵ�/ͲϵͿ͘�/Ĩ�ĂŶ�
ŝŶĚŝǀŝĚƵĂů�ĐĂŶŶŽƚ�ǀĞƌŝĨǇ�ŚŝƐͬŚĞƌ�ƌŝŐŚƚ�ƚŽ�ǁŽƌŬ͕�<�W^�ŵƵƐƚ�ƚĞƌŵŝŶĂƚĞ�ŚŝƐͬŚĞƌ�ĞŵƉůŽǇŵĞŶƚ͘
�Ǉ�ĂƵƚŚŽƌŝƚǇ�ŽĨ�ƚŚĞ�/ŵŵŝŐƌĂƟŽŶ�ZĞĨŽƌŵ�ĂŶĚ��ŽŶƚƌŽů��Đƚ�ŽĨ�ϭϵϴϴ͕�<�W^�ŚŝƌĞƐ�ŽŶůǇ�hŶŝƚĞĚ�^ƚĂƚĞƐ�
ĐŝƟǌĞŶƐ�ĂŶĚ�ůĂǁĨƵůůǇ�ĂƵƚŚŽƌŝǌĞĚ�ŶŽŶͲĐŝƟǌĞŶ�ǁŽƌŬĞƌƐ͘��ůů�ŶĞǁůǇ�ŚŝƌĞĚ�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�
ƉŽƐƐĞƐƐ�ƐƉĞĐŝĮĐ�ĚŽĐƵŵĞŶƚĂƟŽŶ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ�ĂƵƚŚŽƌŝǌĂƟŽŶ�ƚŽ�ǀĞƌŝĨǇ�ĞůŝŐŝďŝůŝƚǇ�ƚŽ�ǁŽƌŬ�ŝŶ�ƚŚĞ�
hŶŝƚĞĚ�^ƚĂƚĞƐ͘�/Ŷ�ĂĚĚŝƟŽŶ͕�<�W^�ƵƐĞƐ��ͲsĞƌŝĨǇ�ĂƐ�ƉĂƌƚ�ŽĨ�ƚŚĞ�/Ͳϵ�ƉƌŽĐĞƐƐ�ƚŽ�ǀĞƌŝĨǇ�ƚŚĞ�ǁŽƌŬ��
ĞůŝŐŝďŝůŝƚǇ�ŽĨ�Ăůů�ŶĞǁ�ŚŝƌĞƐ͘�/Ĩ�ǇŽƵ�ŚĂǀĞ�ƋƵĞƐƟŽŶƐ�ƌĞŐĂƌĚŝŶŐ�ƚŚĞ��ͲsĞƌŝĨǇ�ƉƌŽĐĞƐƐ͕�ƉůĞĂƐĞ�ĐŽŶƚĂĐƚ�
ƚŚĞ�<�W^�ŚƵŵĂŶ�ƌĞƐŽƵƌĐĞƐ�ŽĸĐĞ�Ăƚ�;ϴϭϲͿ�ϰϭϴͲϳϱϭϳ͘
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Confidential Nature of Work
�ůů�<�W^�ƌĞĐŽƌĚƐ�ĂŶĚ�ŝŶĨŽƌŵĂƟŽŶ�ƌĞůĂƟŶŐ�ƚŽ�<�W^�ĂƌĞ�ĐŽŶĮĚĞŶƟĂů�ĂŶĚ�ĞŵƉůŽǇĞĞƐ�ŵƵƐƚ͕�� �
ƚŚĞƌĞĨŽƌĞ͕�ƚƌĞĂƚ�Ăůů�ŵĂƩĞƌƐ�ĂĐĐŽƌĚŝŶŐůǇ͘�EŽ�<�W^�Žƌ�<�W^ͲƌĞůĂƚĞĚ�ŝŶĨŽƌŵĂƟŽŶ͕�ŝŶĐůƵĚŝŶŐ�ǁŝƚŚŽƵƚ�
ůŝŵŝƚĂƟŽŶ͕�ĚŽĐƵŵĞŶƚƐ͕�ŶŽƚĞƐ͕�ĮůĞƐ͕�ƌĞĐŽƌĚƐ͕�ŽƌĂů�ŝŶĨŽƌŵĂƟŽŶ͕�ĐŽŵƉƵƚĞƌ�ĮůĞƐ�Žƌ�ƐŝŵŝůĂƌ��
ŵĂƚĞƌŝĂůƐ�;ĞǆĐĞƉƚ�ŝŶ�ƚŚĞ�ŽƌĚŝŶĂƌǇ�ĐŽƵƌƐĞ�ŽĨ�ƉĞƌĨŽƌŵŝŶŐ�ĚƵƟĞƐ�ŽŶ�ďĞŚĂůĨ�ŽĨ�<�W^Ϳ�ŵĂǇ�ďĞ�
ƌĞŵŽǀĞĚ�ĨƌŽŵ�<�W^ Ɛ͛�ƉƌĞŵŝƐĞƐ�ǁŝƚŚŽƵƚ�ƉĞƌŵŝƐƐŝŽŶ�ĨƌŽŵ�<�W^͘��ĚĚŝƟŽŶĂůůǇ͕ �ƚŚĞ�ĐŽŶƚĞŶƚƐ�ŽĨ�
<�W^ Ɛ͛�ƌĞĐŽƌĚƐ�Žƌ�ŝŶĨŽƌŵĂƟŽŶ�ŽƚŚĞƌǁŝƐĞ�ŽďƚĂŝŶĞĚ�ŝŶ�ƌĞŐĂƌĚ�ƚŽ�ďƵƐŝŶĞƐƐ�ŵĂǇ�ŶŽƚ�ďĞ�ĚŝƐĐůŽƐĞĚ�ƚŽ�
ĂŶǇŽŶĞ͕�ĞǆĐĞƉƚ�ǁŚĞƌĞ�ƌĞƋƵŝƌĞĚ�ĨŽƌ�Ă�ďƵƐŝŶĞƐƐ�ƉƵƌƉŽƐĞ͘
�ŵƉůŽǇĞĞƐ�ŵƵƐƚ�ŶŽƚ�ĚŝƐĐůŽƐĞ�ĂŶǇ�ĐŽŶĮĚĞŶƟĂů�ŝŶĨŽƌŵĂƟŽŶ͕�ƉƵƌƉŽƐĞĨƵůůǇ�Žƌ�ŝŶĂĚǀĞƌƚĞŶƚůǇ�
ƚŚƌŽƵŐŚ�ĐĂƐƵĂů�ĐŽŶǀĞƌƐĂƟŽŶ�ƚŽ�ĂŶǇ�ƵŶĂƵƚŚŽƌŝǌĞĚ�ƉĞƌƐŽŶ�ŝŶƐŝĚĞ�Žƌ�ŽƵƚƐŝĚĞ�<�W^�ŝŶĐůƵĚŝŶŐ�ƚŚĞ�
ůŽĐĂů͕�ƌĞŐŝŽŶĂů�Žƌ�ŶĂƟŽŶĂů�ŶĞǁƐ�ŵĞĚŝĂ͘��ŵƉůŽǇĞĞƐ�ǁŚŽ�ĂƌĞ�ƵŶƐƵƌĞ�ĂďŽƵƚ�ƚŚĞ�ĐŽŶĮĚĞŶƟĂů��
ŶĂƚƵƌĞ�ŽĨ�ƐƉĞĐŝĮĐ�ŝŶĨŽƌŵĂƟŽŶ�ŵƵƐƚ�ĂƐŬ�ƚŚĞŝƌ�ƐƵƉĞƌǀŝƐŽƌ�ĨŽƌ�ĐůĂƌŝĮĐĂƟŽŶ͘��ŵƉůŽǇĞĞƐ�ǁŝůů�ďĞ��
ƐƵďũĞĐƚ�ƚŽ�ĂƉƉƌŽƉƌŝĂƚĞ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ͕�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ĚŝƐŵŝƐƐĂů͕�ĨŽƌ�ŬŶŽǁŝŶŐůǇ�Žƌ��
ƵŶŬŶŽǁŝŶŐůǇ�ƌĞǀĞĂůŝŶŐ�ŝŶĨŽƌŵĂƟŽŶ�ŽĨ�Ă�ĐŽŶĮĚĞŶƟĂů�ŶĂƚƵƌĞ͘

Conflict of Interest Statement
KCPS expects employees to conduct business according to the highest ethical standards of 
ĐŽŶĚƵĐƚ͘��ŵƉůŽǇĞĞƐ�ĂƌĞ�ĞǆƉĞĐƚĞĚ�ƚŽ�ĚĞǀŽƚĞ�ƚŚĞŝƌ�ďĞƐƚ�ĞīŽƌƚƐ�ƚŽ�ƚŚĞ�ŝŶƚĞƌĞƐƚƐ�ŽĨ�<�W^͘��ƵƐŝŶĞƐƐ�
ĚĞĂůŝŶŐƐ�ƚŚĂƚ�ĂƉƉĞĂƌ�ƚŽ�ĐƌĞĂƚĞ�Ă�ĐŽŶŇŝĐƚ�ďĞƚǁĞĞŶ�ƚŚĞ�ŝŶƚĞƌĞƐƚƐ�ŽĨ�<�W^�ĂŶĚ�ĂŶ�ĞŵƉůŽǇĞĞ�ĂƌĞ�
ƵŶĂĐĐĞƉƚĂďůĞ͘�<�W^�ƌĞĐŽŐŶŝǌĞƐ�ƚŚĞ�ƌŝŐŚƚ�ŽĨ�ĞŵƉůŽǇĞĞƐ�ƚŽ�ĞŶŐĂŐĞ�ŝŶ�ĂĐƟǀŝƟĞƐ�ƵŶƌĞůĂƚĞĚ�ƚŽ�<�W^�
ŽƵƚƐŝĚĞ�ŽĨ�ƚŚĞ�ŚŽƵƌƐ�ŽĨ�ƚŚĞŝƌ�ĞŵƉůŽǇŵĞŶƚ͘�dŚĞ�ĞŵƉůŽǇĞĞ͕�ŚŽǁĞǀĞƌ͕ �ŵƵƐƚ�ĚŝƐĐůŽƐĞ�ĂŶǇ�ƉŽƐƐŝďůĞ�
ĐŽŶŇŝĐƚƐ�ƐŽ�ƚŚĂƚ�<�W^�ŵĂǇ�ĂƐƐĞƐƐ�ĂŶĚ�ƉƌĞǀĞŶƚ�ƉŽƚĞŶƟĂů�ĐŽŶŇŝĐƚƐ�ŽĨ�ŝŶƚĞƌĞƐƚ�ĨƌŽŵ�ĂƌŝƐŝŶŐ͘�
��ƉŽƚĞŶƟĂů�Žƌ�ĂĐƚƵĂů�ĐŽŶŇŝĐƚ�ŽĨ�ŝŶƚĞƌĞƐƚ�ŽĐĐƵƌƐ�ǁŚĞŶĞǀĞƌ�ĂŶ�ĞŵƉůŽǇĞĞ�ŝƐ�ŝŶ�Ă�ƉŽƐŝƟŽŶ�ƚŽ���
ŝŶŇƵĞŶĐĞ�Ă�ĚĞĐŝƐŝŽŶ�ƚŚĂƚ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�Ă�ƉĞƌƐŽŶĂů�ŐĂŝŶ�ĨŽƌ�ƚŚĞ�ĞŵƉůŽǇĞĞ�Žƌ�ĂŶ�ŝŵŵĞĚŝĂƚĞ�ĨĂŵŝůǇ
ŵĞŵďĞƌ�;ŝ͘Ğ͘�ƐƉŽƵƐĞ�Žƌ�ƐŝŐŶŝĮĐĂŶƚ�ŽƚŚĞƌ͕ �ĐŚŝůĚƌĞŶ͕�ƉĂƌĞŶƚƐ͕�ƐŝďůŝŶŐƐͿ�ĂƐ�Ă�ƌĞƐƵůƚ�ŽĨ�<�W^ Ɛ͛�
ďƵƐŝŶĞƐƐ�ĚĞĂůŝŶŐƐ͘
�ůƚŚŽƵŐŚ�ŝƚ�ŝƐ�ŶŽƚ�ƉŽƐƐŝďůĞ�ƚŽ�ƐƉĞĐŝĨǇ�ĞǀĞƌǇ�ĂĐƟŽŶ�ƚŚĂƚ�ŵŝŐŚƚ�ĐƌĞĂƚĞ�Ă�ĐŽŶŇŝĐƚ�ŽĨ�ŝŶƚĞƌĞƐƚ͕�ƚŚŝƐ�
ƉŽůŝĐǇ�ƐĞƚƐ�ĨŽƌƚŚ�ƚŚĞ�ŽŶĞƐ�ƚŚĂƚ�ŵŽƐƚ�ĨƌĞƋƵĞŶƚůǇ�ƉƌĞƐĞŶƚ�ƉƌŽďůĞŵƐ͘�/Ĩ�ĂŶ�ĞŵƉůŽǇĞĞ�ŚĂƐ�ĂŶǇ�ƋƵĞƐͲ
ƟŽŶ�ǁŚĞƚŚĞƌ�ĂŶ�ĂĐƟŽŶ�Žƌ�ƉƌŽƉŽƐĞĚ�ĐŽƵƌƐĞ�ŽĨ�ĂĐƟŽŶ�ǁŽƵůĚ�ĐƌĞĂƚĞ�Ă�ĐŽŶŇŝĐƚ�ŽĨ�ŝŶƚĞƌĞƐƚ͕�ŚĞ�Žƌ�
ƐŚĞ�ƐŚŽƵůĚ�ŝŵŵĞĚŝĂƚĞůǇ�ĐŽŶƚĂĐƚ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ƚŽ�ŽďƚĂŝŶ�ĂĚǀŝĐĞ�ŽŶ�ƚŚĞ�ŝƐƐƵĞ͘�dŚĞ�ƉƵƌƉŽƐĞ�
ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ�ŝƐ�ƚŽ�ƉƌŽƚĞĐƚ�ĞŵƉůŽǇĞĞƐ�ĨƌŽŵ�ĂŶǇ�ĐŽŶŇŝĐƚ�ŽĨ�ŝŶƚĞƌĞƐƚ�ƚŚĂƚ�ŵŝŐŚƚ�ĂƌŝƐĞ͘
��ǀŝŽůĂƟŽŶ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ�ǁŝůů�ƌĞƐƵůƚ�ŝŶ�ŝŵŵĞĚŝĂƚĞ�ĂŶĚ�ĂƉƉƌŽƉƌŝĂƚĞ�ĚŝƐĐŝƉůŝŶĞ͕�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�
ŝŵŵĞĚŝĂƚĞ�ƚĞƌŵŝŶĂƟŽŶ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐǇ�'���Ϳ
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Employment Policies
Anti-Harassment Policy and Complaint Procedure
<�W^�ŝƐ�ĐŽŵŵŝƩĞĚ�ƚŽ�Ă�ǁŽƌŬ�ĞŶǀŝƌŽŶŵĞŶƚ�ŝŶ�ǁŚŝĐŚ�Ăůů�ŝŶĚŝǀŝĚƵĂůƐ�ĂƌĞ�ƚƌĞĂƚĞĚ�ǁŝƚŚ�ƌĞƐƉĞĐƚ�ĂŶĚ�
ĚŝŐŶŝƚǇ͘��ĂĐŚ�ŝŶĚŝǀŝĚƵĂů�ŚĂƐ�ƚŚĞ�ƌŝŐŚƚ�ƚŽ�ǁŽƌŬ�ŝŶ�Ă�ƉƌŽĨĞƐƐŝŽŶĂů�ĂƚŵŽƐƉŚĞƌĞ�ƚŚĂƚ�ƉƌŽŵŽƚĞƐ�ĞƋƵĂů�
ĞŵƉůŽǇŵĞŶƚ�ŽƉƉŽƌƚƵŶŝƟĞƐ�ĂŶĚ�ƉƌŽŚŝďŝƚƐ�ƵŶůĂǁĨƵů�ĚŝƐĐƌŝŵŝŶĂƚŽƌǇ�ƉƌĂĐƟĐĞƐ͕�ŝŶĐůƵĚŝŶŐ��
ŚĂƌĂƐƐŵĞŶƚ͘�dŚĞƌĞĨŽƌĞ͕�<�W^�ĞǆƉĞĐƚƐ�ƚŚĂƚ�Ăůů�ƌĞůĂƟŽŶƐŚŝƉƐ�ĂŵŽŶŐ�ƉĞƌƐŽŶƐ�ǁŝƚŚŝŶ�ƚŚĞ��
ĞĚƵĐĂƟŽŶĂů�ŽƌŐĂŶŝǌĂƟŽŶ�ǁŝůů�ďĞ�ďƵƐŝŶĞƐƐͲůŝŬĞ�ĂŶĚ�ĨƌĞĞ�ŽĨ�ďŝĂƐ͕�ƉƌĞũƵĚŝĐĞ�ĂŶĚ�ŚĂƌĂƐƐŵĞŶƚ͘�^ƵĐŚ�
ĐŽŶĚƵĐƚ�ŝƐ�ƉƌŽŚŝďŝƚĞĚ�ŝŶ�ĂŶǇ�ĨŽƌŵ�Ăƚ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ͕�Ăƚ�ƐĐŚŽŽůͲƌĞůĂƚĞĚ�ĨƵŶĐƟŽŶƐ͕�Žƌ�ŽƵƚƐŝĚĞ�ŽĨ�
ǁŽƌŬ�ŝĨ�ŝƚ�ĂīĞĐƚƐ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ͘�dŚĞƐĞ�ŐƵŝĚĞůŝŶĞƐ�ĂƉƉůǇ�ƚŽ�Ăůů�<�W^�ĞŵƉůŽǇĞĞƐ͕�ƐƚƵĚĞŶƚƐ͕�ĐůŝĞŶƚƐ͕�
ĐƵƐƚŽŵĞƌƐ͕�ŐƵĞƐƚƐ͕�ǀĞŶĚŽƌƐ͕�ĂŶĚ�ƉĞƌƐŽŶƐ�ĚŽŝŶŐ�ďƵƐŝŶĞƐƐ�ǁŝƚŚ�<�W^͘
�ŵƉůŽǇĞĞƐ�ĂƌĞ�ĞǆƉĞĐƚĞĚ�ƚŽ�ŵĂŝŶƚĂŝŶ�Ă�ƉƌŽĚƵĐƟǀĞ�ǁŽƌŬ�ĞŶǀŝƌŽŶŵĞŶƚ�ƚŚĂƚ�ŝƐ�ĨƌĞĞ�ĨƌŽŵ�ŚĂƌĂƐƐŝŶŐ
Žƌ�ĚŝƐƌƵƉƟǀĞ�ĂĐƟǀŝƚǇ͘�EŽ�ĨŽƌŵ�ŽĨ�ŚĂƌĂƐƐŵĞŶƚ�ǁŝůů�ďĞ�ƚŽůĞƌĂƚĞĚ͘�/Ŷ�ĐŽŶũƵŶĐƟŽŶ͕�ĞĂĐŚ�ƉƌŝŶĐŝƉĂů͕�
ĚŝƌĞĐƚŽƌ͕ �ĂŶĚ�ŵĂŶĂŐĞƌ�ŚĂƐ�Ă�ƌĞƐƉŽŶƐŝďŝůŝƚǇ�ƚŽ�ŬĞĞƉ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ�ĨƌĞĞ�ŽĨ�ĂŶǇ�ĨŽƌŵ�ŽĨ��
ŚĂƌĂƐƐŵĞŶƚ͕�ŝŶ�ƉĂƌƟĐƵůĂƌ�ƐĞǆƵĂů�ŚĂƌĂƐƐŵĞŶƚ͘�EŽ�ƐƵƉĞƌǀŝƐŽƌ�Žƌ�ŵĂŶĂŐĞƌ�ŝƐ�ƚŽ�ƚŚƌĞĂƚĞŶ�Žƌ�
ŝŶƐŝŶƵĂƚĞ͕�ĞŝƚŚĞƌ�ĞǆƉůŝĐŝƚůǇ�Žƌ�ŝŵƉůŝĐŝƚůǇ͕�ƚŚĂƚ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ƌĞĨƵƐĂů�Žƌ�ǁŝůůŝŶŐŶĞƐƐ�ƚŽ�ƐƵďŵŝƚ�ƚŽ�
ƐĞǆƵĂů�ĂĚǀĂŶĐĞƐ�ǁŝůů�ĂīĞĐƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ƚĞƌŵƐ�Žƌ�ĐŽŶĚŝƟŽŶƐ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͘

Definitions of Harassment
^ĞǆƵĂů�ŚĂƌĂƐƐŵĞŶƚ�ĐŽŶƐƟƚƵƚĞƐ�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�ĂŶĚ�ŝƐ�ŝůůĞŐĂů�ƵŶĚĞƌ�ĨĞĚĞƌĂů͕�ƐƚĂƚĞ�ĂŶĚ�ůŽĐĂů�ůĂǁƐ͘�
&Žƌ�ƚŚĞ�ƉƵƌƉŽƐĞƐ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ͕�ƐĞǆƵĂů�ŚĂƌĂƐƐŵĞŶƚ�ŝƐ�ĚĞĮŶĞĚ͕�ĂƐ�ŝŶ�ƚŚĞ��ƋƵĂů��ŵƉůŽǇŵĞŶƚ��
KƉƉŽƌƚƵŶŝƚǇ��ŽŵŵŝƐƐŝŽŶ�'ƵŝĚĞůŝŶĞƐ͕�ĂƐ�ƵŶǁĞůĐŽŵĞ�ƐĞǆƵĂů�ĂĚǀĂŶĐĞƐ͕�ƌĞƋƵĞƐƚƐ�ĨŽƌ�ƐĞǆƵĂů�ĨĂǀŽƌƐ�
ĂŶĚ�ŽƚŚĞƌ�ǀĞƌďĂů�Žƌ�ƉŚǇƐŝĐĂů�ĐŽŶĚƵĐƚ�ŽĨ�Ă�ƐĞǆƵĂů�ŶĂƚƵƌĞ�ǁŚĞŶ͕�ĨŽƌ�ĞǆĂŵƉůĞ͗
� ;ŝͿ� ��^ƵďŵŝƐƐŝŽŶ�ƚŽ�ƐƵĐŚ�ĐŽŶĚƵĐƚ�ŝƐ�ŵĂĚĞ�ĞŝƚŚĞƌ�ĞǆƉůŝĐŝƚůǇ�Žƌ�ŝŵƉůŝĐŝƚůǇ�Ă�ƚĞƌŵ�Žƌ�ĐŽŶĚŝƟŽŶ�ŽĨ��

� ��ĂŶ�ŝŶĚŝǀŝĚƵĂů͛Ɛ�ĞŵƉůŽǇŵĞŶƚ͖
� ;ŝŝͿ���^ƵďŵŝƐƐŝŽŶ�ƚŽ�Žƌ�ƌĞũĞĐƟŽŶ�ŽĨ�ƐƵĐŚ�ĐŽŶĚƵĐƚ�ďǇ�ĂŶ�ŝŶĚŝǀŝĚƵĂů�ŝƐ�ƵƐĞĚ�ĂƐ�ƚŚĞ�ďĂƐŝƐ�ĨŽƌ��

� ��ĞŵƉůŽǇŵĞŶƚ�ĚĞĐŝƐŝŽŶƐ�ĂīĞĐƟŶŐ�ƐƵĐŚ�ŝŶĚŝǀŝĚƵĂů͖
� ;ŝŝŝͿ��Kƌ�ƐƵĐŚ�ĐŽŶĚƵĐƚ�ŚĂƐ�ƚŚĞ�ƉƵƌƉŽƐĞ�Žƌ�ĞīĞĐƚ�ŽĨ�ƵŶƌĞĂƐŽŶĂďůǇ�ŝŶƚĞƌĨĞƌŝŶŐ�ǁŝƚŚ�ĂŶ�� �

� ��ŝŶĚŝǀŝĚƵĂů͛Ɛ�ǁŽƌŬ�ƉĞƌĨŽƌŵĂŶĐĞ�Žƌ�ĐƌĞĂƟŶŐ�ĂŶ�ŝŶƟŵŝĚĂƟŶŐ͕�ŚŽƐƟůĞ�Žƌ�ŽīĞŶƐŝǀĞ�ǁŽƌŬŝŶŐ��
� ��ĞŶǀŝƌŽŶŵĞŶƚ͘
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^ĞǆƵĂů�ŚĂƌĂƐƐŵĞŶƚ�ŵĂǇ�ŝŶĐůƵĚĞ�Ă�ƌĂŶŐĞ�ŽĨ�ƐƵďƚůĞ�ĂŶĚ�ŶŽƚͲƐŽͲƐƵďƚůĞ�ďĞŚĂǀŝŽƌƐ�ĂŶĚ�ŵĂǇ�ŝŶǀŽůǀĞ
ŝŶĚŝǀŝĚƵĂůƐ�ŽĨ�ƚŚĞ�ƐĂŵĞ�Žƌ�ĚŝīĞƌĞŶƚ�ŐĞŶĚĞƌ͘ ��ĞƉĞŶĚŝŶŐ�ŽŶ�ƚŚĞ�ĐŝƌĐƵŵƐƚĂŶĐĞƐ͕�ƚŚĞƐĞ�ďĞŚĂǀŝŽƌƐ
� ͻ� ŵĂǇ�ŝŶĐůƵĚĞ͕�ďƵƚ�ĂƌĞ�ŶŽƚ�ůŝŵŝƚĞĚ�ƚŽ͗
� ͻ� ƵŶǁĂŶƚĞĚ�ƐĞǆƵĂů�ĂĚǀĂŶĐĞƐ�Žƌ�ƌĞƋƵĞƐƚƐ�ĨŽƌ�ƐĞǆƵĂů�ĨĂǀŽƌƐ
� ͻ� ƐĞǆƵĂů�ũŽŬĞƐ�ĂŶĚ�ŝŶŶƵĞŶĚŽ
 • verbal abuse of a sexual nature
� ͻ� ĐŽŵŵĞŶƚĂƌǇ�ĂďŽƵƚ�ĂŶ�ŝŶĚŝǀŝĚƵĂů͛Ɛ�ďŽĚǇ͕ �ƐĞǆƵĂů�ƉƌŽǁĞƐƐ�Žƌ�ƐĞǆƵĂů�ĚĞĮĐŝĞŶĐŝĞƐ
� ͻ� ůĞĞƌŝŶŐ͕�ǁŚŝƐƚůŝŶŐ�Žƌ�ƚŽƵĐŚŝŶŐ
� ͻ� ŝŶƐƵůƟŶŐ�Žƌ�ŽďƐĐĞŶĞ�ĐŽŵŵĞŶƚƐ�Žƌ�ŐĞƐƚƵƌĞƐ
� ͻ� ĚŝƐƉůĂǇ�Žƌ�ĐŝƌĐƵůĂƟŽŶ�ŝŶ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ�ŽĨ�ƐĞǆƵĂůůǇ�ƐƵŐŐĞƐƟǀĞ�ŽďũĞĐƚƐ�Žƌ�ƉŝĐƚƵƌĞƐ�� � �

� ;ŝŶĐůƵĚŝŶŐ�ƚŚƌŽƵŐŚ�ĞŵĂŝů͕�ƚĞǆƚ�ŵĞƐƐĂŐĞƐ͕�Žƌ�ŽƚŚĞƌ�ĨŽƌŵƐ�ŽĨ�ĚŝŐŝƚĂů�ĐŽŵŵƵŶŝĐĂƟŽŶͿ
 • any other physical, verbal or visual conduct of a sexual nature
^ĞǆͲďĂƐĞĚ�ŚĂƌĂƐƐŵĞŶƚ�ŶŽƚ�ŝŶǀŽůǀŝŶŐ�ƐĞǆƵĂů�ĂĐƟǀŝƚǇ�Žƌ�ůĂŶŐƵĂŐĞ�;Ğ͘Ő͘�ŵĂůĞ�ŵĂŶĂŐĞƌ�ǇĞůůƐ�ŽŶůǇ�Ăƚ�
ĨĞŵĂůĞ�ĞŵƉůŽǇĞĞƐ�ĂŶĚ�ŶŽƚ�ŵĂůĞƐͿ�ŵĂǇ�ĂůƐŽ�ĐŽŶƐƟƚƵƚĞ�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�ŝĨ�ŝƚ�ŝƐ�ƐĞǀĞƌĞ�Žƌ�ƉĞƌǀĂƐŝǀĞ�
ĂŶĚ�ĚŝƌĞĐƚĞĚ�Ăƚ�ĞŵƉůŽǇĞĞƐ�ďĞĐĂƵƐĞ�ŽĨ�ƚŚĞŝƌ�ƐĞǆ͘
,ĂƌĂƐƐŵĞŶƚ�ŽŶ�ƚŚĞ�ďĂƐŝƐ�ŽĨ�ĂŶǇ�ŽƚŚĞƌ�ƉƌŽƚĞĐƚĞĚ�ĐŚĂƌĂĐƚĞƌŝƐƟĐ�ŝƐ�ĂůƐŽ�ƐƚƌŝĐƚůǇ�ƉƌŽŚŝďŝƚĞĚ͘�hŶĚĞƌ�
ƚŚŝƐ�ƉŽůŝĐǇ͕ �ŚĂƌĂƐƐŵĞŶƚ�ŝƐ�ǀĞƌďĂů͕�ǁƌŝƩĞŶ�Žƌ�ƉŚǇƐŝĐĂů�ĐŽŶĚƵĐƚ�ƚŚĂƚ�ĚĞŶŝŐƌĂƚĞƐ�Žƌ�ƐŚŽǁƐ�ŚŽƐƟůŝƚǇ�
Žƌ�ĂǀĞƌƐŝŽŶ�ƚŽǁĂƌĚ�ĂŶ�ŝŶĚŝǀŝĚƵĂů�ďĞĐĂƵƐĞ�ŽĨ�ƐĞǆ͕�ƌĂĐĞ͕�ƌĞůŝŐŝŽŶ͕�ĐŽůŽƌ͕ �ŶĂƟŽŶĂů�ŽƌŝŐŝŶ͕�ĂŶĐĞƐƚƌǇ͕ �
ĂŐĞ͕�ĚŝƐĂďŝůŝƚǇ͕ �ƐĞǆƵĂů�ŽƌŝĞŶƚĂƟŽŶ͕�ŐĞŶĚĞƌ�ŝĚĞŶƟƚǇ͕ �ŐĞŶĞƟĐ�ŝŶĨŽƌŵĂƟŽŶ͕�Žƌ�ĂŶǇ�ŽƚŚĞƌ�ĨĂĐƚŽƌ��
ƉƌŽŚŝďŝƚĞĚ�ďǇ�ůĂǁ�Žƌ�ďĂƐĞĚ�ƵƉŽŶ�Ă�ďĞůŝĞĨ�ƚŚĂƚ�ƐƵĐŚ�Ă�ĨĂĐƚŽƌ�ĞǆŝƐƚƐ͘��Ǉ�ĚĞĮŶŝƟŽŶ͕�ŚĂƌĂƐƐŵĞŶƚ��
ϭͿ�ŚĂƐ�ƚŚĞ�ƉƵƌƉŽƐĞ�Žƌ�ĞīĞĐƚ�ŽĨ�ĐƌĞĂƟŶŐ�ĂŶ�ŝŶƟŵŝĚĂƟŶŐ͕�ŚŽƐƟůĞ�Žƌ�ŽīĞŶƐŝǀĞ�ǁŽƌŬ�ĞŶǀŝƌŽŶŵĞŶƚ͖�
ϮͿ�ŚĂƐ�ƚŚĞ�ƉƵƌƉŽƐĞ�Žƌ�ĞīĞĐƚ�ŽĨ�ƵŶƌĞĂƐŽŶĂďůǇ�ŝŶƚĞƌĨĞƌŝŶŐ�ǁŝƚŚ�ĂŶ�ŝŶĚŝǀŝĚƵĂů͛Ɛ�ǁŽƌŬ�ƉĞƌĨŽƌŵĂŶĐĞ͖�
Žƌ�ϯͿ�ŽƚŚĞƌǁŝƐĞ�ĂĚǀĞƌƐĞůǇ�ĂīĞĐƚƐ�ĂŶ�ŝŶĚŝǀŝĚƵĂů͛Ɛ�ĞŵƉůŽǇŵĞŶƚ�ŽƉƉŽƌƚƵŶŝƟĞƐ͘
,ĂƌĂƐƐŝŶŐ�ĐŽŶĚƵĐƚ�ŝŶĐůƵĚĞƐ͕�ďƵƚ�ŝƐ�ŶŽƚ�ůŝŵŝƚĞĚ�ƚŽ͗�ĞƉŝƚŚĞƚƐ͕�ƐůƵƌƐ�Žƌ�ŶĞŐĂƟǀĞ�ƐƚĞƌĞŽƚǇƉŝŶŐ͖�
ƚŚƌĞĂƚĞŶŝŶŐ͕�ŝŶƟŵŝĚĂƟŶŐ�Žƌ�ŚŽƐƟůĞ�ĂĐƚƐ͖�ĚĞŶŝŐƌĂƟŶŐ�ũŽŬĞƐ͖�ǁƌŝƩĞŶ�Žƌ�ŐƌĂƉŚŝĐ�ŵĂƚĞƌŝĂů�ƚŚĂƚ�
ĚĞŶŝŐƌĂƚĞƐ�Žƌ�ƐŚŽǁƐ�ŚŽƐƟůŝƚǇ�Žƌ�ĂǀĞƌƐŝŽŶ�ƚŽǁĂƌĚ�ĂŶ�ŝŶĚŝǀŝĚƵĂů�Žƌ�ŐƌŽƵƉ�ĂŶĚ�ƚŚĂƚ�ŝƐ�ƉůĂĐĞĚ�ŽŶ�
ǁĂůůƐ�Žƌ�ĞůƐĞǁŚĞƌĞ�ŽŶ�ƚŚĞ�ĞŵƉůŽǇĞƌ Ɛ͛�ƉƌĞŵŝƐĞƐ�Žƌ�ĐŝƌĐƵůĂƚĞĚ�ŝŶ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ͕�ŽŶ�<�W^�ƟŵĞ�
Žƌ�ƵƐŝŶŐ�<�W^�ĞƋƵŝƉŵĞŶƚ�ǀŝĂ�ĞͲŵĂŝů͕�ƉŚŽŶĞ�;ŝŶĐůƵĚŝŶŐ�ǀŽŝĐĞ�ŵĞƐƐĂŐĞƐͿ͕�ƚĞǆƚ�ŵĞƐƐĂŐĞƐ͕�ƚǁĞĞƚƐ͕�
ďůŽŐƐ͕�ƐŽĐŝĂů�ŶĞƚǁŽƌŬŝŶŐ�ƐŝƚĞƐ�Žƌ�ŽƚŚĞƌ�ŵĞĂŶƐ͘

Individuals and Conduct Covered
dŚĞƐĞ�ƉŽůŝĐŝĞƐ�ĂƉƉůǇ�ƚŽ�Ăůů�ĂƉƉůŝĐĂŶƚƐ�ĂŶĚ�ĞŵƉůŽǇĞĞƐ͕�ǁŚĞƚŚĞƌ�ƌĞůĂƚĞĚ�ƚŽ�ĐŽŶĚƵĐƚ�ĞŶŐĂŐĞĚ�ŝŶ�
ďǇ�ĨĞůůŽǁ�ĞŵƉůŽǇĞĞƐ�Žƌ�ƐŽŵĞŽŶĞ�ŶŽƚ�ĚŝƌĞĐƚůǇ�ĐŽŶŶĞĐƚĞĚ�ƚŽ�<�W^�;Ğ͘Ő͕͘�ĂŶ�ŽƵƚƐŝĚĞ�ǀĞŶĚŽƌ͕ ��
ĐŽŶƐƵůƚĂŶƚ�Žƌ�ĐƵƐƚŽŵĞƌͿ͘
�ŽŶĚƵĐƚ�ƉƌŽŚŝďŝƚĞĚ�ďǇ�ƚŚĞƐĞ�ƉŽůŝĐŝĞƐ�ŝƐ�ƵŶĂĐĐĞƉƚĂďůĞ�ŝŶ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ�ĂŶĚ�ŝŶ�ĂŶǇ�� �
ǁŽƌŬͲƌĞůĂƚĞĚ�ƐĞƫŶŐ�ŽƵƚƐŝĚĞ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ͕�ƐƵĐŚ�ĂƐ�ĚƵƌŝŶŐ�ďƵƐŝŶĞƐƐ�ƚƌŝƉƐ͕�ďƵƐŝŶĞƐƐ�ŵĞĞƟŶŐƐ�
ĂŶĚ�ďƵƐŝŶĞƐƐͲƌĞůĂƚĞĚ�ƐŽĐŝĂů�ĞǀĞŶƚƐ͘
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Internal Complaint Procedures
/ŶĚŝǀŝĚƵĂůƐ�ǁŚŽ�ďĞůŝĞǀĞ�ƚŚĞǇ�ŚĂǀĞ�ǁŝƚŶĞƐƐĞĚ�ƐƵĐŚ�ĐŽŶĚƵĐƚ�ƐŚŽƵůĚ�ĚŝƐĐƵƐƐ�ƚŚĞŝƌ�ĐŽŶĐĞƌŶƐ�ǁŝƚŚ�
ƚŚĞŝƌ�ŝŵŵĞĚŝĂƚĞ�ƐƵƉĞƌǀŝƐŽƌ�Žƌ�ƚŚĞ��ŝƌĞĐƚŽƌ�ŽĨ��ŵƉůŽǇĞĞ�>ĂďŽƌ�ZĞůĂƟŽŶƐ�ǁŝƚŚŝŶ�ƚŚĞ�,ƵŵĂŶ��
ZĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ͘
tŚĞŶ�ƉŽƐƐŝďůĞ͕�<�W^�ĞŶĐŽƵƌĂŐĞƐ�ŝŶĚŝǀŝĚƵĂůƐ�ǁŚŽ�ďĞůŝĞǀĞ�ƚŚĞǇ�ĂƌĞ�ďĞŝŶŐ�ƐƵďũĞĐƚĞĚ�ƚŽ�ƐƵĐŚ��
ĐŽŶĚƵĐƚ�ƚŽ�ƉƌŽŵƉƚůǇ�ĂĚǀŝƐĞ�ƚŚĞ�ŽīĞŶĚĞƌ�ƚŚĂƚ�ŚŝƐ�Žƌ�ŚĞƌ�ďĞŚĂǀŝŽƌ�ŝƐ�ƵŶǁĞůĐŽŵĞ�ĂŶĚ�ƌĞƋƵĞƐƚ�
ƚŚĂƚ�ŝƚ�ďĞ�ĚŝƐĐŽŶƟŶƵĞĚ͘�KŌĞŶ�ƚŚŝƐ�ĂĐƟŽŶ�ĂůŽŶĞ�ǁŝůů�ƌĞƐŽůǀĞ�ƚŚĞ�ƉƌŽďůĞŵ͘�<�W^�ƌĞĐŽŐŶŝǌĞƐ͕��
ŚŽǁĞǀĞƌ͕ �ƚŚĂƚ�ĂŶ�ŝŶĚŝǀŝĚƵĂů�ŵĂǇ�ƉƌĞĨĞƌ�ƚŽ�ƉƵƌƐƵĞ�ƚŚĞ�ŵĂƩĞƌ�ƚŚƌŽƵŐŚ�ĐŽŵƉůĂŝŶƚ�ƉƌŽĐĞĚƵƌĞƐ͘
<�W^�ĞŶĐŽƵƌĂŐĞƐ�ƚŚĞ�ƉƌŽŵƉƚ�ƌĞƉŽƌƟŶŐ�ŽĨ�ĐŽŵƉůĂŝŶƚƐ�Žƌ�ĐŽŶĐĞƌŶƐ�ƐŽ�ƌĂƉŝĚ�ĂŶĚ�ĐŽŶƐƚƌƵĐƟǀĞ�
ĂĐƟŽŶ�ĐĂŶ�ďĞ�ƚĂŬĞŶ�ďĞĨŽƌĞ�ƌĞůĂƟŽŶƐŚŝƉƐ�ďĞĐŽŵĞ�ŝƌƌĞƉĂƌĂďůǇ�ƐƚƌĂŝŶĞĚ͘�dŚĞƌĞĨŽƌĞ͕�ĂůƚŚŽƵŐŚ�ŶŽ�
ĮǆĞĚ�ƌĞƉŽƌƟŶŐ�ƉĞƌŝŽĚ�ŚĂƐ�ďĞĞŶ�ĞƐƚĂďůŝƐŚĞĚ͕�ĞĂƌůǇ�ƌĞƉŽƌƟŶŐ�ĂŶĚ�ŝŶƚĞƌǀĞŶƟŽŶ�ŚĂǀĞ�ƉƌŽǀĞŶ�ƚŽ�ďĞ�
ƚŚĞ�ŵŽƐƚ�ĞīĞĐƟǀĞ�ŵĞƚŚŽĚ�ŽĨ�ƌĞƐŽůǀŝŶŐ�ĂĐƚƵĂů�Žƌ�ƉĞƌĐĞŝǀĞĚ�ŝŶĐŝĚĞŶƚƐ�ŽĨ�ŚĂƌĂƐƐŵĞŶƚ͘
/Ĩ�ĂŶ�ĞŵƉůŽǇĞĞ�ĨĞĞůƐ�ƚŚĂƚ�Ă�ĨŽƌŵĂů�ĐŽŵƉůĂŝŶƚ�ŝƐ�ŝŶ�ŽƌĚĞƌ͕ �ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐƚĞƉƐ�ƐŚŽƵůĚ�ďĞ�ƚĂŬĞŶ͗
� ϭ͘� /Ĩ�ĚĞƐŝƌĞĚ�ďǇ�ƚŚĞ�ĞŵƉůŽǇĞĞ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƐŚŽƵůĚ�ŶŽƟĨǇ�ŚŝƐͬŚĞƌ�ƐƵƉĞƌǀŝƐŽƌ͘ ��ĞƉĞŶĚŝŶŐ�� �

� ŽŶ�ƚŚĞ�ĐŝƌĐƵŵƐƚĂŶĐĞƐ͕�ƚŚŝƐ�ŵĂǇ�ŶŽƚ�ďĞ�ĂŶ�ĂƉƉƌŽƉƌŝĂƚĞ�ĂĐƟŽŶ�ĂŶĚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ǁŽƵůĚ�ďĞ��
� ĂĚǀŝƐĞĚ�ƚŽ�ŵŽǀĞ�ŝŵŵĞĚŝĂƚĞůǇ�ƚŽ�ƐƚĞƉ�ƚǁŽ͘

� Ϯ͘� dŚĞ�ĐŽŵƉůĂŝŶƚ�ƐŚŽƵůĚ�ďĞ�ďƌŽƵŐŚƚ�ƚŽ�ƚŚĞ�ĂƩĞŶƟŽŶ�ŽĨ�ĂŶ��ŵƉůŽǇĞĞ�Θ�>ĂďŽƌ�ZĞůĂƟŽŶƐ�� �
� ƌĞƉƌĞƐĞŶƚĂƟǀĞ�ŝŶ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ŝŶ�ƚŚĞ�ĨŽƌŵ�ŽĨ�Ă�ǁƌŝƩĞŶ�ĐŽŵƉůĂŝŶƚ͘�<�W^�ǁŝůů�ĂƩĞŵƉƚ��
� ƚŽ�ƌĞƐŽůǀĞ�ƚŚĞ�ĐŽŵƉůĂŝŶƚ�ǁŝƚŚŝŶ�Ă�ƌĞĂƐŽŶĂďůĞ�ƉĞƌŝŽĚ�ŽĨ�ƟŵĞ͕�ĂůǁĂǇƐ�ŵĂŬŝŶŐ�ďĞƐƚ�ĞīŽƌƚƐ�� �
� ƚŽ�ƌĞƐŽůǀĞ�ƚŚĞ�ĐŽŵƉůĂŝŶƚ�ǁŝƚŚŝŶ�ƚŚƌĞĞ�ďƵƐŝŶĞƐƐ�ĚĂǇƐ͘

�ŶǇ�ƌĞƉŽƌƚĞĚ�ĂůůĞŐĂƟŽŶƐ�ŽĨ�ŚĂƌĂƐƐŵĞŶƚ͕�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�Žƌ�ƌĞƚĂůŝĂƟŽŶ�ǁŝůů�ďĞ�ŝŶǀĞƐƟŐĂƚĞĚ�
ƉƌŽŵƉƚůǇ͘�dŚĞ�ŝŶǀĞƐƟŐĂƟŽŶ�ŵĂǇ�ŝŶĐůƵĚĞ�ŝŶĚŝǀŝĚƵĂů�ŝŶƚĞƌǀŝĞǁƐ�ǁŝƚŚ�ƚŚĞ�ƉĂƌƟĞƐ�ŝŶǀŽůǀĞĚ�ĂŶĚ͕�
ǁŚĞƌĞ�ŶĞĐĞƐƐĂƌǇ͕ �ǁŝƚŚ�ŝŶĚŝǀŝĚƵĂůƐ�ǁŚŽ�ŵĂǇ�ŚĂǀĞ�ŽďƐĞƌǀĞĚ�ƚŚĞ�ĂůůĞŐĞĚ�ĐŽŶĚƵĐƚ�Žƌ�ŵĂǇ�ŚĂǀĞ�
ŽƚŚĞƌ�ƌĞůĞǀĂŶƚ�ŬŶŽǁůĞĚŐĞ͘
�ŽŶĮĚĞŶƟĂůŝƚǇ�ǁŝůů�ďĞ�ŵĂŝŶƚĂŝŶĞĚ�ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞ�ŝŶǀĞƐƟŐĂƚŽƌǇ�ƉƌŽĐĞƐƐ�ƚŽ�ƚŚĞ�ĞǆƚĞŶƚ�� �
ĐŽŶƐŝƐƚĞŶƚ�ǁŝƚŚ�ĂĚĞƋƵĂƚĞ�ŝŶǀĞƐƟŐĂƟŽŶ�ĂŶĚ�ĂƉƉƌŽƉƌŝĂƚĞ�ĐŽƌƌĞĐƟǀĞ�ĂĐƟŽŶ͘

Retaliation is Prohibited
ZĞƚĂůŝĂƟŽŶ�ĂŐĂŝŶƐƚ�ĂŶ�ŝŶĚŝǀŝĚƵĂů�ĨŽƌ�ƌĞƉŽƌƟŶŐ�ŚĂƌĂƐƐŵĞŶƚ�Žƌ�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�Žƌ�ĨŽƌ�ƉĂƌƟĐŝƉĂƟŶŐ�
ŝŶ�ĂŶ�ŝŶǀĞƐƟŐĂƟŽŶ�ŽĨ�Ă�ĐůĂŝŵ�ŽĨ�ŚĂƌĂƐƐŵĞŶƚ�Žƌ�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�ŝƐ�Ă�ƐĞƌŝŽƵƐ�ǀŝŽůĂƟŽŶ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ�
ĂŶĚ͕�ůŝŬĞ�ŚĂƌĂƐƐŵĞŶƚ�Žƌ�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�ŝƚƐĞůĨ͕ �ǁŝůů�ďĞ�ƐƵďũĞĐƚ�ƚŽ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ͘��ĐƚƐ�ŽĨ��
ƌĞƚĂůŝĂƟŽŶ�ƐŚŽƵůĚ�ďĞ�ƌĞƉŽƌƚĞĚ�ŝŵŵĞĚŝĂƚĞůǇ�ĂŶĚ�ǁŝůů�ďĞ�ƉƌŽŵƉƚůǇ�ŝŶǀĞƐƟŐĂƚĞĚ�ĂŶĚ�ĂĚĚƌĞƐƐĞĚ͘�
DŝƐĐŽŶĚƵĐƚ�ĐŽŶƐƟƚƵƟŶŐ�ŚĂƌĂƐƐŵĞŶƚ͕�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�Žƌ�ƌĞƚĂůŝĂƟŽŶ�ǁŝůů�ďĞ�ĚĞĂůƚ�ǁŝƚŚ�� �
ĂƉƉƌŽƉƌŝĂƚĞůǇ͘
/Ĩ�Ă�ƉĂƌƚǇ�ƚŽ�Ă�ĐŽŵƉůĂŝŶƚ�ĚŽĞƐ�ŶŽƚ�ĂŐƌĞĞ�ǁŝƚŚ�ŝƚƐ�ƌĞƐŽůƵƟŽŶ͕�ƚŚĂƚ�ƉĂƌƚǇ�ŵĂǇ�ĂƉƉĞĂů�ƚŽ�ƚŚĞ���
^ƵƉĞƌŝŶƚĞŶĚĞŶƚ͘
&ĂůƐĞ�ĂŶĚ�ŵĂůŝĐŝŽƵƐ�ĐŽŵƉůĂŝŶƚƐ�ŽĨ�ŚĂƌĂƐƐŵĞŶƚ͕�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�Žƌ�ƌĞƚĂůŝĂƟŽŶ�ŵĂǇ�ďĞ�ƚŚĞ�ƐƵďũĞĐƚ�
ŽĨ�ĂƉƉƌŽƉƌŝĂƚĞ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ͗���͕���ͲϮ͕���Ͳ�W�;ϭͿ

Employment Policies
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Americans with Disabilities Act (ADA) 
and the ADA Amendments Act (ADAAA)
/ƚ�ŝƐ�ƚŚĞ�ƉŽůŝĐǇ�ŽĨ�<�W^�ƚŽ�ĐŽŵƉůǇ�ǁŝƚŚ�Ăůů�ĨĞĚĞƌĂů�ĂŶĚ�
ƐƚĂƚĞ�ůĂǁƐ�ĐŽŶĐĞƌŶŝŶŐ�ƚŚĞ�ĞŵƉůŽǇŵĞŶƚ�ŽĨ�ƉĞƌƐŽŶƐ�ǁŝƚŚ�
ĚŝƐĂďŝůŝƟĞƐ�ĂŶĚ�ƚŽ�ĂĐƚ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�ƌĞŐƵůĂƟŽŶƐ�
and guidance issued by the Equal Employment  
KƉƉŽƌƚƵŶŝƚǇ��ŽŵŵŝƐƐŝŽŶ�;��K�Ϳ͘�&ƵƌƚŚĞƌŵŽƌĞ͕�ŝƚ�ŝƐ�
ŽƵƌ�ƉŽůŝĐǇ�ŶŽƚ�ƚŽ�ĚŝƐĐƌŝŵŝŶĂƚĞ�ĂŐĂŝŶƐƚ�ƋƵĂůŝĮĞĚ��
ŝŶĚŝǀŝĚƵĂůƐ�ǁŝƚŚ�ĚŝƐĂďŝůŝƟĞƐ�ŝŶ�ƌĞŐĂƌĚ�ƚŽ�ĂƉƉůŝĐĂƟŽŶ�
procedures, hiring, advancement, discharge, 
ĐŽŵƉĞŶƐĂƟŽŶ͕�ůĞĂǀĞ͕�ƚƌĂŝŶŝŶŐ�Žƌ�ŽƚŚĞƌ�ƚĞƌŵƐ͕�
ĐŽŶĚŝƟŽŶƐ�ĂŶĚ�ƉƌŝǀŝůĞŐĞƐ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͘
�ŵƉůŽǇĞĞƐ�ǁŚŽ�ŵĂǇ�ƌĞƋƵŝƌĞ�Ă�ƌĞĂƐŽŶĂďůĞ�� �
ĂĐĐŽŵŵŽĚĂƟŽŶ�ƐŚŽƵůĚ�ĐŽŶƚĂĐƚ�ƚŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�
�ĞƉĂƌƚŵĞŶƚ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ͗���͕���ͲϮͿ
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“Change is the end result of all true learning.” 
- Leo Buscaglia
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EMPLOYMENT
As one of the largest school districts in Kansas City, KCPS comes with a variety 

of challenges. !at is why we need capable and talented teachers who are built to 
withstand any challenge that stands before them.
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Employment Classification
�ůů�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ĚĞƐŝŐŶĂƚĞĚ�ĂƐ�ĞŝƚŚĞƌ�ŶŽŶĞǆĞŵƉƚ�Žƌ�ĞǆĞŵƉƚ�ƵŶĚĞƌ�ƐƚĂƚĞ�ĂŶĚ�ĨĞĚĞƌĂů�ǁĂŐĞ�
ĂŶĚ�ŚŽƵƌ�ůĂǁƐ͘�dŚĞ�ĨŽůůŽǁŝŶŐ�ŝƐ�ŝŶƚĞŶĚĞĚ�ƚŽ�ŚĞůƉ�ĞŵƉůŽǇĞĞƐ�ƵŶĚĞƌƐƚĂŶĚ�ĞŵƉůŽǇŵĞŶƚ�� �
ĐůĂƐƐŝĮĐĂƟŽŶƐ�ĂŶĚ�ĞŵƉůŽǇĞĞƐ͛�ĞŵƉůŽǇŵĞŶƚ�ƐƚĂƚƵƐ�ĂŶĚ�ďĞŶĞĮƚ�ĞůŝŐŝďŝůŝƚǇ͘�dŚĞƐĞ�ĐůĂƐƐŝĮĐĂƟŽŶƐ�
ĚŽ�ŶŽƚ�ŐƵĂƌĂŶƚĞĞ�ĞŵƉůŽǇŵĞŶƚ�ĨŽƌ�ĂŶǇ�ƐƉĞĐŝĮĞĚ�ƉĞƌŝŽĚ�ŽĨ�ƟŵĞ͘�dŚĞ�ƌŝŐŚƚ�ƚŽ�ƚĞƌŵŝŶĂƚĞ�ƚŚĞ��
ĞŵƉůŽǇŵĞŶƚͲĂƚͲǁŝůů�ƌĞůĂƟŽŶƐŚŝƉ�Ăƚ�ĂŶǇ�ƟŵĞ�ŝƐ�ƌĞƚĂŝŶĞĚ�ďǇ�ďŽƚŚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ĂŶĚ�<�W^͘

Nonexempt Employees ĂƌĞ�ĞŵƉůŽǇĞĞƐ�ǁŚŽƐĞ�ǁŽƌŬ�ŝƐ�ĐŽǀĞƌĞĚ�ďǇ�ƚŚĞ�&Ăŝƌ�>ĂďŽƌ�^ƚĂŶĚĂƌĚƐ��Đƚ�
;&>^�Ϳ͘�dŚĞǇ�ĂƌĞ�EKd�ĞǆĞŵƉƚ�ĨƌŽŵ�ƚŚĞ�ůĂǁ Ɛ͛�ƌĞƋƵŝƌĞŵĞŶƚƐ�ĐŽŶĐĞƌŶŝŶŐ�ŵŝŶŝŵƵŵ�ǁĂŐĞ�ĂŶĚ�
ŽǀĞƌƟŵĞ͘

exempt Employees ĂƌĞ�ŐĞŶĞƌĂůůǇ�ŵĂŶĂŐĞƌƐ�Žƌ�ƉƌŽĨĞƐƐŝŽŶĂů͕�ĂĚŵŝŶŝƐƚƌĂƟǀĞ�Žƌ�ƚĞĐŚŶŝĐĂů�ƐƚĂī�
ǁŚŽ�ĂƌĞ�ĞǆĞŵƉƚ�ĨƌŽŵ�ƚŚĞ�ŵŝŶŝŵƵŵ�ǁĂŐĞ�ĂŶĚ�ŽǀĞƌƟŵĞ�ƉƌŽǀŝƐŝŽŶƐ�ŽĨ�ƚŚĞ�&>^�͘��ǆĞŵƉƚ�ĞŵͲ
ƉůŽǇĞĞƐ�ŚŽůĚ�ũŽďƐ�ƚŚĂƚ�ŵĞĞƚ�ƚŚĞ�ƐƚĂŶĚĂƌĚƐ�ĂŶĚ�ĐƌŝƚĞƌŝĂ�ĞƐƚĂďůŝƐŚĞĚ�ƵŶĚĞƌ�ƚŚĞ�&>^��ďǇ�ƚŚĞ�h͘^͘�
�ĞƉĂƌƚŵĞŶƚ�ŽĨ�>ĂďŽƌ͘
<�W^�ŚĂƐ�ĞƐƚĂďůŝƐŚĞĚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĐĂƚĞŐŽƌŝĞƐ�ĨŽƌ�ďŽƚŚ�ŶŽŶĞǆĞŵƉƚ�ĂŶĚ�ĞǆĞŵƉƚ�ĞŵƉůŽǇĞĞƐ͗

Regular, Full-time: �ŵƉůŽǇĞĞƐ�ǁŚŽ�ĂƌĞ�ŶŽƚ�ŝŶ�Ă�ƚĞŵƉŽƌĂƌǇ�ƐƚĂƚƵƐ�ĂŶĚ�ǁŚŽ�ĂƌĞ�ƌĞŐƵůĂƌůǇ��
ƐĐŚĞĚƵůĞĚ�ƚŽ�ǁŽƌŬ�ƚŚĞ�<�W^ Ɛ͛�ĨƵůůͲƟŵĞ�ƐĐŚĞĚƵůĞ�ŽĨ�ϯϳ͘ϱͲ�ϰϬ�ŚŽƵƌƐ�ƉĞƌ�ǁĞĞŬ͘�'ĞŶĞƌĂůůǇ͕ �ƚŚĞƐĞ�
ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ĞůŝŐŝďůĞ�ĨŽƌ�ƚŚĞ�ĨƵůů�ďĞŶĞĮƚƐ�ƉĂĐŬĂŐĞ͕�ƐƵďũĞĐƚ�ƚŽ�ƚŚĞ�ƚĞƌŵƐ͕�ĐŽŶĚŝƟŽŶƐ�ĂŶĚ���
ůŝŵŝƚĂƟŽŶƐ�ŽĨ�ĞĂĐŚ�ďĞŶĞĮƚƐ�ƉƌŽŐƌĂŵ͘

Regular, part-time: �ŵƉůŽǇĞĞƐ�ǁŚŽ�ĂƌĞ�ŶŽƚ�ŝŶ�Ă�ƚĞŵƉŽƌĂƌǇ�ƐƚĂƚƵƐ�ĂŶĚ�ǁŚŽ�ĂƌĞ�ƌĞŐƵůĂƌůǇ��
ƐĐŚĞĚƵůĞĚ�ƚŽ�ǁŽƌŬ�ůĞƐƐ�ƚŚĂŶ�ƚŚĞ�ĨƵůůͲƟŵĞ�ƐĐŚĞĚƵůĞ�ďƵƚ�Ăƚ�ůĞĂƐƚ�ϮϬ�ŚŽƵƌƐ�ĞĂĐŚ�ǁĞĞŬ͘

Temporary, Full-time: �ŵƉůŽǇĞĞƐ�ǁŚŽ�ĂƌĞ�ŚŝƌĞĚ�ĂƐ�ŝŶƚĞƌŝŵ�ƌĞƉůĂĐĞŵĞŶƚƐ�ƚŽ�ƚĞŵƉŽƌĂƌŝůǇ�� �
ƐƵƉƉůĞŵĞŶƚ�ƚŚĞ�ǁŽƌŬĨŽƌĐĞ�Žƌ�ƚŽ�ĂƐƐŝƐƚ�ŝŶ�ƚŚĞ�ĐŽŵƉůĞƟŽŶ�ŽĨ�Ă�ƐƉĞĐŝĮĐ�ƉƌŽũĞĐƚ�ĂŶĚ�ǁŚŽ�ĂƌĞ�
ƚĞŵƉŽƌĂƌŝůǇ�ƐĐŚĞĚƵůĞĚ�ƚŽ�ǁŽƌŬ�ƚŚĞ�<�W^ Ɛ͛�ĨƵůůͲƟŵĞ�ƐĐŚĞĚƵůĞ�ĨŽƌ�Ă�ůŝŵŝƚĞĚ�ĚƵƌĂƟŽŶ͘�� �
�ŵƉůŽǇŵĞŶƚ�ďĞǇŽŶĚ�ĂŶǇ�ŝŶŝƟĂůůǇ�ƐƚĂƚĞĚ�ƉĞƌŝŽĚ�ĚŽĞƐ�ŶŽƚ�ŝŶ�ĂŶǇ�ǁĂǇ�ŝŵƉůǇ�Ă�ĐŚĂŶŐĞ�ŝŶ�� �
ĞŵƉůŽǇŵĞŶƚ�ƐƚĂƚƵƐ͘

Temporary, part-time: �ŵƉůŽǇĞĞƐ�ǁŚŽ�ĂƌĞ�ŚŝƌĞĚ�ĂƐ�ŝŶƚĞƌŝŵ�ƌĞƉůĂĐĞŵĞŶƚƐ�ƚŽ��ƚĞŵƉŽƌĂƌŝůǇ���
ƐƵƉƉůĞŵĞŶƚ�ƚŚĞ�ǁŽƌŬĨŽƌĐĞ�Žƌ�ƚŽ�ĂƐƐŝƐƚ�ŝŶ�ƚŚĞ�ĐŽŵƉůĞƟŽŶ�ŽĨ�Ă�ƐƉĞĐŝĮĐ�ƉƌŽũĞĐƚ�ĂŶĚ�ǁŚŽ�ĂƌĞ��
ƚĞŵƉŽƌĂƌŝůǇ�ƐĐŚĞĚƵůĞĚ�ƚŽ�ǁŽƌŬ�ůĞƐƐ�ƚŚĂŶ�ƚŚĞ�<�W^ Ɛ͛�ĨƵůůͲƟŵĞ�ƐĐŚĞĚƵůĞ�ĨŽƌ�Ă�ůŝŵŝƚĞĚ�ĚƵƌĂƟŽŶ͘�
�ŵƉůŽǇŵĞŶƚ�ďĞǇŽŶĚ�ĂŶǇ�ŝŶŝƟĂůůǇ�ƐƚĂƚĞĚ�ƉĞƌŝŽĚ�ĚŽĞƐ�ŶŽƚ�ŝŶ�ĂŶǇ�ǁĂǇ�ŝŵƉůǇ�Ă�ĐŚĂŶŐĞ�ŝŶ�� �
ĞŵƉůŽǇŵĞŶƚ�ƐƚĂƚƵƐ͘
dĞŵƉŽƌĂƌǇ�ĂŶĚ�ƉĂƌƚͲƟŵĞ�ǁŽƌŬĞƌƐ�ĂƌĞ�ŶŽƚ�ĞůŝŐŝďůĞ�ĨŽƌ�<�W^�ďĞŶĞĮƚƐ�ƵŶůĞƐƐ�ƐƉĞĐŝĮĐĂůůǇ�ƐƚĂƚĞĚ�
ŽƚŚĞƌǁŝƐĞ�ŝŶ�<�W^�ƉŽůŝĐǇ�Žƌ�ĂƌĞ�ĚĞĞŵĞĚ�ĞůŝŐŝďůĞ�ĂĐĐŽƌĚŝŶŐ�ƚŽ�ƉůĂŶ�ĚŽĐƵŵĞŶƚƐ͘

Employment
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Posting Position Vacancies
�ůů�ƉĞƌŵĂŶĞŶƚ�ƉŽƐŝƟŽŶƐ�ƐŚĂůů�ďĞ�ƉŽƐƚĞĚ�ďĞĨŽƌĞ�ďĞŝŶŐ�ĮůůĞĚ͘��ĂĐŚ�ƐĐŚŽŽůͬĚĞƉĂƌƚŵĞŶƚ�ƐŚĂůů�
ƌĞƉŽƌƚ�Ăůů�ǀĂĐĂŶĐŝĞƐ�ƚŽ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘��ůů�ƉĞƌŵĂŶĞŶƚ�ĨƵůůͲƟŵĞ�ĂŶĚ�ƉĂƌƚͲƟŵĞ�ƉŽƐŝƟŽŶƐ�ŵƵƐƚ�
ďĞ�ƉŽƐƚĞĚ�ĨŽƌ�Ă�ŵŝŶŝŵƵŵ�ŽĨ�ϱ�ĐĂůĞŶĚĂƌ�ĚĂǇƐ�ĨŽƌ�ŝŶƚĞƌŶĂů�ƉŽƐƟŶŐƐ�ĂŶĚ�ϭϬ�ĐĂůĞŶĚĂƌ�ĚĂǇƐ�ĨŽƌ�
ĞǆƚĞƌŶĂů�ƉŽƐƟŶŐƐ͘��ůů�ĞǆĐĞƉƟŽŶƐ�ƚŽ�ƚŚĞ�ƌĞƋƵŝƌĞĚ�ƉŽƐƟŶŐ�ƉĞƌŝŽĚ�ŵƵƐƚ�ďĞ�ĂƉƉƌŽǀĞĚ�ďǇ�ƚŚĞ��ŚŝĞĨ�
,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�KĸĐĞƌ͘
sĂĐĂŶĐǇ�ƉŽƐƟŶŐƐ�ƐŚĂůů�ďĞ�ŝŶƚĞƌŶĂů�ĂŶĚ�ĞǆƚĞƌŶĂů͕�ƵŶůĞƐƐ�ŽƚŚĞƌǁŝƐĞ�ĂƉƉƌŽǀĞĚ�ďǇ�,ƵŵĂŶ�� �
ZĞƐŽƵƌĐĞƐ͘
/Ŷ�ƚŚĞ�ĐĂƐĞ�ŽĨ�Ă�ƐǇƐƚĞŵͲǁŝĚĞ�Žƌ�ĚĞƉĂƌƚŵĞŶƚĂů�ƌĞŽƌŐĂŶŝǌĂƟŽŶ�ĚĞƐŝŐŶĂƚĞĚ�ďǇ�ƚŚĞ�� � �
^ƵƉĞƌŝŶƚĞŶĚĞŶƚ͕�ƐŽŵĞ�ƉŽƐŝƟŽŶƐ�ŵĂǇ�ďĞ�ĮůůĞĚ�Žƌ�ĐŚĂŶŐĞĚ�ǁŝƚŚŽƵƚ�ƉŽƐƟŶŐ�ƚŚĞ�ƉŽƐŝƟŽŶ͘�/Ŷ�ƚŚŝƐ�
ĐĂƐĞ͕�ŶŽ�ĞǆƚĞƌŶĂů�ŚŝƌĞƐ�ĂƌĞ�ŵĂĚĞ͘�dŚĞ�ĐŚĂŶŐĞƐ�ƉƌŝŵĂƌŝůǇ�ĐŽŶƐŝƐƚ�ŽĨ�ƌĞŽƌŐĂŶŝǌĂƟŽŶ�ŽĨ�ŝŶƚĞƌŶĂů�
ĞŵƉůŽǇĞĞƐ͘�&Žƌ�Ăůů�ĞǆƚĞƌŶĂů�ŚŝƌĞƐ�ŵĂĚĞ�ĚƵƌŝŶŐ�ƚŚĞ�ĐŽƵƌƐĞ�ŽĨ�Ă�ƌĞŽƌŐĂŶŝǌĂƟŽŶ͕�ƚŚĞ�ƉŽƐŝƟŽŶ�ŵƵƐƚ�
ďĞ�ƉŽƐƚĞĚ�ĂŶĚ�ĨŽůůŽǁ�ƚŚĞ�ĞƐƚĂďůŝƐŚĞĚ�ƉŽƐŝƟŽŶ�ƉŽƐƟŶŐ�ƉƌŽĐĞĚƵƌĞƐ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐǇ͗�
'���Ϳ

Probationary Employment Period
�ůů�ĞŵƉůŽǇĞĞƐ�ŐŽ�ƚŚƌŽƵŐŚ�Ă�ƉƌŽďĂƟŽŶĂƌǇ�ƉĞƌŝŽĚ�ŽĨ�ĂĚũƵƐƚŵĞŶƚ�ŝŶ�ŽƌĚĞƌ�ƚŽ�ůĞĂƌŶ�ĂďŽƵƚ�<�W^�
ĂŶĚ�ĂďŽƵƚ�ŚŝƐͬŚĞƌ�ũŽď͘��ƵƌŝŶŐ�ƚŚŝƐ�ƟŵĞ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ďĞĐŽŵĞƐ�ĨĂŵŝůŝĂƌ�ǁŝƚŚ�ƚŚĞ�ďĂƐŝĐ�� �
ƌĞƋƵŝƌĞŵĞŶƚƐ�ĂŶĚ�ĞǆƉĞĐƚĂƟŽŶƐ�ĨŽƌ�ƚŚĞ�ũŽď͘�dŚŝƐ�ƟŵĞ�ƉĞƌŝŽĚ�ŝƐ�ĂůƐŽ�ĂŶ�ŽƉƉŽƌƚƵŶŝƚǇ�ƚŽ�� �
ĚĞƚĞƌŵŝŶĞ�ŝĨ�ƚŚĞƌĞ�ŝƐ�Ă�ŵƵƚƵĂů�Įƚ�ĨŽƌ�ďŽƚŚ�ƉĂƌƟĞƐ͘
�ĚĚŝƟŽŶĂůůǇ͕ �ƚŚĞ�ƉƌŽďĂƟŽŶĂƌǇ�ĞŵƉůŽǇŵĞŶƚ�ƉĞƌŝŽĚ�ŐŝǀĞƐ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ƐƵƉĞƌǀŝƐŽƌ�Ă�� �
ƌĞĂƐŽŶĂďůĞ�ƉĞƌŝŽĚ�ŽĨ�ƟŵĞ�ƚŽ�ĂƐƐĞƐƐ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ƐŬŝůůƐ͕�ƉƌŽǀŝĚĞ�ĐŽĂĐŚŝŶŐ͕�ĂŶĚ�ĚĞƚĞƌŵŝŶĞ�ŝĨ�
ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ũŽď�ƉĞƌĨŽƌŵĂŶĐĞ�ŵĞĞƚƐ�ƚŚĞ�ĞǆƉĞĐƚĞĚ�ƐƚĂŶĚĂƌĚƐ͘�dŚĞ�ŝŶŝƟĂů�ĞŵƉůŽǇŵĞŶƚ�ƉĞƌŝŽĚ�
ŝƐ�ŶŝŶĞƚǇ�;ϵϬͿ�ĚĂǇƐ͕�ƵŶůĞƐƐ�ŽƚŚĞƌǁŝƐĞ�ƐƉĞĐŝĮĞĚ�ŝŶ�ƚŚĞ�ƌĞƐƉĞĐƟǀĞ�ĐŽůůĞĐƟǀĞ�ďĂƌŐĂŝŶŝŶŐ�� �
ĂŐƌĞĞŵĞŶƚ͘
�ƵƌŝŶŐ�ƚŚĞ�ƉƌŽďĂƟŽŶĂƌǇ�ĞŵƉůŽǇŵĞŶƚ�ƉĞƌŝŽĚ͕�ƚŚĞ�ŶĞǁ�ĞŵƉůŽǇĞĞ�ǁŝůů�ďĞ�ƉƌŽǀŝĚĞĚ�ǁŝƚŚ�ƚƌĂŝŶŝŶŐ
ĂŶĚ�ŐƵŝĚĂŶĐĞ�ĨƌŽŵ�ŚŝƐͬŚĞƌ�^ƵƉĞƌǀŝƐŽƌ͘ �,ĞͬƐŚĞ�ŵĂǇ�ďĞ�ĚŝƐĐŚĂƌŐĞĚ�Ăƚ�ĂŶǇ�ƟŵĞ�ĚƵƌŝŶŐ�ƚŚŝƐ���
ƉƌŽďĂƟŽŶĂƌǇ�ĞŵƉůŽǇŵĞŶƚ�ƉĞƌŝŽĚ�ŝĨ�ŚŝƐͬŚĞƌ�ƐƵƉĞƌǀŝƐŽƌ�ĐŽŶĐůƵĚĞƐ�ƚŚĂƚ�ŚĞͬƐŚĞ�ŝƐ�ŶŽƚ�ƉƌŽŐƌĞƐƐŝŶŐ�
Žƌ�ƉĞƌĨŽƌŵŝŶŐ�ƐĂƟƐĨĂĐƚŽƌŝůǇ�Žƌ�ŝƐ�ŶŽƚ�ƚŚĞ�ƌŝŐŚƚ�Įƚ�ĨŽƌ�ƚŚĞ�ũŽď͘��ĚĚŝƟŽŶĂůůǇ͕�ĂƐ�ŝƐ�ƚƌƵĞ�Ăƚ�Ăůů�ƟŵĞƐ�
ĚƵƌŝŶŐ�Ă�ŶŽŶͲ�ĐŽŶƚƌĂĐƚĞĚ�Žƌ�ŶŽŶͲƵŶŝŽŶ�ƌĞƉƌĞƐĞŶƚĞĚ�ĞŵƉůŽǇĞĞ Ɛ͛�ƚĞŶƵƌĞ�ǁŝƚŚ�<�W^͕�ĞŵƉůŽǇŵĞŶƚ�
ŝƐ�ŶŽƚ�ĨŽƌ�ĂŶǇ�ƐƉĞĐŝĮĐ�ƟŵĞ�ĂŶĚ�ŵĂǇ�ďĞ�ƚĞƌŵŝŶĂƚĞĚ�Ăƚ�ǁŝůů͕�ǁŝƚŚ�Žƌ�ǁŝƚŚŽƵƚ�ĐĂƵƐĞ�ĂŶĚ�ǁŝƚŚŽƵƚ�
ƉƌŝŽƌ�ŶŽƟĐĞ͘
��ŚŝƌŝŶŐ�ŵĂŶĂŐĞƌ�ŵĂǇ�ƚĞƌŵŝŶĂƚĞ�ĞŵƉůŽǇŵĞŶƚ�ǁŝƚŚŽƵƚ�ĐĂƵƐĞ͕�Ăƚ�ĂŶǇ�ƟŵĞ�ĚƵƌŝŶŐ�ƚŚĞ�� �
ƉƌŽďĂƟŽŶĂƌǇ�ƉĞƌŝŽĚ�ĨŽƌ�ŶŽŶͲĐŽŶƚƌĂĐƚĞĚ�ĞŵƉůŽǇĞĞƐ͘��ƚ�ƚŚĞ�ĞŶĚ�ŽĨ�ƚŚĞ�ƉƌŽďĂƟŽŶĂƌǇ�� �
ĞŵƉůŽǇŵĞŶƚ�ƉĞƌŝŽĚ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ĂŶĚ�ŚŝƐͬŚĞƌ�ƐƵƉĞƌǀŝƐŽƌ�ŵĂǇ�ĚŝƐĐƵƐƐ�ŚŝƐͬŚĞƌ�ƉĞƌĨŽƌŵĂŶĐĞ͘�
WƌŽǀŝĚĞĚ�ŚŝƐͬŚĞƌ�ũŽď�ƉĞƌĨŽƌŵĂŶĐĞ�ŝƐ�͞ƐĂƟƐĨĂĐƚŽƌǇ͟�Ăƚ�ƚŚĞ�ĞŶĚ�ŽĨ�ƚŚĞ�ŝŶŝƟĂů�ĞŵƉůŽǇŵĞŶƚ�ƉĞƌŝŽĚ͕�
ŚĞͬƐŚĞ�ǁŝůů�ĐŽŶƟŶƵĞ�ŝŶ�ŽƵƌ�ĞŵƉůŽǇŵĞŶƚ�ĂƐ�ĂŶ�ĂƚͲǁŝůů�ĞŵƉůŽǇĞĞ͘
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Background/ Reference Checks
dŽ�ĞŶƐƵƌĞ�ƚŚĂƚ�ŝŶĚŝǀŝĚƵĂůƐ�ǁŚŽ�ũŽŝŶ�<�W^�ĂƌĞ�ǁĞůů�ƋƵĂůŝĮĞĚ�ĂŶĚ�ƚŽ�ĞŶƐƵƌĞ�ƚŚĂƚ�<�W^�ŵĂŝŶƚĂŝŶƐ�Ă�
ƐĂĨĞ�ĂŶĚ�ƉƌŽĚƵĐƟǀĞ�ǁŽƌŬ�ĞŶǀŝƌŽŶŵĞŶƚ�ĂŶĚ�ůĞĂƌŶŝŶŐ�ĞŶǀŝƌŽŶŵĞŶƚ�ĨŽƌ�ƐƚƵĚĞŶƚƐ͕�ŝƚ�ŝƐ�ŽƵƌ�ƉŽůŝĐǇ�
ƚŽ�ĐŽŶĚƵĐƚ�ƉƌĞͲĞŵƉůŽǇŵĞŶƚ�ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬƐ�ŽŶ�Ăůů�ĂƉƉůŝĐĂŶƚƐ�ǁŚŽ�ĂĐĐĞƉƚ�ĂŶ�ŽīĞƌ�ŽĨ���
ĞŵƉůŽǇŵĞŶƚ͘��ĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬƐ�ŵĂǇ�ŝŶĐůƵĚĞ�ǀĞƌŝĮĐĂƟŽŶ�ŽĨ�ĂŶǇ�ŝŶĨŽƌŵĂƟŽŶ�ŽŶ�ƚŚĞ�ĂƉƉůŝĐĂŶƚ Ɛ͛�
ƌĞƐƵŵĞ�Žƌ�ĂƉƉůŝĐĂƟŽŶ�ĨŽƌŵ͘��ĞƌƚĂŝŶ�ǀŽůƵŶƚĞĞƌƐ�ĂŶĚ�ŽƚŚĞƌƐ�ĞŶŐĂŐĞĚ�ǁŝƚŚ�ƐƚƵĚĞŶƚƐ�ŽŶ�ƐĐŚŽŽů�
ŐƌŽƵŶĚƐ�ĂƌĞ�ƐƵďũĞĐƚ�ƚŽ�ƚŚĞ�ƐĂŵĞ�ƌĞƋƵŝƌĞŵĞŶƚ͘

Criminal Background Check: ��ƐĞĂƌĐŚ�ŽĨ�ƚŚĞ�&ĞĚĞƌĂů��ƵƌĞĂƵ�ŽĨ�/ŶǀĞƐƟŐĂƟŽŶ Ɛ͛�ĐƌŝŵŝŶĂů�ŚŝƐƚŽƌǇ�
ĮůĞƐ͕�ƚŚĞ�DŝƐƐŽƵƌŝ�,ŝŐŚǁĂǇ�WĂƚƌŽů Ɛ͛�ĐƌŝŵŝŶĂů�ĚĂƚĂďĂƐĞ�ĂŶĚ�ƐĞǆƵĂů�ŽīĞŶĚĞƌ�ƌĞŐŝƐƚƌǇ͕ �ƚŚĞ�ĐĞŶƚƌĂů�
ƌĞŐŝƐƚƌǇ�ŽĨ�ĐŚŝůĚ�ĂďƵƐĞ�ĂŶĚ�ŶĞŐůĞĐƚ�ŽĨ�ƚŚĞ��ŚŝůĚƌĞŶ Ɛ͛��ŝǀŝƐŝŽŶ�;��Ϳ�ŽĨ�ƚŚĞ��ĞƉĂƌƚŵĞŶƚ�ŽĨ�^ŽĐŝĂů�
^ĞƌǀŝĐĞƐ�Žƌ�ŽƚŚĞƌ�ĚĂƚĂďĂƐĞƐ�ĚĞƐŝŐŶĂƚĞĚ�ďǇ�ůĂǁ�Žƌ�ďǇ�ƚŚĞ�ĚŝƐƚƌŝĐƚ͘

Driving Records dƌĂĸĐͲƌĞůĂƚĞĚ�ŽīĞŶƐĞƐ�ĐŽŶƚĂŝŶĞĚ�ŝŶ�ƚŚĞ�DŝƐƐŽƵƌŝ��ĞƉĂƌƚŵĞŶƚ�ŽĨ�ZĞǀĞŶƵĞ Ɛ͛�
ĚĂƚĂďĂƐĞƐ͘

Employees:�'ĞŶĞƌĂůůǇ͕ �ƚŚĞ�ĚŝƐƚƌŝĐƚ�ǁŝůů�ĐŽŶĚƵĐƚ�ĂŶ�&�/�ĮŶŐĞƌƉƌŝŶƚ�ĐƌŝŵŝŶĂů�ŚŝƐƚŽƌǇ�ďĂĐŬŐƌŽƵŶĚ�
ĐŚĞĐŬ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�ůĂǁ�ĂŶĚ�ǁŝůů�ŽďƚĂŝŶ�Ă�ƐĞĂƌĐŚ�ŽĨ�ƚŚĞ��ĞƉĂƌƚŵĞŶƚ�ŽĨ�,ĞĂůƚŚ�ĂŶĚ�^ŽĐŝĂů�
^ĞƌǀŝĐĞƐ͛�ĐŚŝůĚ�ĂďƵƐĞ�ĂŶĚ�ŶĞŐůĞĐƚ�ĚĂƚĂďĂƐĞ�ĨŽƌ�Ăůů�ŶĞǁ�ĞŵƉůŽǇĞĞƐ�ďĞĨŽƌĞ�ƚŚĞǇ�ŚĂǀĞ�ĐŽŶƚĂĐƚ�
ǁŝƚŚ�ĂŶǇ�ƐƚƵĚĞŶƚ͘�,ŽǁĞǀĞƌ͕ �ƚŚĞ�ĚŝƐƚƌŝĐƚ�ǁŝůů�ĨŽƌŐŽ�Ă�ĐƌŝŵŝŶĂů�ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬ�ŽŶ�ĂŶǇ��
ƚĞĂĐŚĞƌ�ŚŝƌĞĚ�ŽŶ�Ă�ƉĂƌƚͲƟŵĞ�Žƌ�ƐƵďƐƟƚƵƚĞ�ďĂƐŝƐ�ŝĨ�ƚŚĞ�ƚĞĂĐŚĞƌ�ŝƐ�ŚŝƌĞĚ�ǁŝƚŚŝŶ�ŽŶĞ�;ϭͿ�ǇĞĂƌ�ŽĨ�
ŚĂǀŝŶŐ�ƌĞƟƌĞĚ�ĨƌŽŵ�ƚŚĞ�<ĂŶƐĂƐ��ŝƚǇ�WƵďůŝĐ�^ĐŚŽŽůƐ͘�<�W^�ŵĂǇ�ĨŽƌŐŽ�Ă�ĐƌŝŵŝŶĂů�ďĂĐŬŐƌŽƵŶĚ�
ĐŚĞĐŬ�ŽŶ�ĂŶǇ�ĞŵƉůŽǇĞĞ�Žƌ�ƉŽƚĞŶƟĂů�ĞŵƉůŽǇĞĞ�ǁŚŽ�ŚĂƐ�ŚĂĚ�Ă�ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬ�ĐŽŶĚƵĐƚĞĚ�ďǇ�
ĂŶŽƚŚĞƌ�DŝƐƐŽƵƌŝ�ƉƵďůŝĐ�ƐĐŚŽŽů�ǁŝƚŚŝŶ�ƚŚĞ�ƉĂƐƚ�ǇĞĂƌ�ŝĨ�ƚŚĞ�ĚŝƐƚƌŝĐƚ�ƌĞĐĞŝǀĞƐ�Ă�ĐŽƉǇ�ŽĨ�ƚŚĞ�� �
ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬ�ĚŝƌĞĐƚůǇ�ĨƌŽŵ�ƚŚĞ�ŽƚŚĞƌ�ĚŝƐƚƌŝĐƚ͘��ŶǇ�ŽīĞƌ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ�ŝƐ�ĐŽŶƟŶŐĞŶƚ�ƵƉŽŶ�
ƚŚĞ�ƐĂƟƐĨĂĐƚŽƌǇ�ŽƵƚĐŽŵĞ�ŽĨ�ƚŚĞ�ĐƌŝŵŝŶĂů�ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬ͕�ǁŚĞŶ�ƌĞƋƵŝƌĞĚ�ďǇ�<�W^͘�<�W^�ŚĂƐ�
ƚŚĞ�ƐŽůĞ�ĂŶĚ�ĂďƐŽůƵƚĞ�ĚŝƐĐƌĞƟŽŶ�ƚŽ�ĚĞƚĞƌŵŝŶĞ�ǁŚĞƚŚĞƌ�ƚŚĞ�ŽƵƚĐŽŵĞ�ŝƐ�ƐĂƟƐĨĂĐƚŽƌǇ͘

Drivers:�<ĂŶƐĂƐ��ŝƚǇ�WƵďůŝĐ�^ĐŚŽŽůƐ͛�ĐŽŶƚƌĂĐƚƐ�ĨŽƌ�ƐƚƵĚĞŶƚ�ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ƐĞƌǀŝĐĞƐ�ƌĞƋƵŝƌĞ��
ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ĐŽŵƉĂŶŝĞƐ�ƚŽ�ĐŽŶĚƵĐƚ�ĂŶ�&�/�ĮŶŐĞƌƉƌŝŶƚ�ĐƌŝŵŝŶĂů�ŚŝƐƚŽƌǇ�ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬ�ŽŶ�
Ăůů�ƉĞƌƐŽŶƐ�ƚƌĂŶƐƉŽƌƟŶŐ�ĚŝƐƚƌŝĐƚ�ƐƚƵĚĞŶƚƐ�ĂŶĚ�Ă�ƐĞĂƌĐŚ�ŽĨ�ƚŚĞ��ĞƉĂƌƚŵĞŶƚ�ŽĨ�,ĞĂůƚŚ�ĂŶĚ�^ĞŶŝŽƌ�
^ĞƌǀŝĐĞƐ͛�ĐŚŝůĚ�ĂďƵƐĞ�ĂŶĚ�ŶĞŐůĞĐƚ�ĚĂƚĂďĂƐĞ͘�<�W^�ǁŝůů�ŚĂǀĞ�ĂĐĐĞƐƐ�ƚŽ�ƚŚĞ�ƌĞƐƵůƚƐ�ŽĨ�ƚŚĞ�� �
ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬƐ͘�/Ŷ�ĂĚĚŝƟŽŶ͕�ƚŚĞ�ĐŽŶƚƌĂĐƚƐ�ǁŝůů�ƌĞƋƵŝƌĞ�ĚŝƐĐůŽƐƵƌĞ�ŽĨ�ƚŚĞ�ĚƌŝǀŝŶŐ�ƌĞĐŽƌĚƐ�ŽĨ�
Ăůů�ƉĞƌƐŽŶƐ�ƚƌĂŶƐƉŽƌƟŶŐ�<�W^�ƐƚƵĚĞŶƚƐ͘�<�W^͕�ŝŶ�ŝƚƐ�ƐŽůĞ�ĂŶĚ�ĂďƐŽůƵƚĞ�ĚŝƐĐƌĞƟŽŶ͕�ŵĂǇ�ĚĞĐůŝŶĞ�
ƚŚĞ�ƐĞƌǀŝĐĞƐ�ŽĨ�ĂŶǇ�ĚƌŝǀĞƌ�Žƌ�ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ĞŵƉůŽǇĞĞ͘
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Volunteers: Kansas City Public Schools or an agent 
ǁŝƚŚ�ǁŚŽŵ�<�W^�ĐŽŶƚƌĂĐƚƐ�ǁŝůů�ĐŽŶĚƵĐƚ�Ă�ĐƌŝŵŝŶĂů
ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬ�ŽŶ�Ăůů�ƉĞƌƐŽŶƐ�ǀŽůƵŶƚĞĞƌŝŶŐ�ŝŶ��
ƉŽƐŝƟŽŶƐ�ǁŚĞƌĞ�ƚŚĞǇ�ǁŝůů�ďĞ�ůĞŌ�ĂůŽŶĞ�ǁŝƚŚ�Ă�ĐŚŝůĚ�Žƌ�
ƚƌĂŶƐƉŽƌƚ�ĐŚŝůĚƌĞŶ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�<�W^�ƉŽůŝĐǇ͘�dŚĞ�
Superintendent or designee must receive the results 
ŽĨ�ƚŚĞ�ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬ�ĂŶĚ�ŽĸĐŝĂůůǇ�ĂƉƉƌŽǀĞ�ƚŚĞ��
volunteer before he or she may begin service in the 
ŝĚĞŶƟĮĞĚ�ǀŽůƵŶƚĞĞƌ�ƉŽƐŝƟŽŶ͘

UPdating Information: Kansas City Public Schools  
reserves the right to require any employee and/or 
ǀŽůƵŶƚĞĞƌ�ƚŽ�ƐƵďŵŝƚ�ƚŽ�ĂĚĚŝƟŽŶĂů�ĐƌŝŵŝŶĂů�ďĂĐŬŐƌŽƵŶĚ�
ĐŚĞĐŬƐ�Ăƚ�<�W^͛�ĞǆƉĞŶƐĞ�Žƌ�ƚŽ�ƌĞƌƵŶ�ďĂĐŬŐƌŽƵŶĚ�
ĐŚĞĐŬƐ�Ăƚ�ĂŶǇ�ƟŵĞ͘��ŶǇ�ĞŵƉůŽǇĞĞ�ƌĞĨƵƐŝŶŐ�ƚŽ�ƐƵďŵŝƚ�
ƚŽ�Ă�ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬ�ŵĂǇ�ďĞ�ĚŝƐĐŝƉůŝŶĞĚ�ƵƉ�ƚŽ�ĂŶĚ�
ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ͘�<�W^�ŵĂǇ�ĚĞĐůŝŶĞ�ƚŽ�ƵƟůŝǌĞ�ƚŚĞ�
ƐĞƌǀŝĐĞƐ�ŽĨ�ǀŽůƵŶƚĞĞƌƐ�ǁŚŽ�ƌĞĨƵƐĞ�ƚŽ�ƉĂƌƟĐŝƉĂƚĞ͘

Kansas City Public Schools Notification: As a  
ĐŽŶĚŝƟŽŶ�ŽĨ�ĐŽŶƟŶƵŝŶŐ�ƚŽ�ǁŽƌŬ�ǁŝƚŚŝŶ�<�W^͕�Ăůů��
ĞŵƉůŽǇĞĞƐ�ĂŶĚ�ǀŽůƵŶƚĞĞƌƐ�ŵƵƐƚ�ŶŽƟĨǇ�,ƵŵĂŶ��
ZĞƐŽƵƌĐĞƐ�ŝĨ�ƚŚĞǇ�ĂƌĞ�ĐŚĂƌŐĞĚ͕�ĐŽŶǀŝĐƚĞĚ͕�ƉůĞĂĚ�ŐƵŝůƚǇ�
Žƌ�ŶŽůŽ�ĐŽŶƚĞŶĚĞƌĞ͕�Žƌ�ŽƚŚĞƌǁŝƐĞ�ĂƌĞ�ĨŽƵŶĚ�ŐƵŝůƚǇ�ŽĨ�
any misdemeanor or felony, regardless of the  
ŝŵƉŽƐŝƟŽŶ�ŽĨ�ƐĞŶƚĞŶĐĞ͘�dŚŝƐ�ŶŽƟĮĐĂƟŽŶ�ŵƵƐƚ�ďĞ�ŵĂĚĞ�
ĂƐ�ƐŽŽŶ�ĂƐ�ƉŽƐƐŝďůĞ͕�ďƵƚ�ŶŽ�ůĂƚĞƌ�ƚŚĂŶ�ĮǀĞ�;ϱͿ�ďƵƐŝŶĞƐƐ�
ĚĂǇƐ�ĂŌĞƌ�ƚŚĞ�ĞǀĞŶƚ͘�&ĂŝůƵƌĞ�ƚŽ�ŶŽƟĨǇ�<�W^�ŵĂǇ�ƌĞƐƵůƚ�
ŝŶ�ĚŝƐĐŝƉůŝŶĞ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ͘

Reporting Requirements: Kansas City Public Schools 
ǁŝůů�ƌĞƉŽƌƚ�ƚŽ�ƚŚĞ��ĞƉĂƌƚŵĞŶƚ�ŽĨ��ůĞŵĞŶƚĂƌǇ�ĂŶĚ�� �
^ĞĐŽŶĚĂƌǇ��ĚƵĐĂƟŽŶ�;��^�Ϳ�ǁŚĞŶ�ŝŶĨŽƌŵĂƟŽŶ�ŝƐ��
ŽďƚĂŝŶĞĚ�ƚŚĂƚ�Ă�ĐĞƌƟĮĐĂƚĞĚ�ƉĞƌƐŽŶ�ŚĂƐ�ƉůĞĚ�ŐƵŝůƚǇ�
or no contest to or been found guilty of a crime or 
ŽīĞŶƐĞ͕�ƌĞŐĂƌĚůĞƐƐ�ŽĨ�ǁŚĞƚŚĞƌ�Ă�ƐĞŶƚĞŶĐĞ�ŚĂƐ�ďĞĞŶ�
imposed, in this state, another state or another  
ĐŽƵŶƚƌǇ�ƚŚĂƚ�ŵĂǇ�ƉƵƚ�ƚŚĞ�ƉĞƌƐŽŶ Ɛ͛�ĐĞƌƟĮĐĂƚĞ�ŝŶ��
ũĞŽƉĂƌĚǇ�ƉƵƌƐƵĂŶƚ�ƚŽ�DŝƐƐŽƵƌŝ�ůĂǁ͘
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Confidentiality:�tŝƚŚ�ĞǆĐĞƉƟŽŶ�ŽĨ�ƚŚĞ�ĚƵƚǇ�ƚŽ�ƌĞƉŽƌƚ�
ĐĞƌƚĂŝŶ�ŝŶĨŽƌŵĂƟŽŶ�ƚŽ�ƚŚĞ�DŝƐƐŽƵƌŝ��ĞƉĂƌƚŵĞŶƚ�ŽĨ�
�ůĞŵĞŶƚĂƌǇ�ĂŶĚ�^ĞĐŽŶĚĂƌǇ��ĚƵĐĂƟŽŶ�ĂŶĚ�ĂƐ�ŽƚŚĞƌǁŝƐĞ�
ĂůůŽǁĞĚ�ďǇ�ůĂǁ͕�ŝŶĨŽƌŵĂƟŽŶ�ƌĞĐĞŝǀĞĚ�ďǇ�ƚŚĞ�ĚŝƐƚƌŝĐƚ�
ƉƵƌƐƵĂŶƚ�ƚŽ�Ă�ĐƌŝŵŝŶĂů�ďĂĐŬŐƌŽƵŶĚ�ĐŚĞĐŬ�ŝƐ�� �
ĐŽŶĮĚĞŶƟĂů͘��ǆĐĞƉƚ�ĂƐ�ĂůůŽǁĞĚ�ďǇ�ůĂǁ͕�<�W^�ǁŝůů�ŽŶůǇ�
ƵƐĞ�ƚŚŝƐ�ŝŶĨŽƌŵĂƟŽŶ�ĨŽƌ�<�W^͛�ŝŶƚĞƌŶĂů�ƉƵƌƉŽƐĞƐ�ŝŶ�
determining the suitability of an applicant, employee, 
ǀŽůƵŶƚĞĞƌ�Žƌ�ŽƚŚĞƌ�ǁŽƌŬĞƌ�ŽŶ�<�W^�ƉƌŽƉĞƌƚǇ͘�<�W^�ǁŝůů�
ŬĞĞƉ�ƚŚŝƐ�ŝŶĨŽƌŵĂƟŽŶ�ŝŶ�Ă�ůŽĐĂƟŽŶ�ƚŚĂƚ�ŝƐ�ŽŶůǇ�� �
ĂĐĐĞƐƐŝďůĞ�ƚŽ�ƉĞƌƐŽŶƐ�ǁŚŽ�ŶĞĞĚ�ƚŽ�ŬŶŽǁ�ƚŚĞ�� �
ŝŶĨŽƌŵĂƟŽŶ�ƚŽ�ĐĂƌƌǇ�ŽƵƚ�ƚŚĞŝƌ�ƌĞƐƉŽŶƐŝďŝůŝƟĞƐ�ǁŝƚŚ�
<�W^͘�

Refrences: All inquiries regarding a current or former 
<�W^�ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ďĞ�ƌĞĨĞƌƌĞĚ�ƚŽ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘
^ŚŽƵůĚ�ĂŶ�ĞŵƉůŽǇĞĞ�ƌĞĐĞŝǀĞ�Ă�ǁƌŝƩĞŶ�ƌĞƋƵĞƐƚ�ĨŽƌ�Ă�
reference, he/she should refer the request to Human 
ZĞƐŽƵƌĐĞƐ�ĨŽƌ�ŚĂŶĚůŝŶŐ͘�EŽ�<�W^�ĞŵƉůŽǇĞĞ�ŵĂǇ�ŝƐƐƵĞ�
Ă�ƌĞĨĞƌĞŶĐĞ�ůĞƩĞƌ�ƚŽ�ĂŶǇ�ĐƵƌƌĞŶƚ�Žƌ�ĨŽƌŵĞƌ�ĞŵƉůŽǇĞĞ�
ǁŝƚŚŽƵƚ�ƉĞƌŵŝƐƐŝŽŶ�ŽĨ�ƚŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘
hŶĚĞƌ�ŶŽ�ĐŝƌĐƵŵƐƚĂŶĐĞƐ�ƐŚŽƵůĚ�ĂŶǇ�<�W^�ĞŵƉůŽǇĞĞ�
ƌĞůĞĂƐĞ�ĂŶǇ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�ĂŶǇ�ĐƵƌƌĞŶƚ�Žƌ�ĨŽƌŵĞƌ�
<�W^�ĞŵƉůŽǇĞĞ�ŽǀĞƌ�ƚŚĞ�ƚĞůĞƉŚŽŶĞ͘��ůů�ƚĞůĞƉŚŽŶĞ�
inquiries regarding any current or former employee of 
<�W^�ŵƵƐƚ�ďĞ�ƌĞĨĞƌƌĞĚ�ƚŽ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘
/Ŷ�ƌĞƐƉŽŶƐĞ�ƚŽ�ĂŶ�ŽƵƚƐŝĚĞ�ƌĞƋƵĞƐƚ�ĨŽƌ�ŝŶĨŽƌŵĂƟŽŶ�
regarding a current or former KCPS employee, Human 
ZĞƐŽƵƌĐĞƐ�ǁŝůů�ĨƵƌŶŝƐŚ�Žƌ�ǀĞƌŝĨǇ�ŽŶůǇ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�
ŶĂŵĞ͕�ĚĂƚĞƐ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͕�ũŽď�ƟƚůĞ�ĂŶĚ�ĚĞƉĂƌƚŵĞŶƚ͘�
EŽ�ŽƚŚĞƌ�ĚĂƚĂ�Žƌ�ŝŶĨŽƌŵĂƟŽŶ�ƌĞŐĂƌĚŝŶŐ�ĂŶǇ�ĐƵƌƌĞŶƚ�Žƌ�
ĨŽƌŵĞƌ�<�W^�ĞŵƉůŽǇĞĞ͕�Žƌ�ŚŝƐͬŚĞƌ�ĞŵƉůŽǇŵĞŶƚ�ǁŝƚŚ�
<�W^�ǁŝůů�ďĞ�ĨƵƌŶŝƐŚĞĚ͕�ĞǆĐĞƉƚ�ŝŶ�ĞǆƚĞŶƵĂƟŶŐ��
ĐŝƌĐƵŵƐƚĂŶĐĞƐ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐǇ͗�'����Ϳ
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Internal transfers and Promotions
<�W^�ĞŶĐŽƵƌĂŐĞƐ�ĞŵƉůŽǇĞĞƐ�ƚŽ�ĂƐƐƵŵĞ�ŚŝŐŚĞƌͲůĞǀĞů�
ƉŽƐŝƟŽŶƐ�Žƌ�ůĂƚĞƌĂů�ƚƌĂŶƐĨĞƌƐ�ĨŽƌ�ǁŚŝĐŚ�ƚŚĞǇ�ƋƵĂůŝĨǇ͘�
dŽǁĂƌĚ�ƚŚŝƐ�ĞŶĚ͕�<�W^�ŚĂƐ�Ă�ũŽď�ƉŽƐƟŶŐ�ƉƌŽŐƌĂŵ�ƚŚĂƚ�
ŽīĞƌƐ�ĞŵƉůŽǇĞĞƐ�ƚŚĞ�ŽƉƉŽƌƚƵŶŝƚǇ�ƚŽ�ďŝĚ�ĨŽƌ�ĐĞƌƚĂŝŶ�
ƉŽƐŝƟŽŶƐ�ǁŝƚŚŝŶ�<�W^͘
Generally, employees must be in their jobs for at least 
ninety days (90) before applying for a change in  
ƉŽƐŝƟŽŶ͘�/Ŷ�ĂĚĚŝƟŽŶ͕�ĞŵƉůŽǇĞĞƐ�ŵƵƐƚ�ŚĂǀĞ�Ă�ŐŽŽĚ��
ƉĞƌĨŽƌŵĂŶĐĞ͕�ĂƩĞŶĚĂŶĐĞ͕�ĂŶĚ�ƉƵŶĐƚƵĂůŝƚǇ�ƌĞĐŽƌĚ͘
�ĂĐŚ�ĞŵƉůŽǇĞĞ�ƌĞƋƵĞƐƟŶŐ�Ă�ƚƌĂŶƐĨĞƌ�ǁŝůů�ďĞ���
ĐŽŶƐŝĚĞƌĞĚ�ĨŽƌ�Ă�ŶĞǁ�ƉŽƐŝƟŽŶ�ĂůŽŶŐ�ǁŝƚŚ�Ăůů�ŽƚŚĞƌ��
ĂƉƉůŝĐĂŶƚƐ͘��ĂĐŚ�ƚƌĂŶƐĨĞƌ�ŝƐ�ũƵĚŐĞĚ�ŽŶ�ĂŶ�ŝŶĚŝǀŝĚƵĂů��
basis, depending on the needs of both the 
ĚĞƉĂƌƚŵĞŶƚƐ�ŝŶǀŽůǀĞĚ͘�&ŝŶĂů�ĚĞĐŝƐŝŽŶƐ�ƌĞŐĂƌĚŝŶŐ��
ƚƌĂŶƐĨĞƌƐ�ǁŝůů�ďĞ�ŵĂĚĞ�ďǇ�DĂŶĂŐĞŵĞŶƚ͕�ŝŶ�ĐŽŶũƵŶĐƟŽŶ�
ǁŝƚŚ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘
�ŵƉůŽǇĞĞƐ�ǁŚŽ�ǁŝƐŚ�ƚŽ�ĂƉƉůǇ�ĨŽƌ�Ă�ƚƌĂŶƐĨĞƌ�ĂƌĞ��
ĞŶĐŽƵƌĂŐĞĚ�ƚŽ�ĚŝƐĐƵƐƐ�ŝƚ�ĮƌƐƚ�ǁŝƚŚ�ƚŚĞŝƌ�ƐƵƉĞƌǀŝƐŽƌͬ�
ŵĂŶĂŐĞƌ�ĂŶĚ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ƐŽ�ƚŚĂƚ�ŝƚ�ŵĂǇ�ďĞ��
ĚĞƚĞƌŵŝŶĞĚ�ŝĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ƐŬŝůůƐ�Įƚ�ƚŚĞ�
ƌĞƋƵŝƌĞŵĞŶƚƐ�ŽĨ�ƚŚĞ�ĚĞƐŝƌĞĚ�ũŽď͘��ŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�
ĂůƐŽ�ĨĞĞů�ĨƌĞĞ�ƚŽ�ĚŝƐĐƵƐƐ�ĐĂƌĞĞƌ�ĂƐƉŝƌĂƟŽŶƐ�ǁŝƚŚ�ƚŚĞŝƌ�
ƐƵƉĞƌǀŝƐŽƌͬŵĂŶĂŐĞƌ�ĂŶĚ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�Ăƚ�ĂŶǇ�
ƟŵĞ͘��Ğ�ĂĚǀŝƐĞĚ�ƚŚĂƚ�ĚŝƐĐƵƐƐŝŽŶ�ƌĞŐĂƌĚŝŶŐ�Ă�ĚĞƐŝƌĞĚ�
ƚƌĂŶƐĨĞƌ�Žƌ�ƉƌŽŵŽƟŽŶ�ǁŝƚŚ�Ă�ƐƵƉĞƌǀŝƐŽƌͬŵĂŶĂŐĞƌ�ĂŶĚͬ
Žƌ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ĚŽĞƐ�ŶŽƚ�ŐƵĂƌĂŶƚĞĞ�Ă�ƐƵďƐĞƋƵĞŶƚ�
ƚƌĂŶƐĨĞƌ�Žƌ�ƉƌŽŵŽƟŽŶ͘
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Nepotism/Romantic or Sexual Relationships
<�W^�ǁĂŶƚƐ�ƚŽ�ĞŶƐƵƌĞ�ƚŚĂƚ�ŝƚƐ�ƉƌĂĐƟĐĞƐ�ĚŽ�ŶŽƚ�ĐƌĞĂƚĞ�ƐŝƚƵĂƟŽŶƐ�ƐƵĐŚ�ĂƐ�ĐŽŶŇŝĐƚƐ�ŽĨ�ŝŶƚĞƌĞƐƚ�Žƌ�
ĨĂǀŽƌŝƟƐŵ͘�dŚŝƐ�ĞǆƚĞŶĚƐ�ƚŽ�ƉƌĂĐƟĐĞƐ�ƚŚĂƚ�ŝŶǀŽůǀĞ�ĞŵƉůŽǇĞĞ�ŚŝƌŝŶŐ͕�ƐƵƉĞƌǀŝƐŝŽŶ͕�ƉƌŽŵŽƟŽŶ�ĂŶĚ�
ƚƌĂŶƐĨĞƌ͘ �DĞŵďĞƌƐ�ŽĨ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ĨĂŵŝůǇ�ĂŶĚͬŽƌ�ĐůŽƐĞ�ƌĞůĂƟǀĞƐ�ŵĂǇ�ďĞ�ĐŽŶƐŝĚĞƌĞĚ�ĨŽƌ�� �
ĞŵƉůŽǇŵĞŶƚ�ŽŶ�ƚŚĞ�ďĂƐŝƐ�ŽĨ�ƚŚĞŝƌ�ƋƵĂůŝĮĐĂƟŽŶƐ͘�,ŽǁĞǀĞƌ͕ �ĨĂŵŝůǇ�ŵĞŵďĞƌƐ�ĂŶĚͬŽƌ�ĐůŽƐĞ�� �
ƌĞůĂƟǀĞƐ�ǁŝůů�ŶŽƚ�ďĞ�ŚŝƌĞĚ�ŝĨ�ĞŵƉůŽǇŵĞŶƚ�ǁŽƵůĚ͗
� ͻ� �ƌĞĂƚĞ�Ă�ƐƵƉĞƌǀŝƐŽƌͬƐƵďŽƌĚŝŶĂƚĞ�ƌĞůĂƟŽŶƐŚŝƉ�ǁŝƚŚ�Ă�ĨĂŵŝůǇ�ŵĞŵďĞƌͬĐůŽƐĞ�ƌĞůĂƟǀĞ͖
� ͻ� ,ĂǀĞ�ƚŚĞ�ƉŽƚĞŶƟĂů�ĨŽƌ�ĐƌĞĂƟŶŐ�ĂŶ�ĂĚǀĞƌƐĞ�ŝŵƉĂĐƚ�ŽŶ�ǁŽƌŬ�ƉĞƌĨŽƌŵĂŶĐĞ͖�Žƌ
� ͻ� �ƌĞĂƚĞ�ĞŝƚŚĞƌ�ĂŶ�ĂĐƚƵĂů�ĐŽŶŇŝĐƚ�ŽĨ�ŝŶƚĞƌĞƐƚ�Žƌ�ƚŚĞ�ĂƉƉĞĂƌĂŶĐĞ�ŽĨ�Ă�ĐŽŶŇŝĐƚ�ŽĨ�ŝŶƚĞƌĞƐƚ͘
&ĂŵŝůǇ�ŵĞŵďĞƌƐ�ĂŶĚ�ĐůŽƐĞ�ƌĞůĂƟǀĞƐ�ĂƌĞ�ĚĞĮŶĞĚ�ĂƐ�ŚƵƐďĂŶĚ͕�ǁŝĨĞ͕�ĚŽŵĞƐƟĐ�ƉĂƌƚŶĞƌ͕ �ĨĂƚŚĞƌ͕ �
ŵŽƚŚĞƌ͕ �ĨĂƚŚĞƌͲŝŶͲůĂǁ͕�ŵŽƚŚĞƌͲŝŶͲůĂǁ͕�ŐƌĂŶĚĨĂƚŚĞƌ͕ �ŐƌĂŶĚŵŽƚŚĞƌ͕ �ƐŽŶ͕�ƐŽŶͲŝŶͲůĂǁ͕�ĚĂƵŐŚƚĞƌ͕ �
ĚĂƵŐŚƚĞƌͲŝŶͲůĂǁ͕�ƵŶĐůĞ͕�ĂƵŶƚ͕�ŶĞƉŚĞǁ͕�ŶŝĞĐĞ͕�ďƌŽƚŚĞƌ͕ �ƐŝƐƚĞƌ͕ �ďƌŽƚŚĞƌͲŝŶͲůĂǁ͕�ƐŝƐƚĞƌͲŝŶͲůĂǁ͕�ƐƚĞƉ�
ƌĞůĂƟǀĞƐ͕�ĐŽƵƐŝŶƐ�ĂŶĚ�ĚŽŵĞƐƟĐ�ƉĂƌƚŶĞƌ�ƌĞůĂƟǀĞƐ͘
�ŽŶƐĞŶƟŶŐ�͞ƌŽŵĂŶƟĐ͟�Žƌ�ƐĞǆƵĂů�ƌĞůĂƟŽŶƐŚŝƉƐ�ďĞƚǁĞĞŶ�Ă�ƐƵƉĞƌǀŝƐŽƌͬŵĂŶĂŐĞƌ�ĂŶĚ�ĂŶ��
ĞŵƉůŽǇĞĞ�ŵĂǇ͕ �Ăƚ�ƐŽŵĞ�ƉŽŝŶƚ͕�ůĞĂĚ�ƚŽ�ƵŶŚĂƉƉǇ�ĐŽŵƉůŝĐĂƟŽŶƐ�ĂŶĚ�ƐŝŐŶŝĮĐĂŶƚ�ĚŝĸĐƵůƟĞƐ�ĨŽƌ�
Ăůů�ĐŽŶĐĞƌŶĞĚʹƚŚĞ�ĞŵƉůŽǇĞĞ͕�ƚŚĞ�ƐƵƉĞƌǀŝƐŽƌͬŵĂŶĂŐĞƌ�ĂŶĚ�<�W^͘��ŶǇ�ƐƵĐŚ�ƌĞůĂƟŽŶƐŚŝƉƐ�ŵĂǇ͕ �
ƚŚĞƌĞĨŽƌĞ͕�ďĞ�ĐŽŶƚƌĂƌǇ�ƚŽ�ƚŚĞ�ďĞƐƚ�ŝŶƚĞƌĞƐƚ�ŽĨ�<�W^͘�&ĂŵŝůǇ�ŵĞŵďĞƌƐ͕�ĐůŽƐĞ�ƌĞůĂƟǀĞƐ͕�ƉĂƌƚŶĞƌƐ͕�
ƚŚŽƐĞ�ŝŶ�Ă�ĚĂƟŶŐ�ƌĞůĂƟŽŶƐŚŝƉ�Žƌ�ŵĞŵďĞƌƐ�ŽĨ�ƚŚĞ�ƐĂŵĞ�ŚŽƵƐĞŚŽůĚ�ĂƌĞ�ŶŽƚ�ƉĞƌŵŝƩĞĚ�ƚŽ�ďĞ�
ŝŶ�ƉŽƐŝƟŽŶƐ�ƚŚĂƚ�ŚĂǀĞ�Ă�ƌĞƉŽƌƟŶŐ�ƌĞƐƉŽŶƐŝďŝůŝƚǇ�ƚŽ�ĞĂĐŚ�ŽƚŚĞƌ͘ �/Ĩ�ĞŵƉůŽǇĞĞƐ�ďĞŐŝŶ�Ă�ĚĂƟŶŐ��
ƌĞůĂƟŽŶƐŚŝƉ�Žƌ�ďĞĐŽŵĞ�ƌĞůĂƟǀĞƐ͕�ƉĂƌƚŶĞƌƐ�Žƌ�ŵĞŵďĞƌƐ�ŽĨ�ƚŚĞ�ƐĂŵĞ�ŚŽƵƐĞŚŽůĚ�ĂŶĚ�ŽŶĞ�ƉĂƌƚǇ�ŝƐ�
ŝŶ�Ă�ƐƵƉĞƌǀŝƐŽƌǇ�ƉŽƐŝƟŽŶ͕�ƚŚĂƚ�ƐƵƉĞƌǀŝƐŽƌͬŵĂŶĂŐĞƌ�ŝƐ�ƌĞƋƵŝƌĞĚ�ƚŽ�ĚŝƐĐůŽƐĞ�ƚŚĞ�ĞǆŝƐƚĞŶĐĞ�ŽĨ�ƚŚĞ�
ƌĞůĂƟŽŶƐŚŝƉ�ƚŽ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘�dŚĞ�ĞŵƉůŽǇĞĞ�ŵĂǇ�ŵĂŬĞ�ƚŚĞ�ĚŝƐĐůŽƐƵƌĞ�ĂƐ�ǁĞůů͕�ďƵƚ�ƚŚĞ��
ďƵƌĚĞŶ�ŽĨ�ĚŽŝŶŐ�ƐŽ�ƐŚĂůů�ďĞ�ƵƉŽŶ�ƚŚĞ�ƐƵƉĞƌǀŝƐŽƌͬŵĂŶĂŐĞƌ͘ �,ŽǁĞǀĞƌ͕ �ƚŚĞ�ĞŵƉůŽǇĞĞ�ŚĂƐ�ƚŚĞ�
ƌŝŐŚƚ�ƚŽ�ĚŝƐĐůŽƐĞ�ƚŚĞ�ƌĞůĂƟŽŶƐŚŝƉ�Ăƚ�ĂŶǇ�ƟŵĞ�ĂƐ�ǁĞůů͘�/Ŷ�ĐĂƐĞƐ�ƐƵĐŚ�ĂƐ�ƚŚŝƐ͕�<�W^�ǁŝůů�ŵĂŬĞ��
ƌĞĂƐŽŶĂďůĞ�ĞīŽƌƚƐ�ƚŽ�ƌĞĂƐƐŝŐŶ�ũŽď�ĚƵƟĞƐ�ƐŽ�ĂƐ�ƚŽ�ŵŝŶŝŵŝǌĞ�ƉƌŽďůĞŵƐ�ŽĨ�ƐƵƉĞƌǀŝƐŝŽŶ͕�ƐĂĨĞƚǇ͕ �
ƐĞĐƵƌŝƚǇ�Žƌ�ŵŽƌĂůĞ͘�/Ĩ�ĂĐĐŽŵŵŽĚĂƟŽŶƐ�ŽĨ�ƚŚŝƐ�ŶĂƚƵƌĞ�ĂƌĞ�ŶŽƚ�ĨĞĂƐŝďůĞ͕�ƚŚĞ�ĞŵƉůŽǇĞĞƐ�ǁŝůů�ďĞ�
ƉĞƌŵŝƩĞĚ�ƚŽ�ĚĞƚĞƌŵŝŶĞ�ǁŚŝĐŚ�ŽĨ�ƚŚĞŵ�ǁŝůů�ƌĞƐŝŐŶ͘�/Ĩ�ƚŚĞ�ĞŵƉůŽǇĞĞƐ�ĐĂŶŶŽƚ�ŵĂŬĞ�Ă�ĚĞĐŝƐŝŽŶ͕�
<�W^�ǁŝůů�ĚĞĐŝĚĞ�ŝŶ�ŝƚƐ�ƐŽůĞ�ĚŝƐĐƌĞƟŽŶ�ǁŚŽ�ǁŝůů�ƌĞŵĂŝŶ�ĞŵƉůŽǇĞĚ͘
�ŵƉůŽǇĞĞƐ�ǁŚŽ�ďĞĐŽŵĞ�ĨĂŵŝůǇ�ŵĞŵďĞƌƐ�Žƌ�ĞƐƚĂďůŝƐŚ�Ă�ƌŽŵĂŶƟĐ�ƌĞůĂƟŽŶƐŚŝƉ�ŵĂǇ�ĐŽŶƟŶƵĞ�
ĞŵƉůŽǇŵĞŶƚ͕�ĂƐ�ůŽŶŐ�ĂƐ�ŽŶĞ�ĚŽĞƐ�ŶŽƚ�ƐƵƉĞƌǀŝƐĞ�ƚŚĞ�ŽƚŚĞƌ͕ �ĂŶĚ�ƚŚĞ�ƌĞůĂƟŽŶƐŚŝƉ�ĚŽĞƐ�ŶŽƚ���
ŝŶǀŽůǀĞ�ĂŶǇ�ŽĨ�ƚŚĞ�ĂĨŽƌĞŵĞŶƟŽŶĞĚ�ƉƌŽŚŝďŝƟŽŶƐ͘
&ĂŝůƵƌĞ�ƚŽ�ĚŝƐĐůŽƐĞ�Ă�ƉƌŽŚŝďŝƚĞĚ�ǁŽƌŬ�ƌĞůĂƟŽŶƐŚŝƉ�ǁŝůů�ƌĞƐƵůƚ�ŝŶ�ĚŝƐĐŝƉůŝŶĞ�ƵƉ�ƚŽ͕�ĂŶĚ�ƉŽƐƐŝďůǇ�
ŝŶĐůƵĚŝŶŐ͕�ƚĞƌŵŝŶĂƟŽŶ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐǇ�'���͕�ηϮϯ͕�ϮϰͿ

Employment

26



Separation of Employment
^ĞƉĂƌĂƟŽŶ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ�ǁŝƚŚŝŶ�ĂŶ�ŽƌŐĂŶŝǌĂƟŽŶ�ĐĂŶ�ŽĐĐƵƌ�ĨŽƌ�ƐĞǀĞƌĂů�ĚŝīĞƌĞŶƚ�ƌĞĂƐŽŶƐ͘

Resignation:��ůƚŚŽƵŐŚ�ǁĞ�ŚŽƉĞ�ǇŽƵƌ�ĞŵƉůŽǇŵĞŶƚ�ǁŝƚŚ�ƵƐ�ǁŝůů�ďĞ�Ă�ŵƵƚƵĂůůǇ�ƌĞǁĂƌĚŝŶŐ�� �
ĞǆƉĞƌŝĞŶĐĞ͕�ǁĞ�ƵŶĚĞƌƐƚĂŶĚ�ƚŚĂƚ�ǀĂƌǇŝŶŐ�ĐŝƌĐƵŵƐƚĂŶĐĞƐ�ĐĂƵƐĞ�ĞŵƉůŽǇĞĞƐ�ƚŽ�ǀŽůƵŶƚĂƌŝůǇ�ƌĞƐŝŐŶ�
ĞŵƉůŽǇŵĞŶƚ͘�ZĞƐŝŐŶŝŶŐ�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ĞŶĐŽƵƌĂŐĞĚ�ƚŽ�ƉƌŽǀŝĚĞ�ƚǁŽ�ǁĞĞŬƐ͛�ŶŽƟĐĞ͕�ƉƌĞĨĞƌĂďůǇ�
ŝŶ�ǁƌŝƟŶŐ͕�ƚŽ�ƚŚĞŝƌ�ƐƵƉĞƌǀŝƐŽƌ�ĂŶĚ�ƚŽ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͕�ƚŽ�ĨĂĐŝůŝƚĂƚĞ�Ă�ƐŵŽŽƚŚ�ƚƌĂŶƐŝƟŽŶ�ŽƵƚ�ŽĨ�
ƚŚĞ�ŽƌŐĂŶŝǌĂƟŽŶ͘�DĂŶĂŐĞŵĞŶƚ�ƌĞƐĞƌǀĞƐ�ƚŚĞ�ƌŝŐŚƚ�ƚŽ�ƉƌŽǀŝĚĞ�ĂŶ�ĞŵƉůŽǇĞĞ�ǁŝƚŚ�ƚǁŽ�ǁĞĞŬƐ͛�ƉĂǇ�
ŝŶ�ůŝĞƵ�ŽĨ�ŶŽƟĐĞ�ŝŶ�ƐŝƚƵĂƟŽŶƐ�ǁŚĞƌĞ�ũŽď�Žƌ�ďƵƐŝŶĞƐƐ�ŶĞĞĚƐ�ǁĂƌƌĂŶƚ�ƐƵĐŚ�ĂĐƟŽŶ͘�/Ĩ�ĂŶ�ĞŵƉůŽǇĞĞ�
ƉƌŽǀŝĚĞƐ�ůĞƐƐ�ŶŽƟĐĞ�ƚŚĂŶ�ƌĞƋƵĞƐƚĞĚ͕�ƚŚĞ�ĞŵƉůŽǇĞƌ�ŵĂǇ�ĚĞĞŵ�ƚŚĞ�ŝŶĚŝǀŝĚƵĂů�ƚŽ�ďĞ�ŝŶĞůŝŐŝďůĞ�ĨŽƌ�
ƌĞŚŝƌĞ�ĚĞƉĞŶĚŝŶŐ�ŽŶ�ƚŚĞ�ĐŝƌĐƵŵƐƚĂŶĐĞƐ�ƌĞŐĂƌĚŝŶŐ�ƚŚĞ�ŶŽƟĐĞ�ŐŝǀĞŶ͘��ŵƉůŽǇĞĞƐ�ŽŶ�Ă�ĐŽŶƚƌĂĐƚ�
ŵƵƐƚ�ŚŽŶŽƌ�ƚŚĞ�ƐƉĞĐŝĮĐĂƟŽŶƐ�ĂƐ�ĞǆƉƌĞƐƐĞĚ�ŝŶ�ƚŚĞ�ĐŽŶƚƌĂĐƚ͘

Retirement:��ŵƉůŽǇĞĞƐ�ǁŚŽ�ǁŝƐŚ�ƚŽ�ƌĞƟƌĞ�ĂƌĞ�ĞŶĐŽƵƌĂŐĞĚ�ƚŽ�ŶŽƟĨǇ�ƚŚĞŝƌ�^ƵƉĞƌǀŝƐŽƌ�ĂŶĚ�ƚŚĞ�
,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ�ŝŶ�ǁƌŝƟŶŐ�Ăƚ�ůĞĂƐƚ�ŽŶĞ�;ϭͿ�ŵŽŶƚŚ�ďĞĨŽƌĞ�ƚŚĞ�ƉůĂŶŶĞĚ�ƌĞƟƌĞŵĞŶƚ�
ĚĂƚĞ͘

Job abandonment:��ŵƉůŽǇĞĞƐ�ǁŚŽ�ĨĂŝů�ƚŽ�ƌĞƉŽƌƚ�ƚŽ�ǁŽƌŬ�Žƌ�ĐŽŶƚĂĐƚ�ƚŚĞŝƌ�ƐƵƉĞƌǀŝƐŽƌ�ĨŽƌ�ƚŚƌĞĞ�
;ϯͿ�ĐŽŶƐĞĐƵƟǀĞ�ǁŽƌŬĚĂǇƐ�ƐŚĂůů�ďĞ�ĐŽŶƐŝĚĞƌĞĚ�ƚŽ�ŚĂǀĞ�ĂďĂŶĚŽŶĞĚ�ƚŚĞ�ũŽď�ǁŝƚŚŽƵƚ�ŶŽƟĐĞ͘�dŚĞ��
ƐƵƉĞƌǀŝƐŽƌ�ƐŚĂůů�ŶŽƟĨǇ�ƚŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ�Ăƚ�ƚŚĞ�ƐƚĂƌƚ�ŽĨ�ƚŚĞ�ƐŚŝŌ�ŽĨ�ƚŚĞ�ϰƚŚ�ĚĂǇ͕ �
ĂŶĚ�ŝŶŝƟĂƚĞ�ƚŚĞ�ƉĂƉĞƌǁŽƌŬ�ƚŽ�ƚĞƌŵŝŶĂƚĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ͘��ŵƉůŽǇĞĞƐ�ǁŚŽ�ĂƌĞ�ƐĞƉĂƌĂƚĞĚ�ĚƵĞ�ƚŽ�
ũŽď�ĂďĂŶĚŽŶŵĞŶƚ�ĂƌĞ�ŝŶĞůŝŐŝďůĞ�ĨŽƌ�ƌĞŚŝƌĞ͘

Certificated Positions:��ŵƉůŽǇĞĞƐ�ǁŚŽƐĞ�ƉŽƐŝƟŽŶƐ�ƌĞƋƵŝƌĞ�Ă�ƚĞĂĐŚŝŶŐ�ĐĞƌƟĮĐĂƚĞ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�
ǁŝƚŚ�ůĂǁ�;ĐĞƌƟĮĐĂƚĞĚ�ƉĞƌƐŽŶŶĞůͿ�ƐŚĂůů�ďĞ�ƚĞƌŵŝŶĂƚĞĚ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�ƚŚĞ�ƉƌŽǀŝƐŝŽŶƐ�ŽĨ�ƚŚĞ�
dĞĂĐŚĞƌ�dĞŶƵƌĞ��Đƚ�ŽĨ�DŝƐƐŽƵƌŝ�Žƌ�ŽƚŚĞƌ�ĂƉƉůŝĐĂďůĞ�ůĂǁ͘
/Ŷ�ĂĚĚŝƟŽŶ�ƚŽ�ƚĞƌŵŝŶĂƟŽŶ͕�<�W^�ƌĞƐĞƌǀĞƐ�ƚŚĞ�ƌŝŐŚƚ�ƚŽ�ƐĞĞŬ�ƚŚĞ�ƌĞǀŽĐĂƟŽŶ�Žƌ�ĚŝƐĐŝƉůŝŶĞ�ŽĨ�Ă�
ƚĞĂĐŚŝŶŐ�Žƌ�ĂĚŵŝŶŝƐƚƌĂƟǀĞ�ĐĞƌƟĮĐĂƚĞ�ǁŝƚŚ�ƚŚĞ�^ƚĂƚĞ��ŽĂƌĚ�ŽĨ��ĚƵĐĂƟŽŶ͕�ƉƵƌƐƵĂŶƚ�ƚŽ�ƐƚĂƚĞ�ůĂǁ͘�
<�W^�ŵĂǇ�ƉĞƟƟŽŶ�ƚŚĞ��ƩŽƌŶĞǇ�'ĞŶĞƌĂů Ɛ͛�KĸĐĞ�ƚŽ�ĮůĞ�ĐŚĂƌŐĞƐ�ǁŝƚŚ�ƚŚĞ�^ƚĂƚĞ��ŽĂƌĚ�ŽĨ�� �
�ĚƵĐĂƟŽŶ�ŽŶ�ďĞŚĂůĨ�ŽĨ�<�W^�ĨŽƌ�ĂŶǇ�ƌĞĂƐŽŶ�ŽƚŚĞƌ�ƚŚĂŶ�ĂŶŶƵůŵĞŶƚ�ŽĨ�ĐŽŶƚƌĂĐƚ͘�<�W^�ĂůƐŽ�ŵĂǇ�
ĮůĞ�ĐƌŝŵŝŶĂů�ĐŚĂƌŐĞƐ�Žƌ�ƐĞĞŬ�ŽƚŚĞƌ�Đŝǀŝů�ĚĂŵĂŐĞƐ�ǁŚĞŶ�ĂƉƉƌŽƉƌŝĂƚĞ͘

Notification to the State Board:�dŚĞ�ƐƵƉĞƌŝŶƚĞŶĚĞŶƚ�Žƌ�ĚĞƐŝŐŶĞĞ�ƐŚĂůů�ŝŵŵĞĚŝĂƚĞůǇ�ƉƌŽǀŝĚĞ�
ǁƌŝƩĞŶ�ŶŽƟĐĞ�ƚŽ�ƚŚĞ�^ƚĂƚĞ��ŽĂƌĚ�ŽĨ��ĚƵĐĂƟŽŶ�ĂŶĚ�ƚŚĞ�ĂƩŽƌŶĞǇ�ŐĞŶĞƌĂů�ƵƉŽŶ�ůĞĂƌŶŝŶŐ�ƚŚĂƚ�Ă�
ĐĞƌƟĮĐĂƚĞĚ�ĞŵƉůŽǇĞĞ�ŚĂƐ�ƉůĞĚ�ŐƵŝůƚǇ�ƚŽ�Žƌ�ǁĂƐ�ĨŽƵŶĚ�ŐƵŝůƚǇ�ŽĨ�ĂŶǇ�ŽīĞŶƐĞ�ƚŚĂƚ�ǁŽƵůĚ�ĂƵƚŚŽƌŝǌĞ�
ƚŚĞ�^ƚĂƚĞ��ŽĂƌĚ�ƚŽ�ƐĞĞŬ�ĚŝƐĐŝƉůŝŶĞ�Žƌ�ƌĞǀŽŬĞ�Ă�ƚĞĂĐŚŝŶŐ�ĐĞƌƟĮĐĂƚĞ͘
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Return of KCPS Property:�dŚĞ�ƐĞƉĂƌĂƟŶŐ�ĞŵƉůŽǇĞĞ�
ŵƵƐƚ�ƌĞƚƵƌŶ�Ăůů�<�W^�ƉƌŽƉĞƌƚǇ�Ăƚ�ƚŚĞ�ƟŵĞ�ŽĨ�
ƐĞƉĂƌĂƟŽŶ͕�ŝŶĐůƵĚŝŶŐ�ƵŶŝĨŽƌŵƐ͕�ĐĞůů�ƉŚŽŶĞƐ͕�ŬĞǇƐ͕��
ƚĞĐŚŶŽůŽŐǇ�ĂŶĚ�ŝĚĞŶƟĮĐĂƟŽŶ�ĐĂƌĚƐ͘�dŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�
ƐƵƉĞƌǀŝƐŽƌ�ǁŝůů�ďĞ�ƌĞƐƉŽŶƐŝďůĞ�ĨŽƌ�ĐŽůůĞĐƟŶŐ�<�W^��
ƉƌŽƉĞƌƚǇ�ĨƌŽŵ�ƚŚĞ�ƐĞƉĂƌĂƟŶŐ�ĞŵƉůŽǇĞĞ͘�&ĂŝůƵƌĞ�ƚŽ���
ƌĞƚƵƌŶ�ƐŽŵĞ�ŝƚĞŵƐ�ǁŝůů�ƌĞƐƵůƚ�ŝŶ�ĚĞĚƵĐƟŽŶƐ�ĨƌŽŵ�ƚŚĞ�
ĮŶĂů�ƉĂǇĐŚĞĐŬ͘

Exit Interview
/Ŷ�ŵŽƐƚ�ĐĂƐĞƐ͕�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ǁŝůů�ƐĐŚĞĚƵůĞ�ĂŶĚ�
ĐŽŶĚƵĐƚ�ĂŶ�Ğǆŝƚ�ŵĞĞƟŶŐ�ŽŶ�Žƌ�ďĞĨŽƌĞ�ƚŚĞ�ůĂƐƚ�ĚĂǇ�ŽĨ�
employment to collect all KCPS property and to   
ĚŝƐĐƵƐƐ�ĮŶĂů�ƉĂǇ͘�/Ĩ�ĂƉƉůŝĐĂďůĞ͕�ŝŶĨŽƌŵĂƟŽŶ�ƌĞŐĂƌĚŝŶŐ�
ďĞŶĞĮƚƐ�ĐŽŶƟŶƵĂƟŽŶ�ƚŚƌŽƵŐŚ�ƚŚĞ��ŽŶƐŽůŝĚĂƚĞĚ�� �
KŵŶŝďƵƐ��ƵĚŐĞƚ�ZĞĐŽŶĐŝůŝĂƟŽŶ��Đƚ�;�K�Z�Ϳ�ǁŝůů�ďĞ�
ƐŚĂƌĞĚ�ǁŝƚŚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�Žƌ�ƐĞŶƚ�ƚŽ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�
ĂĚĚƌĞƐƐ�ƚŚĂƚ�ŝƐ�ŽŶ�ĮůĞ�ǁŝƚŚ�<�W^͘

Rehire
&ŽƌŵĞƌ�ĞŵƉůŽǇĞĞƐ�ǁŚŽ�ůĞŌ�<�W^�ŝŶ�ŐŽŽĚ�ƐƚĂŶĚŝŶŐ�ĂŶĚ�
ǁĞƌĞ�ĐůĂƐƐŝĮĞĚ�ĂƐ�ĞůŝŐŝďůĞ�ĨŽƌ�ƌĞŚŝƌĞ�ŵĂǇ�ďĞ�ĐŽŶƐŝĚĞƌĞĚ
ĨŽƌ�ƌĞĞŵƉůŽǇŵĞŶƚ͘��Ŷ�ĂƉƉůŝĐĂƟŽŶ�ŵƵƐƚ�ďĞ�ƐƵďŵŝƩĞĚ�
ƚŽ�ƚŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ͕�ĂŶĚ�ƚŚĞ��
ĂƉƉůŝĐĂŶƚ�ŵƵƐƚ�ŵĞĞƚ�Ăůů�ŵŝŶŝŵƵŵ�ƋƵĂůŝĮĐĂƟŽŶƐ�ĂŶĚ�
ƌĞƋƵŝƌĞŵĞŶƚƐ�ŽĨ�ƚŚĞ�ƉŽƐŝƟŽŶ͕�ŝŶĐůƵĚŝŶŐ�ĂŶǇ�ƋƵĂůŝĨǇŝŶŐ�
ĞǆĂŵ͕�ǁŚĞŶ�ƌĞƋƵŝƌĞĚ͘

Grievance Procedures
<ĂŶƐĂƐ��ŝƚǇ�WƵďůŝĐ�^ĐŚŽŽůƐ�ŝƐ�ĐŽŵŵŝƩĞĚ�ƚŽ�ƉƌŽǀŝĚŝŶŐ�
ƚŚĞ�ďĞƐƚ�ƉŽƐƐŝďůĞ�ĞŶǀŝƌŽŶŵĞŶƚ�ĨŽƌ�ŝƚƐ�ĞŵƉůŽǇĞĞƐ͘�WĂƌƚ�
of this commitment is encouraging an open and  
ŚŽŶĞƐƚ�ĂƚŵŽƐƉŚĞƌĞ�ŝŶ�ǁŚŝĐŚ�ĂŶǇ�ƉƌŽďůĞŵ͕�ĐŽŵƉůĂŝŶƚ͕�
ƐƵŐŐĞƐƟŽŶ͕�Žƌ�ƋƵĞƐƟŽŶ�ƌĞĐĞŝǀĞƐ�Ă�ƟŵĞůǇ�ƌĞƐƉŽŶƐĞ�
ĨƌŽŵ�<�W^�ůĞĂĚĞƌƐ͘�dŚĞ�ĨƵůů�ŐƌŝĞǀĂŶĐĞ�ƉƌŽĐĞĚƵƌĞ�ĐĂŶ�ďĞ�
ĨŽƵŶĚ�ŝŶ�ĂĚŵŝŶŝƐƚƌĂƟǀĞ�ƉŽůŝĐŝĞƐ�ŽŶ�ƚŚĞ�<�W^�ǁĞďƐŝƚĞ͘
�ŵƉůŽǇĞĞƐ�ĐŽǀĞƌĞĚ�ƵŶĚĞƌ�ƚŚĞ�����ƐŚŽƵůĚ�ƐĞĞ�ƚŚĞ�
ƚĞƌŵƐ�ŽĨ�ƚŚĞ�ĂƉƉůŝĐĂďůĞ�ĐŽůůĞĐƟǀĞ�ďĂƌŐĂŝŶŝŶŐ�
ĂŐƌĞĞŵĞŶƚ�ĨŽƌ�ƐƉĞĐŝĮĐ�ĚĞƚĂŝůƐ�ŝŶ�ŚĂŶĚůŝŶŐ�ŐƌŝĞǀĂŶĐĞƐ͘�
;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐǇ�'�DͿ

Employment
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Workplace Safety
KCPS employees are required to maintain certain safety standards to keep our 

students and coworkers safe. !e next few pages are an overview of the di"erent 
standards that our employees must uphold.
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Workplace Safety
Drug-Free Workplace
<�W^�ŚĂƐ�Ă�ůŽŶŐƐƚĂŶĚŝŶŐ�ĐŽŵŵŝƚŵĞŶƚ�ƚŽ�ƉƌŽǀŝĚĞ�Ă�ƐĂĨĞ�ĂŶĚ�ƉƌŽĚƵĐƟǀĞ�ǁŽƌŬ�ĞŶǀŝƌŽŶŵĞŶƚ͘��
Alcohol and drug abuse pose a threat to the health and safety of employees and to the   
ƐĞĐƵƌŝƚǇ�ŽĨ�ŽƵƌ�ĞƋƵŝƉŵĞŶƚ�ĂŶĚ�ĨĂĐŝůŝƟĞƐ͘�&Žƌ�ƚŚĞƐĞ�ƌĞĂƐŽŶƐ͕�<�W^�ŝƐ�ĐŽŵŵŝƩĞĚ�ƚŽ�ƚŚĞ�� �
ĞůŝŵŝŶĂƟŽŶ�ŽĨ�ĚƌƵŐ�ĂŶĚͬŽƌ�ĂůĐŽŚŽů�ƵƐĞ�ĂŶĚ�ĂďƵƐĞ�ŝŶ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ͘
dŚŝƐ�ƉŽůŝĐǇ�ŽƵƚůŝŶĞƐ�ƚŚĞ�ƉƌĂĐƟĐĞ�ĂŶĚ�ƉƌŽĐĞĚƵƌĞ�ĚĞƐŝŐŶĞĚ�ƚŽ�ĐŽƌƌĞĐƚ�ŝŶƐƚĂŶĐĞƐ�ŽĨ�ŝĚĞŶƟĮĞĚ��
ĂůĐŽŚŽů�ĂŶĚͬŽƌ�ĚƌƵŐ�ƵƐĞ�ŝŶ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ͘�dŚŝƐ�ƉŽůŝĐǇ�ĂƉƉůŝĞƐ�ƚŽ�Ăůů�ĞŵƉůŽǇĞĞƐ�ĂŶĚ�Ăůů�� �
ĂƉƉůŝĐĂŶƚƐ�ĨŽƌ�ĞŵƉůŽǇŵĞŶƚ�ŽĨ�<�W^͘�dŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ�ŝƐ�ƌĞƐƉŽŶƐŝďůĞ�ĨŽƌ�ƉŽůŝĐǇ�
ĂĚŵŝŶŝƐƚƌĂƟŽŶ͘

Employee Assistance and Drug-Free Awareness
/ůůĞŐĂů�ĚƌƵŐ�ƵƐĞ�ĂŶĚ�ĂůĐŽŚŽů�ŵŝƐƵƐĞ�ŚĂǀĞ�Ă�ŶƵŵďĞƌ�ŽĨ�ĂĚǀĞƌƐĞ�ŚĞĂůƚŚ�ĂŶĚ�ƐĂĨĞƚǇ�ĐŽŶƐĞƋƵĞŶĐĞƐ͘
/ŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�ƚŚŽƐĞ�ĐŽŶƐĞƋƵĞŶĐĞƐ�ĂŶĚ�ƐŽƵƌĐĞƐ�ŽĨ�ŚĞůƉ�ĨŽƌ�ĚƌƵŐͬĂůĐŽŚŽů�ƉƌŽďůĞŵƐ�ŝƐ��
ĂǀĂŝůĂďůĞ�ĨƌŽŵ�ƚŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ͕�ǁŚŽƐĞ�ŵĞŵďĞƌƐ�ŚĂǀĞ�ďĞĞŶ�ƚƌĂŝŶĞĚ�ƚŽ�ŵĂŬĞ�
ƌĞĨĞƌƌĂůƐ�ĂŶĚ�ĂƐƐŝƐƚ�ĞŵƉůŽǇĞĞƐ�ǁŝƚŚ�ĚƌƵŐͬĂůĐŽŚŽů�ƉƌŽďůĞŵƐ͘
<�W^�ǁŝůů�ĂƐƐŝƐƚ�ĂŶĚ�ƐƵƉƉŽƌƚ�ĞŵƉůŽǇĞĞƐ�ǁŚŽ�ǀŽůƵŶƚĂƌŝůǇ�ƐĞĞŬ�ŚĞůƉ�ĨŽƌ�ƐƵĐŚ�ƉƌŽďůĞŵƐ�ďĞĨŽƌĞ�
ďĞĐŽŵŝŶŐ�ƐƵďũĞĐƚ�ƚŽ�ĚŝƐĐŝƉůŝŶĞ�ĂŶĚͬŽƌ�ƚĞƌŵŝŶĂƟŽŶ�ƵŶĚĞƌ�ƚŚŝƐ�Žƌ�ŽƚŚĞƌ�ƉŽůŝĐŝĞƐ͘�^ƵĐŚ�ĞŵƉůŽǇĞĞƐ�
ŵĂǇ�ďĞ�ĂůůŽǁĞĚ�ƚŽ�ƵƐĞ�ĂĐĐƌƵĞĚ�ƉĂŝĚ�ƟŵĞ�Žī͕�ƉůĂĐĞĚ�ŽŶ�ůĞĂǀĞƐ�ŽĨ�ĂďƐĞŶĐĞ͕�ƌĞĨĞƌƌĞĚ�ƚŽ�� �
ƚƌĞĂƚŵĞŶƚ�ƉƌŽǀŝĚĞƌƐ�ĂŶĚ�ŽƚŚĞƌǁŝƐĞ�ĂĐĐŽŵŵŽĚĂƚĞĚ�ĂƐ�ƌĞƋƵŝƌĞĚ�ďǇ�ůĂǁ͘�^ƵĐŚ�ĞŵƉůŽǇĞĞƐ�ŵĂǇ�
ďĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�ĚŽĐƵŵĞŶƚ�ƚŚĂƚ�ƚŚĞǇ�ĂƌĞ�ƐƵĐĐĞƐƐĨƵůůǇ�ĨŽůůŽǁŝŶŐ�ƉƌĞƐĐƌŝďĞĚ�ƚƌĞĂƚŵĞŶƚ�ĂŶĚ�ƚŽ�ƚĂŬĞ�
ĂŶĚ�ƉĂƐƐ�ĨŽůůŽǁͲƵƉ�ƚĞƐƚƐ�ŝĨ�ƚŚĞǇ�ŚŽůĚ�ũŽďƐ�ƚŚĂƚ�ĂƌĞ�ƐĂĨĞƚǇ�ƐĞŶƐŝƟǀĞ�Žƌ�ƚŚĂƚ�ƌĞƋƵŝƌĞ�ĚƌŝǀŝŶŐ�Žƌ�ŝĨ�
ƚŚĞǇ�ŚĂǀĞ�ǀŝŽůĂƚĞĚ�ƚŚŝƐ�ƉŽůŝĐǇ�ƉƌĞǀŝŽƵƐůǇ͘
�ŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ƌĞƉŽƌƚ�ƚŽ�ǁŽƌŬ�Įƚ�ĨŽƌ�ĚƵƚǇ�ĂŶĚ�ĨƌĞĞ�ŽĨ�ĂŶǇ�ĂĚǀĞƌƐĞ�ĞīĞĐƚƐ�ŽĨ�ŝůůĞŐĂů�ĚƌƵŐƐ�Žƌ�
ĂůĐŽŚŽů͘�dŚŝƐ�ƉŽůŝĐǇ�ĚŽĞƐ�ŶŽƚ�ƉƌŽŚŝďŝƚ�ĞŵƉůŽǇĞĞƐ�ĨƌŽŵ�ƚŚĞ�ůĂǁĨƵů�ƵƐĞ�ĂŶĚ�ƉŽƐƐĞƐƐŝŽŶ�ŽĨ��
ƉƌĞƐĐƌŝďĞĚ�ŵĞĚŝĐĂƟŽŶƐ͘��ŵƉůŽǇĞĞƐ�ŵƵƐƚ͕�ŚŽǁĞǀĞƌ͕ �ĐŽŶƐƵůƚ�ǁŝƚŚ�ƚŚĞŝƌ�ĚŽĐƚŽƌƐ�ĂďŽƵƚ�ƚŚĞ���
ŵĞĚŝĐĂƟŽŶƐ͛�ĞīĞĐƚ�ŽŶ�ƚŚĞŝƌ�ĮƚŶĞƐƐ�ĨŽƌ�ĚƵƚǇ�ĂŶĚ�ĂďŝůŝƚǇ�ƚŽ�ǁŽƌŬ�ƐĂĨĞůǇ͕ �ĂŶĚ�ƉƌŽŵƉƚůǇ�ĚŝƐĐůŽƐĞ�
ĂŶǇ�ǁŽƌŬ�ƌĞƐƚƌŝĐƟŽŶƐ�ƚŽ�ƚŚĞŝƌ�ƐƵƉĞƌǀŝƐŽƌ͘ ��ŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ŶŽƚ͕�ŚŽǁĞǀĞƌ͕ �ĚŝƐĐůŽƐĞ�ƵŶĚĞƌůǇŝŶŐ�
ŵĞĚŝĐĂů�ĐŽŶĚŝƟŽŶƐ�ƵŶůĞƐƐ�ĚŝƌĞĐƚĞĚ�ƚŽ�ĚŽ�ƐŽ͘
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Work Rules
dŚĞ�ĨŽůůŽǁŝŶŐ�ǁŽƌŬ�ƌƵůĞƐ�ĂƉƉůǇ�ƚŽ�Ăůů�ĞŵƉůŽǇĞĞƐ͗
� ͻ� tŚĞŶĞǀĞƌ�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ǁŽƌŬŝŶŐ͕�ŽƉĞƌĂƟŶŐ��

 any KCPS vehicle, present on KCPS premises, or  
� ĐŽŶĚƵĐƟŶŐ�ƌĞůĂƚĞĚ�ǁŽƌŬ�ŽīͲƐŝƚĞ͕�ƚŚĞǇ�ĂƌĞ�� �
� ƉƌŽŚŝďŝƚĞĚ�ĨƌŽŵ͗

  •���hƐŝŶŐ͕�ƉŽƐƐĞƐƐŝŶŐ͕�ďƵǇŝŶŐ͕�ƐĞůůŝŶŐ͕�
       manufacturing or dispensing an illegal drug  

� �����;ƚŽ�ŝŶĐůƵĚĞ�ƉŽƐƐĞƐƐŝŽŶ�ŽĨ�ĚƌƵŐ�ƉĂƌĂƉŚĞƌŶĂůŝĂͿ͘
  •����ĞŝŶŐ�ƵŶĚĞƌ�ƚŚĞ�ŝŶŇƵĞŶĐĞ�ŽĨ�ĂůĐŽŚŽů�Žƌ�ĂŶ��

� ������ŝůůĞŐĂů�ĚƌƵŐ�ĂƐ�ĚĞĮŶĞĚ�ŝŶ�ƚŚŝƐ�ƉŽůŝĐǇ͘
� ͻ� dŚĞ�ƉƌĞƐĞŶĐĞ�ŽĨ�ĂŶǇ�ĚĞƚĞĐƚĂďůĞ�ĂŵŽƵŶƚ�ŽĨ�ĂŶǇ��

 illegal drug or illegal controlled substance in an  
� ĞŵƉůŽǇĞĞ Ɛ͛�ďŽĚǇ�ǁŚŝůĞ�ƉĞƌĨŽƌŵŝŶŐ�<�W^�� �
� ďƵƐŝŶĞƐƐ�Žƌ�ǁŚŝůĞ�ŝŶ�Ă�<�W^�ĨĂĐŝůŝƚǇ�ŝƐ�ƉƌŽŚŝďŝƚĞĚ͘

� ͻ� <�W^�ǁŝůů�ŶŽƚ�ĂůůŽǁ�ĂŶǇ�ĞŵƉůŽǇĞĞ�ƚŽ�ƉĞƌĨŽƌŵ��
� ƚŚĞŝƌ�ĚƵƟĞƐ�ǁŚŝůĞ�ƚĂŬŝŶŐ�ƉƌĞƐĐƌŝďĞĚ�ĚƌƵŐƐ�ƚŚĂƚ��
� ĂƌĞ�ĂĚǀĞƌƐĞůǇ�ĂīĞĐƟŶŐ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ĂďŝůŝƚǇ�ƚŽ

�� � ƐĂĨĞůǇ�ĂŶĚ�ĞīĞĐƟǀĞůǇ�ƉĞƌĨŽƌŵ�ƚŚĞŝƌ�ũŽď�ĚƵƟĞƐ͘��
� �ŵƉůŽǇĞĞƐ�ƚĂŬŝŶŐ�Ă�ƉƌĞƐĐƌŝďĞĚ�ŵĞĚŝĐĂƟŽŶ�ŵƵƐƚ��
 carry it in the container labeled by a licensed  
 pharmacist or be prepared to produce it if   
� ĂƐŬĞĚ͘

� ͻ� �ŶǇ�ŝůůĞŐĂů�ĚƌƵŐƐ�Žƌ�ĚƌƵŐ�ƉĂƌĂƉŚĞƌŶĂůŝĂ�ǁŝůů�ďĞ��
� ƚƵƌŶĞĚ�ŽǀĞƌ�ƚŽ�ĂŶ�ĂƉƉƌŽƉƌŝĂƚĞ�ůĂǁ�ĞŶĨŽƌĐĞŵĞŶƚ��
� ĂŐĞŶĐǇ�ĂŶĚ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�ĐƌŝŵŝŶĂů�ƉƌŽƐĞĐƵƟŽŶ͘
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Required Testing
<�W^�ƌĞƚĂŝŶƐ�ƚŚĞ�ƌŝŐŚƚ�ƚŽ�ƌĞƋƵŝƌĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚĞƐƚƐ͗

Pre-employment:��ĂŶĚŝĚĂƚĞƐ�ĨŽƌ�ƐŽŵĞ�ƉŽƐŝƟŽŶƐ�ŵƵƐƚ�ƉĂƐƐ�Ă�ĚƌƵŐ�ƚĞƐƚ�ďĞĨŽƌĞ�ďĞŐŝŶŶŝŶŐ�ǁŽƌŬ�
Žƌ�ƌĞĐĞŝǀŝŶŐ�ĂŶ�ŽīĞƌ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͘�ZĞĨƵƐĂů�ƚŽ�ƐƵďŵŝƚ�ƚŽ�ƚĞƐƟŶŐ�ǁŝůů�ƌĞƐƵůƚ�ŝŶ�ĚŝƐƋƵĂůŝĮĐĂƟŽŶ�
ŽĨ�ĨƵƌƚŚĞƌ�ĞŵƉůŽǇŵĞŶƚ�ĐŽŶƐŝĚĞƌĂƟŽŶ͘

Reasonable suspicion: �ŵƉůŽǇĞĞƐ�ĂƌĞ�ƐƵďũĞĐƚ�ƚŽ�ƚĞƐƟŶŐ�ďĂƐĞĚ�ŽŶ�ŽďƐĞƌǀĂƟŽŶƐ�ďǇ�ŵĂŶĂŐĞŵĞŶƚ�
ĨŽƌ�ƉŽƐƐĞƐƐŝŽŶ�Žƌ�ŝŵƉĂŝƌŵĞŶƚ͘�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ŵƵƐƚ�ďĞ�ĐŽŶƐƵůƚĞĚ�ďĞĨŽƌĞ�ƐĞŶĚŝŶŐ�ĂŶ�� �
ĞŵƉůŽǇĞĞ�ĨŽƌ�ƌĞĂƐŽŶĂďůĞ�ƐƵƐƉŝĐŝŽŶ�ƚĞƐƟŶŐ͘��ŶǇ�ĞŵƉůŽǇĞĞ�ƐĞŶƚ�ŝŵŵĞĚŝĂƚĞůǇ�ƚŽ�ĚƌƵŐ�ƚĞƐƟŶŐ�
ďĂƐĞĚ�ŽŶ�ƐƵƐƉĞĐƚĞĚ�ŝŵƉĂŝƌŵĞŶƚ�ŵƵƐƚ�ďĞ�ƚƌĂŶƐƉŽƌƚĞĚ�ďǇ�ĂŶ�,Z�ĂƉƉƌŽǀĞĚ�ĚĞƐŝŐŶĞĞ͘

Post-accident: �ŵƉůŽǇĞĞƐ�ĂƌĞ�ƐƵďũĞĐƚ�ƚŽ�ƚĞƐƟŶŐ�ǁŚĞŶ�ƚŚĞǇ�ĐĂƵƐĞ�Žƌ�ĐŽŶƚƌŝďƵƚĞ�ƚŽ�ĂĐĐŝĚĞŶƚƐ�
that seriously damage a school district vehicle, machinery, equipment or property and/or 
ƌĞƐƵůƚ�ŝŶ�ĂŶ�ŝŶũƵƌǇ�ƚŽ�ƚŚĞŵƐĞůǀĞƐ�Žƌ�ĂŶŽƚŚĞƌ�ĞŵƉůŽǇĞĞ�ƌĞƋƵŝƌŝŶŐ�ŽīͲƐŝƚĞ�ŵĞĚŝĐĂů�ĂƩĞŶƟŽŶ͘�/Ŷ�
ĂŶǇ�ŽĨ�ƚŚĞƐĞ�ŝŶƐƚĂŶĐĞƐ͕�ƚŚĞ�ŝŶǀĞƐƟŐĂƟŽŶ�ĂŶĚ�ƐƵďƐĞƋƵĞŶƚ�ƚĞƐƟŶŐ�ŵƵƐƚ�ƚĂŬĞ�ƉůĂĐĞ�ǁŝƚŚŝŶ�ƚǁŽ�
;ϮͿ�ŚŽƵƌƐ�ĨŽůůŽǁŝŶŐ�ƚŚĞ�ĂĐĐŝĚĞŶƚ͕�ŝĨ�ŶŽƚ�ƐŽŽŶĞƌ͘ ��ŶǇ�ĞŵƉůŽǇĞĞ�ƐĞŶƚ�ŝŵŵĞĚŝĂƚĞůǇ�ƚŽ�ĚƌƵŐ�ƚĞƐƟŶŐ�
ďĂƐĞĚ�ŽŶ�ƐƵƐƉĞĐƚĞĚ�ŝŵƉĂŝƌŵĞŶƚ�ŵƵƐƚ�ďĞ�ƚƌĂŶƐƉŽƌƚĞĚ�ďǇ�ĂŶ�,Z�ĂƉƉƌŽǀĞĚ�ĚĞƐŝŐŶĞĞ͘

Follow-up: �ŵƉůŽǇĞĞƐ�ǁŚŽ�ŚĂǀĞ�ƚĞƐƚĞĚ�ƉŽƐŝƟǀĞ͕�Žƌ�ŽƚŚĞƌǁŝƐĞ�ǀŝŽůĂƚĞĚ�ƚŚŝƐ�ƉŽůŝĐǇ͕ �ĂƌĞ�ƐƵďũĞĐƚ�
ƚŽ�ĚŝƐĐŝƉůŝŶĞ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ͘

Consequences
�ƉƉůŝĐĂŶƚƐ�ǁŚŽƐĞ�ũŽď�ƌĞƋƵŝƌĞ�ĚƌƵŐ�ƚĞƐƟŶŐ�ĂŶĚ�ǁŚŽ�ƌĞĨƵƐĞ�ƚŽ�ĐŽŽƉĞƌĂƚĞ�ŝŶ�Ă�ĚƌƵŐ�ƚĞƐƚ�Žƌ�ǁŚŽ�
ƚĞƐƚ�ƉŽƐŝƟǀĞ�ǁŝůů�ŶŽƚ�ďĞ�ŚŝƌĞĚ͘
�ŵƉůŽǇĞĞƐ�ǁŚŽ�ƌĞĨƵƐĞ�ƚŽ�ĐŽŽƉĞƌĂƚĞ�ŝŶ�ƌĞƋƵŝƌĞĚ�ƚĞƐƚƐ�Žƌ�ǁŚŽ�ƵƐĞ͕�ƉŽƐƐĞƐƐ͕�ďƵǇ͕ �ƐĞůů͕�� �
ŵĂŶƵĨĂĐƚƵƌĞ�Žƌ�ĚŝƐƉĞŶƐĞ�ĂŶ�ŝůůĞŐĂů�ĚƌƵŐ�ŝŶ�ǀŝŽůĂƟŽŶ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ�ǁŝůů�ďĞ�ƚĞƌŵŝŶĂƚĞĚ͘
dŚĞ�ĮƌƐƚ�ƟŵĞ�ĂŶ�ĞŵƉůŽǇĞĞ�ƚĞƐƚƐ�ƉŽƐŝƟǀĞ�ĨŽƌ�ĂůĐŽŚŽů�Žƌ�ŝůůĞŐĂů�ĚƌƵŐ�ƵƐĞ�ƵŶĚĞƌ�ƚŚŝƐ�ƉŽůŝĐǇ͕�ƚŚĞ�
ƌĞƐƵůƚ�ǁŝůů�ďĞ�ĚŝƐĐŝƉůŝŶĞ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ͘
�ŵƉůŽǇĞĞƐ�ǁŝůů�ďĞ�ƉĂŝĚ�ĨŽƌ�ƟŵĞ�ƐƉĞŶƚ�ŝŶ�ĂůĐŽŚŽůͬĚƌƵŐ�ƚĞƐƟŶŐ�ĂŶĚ�ƚŚĞŶ�ƐƵƐƉĞŶĚĞĚ�ƉĞŶĚŝŶŐ�ƚŚĞ�
ƌĞƐƵůƚƐ�ŽĨ�ƚŚĞ�ĚƌƵŐͬĂůĐŽŚŽů�ƚĞƐƚ͘��ŌĞƌ�ƚŚĞ�ƌĞƐƵůƚƐ�ŽĨ�ƚŚĞ�ƚĞƐƚ�ĂƌĞ�ƌĞĐĞŝǀĞĚ͕�Ă�ĚĂƚĞͬƟŵĞ�ǁŝůů�ďĞ�
ƐĐŚĞĚƵůĞĚ�ƚŽ�ĚŝƐĐƵƐƐ�ƚŚĞ�ƌĞƐƵůƚƐ�ŽĨ�ƚŚĞ�ƚĞƐƚ͖�ƚŚŝƐ�ŵĞĞƟŶŐ�ǁŝůů�ŝŶĐůƵĚĞ�Ă�ŵĞŵďĞƌ�ŽĨ��� �
ŵĂŶĂŐĞŵĞŶƚ�ĂŶĚ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘

Confidentiality
/ŶĨŽƌŵĂƟŽŶ�ĂŶĚ�ƌĞĐŽƌĚƐ�ƌĞůĂƟŶŐ�ƚŽ�ƉŽƐŝƟǀĞ�ƚĞƐƚ�ƌĞƐƵůƚƐ͕�ĚƌƵŐ�ĂŶĚ�ĂůĐŽŚŽů�ĚĞƉĞŶĚĞŶĐŝĞƐ�ĂŶĚ�
ůĞŐŝƟŵĂƚĞ�ŵĞĚŝĐĂů�ĞǆƉůĂŶĂƟŽŶƐ�ƉƌŽǀŝĚĞĚ�ƚŽ�ƚŚĞ�ŵĞĚŝĐĂů�ƌĞǀŝĞǁ�ŽĸĐĞƌ�;DZKͿ�ƐŚĂůů�ďĞ�ŬĞƉƚ�
ĐŽŶĮĚĞŶƟĂů�ƚŽ�ƚŚĞ�ĞǆƚĞŶƚ�ƌĞƋƵŝƌĞĚ�ďǇ�ůĂǁ�ĂŶĚ�ŵĂŝŶƚĂŝŶĞĚ�ŝŶ�ƐĞĐƵƌĞ�ĮůĞƐ�ƐĞƉĂƌĂƚĞ�ĨƌŽŵ�ŶŽƌŵĂů�
ƉĞƌƐŽŶŶĞů�ĮůĞƐ͘

Workplace Safety
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Inspections
<�W^�ƌĞƐĞƌǀĞƐ�ƚŚĞ�ƌŝŐŚƚ�ƚŽ�ŝŶƐƉĞĐƚ�Ăůů�ƉŽƌƟŽŶƐ�ŽĨ�ŝƚƐ�
ƉƌĞŵŝƐĞƐ�ĨŽƌ�ĚƌƵŐƐ͕�ĂůĐŽŚŽů�Žƌ�ŽƚŚĞƌ�ĐŽŶƚƌĂďĂŶĚ͘��ůů�
employees, contract employees and visitors may be 
ĂƐŬĞĚ�ƚŽ�ĐŽŽƉĞƌĂƚĞ�ŝŶ�ŝŶƐƉĞĐƟŽŶƐ�ŽĨ�ƚŚĞŝƌ�ƉĞƌƐŽŶƐ͕�
ǁŽƌŬ�ĂƌĞĂƐ�ĂŶĚ�ƉƌŽƉĞƌƚǇ�ƚŚĂƚ�ŵŝŐŚƚ�ĐŽŶĐĞĂů�Ă�ĚƌƵŐ͕�
ĂůĐŽŚŽů�Žƌ�ŽƚŚĞƌ�ĐŽŶƚƌĂďĂŶĚ͘��ŵƉůŽǇĞĞƐ�ǁŚŽ�ƉŽƐƐĞƐƐ�
such contraband or refuse to cooperate in such  
ŝŶƐƉĞĐƟŽŶƐ�ĂƌĞ�ƐƵďũĞĐƚ�ƚŽ�ĂƉƉƌŽƉƌŝĂƚĞ�ĚŝƐĐŝƉůŝŶĞ�ƵƉ�ƚŽ�
ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ͘

Crimes Involving Drugs
KCPS prohibits all employees from manufacturing,  
ĚŝƐƚƌŝďƵƟŶŐ͕�ĚŝƐƉĞŶƐŝŶŐ͕�ƉŽƐƐĞƐƐŝŶŐ�Žƌ�ƵƐŝŶŐ�ĂŶ��
ŝůůĞŐĂů�ĚƌƵŐ�ŝŶ�Žƌ�ŽŶ�<�W^�ƉƌĞŵŝƐĞƐ�Žƌ�ǁŚŝůĞ�ĐŽŶĚƵĐƟŶŐ�
<�W^�ďƵƐŝŶĞƐƐ͘��ŵƉůŽǇĞĞƐ�ĂƌĞ�ĂůƐŽ�ƉƌŽŚŝďŝƚĞĚ�ĨƌŽŵ�
ŵŝƐƵƐŝŶŐ�ůĞŐĂůůǇ�ƉƌĞƐĐƌŝďĞĚ�Žƌ�ŽǀĞƌͲƚŚĞͲĐŽƵŶƚĞƌ�;Kd�Ϳ�
ĚƌƵŐƐ͘�>Ăǁ�ĞŶĨŽƌĐĞŵĞŶƚ�ƉĞƌƐŽŶŶĞů�ƐŚĂůů�ďĞ�ŶŽƟĮĞĚ͕�
ĂƐ�ĂƉƉƌŽƉƌŝĂƚĞ͕�ǁŚĞŶ�ĐƌŝŵŝŶĂů�ĂĐƟǀŝƚǇ�ŝƐ�ƐƵƐƉĞĐƚĞĚ͘�
;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ�'����;ηϭϵͿ͕�'��͕�'����͕�
'����Ͳϰ͕���Ͳ�W�;ϯͿ͕���Ͳ�W�;ϰͿͿ
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Workplace Bullying
<�W^�ĚĞĮŶĞƐ�ďƵůůǇŝŶŐ�ĂƐ�͞ƌĞƉĞĂƚĞĚ�ŝŶĂƉƉƌŽƉƌŝĂƚĞ�ďĞŚĂǀŝŽƌ͕ �ĞŝƚŚĞƌ�ĚŝƌĞĐƚ�Žƌ�ŝŶĚŝƌĞĐƚ͕�ǁŚĞƚŚĞƌ�
ǀĞƌďĂů͕�ƉŚǇƐŝĐĂů�Žƌ�ŽƚŚĞƌǁŝƐĞ͕�ĐŽŶĚƵĐƚĞĚ�ďǇ�ŽŶĞ�Žƌ�ŵŽƌĞ�ƉĞƌƐŽŶƐ�ĂŐĂŝŶƐƚ�ĂŶŽƚŚĞƌ�Žƌ�ŽƚŚĞƌƐ͕�Ăƚ�
ƚŚĞ�ƉůĂĐĞ�ŽĨ�ǁŽƌŬ�ĂŶĚͬŽƌ�ŝŶ�ƚŚĞ�ĐŽƵƌƐĞ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͘͟ �^ƵĐŚ�ďĞŚĂǀŝŽƌ�ǀŝŽůĂƚĞƐ�<�W^ Ɛ͛��ŽĚĞ�ŽĨ�
�ƚŚŝĐƐ͕�ǁŚŝĐŚ�ĐůĞĂƌůǇ�ƐƚĂƚĞƐ�ƚŚĂƚ�Ăůů�ĞŵƉůŽǇĞĞƐ�ǁŝůů�ďĞ�ƚƌĞĂƚĞĚ�ǁŝƚŚ�ĚŝŐŶŝƚǇ�ĂŶĚ�ƌĞƐƉĞĐƚ͘
dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ�ŝƐ�ƚŽ�ĐŽŵŵƵŶŝĐĂƚĞ�ƚŽ�Ăůů�ĞŵƉůŽǇĞĞƐ͕�ŝŶĐůƵĚŝŶŐ�ƐƵƉĞƌǀŝƐŽƌƐ͕�ŵĂŶĂŐĞƌƐ�
ĂŶĚ�ĞǆĞĐƵƟǀĞƐ͕�ƚŚĂƚ�<�W^�ǁŝůů�ŶŽƚ�ƚŽůĞƌĂƚĞ�ďƵůůǇŝŶŐ�ďĞŚĂǀŝŽƌ͘ ��ŵƉůŽǇĞĞƐ�ĨŽƵŶĚ�ŝŶ�ǀŝŽůĂƟŽŶ�ŽĨ�
ƚŚŝƐ�ƉŽůŝĐǇ�ǁŝůů�ďĞ�ĚŝƐĐŝƉůŝŶĞĚ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ͘
�ƵůůǇŝŶŐ�ŵĂǇ�ďĞ�ŝŶƚĞŶƟŽŶĂů�Žƌ�ƵŶŝŶƚĞŶƟŽŶĂů͘�,ŽǁĞǀĞƌ͕ �ŝƚ�ŵƵƐƚ�ďĞ�ŶŽƚĞĚ�ƚŚĂƚ�ǁŚĞƌĞ�ĂŶ�� �
ĂůůĞŐĂƟŽŶ�ŽĨ�ďƵůůǇŝŶŐ�ŝƐ�ŵĂĚĞ͕�ƚŚĞ�ŝŶƚĞŶƟŽŶ�ŽĨ�ƚŚĞ�ĂůůĞŐĞĚ�ďƵůůǇ�ŝƐ�ŝƌƌĞůĞǀĂŶƚ�ĂŶĚ�ǁŝůů�ŶŽƚ�ďĞ�
ŐŝǀĞŶ�ĐŽŶƐŝĚĞƌĂƟŽŶ�ǁŚĞŶ�ŵĞƟŶŐ�ŽƵƚ�ĚŝƐĐŝƉůŝŶĞ͘��Ɛ�ŝŶ�ƐĞǆƵĂů�ŚĂƌĂƐƐŵĞŶƚ͕�ŝƚ�ŝƐ�ƚŚĞ�ĞīĞĐƚ�ŽĨ�ƚŚĞ�
ďĞŚĂǀŝŽƌ�ƵƉŽŶ�ƚŚĞ�ŝŶĚŝǀŝĚƵĂů�ƚŚĂƚ�ŝƐ�ŝŵƉŽƌƚĂŶƚ͘�<�W^�ĐŽŶƐŝĚĞƌƐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚǇƉĞƐ�ŽĨ�ďĞŚĂǀŝŽƌ�
ĞǆĂŵƉůĞƐ�ŽĨ�ďƵůůǇŝŶŐ͗
 • Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent   

� ŶĂŵĞ�ĐĂůůŝŶŐ�ƚŚĂƚ�ŝƐ�ŚƵƌƞƵů͕�ŝŶƐƵůƟŶŐ�Žƌ�ŚƵŵŝůŝĂƟŶŐ͖�ƵƐŝŶŐ�Ă�ƉĞƌƐŽŶ�ĂƐ�ƚŚĞ�ďƵƩ�ŽĨ�ũŽŬĞƐ͖�� �
� ĂďƵƐŝǀĞ�ĂŶĚ�ŽīĞŶƐŝǀĞ�ƌĞŵĂƌŬƐ͘

 • WŚǇƐŝĐĂů�ďƵůůǇŝŶŐ͗�WƵƐŚŝŶŐ͕�ƐŚŽǀŝŶŐ͕�ŬŝĐŬŝŶŐ͕�ƉŽŬŝŶŐ͕�ƚƌŝƉƉŝŶŐ͕�ĂƐƐĂƵůƚ�Žƌ�ƚŚƌĞĂƚ�ŽĨ�ƉŚǇƐŝĐĂů��
� ĂƐƐĂƵůƚ͖�ĚĂŵĂŐĞ�ƚŽ�Ă�ƉĞƌƐŽŶ Ɛ͛�ǁŽƌŬ�ĂƌĞĂ�Žƌ�ƉƌŽƉĞƌƚǇ͘

 • 'ĞƐƚƵƌĞ�ďƵůůǇŝŶŐ͗ Nonverbal threatening gestures or glances that convey threatening   
� ŵĞƐƐĂŐĞƐ͘

 • Exclusion:�^ŽĐŝĂůůǇ�Žƌ�ƉŚǇƐŝĐĂůůǇ�ĞǆĐůƵĚŝŶŐ�Žƌ�ĚŝƐƌĞŐĂƌĚŝŶŐ�Ă�ƉĞƌƐŽŶ�ŝŶ�ǁŽƌŬͲƌĞůĂƚĞĚ��� �
� ĂĐƟǀŝƟĞƐ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ�'����ηϮ͕���͕���ͲϮ͕���Ͳ�W�;ϭͿͿ

KCPS Trainings
<�W^�ƵƟůŝǌĞƐ�ǀĂƌŝŽƵƐ�ŵĞƚŚŽĚƐ�ƚŽ�ƚƌĂŝŶ�ĞŵƉůŽǇĞĞƐ͘�<�W^�ǀĂůƵĞƐ�ƚŚĞ�ƐĂĨĞƚǇ�ŽĨ�ŽƵƌ�ĞŵƉůŽǇĞĞƐ�
ĂŶĚ�ŚĂƐ�ƉƌŽĂĐƟǀĞůǇ�ŝŵƉůĞŵĞŶƚĞĚ�Ă�ǁĞďͲďĂƐĞĚ�ƚƌĂŝŶŝŶŐ�ŵŽĚƵůĞ�;^ĂĨĞ�^ĐŚŽŽůƐͿ�ƚŚĂƚ�ĞŶĂďůĞƐ��
ĞŵƉůŽǇĞĞƐ�ƚŽ�ĐŽŵƉůĞƚĞ�ƌĞƋƵŝƌĞĚ�ƚƌĂŝŶŝŶŐƐ�ŽŶůŝŶĞ͘��ĚĚŝƟŽŶĂůůǇ͕�<�W^�ƌĞƋƵŝƌĞƐ�Ăůů�ĞŵƉůŽǇĞĞƐ�ƚŽ�
ĐŽŵƉůĞƚĞ�dŝƚůĞ�/y�^ĞǆƵĂů�,ĂƌĂƐƐŵĞŶƚ�ĂŶĚ��ƵůůǇŝŶŐ�ƚƌĂŝŶŝŶŐƐ�ŽŶ�ĂŶ�ĂŶŶƵĂů�ďĂƐŝƐ͘

Workplace Safety

34



Volence in the Workplce
�ůů�ĞŵƉůŽǇĞĞƐ͕�ĐƵƐƚŽŵĞƌƐ͕�ǀĞŶĚŽƌƐ�ĂŶĚ�ďƵƐŝŶĞƐƐ�ĂƐƐŽĐŝĂƚĞƐ�ŵƵƐƚ�ďĞ�ƚƌĞĂƚĞĚ�ǁŝƚŚ�ĐŽƵƌƚĞƐǇ�ĂŶĚ�
ƌĞƐƉĞĐƚ�Ăƚ�Ăůů�ƟŵĞƐ͘��ŵƉůŽǇĞĞƐ�ĂƌĞ�ĞǆƉĞĐƚĞĚ�ƚŽ�ƌĞĨƌĂŝŶ�ĨƌŽŵ�ĐŽŶĚƵĐƚ�ƚŚĂƚ�ŵĂǇ�ďĞ�ĚĂŶŐĞƌŽƵƐ�ƚŽ�
ŽƚŚĞƌƐ͘
�ŽŶĚƵĐƚ�ƚŚĂƚ�ƚŚƌĞĂƚĞŶƐ͕�ŝŶƟŵŝĚĂƚĞƐ͕�Žƌ�ĐŽĞƌĐĞƐ�ĂŶŽƚŚĞƌ�ĞŵƉůŽǇĞĞ͕�ƐƚƵĚĞŶƚ͕�ĐƵƐƚŽŵĞƌ͕ �ǀĞŶĚŽƌ�
Žƌ�ďƵƐŝŶĞƐƐ�ĂƐƐŽĐŝĂƚĞ�ǁŝůů�ŶŽƚ�ďĞ�ƚŽůĞƌĂƚĞĚ͘�<�W^ Ɛ͛�ƌĞƐŽƵƌĐĞƐ�ŵĂǇ�ŶŽƚ�ďĞ�ƵƐĞĚ�ƚŽ�ƚŚƌĞĂƚĞŶ͕�ƐƚĂůŬ�
Žƌ�ŚĂƌĂƐƐ�ĂŶǇŽŶĞ�Ăƚ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ�Žƌ�ŽƵƚƐŝĚĞ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ͘�<�W^�ƚƌĞĂƚƐ�ƚŚƌĞĂƚƐ�ĐŽŵŝŶŐ�ĨƌŽŵ�
ĂŶ�ĂďƵƐŝǀĞ�ƉĞƌƐŽŶĂů�ƌĞůĂƟŽŶƐŚŝƉ�ĂƐ�ŝƚ�ĚŽĞƐ�ŽƚŚĞƌ�ĨŽƌŵƐ�ŽĨ�ǀŝŽůĞŶĐĞ͘
/ŶĚŝƌĞĐƚ�Žƌ�ĚŝƌĞĐƚ�ƚŚƌĞĂƚƐ�ŽĨ�ǀŝŽůĞŶĐĞ͕�ŝŶĐŝĚĞŶƚƐ�ŽĨ�ĂĐƚƵĂů�ǀŝŽůĞŶĐĞ�ĂŶĚ�ƐƵƐƉŝĐŝŽƵƐ�ŝŶĚŝǀŝĚƵĂůƐ�Žƌ�
ĂĐƟǀŝƟĞƐ�ƐŚŽƵůĚ�ďĞ�ƌĞƉŽƌƚĞĚ�ĂƐ�ƐŽŽŶ�ĂƐ�ƉŽƐƐŝďůĞ�ƚŽ�Ă�ƐƵƉĞƌǀŝƐŽƌ͕ �^ĞĐƵƌŝƚǇ�ƉĞƌƐŽŶŶĞů͕�,ƵŵĂŶ�
ZĞƐŽƵƌĐĞƐ͕�ŵĞŵďĞƌ�ŽĨ�<�W^ Ɛ͛�ZŝƐŬ�DĂŶĂŐĞŵĞŶƚ�dĞĂŵ�Žƌ�ĂŶǇ�ŵĞŵďĞƌ�ŽĨ�ƐĞŶŝŽƌ�ŵĂŶĂŐĞŵĞŶƚ͘�
tŚĞŶ�ƌĞƉŽƌƟŶŐ�Ă�ƚŚƌĞĂƚ�Žƌ�ŝŶĐŝĚĞŶƚ�ŽĨ�ǀŝŽůĞŶĐĞ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƐŚŽƵůĚ�ďĞ�ĂƐ�ƐƉĞĐŝĮĐ�ĂŶĚ���
ĚĞƚĂŝůĞĚ�ĂƐ�ƉŽƐƐŝďůĞ͘��ŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ŶŽƚ�ƉůĂĐĞ�ƚŚĞŵƐĞůǀĞƐ�ŝŶ�ƉĞƌŝů͕�ŶŽƌ�ƐŚŽƵůĚ�ƚŚĞǇ�ĂƩĞŵƉƚ�
ƚŽ�ŝŶƚĞƌĐĞĚĞ�ĚƵƌŝŶŐ�ĂŶ�ŝŶĐŝĚĞŶƚ͘
�ŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ƉƌŽŵƉƚůǇ�ŝŶĨŽƌŵ�ƚŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ�ŽĨ�ĂŶǇ�ƉƌŽƚĞĐƟǀĞ�
Žƌ�ƌĞƐƚƌĂŝŶŝŶŐ�ŽƌĚĞƌ�ƚŚĂƚ�ƚŚĞǇ�ŚĂǀĞ�ŽďƚĂŝŶĞĚ�ƚŚĂƚ�ůŝƐƚƐ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ�ĂƐ�Ă�ƉƌŽƚĞĐƚĞĚ�ĂƌĞĂ͘��
�ŵƉůŽǇĞĞƐ�ĂƌĞ�ĞŶĐŽƵƌĂŐĞĚ�ƚŽ�ƌĞƉŽƌƚ�ƐĂĨĞƚǇ�ĐŽŶĐĞƌŶƐ�ǁŝƚŚ�ƌĞŐĂƌĚ�ƚŽ�ŝŶƟŵĂƚĞ�ƉĂƌƚŶĞƌ�ǀŝŽůĞŶĐĞ͘�
<�W^�ǁŝůů�ŶŽƚ�ƌĞƚĂůŝĂƚĞ�ĂŐĂŝŶƐƚ�ĞŵƉůŽǇĞĞƐ�ŵĂŬŝŶŐ�ŐŽŽĚͲĨĂŝƚŚ�ƌĞƉŽƌƚƐ͘�<�W^�ŝƐ�ĐŽŵŵŝƩĞĚ�ƚŽ�
ƐƵƉƉŽƌƟŶŐ�ǀŝĐƟŵƐ�ŽĨ�ŝŶƟŵĂƚĞ�ƉĂƌƚŶĞƌ�ǀŝŽůĞŶĐĞ�ďǇ�ƉƌŽǀŝĚŝŶŐ�ƌĞĨĞƌƌĂůƐ�ƚŽ�<�W^ Ɛ͛�ĞŵƉůŽǇĞĞ��
ĂƐƐŝƐƚĂŶĐĞ�ƉƌŽŐƌĂŵ�;��WͿ�ĂŶĚ�ĐŽŵŵƵŶŝƚǇ�ƌĞƐŽƵƌĐĞƐ�ĂŶĚ�ƉƌŽǀŝĚŝŶŐ�ƟŵĞ�Žī�ĨŽƌ�ƌĞĂƐŽŶƐ�ƌĞůĂƚĞĚ�
ƚŽ�ŝŶƟŵĂƚĞ�ƉĂƌƚŶĞƌ�ǀŝŽůĞŶĐĞ͘
<�W^�ǁŝůů�ƉƌŽŵƉƚůǇ�ĂŶĚ�ƚŚŽƌŽƵŐŚůǇ�ŝŶǀĞƐƟŐĂƚĞ�Ăůů�ƌĞƉŽƌƚƐ�ŽĨ�ƚŚƌĞĂƚƐ�ŽĨ�ǀŝŽůĞŶĐĞ�Žƌ�ŝŶĐŝĚĞŶƚƐ�ŽĨ�
ĂĐƚƵĂů�ǀŝŽůĞŶĐĞ�ĂŶĚ�ŽĨ�ƐƵƐƉŝĐŝŽƵƐ�ŝŶĚŝǀŝĚƵĂůƐ�Žƌ�ĂĐƟǀŝƟĞƐ͘�dŚĞ�ŝĚĞŶƟƚǇ�ŽĨ�ƚŚĞ�ŝŶĚŝǀŝĚƵĂů�ŵĂŬŝŶŐ�
Ă�ƌĞƉŽƌƚ�ǁŝůů�ďĞ�ƉƌŽƚĞĐƚĞĚ�ĂƐ�ŵƵĐŚ�ĂƐ�ƉŽƐƐŝďůĞ͘�<�W^�ǁŝůů�ŶŽƚ�ƌĞƚĂůŝĂƚĞ�ĂŐĂŝŶƐƚ�ĞŵƉůŽǇĞĞƐ���
ŵĂŬŝŶŐ�ŐŽŽĚͲĨĂŝƚŚ�ƌĞƉŽƌƚƐ�ŽĨ�ǀŝŽůĞŶĐĞ͕�ƚŚƌĞĂƚƐ�Žƌ�ƐƵƐƉŝĐŝŽƵƐ�ŝŶĚŝǀŝĚƵĂůƐ�Žƌ�ĂĐƟǀŝƟĞƐ͘�/Ŷ�ŽƌĚĞƌ�ƚŽ�
ŵĂŝŶƚĂŝŶ�ǁŽƌŬƉůĂĐĞ�ƐĂĨĞƚǇ�ĂŶĚ�ƚŚĞ�ŝŶƚĞŐƌŝƚǇ�ŽĨ�ŝƚƐ�ŝŶǀĞƐƟŐĂƟŽŶ͕�<�W^�ŵĂǇ�ƐƵƐƉĞŶĚ�ĞŵƉůŽǇĞĞƐ�
ƐƵƐƉĞĐƚĞĚ�ŽĨ�ǁŽƌŬƉůĂĐĞ�ǀŝŽůĞŶĐĞ�Žƌ�ƚŚƌĞĂƚƐ�ŽĨ�ǀŝŽůĞŶĐĞ͕�ĞŝƚŚĞƌ�ǁŝƚŚ�Žƌ�ǁŝƚŚŽƵƚ�ƉĂǇ͕ �ƉĞŶĚŝŶŐ�
ŝŶǀĞƐƟŐĂƟŽŶ͘
Anyone found to be responsible for threats of or actual violence or other conduct that is in 
ǀŝŽůĂƟŽŶ�ŽĨ�ƚŚĞƐĞ�ŐƵŝĚĞůŝŶĞƐ�ǁŝůů�ďĞ�ƐƵďũĞĐƚ�ƚŽ�ƉƌŽŵƉƚ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�
ƚĞƌŵŝŶĂƟŽŶ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͘
<�W^�ĞŶĐŽƵƌĂŐĞƐ�ĞŵƉůŽǇĞĞƐ�ƚŽ�ďƌŝŶŐ�ƚŚĞŝƌ�ĚŝƐƉƵƚĞƐ�ƚŽ�ƚŚĞ�ĂƩĞŶƟŽŶ�ŽĨ�ƚŚĞŝƌ�ƐƵƉĞƌǀŝƐŽƌƐ�Žƌ�
,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ďĞĨŽƌĞ�ƚŚĞ�ƐŝƚƵĂƟŽŶ�ĞƐĐĂůĂƚĞƐ͘�<�W^�ǁŝůů�ŶŽƚ�ĚŝƐĐŝƉůŝŶĞ�ĞŵƉůŽǇĞĞƐ�ĨŽƌ�ƌĂŝƐŝŶŐ�
ƐƵĐŚ�ĐŽŶĐĞƌŶƐ͘
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Safety
�ĂĐŚ�ĞŵƉůŽǇĞĞ�ƐŚĂůů�ĐŽŶĚƵĐƚ�Ăůů�ƚĂƐŬƐ�ŝŶ�Ă�ƐĂĨĞ�ĂŶĚ�
ĞĸĐŝĞŶƚ�ŵĂŶŶĞƌ͕ �ĨŽůůŽǁŝŶŐ�Ăůů�ůŽĐĂů͕�ƐƚĂƚĞ�ĂŶĚ�ĨĞĚĞƌĂů�
ƐĂĨĞƚǇ�ĂŶĚ�ŚĞĂůƚŚ�ƌĞŐƵůĂƟŽŶƐ�ĂŶĚ�ƉƌŽŐƌĂŵ�ƐƚĂŶĚĂƌĚƐ͕�
ĂŶĚ�ĨĂĐƚŽƌŝŶŐ�ŝŶ�ĂŶǇ�ƐƉĞĐŝĂů�ƐĂĨĞƚǇ�ĐŽŶĐĞƌŶƐ�ƌĞůĂƟŶŐ�ƚŽ�
ƚŚĞ�ƉĂƌƟĐƵůĂƌ�ĂƌĞĂ�ĨŽƌ�ƚŚĞ�ƚĂƐŬ�Žƌ�ƚŚĞ�ƉĂƌƟĐƵůĂƌ�<�W^�
ƐƚĂŬĞŚŽůĚĞƌ�ŝŶǀŽůǀĞĚ͘
�ůƚŚŽƵŐŚ�ŵŽƐƚ�ƐĂĨĞƚǇ�ƌĞŐƵůĂƟŽŶƐ�ĂƌĞ�ĐŽŶƐŝƐƚĞŶƚ�
throughout each department and program, each  
ĞŵƉůŽǇĞĞ�ŚĂƐ�ƚŚĞ�ƌĞƐƉŽŶƐŝďŝůŝƚǇ�ƚŽ�ŝĚĞŶƟĨǇ�ĂŶĚ��
ĨĂŵŝůŝĂƌŝǌĞ�ŚĞƌͬŚŝŵƐĞůĨ�ǁŝƚŚ�ƚŚĞ�ĞŵĞƌŐĞŶĐǇ�ƉůĂŶ�ĨŽƌ�
ŚŝƐͬŚĞƌ�ǁŽƌŬŝŶŐ�ĂƌĞĂ͘��ĂĐŚ�ĨĂĐŝůŝƚǇ�ƐŚĂůů�ƉŽƐƚ�ĂŶ��
emergency plan detailing procedures in handling 
ĞŵĞƌŐĞŶĐŝĞƐ�ƐƵĐŚ�ĂƐ�ĮƌĞ͕�ǁĞĂƚŚĞƌͲƌĞůĂƚĞĚ�ĞǀĞŶƚƐ�ĂŶĚ�
ŵĞĚŝĐĂů�ĐƌŝƐĞƐ͘
Each employee shall complete an Accident and   
/ŶĐŝĚĞŶƚ�ZĞƉŽƌƚ�ĨŽƌ�ĞĂĐŚ�ƐĂĨĞƚǇ�ĂŶĚ�ŚĞĂůƚŚ�ŝŶĨƌĂĐƟŽŶ�
ƚŚĂƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ĐŽŵŵŝƚƐ�Žƌ�ǁŝƚŶĞƐƐĞƐ͘�&ĂŝůƵƌĞ�ƚŽ�
ƌĞƉŽƌƚ�ƐƵĐŚ�ĂŶ�ŝŶĨƌĂĐƟŽŶ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�ĞŵƉůŽǇĞĞ��
ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ͕�ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ͘
&ƵƌƚŚĞƌŵŽƌĞ͕�ĞǀĞƌǇ�ƉĞƌƐŽŶ�ŝŶ�ƚŚĞ�ŽƌŐĂŶŝǌĂƟŽŶ��
assumes the responsibility of individual and 
ŽƌŐĂŶŝǌĂƟŽŶĂů�ƐĂĨĞƚǇ͘�&ĂŝůƵƌĞ�ƚŽ�ĨŽůůŽǁ�<�W^�ƐĂĨĞƚǇ�ĂŶĚ�
health guidelines or engaging in conduct that places 
ƚŚĞ�ĞŵƉůŽǇĞĞ͕�ƐƚĂŬĞŚŽůĚĞƌƐ͕�Žƌ�<�W^�ƉƌŽƉĞƌƚǇ�Ăƚ�ƌŝƐŬ�
ĐĂŶ�ůĞĂĚ�ƚŽ�ĞŵƉůŽǇĞĞ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ�ĂŶĚͬŽƌ�
ƚĞƌŵŝŶĂƟŽŶ͘
dŚĞ�,ĞĂůƚŚ�ĂŶĚ�^ĂĨĞƚǇ��ŽŵŵŝƩĞĞ�ĂŶĚ�ƚŚĞ�ƐĂĨĞƚǇ��
director shall develop and implement the safety and 
ŚĞĂůƚŚ�ƉƌŽŐƌĂŵ�ŝŶ�ƚŚĞ�ŝŶƚĞƌĞƐƚ�ŽĨ�Ă�ƐĂĨĞƌ�ǁŽƌŬ��
ĞŶǀŝƌŽŶŵĞŶƚ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ���Ͳ�W�;ϭͿ͕�
��Ͳ�W�;ϮͿ

Workplace Safety
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Smoke-Free Workplace
<�W^�ƉƌŽŚŝďŝƚƐ�ƐŵŽŬŝŶŐ�ŝŶ�Ăůů�<�W^�ĨĂĐŝůŝƟĞƐ͕�ŝŶ�ŽƌĚĞƌ�ƚŽ�
ƉƌŽǀŝĚĞ�ĂŶĚ�ŵĂŝŶƚĂŝŶ�Ă�ƐĂĨĞ�ĂŶĚ�ŚĞĂůƚŚǇ�ǁŽƌŬ��
ĞŶǀŝƌŽŶŵĞŶƚ�ĨŽƌ�Ăůů�ĞŵƉůŽǇĞĞƐ�ĂŶĚ�ƐƚĂŬĞŚŽůĚĞƌƐ͘�dŚĞ�
ůĂǁ�ĚĞĮŶĞƐ�ƐŵŽŬŝŶŐ�ĂƐ�ƚŚĞ�͞ĂĐƚ�ŽĨ�ůŝŐŚƟŶŐ͕�ƐŵŽŬŝŶŐ�Žƌ�
ĐĂƌƌǇŝŶŐ�Ă�ůŝŐŚƚĞĚ�Žƌ�ƐŵŽůĚĞƌŝŶŐ�ĐŝŐĂƌ͕ �ĐŝŐĂƌĞƩĞ�Žƌ�ƉŝƉĞ�
ŽĨ�ĂŶǇ�ŬŝŶĚ͘͟
dŚĞ�ƐŵŽŬĞͲĨƌĞĞ�ǁŽƌŬƉůĂĐĞ�ƉŽůŝĐǇ�ĂƉƉůŝĞƐ�ƚŽ͗
 • All areas of KCPS buildings
� ͻ� �ůů�<�W^ͲƐƉŽŶƐŽƌĞĚ�ŽīͲƐŝƚĞ�ĐŽŶĨĞƌĞŶĐĞƐ�ĂŶĚ���

� ŵĞĞƟŶŐƐ
� ͻ� �ůů�ǀĞŚŝĐůĞƐ�ŽǁŶĞĚ�Žƌ�ůĞĂƐĞĚ�ďǇ�<�W^
 • All visitors (customers and vendors) to the   

 school district premises
 • All contractors and consultants and/or their   

� ĞŵƉůŽǇĞĞƐ�ǁŽƌŬŝŶŐ�ŽŶ�ƚŚĞ�ƐĐŚŽŽů�ĚŝƐƚƌŝĐƚ�� �
 premises

 • All employees, temporary employees and   
 student interns

^ŵŽŬŝŶŐ�ŝƐ�ƉĞƌŵŝƩĞĚ�ŝŶ�ĚĞƐŝŐŶĂƚĞĚ�ĂƌĞĂƐ�ŽƵƚƐŝĚĞ�ŽĨ�
<�W^�ĨĂĐŝůŝƟĞƐ͘��ƵŝůĚŝŶŐ�>ĞĂĚĞƌƐ�Žƌ�^ƵƉĞƌǀŝƐŽƌƐ�ǁŝůů��
ĚĞƚĞƌŵŝŶĞ�ƚŚĞ�ůĞĂƐƚ�ĚŝƐƌƵƉƟǀĞ�ĂƌĞĂ�ŽƵƚƐŝĚĞ�ŽĨ�ƚŚĞ�
ďƵŝůĚŝŶŐ�ƚŽ�ĚĞƐŝŐŶĂƚĞ�ĨŽƌ�ƐŵŽŬŝŶŐ͘��ŵƉůŽǇĞĞƐ�ǁŚŽ��
ǀŝŽůĂƚĞ�ƚŚĞ�ƐŵŽŬŝŶŐ�ƉŽůŝĐǇ�ǁŝůů�ďĞ�ƐƵďũĞĐƚ�ƚŽ���
ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ŝŵŵĞĚŝĂƚĞ��
ƚĞƌŵŝŶĂƟŽŶ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ�;�,͕���Ͳ�W�
;ϮͿ�;ηϮϭͿͿ
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“Education is not preparation for life; education is life 
itself.” 

- John Dewey
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Workplace expectations
KCPS provides the support and training for those in the KCPS family to 

maintain the competency and professionalism required to provide the children in 
our community with the education they deserve.
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Employee-Student Relations
Definitions
^ƚĂī�DĞŵďĞƌ͗�&Žƌ�ƚŚĞ�ƉƵƌƉŽƐĞƐ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ͕�Ă�ƐƚĂī�
ŵĞŵďĞƌ�ŝƐ�Ă�<�W^�ĞŵƉůŽǇĞĞ�Žƌ�ǀŽůƵŶƚĞĞƌ͘
Student͗�&Žƌ�ƚŚĞ�ƉƵƌƉŽƐĞƐ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ͕�ƚŚĞ�ƚĞƌŵ��
͞ƐƚƵĚĞŶƚ͟�ŽŶůǇ�ĂƉƉůŝĞƐ�ƚŽ�Ă�ƐƚƵĚĞŶƚ�ĐƵƌƌĞŶƚůǇ�ĞŶƌŽůůĞĚ�
ĂŶĚ�ĂƩĞŶĚŝŶŐ�Ă�<�W^�ƐĐŚŽŽů͘
�ĚƵĐĂƟŽŶĂů�WƵƌƉŽƐĞ͗��Ŷ�ĂĐƟǀŝƚǇ�ƌĞĂƐŽŶĂďůǇ��
ĐŽŶƐŝĚĞƌĞĚ�ƚŽ�ďĞ�ƉĂƌƚ�ŽĨ�ƚŚĞ�ƐƚĂī�ŵĞŵďĞƌ Ɛ͛�ĚƵƟĞƐ�ŝŶ�
the district including, but not limited to, counseling 
ĂŶĚ�ƚŚĞ�ƚƌĞĂƚŵĞŶƚ�ŽĨ�Ă�ƐƚƵĚĞŶƚ Ɛ͛�ƉŚǇƐŝĐĂů�ŝŶũƵƌǇ͕ ��
ĚĞƉĞŶĚŝŶŐ�ŽŶ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ũŽď�ĚĞƐĐƌŝƉƟŽŶ͘

General
^ƚĂī�ŵĞŵďĞƌƐ�ĂƌĞ�ĞǆƉĞĐƚĞĚ�ƚŽ�ŵĂŝŶƚĂŝŶ�ĐŽƵƌƚĞŽƵƐ�
ĂŶĚ�ƉƌŽĨĞƐƐŝŽŶĂů�ƌĞůĂƟŽŶƐŚŝƉƐ�ǁŝƚŚ�ƐƚƵĚĞŶƚƐ͘��ůů�ƐƚĂī��
members have a responsibility to provide an  
atmosphere conducive to learning through   
consistently and fairly applied discipline and the  
ŵĂŝŶƚĞŶĂŶĐĞ�ŽĨ�ƉŚǇƐŝĐĂů�ĂŶĚ�ĞŵŽƟŽŶĂů�ďŽƵŶĚĂƌŝĞƐ�
ǁŝƚŚ�ƐƚƵĚĞŶƚƐ͘�dŚĞƐĞ�ďŽƵŶĚĂƌŝĞƐ�ŵƵƐƚ�ďĞ�ŵĂŝŶƚĂŝŶĞĚ�
ƌĞŐĂƌĚůĞƐƐ�ŽĨ�ƚŚĞ�ƐƚƵĚĞŶƚ Ɛ͛�ĂŐĞ͕�ƚŚĞ�ƉĞƌĐĞŝǀĞĚ��
ĐŽŶƐĞŶƐƵĂů�ŶĂƚƵƌĞ�ŽĨ�ƚŚĞ�ƌĞůĂƟŽŶƐŚŝƉ͕�ƚŚĞ�ůŽĐĂƟŽŶ�
ŽĨ�ƚŚĞ�ĂĐƟǀŝƚǇ�Žƌ�ǁŚĞƚŚĞƌ�ƚŚĞ�ƐƚĂī�ŵĞŵďĞƌ�ĚŝƌĞĐƚůǇ��
ƐƵƉĞƌǀŝƐĞƐ�ƚŚĞ�ƐƚƵĚĞŶƚ͘
^ƚĂī�ŵĞŵďĞƌƐ�ŵƵƐƚ�ŵĂŝŶƚĂŝŶ�ƚŚĞƐĞ�ƉŚǇƐŝĐĂů�ĂŶĚ�
ĞŵŽƟŽŶĂů�ďŽƵŶĚĂƌŝĞƐ�ƵŶůĞƐƐ�ƚŚĞƌĞ�ŝƐ�ĂŶ�ĞĚƵĐĂƟŽŶĂů�
ƉƵƌƉŽƐĞ�ũƵƐƟĨǇŝŶŐ�ĚĞǀŝĂƟŽŶ�ĨƌŽŵ�ƚŚĞƐĞ�ƐƚĂŶĚĂƌĚƐ͘�
tŚĞŶ�ƐƵĐŚ�ũƵƐƟĮĐĂƟŽŶ�ĞǆŝƐƚƐ͕�ƚŚĞ�ƐƚĂī�ŵĞŵďĞƌ�ŵƵƐƚ�
ďĞ�ƉƌĞƉĂƌĞĚ�ƚŽ�ĂƌƟĐƵůĂƚĞ�ƚŚĞ�ĂƉƉƌŽƉƌŝĂƚĞ�ĞĚƵĐĂƟŽŶĂů�
ƉƵƌƉŽƐĞ�ŽĨ�ƚŚĞ�ĚĞǀŝĂƟŽŶ�ĂŶĚ�ŵƵƐƚ�ĚĞŵŽŶƐƚƌĂƚĞ�ƚŚĂƚ�
ĂƉƉƌŽƉƌŝĂƚĞ�ƉƌĞĐĂƵƟŽŶƐ�ǁĞƌĞ�ƚĂŬĞŶ͘�tŚĞŶ�ƉŽƐƐŝďůĞ͕�
ƚŚĞ�ƐƚĂī�ŵĞŵďĞƌ�ƐŚŽƵůĚ�ĐŽŶƐƵůƚ�ŚŝƐ�Žƌ�ŚĞƌ�ƐƵƉĞƌǀŝƐŽƌ�
ƉƌŝŽƌ�ƚŽ�ĞŶŐĂŐŝŶŐ�ŝŶ�ďĞŚĂǀŝŽƌƐ�Žƌ�ĂĐƟǀŝƟĞƐ�ƚŚĂƚ�ŵŝŐŚƚ�
ǀŝŽůĂƚĞ�ƉƌŽĨĞƐƐŝŽŶĂů�ďŽƵŶĚĂƌŝĞƐ͘�^ƵĐŚ�ŶŽƟĮĐĂƟŽŶ�ŝƐ�
ŶŽƚ�ƌĞƋƵŝƌĞĚ�ǁŚĞŶ�Ă�ďĞŚĂǀŝŽƌ�ŝƐ�ƉĂƌƚ�ŽĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�
ĚƵƟĞƐ͘�&Žƌ�ĞǆĂŵƉůĞ͕�Ă�ŶƵƌƐĞ�ĚŽĞƐ�ŶŽƚ�ŶĞĞĚ�ƚŽ�ŶŽƟĨǇ�Ă�
ƐƵƉĞƌǀŝƐŽƌ�ĞĂĐŚ�ƟŵĞ�ŚĞ�Žƌ�ƐŚĞ�ŵƵƐƚ�ďĞ�ĂůŽŶĞ�ǁŝƚŚ�Ă�
ƐƚƵĚĞŶƚ�ƚŽ�ƉƌŽǀŝĚĞ�ŶƵƌƐŝŶŐ�ĐĂƌĞ͘

Workplace Expectations
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Unacceptable Behaviors
<�W^�ŐƵŝĚĞůŝŶĞƐ�ĞǆŝƐƚ�ďĞĐĂƵƐĞ�ƚŚĞǇ�ĂƌĞ�ĞƐƐĞŶƟĂů�ĨŽƌ�ƚŚĞ�ƐĂĨĞƚǇ͕ �ǁĞůĨĂƌĞ͕�ŵŽƌĂůĞ͕�ĂŶĚ�ŐĞŶĞƌĂů�
ǁĞůůͲ�ďĞŝŶŐ�ŽĨ�ŽƵƌ�ƐƚƵĚĞŶƚƐ�ĂŶĚ�ƐƚĂī͕�ĨŽƌ�ƚŚĞ�ƉƌŽƚĞĐƟŽŶ�ŽĨ�ƉƌŽƉĞƌƚǇ͕ �ĂŶĚ�ĨŽƌ�ƚŚĞ�ĞīĞĐƟǀĞ���
ŽƉĞƌĂƟŽŶƐ͘�dŚĞ�ĨŽůůŽǁŝŶŐ�ďĞŚĂǀŝŽƌƐ�ĂƌĞ�ĐŽŶƐŝĚĞƌĞĚ�ƵŶĂĐĐĞƉƚĂďůĞ�ďĞŚĂǀŝŽƌƐ͗
� ͻ� &ĂůƐŝĨǇŝŶŐ�ĂŶ�ĞŵƉůŽǇŵĞŶƚ�ĂƉƉůŝĐĂƟŽŶ͖
� ͻ� ZĞĨƵƐĂů�ƚŽ�ĚŽ�ƚŚĞ�ũŽď�ĂƐƐŝŐŶĞĚ͖�ǁŝůůĨƵů�ĚŝƐŽďĞĚŝĞŶĐĞ�ŽĨ�ũŽď�ŝŶƐƚƌƵĐƟŽŶƐ�ĂŶĚ�Žƌ�ŽƌĚĞƌƐ͖�� �

� ǁŝůůĨƵů�ƌĞƐƚƌŝĐƟŽŶ�ŽĨ�ĞĸĐŝĞŶĐǇ�ĂŶĚ�ŽƵƚƉƵƚ͖�ƉƌŽǀĞŶ�ŝŶĐŽŵƉĞƚĞŶĐĞ͖
� ͻ� &ŝŐŚƟŶŐ͕�ŝŵŵŽƌĂů�ďĞŚĂǀŝŽƌ͕ �Žƌ�ŝŶĚĞĐĞŶĐǇ͖
� ͻ� /ŶƚŽǆŝĐĂƟŽŶ�Žƌ�ĚƌŝŶŬŝŶŐ�ŽŶ�ĚƵƚǇ�Žƌ�Ăƚ�ƐĐŚŽŽů�ƐƉŽŶƐŽƌĞĚ�ĞǀĞŶƚƐ͖
� ͻ� &ĂŝůƵƌĞ�ƚŽ�ƌĞƉŽƌƚ�ĂŶǇ�ŶĞǁ�ĂƌƌĞƐƚ�ǁŝƚŚŝŶ�ϱ�ĚĂǇƐ�ŽĨ�ƚŚĞ�ĂƌƌĞƐƚ͖
� ͻ� hƐĞ͕�ƐĂůĞ͕�Žƌ�ƉŽƐƐĞƐƐŝŽŶ�ŽĨ�ĐŽŶƚƌŽůůĞĚ�ƐƵďƐƚĂŶĐĞƐ�ŽŶ�ƚŚĞ�ũŽď�ǁŝƚŚŽƵƚ�Ă�ƉƌĞƐĐƌŝƉƟŽŶ�ŝƐ�� �

 prohibited;
 • Gambling on KCPS premises; (includes fantasy/online gambling);
� ͻ� �ŶŐĂŐŝŶŐ�ŝŶ�ĂĐƚƐ�ƚŚĂƚ�ĞŶĚĂŶŐĞƌ�ŽŶĞƐĞůĨ͕ �ŽƚŚĞƌ�ĞŵƉůŽǇĞĞƐ�Žƌ�ǀŝŽůĂƟŽŶ�ŽĨ�ƐĂĨĞƚǇ�� � �

� ƌĞŐƵůĂƟŽŶƐ͖
� ͻ� �ĞůŝďĞƌĂƚĞ�Žƌ�ŝŶƚĞŶƟŽŶĂů�ƌĞůĞĂƐĞ�ŽĨ�ĐŽŶĮĚĞŶƟĂů�ŝŶĨŽƌŵĂƟŽŶ͖
� ͻ� tŝůůĨƵů�ĂŶĚ�ĚĞůŝďĞƌĂƚĞ�ĚĞƐƚƌƵĐƟŽŶ͕�ĚĂŵĂŐĞ͕�Žƌ�ĚĞĨĂĐĞŵĞŶƚ�ŽĨ�<�W^�ƉƌŽƉĞƌƚǇ�Žƌ�� � �

 equipment;
� ͻ� hƐĞ�ŽĨ�ĞǆĐĞƐƐŝǀĞůǇ�ŽďƐĐĞŶĞ�Žƌ�ĂďƵƐŝǀĞ�ůĂŶŐƵĂŐĞ�ŝŶ�ƚŚĞ�ƉƌĞƐĞŶĐĞ�ŽĨ�ƐƚƵĚĞŶƚƐ�Ăƚ�ƐĐŚŽŽů�� �

� ĨƵŶĐƟŽŶƐ͖
� ͻ� dŚĞŌ͖
� ͻ� /ŶƚĞŶƟŽŶĂů�ĨĂůƐŝĮĐĂƟŽŶ�ŽĨ�ƉĂǇƌŽůů�ƐŚĞĞƚƐ͕�Žƌ�ŽƚŚĞƌ�<�W^�ƌĞĐŽƌĚƐ͕�ǁƌŝƟŶŐ�ƟŵĞ�ŝŶ�Žƌ�ŽƵƚ�ŽŶ��

� ĂŶŽƚŚĞƌ�ĞŵƉůŽǇĞĞ Ɛ͛�ƉĂǇƌŽůů�ƐŚĞĞƚ͖�ĨĂŝůƵƌĞ�ƚŽ�ŶŽƟĨǇ�ƉĂǇƌŽůů�ŽĨ�ƉĂǇĐŚĞĐŬ�ĞƌƌŽƌƐ�ĐŽƵůĚ�ƌĞƐƵůƚ��
� ŝŶ�ĚŝƐĐŝƉůŝŶĞ�ŝŶĐůƵĚŝŶŐ�ĂŶĚ�ƵƉ�ƚŽ�ƚĞƌŵŝŶĂƟŽŶ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͖

� ͻ� �ǆĐĞƐƐŝǀĞ�ĂďƐĞŶƚĞĞŝƐŵ�Žƌ�ƚĂƌĚŝŶĞƐƐ͖�ƵŶĂƵƚŚŽƌŝǌĞĚ�ĂďƐĞŶĐĞ͖�ĨĂŝůƵƌĞ�ƚŽ�ŶŽƟĨǇ�ƐƵƉĞƌǀŝƐŽƌ�ŽĨ��
� ĂďƐĞŶĐĞ͖�ƋƵŝƫŶŐ�ĞĂƌůǇ͖

� ͻ� ��ƚŚƌĞĂƚ�ŽĨ�ĂŶǇ�ĂĐƚ�ƚŚĂƚ�ǁŽƵůĚ�ĞŶĚĂŶŐĞƌ�ůŝĨĞ�Žƌ�ƉƌŽƉĞƌƚǇ͖
� ͻ� dŚƌĞĂƚĞŶŝŶŐ͕�ŝŶƟŵŝĚĂƟŶŐ͕�Žƌ�ĐŽĞƌĐŝŶŐ�ĨĞůůŽǁ�ĞŵƉůŽǇĞĞƐ�Žƌ�ƐƚƵĚĞŶƚƐ͖
� ͻ� hŶƉƌŽĨĞƐƐŝŽŶĂů�ĐŽŶĚƵĐƚ�ǁŝƚŚ�ƐƚƵĚĞŶƚƐ͕�ƉĂƌĞŶƚƐ͕�ǀŝƐŝƚŽƌƐ͕�ĐŽͲǁŽƌŬĞƌƐ͕�Žƌ�ƐƵƉĞƌǀŝƐŽƌƐ͖
� ͻ� EĞŐůŝŐĞŶĐĞ͖�ƐůĞĞƉŝŶŐ�ŽŶ�ƚŚĞ�ũŽď͖�ŵŝƐƵƐĞ�ŽĨ�<�W^�ƟŵĞ͖
� ͻ� &ĂŝůƵƌĞ�ƚŽ�ƌĞƉŽƌƚ�ũŽďͲƌĞůĂƚĞĚ�ŝŶũƵƌŝĞƐ͖
� ͻ� hŶĂƵƚŚŽƌŝǌĞĚ�ƐŽůŝĐŝƟŶŐ�ŝŶ�ĂŶǇ�ĨŽƌŵ�ƚŽ�<�W^�ĞŵƉůŽǇĞĞƐ͕�ƐƚƵĚĞŶƚƐ�Žƌ�ǀŝƐŝƚŽƌƐ͖
� ͻ� KƚŚĞƌ�ĂĐƚƐ͕�ŝŶĐŝĚĞŶƚƐ͕�Žƌ�ĐŽŶĚƵĐƚ�ǁŚŝĐŚ�ŵĂǇ�ĂĚǀĞƌƐĞůǇ�ĂīĞĐƚ�ƚŚĞ�ĞĸĐŝĞŶƚ�ŽƉĞƌĂƟŽŶ�ŽĨ�� �

� <�W^�Žƌ�ŝŶ�ĂŶǇ�ǁĂǇ�ũĞŽƉĂƌĚŝǌĞ�ƚŚĞ�ƐĂĨĞƚǇ�ĂŶĚ�ǁĞůĨĂƌĞ�ŽĨ�ĞŵƉůŽǇĞĞƐ͕�ƐƚƵĚĞŶƚƐ͕�Žƌ�ǀŝƐŝƚŽƌƐ͖
� ͻ� WĞƌƐŽŶĂů�ƵƐĞ�ŽĨ�ĚŝƐƚƌŝĐƚ�ĐƌĞĚŝƚ�ĐĂƌĚ͘
<�W^�ƐƚƌŝǀĞƐ�ƚŽ�ĨƵůĮůů�ŝƚƐ�ƐƚĂƚĞĚ�ŵŝƐƐŝŽŶ�ĂŶĚ�Ăƚ�ƚŚĞ�ƐĂŵĞ�ƟŵĞ�ŚĞůƉ�ĞŵƉůŽǇĞĞƐ�ĂĐŚŝĞǀĞ�ĂŶĚ��
ŵĂŝŶƚĂŝŶ�ƚŚĞ�ŚŝŐŚĞƐƚ�ƐƚĂŶĚĂƌĚƐ�ŽĨ�ƉƌŽĚƵĐƟǀĞ�ĞŵƉůŽǇŵĞŶƚ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ���͕�
��Ͳ�W�;ϭͿ͕��,͕���Ͳ�W�;ϭͿ͕���Ͳ�W�;ϮͿ͕���Ͳ�W�;ϯͿ͕���Ͳ�W�;ϰͿͿ͕�'���͕�'��͕�'����Ϳ
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Workplace Expectations
REPORTING
�ŶǇ�ƐƚĂī�ŵĞŵďĞƌ�ǁŚŽ�ƉŽƐƐĞƐƐĞƐ�ŬŶŽǁůĞĚŐĞ�Žƌ�ĞǀŝĚĞŶĐĞ�ŽĨ�ƉŽƐƐŝďůĞ�ǀŝŽůĂƟŽŶƐ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ�
ŵƵƐƚ�ŝŵŵĞĚŝĂƚĞůǇ�ŵĂŬĞ�Ă�ƌĞƉŽƌƚ�ƚŽ�ƚŚĞ�ĚŝƐƚƌŝĐƚ Ɛ͛�ĂĚŵŝŶŝƐƚƌĂƟŽŶ͘��ůů�ƐƚĂī�ŵĞŵďĞƌƐ�ǁŚŽ�ŬŶŽǁ�
or have reasonable cause to suspect child abuse shall immediately report the suspected abuse 
ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ��ŽĂƌĚ�ƉŽůŝĐǇ�ĂŶĚ�ĂƉƉůŝĐĂďůĞ�ůĂǁ͘�^ƚĂī�ŵĞŵďĞƌƐ�ŵƵƐƚ�ĂůƐŽ�ŝŵŵĞĚŝĂƚĞůǇ�
ƌĞƉŽƌƚ�Ă�ǀŝŽůĂƟŽŶ�Žƌ�ƉĞƌĐĞŝǀĞĚ�ǀŝŽůĂƟŽŶ�ŽĨ�ƚŚĞ�<�W^ Ɛ͛�ĚŝƐĐƌŝŵŝŶĂƟŽŶ�ĂŶĚ�ŚĂƌĂƐƐŵĞŶƚ�ƉŽůŝĐǇ�
ƚŽ�<�W^ Ɛ͛��ŝƌĞĐƚŽƌ�ŽĨ��ŵƉůŽǇĞĞ�Θ�>ĂďŽƌ�ZĞůĂƟŽŶƐ͘�^ƚĂī�ŵĞŵďĞƌƐ�ǁŝůů�ďĞ�ĚŝƐĐŝƉůŝŶĞĚ�ƵƉ�ƚŽ�ĂŶĚ�
ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ�ĨŽƌ�ĨĂŝůŝŶŐ�ƚŽ�ŵĂŬĞ�ƐƵĐŚ�ƌĞƉŽƌƚƐ͘

Attendance, Punctuality and Dependability
dŚĞ�ƌĞŐƵůĂƌ�ǁŽƌŬǁĞĞŬ�ĨŽƌ�ĨƵůůͲƟŵĞ�;ŶŽŶͲƐĐŚŽŽů�ďĂƐĞĚ�ƐƚĂīͿ�ŝƐ�ϯϳ͘ϱ�ŚŽƵƌƐ�ƉĞƌ�ǁĞĞŬ͘�<�W^��
ďƵƐŝŶĞƐƐ�ŚŽƵƌƐ�ĂƌĞ�ϴ͗ϬϬ�Ă͘ŵ͘�ƚŽ�ϰ͗ϯϬ�Ɖ͘ŵ͘�DŽŶĚĂǇ�ƚŚƌŽƵŐŚ�&ƌŝĚĂǇ͘�^ĐŚŽŽů�ďĂƐĞĚ�ƐƚĂī�ŚŽƵƌƐ�
ǀĂƌǇ�ĂŶĚ�ĂƌĞ�ƐƉĞĐŝĮĐ�ƚŽ�ƚŚĞ�ƐƚĂƌƚ�ƟŵĞƐ�ŽĨ�ĞĂĐŚ�ƐĐŚŽŽů͘�/ƚ�ŝƐ�ŝŵƉŽƌƚĂŶƚ�ƚŚĂƚ�ĞŵƉůŽǇĞĞƐ�ĂƩĞŶĚ�
ǁŽƌŬ�ĂƐ�ƐĐŚĞĚƵůĞĚ͕�ĂŶĚ�ƐƉĞĐŝĮĞĚ�ďǇ�ĚŝƌĞĐƚ�^ƵƉĞƌǀŝƐŽƌ͕ �ƵŶůĞƐƐ�ŇĞǆŝďůĞ�ƐĐŚĞĚƵůŝŶŐ�ŚĂƐ�ďĞĞŶ�ƐĞƚ�
ĂŶĚ�ĂƉƉƌŽǀĞĚ�ďǇ�ƚŚĞ�^ƵƉĞƌǀŝƐŽƌ͘

�ĞƉĞŶĚĂďŝůŝƚǇ͕ �ĂƩĞŶĚĂŶĐĞ͕�ƉƵŶĐƚƵĂůŝƚǇ͕ �ĂŶĚ�Ă�ĐŽŵŵŝƚŵĞŶƚ�ƚŽ�ĚŽ�ƚŚĞ�ũŽď�ƌŝŐŚƚ�ĂƌĞ�ĞƐƐĞŶƟĂů�Ăƚ�
Ăůů�ƟŵĞƐ͘��Ɛ�ƐƵĐŚ͕�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ĞǆƉĞĐƚĞĚ�ƚŽ�ƌĞƉŽƌƚ�ƚŽ�ǁŽƌŬ�ŽŶ�ƟŵĞ�ĨŽƌ�Ăůů�ƐĐŚĞĚƵůĞĚ�ǁŽƌŬ�
ĚĂǇƐ�ĂŶĚ�Ăůů�ƐĐŚĞĚƵůĞĚ�ǁŽƌŬ�ŚŽƵƌƐ͘�DŽƌĞŽǀĞƌ͕ �ĂŶ�ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ŶŽƟĨǇ�ŚŝƐͬŚĞƌ�ƐƵƉĞƌǀŝƐŽƌ�ŝŶ�
ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�ƚŚĞ�ĚĞƐŝŐŶĂƚĞĚ�ĚĞƉĂƌƚŵĞŶƚ�ĂƩĞŶĚĂŶĐĞ�ƉƌŽƚŽĐŽů�ĂƐ�ĨĂƌ�ŝŶ�ĂĚǀĂŶĐĞ�ĂƐ�ƉŽƐƐŝďůĞ͕�
ďƵƚ�ŶŽƚ�ůĂƚĞƌ�ƚŚĂŶ�ƚǁŽ�ŚŽƵƌƐ�ďĞĨŽƌĞ�ŚŝƐͬŚĞƌ�ƐĐŚĞĚƵůĞĚ�ƐƚĂƌƟŶŐ�ƟŵĞ͕�ŝĨ�ŚĞͬƐŚĞ�ĞǆƉĞĐƚƐ�ƚŽ�ďĞ�
ůĂƚĞ�Žƌ�ĂďƐĞŶƚ͘�dŚŝƐ�ƉŽůŝĐǇ�ĂƉƉůŝĞƐ�ĨŽƌ�ĞĂĐŚ�ĚĂǇ�ŽĨ�ŚŝƐͬŚĞƌ�ĂďƐĞŶĐĞ͘���ĐĂƌĞĨƵů�ƌĞĐŽƌĚ�ŽĨ�� �
ĂďƐĞŶƚĞĞŝƐŵ�ĂŶĚ�ůĂƚĞŶĞƐƐ�ŝƐ�ŬĞƉƚ�ďǇ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ƐƵƉĞƌǀŝƐŽƌ�ĂŶĚ�ďĞĐŽŵĞƐ�ƉĂƌƚ�ŽĨ�ƚŚĞ���
ĂŶŶƵĂů�ĞǀĂůƵĂƟŽŶ�ĂŶĚ�ƉĞƌƐŽŶŶĞů�ƌĞĐŽƌĚ͘�dŽ�ƚŚĞ�ĞǆƚĞŶƚ�ƉĞƌŵŝƩĞĚ�ďǇ�ůĂǁ͕�ĂďƐĞŶƚĞĞŝƐŵ�ĂŶĚ��
ůĂƚĞŶĞƐƐ�ůĞƐƐĞŶ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ĐŚĂŶĐĞƐ�ĨŽƌ�ĂĚǀĂŶĐĞŵĞŶƚ�ĂŶĚ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�ĚŝƐŵŝƐƐĂů͘
sĂĐĂƟŽŶ�ĂŶĚ�ŚŽůŝĚĂǇƐ�ŵƵƐƚ�ďĞ�ƐĐŚĞĚƵůĞĚ�ǁŝƚŚ�ŽŶĞ Ɛ͛�ƐƵƉĞƌǀŝƐŽƌ�Ăƚ�ůĞĂƐƚ�ϳϮ�ŚŽƵƌƐ�ŝŶ�ĂĚǀĂŶĐĞ͘�
^ŝĐŬ�ůĞĂǀĞ�ŵĂǇ�ďĞ�ƵƐĞĚ�ŝŶ�ƚŚĞ�ĐĂƐĞ�ŽĨ�ĞŵĞƌŐĞŶĐǇ�Žƌ�ƐƵĚĚĞŶ�ŝůůŶĞƐƐ�ǁŝƚŚŽƵƚ�ƉƌŝŽƌ�ƐĐŚĞĚƵůŝŶŐ͘�
WĂƩĞƌŶƐ�ŽĨ�ĂďƐĞŶƚĞĞŝƐŵ�Žƌ�ƚĂƌĚŝŶĞƐƐ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�ĚŝƐĐŝƉůŝŶĞ�ĞǀĞŶ�ŝĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŚĂƐ�ŶŽƚ�ǇĞƚ�
ĞǆŚĂƵƐƚĞĚ�ĂǀĂŝůĂďůĞ�ƉĂŝĚ�ƟŵĞ�Žī͘��ďƐĞŶĐĞƐ�ĚƵĞ�ƚŽ�ŝůůŶĞƐƐĞƐ�Žƌ�ŝŶũƵƌŝĞƐ�ƚŚĂƚ�ƋƵĂůŝĨǇ�ƵŶĚĞƌ�ƚŚĞ�
&ĂŵŝůǇ�ĂŶĚ�DĞĚŝĐĂů�>ĞĂǀĞ��Đƚ�;&D>�Ϳ�ǁŝůů�ŶŽƚ�ďĞ�ĐŽƵŶƚĞĚ�ĂŐĂŝŶƐƚ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ĂƩĞŶĚĂŶĐĞ�
ƌĞĐŽƌĚ͘�DĞĚŝĐĂů�ĚŽĐƵŵĞŶƚĂƟŽŶ�ǁŝƚŚŝŶ�ƚŚĞ�ŐƵŝĚĞůŝŶĞƐ�ŽĨ�ƚŚĞ�&D>��ŵĂǇ�ďĞ�ƌĞƋƵŝƌĞĚ�ŝŶ�ƚŚĞƐĞ�
ŝŶƐƚĂŶĐĞƐ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ�'����͕�'����Ϳ
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Conflicts of Interest
�ŵƉůŽǇĞĞƐ�ŵƵƐƚ�ĂǀŽŝĚ�ĂŶǇ�ƌĞůĂƟŽŶƐŚŝƉ�Žƌ�ĂĐƟǀŝƚǇ�ƚŚĂƚ�
might impair, or even appear to impair, their ability to 
ŵĂŬĞ�ŽďũĞĐƟǀĞ�ĂŶĚ�ĨĂŝƌ�ĚĞĐŝƐŝŽŶƐ�ǁŚĞŶ�ƉĞƌĨŽƌŵŝŶŐ�
ƚŚĞŝƌ�ũŽďƐ͘��ƚ�ƟŵĞƐ͕�ĂŶ�ĞŵƉůŽǇĞĞ�ŵĂǇ�ďĞ�ĨĂĐĞĚ�ǁŝƚŚ�
ƐŝƚƵĂƟŽŶƐ�ŝŶ�ǁŚŝĐŚ�ďƵƐŝŶĞƐƐ�ĂĐƟŽŶƐ�ƚĂŬĞŶ�ŽŶ�ďĞŚĂůĨ�ŽĨ�
<�W^�ŵĂǇ�ĐŽŶŇŝĐƚ�ǁŝƚŚ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ŽǁŶ� ƉĞƌƐŽŶĂů�
ŝŶƚĞƌĞƐƚƐ͘�<�W^�ƉƌŽƉĞƌƚǇ͕ �ŝŶĨŽƌŵĂƟŽŶ�Žƌ�ďƵƐŝŶĞƐƐ��
ŽƉƉŽƌƚƵŶŝƟĞƐ�ŵĂǇ�ŶŽƚ�ďĞ�ƵƐĞĚ�ĨŽƌ�ƉĞƌƐŽŶĂů�ŐĂŝŶ͘
�ŽŶŇŝĐƚƐ�ŽĨ�ŝŶƚĞƌĞƐƚ�ĐŽƵůĚ�ĂƌŝƐĞ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ��
ĐŝƌĐƵŵƐƚĂŶĐĞƐ͗
� ͻ� �ĞŝŶŐ�ĞŵƉůŽǇĞĚ�ďǇ͕ �Žƌ�ĂĐƟŶŐ�ĂƐ�Ă�ĐŽŶƐƵůƚĂŶƚ�ƚŽ͕��

� Ă�ĐŽŵƉĞƟƚŽƌ�Žƌ�ƉŽƚĞŶƟĂů�ĐŽŵƉĞƟƚŽƌ͕ �ƐƵƉƉůŝĞƌ��
 or contractor, regardless of the nature of the  
� ĞŵƉůŽǇŵĞŶƚ͕�ǁŚŝůĞ�ĞŵƉůŽǇĞĚ�ǁŝƚŚ�<�W^͘

 • Hiring or supervising family members or closely  
� ƌĞůĂƚĞĚ�ƉĞƌƐŽŶƐ͘

 • Serving as a board member for an outside   
� ĐŽŵŵĞƌĐŝĂů�ŽƌŐĂŶŝǌĂƟŽŶ͘

� ͻ� KǁŶŝŶŐ�Žƌ�ŚĂǀŝŶŐ�Ă�ƐƵďƐƚĂŶƟĂů�ŝŶƚĞƌĞƐƚ�ŝŶ�Ă���
� ĐŽŵƉĞƟƚŽƌ͕ �ƐƵƉƉůŝĞƌ�Žƌ�ĐŽŶƚƌĂĐƚŽƌ͘

� ͻ� �ĐĐĞƉƟŶŐ�ŐŝŌƐ͕�ĚŝƐĐŽƵŶƚƐ͕�ĨĂǀŽƌƐ�Žƌ�ƐĞƌǀŝĐĞƐ���
� ĨƌŽŵ�Ă�ĐƵƐƚŽŵĞƌͬƉŽƚĞŶƟĂů�ĐƵƐƚŽŵĞƌ͕ ��� �
� ĐŽŵƉĞƟƚŽƌ�Žƌ�ƐƵƉƉůŝĞƌ͕ �ƵŶůĞƐƐ�ĞƋƵĂůůǇ�ĂǀĂŝůĂďůĞ��
� ƚŽ�Ăůů�<�W^�ĞŵƉůŽǇĞĞƐ͘

�ŵƉůŽǇĞĞƐ�ǁŝƚŚ�Ă�ĐŽŶŇŝĐƚͲŽĨͲŝŶƚĞƌĞƐƚ�ƋƵĞƐƟŽŶ�ƐŚŽƵůĚ�
ƐĞĞŬ�ĂĚǀŝĐĞ�ĨƌŽŵ�ŵĂŶĂŐĞŵĞŶƚ͘��ĞĨŽƌĞ�ĞŶŐĂŐŝŶŐ�ŝŶ�ĂŶǇ�
ĂĐƟǀŝƚǇ͕ �ƚƌĂŶƐĂĐƟŽŶ�Žƌ�ƌĞůĂƟŽŶƐŚŝƉ�ƚŚĂƚ�ŵŝŐŚƚ�ŐŝǀĞ�ƌŝƐĞ�
ƚŽ�Ă�ĐŽŶŇŝĐƚ�ŽĨ�ŝŶƚĞƌĞƐƚ͕�ĞŵƉůŽǇĞĞƐ�ŵƵƐƚ�ƐĞĞŬ�ƌĞǀŝĞǁ�
ĨƌŽŵ�ƚŚĞŝƌ�ŵĂŶĂŐĞƌ�Žƌ�ƚŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞ���
ĚĞƉĂƌƚŵĞŶƚ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐǇ�'���Ϳ
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Workplace Expectations
Outside Employment
�ŵƉůŽǇĞĞƐ�ĂƌĞ�ƉĞƌŵŝƩĞĚ�ƚŽ�ĞŶŐĂŐĞ�ŝŶ�ŽƵƚƐŝĚĞ�ǁŽƌŬ�Žƌ�ƚŽ�ŚŽůĚ�ŽƚŚĞƌ�ũŽďƐ͕�ƐƵďũĞĐƚ�ƚŽ�ĐĞƌƚĂŝŶ�
ƌĞƐƚƌŝĐƟŽŶƐ�ĂƐ�ŽƵƚůŝŶĞĚ�ďĞůŽǁ͘
�ĐƟǀŝƟĞƐ�ĂŶĚ�ĐŽŶĚƵĐƚ�ĂǁĂǇ�ĨƌŽŵ�ƚŚĞ�ũŽď�ŵƵƐƚ�ŶŽƚ�ĐŽŵƉĞƚĞ�ǁŝƚŚ͕�ĐŽŶŇŝĐƚ�ǁŝƚŚ�Žƌ�ĐŽŵƉƌŽŵŝƐĞ�
ƚŚĞ�<�W^�ŝŶƚĞƌĞƐƚƐ�Žƌ�ĂĚǀĞƌƐĞůǇ�ĂīĞĐƚ�ũŽď�ƉĞƌĨŽƌŵĂŶĐĞ�ĂŶĚ�ƚŚĞ�ĂďŝůŝƚǇ�ƚŽ�ĨƵůĮůů�Ăůů�ũŽď��
ƌĞƐƉŽŶƐŝďŝůŝƟĞƐ͘��ŵƉůŽǇĞĞƐ�ĂƌĞ�ƉƌŽŚŝďŝƚĞĚ�ĨƌŽŵ�ƉĞƌĨŽƌŵŝŶŐ�ĂŶǇ�ƐĞƌǀŝĐĞƐ�ĨŽƌ�ĐƵƐƚŽŵĞƌƐ�ŽŶ��
ŶŽŶǁŽƌŬŝŶŐ�ƟŵĞ�ƚŚĂƚ�ĂƌĞ�ŶŽƌŵĂůůǇ�ƉĞƌĨŽƌŵĞĚ�ďǇ�<�W^͘�dŚŝƐ�ƉƌŽŚŝďŝƟŽŶ�ĂůƐŽ�ĞǆƚĞŶĚƐ�ƚŽ�ƚŚĞ��
ƵŶĂƵƚŚŽƌŝǌĞĚ�ƵƐĞ�ŽĨ�ĂŶǇ�<�W^�ƚŽŽůƐ�Žƌ�ĞƋƵŝƉŵĞŶƚ�ĂŶĚ�ƚŚĞ�ƵŶĂƵƚŚŽƌŝǌĞĚ�ƵƐĞ�Žƌ�ĂƉƉůŝĐĂƟŽŶ�ŽĨ�
ĂŶǇ�ĐŽŶĮĚĞŶƟĂů�ŝŶĨŽƌŵĂƟŽŶ͘�/Ŷ�ĂĚĚŝƟŽŶ͕�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ŶŽƚ�ƚŽ�ƐŽůŝĐŝƚ�Žƌ�ĐŽŶĚƵĐƚ�ĂŶǇ�ŽƵƚƐŝĚĞ�
ďƵƐŝŶĞƐƐ�ĚƵƌŝŶŐ�ƉĂŝĚ�ǁŽƌŬŝŶŐ�ƟŵĞ͘�^ƵƉĞƌǀŝƐŽƌƐ�ĂƌĞ�ŶŽƚ�ƚŽ�ƌĞƋƵĞƐƚ�Žƌ�ĂůůŽǁ�ƚŚĞŝƌ�ĚŝƌĞĐƚ�ƌĞƉŽƌƚƐ�
ƚŽ�ĂƐƐŝƐƚ�ƚŚĞŵ�ŝŶ�ƚŚĞŝƌ�ŶŽŶͲ<�W^�ǁŽƌŬ�ĚƵƌŝŶŐ�<�W^Ͳ�ƉĂŝĚ�ǁŽƌŬŝŶŐ�ƟŵĞ͘
�ŵƉůŽǇĞĞƐ�ĂƌĞ�ĐĂƵƟŽŶĞĚ�ƚŽ�ĐĂƌĞĨƵůůǇ�ĐŽŶƐŝĚĞƌ�ƚŚĞ�ĚĞŵĂŶĚƐ�ƚŚĂƚ�ĂĚĚŝƟŽŶĂů�ǁŽƌŬ�ĂĐƟǀŝƚǇ�ǁŝůů�
ĐƌĞĂƚĞ�ďĞĨŽƌĞ�ĂĐĐĞƉƟŶŐ�ŽƵƚƐŝĚĞ�ĞŵƉůŽǇŵĞŶƚ͘�KƵƚƐŝĚĞ�ĞŵƉůŽǇŵĞŶƚ�ǁŝůů�ŶŽƚ�ďĞ�ĐŽŶƐŝĚĞƌĞĚ�ĂŶ�
excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel or  
ƌĞĨƵƐĂů�ƚŽ�ǁŽƌŬ�ŽǀĞƌƟŵĞ�Žƌ�ĚŝīĞƌĞŶƚ�ŚŽƵƌƐ͘�/Ĩ�<�W^�ĚĞƚĞƌŵŝŶĞƐ�ƚŚĂƚ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ŽƵƚƐŝĚĞ�
ǁŽƌŬ�ŝŶƚĞƌĨĞƌĞƐ�ǁŝƚŚ�ƉĞƌĨŽƌŵĂŶĐĞ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŵĂǇ�ďĞ�ĂƐŬĞĚ�ƚŽ�ƚĞƌŵŝŶĂƚĞ�ƚŚĞ�ŽƵƚƐŝĚĞ���
ĞŵƉůŽǇŵĞŶƚ͘
�ŵƉůŽǇĞĞƐ�ǁŚŽ�ŚĂǀĞ�ĂĐĐĞƉƚĞĚ�ŽƵƚƐŝĚĞ�ĞŵƉůŽǇŵĞŶƚ�ŵĂǇ�ŶŽƚ�ƵƐĞ�ƉĂŝĚ�ƐŝĐŬ�ůĞĂǀĞ�ƚŽ�ǁŽƌŬ�ŽŶ�
ƚŚĞ�ŽƵƚƐŝĚĞ�ũŽď͘�&ƌĂƵĚƵůĞŶƚ�ƵƐĞ�ŽĨ�ƐŝĐŬ�ůĞĂǀĞ�ǁŝůů�ƌĞƐƵůƚ�ŝŶ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�
ƚĞƌŵŝŶĂƟŽŶ͘

Attire and Grooming
�ůů�ĞŵƉůŽǇĞĞƐ�ƐŚĂůů�ƉƌŽũĞĐƚ�Ă�ƉƌŽĨĞƐƐŝŽŶĂů�ŝŵĂŐĞ�ǁŚŝůĞ�Ăƚ�ǁŽƌŬ�ďǇ�ďĞŝŶŐ�ĂƉƉƌŽƉƌŝĂƚĞůǇ�ĂƫƌĞĚ͘�
<�W^�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ĞǆƉĞĐƚĞĚ�ƚŽ�ďĞ�ŶĞĂƚ͕�ĐůĞĂŶ�ĂŶĚ�ǁĞůůͲŐƌŽŽŵĞĚ�ǁŚŝůĞ�ŽŶ�ƚŚĞ�ũŽď͘��ůŽƚŚŝŶŐ�
ŵƵƐƚ�ďĞ�ĐŽŶƐŝƐƚĞŶƚ�ǁŝƚŚ�ƚŚĞ�ƐƚĂŶĚĂƌĚƐ�ĨŽƌ�Ă�ďƵƐŝŶĞƐƐ�ĞŶǀŝƌŽŶŵĞŶƚ�ĂŶĚ�ŵƵƐƚ�ďĞ�ĂƉƉƌŽƉƌŝĂƚĞ�ƚŽ�
ƚŚĞ�ƚǇƉĞ�ŽĨ�ǁŽƌŬ�ďĞŝŶŐ�ƉĞƌĨŽƌŵĞĚ͘
�ůů�ĞŵƉůŽǇĞĞƐ�ŵƵƐƚ�ďĞ�ĐŽǀĞƌĞĚ�ĨƌŽŵ�ƐŚŽƵůĚĞƌƐ�ƚŽ�ŬŶĞĞƐ�Ăƚ�Ăůů�ƟŵĞƐ�;ƐĞĞͲƚŚƌŽƵŐŚ͕�ƐƉĂŐŚĞƫ�
ƐƚƌĂƉƐ͕�ďůŽƵƐĞƐ�ƚŚĂƚ�ĞǆƉŽƐĞ�ŵŝĚƌŝī�ĂƌĞĂ͕�ĂŶĚ�ďĂĐŬůĞƐƐ�ďůŽƵƐĞƐ�ŝƐ�ŶŽƚ�ƉĞƌŵŝƩĞĚ�Ăƚ�ĂŶǇ�ƟŵĞͿ͘�
EĂƚƵƌĂů�ĂŶĚ�ĂƌƟĮĐŝĂů�ƐĐĞŶƚƐ�ŵĂǇ�ďĞĐŽŵĞ�Ă�ĚŝƐƚƌĂĐƟŽŶ�ĨƌŽŵ�Ă�ǁĞůůͲĨƵŶĐƟŽŶŝŶŐ�ǁŽƌŬƉůĂĐĞ�ĂŶĚ�
ĂƌĞ�ĂůƐŽ�ƐƵďũĞĐƚ�ƚŽ�ƚŚŝƐ�ƉŽůŝĐǇ͘
<�W^�ŝƐ�ĐŽŶĮĚĞŶƚ�ƚŚĂƚ�ĞŵƉůŽǇĞĞƐ�ǁŝůů�ƵƐĞ�ƚŚĞŝƌ�ďĞƐƚ�ũƵĚŐŵĞŶƚ�ƌĞŐĂƌĚŝŶŐ�ĂƫƌĞ�ĂŶĚ�ĂƉƉĞĂƌĂŶĐĞ͘�
DĂŶĂŐĞŵĞŶƚ�ƌĞƐĞƌǀĞƐ�ƚŚĞ�ƌŝŐŚƚ�ƚŽ�ĚĞƚĞƌŵŝŶĞ�ĂƉƉƌŽƉƌŝĂƚĞŶĞƐƐ͘��ŶǇ�ĞŵƉůŽǇĞĞ�ǁŚŽ�ŝƐ�� �
ŝŵƉƌŽƉĞƌůǇ�ĚƌĞƐƐĞĚ�ǁŝůů�ďĞ�ĐŽƵŶƐĞůĞĚ�Žƌ�ŝŶ�ƐĞǀĞƌĞ�ĐĂƐĞƐ�ŵĂǇ�ďĞ�ƐĞŶƚ�ŚŽŵĞ�ƚŽ�ĐŚĂŶŐĞ�ĐůŽƚŚĞƐ͘�
�ŽŶƟŶƵĞĚ�ĚŝƐƌĞŐĂƌĚ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ�ŵĂǇ�ďĞ�ĐĂƵƐĞ�ĨŽƌ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ͕�ǁŚŝĐŚ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ��
ƚĞƌŵŝŶĂƟŽŶ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ�'��͕�'���Ϳ
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Electronic Communication and Internet Use
dŚĞ�ĨŽůůŽǁŝŶŐ�ŐƵŝĚĞůŝŶĞƐ�ŚĂǀĞ�ďĞĞŶ�ĞƐƚĂďůŝƐŚĞĚ�ĨŽƌ�ƵƐŝŶŐ�ƚŚĞ�/ŶƚĞƌŶĞƚ͕�<�W^ͲƉƌŽǀŝĚĞĚ�ĐĞůů�
ƉŚŽŶĞƐ�ĂŶĚ�ĞͲŵĂŝů�ŝŶ�ĂŶ�ĂƉƉƌŽƉƌŝĂƚĞ͕�ĞƚŚŝĐĂů�ĂŶĚ�ƉƌŽĨĞƐƐŝŽŶĂů�ŵĂŶŶĞƌ͗
� ͻ� /ŶƚĞƌŶĞƚ͕�<�W^ͲƉƌŽǀŝĚĞĚ�ĞƋƵŝƉŵĞŶƚ�;Ğ͘Ő͕͘�ĐĞůů�ƉŚŽŶĞ͕�ůĂƉƚŽƉƐ͕�ĂŶĚ�ĐŽŵƉƵƚĞƌƐͿ�ĂŶĚ��� �

� ƐĞƌǀŝĐĞƐ�ŵĂǇ�ŶŽƚ�ďĞ�ƵƐĞĚ�ĨŽƌ�ƚƌĂŶƐŵŝƫŶŐ͕�ƌĞƚƌŝĞǀŝŶŐ�Žƌ�ƐƚŽƌŝŶŐ�ĂŶǇ�ĐŽŵŵƵŶŝĐĂƟŽŶƐ�ŽĨ�Ă���
� ĚĞĨĂŵĂƚŽƌǇ͕ �ĚŝƐĐƌŝŵŝŶĂƚŽƌǇ͕ �ŚĂƌĂƐƐŝŶŐ�Žƌ�ƉŽƌŶŽŐƌĂƉŚŝĐ�ŶĂƚƵƌĞ͘

� ͻ� dŚĞ�ĨŽůůŽǁŝŶŐ�ĂĐƟŽŶƐ�ĂƌĞ�ĨŽƌďŝĚĚĞŶ͗�ƵƐŝŶŐ�ĚŝƐƉĂƌĂŐŝŶŐ͕�ĂďƵƐŝǀĞ͕�ƉƌŽĨĂŶĞ�Žƌ�ŽīĞŶƐŝǀĞ�� �
� ůĂŶŐƵĂŐĞ͖�ĐƌĞĂƟŶŐ͕�ǀŝĞǁŝŶŐ�Žƌ�ĚŝƐƉůĂǇŝŶŐ�ŵĂƚĞƌŝĂůƐ�ƚŚĂƚ�ŵŝŐŚƚ�ĂĚǀĞƌƐĞůǇ�Žƌ�ŶĞŐĂƟǀĞůǇ�� �
� ƌĞŇĞĐƚ�ƵƉŽŶ�<�W^�Žƌ�ďĞ�ĐŽŶƚƌĂƌǇ�ƚŽ�<�W^ Ɛ͛�ďĞƐƚ�ŝŶƚĞƌĞƐƚƐ͖�ĂŶĚ�ĞŶŐĂŐŝŶŐ�ŝŶ�ĂŶǇ�ŝůůĞŐĂů�� �
� ĂĐƟǀŝƟĞƐ͕�ŝŶĐůƵĚŝŶŐ�ƉŝƌĂĐǇ͕ �ĐƌĂĐŬŝŶŐ͕�ĞǆƚŽƌƟŽŶ͕�ďůĂĐŬŵĂŝů͕�ĐŽƉǇƌŝŐŚƚ�ŝŶĨƌŝŶŐĞŵĞŶƚ͕�ĂŶĚ�

� � ƵŶĂƵƚŚŽƌŝǌĞĚ�ĂĐĐĞƐƐ�ŽĨ�ĂŶǇ�ĐŽŵƉƵƚĞƌƐ�ĂŶĚ�<�W^ͲƉƌŽǀŝĚĞĚ�ĞƋƵŝƉŵĞŶƚ�ƐƵĐŚ�ĂƐ�ĐĞůů�� � �
� ƉŚŽŶĞƐ�ĂŶĚ�ůĂƉƚŽƉƐ͘

� ͻ� �ŵƉůŽǇĞĞƐ�ŵĂǇ�ŶŽƚ�ĐŽƉǇ͕ �ƌĞƚƌŝĞǀĞ͕�ŵŽĚŝĨǇ�Žƌ�ĨŽƌǁĂƌĚ�ĐŽƉǇƌŝŐŚƚĞĚ�ŵĂƚĞƌŝĂůƐ͕�ĞǆĐĞƉƚ�ǁŝƚŚ���
� ƉĞƌŵŝƐƐŝŽŶ�Žƌ�ĂƐ�Ă�ƐŝŶŐůĞ�ĐŽƉǇ�ƚŽ�ƌĞĨĞƌĞŶĐĞ�ŽŶůǇ͘

� ͻ� �ŵƉůŽǇĞĞƐ�ŵƵƐƚ�ŶŽƚ�ƵƐĞ�ƚŚĞ�ƐǇƐƚĞŵ�ŝŶ�Ă�ǁĂǇ�ƚŚĂƚ�ĚŝƐƌƵƉƚƐ�ŝƚƐ�ƵƐĞ�ďǇ�ŽƚŚĞƌƐ͘��ŵƉůŽǇĞĞƐ�� �
� ĂƌĞ�ƉƌŽŚŝďŝƚĞĚ�ĨƌŽŵ�ƐĞŶĚŝŶŐ�Žƌ�ƌĞĐĞŝǀŝŶŐ�ĮůĞƐ�ƚŚĂƚ�ĂƌĞ�ŶŽƚ�ƌĞůĂƚĞĚ�ƚŽ�ǁŽƌŬ͘

� ͻ� �ŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ŶŽƚ�ŽƉĞŶ�ƐƵƐƉŝĐŝŽƵƐ�ĞͲŵĂŝůƐ͕�ƉŽƉͲƵƉƐ�Žƌ�ĚŽǁŶůŽĂĚƐ͘��ŽŶƚĂĐƚ�/d�ǁŝƚŚ�� �
� ĂŶǇ�ƋƵĞƐƟŽŶƐ�Žƌ�ĐŽŶĐĞƌŶƐ�ƚŽ�ƌĞĚƵĐĞ�ƚŚĞ�ƌĞůĞĂƐĞ�ŽĨ�ǀŝƌƵƐĞƐ�Žƌ�ƚŽ�ĐŽŶƚĂŝŶ�ǀŝƌƵƐĞƐ�� � �
� ŝŵŵĞĚŝĂƚĞůǇ͘

� ͻ� /ŶƚĞƌŶĂů�ĂŶĚ�ĞǆƚĞƌŶĂů�ĞͲŵĂŝůƐ�ĂƌĞ�ĐŽŶƐŝĚĞƌĞĚ�ďƵƐŝŶĞƐƐ�ƌĞĐŽƌĚƐ�ĂŶĚ�ŵĂǇ�ďĞ�ƐƵďũĞĐƚ�ƚŽ�� �
� ĚŝƐĐŽǀĞƌǇ�ŝŶ�ƚŚĞ�ĞǀĞŶƚ�ŽĨ�ůŝƟŐĂƟŽŶ͘��Ğ�ĂǁĂƌĞ�ŽĨ�ƚŚŝƐ�ƉŽƐƐŝďŝůŝƚǇ�ǁŚĞŶ�ƐĞŶĚŝŶŐ�ĞͲŵĂŝů�� �
� ǁŝƚŚŝŶ�ĂŶĚ�ŽƵƚƐŝĚĞ�ƚŚĞ�<�W^͘

Right to Monitor
�ůů�<�W^ͲƐƵƉƉůŝĞĚ�ƚĞĐŚŶŽůŽŐǇ�ĂŶĚ�<�W^ͲƌĞůĂƚĞĚ�ǁŽƌŬ�ƌĞĐŽƌĚƐ�ďĞůŽŶŐ�ƚŽ�ƚŚĞ�<�W^�ĂŶĚ�ŶŽƚ�ƚŽ�ƚŚĞ�
ĞŵƉůŽǇĞĞ͘�<�W^�ƌŽƵƟŶĞůǇ�ŵŽŶŝƚŽƌƐ�ƵƐĞ�ŽĨ�<�W^ͲƐƵƉƉůŝĞĚ�ƚĞĐŚŶŽůŽŐǇ͘�/ŶĂƉƉƌŽƉƌŝĂƚĞ�Žƌ�ŝůůĞŐĂů�
ƵƐĞ�Žƌ�ĐŽŵŵƵŶŝĐĂƟŽŶƐ�ŵĂǇ�ďĞ�ƐƵďũĞĐƚ�ƚŽ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ�ŽĨ�
ĞŵƉůŽǇŵĞŶƚ͘
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Workplace Expectations
Social Media - Acceptable Use
Social Media Acceptable Use
<�W^�ĞŶĐŽƵƌĂŐĞƐ�ĞŵƉůŽǇĞĞƐ�ƚŽ�ƐŚĂƌĞ�ŝŶĨŽƌŵĂƟŽŶ�ǁŝƚŚ�ĐŽͲǁŽƌŬĞƌƐ�ĂŶĚ�ǁŝƚŚ�ƚŚŽƐĞ�ŽƵƚƐŝĚĞ�<�W^�
ĨŽƌ�ƚŚĞ�ƉƵƌƉŽƐĞƐ�ŽĨ�ŐĂƚŚĞƌŝŶŐ�ŝŶĨŽƌŵĂƟŽŶ͕�ŐĞŶĞƌĂƟŶŐ�ŶĞǁ�ŝĚĞĂƐ͕�ĂŶĚ�ůĞĂƌŶŝŶŐ�ĨƌŽŵ�ƚŚĞ�ǁŽƌŬ�
ŽĨ�ŽƚŚĞƌƐ͘�^ŽĐŝĂů�ŵĞĚŝĂ�ƉƌŽǀŝĚĞ�ŝŶĞǆƉĞŶƐŝǀĞ͕�ŝŶĨŽƌŵĂů͕�ĂŶĚ�ƟŵĞůǇ�ǁĂǇƐ�ƚŽ�ƉĂƌƟĐŝƉĂƚĞ�ŝŶ�ĂŶ��
ĞǆĐŚĂŶŐĞ�ŽĨ�ŝĚĞĂƐ�ĂŶĚ�ŝŶĨŽƌŵĂƟŽŶ͘�,ŽǁĞǀĞƌ͕ �ŝŶĨŽƌŵĂƟŽŶ�ƉŽƐƚĞĚ�ŽŶ�Ă�ǁĞďƐŝƚĞ�ŝƐ�ĂǀĂŝůĂďůĞ�ƚŽ�
ƚŚĞ�ƉƵďůŝĐ�ĂŶĚ͕�ƚŚĞƌĞĨŽƌĞ͕�<�W^�ŚĂƐ�ĞƐƚĂďůŝƐŚĞĚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�ĞŵƉůŽǇĞĞ�� �
ƉĂƌƟĐŝƉĂƟŽŶ�ŝŶ�ƐŽĐŝĂů�ŵĞĚŝĂ͘�Note:��Ɛ�ƵƐĞĚ�ŝŶ�ƚŚŝƐ�ƉŽůŝĐǇ͕�͞ƐŽĐŝĂů�ŵĞĚŝĂ͟�ƌĞĨĞƌƐ�ƚŽ�ďůŽŐƐ͕�� �
ĨŽƌƵŵƐ͕�ĂŶĚ�ƐŽĐŝĂů�ŶĞƚǁŽƌŬŝŶŐ�ƐŝƚĞƐ͕�ƐƵĐŚ�ĂƐ�dǁŝƩĞƌ͕ �&ĂĐĞďŽŽŬ͕�>ŝŶŬĞĚ/Ŷ͕�zŽƵdƵďĞ͕�ĂŶĚ�� �
/ŶƐƚĂŐƌĂŵ͕�ĂŵŽŶŐ�ŽƚŚĞƌƐ͘

Off-duty use of social media. 
�ŵƉůŽǇĞĞƐ�ŵĂǇ�ŵĂŝŶƚĂŝŶ�ƉĞƌƐŽŶĂů�ǁĞďƐŝƚĞƐ�Žƌ�ǁĞď�ůŽŐƐ�ŽŶ�ƚŚĞŝƌ�ŽǁŶ�ƟŵĞ�ƵƐŝŶŐ�ƚŚĞŝƌ�ŽǁŶ��
ĨĂĐŝůŝƟĞƐ͘��ŵƉůŽǇĞĞƐ�ŵƵƐƚ�ĞŶƐƵƌĞ�ƚŚĂƚ�ƐŽĐŝĂů�ŵĞĚŝĂ�ĂĐƟǀŝƚǇ�ĚŽĞƐ�ŶŽƚ�ŝŶƚĞƌĨĞƌĞ�ǁŝƚŚ�ƚŚĞŝƌ�ǁŽƌŬ͘�
/Ŷ�ŐĞŶĞƌĂů͕�<�W^�ĐŽŶƐŝĚĞƌƐ�ƐŽĐŝĂů�ŵĞĚŝĂ�ĂĐƟǀŝƟĞƐ�ƚŽ�ďĞ�ƉĞƌƐŽŶĂů�ĞŶĚĞĂǀŽƌƐ͕�ĂŶĚ�ĞŵƉůŽǇĞĞƐ�
ŵĂǇ�ƵƐĞ�ƚŚĞŵ�ƚŽ�ĞǆƉƌĞƐƐ�ƚŚĞŝƌ�ƚŚŽƵŐŚƚƐ�Žƌ�ƉƌŽŵŽƚĞ�ƚŚĞŝƌ�ŝĚĞĂƐ͘

On-duty use of social media. 
�ŵƉůŽǇĞĞƐ�ŵĂǇ�ĞŶŐĂŐĞ�ŝŶ�ƐŽĐŝĂů�ŵĞĚŝĂ�ĂĐƟǀŝƚǇ�ĚƵƌŝŶŐ�ǁŽƌŬ�ƟŵĞ�ƉƌŽǀŝĚĞĚ�ŝƚ�ŝƐ�ĚŝƌĞĐƚůǇ�ƌĞůĂƚĞĚ�
ƚŽ�ƚŚĞŝƌ�ǁŽƌŬ͕�ĂƉƉƌŽǀĞĚ�ďǇ�ƚŚĞŝƌ�ŵĂŶĂŐĞƌ͕ �ĂŶĚ�ĚŽĞƐ�ŶŽƚ�ŝĚĞŶƟĨǇ�Žƌ�ƌĞĨĞƌĞŶĐĞ�<�W^�ĐůŝĞŶƚƐ͕��
ĐƵƐƚŽŵĞƌƐ͕�Žƌ�ǀĞŶĚŽƌƐ�ǁŝƚŚŽƵƚ�ĞǆƉƌĞƐƐ�ƉĞƌŵŝƐƐŝŽŶ͘�<�W^�ŵŽŶŝƚŽƌƐ�ĞŵƉůŽǇĞĞ�ƵƐĞ�ŽĨ�<�W^��
ĐŽŵƉƵƚĞƌƐ�ĂŶĚ�ƚŚĞ�/ŶƚĞƌŶĞƚ͕�ŝŶĐůƵĚŝŶŐ�ĞŵƉůŽǇĞĞ�ďůŽŐŐŝŶŐ�ĂŶĚ�ƐŽĐŝĂů�ŶĞƚǁŽƌŬŝŶŐ�ĂĐƟǀŝƚǇ͘

Respect. 
�ĞŵŽŶƐƚƌĂƚĞ�ƌĞƐƉĞĐƚ�ĨŽƌ�ƚŚĞ�ĚŝŐŶŝƚǇ�ŽĨ�<�W^͕�ŝƚƐ�ĐƵƐƚŽŵĞƌƐ͕�ŝƚƐ�ǀĞŶĚŽƌƐ͕�ĂŶĚ�ŝƚƐ�ĞŵƉůŽǇĞĞƐ͘���
ƐŽĐŝĂů�ŵĞĚŝĂ�ƐŝƚĞ�ŝƐ�Ă�ƉƵďůŝĐ�ƉůĂĐĞ͕�ĂŶĚ�ĞŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ĂǀŽŝĚ�ŝŶĂƉƉƌŽƉƌŝĂƚĞ�ĐŽŵŵĞŶƚƐ͘�&Žƌ�
example,  do  not  use  ethnic  slurs,  personal  insults,  or  obscenity,  or  use  language  that  
ŵĂǇ��ďĞ�ĐŽŶƐŝĚĞƌĞĚ�ŝŶŇĂŵŵĂƚŽƌǇ͘��ǀĞŶ�ŝĨ�Ă�ŵĞƐƐĂŐĞ�ŝƐ�ƉŽƐƚĞĚ�ĂŶŽŶǇŵŽƵƐůǇ͕ �ŝƚ�ŵĂǇ�ďĞ�ƉŽƐƐŝďůĞ�
ƚŽ�ƚƌĂĐĞ�ŝƚ�ďĂĐŬ�ƚŽ�ƚŚĞ�ƐĞŶĚĞƌ͘ ��ŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ŶŽƚ�ƵƐĞ�ŝƚ�ƚŽ�ĐƌŝƟĐŝǌĞ�<�W^�Žƌ�<�W^͛�ĞŵƉůŽǇĞĞƐ͕�
ƐƚƵĚĞŶƚƐ͕�ƉĂƌĞŶƚƐ�Žƌ�ƉĂƌƚŶĞƌƐ͘
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Post disclaimers.  
/Ĩ�ĂŶ�ĞŵƉůŽǇĞĞ�ŝĚĞŶƟĮĞƐ�ŚŝŵƐĞůĨ�Žƌ�ŚĞƌƐĞůĨ�ĂƐ�Ă�<�W^�ĞŵƉůŽǇĞĞ�Žƌ�ĚŝƐĐƵƐƐĞƐ�ŵĂƩĞƌƐ�ƌĞůĂƚĞĚ�
ƚŽ�<�W^�ŽŶ�Ă�ƐŽĐŝĂů�ŵĞĚŝĂ�ƐŝƚĞ͕�ƚŚĞ�ƐŝƚĞ�ŵƵƐƚ�ŝŶĐůƵĚĞ�Ă�ĚŝƐĐůĂŝŵĞƌ�ŽŶ�ƚŚĞ�ĨƌŽŶƚ�ƉĂŐĞ�ƐƚĂƟŶŐ�ƚŚĂƚ�
ŝƚ�ĚŽĞƐ�ŶŽƚ�ĞǆƉƌĞƐƐ�ƚŚĞ�ǀŝĞǁƐ�ŽĨ�<�W^�ĂŶĚ�ƚŚĂƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ĞǆƉƌĞƐƐŝŶŐ�ŽŶůǇ�ŚŝƐ�Žƌ�ŚĞƌ��
ƉĞƌƐŽŶĂů�ǀŝĞǁƐ͘�&Žƌ�ĞǆĂŵƉůĞ͗�͞dŚĞ�ǀŝĞǁƐ�ĞǆƉƌĞƐƐĞĚ�ŽŶ�ƚŚŝƐ�ǁĞďƐŝƚĞͬtĞď�ůŽŐ�ĂƌĞ�ŵŝŶĞ�ĂůŽŶĞ�
ĂŶĚ�ĚŽ�ŶŽƚ�ŶĞĐĞƐƐĂƌŝůǇ�ƌĞŇĞĐƚ�ƚŚĞ�ǀŝĞǁƐ�ŽĨ�ŵǇ�ĞŵƉůŽǇĞƌ͘͟�WůĂĐĞ�ƚŚĞ�ĚŝƐĐůĂŝŵĞƌ�ŝŶ�Ă�ƉƌŽŵŝŶĞŶƚ�
ƉŽƐŝƟŽŶ�ĂŶĚ�ƌĞƉĞĂƚ�ŝƚ�ĨŽƌ�ĞĂĐŚ�ƉŽƐƟŶŐ�ĞǆƉƌĞƐƐŝŶŐ�ĂŶ�ŽƉŝŶŝŽŶ�ƌĞůĂƚĞĚ�ƚŽ�<�W^�Žƌ�<�W^ Ɛ͛�� �
ďƵƐŝŶĞƐƐ͘��ŵƉůŽǇĞĞƐ�ŵƵƐƚ�ŬĞĞƉ�ŝŶ�ŵŝŶĚ�ƚŚĂƚ�ŝĨ�ƚŚĞǇ�ƉŽƐƚ�ŝŶĨŽƌŵĂƟŽŶ�ŽŶ�Ă�ƐŽĐŝĂů�ŵĞĚŝĂ�ƐŝƚĞ�ƚŚĂƚ�
ŝƐ�ŝŶ�ǀŝŽůĂƟŽŶ�ŽĨ�<�W^�ƉŽůŝĐǇ�ĂŶĚͬŽƌ�ĨĞĚĞƌĂů͕�ƐƚĂƚĞ͕�Žƌ�ůŽĐĂů�ůĂǁ͕�ƚŚĞ�ĚŝƐĐůĂŝŵĞƌ�ǁŝůů�ŶŽƚ�ƐŚŝĞůĚ�
ƚŚĞŵ�ĨƌŽŵ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ͘

Competition.  
�ŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ŶŽƚ�ƵƐĞ�ƐŽĐŝĂů�ŵĞĚŝĂ�ƚŽ�ĐƌŝƟĐŝǌĞ�<�W^ Ɛ͛�ĐŽŵƉĞƟƟŽŶ͘

Confidentiality. 
�Ž�ŶŽƚ�ŝĚĞŶƟĨǇ�Žƌ�ƌĞĨĞƌĞŶĐĞ�<�W^�ƐƚƵĚĞŶƚ;ƐͿ͕�ĐƵƐƚŽŵĞƌƐ͕�Žƌ�ǀĞŶĚŽƌƐ�ǁŝƚŚŽƵƚ�ĞǆƉƌĞƐƐ�� �
ƉĞƌŵŝƐƐŝŽŶ͘��ŵƉůŽǇĞĞƐ�ŵĂǇ�ǁƌŝƚĞ�ĂďŽƵƚ�ƚŚĞŝƌ�ũŽďƐ�ŝŶ�ŐĞŶĞƌĂů�ďƵƚ�ŵĂǇ�ŶŽƚ�ĚŝƐĐůŽƐĞ�ĂŶǇ�� �
ĐŽŶĮĚĞŶƟĂů�Žƌ�ƉƌŽƉƌŝĞƚĂƌǇ�ŝŶĨŽƌŵĂƟŽŶ͘�&Žƌ�ĞǆĂŵƉůĞƐ�ŽĨ�ĐŽŶĮĚĞŶƟĂů�ŝŶĨŽƌŵĂƟŽŶ͕�ƉůĞĂƐĞ�ƌĞĨĞƌ�
ƚŽ�ƚŚĞ�ĐŽŶĮĚĞŶƟĂůŝƚǇ�ƉŽůŝĐǇ͘�tŚĞŶ�ŝŶ�ĚŽƵďƚ͕�ĂƐŬ�ďĞĨŽƌĞ�ƉƵďůŝƐŚŝŶŐ͘

New ideas.  
WůĞĂƐĞ�ƌĞŵĞŵďĞƌ�ƚŚĂƚ�ŶĞǁ�ŝĚĞĂƐ�ƌĞůĂƚĞĚ�ƚŽ�ǁŽƌŬ�Žƌ�<�W^ Ɛ͛�ďƵƐŝŶĞƐƐ�ďĞůŽŶŐ�ƚŽ�<�W^͘��Ž�ŶŽƚ�
ƉŽƐƚ�ƚŚĞŵ�ŽŶ�Ă�ƐŽĐŝĂů�ŵĞĚŝĂ�ƐŝƚĞ�ǁŝƚŚŽƵƚ�<�W^ Ɛ͛�ƉĞƌŵŝƐƐŝŽŶ͘

Links. 
�ŵƉůŽǇĞĞƐ�ŵĂǇ�ƉƌŽǀŝĚĞ�Ă�ůŝŶŬ�ĨƌŽŵ�Ă�ƐŽĐŝĂů�ŵĞĚŝĂ�ƐŝƚĞ�ƚŽ�<�W^ Ɛ͛�ǁĞďƐŝƚĞ�ĚƵƌŝŶŐ�ĞŵƉůŽǇŵĞŶƚ�
;ƐƵďũĞĐƚ�ƚŽ�ĚŝƐĐŽŶƟŶƵĂŶĐĞ�Ăƚ�<�W^ Ɛ͛�ƐŽůĞ�ĚŝƐĐƌĞƟŽŶͿ͘��ŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ĐŽŶƚĂĐƚ�ƚŚĞ�tĞď�ĚĞƐŝŐŶ�
ŐƌŽƵƉ�ƚŽ�ŽďƚĂŝŶ�ƚŚĞ�ŐƌĂƉŚŝĐ�ĨŽƌ�ůŝŶŬƐ�ƚŽ�<�W^ Ɛ͛�ƐŝƚĞ�ĂŶĚ�ƚŽ�ƌĞŐŝƐƚĞƌ�ƚŚĞ�ƐŝƚĞ�ǁŝƚŚ�<�W^͘

Trademarks and copyrights.  
�Ž�ŶŽƚ�ƵƐĞ�<�W^ Ɛ͛�Žƌ�ŽƚŚĞƌƐ͛�ƚƌĂĚĞŵĂƌŬƐ�ŽŶ�Ă�ƐŽĐŝĂů�ŵĞĚŝĂ�ƐŝƚĞ͕�Žƌ�ƌĞƉƌŽĚƵĐĞ�<�W^ Ɛ͛�Žƌ�ŽƚŚĞƌƐ͛�
ŵĂƚĞƌŝĂů�ǁŝƚŚŽƵƚ�ĮƌƐƚ�ŽďƚĂŝŶŝŶŐ�ƉĞƌŵŝƐƐŝŽŶ͘

Legal.  
�ŵƉůŽǇĞĞƐ�ĂƌĞ�ĞǆƉĞĐƚĞĚ�ƚŽ�ĐŽŵƉůǇ�ǁŝƚŚ�Ăůů�ĂƉƉůŝĐĂďůĞ�ůĂǁƐ͕�ŝŶĐůƵĚŝŶŐ�ďƵƚ�ŶŽƚ�ůŝŵŝƚĞĚ�ƚŽ͕�� �
&ĞĚĞƌĂů�dƌĂĚĞ��ŽŵŵŝƐƐŝŽŶ�;&d�Ϳ�ŐƵŝĚĞůŝŶĞƐ͕�ĐŽƉǇƌŝŐŚƚ͕�ƚƌĂĚĞŵĂƌŬ͕�ĂŶĚ�ŚĂƌĂƐƐŵĞŶƚ�ůĂǁƐ͘
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Workplace Expectations
Social Media - Acceptable Use
KCPS restrictions. 
�ĞĐĂƵƐĞ�<�W^�ŝƐ�ƉƵďůŝĐůǇ�ŚĞůĚ͕�ŝƚ�ŵĂǇ�ƌĞƋƵŝƌĞ�ƚŚĂƚ�ĞŵƉůŽǇĞĞƐ�ƚĞŵƉŽƌĂƌŝůǇ�ĐŽŶĮŶĞ�ƐŽĐŝĂů�ŵĞĚŝĂ�
ĐŽŵŵĞŶƚĂƌǇ�ƚŽ�ƚŽƉŝĐƐ�ƵŶƌĞůĂƚĞĚ�ƚŽ�<�W^�Žƌ�ƚŚĂƚ�ĞŵƉůŽǇĞĞƐ�ƚĞŵƉŽƌĂƌŝůǇ�ƐƵƐƉĞŶĚ�ƐƵĐŚ�ĂĐƟǀŝƚǇ�
ƚŽ�ĞŶƐƵƌĞ�ĐŽŵƉůŝĂŶĐĞ�ǁŝƚŚ�ƚŚĞ�^�� Ɛ͛�ƌĞŐƵůĂƟŽŶƐ�Žƌ�ŽƚŚĞƌ�ůĂǁƐ͘�<�W^�ŵĂǇ�ĂůƐŽ�ƌĞƋƵŝƌĞ�� �
ĞŵƉůŽǇĞĞƐ�ƚŽ�ĚĞůĞƚĞ�ƌĞĨĞƌĞŶĐĞƐ�ƚŽ�ŝƚ�ŽŶ�Ă�ǁĞďƐŝƚĞ�Žƌ�tĞď�ůŽŐ�ĂŶĚ�ƚŽ�ƐƚŽƉ�ŝĚĞŶƟĨǇŝŶŐ�� �
ƚŚĞŵƐĞůǀĞƐ�ĂƐ�ĂŶ�ĞŵƉůŽǇĞĞ�ŽĨ�ƚŚĞ�<�W^͘

Discipline. 
sŝŽůĂƟŽŶƐ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�ĚŝƐĐŝƉůŝŶĞ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ŝŵŵĞĚŝĂƚĞ�ƚĞƌŵŝŶĂƟŽŶ�ŽĨ�
ĞŵƉůŽǇŵĞŶƚ͘�Note: Nothing in this policy is meant to, nor should it be interpreted to, in any 
ǁĂǇ�ůŝŵŝƚ�ǇŽƵƌ�ƌŝŐŚƚƐ�ƵŶĚĞƌ�ĂŶǇ�ĂƉƉůŝĐĂďůĞ�ĨĞĚĞƌĂů͕�ƐƚĂƚĞ͕�Žƌ�ůŽĐĂů�ůĂǁƐ͕�ŝŶĐůƵĚŝŶŐ�ǇŽƵƌ�ƌŝŐŚƚƐ�
ƵŶĚĞƌ�ƚŚĞ�EĂƟŽŶĂů�>ĂďŽƌ�ZĞůĂƟŽŶƐ��Đƚ�ƚŽ�ĞŶŐĂŐĞ�ŝŶ�ƉƌŽƚĞĐƚĞĚ�ĐŽŶĐĞƌƚĞĚ�ĂĐƟǀŝƟĞƐ�ǁŝƚŚ�ŽƚŚĞƌ�
ĞŵƉůŽǇĞĞƐ�ƚŽ�ŝŵƉƌŽǀĞ�ƚĞƌŵƐ�ĂŶĚ�ĐŽŶĚŝƟŽŶƐ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͕�ƐƵĐŚ�ĂƐ�ǁĂŐĞƐ�ĂŶĚ�ďĞŶĞĮƚƐ͘

On-duty use of social media. 
�ŵƉůŽǇĞĞƐ�ŵĂǇ�ĞŶŐĂŐĞ�ŝŶ�ƐŽĐŝĂů�ŵĞĚŝĂ�ĂĐƟǀŝƚǇ�ĚƵƌŝŶŐ�ǁŽƌŬ�ƟŵĞ�ƉƌŽǀŝĚĞĚ�ŝƚ�ŝƐ�ĚŝƌĞĐƚůǇ�ƌĞůĂƚĞĚ�
ƚŽ�ƚŚĞŝƌ�ǁŽƌŬ͕�ĂƉƉƌŽǀĞĚ�ďǇ�ƚŚĞŝƌ�ŵĂŶĂŐĞƌ͕ �ĂŶĚ�ĚŽĞƐ�ŶŽƚ�ŝĚĞŶƟĨǇ�Žƌ�ƌĞĨĞƌĞŶĐĞ�<�W^�ĐůŝĞŶƚƐ͕��
ĐƵƐƚŽŵĞƌƐ͕�Žƌ�ǀĞŶĚŽƌƐ�ǁŝƚŚŽƵƚ�ĞǆƉƌĞƐƐ�ƉĞƌŵŝƐƐŝŽŶ͘�<�W^�ŵŽŶŝƚŽƌƐ�ĞŵƉůŽǇĞĞ�ƵƐĞ�ŽĨ�<�W^��
ĐŽŵƉƵƚĞƌƐ�ĂŶĚ�ƚŚĞ�/ŶƚĞƌŶĞƚ͕�ŝŶĐůƵĚŝŶŐ�ĞŵƉůŽǇĞĞ�ďůŽŐŐŝŶŐ�ĂŶĚ�ƐŽĐŝĂů�ŶĞƚǁŽƌŬŝŶŐ�ĂĐƟǀŝƚǇ͘

�ĞůŽǁ�ĂƌĞ�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�ƐŽĐŝĂů�ŵĞĚŝĂ�ƵƐĞ͘
�ŵƉůŽǇĞĞƐ�ŵĂǇ�ŶŽƚ�ƉŽƐƚ�ŝĚĞŶƟĨǇŝŶŐ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�Ă�<�W^�ƐƚƵĚĞŶƚ�Žƌ�<�W^�ĮŶĂŶĐŝĂů͕���
ĐŽŶĮĚĞŶƟĂů͕�ƐĞŶƐŝƟǀĞ�Žƌ�ƉƌŽƉƌŝĞƚĂƌǇ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�<�W^�Žƌ�ĂŶǇ�ŽƚŚĞƌ�ƐĐŚŽŽů�ĚŝƐƚƌŝĐƚ���
ƐƚĂŬĞŚŽůĚĞƌ͘
�ŵƉůŽǇĞĞƐ�ŵĂǇ�ŶŽƚ�ƉŽƐƚ�ŽďƐĐĞŶŝƟĞƐ͕�ƐůƵƌƐ�Žƌ�ƉĞƌƐŽŶĂů�ĂƩĂĐŬƐ�ƚŚĂƚ�ĐĂŶ�ĚĂŵĂŐĞ�ƚŚĞ�ƌĞƉƵƚĂƟŽŶ�
ŽĨ�ƚŚĞ�ĚŝƐƚƌŝĐƚ͕�ƐƚƵĚĞŶƚƐ͕�ĞŵƉůŽǇĞĞƐ͕�ĂƉƉůŝĐĂŶƚƐ�Žƌ�ĂŶǇ�ŽƚŚĞƌ�ƐĐŚŽŽů�ĚŝƐƚƌŝĐƚ�ƐƚĂŬĞŚŽůĚĞƌ͘
tŚĞŶ�ƉŽƐƟŶŐ�ŽŶ�ƐŽĐŝĂů�ŵĞĚŝĂ�ƐŝƚĞƐ͕�ĞŵƉůŽǇĞĞƐ�ŵƵƐƚ�ƵƐĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĚŝƐĐůĂŝŵĞƌ�ǁŚĞŶ�� �
ĚŝƐĐƵƐƐŝŶŐ�ũŽďͲƌĞůĂƚĞĚ�ŵĂƩĞƌƐ͕�“The opinions expressed on this site are my own and do not  
necessarily represent the views of KCPS.”
<�W^�ŵĂǇ�ŵŽŶŝƚŽƌ�ĐŽŶƚĞŶƚ�ŽƵƚ�ŽŶ�ƚŚĞ�/ŶƚĞƌŶĞƚ͘�WŽůŝĐǇ�ǀŝŽůĂƟŽŶƐ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�ĚŝƐĐŝƉůŝŶĞ�ƵƉ�ƚŽ�
ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͘
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Solicitations, Distributions and Posting 
of Materials
<�W^�ƉƌŽŚŝďŝƚƐ�ƚŚĞ�ƐŽůŝĐŝƚĂƟŽŶ͕�ĚŝƐƚƌŝďƵƟŽŶ�ĂŶĚ�ƉŽƐƟŶŐ�
of materials on or at school district property by any 
employee or nonemployee, except as may be  
ƉĞƌŵŝƩĞĚ�ďǇ�ƚŚŝƐ�ƉŽůŝĐǇ͘�dŚĞ�ƐŽůĞ�ĞǆĐĞƉƟŽŶƐ�ƚŽ�ƚŚŝƐ�
ƉŽůŝĐǇ�ĂƌĞ�ĐŚĂƌŝƚĂďůĞ�ĂŶĚ�ĐŽŵŵƵŶŝƚǇ�ĂĐƟǀŝƟĞƐ�� �
supported by KCPS management and 
ĚŝƐƚƌŝĐƚͲ�ƐƉŽŶƐŽƌĞĚ�ƉƌŽŐƌĂŵƐ�ƌĞůĂƚĞĚ�ƚŽ�<�W^�ŐŽĂůƐ�ĂŶĚ�
ŽƵƚĐŽŵĞƐ͘
WƌŽǀŝƐŝŽŶƐ͗
 • Nonemployees may not solicit employees or  

� ĚŝƐƚƌŝďƵƚĞ�ůŝƚĞƌĂƚƵƌĞ�ŽĨ�ĂŶǇ�ŬŝŶĚ�ŽŶ�<�W^�� �
� ƉƌĞŵŝƐĞƐ�Ăƚ�ĂŶǇ�ƟŵĞ͘

 • Employees may only admit nonemployees to  
� ǁŽƌŬ�ĂƌĞĂƐ�ǁŝƚŚ�ŵĂŶĂŐĞŵĞŶƚ�ĂƉƉƌŽǀĂů�Žƌ�ĂƐ��
� ƉĂƌƚ�ŽĨ�Ă�ĚŝƐƚƌŝĐƚͲƐƉŽŶƐŽƌĞĚ�ƉƌŽŐƌĂŵ͘�dŚĞƐĞ��

� � ǀŝƐŝƚƐ�ƐŚŽƵůĚ�ŶŽƚ�ĚŝƐƌƵƉƚ�ǁŽƌŬŇŽǁ͘��Ŷ�� �
 employee must accompany the nonemployee at  
� Ăůů�ƟŵĞƐ͘�&ŽƌŵĞƌ�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ŶŽƚ�ƉĞƌŵŝƩĞĚ

�� � ŽŶƚŽ�ƐĐŚŽŽů�ĚŝƐƚƌŝĐƚ�ƉƌŽƉĞƌƚǇ�ĞǆĐĞƉƚ�ĨŽƌ�ŽĸĐŝĂů��
 business or at the approval of the supervisor of  
� ƚŚĂƚ�ƐĐŚŽŽů͕�ĚĞƉĂƌƚŵĞŶƚ�Žƌ�ĚŝǀŝƐŝŽŶ͘

 • Employees may not solicit other employees   
� ĚƵƌŝŶŐ�ǁŽƌŬ�ƟŵĞƐ͕�ĞǆĐĞƉƚ�ŝŶ�ĐŽŶŶĞĐƟŽŶ�ǁŝƚŚ�Ă��
� ĚŝƐƚƌŝĐƚͲĂƉƉƌŽǀĞĚ�Žƌ�ƐƉŽŶƐŽƌĞĚ�ĞǀĞŶƚ͘

 • Employees may not distribute literature of any  
� ŬŝŶĚ�ĚƵƌŝŶŐ�ǁŽƌŬ�ƟŵĞƐ�Žƌ�ŝŶ�ĂŶǇ�ǁŽƌŬ�ĂƌĞĂ�Ăƚ�

� � ĂŶǇ�ƟŵĞ͕�ĞǆĐĞƉƚ�ŝŶ�ĐŽŶŶĞĐƟŽŶ�ǁŝƚŚ�Ă��� �
� ĚŝƐƚƌŝĐƚͲƐƉŽŶƐŽƌĞĚ�ĞǀĞŶƚ͘

� ͻ� dŚĞ�ƉŽƐƟŶŐ�ŽĨ�ŵĂƚĞƌŝĂůƐ�Žƌ�ĞůĞĐƚƌŽŶŝĐ��� �
� ĂŶŶŽƵŶĐĞŵĞŶƚƐ�ĂƌĞ�ƉĞƌŵŝƩĞĚ�ǁŝƚŚ�ĂƉƉƌŽǀĂů��
� ĨƌŽŵ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘

sŝŽůĂƟŽŶƐ�ŽĨ�ƚŚŝƐ�ƉŽůŝĐǇ�ƐŚŽƵůĚ�ďĞ�ƌĞƉŽƌƚĞĚ�ƚŽ�,ƵŵĂŶ�
ZĞƐŽƵƌĐĞƐ͘�;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ��,�͕��,�Ͳ�W�
;ϭͿ͕��,�Ͳ�W�;ϮͿͿ
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Employee Personnel Files
�ŵƉůŽǇĞĞ�ĮůĞƐ�ĂƌĞ�ŵĂŝŶƚĂŝŶĞĚ�ďǇ�ƚŚĞ�,ƵŵĂŶ��
ZĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ�ĂŶĚ�ĂƌĞ�ĐŽŶƐŝĚĞƌĞĚ�� �
ĐŽŶĮĚĞŶƟĂů͘�DĂŶĂŐĞƌƐ�ĂŶĚ�ƐƵƉĞƌǀŝƐŽƌƐ�ŵĂǇ�ŽŶůǇ�ŚĂǀĞ�
ĂĐĐĞƐƐ�ƚŽ�ƉĞƌƐŽŶŶĞů�ĮůĞ�ŝŶĨŽƌŵĂƟŽŶ�ŽŶ�Ă�ŶĞĞĚͲƚŽͲ
ŬŶŽǁ�ďĂƐŝƐ�Ăƚ�ƚŚĞ�ĚŝƐĐƌĞƟŽŶ�ŽĨ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘
WĞƌƐŽŶŶĞů�ĮůĞ�ĂĐĐĞƐƐ�ďǇ�ĐƵƌƌĞŶƚ�ĞŵƉůŽǇĞĞƐ�ĂŶĚ�ĨŽƌŵĞƌ�
ĞŵƉůŽǇĞĞƐ�ƵƉŽŶ�ƌĞƋƵĞƐƚ�ǁŝůů�ŐĞŶĞƌĂůůǇ�ďĞ�ƉĞƌŵŝƩĞĚ�
ǁŝƚŚŝŶ�ƚŚƌĞĞ�ĚĂǇƐ�ŽĨ�ƚŚĞ�ƌĞƋƵĞƐƚ�ƵŶůĞƐƐ�ŽƚŚĞƌǁŝƐĞ��
ƌĞƋƵŝƌĞĚ�ƵŶĚĞƌ�ƐƚĂƚĞ�ůĂǁ͘�WĞƌƐŽŶŶĞů�ĮůĞƐ�ĂƌĞ�ƚŽ�ďĞ��
ƌĞǀŝĞǁĞĚ�ŝŶ�ƚŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ͘�� �
WĞƌƐŽŶŶĞů�ĮůĞƐ�ŵĂǇ�ŶŽƚ�ďĞ�ƚĂŬĞŶ�ŽƵƚƐŝĚĞ�ƚŚĞ��
ĚĞƉĂƌƚŵĞŶƚ͘
ZĞƉƌĞƐĞŶƚĂƟǀĞƐ�ŽĨ�ŐŽǀĞƌŶŵĞŶƚ�Žƌ�ůĂǁ�ĞŶĨŽƌĐĞŵĞŶƚ�
ĂŐĞŶĐŝĞƐ͕�ŝŶ�ƚŚĞ�ĐŽƵƌƐĞ�ŽĨ�ƚŚĞŝƌ�ĚƵƟĞƐ͕�ŵĂǇ�ďĞ�ĂůůŽǁĞĚ�
ĂĐĐĞƐƐ�ƚŽ�ĮůĞ�ŝŶĨŽƌŵĂƟŽŶ�ĂƐ�ŶĞĐĞƐƐĂƌǇ͘

Personnel Data Changes
�ĂĐŚ�ĞŵƉůŽǇĞĞ�ƐŚĂůů�ƉƌŽŵƉƚůǇ�ŶŽƟĨǇ�ƚŚĞ�,ƵŵĂŶ��
ZĞƐŽƵƌĐĞƐ��ĞƉĂƌƚŵĞŶƚ�ŽĨ�ĂŶǇ�ĐŚĂŶŐĞƐ�ŝŶ�ƉĞƌƐŽŶŶĞů�
data or update them using the Employee Service Portal 
;�^WͿ͘�WĞƌƐŽŶĂů�ŵĂŝůŝŶŐ�ĂĚĚƌĞƐƐĞƐ͕�ƚĞůĞƉŚŽŶĞ�ŶƵŵďĞƌƐ͕�
number and names of dependents, individuals to be 
ĐŽŶƚĂĐƚĞĚ�ŝŶ�ƚŚĞ�ĞǀĞŶƚ�ŽĨ�ĂŶ�ĞŵĞƌŐĞŶĐǇ͕ �ĞĚƵĐĂƟŽŶĂů�
accomplishment, and other such status reports should 
ďĞ�ĂĐĐƵƌĂƚĞ�ĂŶĚ�ĐƵƌƌĞŶƚ�Ăƚ�Ăůů�ƟŵĞƐ͘�/Ĩ�ĂŶǇ�ƉĞƌƐŽŶŶĞů�
data is changed, the employee must update it in the 
�^W�Žƌ�ŶŽƟĨǇ�ƚŚĞ�ŚƵŵĂŶ�ƌĞƐŽƵƌĐĞƐ�ĚĞƉĂƌƚŵĞŶƚ͘��
;^ĞĞ��ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐǇ�'�>Ͳ�W�;ϭͿͿ

Workplace Expectations
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Compensation
Kansas City Public Schools is committed to providing comprehensive bene#ts 

program designed to attract and retain high-quality faculty and sta". Attracting 
and retaining high-quality employees is key to our success.
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Compensation
Payment of wages
^ĂůĂƌǇ�ƉĂǇŵĞŶƚ�ŝƐ�ŵĂĚĞ�ƐĞŵŝͲŵŽŶƚŚůǇ�ĨŽƌ�Ăůů�ĞǆĞŵƉƚ�ĞŵƉůŽǇĞĞƐ͘�WĂǇ�ĚĂǇƐ�ĂƌĞ�ƵƐƵĂůůǇ�ŽŶ�ƚŚĞ�
ϭϱƚŚ�ĂŶĚ�ůĂƐƚ�ĚĂǇ�ŽĨ�ƚŚĞ�ŵŽŶƚŚ͘�/Ĩ�ƉĂǇ�ĚĂǇ�ĨĂůůƐ�ŽŶ�Ă�ŚŽůŝĚĂǇ�Žƌ�ǁĞĞŬĞŶĚ͕�ĞŵƉůŽǇĞĞƐ�ǁŝůů�ƌĞĐĞŝǀĞ�
ƚŚĞŝƌ�ƉĂǇĐŚĞĐŬ�ŽŶ�ƚŚĞ�ƉƌĞĐĞĚŝŶŐ�ǁŽƌŬĚĂǇ͘
,ŽƵƌůǇ�ĞŵƉůŽǇĞĞƐ͛�ƉĂǇŵĞŶƚ�ŝƐ�ŵĂĚĞ�ďŝǁĞĞŬůǇ͘�WĂǇĚĂǇƐ�ĂƌĞ�ƵƐƵĂůůǇ�ĞǀĞƌǇ�ŽƚŚĞƌ�&ƌŝĚĂǇ͘
KǀĞƌƟŵĞ�ƉĂǇŵĞŶƚ͕�ǁŚŝĐŚ�ŝƐ�ŝŶĐůƵĚĞĚ�ǁŝƚŚ�ƚŚĞ�ŶŽŶĞǆĞŵƉƚ�ĞŵƉůŽǇĞĞ Ɛ͕͛�ŝƐ�ĂůƐŽ�ƉĂŝĚ�ďŝǁĞĞŬůǇ͕ �
ǁŝƚŚ�ƐƵĐŚ�ƉĂǇŵĞŶƚ�ĐŽǀĞƌŝŶŐ�ŚŽƵƌƐ�ǁŽƌŬĞĚ�ŝŶ�ƚŚĞ�ƉƌŝŽƌ�ďŝǁĞĞŬůǇ�ƉĞƌŝŽĚ͘��>>�ŽǀĞƌƟŵĞ�Dh^d�ďĞ�
ƉƌĞͲĂƉƉƌŽǀĞĚ�ŝŶ�ǁƌŝƟŶŐ͕�ďǇ�ƚŚĞ�ƐƵƉĞƌǀŝƐŽƌ͘ ��Ŷ�ĞŵƉůŽǇĞĞ�ǁŚŽ�ǁŽƌŬƐ�ƵŶĂƵƚŚŽƌŝǌĞĚ�ŽǀĞƌƟŵĞ�
ŝƐ�ƐƵďũĞĐƚ�ƚŽ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ͕�ůĞĂĚŝŶŐ�ƵƉ�ƚŽ�ƚĞƌŵŝŶĂƟŽŶ͘
�ŵƉůŽǇĞĞƐ�ĂƌĞ�ƉĂŝĚ�ƚŚƌŽƵŐŚ�ĚŝƌĞĐƚ�ĚĞƉŽƐŝƚ�ŽĨ�ĨƵŶĚƐ�ƚŽ�ĞŝƚŚĞƌ�Ă�ƉĂǇ�ĐĂƌĚ͕�ƐĂǀŝŶŐƐ͕�Žƌ�ĐŚĞĐŬŝŶŐ�
ĂĐĐŽƵŶƚ�Ăƚ�ƚŚĞ�ĮŶĂŶĐŝĂů�ŝŶƐƟƚƵƟŽŶ�ŽĨ�ƚŚĞŝƌ�ĐŚŽŝĐĞ͘
Note:�WĂǇŵĞŶƚ�ĨŽƌ�ĐĞƌƚĂŝŶ�ĚƵƟĞƐ�ŽƵƚƐŝĚĞ�ŽĨ�ƌĞŐƵůĂƌ�ĞŵƉůŽǇŵĞŶƚ�ǁŝůů�ďĞ�ĚŝƐƉĞƌƐĞĚ�ĂĐĐŽƌĚŝŶŐ�ƚŽ�
ĐŽŶƚƌĂĐƚ�;ŝ͘Ğ͘�ƐƟƉĞŶĚƐ͕�ĞǆƚƌĂͲĚƵƟĞƐͿ͘��ŽŶƚĂĐƚ�ƉĂǇƌŽůů�ǁŝƚŚ�ĂŶǇ�ƋƵĞƐƟŽŶƐ�ƌĞŐĂƌĚŝŶŐ�ƟŵŝŶŐ͘
/Ĩ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ŵĂƌŝƚĂů�ƐƚĂƚƵƐ�ĐŚĂŶŐĞƐ�Žƌ�ƚŚĞ�ŶƵŵďĞƌ�ŽĨ�ĞǆĞŵƉƟŽŶƐ�ƉƌĞǀŝŽƵƐůǇ�ĐůĂŝŵĞĚ��
ŝŶĐƌĞĂƐĞƐ�Žƌ�ĚĞĐƌĞĂƐĞƐ͕�Ă�ŶĞǁ�&Žƌŵ�tͲϰ�ŵƵƐƚ�ďĞ�ƐƵďŵŝƩĞĚ�ƚŽ�ƚŚĞ�WĂǇƌŽůů�ĚĞƉĂƌƚŵĞŶƚ͘

Direct Deposit
�ŝƌĞĐƚ�ĚĞƉŽƐŝƚ�Žƌ�ƉĂǇ�ĐĂƌĚƐ�ĂƌĞ�ĂǀĂŝůĂďůĞ�ƚŚƌŽƵŐŚ�Ăůů�ďĂŶŬŝŶŐ�ŝŶƐƟƚƵƟŽŶƐ�ĂŶĚ�ŝƐ�ŵĂŶĚĂƚŽƌǇ�ĨŽƌ�
Ăůů�ƐƚĂī͘��ŵƉůŽǇĞĞƐ�ĐĂŶ�ĂĐĐĞƐƐ�;ǀŝĞǁ�ĂŶĚ�ƉƌŝŶƚͿ�ƚŚĞŝƌ�ƉĂǇ�ƌĞĐŽƌĚƐ͕�ƚĂǆ�ĞǆĞŵƉƟŽŶƐ͕�ĂŶĚ�ĐƵƌƌĞŶƚ�
ůĞĂǀĞ�ďĂůĂŶĐĞ�ƚŚƌŽƵŐŚ�ƚŚĞ��ŵƉůŽǇĞĞ�^ĞƌǀŝĐĞ�WŽƌƚĂů͕�Ă�ƐĞĐƵƌĞ�ǁĞď�ďĂƐĞĚ�ƉƌŽŐƌĂŵ͘��ŽŶƚĂĐƚ��
/ŶĨŽƌŵĂƟŽŶ�dĞĐŚŶŽůŽŐǇ�Ăƚ�;ϴϭϲͿ�ϰϭϴͲϳϴϴϴ�ĨŽƌ�ĂƐƐŝƐƚĂŶĐĞ͘��ŶǇ�ĐŚĂŶŐĞƐ�ŝŶ�ďĂŶŬ�ĂĐĐŽƵŶƚ�� �
ŝŶĨŽƌŵĂƟŽŶ�ƐŚŽƵůĚ�ďĞ�ƐƵďŵŝƩĞĚ�ƚŽ�ƚŚĞ�dƌĞĂƐƵƌǇ��ĞƉĂƌƚŵĞŶƚ͕�ƵƐŝŶŐ�ƚŚĞ�ĚŝƌĞĐƚ�ĚĞƉŽƐŝƚ�ĨŽƌŵ�
ĂǀĂŝůĂďůĞ�ŽŶ�ƚŚĞ��^W͘ ��ŚĂŶŐĞƐ�ŵĂǇ�ĂůƐŽ�ďĞ�ŵĂĚĞ�ďǇ�ǀŝƐŝƟŶŐ�ƚŚĞ�dƌĞĂƐƵƌǇ�ǁŝŶĚŽǁ�Ăƚ�ƚŚĞ��ŽĂƌĚ�
ŽĨ��ĚƵĐĂƟŽŶ͕�Žƌ�ďǇ�ĐĂůůŝŶŐ�;ϴϭϲͿ�ϰϭϴͲϭϭϳϲ͘��ŚĂŶŐĞƐ�ŵƵƐƚ�ďĞ�ŵĂĚĞ�ŶŽ�ůĂƚĞƌ�ƚŚĂŶ�ĨŽƵƌ�ǁŽƌŬŝŶŐ�
ĚĂǇƐ�ďĞĨŽƌĞ�Ă�ƉĂǇ�ĚĂƚĞ͘

Pay Check Errors
/Ĩ�ǇŽƵ�ďĞůŝĞǀĞ�ƚŚĞƌĞ�ŚĂƐ�ďĞĞŶ�ĂŶ�ĞƌƌŽƌ�ŽŶ�ǇŽƵƌ�ƉĂǇĐŚĞĐŬ͕�ƉůĞĂƐĞ�ĐŽŶƚĂĐƚ�ƚŚĞ�WĂǇƌŽůů�DĂŶĂŐĞƌ�Ăƚ�
;ϴϭϲͿ�ϰϭϴͲϳϮϬϮ͘�&ĂŝůƵƌĞ�ƚŽ�ƌĞƉŽƌƚ�ĂŶ�ŽǀĞƌƉĂǇŵĞŶƚ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�ĚŝƐĐŝƉůŝŶĞ�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�
ƚĞƌŵŝŶĂƟŽŶ͘
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Employee Service Portal
Every KCPS Employee has access to the Employee  
^ĞƌǀŝĐĞ�WŽƌƚĂů�;�^WͿ͘�dŚĞ�ĞŵƉůŽǇĞĞ�ƉŽƌƚĂů�ŐŝǀĞƐ�Ăůů���
employees direct and immediate access to the  
ĨŽůůŽǁŝŶŐ�ĞŵƉůŽǇĞĞ�ŝŶĨŽƌŵĂƟŽŶ͗
� ͻ� �ŵƉůŽǇĞĞ��ĞŶĞĮƚ�ĂŶĚ��ĞĚƵĐƟŽŶƐ͗�Employee  

� WůĂŶƐ͕��ŵŽƵŶƚƐ͕�zĞĂƌͲƚŽͲ�ĂƚĞ͕�^ƚĂƌƚͬ�ŶĚ��ĂƚĞƐ 
� ͻ� �ĞƌƟĮĐĂƚĞ�Θ��ĚƵĐĂƟŽŶ�ZĞĐŽƌĚƐ͗�Monitor   

� �ĚƵĐĂƚŽƌ��ĞƌƟĮĐĂƚĞƐ�ĂŶĚ��ĚƵĐĂƟŽŶ�ZĞĐŽƌĚƐ
� ͻ� >ĞĂǀĞƐ͗��ŚĞĐŬ�ǇŽƵƌ�s���ĂŶĚ�WdK�ďĂůĂŶĐĞƐ�ĂŶĚ��

� ƚƌĂĐŬ�ƟŵĞ�ƵƐĞĚ
� ͻ� WĂǇƌŽůů͗�WĂǇ��ŚĞĐŬͬWĂǇ�^ƚƵď��ĞƚĂŝů
� ͻ� �ŵƉůŽǇĞĞ��ŝƌĞĐƚŽƌǇ͗��ŝƐƉůĂǇƐ�ǁŽƌŬ�ƉŚŽŶĞ�ĂŶĚ��

� ĞŵĂŝů�ĨŽƌ�ĂĐƟǀĞ�ĞŵƉůŽǇĞĞƐ
� ͻ� �ŵƉůŽǇĞƌ�&ŽƌŵƐ͗�&ƵƚƵƌĞ�ƵƐĞ�;ƚĂǆ�ĨŽƌŵƐ͕�� �

� ĚĞŵŽŐƌĂƉŚŝĐ�ĐŚĂŶŐĞ�ĨŽƌŵƐ͕�ĞƚĐ͘Ϳ
� ͻ� <�W^�,ŽŵĞ�WĂŐĞ͗�>ŝŶŬ�ƚŽ��ŝƐƚƌŝĐƚ Ɛ͛�tĞďƐŝƚĞ
� ͻ� �ŝƌĞĐƚ��ĞƉŽƐŝƚ�&Žƌŵ

dŽ�ĂĐĐĞƐƐ�ƚŚĞ�ƉŽƌƚĂů͗
� ϭ͘� EĂǀŝŐĂƚĞ�ƚŽ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�hZ>͗��� � �

 ŚƩƉƐ͗ͬͬŬĐƉƐ͘ĂůŝŽŚŽƐƚ͘ŶĞƚ͗ϭϬϰϰϯͬ�^W�Žƌ�ĐůŝĐŬ�ŽŶ��
� ƚŚĞ��^W�ŝĐŽŶ�ŽŶ�ƚŚĞ�<�W^�ǁĞďƐŝƚĞ͘

 2. Click ‘Create an account’.
� ϯ͘� �ŽŵƉůĞƚĞ�ƚŚĞ�ǁĞď�ĨŽƌŵ
� ϰ͘� �ůŝĐŬ�͚^Ƶďŵŝƚ͛͘
� ϱ͘� &ŽůůŽǁ�ƚŚĞ�ŝŶƐƚƌƵĐƟŽŶƐ�ƉƌŽǀŝĚĞĚ�ŝŶ�ƚŚĞ�� �

� ĂĐƟǀĂƟŽŶ�ĞŵĂŝů�ƚŽ�ĂĐƟǀĂƚĞ�ƚŚĞ��ŵƉůŽǇĞĞ�� �
� ^ĞƌǀŝĐĞ�WŽƌƚĂů�ĂĐĐŽƵŶƚ͘
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Compensation
Time Reporting
��ǁŽƌŬ�ŚŽƵƌ�ŝƐ�ĂŶǇ�ŚŽƵƌ�ŽĨ�ƚŚĞ�ĚĂǇ�ƚŚĂƚ�ŝƐ�ǁŽƌŬĞĚ�ĂŶĚ�ƐŚŽƵůĚ�ďĞ�ƌĞĐŽƌĚĞĚ�ƚŽ�ƚŚĞ�ŶĞĂƌĞƐƚ�ƚĞŶƚŚ�
ŽĨ�ĂŶ�ŚŽƵƌ͘ �dŚĞ�ǁŽƌŬĚĂǇ�ŝƐ�ĚĞĮŶĞĚ�ĂƐ�ƚŚĞ�ϮϰͲŚŽƵƌ�ƉĞƌŝŽĚ�ƐƚĂƌƟŶŐ�Ăƚ�ϭϮ͗ϬϬ��D�ĂŶĚ�ĞŶĚŝŶŐ�Ăƚ�
ϭϭ͗ϱϵ�WD͘�dŚĞ�ǁŽƌŬǁĞĞŬ�ĐŽǀĞƌƐ�ϳ�ĐŽŶƐĞĐƵƟǀĞ�ĚĂǇƐ�ďĞŐŝŶŶŝŶŐ�ŽŶ�DŽŶĚĂǇ�ĂŶĚ�ĞŶĚŝŶŐ�ŽŶ��
^ƵŶĚĂǇ͘
KǀĞƌƟŵĞ�ŝƐ�ĚĞĮŶĞĚ�ĂƐ�ŚŽƵƌƐ�ǁŽƌŬĞĚ�ďǇ�ĂŶ�ŚŽƵƌůǇ�Žƌ�ŶŽŶĞǆĞŵƉƚ�ĞŵƉůŽǇĞĞ�ŝŶ�ĞǆĐĞƐƐ�ŽĨ�ϰϬ�
ŚŽƵƌƐ�ŝŶ�Ă�ǁŽƌŬǁĞĞŬ�ĂŶĚ�ƐŚŽƵůĚ�ďĞ�ƌĞĐŽƌĚĞĚ�ƚŽ�ƚŚĞ�ŶĞĂƌĞƐƚ�ƚĞŶƚŚ�ŽĨ�ĂŶ�ŚŽƵƌ͘ �KǀĞƌƟŵĞ�ŵƵƐƚ�
ďĞ�ĂƉƉƌŽǀĞĚ�ŝŶ�ĂĚǀĂŶĐĞ�ďǇ�ƚŚĞ�ŵĂŶĂŐĞƌ�ƚŽ�ǁŚŽŵ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƌĞƉŽƌƚƐ͘�&ĂŝůƵƌĞ�ƚŽ�ƌĞĐĞŝǀĞ��
ƉƌŝŽƌ�ĂƉƉƌŽǀĂů�ĨŽƌ�ŽǀĞƌƟŵĞ͕�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�ĚŝƐĐŝƉůŝŶĞ͕�ůĞĂĚŝŶŐ�ƵƉ�ƚŽ�ƚĞƌŵŝŶĂƟŽŶ͘
�ŵƉůŽǇĞĞƐ�ǁŝůů�ƐƵďŵŝƚ�ƚŚĞŝƌ�ƟŵĞ�ƌĞĐŽƌĚ�ĂƐ�ĚŝƌĞĐƚĞĚ�ďǇ�ƚŚĞŝƌ�ŵĂŶĂŐĞƌ�Žƌ�ĂĐĐŽƌĚŝŶŐ�ƚŽ�ƚŚĞ��
ƌĞƐƉĞĐƟǀĞ�ƉƌŽĐĞĚƵƌĞƐ�ĨŽƌ�ƚŚĞŝƌ�ǁŽƌŬ�ƐŝƚĞ͘��ĂĐŚ�ĞŵƉůŽǇĞĞ�ŝƐ�ƚŽ�ŵĂŝŶƚĂŝŶ�ĂŶ�ĂĐĐƵƌĂƚĞ�ĚĂŝůǇ��
ƌĞĐŽƌĚ�ŽĨ�ŚŝƐ�Žƌ�ŚĞƌ�ŚŽƵƌƐ�ǁŽƌŬĞĚ͘��ůů�ƚĂƌĚŝŶĞƐƐ�ĂŶĚͬŽƌ�ĂďƐĞŶĐĞƐ�ĨƌŽŵ�ǁŽƌŬ�ƐĐŚĞĚƵůĞƐ�ƐŚŽƵůĚ�
ďĞ�ĂĐĐƵƌĂƚĞůǇ�ĂŶĚ�ĂƉƉƌŽƉƌŝĂƚĞůǇ�ƌĞĐŽƌĚĞĚ͘�&ĂŝůƵƌĞ�ƚŽ�ĚŽ�ƐŽ�ŝƐ�ĐŽŶƐŝĚĞƌĞĚ�ĨƌĂƵĚ�ĂŶĚ�ŝƐ�ƐƵďũĞĐƚ�ƚŽ�
ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ͕�ůĞĂĚŝŶŐ�ƵƉ�ƚŽ�ƚĞƌŵŝŶĂƟŽŶ

Lunch/Rest Periods
dŚĞ�ƐĐŚĞĚƵůŝŶŐ�ŽĨ�ůƵŶĐŚ�Ăƚ�<�W^�ŝƐ�ƐĞƚ�ďĂƐĞĚ�ŽŶ�ƚŚĞ�ƐĐŚŽŽů͛Ɛ�ƐĐŚĞĚƵůĞ�Žƌ�ďǇ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�
ŝŵŵĞĚŝĂƚĞ�ŵĂŶĂŐĞƌ�ǁŝƚŚ�ƚŚĞ�ŐŽĂů�ŽĨ�ƉƌŽǀŝĚŝŶŐ�ƚŚĞ�ůĞĂƐƚ�ƉŽƐƐŝďůĞ�ĚŝƐƌƵƉƟŽŶ�ƚŽ�ĚŝƐƚƌŝĐƚ�ďƵƐŝŶĞƐƐ�
ĂŶĚ�ŽƉĞƌĂƟŽŶƐ͘���ƐƵƉĞƌǀŝƐŽƌ�ŵĂǇ�ŐŝǀĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ĚŝƐĐƌĞƟŽŶ�ĂƐ�ƚŽ�ǁŚĞŶ�ƚŽ�ƚĂŬĞ�ůƵŶĐŚ͘�>ƵŶĐŚ�
ďƌĞĂŬ�ŝƐ�ƚǇƉŝĐĂůůǇ�ϯϬ�ŵŝŶƵƚĞƐ�ŝŶ�ůĞŶŐƚŚ�ĂŶĚ�ƐŚŽƵůĚ�ŶŽƚ�ďĞ�ĐŽŵďŝŶĞĚ�ǁŝƚŚ�ƌĞƐƚ�ďƌĞĂŬƐ͘

Rest Breaks
^ĂůĂƌŝĞĚ�ĞŵƉůŽǇĞĞƐ͕�ĂƐ�ƚŚĞǇ�ĂƌĞ�ƉĂŝĚ�Ă�ǁĞĞŬůǇ�ƐĂůĂƌǇ�ƌĞŐĂƌĚůĞƐƐ�ŽĨ�ƚŚĞ�ŚŽƵƌƐ�ƚŚĞǇ�ǁŽƌŬ͕�ŵĂǇ�
ĐŚŽŽƐĞ�ƚŽ�ƚĂŬĞ�ďƌĞĂŬƐ�ĂƐ�ŶĞĞĚĞĚ�ǁŝƚŚŽƵƚ�ĚŝƐƌƵƉƟŶŐ�ƚŚĞ�ǁŽƌŬ�ĞǆƉĞĐƚĂƟŽŶƐ�ĂŶĚ�ƌĞƐƉŽŶƐŝďŝůŝƟĞƐ͘�
EŽŶĞǆĞŵƉƚ�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ƉĞƌŵŝƩĞĚ�Ă�ϭϱͲŵŝŶƵƚĞ�ƌĞƐƚ�ďƌĞĂŬ�ĨŽƌ�ĞĂĐŚ�ĨŽƵƌ�ŚŽƵƌƐ�ŽĨ�ǁŽƌŬ͘��
EŽŶĞǆĞŵƉƚ�ĞŵƉůŽǇĞĞƐ�ŽŶ�ƌĞƐƚ�ďƌĞĂŬƐ�ĂƌĞ�ŶŽƚ�ƌĞƋƵŝƌĞĚ�ƚŽ�ĐůŽĐŬ�ŝŶ�ĂŶĚ�ĐůŽĐŬ�ŽƵƚ�ďĞĐĂƵƐĞ�ƚŚŝƐ�
ƟŵĞ�ŝƐ�ĐŽŶƐŝĚĞƌĞĚ�͞ƟŵĞ�ǁŽƌŬĞĚ͟�ĂŶĚ�ŝƐ�ĐŽŵƉĞŶƐĂďůĞ͘

Impermissible Use of Meal Period and/or Rest Breaks
EĞŝƚŚĞƌ�ƚŚĞ�ůƵŶĐŚ�ƉĞƌŝŽĚ�ŶŽƌ�ƚŚĞ�ƌĞƐƚ�ďƌĞĂŬ;ƐͿ�ŵĂǇ�ďĞ�ƵƐĞĚ�ƚŽ�ĂĐĐŽƵŶƚ�ĨŽƌ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ůĂƚĞ�
ĂƌƌŝǀĂů�Žƌ�ĞĂƌůǇ�ĚĞƉĂƌƚƵƌĞ�Žƌ�ƚŽ�ĐŽǀĞƌ�ƟŵĞ�Žī�ĨŽƌ�ŽƚŚĞƌ�ƉƵƌƉŽƐĞƐͶĨŽƌ�ĞǆĂŵƉůĞ͕�ƌĞƐƚ�ďƌĞĂŬƐ�
ŵĂǇ�ŶŽƚ�ďĞ�ĂĐĐƵŵƵůĂƚĞĚ�ƚŽ�ĞǆƚĞŶĚ�Ă�ŵĞĂů�ƉĞƌŝŽĚ͕�ĂŶĚ�ƌĞƐƚ�ďƌĞĂŬƐ�ŵĂǇ�ŶŽƚ�ďĞ�ĐŽŵďŝŶĞĚ�ƚŽ�
ĂůůŽǁ�ŽŶĞ�ŚĂůĨͲŚŽƵƌ�ůŽŶŐ�ďƌĞĂŬ͘
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Overtime Pay (nonexempt employees)
EŽŶĞǆĞŵƉƚ�ĞŵƉůŽǇĞĞƐ�ǁŚŽ�ĞǆĐĞĞĚ�ϰϬ�ŚŽƵƌƐ�ŽĨ�ǁŽƌŬ�
ƟŵĞ�ŝŶ�Ă�ǁŽƌŬǁĞĞŬ�ǁŝůů�ďĞ�ƉĂŝĚ�ƟŵĞͲĂŶĚͲĂͲŚĂůĨ͘
WĂŝĚ�ůĞĂǀĞ͕�ƐƵĐŚ�ĂƐ�ŚŽůŝĚĂǇ͕ �ƐŝĐŬ�Žƌ�ǀĂĐĂƟŽŶ�ƉĂǇ͕ �ĚŽĞƐ�
ŶŽƚ�ĂƉƉůǇ�ƚŽǁĂƌĚ�ǁŽƌŬ�ƟŵĞ͘
dŚĞ�ǁŽƌŬǁĞĞŬ�ďĞŐŝŶƐ�Ăƚ�ϭϮ͗ϬϬ��D͘�ŽŶ�DŽŶĚĂǇ�
ŵŽƌŶŝŶŐ�ĂŶĚ�ĞŶĚƐ�Ăƚ�ϭϭ͗ϱϵ�WD͘�ŽŶ�^ƵŶĚĂǇ�ŶŝŐŚƚ͘�
Supervisors are required to obtain approval from 
ŵĂŶĂŐĞƌƐ�ƉƌŝŽƌ�ƚŽ�ƚŚĞ�ƵƐĞ�ŽĨ�ŽǀĞƌƟŵĞ͘
�ŵƉůŽǇĞĞƐ�ǁŚŽ�ĂŶƟĐŝƉĂƚĞ�ƚŚĞ�ŶĞĞĚ�ĨŽƌ�ŽǀĞƌƟŵĞ�ƚŽ�
ĐŽŵƉůĞƚĞ�ƚŚĞ�ǁĞĞŬ Ɛ͛�ǁŽƌŬ�ŵƵƐƚ�ŶŽƟĨǇ�ƚŚĞ�ƐƵƉĞƌǀŝƐŽƌ�
ŝŶ�ĂĚǀĂŶĐĞ�ĂŶĚ�ŽďƚĂŝŶ�ĂƉƉƌŽǀĂů�ďĞĨŽƌĞ�ǁŽƌŬŝŶŐ�ŚŽƵƌƐ�
ƚŚĂƚ�ĞǆƚĞŶĚ�ďĞǇŽŶĚ�ƚŚĞŝƌ�ŶŽƌŵĂů�ƐĐŚĞĚƵůĞ͘
During busy periods employees may be required to 
ǁŽƌŬ�ĞǆƚĞŶĚĞĚ�ŚŽƵƌƐ͘�/Ŷ�ƚŚŽƐĞ�ĐĂƐĞƐ͕�Ă�ĨĂŝƌ�ĂŶĚ�
ĞƋƵŝƚĂďůĞ�ƌŽƚĂƟŽŶ�ƐǇƐƚĞŵ�ǁŝůů�ďĞ�ĞƐƚĂďůŝƐŚĞĚ͕�ƐŽ�ĂƐ�ŶŽƚ�
ƚŽ�ĚŝƐĂĚǀĂŶƚĂŐĞ�ĂŶǇ�ĞŵƉůŽǇĞĞ͘
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“Learning is not attained by chance, it must be sought 
for with ardor and attended to with diligence.” 

-Abigail Adams
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General Leave and Time off
Our bene#ts programs are constantly reviewed to identify better ways to 

deliver world-class bene#ts. Additionally, we o"er generous paid time o", many 
#nancial savings opportunities and options that make balancing work and 

personal life easier. 57



General Leave and Time Off
Vacation 
�ůů�;ϭϮͿ�ŵŽŶƚŚ�ĨƵůů�ƟŵĞ�ĞŵƉůŽǇĞĞƐ�ƐŚĂůů�ďĞ�ĞŶƟƚůĞĚ�ƚŽ�ĂŶŶƵĂů�ƉĂŝĚ�ǀĂĐĂƟŽŶ�ĂƐ�ĨŽůůŽǁƐ͗

�ĂĐŚ�ĞŵƉůŽǇĞĞ�ŝƐ�ƌĞƐƉŽŶƐŝďůĞ�ĨŽƌ�ƌĞƋƵĞƐƟŶŐ�ǀĂĐĂƟŽŶ�ǁŝƚŚ�ƉƌŽƉĞƌ�ƉĂƉĞƌǁŽƌŬ�ĂŶĚ�ĂĚǀĂŶĐĞ��
ŶŽƟĮĐĂƟŽŶ�ƚŽ�ŚŝƐͬŚĞƌ�ŝŵŵĞĚŝĂƚĞ�ƐƵƉĞƌǀŝƐŽƌ͘ ��ůƚŚŽƵŐŚ�ǀĂĐĂƟŽŶ�ƌĞƋƵĞƐƚƐ�ǁŝůů�ďĞ�ŐƌĂŶƚĞĚ���
ǁŚĞŶĞǀĞƌ�ƉŽƐƐŝďůĞ͕�ĐŽŶƐŝĚĞƌĂƟŽŶ�ǁŝůů�ďĞ�ŐŝǀĞŶ�ƚŽ�ƚŚĞ�ƐƚĂĸŶŐ�ŶĞĞĚƐ�ŽĨ�ƚŚĞ�ĚĞƉĂƌƚŵĞŶƚ͘��ůů�
ĞŵƉůŽǇĞĞƐ�ǁŚŽ�ĂƌĞ�ƚĞƌŵŝŶĂƚĞĚ�ďǇ�<�W^�ǁŝůů�ďĞ�ƉĂŝĚ�Ăůů�ǀĂĐĂƟŽŶ�ƉĂǇ�ĨŽƌ�ǁŚŝĐŚ�ƚŚĞǇ�ĂƌĞ�ĞůŝŐŝďůĞ͘�
�ƚ�ƚŚĞ�ĞŶĚ�ŽĨ�ĞĂĐŚ�ĮƐĐĂů�ǇĞĂƌ�;:ƵŶĞ�ϯϬǦǚͿ͕�ǀĂĐĂƟŽŶ�ĂĐĐƌƵŝŶŐ�ĞŵƉůŽǇĞĞƐ�ŵĂǇ�ƌŽůů�Ă�ŵĂǆŝŵƵŵ�
ŽĨ�ϱϬ�ǀĂĐĂƟŽŶ�ĚĂǇƐ�ŝŶƚŽ�ƚŚĞ�ŶĞǆƚ�ĮƐĐĂů�ǇĞĂƌ͘ �sĂĐĂƟŽŶ�ĂĐĐƌƵŝŶŐ�ĞŵƉůŽǇĞĞƐ�ǁŚŽ�ŚĂǀĞ�ĂĐĐƌƵĞĚ�
more than 50 days may be paid out a maximum of 5 days at their daily rate, depending on the 
ĂŵŽƵŶƚ�ŽĨ�ƵŶƵƐĞĚ�ƟŵĞ�ƌĞŵĂŝŶŝŶŐ�;ŵĂǇ�ǀĂƌǇ�ďǇ�ĞŵƉůŽǇĞĞͿ͘��ŶǇ�ƵŶƵƐĞĚ�ǀĂĐĂƟŽŶ�ƟŵĞ�� �
ĞǆĐĞĞĚŝŶŐ�ϱϱ�ĚĂǇƐ�ǁŝůů�ďĞ�ĨŽƌĨĞŝƚĞĚ͘
�ůů�ŽƚŚĞƌ�ĞŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ƐĞĞ�ƚŚĞ�ƚĞƌŵƐ�ŽĨ�ƚŚĞ�ĂƉƉůŝĐĂďůĞ�ĐŽůůĞĐƟǀĞ�ďĂƌŐĂŝŶŝŶŐ�ĂŐƌĞĞŵĞŶƚ�ĨŽƌ�
ƐƉĞĐŝĮĐ�ĚĞƚĂŝůƐ͘

Paid Time Off (PTO) 
WĂŝĚ�dŝŵĞ�Kī�;WdKͿ�ŝƐ�ĐŽŵďŝŶĞĚ�ƐŝĐŬ�ƟŵĞ�ĂŶĚ�ƉĞƌƐŽŶĂů�ĚĂǇƐ͘�/ƚ�ĐĂŶ�ďĞ�ƵƐĞĚ�ĨŽƌ�ŝůůŶĞƐƐ͕�ĚŽĐƚŽƌ Ɛ͛�
ĂƉƉŽŝŶƚŵĞŶƚƐ�Žƌ�ƉĞƌƐŽŶĂů�ďƵƐŝŶĞƐƐ͘��ůů�ĨƵůů�ƟŵĞ�ĞŵƉůŽǇĞĞƐ�ƐŚĂůů�ďĞ�ŐŝǀĞŶ�ƚŚŝƌƚĞĞŶ�;ϭϯͿ�WdK�
ĚĂǇƐ�Ăƚ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�ƚŚĞ�ĮƐĐĂů�ǇĞĂƌ�;:ƵůǇ�ϭͿ͘�WdK�ĐĂŶŶŽƚ�ďĞ�ƵƐĞĚ�ŽŶ�ƚŚĞ�ĚĂǇ�ďĞĨŽƌĞ�Žƌ�ĂŌĞƌ�
ƚŚĞ�ŚŽůŝĚĂǇ�ƵŶůĞƐƐ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ŝůů͕�ŝŶ�ǁŚŝĐŚ�ĐĂƐĞ͕�Ă�ĚŽĐƚŽƌ Ɛ͛�ĞǆĐƵƐĞ�ŵĂǇ�ďĞ�ƌĞƋƵĞƐƚĞĚ͘�WdK�
ĚĂǇƐ�ŵĂǇ�ŶŽƚ�ďĞ�ƌĞƚƌŽĂĐƟǀĞůǇ�ĚĞƐŝŐŶĂƚĞĚ͕�ƵŶůĞƐƐ�ƚŚĞ�ĐŽŶĚŝƟŽŶƐ�ĨŽƌ�ĂŶ�ĞŵĞƌŐĞŶĐǇ�ĂƌĞ�ŵĞƚ͘�
WdK�ĚĂǇƐ�ĂƌĞ�ƐƵďũĞĐƚ�ƚŽ�ĞǆŚĂƵƐƟŽŶ�ĂƐ�ƉĂƌƚ�ŽĨ�&D>��ůĞĂǀĞ͘��ůů�ŽƚŚĞƌ�ĞŵƉůŽǇĞĞƐ�ƐŚŽƵůĚ�ƐĞĞ�ƚŚĞ�
ƚĞƌŵƐ�ŽĨ�ƚŚĞ�ĂƉƉůŝĐĂďůĞ�ĐŽůůĞĐƟǀĞ�ďĂƌŐĂŝŶŝŶŐ�ĂŐƌĞĞŵĞŶƚ�ĨŽƌ�ƐƉĞĐŝĮĐ�ĚĞƚĂŝůƐ͘

7.5 
Hour
Employee
Accrual
Rate 

Hours earned
per pay period

zĞĂƌƐ�ŽĨ�^ĞƌǀŝĐĞ
ZĞƋƵŝƌĞŵĞŶƚ

3.12
3.75
4.37
5.00
5.63
6.25

1 - 12 months
13 - 24 months
25 - 36 months
37 - 48 months
49 - 60 months
61+ months

8 
Hour
Employee
Accrual
Rate 

Hours earned
per pay period

zĞĂƌƐ�ŽĨ�^ĞƌǀŝĐĞ
ZĞƋƵŝƌĞŵĞŶƚ

3.33
4.00
4.66
5.33
6.00
6.66

1 - 12 months
13 - 24 months
25 - 36 months
37 - 48 months
49 - 60 months
61+ months
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Absence Due to Illness 
dŽ�ŵĂŝŶƚĂŝŶ�ĞĸĐŝĞŶƚ�ŽƉĞƌĂƟŽŶƐ�ŽĨ�<�W^͕�ŝƚ�ŝƐ�ŝŵƉŽƌƚĂŶƚ�ƚŚĂƚ�ĞǀĞƌǇ�ĞŵƉůŽǇĞĞ�ŝƐ�ƉƌĞƐĞŶƚ�ŽŶ�ƚŚĞ�
ũŽď�ĂŶĚ�ŽŶ�ƟŵĞ͘�&Žƌ�ƚŚŝƐ�ƌĞĂƐŽŶ͕�ĐĂƌĞĨƵů�ĂƩĞŶƟŽŶ�ŝƐ�ŐŝǀĞŶ�ƚŽ�ƉƌŽŵƉƚŶĞƐƐ͕�ĂďƐĞŶĐĞ�ƌĞĐŽƌĚ�ĂŶĚ�
ŽǀĞƌĂůů�ĚĞƉĞŶĚĂďŝůŝƚǇ͘
<�W^�ƌĞĐŽŐŶŝǌĞƐ͕�ŚŽǁĞǀĞƌ͕ �ƚŚĂƚ�ĂŶ�ĞŵƉůŽǇĞĞ�ŵĂǇ�ŽĐĐĂƐŝŽŶĂůůǇ�ďĞ�ĚŝƐĂďůĞĚ�ďǇ�ŝŶũƵƌǇ�Žƌ�ŝůůŶĞƐƐ͘�
�Ɛ�Ă�ƌĞƐƵůƚ͕�ƚŚĞ��ďƐĞŶĐĞ��ƵĞ�ƚŽ�/ůůŶĞƐƐ�ƉŽůŝĐǇ�ŝƐ�ĚĞƐŝŐŶĞĚ�ƚŽ�ƉƌŽǀŝĚĞ�ƉƌŽƚĞĐƟŽŶ�ƚŽ�ĞŵƉůŽǇĞĞƐ�
ĂŐĂŝŶƐƚ�ůŽƐƐ�ŽĨ�ŝŶĐŽŵĞ�ĚƵƌŝŶŐ�ƵŶĂǀŽŝĚĂďůĞ�ŝůůŶĞƐƐ�Žƌ�ŝŶũƵƌǇ͘
dŽ�ďĞ�ĞůŝŐŝďůĞ�ĨŽƌ�WdK�ĚĂǇƐ͕�ĞŵƉůŽǇĞĞƐ�ƵŶĂďůĞ�ƚŽ�ƌĞƉŽƌƚ�ƚŽ�ǁŽƌŬ�ĚƵĞ�ƚŽ�ŝůůŶĞƐƐ�ŵƵƐƚ�ƚĞůĞƉŚŽŶĞ�
ƚŚĞŝƌ�ƐƵƉĞƌǀŝƐŽƌ�ĚŝƌĞĐƚůǇ�;Žƌ�ƚŽ�ƚŚĞ�ĚĞƐŝŐŶĂƚĞĚ�ƐŝĐŬ�ůŝŶĞͿ�ĞĂĐŚ�ĚĂǇ�ŽĨ�ƚŚĞŝƌ�ĂďƐĞŶĐĞ͕�ĂƐ�ĨĂƌ�ŝŶ��
ĂĚǀĂŶĐĞ�ĂƐ�ƉŽƐƐŝďůĞ͕�ďƵƚ�ŶŽ�ůĂƚĞƌ�ƚŚĂŶ�ƚǁŽ�ŚŽƵƌƐ�ďĞĨŽƌĞ�ƚŚĞŝƌ�ƐĐŚĞĚƵůĞĚ�ĂƌƌŝǀĂů�ƟŵĞ͘�dŚĞ��
ƐƵƉĞƌǀŝƐŽƌ�ŵƵƐƚ�ďĞ�ĐŽŶƚĂĐƚĞĚ�ĞĂĐŚ�ĚĂǇ�ŽĨ�ĂďƐĞŶĐĞ͘�dŚŝƐ�ƉŽůŝĐǇ�ŵƵƐƚ�ďĞ�ĨŽůůŽǁĞĚ�ƵŶůĞƐƐ�ĂŶ�
ĞǆĐĞƉƟŽŶ�ŚĂƐ�ďĞĞŶ�ŵĂĚĞ�ĨŽƌ�Ă�ƉĂƌƟĐƵůĂƌ�ĂďƐĞŶĐĞ͕�ĂŶĚ�Ă�ǁƌŝƩĞŶ�ŵĞŵŽ�ƚŽ�ƚŚŝƐ�ĞīĞĐƚ�ŚĂƐ�ďĞĞŶ�
ƐĞŶƚ�ƚŽ�ƚŚĞ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘
�Ŷ�ĞŵƉůŽǇĞĞ�ŵĂǇ�ďĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�ƉƌŽǀŝĚĞ�Ă�ĚŽĐƚŽƌ Ɛ͛�ĐĞƌƟĮĐĂƚĞ�ƚŽ�ƚŚĞ�ƉƌŝŶĐŝƉĂů͕�ƐƵƉĞƌǀŝƐŽƌ�Žƌ�
ďƵŝůĚŝŶŐ�ĂĚŵŝŶŝƐƚƌĂƚŽƌ͗
� ϭ͘� /Ĩ�ŚĞ�Žƌ�ƐŚĞ�ŝƐ�ĂďƐĞŶƚ�ŵŽƌĞ�ƚŚĂŶ�ƚŚƌĞĞ�;ϯͿ�ĐŽŶƐĞĐƵƟǀĞ�ĚĂǇƐ�ĨŽƌ�ƉĞƌƐŽŶĂů�ŝůůŶĞƐƐ�Žƌ�ŝŶũƵƌǇ͖��

 or
� Ϯ͘� /Ŷ�ƚŚĞ�ĞǀĞŶƚ�ƚŚĂƚ�ŵŝƐƵƐĞ�ŽĨ�WdK�ĚĂǇƐ�ŝƐ�ƌĞĂƐŽŶĂďůǇ�ƐƵƐƉĞĐƚĞĚ͘
&ĂŝůƵƌĞ�ƚŽ�ƉƌŽǀŝĚĞ�ƌĞƋƵĞƐƚĞĚ�ĐŽŶĮƌŵĂƟŽŶ�ŽĨ�ŝůůŶĞƐƐ�ŵĂǇ�ƌĞƐƵůƚ�ŝŶ�ŶŽŶͲĐĞƌƟĮĐĂƟŽŶ�ŽĨ�ƟŵĞ�ĨŽƌ�
ĚƵƌĂƟŽŶ�ŽĨ�ĂďƐĞŶĐĞ�ĂŶĚͬŽƌ�ĚŝƐĐŝƉůŝŶĂƌǇ�ĂĐƟŽŶ͕�ƵƉ�ƚŽ�ĂŶĚ�ŝŶĐůƵĚŝŶŐ�ƚĞƌŵŝŶĂƟŽŶ͕�ĨŽƌ�� �
ƵŶĂƵƚŚŽƌŝǌĞĚ�ĂďƐĞŶĐĞ͘

Holidays 
�ůů�ĨƵůůͲƟŵĞ�ĞŵƉůŽǇĞĞƐ�ŶŽƚ�ƐƵďũĞĐƚ�ƚŽ�ƚŚĞ�����;ŝŶĐůƵĚŝŶŐ�ƚŚŽƐĞ�ŝŶ�ŝŶŝƟĂů�ĞŵƉůŽǇŵĞŶƚ�ƉĞƌŝŽĚͿ�
ĂƌĞ�ĞůŝŐŝďůĞ�ĨŽƌ�ƉĂŝĚ�ŚŽůŝĚĂǇƐ͘�dŽ�ďĞ�ĞůŝŐŝďůĞ�ĨŽƌ�ŚŽůŝĚĂǇ�ƉĂǇ͕ �ĂŶ�ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ǁŽƌŬ�Žƌ�ƵƐĞ�Ă�
ĐƵƌƌĞŶƚ�Žƌ�ĂĐĐƵŵƵůĂƚĞĚ�WdK�ĚĂǇƐ�ƚŚĞ�ĚĂǇ�ďĞĨŽƌĞ�ƚŚĞ�ŚŽůŝĚĂǇ�ĂŶĚ�ƚŚĞ�ĚĂǇ�ĂŌĞƌ�ƚŚĞ�ŚŽůŝĚĂǇ͘�
tŚĞŶ�Ă�ŚŽůŝĚĂǇ�ĨĂůůƐ�ŽŶ�Ă�^ĂƚƵƌĚĂǇ͕ �ŝƚ�ƐŚĂůů�ďĞ�ŽďƐĞƌǀĞĚ�ŽŶ�ƚŚĞ�&ƌŝĚĂǇ�ƉƌĞĐĞĚŝŶŐ͘�tŚĞŶ�Ă���
ŚŽůŝĚĂǇ�ĨĂůůƐ�ŽŶ�^ƵŶĚĂǇ͕ �ŝƚ�ƐŚĂůů�ďĞ�ŽďƐĞƌǀĞĚ�ŽŶ�ƚŚĞ�DŽŶĚĂǇ�ĨŽůůŽǁŝŶŐ͘
,ŽůŝĚĂǇƐ�ĨŽƌ�ƚǁĞůǀĞ�;ϭϮͿ�ŵŽŶƚŚ�ĞŵƉůŽǇĞĞƐ�ƐŚĂůů�ďĞ͗
� ͻ� /ŶĚĞƉĞŶĚĞŶĐĞ��ĂǇ
� ͻ� >ĂďŽƌ��ĂǇ
� ͻ� dŚĂŶŬƐŐŝǀŝŶŐ��ĂǇ
� ͻ� &ƌŝĚĂǇ�ĂŌĞƌ�dŚĂŶŬƐŐŝǀŝŶŐ
 • Christmas Day
� ͻ� EĞǁ�zĞĂƌ Ɛ͛��ĂǇ
� ͻ� WƌĞƐŝĚĞŶƚƐ͛��ĂǇ
� ͻ� DĂƌƟŶ�>ƵƚŚĞƌ�<ŝŶŐ͕�:ƌ͘ ��ĂǇ
� ͻ� 'ŽŽĚ�&ƌŝĚĂǇ

• Memorial Day
ͻ� �ĂǇƐ�ďĞƚǁĞĞŶ��ŚƌŝƐƚŵĂƐ�ĂŶĚ�EĞǁ�zĞĂƌ Ɛ͛��ĂǇ�ĂƐ�
 designated by Superintendent

All other employees should see the terms of the  
ĂƉƉůŝĐĂďůĞ�ĐŽůůĞĐƟǀĞ�ďĂƌŐĂŝŶŝŶŐ�ĂŐƌĞĞŵĞŶƚ�ĨŽƌ�ƐƉĞĐŝĮĐ�
ĚĞƚĂŝůƐ͘
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Bereavement Leave 
<�W^�ƌĞĐŽŐŶŝǌĞƐ�ƚŚĂƚ�ƵŶĨŽƌƚƵŶĂƚĞ�ĞǀĞŶƚƐ�ŵĂǇ�ŽĐĐƵƌ�ƚŚĂƚ�ƌĞƋƵŝƌĞ�ŽƵƌ�ĞŵƉůŽǇĞĞƐ�ƚŽ�ƚĂŬĞ��
ƟŵĞͲŽī�ƚŽ�ŐƌŝĞǀĞ�ƚŚĞ�ůŽƐƐ�ŽĨ�ůŽǀĞĚ�ŽŶĞƐ͘�tŚĞŶ�Ă�ĚĞĂƚŚ�ŽĐĐƵƌƐ�ŝŶ�ƚŚĞ�ŝŵŵĞĚŝĂƚĞ�ĨĂŵŝůǇ�ŽĨ�ĂŶ�
ĞŵƉůŽǇĞĞ�ŝŶ�Ă�ƌĞŐƵůĂƌ�ĞŵƉůŽǇĞĞ�ƐƚĂƚƵƐ͕�ƚŚĞǇ�ǁŝůů�ďĞ�ŐƌĂŶƚĞĚ�Ă�ůĞĂǀĞ�ŽĨ�ĂďƐĞŶĐĞ�;ďĞƌĞĂǀĞŵĞŶƚ�
ůĞĂǀĞͿ�ǁŝƚŚ�ƉĂǇ�ĂŶĚ�ǁŝƚŚŽƵƚ�ůŽƐƐ�ŽĨ�ƟŵĞ�ƵƉ�ƚŽ�ƚŚƌĞĞ�;ϯͿ�ƌĞŐƵůĂƌůǇ�ƐĐŚĞĚƵůĞĚ�ĚĂǇƐ�ǁŝƚŚŝŶ�Ă�ƚǁŽ�
;ϮͿ�ǁĞĞŬ�ƉĞƌŝŽĚ͘��ŵƉůŽǇĞĞƐ�ƐŚĂůů�ďĞ�ĂůůŽǁĞĚ�ƚŽ�ƵƐĞ�ĂŶ�ĂĚĚŝƟŽŶĂů�ƚǁŽ�ĚĂǇƐ�WdK�Žƌ�ǀĂĐĂƟŽŶ͕�
ŝĨ�ĂƉƉůŝĐĂďůĞ͘�/Ĩ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ĚŽĞƐ�ŶŽƚ�ŚĂǀĞ�ƚǁŽ�;ϮͿ�ĚĂǇƐ�ŽĨ�ǀĂĐĂƟŽŶ�ĂůůŽǁĂŶĐĞ͕�ĂŶ�ĞŵƉůŽǇĞĞ�
ŵĂǇ�ƚĂŬĞ�ĂŶ�ƵŶƉĂŝĚ�ůĞĂǀĞ�ŽĨ�ĂďƐĞŶĐĞ�ĨŽƌ�ƚǁŽ�;ϮͿ�ĚĂǇƐ͘
&Žƌ�ƚŚŝƐ�ƉƵƌƉŽƐĞ͕�ŝŵŵĞĚŝĂƚĞ�ĨĂŵŝůǇ�ŝƐ�ĚĞĮŶĞĚ�ĂƐ͗
 • Spouse
 • Son
 • Daughter
 • Parent
 • Sister
� ͻ� �ƌŽƚŚĞƌ
 • Grandparent
� ͻ� Kƌ�ĂŶǇŽŶĞ�ŽĨ�ůŝŬĞ�ƌĞůĂƟŽŶƐŚŝƉ�ďǇ�ŵĂƌƌŝĂŐĞ
� ͻ� Kƌ�ŽŶ�Ă�ĐĂƐĞ�ďǇ�ĐĂƐĞ�ĂŶĂůǇƐŝƐ�ŽĨ�ĂŶ�ƵŶĚĞĮŶĞĚ�ƌĞůĂƟŽŶƐŚŝƉ
WĂŝĚ�ďĞƌĞĂǀĞŵĞŶƚ�ůĞĂǀĞ�ƐŚĂůů�ŶŽƚ�ĐŽƵŶƚ�ĂƐ�ŚŽƵƌƐ�ǁŽƌŬĞĚ�ŝŶ�ĚĞƚĞƌŵŝŶŝŶŐ�ĞůŝŐŝďŝůŝƚǇ�ĨŽƌ�ǁĞĞŬůůǇ�
ŽǀĞƌƟŵĞ�Žƌ�ĐŽŶƐĞĐƵƟǀĞ�ĚĂǇ�ƉĂǇ͘�/Ŷ�ƚŚĞ�ĞǀĞŶƚ�ŽĨ�Ă�ĚĞĂƚŚ�ŽĨ�ĂŶ�ŝŵŵĞĚŝĂƚĞ�ĨĂŵŝůǇ�ŵĞŵďĞƌ�Žƌ�
ŽĨ�Ă�ƉĞƌƐŽŶ�ǁŚŽ�ŝƐ�ĐůŽƐĞ�ƚŽ�ƚŚĞ�ĞŵƉůŽǇĞĞ͕�ůĞĂǀĞ�ŝŶ�ĂĚĚŝƟŽŶ�ƚŽ�ƚŚĂƚ�ůŝƐƚĞĚ�ĂďŽǀĞ�ŵĂǇ�ďĞ�
ƌĞƋƵĞƐƚĞĚ�ĂŶĚ�ĂƉƉƌŽǀĞĚ�ďǇ�ŵĂŶĂŐĞŵĞŶƚ͕�ŝĨ�ŽƉĞƌĂƟŽŶĂůůǇ�ĨĞĂƐŝďůĞ͘�dŚĞ�ĞŵƉůŽǇĞĞ�ŵĂǇ�ƵƐĞ�WdK͕�
ǀĂĐĂƟŽŶ͕�ŚŽůŝĚĂǇ͕ �Žƌ�ƵŶƉĂŝĚ�ƟŵĞ�ŝĨ�ĂƉƉƌŽǀĞĚ͘��ĚŵŝŶŝƐƚƌĂƟŽŶ�ŵĂǇ�ƌĞƋƵĞƐƚ�ĚŽĐƵŵĞŶƚĂƟŽŶ�ĨŽƌ�
�ĞƌĞĂǀĞŵĞŶƚ�>ĞĂǀĞ͘

Jury Duty 
<�W^�ĞŶĐŽƵƌĂŐĞƐ�ĞŵƉůŽǇĞĞƐ�ƚŽ�ĨƵůĮůů�ƚŚĞŝƌ�ĐŝǀŝĐ�ƌĞƐƉŽŶƐŝďŝůŝƟĞƐ�ďǇ�ƐĞƌǀŝŶŐ�ũƵƌǇ�ĚƵƚǇ�ǁŚĞŶ��
ƌĞƋƵŝƌĞĚ͘
/Ĩ�ǇŽƵ�ĂƌĞ�ĐĂůůĞĚ�ĨŽƌ�ũƵƌǇ�ƐĞƌǀŝĐĞ͕�ǇŽƵ�ƐŚŽƵůĚ�ŶŽƟĨǇ�ǇŽƵƌ�ƐƵƉĞƌǀŝƐŽƌ�ĂƐ�ƐŽŽŶ�ĂƐ�ƉŽƐƐŝďůĞ�ŽĨ�ƚŚĞ�
ĚĂƚĞ�ǇŽƵ�ǁŝůů�ďĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�ďĞ�ĂďƐĞŶƚ�ĂŶĚ͕�ǁŚĞŶ�ƉŽƐƐŝďůĞ͕�ƚŚĞ�ƉƌŽďĂďůĞ�ůĞŶŐƚŚ�ŽĨ�ƟŵĞ�� �
ŝŶǀŽůǀĞĚ͘��ĚĚŝƟŽŶĂůůǇ͕ �Ă�ĐŽƉǇ�ŽĨ�ƚŚĞ�ũƵƌǇ�ƐƵŵŵŽŶƐ�ƐŚŽƵůĚ�ďĞ�ŐŝǀĞŶ�ƚŽ�ǇŽƵƌ�ƐƵƉĞƌǀŝƐŽƌ�ĨŽƌ��
ĂƩĞŶĚĂŶĐĞ�ƉƵƌƉŽƐĞƐ͘��ŵƉůŽǇĞĞƐ�ƐŚĂůů�ƚƵƌŶ�ŝŶ�Ă�ĐĞƌƟĮĐĂƟŽŶ�ŽĨ�ĐŽŵƉůĞƟŽŶ�Žƌ�ŽƚŚĞƌ�ƉƌŽŽĨ�ŽĨ�
ŚĂǀŝŶŐ�ƐĞƌǀĞĚ�ũƵƌǇ�ĚƵƚǇ�ƚŽ�ƚŚĞŝƌ�ƐƵƉĞƌǀŝƐŽƌ�ƵƉŽŶ�ƚŚĞŝƌ�ƌĞƚƵƌŶ�ƚŽ�ǁŽƌŬ͘�&Žƌ�ũƵƌǇ�ƐĞƌǀŝĐĞ͕�ƚŚĞƌĞ�
ƐŚĂůů�ŶŽƚ�ďĞ�Ă�ĐŚĂƌŐĞ�ĂŐĂŝŶƐƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ďĞŶĞĮƚƐ�ĚĂǇƐ͘

General Leave and Time Off
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Military Leave 
<�W^�ǁŝůů�ŐƌĂŶƚ�Ă�DŝůŝƚĂƌǇ�>ĞĂǀĞ�ŽĨ��ďƐĞŶĐĞ�ƚŽ�ĂŶǇ�ĞŵƉůŽǇĞĞ�ǁŚŽ�ŝƐ�ĂďƐĞŶƚ�ĨƌŽŵ�ǁŽƌŬ�ďĞĐĂƵƐĞ�
ŽĨ�ƐĞƌǀŝĐĞ�ŝŶ�ƚŚĞ�h͘^͘�ƵŶŝĨŽƌŵĞĚ�ƐĞƌǀŝĐĞƐ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�ƚŚĞ�hŶŝĨŽƌŵĞĚ�^ĞƌǀŝĐĞƐ�� �
�ŵƉůŽǇŵĞŶƚ�ĂŶĚ�ZĞĞŵƉůŽǇŵĞŶƚ�ZŝŐŚƚƐ��Đƚ�;h^�ZZ�Ϳ͘
�ĚǀĂŶĐĞ�ŶŽƟĐĞ�ŽĨ�ŵŝůŝƚĂƌǇ�ƐĞƌǀŝĐĞ�ŝƐ�ƌĞƋƵŝƌĞĚ͕�ƵŶůĞƐƐ�ŵŝůŝƚĂƌǇ�ŶĞĐĞƐƐŝƚǇ�ƉƌĞǀĞŶƚƐ�ƐƵĐŚ�ŶŽƟĐĞ͕�Žƌ�
ŝƚ�ŝƐ�ŽƚŚĞƌǁŝƐĞ�ŝŵƉŽƐƐŝďůĞ�Žƌ�ƵŶƌĞĂƐŽŶĂďůĞ͘��ŵƉůŽǇĞĞƐ�ĂƌĞ�ĞǆƉĞĐƚĞĚ�ƚŽ�ŶŽƟĨǇ�,ƵŵĂŶ�� �
ZĞƐŽƵƌĐĞƐ͕��ĞŶĞĮƚƐ�KĸĐĞ�ĂŶĚ�ƚŚĞŝƌ�^ƵƉĞƌǀŝƐŽƌ�ĂƐ�ƐŽŽŶ�ĂƐ�ƚŚĞǇ�ĂƌĞ�ĂǁĂƌĞ�ŽĨ�ƚŚĞ�ĚĂƚĞƐ�ƚŚĞǇ�
ǁŝůů�ďĞ�ŽŶ�ĚƵƚǇ�ƐŽ�ƚŚĂƚ�ĂƌƌĂŶŐĞŵĞŶƚƐ�ĐĂŶ�ďĞ�ŵĂĚĞ�ĨŽƌ�ƌĞƉůĂĐĞŵĞŶƚ�ĚƵƌŝŶŐ�ƚŚĞŝƌ�ĂďƐĞŶĐĞ͕�ĂŶĚ�
ĚĞƚĞƌŵŝŶĂƟŽŶ�ŽĨ�ůĞĂǀĞ�ďĞŶĞĮƚƐ͘
�ůů�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ĞŶƟƚůĞĚ�ƚŽ�ϭϱ�ǁŽƌŬĚĂǇƐ�ŽĨ�ƉĂŝĚ�ŵŝůŝƚĂƌǇ�ůĞĂǀĞ�ĞĂĐŚ�ĨĞĚĞƌĂů�ĮƐĐĂů�ǇĞĂƌ�� �
;KĐƚŽďĞƌ�ϭ�ƚŚƌŽƵŐŚ�^ĞƉƚĞŵďĞƌ�ϯϬͿ͘�dŚĞ�ůĞĂǀĞ�ŵĂǇ�ďĞ�ƵƐĞĚ�ǁŚĞŶ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ĞŶŐĂŐĞĚ�
ŝŶ�ƚŚĞ�EĂƟŽŶĂů�'ƵĂƌĚ�Žƌ�h͘^͘�ĂƌŵĞĚ�ĨŽƌĐĞƐ�ƌĞƐĞƌǀĞƐ�ƚƌĂŝŶŝŶŐ�Žƌ�ĚƵƚǇ�ŽƌĚĞƌĞĚ�Žƌ�ĂƉƉƌŽǀĞĚ�
ďǇ�ƉƌŽƉĞƌ�ĂƵƚŚŽƌŝƚǇ͘�dŚĞ�ĚĂǇƐ�ŵĂǇ�ďĞ�ĐŽŶƐĞĐƵƟǀĞ�Žƌ�ƐĐĂƩĞƌĞĚ�ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞ�ǇĞĂƌ͘ �/Ĩ�ƚŚĞ��
ĞŵƉůŽǇĞĞ�ŝƐ�ĂƉƉŽŝŶƚĞĚ�ƚŽ�ǁŽƌŬ�ůĞƐƐ�ƚŚĂŶ�ϭϮ�ŵŽŶƚŚƐ�ĞĂĐŚ�ǇĞĂƌ͕ �ŚĞͬƐŚĞ�ƐŚŽƵůĚ�ĂƌƌĂŶŐĞ�ŚŝƐͬŚĞƌ�
ŵŝůŝƚĂƌǇ�ĚƵƚǇ�ĨŽƌ�ƚŚĞ�ŵŽŶƚŚƐ�ǁŚĞŶ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ŶŽƚ�ƐĐŚĞĚƵůĞĚ�ƚŽ�ǁŽƌŬ͘�/Ĩ�ƚŚŝƐ�ĐĂŶŶŽƚ�ďĞ�
ĚŽŶĞ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ĞǆƉůĂŝŶ�ǁŚǇ�ŝŶ�ŚŝƐͬŚĞƌ�ůĞĂǀĞ�ƌĞƋƵĞƐƚ͘
DĞŵďĞƌƐ�ŽĨ�ƚŚĞ�EĂƟŽŶĂů�'ƵĂƌĚ͕�ǁŚŽ�ĂƌĞ�ĐĂůůĞĚ�ƚŽ�ĂĐƟǀĞ�ĚƵƚǇ�ďǇ�ƚŚĞ�'ŽǀĞƌŶŽƌ�ŽĨ��� �
DŝƐƐŽƵƌŝ�ďĞĐĂƵƐĞ�ŽĨ�ĂŶ�ĞŵĞƌŐĞŶĐǇ͕ �ǁŝůů�ďĞ�ŽīĞƌĞĚ�ůĞĂǀĞ�ǁŝƚŚŽƵƚ�ƉĂǇ͘�dŚŝƐ�ƟŵĞ�ŝƐ�ŝŶ�ĂĚĚŝƟŽŶ�ƚŽ�
ƚŚĞ�ĂŶŶƵĂů�ϭϱ�ĚĂǇƐ�ŽĨ�ŵŝůŝƚĂƌǇ�ůĞĂǀĞ�ĚĞƐĐƌŝďĞĚ�ĂďŽǀĞ͘�KŶĐĞ�ƚŚĞ�ϭϱ�ĚĂǇƐ�ŽĨ�ƉĂŝĚ�ŵŝůŝƚĂƌǇ�ůĞĂǀĞ�
ŚĂǀĞ�ďĞĞŶ�ƵƐĞĚ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ǁŝůů�ďĞ�ƉůĂĐĞĚ�ŽŶ�ůĞĂǀĞ�ǁŝƚŚŽƵƚ�ƉĂǇ�ĨŽƌ�ƵƉ�ƚŽ�ĮǀĞ�;ϱͿ�ǇĞĂƌƐ͘�dŚŝƐ�
ŵĂǇ�ďĞ�ƚĂŬĞŶ�Ăůů�Ăƚ�ŽŶĐĞ�Žƌ�ŝŶ�ƐĞǀĞƌĂů�ƐĞŐŵĞŶƚƐ͘�dŽ�ĐŽǀĞƌ�ŵŽŶƚŚůǇ�ƚƌĂŝŶŝŶŐ�ŽďůŝŐĂƟŽŶƐ�ǁŝƚŚŽƵƚ�
ƵƐŝŶŐ�ƚŚĞ�ϭϱ�ĚĂǇƐ�ŽĨ�ƉĂŝĚ�ůĞĂǀĞ͕�ǁŽƌŬ�ƐĐŚĞĚƵůĞƐ�ŵĂǇ�ďĞ�ĂĚũƵƐƚĞĚ͕�ǁŚĞŶĞǀĞƌ�ƉŽƐƐŝďůĞ͕�ƐŽ�ƚǁŽ�
;ϮͿ�ŶŽŶͲǁŽƌŬ�ĚĂǇƐ�ĞĂĐŚ�ŵŽŶƚŚ�ĐŽŝŶĐŝĚĞ�ǁŝƚŚ�ƚǁŽ�ĚĂǇƐ�ŽĨ�ŵŝůŝƚĂƌǇ�ĚƵƚǇ͘�KŶĐĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŚĂƐ�
ƵƐĞĚ�ϭϱ�ĚĂǇƐ�ŽĨ�ƉĂŝĚ�ůĞĂǀĞ͕�ŚĞͬƐŚĞ�ŵĂǇ�ĐŚŽŽƐĞ�ƚŽ�ƵƐĞ�ĂĐĐƌƵĞĚ�ǀĂĐĂƟŽŶ�Žƌ�ƉĞƌƐŽŶĂů�ůĞĂǀĞ�ƚŽ�
ƌĞƉůĂĐĞ�Ăůů�Žƌ�ƉĂƌƚ�ŽĨ�ŚŝƐͬŚĞƌ�ƵŶƉĂŝĚ�ůĞĂǀĞ͘
hƉŽŶ�ƌĞĞŵƉůŽǇŵĞŶƚ͕�ĞŵƉůŽǇĞĞƐ�ǁŝůů�ďĞ�ƉůĂĐĞĚ�ŝŶ�ƚŚĞŝƌ�ƉƌĞǀŝŽƵƐ�ƉŽƐŝƟŽŶ�Žƌ�ĞƋƵŝǀĂůĞŶƚ�ƉŽƐŝƟŽŶ�
ŝĨ�ƚŚĞ�ƌŽůĞ�ŚĂƐ�ďĞĞŶ�ĞůŝŵŝŶĂƚĞĚ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�h^�ZZ�͘��ŽŶƟŶƵĂƟŽŶ�ŽĨ�ŚĞĂůƚŚ�ŝŶƐƵƌĂŶĐĞ�
ďĞŶĞĮƚƐ�ŝƐ�ĂǀĂŝůĂďůĞ�ĂƐ�ƌĞƋƵŝƌĞĚ�ďǇ�h^�ZZ��ďĂƐĞĚ�ŽŶ�ƚŚĞ�ůĞŶŐƚŚ�ŽĨ�ƚŚĞ�ůĞĂǀĞ�ĂŶĚ�ƐƵďũĞĐƚ�ƚŽ�ƚŚĞ�
ƚĞƌŵƐ͕�ĐŽŶĚŝƟŽŶƐ͕�ĂŶĚ�ůŝŵŝƚĂƟŽŶƐ�ŽĨ�ƚŚĞ�ĂƉƉůŝĐĂďůĞ�ƉůĂŶƐ�ĨŽƌ�ǁŚŝĐŚ�ǇŽƵ�ĂƌĞ�ŽƚŚĞƌǁŝƐĞ�ĞůŝŐŝďůĞ͘
KŶĐĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ŶŽ�ůŽŶŐĞƌ�ŽŶ�ĂĐƟǀĞ�ĚƵƚǇ͕ �ƚŚĞ�ĞŵƉůŽǇĞĞ�ŚĂƐ�ƵƉ�ƚŽ�ϯϬ�ĚĂǇƐ͕�ŝŶ�� �
ĐŽŶĨŽƌŵĂŶĐĞ�ǁŝƚŚ�ƚŚĞ�h^�ZZ�͕�ƚŽ�ƌĞƚƵƌŶ�ƚŽ�ŚŝƐ�Žƌ�ŚĞƌ�ƉŽƐŝƟŽŶ�ǁŝƚŚ�ƚŚĞ�<�W^͘
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Time off to Vote 
&Žƌ�ĞŵƉůŽǇĞĞƐ�ƌĞƐŝĚŝŶŐ�ŝŶ�DŝƐƐŽƵƌŝ͕�ŽŶ�ĚĂǇƐ�ǁŚĞŶ�ĞůĞĐƟŽŶƐ�ĨŽƌ�Ăůů�ƉƌŝŵĂƌǇ�ĂŶĚ�ŐĞŶĞƌĂů�� �
ĞůĞĐƟŽŶƐ�ĂƌĞ�ƐĐŚĞĚƵůĞĚ�ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞ�ƐƚĂƚĞ͕�ĐŽƵŶƚǇ͕ �ĐŝƚǇ�Žƌ�ƚŽǁŶ�ŝŶ�ǁŚŝĐŚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�
ǁŽƌŬƐ͕�ƐĐŚĞĚƵůĞƐ�ǁŝůů�ďĞ�ĂĚũƵƐƚĞĚ�ĂƐ�ŶĞĞĚĞĚ�ƚŽ�ĞŶƐƵƌĞ�ƚŚĂƚ�ǁŽƌŬ�ĞŝƚŚĞƌ�ƐƚĂƌƚƐ�Ăƚ�ůĞĂƐƚ�ƚŚƌĞĞ�
ŚŽƵƌƐ�ĂŌĞƌ�ƚŚĞ�ƉŽůůƐ�ŽƉĞŶ�Žƌ�ĞŶĚƐ�Ăƚ�ůĞĂƐƚ�ƚŚƌĞĞ�ŚŽƵƌƐ�ďĞĨŽƌĞ�ƉŽůůƐ�ĐůŽƐĞ͘��ŵƉůŽǇĞĞƐ�ŵĂǇ�ĂůƐŽ�
ďĞ�ŐŝǀĞŶ�ƚŚĞ�ŇĞǆŝďŝůŝƚǇ�ƚŽ�ƉĂƌƟĐŝƉĂƚĞ�ŝŶ�ƚŚĞ�ǀŽƟŶŐ�ƉƌŽĐĞƐƐ͘�dŚŝƐ�ŇĞǆŝďůĞ�ŽƉƟŽŶ�ŵƵƐƚ�ďĞ�� �
ĂƌƌĂŶŐĞĚ�ǁŝƚŚ�ƚŚĞ�ĂƉƉƌŽǀĂů�ŽĨ�ƚŚĞ�ƐƵƉĞƌǀŝƐŽƌ͘
EŽ�ĞŵƉůŽǇĞĞ�ǁŝůů�ďĞ�ƉĞŶĂůŝǌĞĚ�Žƌ�ƌĞƚĂůŝĂƚĞĚ�ĂŐĂŝŶƐƚ�ĨŽƌ�ƌĞƋƵĞƐƟŶŐ�ƟŵĞ�Žī�ƚŽ�ǀŽƚĞ͕�ŝĨ�ƟŵĞ�Žī�ŝƐ�
ŶĞĐĞƐƐĂƌǇ͘

Family and Medical Leave Act (“FMLA”) 
dŚĞ�&ĂŵŝůǇ�ĂŶĚ�DĞĚŝĐĂů�>ĞĂǀĞ��Đƚ�;&D>�Ϳ�ƉƌŽǀŝĚĞƐ�ĞůŝŐŝďůĞ�ĞŵƉůŽǇĞĞƐ�ǁŝƚŚ�ƵƉ�ƚŽ�ϭϮ�ǁĞĞŬƐ�
ŽĨ�ƵŶƉĂŝĚ�ůĞĂǀĞ�ĨŽƌ�ĐĞƌƚĂŝŶ�ĨĂŵŝůǇ�ĂŶĚ�ŵĞĚŝĐĂů�ƌĞĂƐŽŶƐ�ĚƵƌŝŶŐ�Ă�ϭϮͲŵŽŶƚŚ�ƉĞƌŝŽĚ͘��ƵƌŝŶŐ�ƚŚŝƐ�
ůĞĂǀĞ͕�ĂŶ�ĞůŝŐŝďůĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ĞŶƟƚůĞĚ�ƚŽ�ĐŽŶƟŶƵĞĚ�ŐƌŽƵƉ�ŚĞĂůƚŚ�ƉůĂŶ�ĐŽǀĞƌĂŐĞ�ĂƐ�ŝĨ�ƚŚĞ�� �
ĞŵƉůŽǇĞĞ�ŚĂĚ�ĐŽŶƟŶƵĞĚ�ƚŽ�ǁŽƌŬ͘��ƚ�ƚŚĞ�ĐŽŶĐůƵƐŝŽŶ�ŽĨ�ƚŚĞ�ůĞĂǀĞ͕�ƐƵďũĞĐƚ�ƚŽ�ƐŽŵĞ�ĞǆĐĞƉƟŽŶƐ͕�
ĂŶ�ĞŵƉůŽǇĞĞ�ŐĞŶĞƌĂůůǇ�ŚĂƐ�Ă�ƌŝŐŚƚ�ƚŽ�ƌĞƚƵƌŶ�ƚŽ�ƚŚĞ�ƐĂŵĞ�Žƌ�ƚŽ�ĂŶ�ĞƋƵŝǀĂůĞŶƚ�ƉŽƐŝƟŽŶ͘

Employee Eligibility Criteria
dŽ�ďĞ�ĞůŝŐŝďůĞ�ĨŽƌ�&D>��ůĞĂǀĞ͕�ĂŶ�ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ŚĂǀĞ�ďĞĞŶ�ĞŵƉůŽǇĞĚ�ďǇ�<�W^͗
� ͻ� &Žƌ�Ăƚ�ůĞĂƐƚ�ϭϮ�ŵŽŶƚŚƐ�;ǁŚŝĐŚ�ŶĞĞĚ�ŶŽƚ�ďĞ�ĐŽŶƐĞĐƵƟǀĞͿ͖
� ͻ� &Žƌ�Ăƚ�ůĞĂƐƚ�ϭ͕ϮϱϬ�ŚŽƵƌƐ�ĚƵƌŝŶŐ�ƚŚĞ�ϭϮͲŵŽŶƚŚ�ƉĞƌŝŽĚ�ŝŵŵĞĚŝĂƚĞůǇ�ƉƌĞĐĞĚŝŶŐ�ƚŚĞ�� � �

 commencement of the leave; and
� ͻ� /Ɛ�ĞŵƉůŽǇĞĚ�Ăƚ�Ă�ǁŽƌŬƐŝƚĞ�ǁŚĞƌĞ�ϱϬ�Žƌ�ŵŽƌĞ�ĞŵƉůŽǇĞĞƐ�ǁŽƌŬ�ǁŝƚŚŝŶ�ϳϱ�ŵŝůĞƐ�ŽĨ�ƚŚĂƚ�� �

� ǁŽƌŬƐŝƚĞ͘

Events Which May Entitle an Employee to FMLA Leave
&D>��ůĞĂǀĞ�ŵĂǇ�ďĞ�ƚĂŬĞŶ�ĨŽƌ�ĂŶǇ�ŽŶĞ͕�Žƌ�ĨŽƌ�Ă�ĐŽŵďŝŶĂƟŽŶ�ŽĨ͕ �ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƌĞĂƐŽŶƐ͗
� ͻ� dŚĞ�ďŝƌƚŚ�ŽĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ĐŚŝůĚ�Žƌ�ƚŽ�ĐĂƌĞ�ĨŽƌ�ƚŚĞ�ŶĞǁďŽƌŶ�ĐŚŝůĚ͖
� ͻ� dŚĞ�ƉůĂĐĞŵĞŶƚ�ŽĨ�Ă�ĐŚŝůĚ�ǁŝƚŚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ĨŽƌ�ĂĚŽƉƟŽŶ�Žƌ�ĨŽƐƚĞƌ�ĐĂƌĞ�Žƌ�ƚŽ�ĐĂƌĞ�ĨŽƌ�ƚŚĞ��

� ŶĞǁůǇ�ƉůĂĐĞĚ�ĐŚŝůĚ͖
� ͻ� dŽ�ĐĂƌĞ�ĨŽƌ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ƐƉŽƵƐĞ͕�ĐŚŝůĚ�Žƌ�ƉĂƌĞŶƚ�;ďƵƚ�ŶŽƚ�ŝŶͲůĂǁͿ�ǁŝƚŚ�Ă�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�� �

� ĐŽŶĚŝƟŽŶ͖�ĂŶĚͬŽƌ
� ͻ� dŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ŽǁŶ�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�ĐŽŶĚŝƟŽŶ�ƚŚĂƚ�ŵĂŬĞƐ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƵŶĂďůĞ�ƚŽ�ƉĞƌ� �

� ĨŽƌŵ�ŽŶĞ�Žƌ�ŵŽƌĞ�ŽĨ�ƚŚĞ�ĞƐƐĞŶƟĂů�ĨƵŶĐƟŽŶƐ�ŽĨ�ŚŝƐ�Žƌ�ŚĞƌ�ũŽď͘

General Leave and Time Off
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Family and Medical Leave Act (“FMLA”) 
hŶĚĞƌ�ƚŚĞ�&D>��ĞǆƉĂŶƐŝŽŶ͕�ƚǁŽ�ĂĚĚŝƟŽŶĂů�ƌĞĂƐŽŶƐ�ŝŶĐůƵĚĞ͗
 • &ĂŵŝůǇ�>ĞĂǀĞ��ƵĞ�ƚŽ�Ă��Ăůů�ƚŽ��ĐƟǀĞ��ƵƚǇ�Ͳ�dŚŝƐ�ďĞŶĞĮƚ�ƉƌŽǀŝĚĞƐ�ϭϮ�ǁĞĞŬƐ�ŽĨ�&D>��� �

� ůĞĂǀĞ�ĚƵĞ�ƚŽ�Ă�ƐƉŽƵƐĞ͕�ƐŽŶ͕�ĚĂƵŐŚƚĞƌ�Žƌ�ƉĂƌĞŶƚ�ďĞŝŶŐ�ŽŶ�ĂĐƟǀĞ�ĚƵƚǇ�Žƌ�ŚĂǀŝŶŐ�ďĞĞŶ�� �
� ŶŽƟĮĞĚ�ŽĨ�ĂŶ�ŝŵƉĞŶĚŝŶŐ�ĐĂůů�Žƌ�ŽƌĚĞƌ�ƚŽ�ĂĐƟǀĞ�ĚƵƚǇ�ŝŶ�ƚŚĞ��ƌŵĞĚ�&ŽƌĐĞƐ͘�>ĞĂǀĞ�ŵĂǇ�ďĞ�� �
� ƵƐĞĚ�ĨŽƌ�ĂŶǇ�͞ƋƵĂůŝĨǇŝŶŐ�ĞǆŝŐĞŶĐǇ͟�ĂƌŝƐŝŶŐ�ŽƵƚ�ŽĨ�ƚŚĞ�ƐĞƌǀŝĐĞ�ŵĞŵďĞƌ Ɛ͛�ĐƵƌƌĞŶƚ�ƚŽƵƌ�ŽĨ��

� � ĂĐƟǀĞ�ĚƵƚǇ�Žƌ�ďĞĐĂƵƐĞ�ƚŚĞ�ƐĞƌǀŝĐĞ�ŵĞŵďĞƌ�ŝƐ�ŶŽƟĮĞĚ�ŽĨ�ĂŶ�ŝŵƉĞŶĚŝŶŐ�ĐĂůů�ƚŽ�ĚƵƚǇ�ŝŶ�� �
� ƐƵƉƉŽƌƚ�ŽĨ�Ă�ĐŽŶƟŶŐĞŶĐǇ�ŽƉĞƌĂƟŽŶ͘

 • �ĂƌĞŐŝǀĞƌ�>ĞĂǀĞ�ĨŽƌ�ĂŶ�/ŶũƵƌĞĚ�^ĞƌǀŝĐĞ�DĞŵďĞƌ�Ͳ�dŚŝƐ�ďĞŶĞĮƚ�ƉƌŽǀŝĚĞƐ�Ϯϲ�ǁĞĞŬƐ�ŽĨ�� �
� &D>��ůĞĂǀĞ�ĚƵƌŝŶŐ�Ă�ƐŝŶŐůĞ�ϭϮͲŵŽŶƚŚ�ƉĞƌŝŽĚ�ĨŽƌ�Ă�ƐƉŽƵƐĞ͕�ƐŽŶ͕�ĚĂƵŐŚƚĞƌ͕ �ƉĂƌĞŶƚ͕�Žƌ

�� � ŶĞĂƌĞƐƚ�ďůŽŽĚ�ƌĞůĂƟǀĞ�ĐĂƌŝŶŐ�ĨŽƌ�Ă�ƌĞĐŽǀĞƌŝŶŐ�ƐĞƌǀŝĐĞ�ŵĞŵďĞƌ͘ ���ƌĞĐŽǀĞƌŝŶŐ�ƐĞƌǀŝĐĞ��
� � ŵĞŵďĞƌ�ŝƐ�ĚĞĮŶĞĚ�ĂƐ�Ă�ŵĞŵďĞƌ�ŽĨ�ƚŚĞ��ƌŵĞĚ�&ŽƌĐĞƐ�ǁŚŽ�ƐƵīĞƌĞĚ�ĂŶ�ŝŶũƵƌǇ�Žƌ�ŝůůŶĞƐƐ�
� � ǁŚŝůĞ�ŽŶ�ĂĐƟǀĞ�ĚƵƚǇ�ƚŚĂƚ�ŵĂǇ�ƌĞŶĚĞƌ�ƚŚĞ�ƉĞƌƐŽŶ�ƵŶĂďůĞ�ƚŽ�ƉĞƌĨŽƌŵ�ƚŚĞ�ĚƵƟĞƐ�ŽĨ�ƚŚĞ�� �

� ŵĞŵďĞƌ Ɛ͛�ŽĸĐĞ͕�ŐƌĂĚĞ͕�ƌĂŶŬ͕�Žƌ�ƌĂƟŶŐ͘
��͞ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�ĐŽŶĚŝƟŽŶ͟�ŝƐ�ĂŶ�ŝŶũƵƌǇ͕ �ŝůůŶĞƐƐ͕�ŝŵƉĂŝƌŵĞŶƚ͕�Žƌ�ƉŚǇƐŝĐĂů�Žƌ�ŵĞŶƚĂů�ĐŽŶĚŝƟŽŶ�
ƚŚĂƚ�ŝŶǀŽůǀĞƐ�ŝŶƉĂƟĞŶƚ�ĐĂƌĞ�Žƌ�ĐŽŶƟŶƵŝŶŐ�ƚƌĞĂƚŵĞŶƚ�ďǇ�Ă�ŚĞĂůƚŚ�ĐĂƌĞ�ƉƌŽǀŝĚĞƌ͘

How Much FMLA Leave May Be Taken
�Ŷ�ĞůŝŐŝďůĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ĞŶƟƚůĞĚ�ƚŽ�ƵƉ�ƚŽ�ϭϮ�ǁĞĞŬƐ�ŽĨ�ƵŶƉĂŝĚ�ůĞĂǀĞ�ĚƵƌŝŶŐ�Ă�ϭϮͲŵŽŶƚŚ�ƉĞƌŝŽĚ�
ĨŽƌ�ĂŶǇ�&D>��ƋƵĂůŝĨǇŝŶŐ�ƌĞĂƐŽŶ;ƐͿ͘�<�W^�ƵƐĞƐ�Ă�ϭϮ�ŵŽŶƚŚ�ůĞĂǀĞ�ǇĞĂƌ�ďĞŐŝŶŶŝŶŐ�:ƵůǇ�ϭ�ĂŶĚ���
ĞŶĚŝŶŐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�:ƵŶĞ�ϯϬ͘

Limitations on FMLA Leave
>ĞĂǀĞ�ƚŽ�ĐĂƌĞ�ĨŽƌ�Ă�ŶĞǁďŽƌŶ�Žƌ�ĨŽƌ�Ă�ŶĞǁůǇ�ƉůĂĐĞĚ�ĐŚŝůĚ�ŵƵƐƚ�ĐŽŶĐůƵĚĞ�ǁŝƚŚŝŶ�ϭϮ�ŵŽŶƚŚƐ�ĂŌĞƌ�
ƚŚĞ�ďŝƌƚŚ�Žƌ�ƉůĂĐĞŵĞŶƚ�ŽĨ�ƚŚĞ�ĐŚŝůĚ͘
tŚĞŶ�ďŽƚŚ�ƐƉŽƵƐĞƐ�ĂƌĞ�ĞŵƉůŽǇĞĚ�ďǇ�<�W^͕�ƚŚĞǇ�ĂƌĞ�ƚŽŐĞƚŚĞƌ�ĞŶƟƚůĞĚ�ƚŽ�Ă�ĐŽŵďŝŶĞĚ�ƚŽƚĂů�ŽĨ�
ϭϮ�ǁĞĞŬƐ�ŽĨ�&D>��ůĞĂǀĞ�ǁŝƚŚŝŶ�ƚŚĞ�ĚĞƐŝŐŶĂƚĞĚ�ϭϮͲŵŽŶƚŚ�ƉĞƌŝŽĚ�ĨŽƌ�ƚŚĞ�ďŝƌƚŚ͕�ĂĚŽƉƟŽŶ�Žƌ��
ĨŽƐƚĞƌ�ĐĂƌĞ�ƉůĂĐĞŵĞŶƚ�ŽĨ�Ă�ĐŚŝůĚ�ǁŝƚŚ�ƚŚĞ�ĞŵƉůŽǇĞĞƐ͕�ĨŽƌ�ĂŌĞƌĐĂƌĞ�ŽĨ�ƚŚĞ�ŶĞǁďŽƌŶ�Žƌ�ŶĞǁůǇ�
ƉůĂĐĞĚ�ĐŚŝůĚ͕�ĂŶĚ�ƚŽ�ĐĂƌĞ�ĨŽƌ�Ă�ƉĂƌĞŶƚ�;ďƵƚ�ŶŽƚ�ŝŶͲůĂǁͿ�ǁŝƚŚ�Ă�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�ĐŽŶĚŝƟŽŶ͘��ĂĐŚ�
ƐƉŽƵƐĞ�ŵĂǇ�ďĞ�ĞŶƟƚůĞĚ�ƚŽ�ĂĚĚŝƟŽŶĂů�&D>��ůĞĂǀĞ�ĨŽƌ�ŽƚŚĞƌ�&D>��ƋƵĂůŝĨǇŝŶŐ�ƌĞĂƐŽŶƐ�;ŝ͘Ğ͕͘�ƚŚĞ�
ĚŝīĞƌĞŶĐĞ�ďĞƚǁĞĞŶ�ƚŚĞ�ůĞĂǀĞ�ƚĂŬĞŶ�ŝŶĚŝǀŝĚƵĂůůǇ�ĨŽƌ�ĂŶǇ�ŽĨ�ƚŚĞ�ĂďŽǀĞ�ƌĞĂƐŽŶƐ�ĂŶĚ�ϭϮ�ǁĞĞŬƐ͕�ďƵƚ�
ŶŽƚ�ŵŽƌĞ�ƚŚĂŶ�Ă�ƚŽƚĂů�ŽĨ�ϭϮ�ǁĞĞŬƐ�ƉĞƌ�ƉĞƌƐŽŶͿ͘
&Žƌ�ĞǆĂŵƉůĞ͕�ŝĨ�ĞĂĐŚ�ƐƉŽƵƐĞ�ƚŽŽŬ�ϲ�ǁĞĞŬƐ�ŽĨ�ůĞĂǀĞ�ƚŽ�ĐĂƌĞ�ĨŽƌ�Ă�ŶĞǁďŽƌŶ�ĐŚŝůĚ͕�ĞĂĐŚ�ĐŽƵůĚ�ůĂƚĞƌ�
ƵƐĞ�ĂŶ�ĂĚĚŝƟŽŶĂů�ϲ�ǁĞĞŬƐ�ĚƵĞ�ƚŽ�ŚŝƐͬŚĞƌ�ŽǁŶ�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�ĐŽŶĚŝƟŽŶ�Žƌ�ƚŽ�ĐĂƌĞ�ĨŽƌ�Ă�ĐŚŝůĚ�
ǁŝƚŚ�Ă�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�ĐŽŶĚŝƟŽŶ͘
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Family and Medical Leave Act (“FMLA”) 
Intermittent or Reduced Work Schedule Leave
/ŶƚĞƌŵŝƩĞŶƚ�ůĞĂǀĞ�ŝƐ�ůĞĂǀĞ�ƚĂŬĞŶ�ŝŶ�ƐĞƉĂƌĂƚĞ�ďůŽĐŬƐ�ŽĨ�ƟŵĞ͘���ƌĞĚƵĐĞĚ�ǁŽƌŬ�ƐĐŚĞĚƵůĞ�ůĞĂǀĞ�ŝƐ�Ă�
ůĞĂǀĞ�ƐĐŚĞĚƵůĞ�ƚŚĂƚ�ƌĞĚƵĐĞƐ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ƵƐƵĂů�ŶƵŵďĞƌ�ŽĨ�ŚŽƵƌƐ�ƉĞƌ�ǁŽƌŬǁĞĞŬ�Žƌ�ŚŽƵƌƐ�ƉĞƌ�
ǁŽƌŬĚĂǇ͘
>ĞĂǀĞ�ƚŽ�ĐĂƌĞ�ĨŽƌ�Ă�ŶĞǁďŽƌŶ�Žƌ�ĨŽƌ�Ă�ŶĞǁůǇ�ƉůĂĐĞĚ�ĐŚŝůĚ�ŵĂǇ�ŶŽƚ�ďĞ�ƚĂŬĞŶ�ŝŶƚĞƌŵŝƩĞŶƚůǇ�Žƌ�ŽŶ�Ă�
ƌĞĚƵĐĞĚ�ǁŽƌŬ�ƐĐŚĞĚƵůĞ�ƵŶůĞƐƐ�<�W^�ĂŐƌĞĞƐ�ǁŝƚŚ�ƌĞƐƉĞĐƚ�ƚŽ�ĂŶ�ŝŶĚŝǀŝĚƵĂů�ůĞĂǀĞ�ƌĞƋƵĞƐƚ͘
>ĞĂǀĞ�ďĞĐĂƵƐĞ�ŽĨ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ŽǁŶ�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�ĐŽŶĚŝƟŽŶ͕�Žƌ�ƚŽ�ĐĂƌĞ�ĨŽƌ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�
ƐƉŽƵƐĞ͕�ĐŚŝůĚ�Žƌ�ƉĂƌĞŶƚ�ǁŝƚŚ�Ă�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�ĐŽŶĚŝƟŽŶ͕�ŵĂǇ�ďĞ�ƚĂŬĞŶ�Ăůů�Ăƚ�ŽŶĐĞ�Žƌ͕ �ǁŚĞƌĞ�
ŵĞĚŝĐĂůůǇ�ŶĞĐĞƐƐĂƌǇ͕ �ŝŶƚĞƌŵŝƩĞŶƚůǇ�Žƌ�ŽŶ�Ă�ƌĞĚƵĐĞĚ�ǁŽƌŬ�ƐĐŚĞĚƵůĞ͘
/Ĩ�ĂŶ�ĞŵƉůŽǇĞĞ�ƚĂŬĞƐ�ůĞĂǀĞ�ŝŶƚĞƌŵŝƩĞŶƚůǇ�Žƌ�ŽŶ�Ă�ƌĞĚƵĐĞĚ�ǁŽƌŬ�ƐĐŚĞĚƵůĞ�ďĂƐŝƐ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�
ŵƵƐƚ͕�ǁŚĞŶ�ƌĞƋƵĞƐƚĞĚ͕�ĂƩĞŵƉƚ�ƚŽ�ƐĐŚĞĚƵůĞ�ƚŚĞ�ůĞĂǀĞ�ƐŽ�ĂƐ�ŶŽƚ�ƚŽ�ƵŶĚƵůǇ�ĚŝƐƌƵƉƚ�ƚŚĞ�<�W^͛�
ŽƉĞƌĂƟŽŶƐ͘

Requests for FMLA Leave
�Ŷ�ĞŵƉůŽǇĞĞ�ƐŚŽƵůĚ�ƌĞƋƵĞƐƚ�&D>��ůĞĂǀĞ�ďǇ�ĐŽŵƉůĞƟŶŐ�ƚŚĞ�&ĂŵŝůǇ�ĂŶĚ�DĞĚŝĐĂů�>ĞĂǀĞ�ŽĨ���
�ďƐĞŶĐĞ�ZĞƋƵĞƐƚ�ĨŽƌŵ�ĂŶĚ�ƐƵďŵŝƫŶŐ�ŝƚ�ƚŽ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ͘
tŚĞŶ�<�W^�ŚĂƐ�ĞŶŽƵŐŚ�ŝŶĨŽƌŵĂƟŽŶ�ƚŽ�ĚĞƚĞƌŵŝŶĞ�ǁŚĞƚŚĞƌ�ƚŚĞ�ůĞĂǀĞ�ŝƐ�ďĞŝŶŐ�ƚĂŬĞŶ�ĨŽƌ�ĂŶ�
&D>�Ͳ�ƋƵĂůŝĨǇŝŶŐ�ƌĞĂƐŽŶ͕�ƚŚĞ�ĚŝƐƚƌŝĐƚ�ǁŝůů�ŶŽƟĨǇ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝŶ�ǁƌŝƟŶŐ�ǁŚĞƚŚĞƌ�ƚŚĞ�ůĞĂǀĞ�ǁŝůů�
ďĞ�ĐŽƵŶƚĞĚ�ĂƐ�&D>��ůĞĂǀĞ�ǁŝƚŚŝŶ�ĮǀĞ�;ϱͿ�ďƵƐŝŶĞƐƐ�ĚĂǇƐ͕�ĂďƐĞŶƚ�ĞǆƚĞŶƵĂƟŶŐ�ĐŝƌĐƵŵƐƚĂŶĐĞƐ͘�
<�W^�ǁŝůů�ŶŽƟĨǇ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ǁŚĞƚŚĞƌ�Ă�ĮƚŶĞƐƐͲĨŽƌͲĚƵƚǇ�ĐĞƌƟĮĐĂƟŽŶ�ŝƐ�ƌĞƋƵŝƌĞĚ�ďĞĨŽƌĞ�� �
ƌĞƚƵƌŶŝŶŐ�ƚŽ�ǁŽƌŬ�ĂŶĚ͕�ŝĨ�ƌĞƋƵŝƌĞĚ͕�ŝŶĐůƵĚĞ�Ă�ůŝƐƚ�ŽĨ�ƚŚĞ�ĞƐƐĞŶƟĂů�ĨƵŶĐƟŽŶƐ�ŽĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�
ƉŽƐŝƟŽŶ͘�<�W^�ǁŝůů�ŶŽƟĨǇ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŽĨ�ƚŚĞ�ŶƵŵďĞƌ�ŽĨ�ŚŽƵƌƐ͕�ĚĂǇƐ�Žƌ�ǁĞĞŬƐ�ƚŚĂƚ�ǁŝůů�ďĞ�
ĐŽƵŶƚĞĚ�ĂŐĂŝŶƐƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�&D>��ůĞĂǀĞ�ĞŶƟƚůĞŵĞŶƚ͕�ŝĨ�ŬŶŽǁŶ͘
When leave is foreseeable for childbirth, placement of a child or planned medical treatment 
ĨŽƌ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�Žƌ�ĨĂŵŝůǇ�ŵĞŵďĞƌ Ɛ͛�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�ĐŽŶĚŝƟŽŶ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ƉƌŽǀŝĚĞ�
<�W^�ǁŝƚŚ�Ăƚ�ůĞĂƐƚ�ϯϬ�ĚĂǇƐ͛�ĂĚǀĂŶĐĞ�ŶŽƟĐĞ͕�Žƌ�ƐƵĐŚ�ƐŚŽƌƚĞƌ�ŶŽƟĐĞ�ĂƐ�ŝƐ�ƉƌĂĐƟĐĂďůĞ�;ǁŝƚŚŝŶ�ϭ�Žƌ�
Ϯ�ďƵƐŝŶĞƐƐ�ĚĂǇƐ�ŽĨ�ůĞĂƌŶŝŶŐ�ŽĨ�ƚŚĞ�ŶĞĞĚ�ĨŽƌ�ƚŚĞ�ůĞĂǀĞͿ͘�tŚĞŶ�ƚŚĞ�ƟŵŝŶŐ�ŽĨ�ƚŚĞ�ůĞĂǀĞ�ŝƐ�ŶŽƚ��
ĨŽƌĞƐĞĞĂďůĞ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ƉƌŽǀŝĚĞ�<�W^�ǁŝƚŚ�ŶŽƟĐĞ�ŽĨ�ƚŚĞ�ŶĞĞĚ�ĨŽƌ�ůĞĂǀĞ�ĂƐ�ƐŽŽŶ�ĂƐ�
ƉƌĂĐƟĐĂďůĞ�;ǁŝƚŚŝŶ�ϭ�Žƌ�Ϯ�ďƵƐŝŶĞƐƐ�ĚĂǇƐ�ŽĨ�ůĞĂƌŶŝŶŐ�ŽĨ�ƚŚĞ�ŶĞĞĚ�ĨŽƌ�ƚŚĞ�ůĞĂǀĞͿ͘

General Leave and Time Off
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 Required Documentation
tŚĞŶ�ůĞĂǀĞ�ŝƐ�ƚĂŬĞŶ�ƚŽ�ĐĂƌĞ�ĨŽƌ�Ă�ĨĂŵŝůǇ�ŵĞŵďĞƌ͕ �<�W^�ŵĂǇ�ƌĞƋƵŝƌĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƚŽ�ƉƌŽǀŝĚĞ�
ĚŽĐƵŵĞŶƚĂƟŽŶ�Žƌ�ƐƚĂƚĞŵĞŶƚ�ŽĨ�ĨĂŵŝůǇ�ƌĞůĂƟŽŶƐŚŝƉ�;Ğ͘Ő͕͘�ďŝƌƚŚ�ĐĞƌƟĮĐĂƚĞ�Žƌ�ĐŽƵƌƚ�ĚŽĐƵŵĞŶƚͿ͘
�Ŷ�ĞŵƉůŽǇĞĞ�ŵĂǇ�ďĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�ƐƵďŵŝƚ�ŵĞĚŝĐĂů�ĐĞƌƟĮĐĂƟŽŶ�ĨƌŽŵ�Ă�ŚĞĂůƚŚ�ĐĂƌĞ�ƉƌŽǀŝĚĞƌ�ƚŽ�
ƐƵƉƉŽƌƚ�Ă�ƌĞƋƵĞƐƚ�ĨŽƌ�&D>��ůĞĂǀĞ�ĨŽƌ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�Žƌ�Ă�ĨĂŵŝůǇ�ŵĞŵďĞƌ Ɛ͛�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ��
ĐŽŶĚŝƟŽŶ͘�,ĞĂůƚŚ��ĂƌĞ�WƌŽǀŝĚĞƌ�ĐĞƌƟĮĐĂƟŽŶ�ĨŽƌŵƐ�ĂƌĞ�ĂǀĂŝůĂďůĞ�ĨƌŽŵ�ƚŚĞ�,ƵŵĂŶ�DĂŶĂŐĞŵĞŶƚ�
Θ�^ƵƉƉŽƌƚ�^ĞƌǀŝĐĞƐ͘
/Ĩ�<�W^�ŚĂƐ�ƌĞĂƐŽŶ�ƚŽ�ĚŽƵďƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ŝŶŝƟĂů�ĐĞƌƟĮĐĂƟŽŶ͕�<�W^�ŵĂǇ͗
� ͻ� ,ĂǀĞ�Ă�ĚĞƐŝŐŶĂƚĞĚ�ŚĞĂůƚŚ�ĐĂƌĞ�ƉƌŽǀŝĚĞƌ�ĐŽŶƚĂĐƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ŚĞĂůƚŚ�ĐĂƌĞ�ƉƌŽǀŝĚĞƌ�ŝŶ�� �

� ĂŶ�ĞīŽƌƚ�ƚŽ�ĐůĂƌŝĨǇ�Žƌ�ĂƵƚŚĞŶƟĐĂƚĞ�ƚŚĞ�ŝŶŝƟĂů�ĐĞƌƟĮĐĂƟŽŶ͖�ĂŶĚͬŽƌ
� ͻ� ZĞƋƵŝƌĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƚŽ�ŽďƚĂŝŶ�Ă�ƐĞĐŽŶĚ�ŽƉŝŶŝŽŶ�ďǇ�ĂŶ�ŝŶĚĞƉĞŶĚĞŶƚ�<�W^�ĚĞƐŝŐŶĂƚĞĚ�� �

� ƉƌŽǀŝĚĞƌ�Ăƚ�<�W^͛�ĞǆƉĞŶƐĞ͘�/Ĩ�ƚŚĞ�ŝŶŝƟĂů�ĂŶĚ�ƐĞĐŽŶĚ�ĐĞƌƟĮĐĂƟŽŶƐ�ĚŝīĞƌ͕ �<�W^�ŵĂǇ͕ �Ăƚ�ŝƚƐ�� �
� ĞǆƉĞŶƐĞ͕�ƌĞƋƵŝƌĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƚŽ�ŽďƚĂŝŶ�Ă�ƚŚŝƌĚ͕�ĮŶĂů�ĂŶĚ�ďŝŶĚŝŶŐ�ĐĞƌƟĮĐĂƟŽŶ�ĨƌŽŵ�Ă�� �
� ũŽŝŶƚůǇ�ƐĞůĞĐƚĞĚ�ŚĞĂůƚŚ�ĐĂƌĞ�ƉƌŽǀŝĚĞƌ͘

�ƵƌŝŶŐ�&D>��ůĞĂǀĞ͕�<�W^�ŵĂǇ�ƌĞƋƵĞƐƚ�ƚŚĂƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƉƌŽǀŝĚĞ�ƌĞĐĞƌƟĮĐĂƟŽŶ�ŽĨ�Ă�ƐĞƌŝŽƵƐ�
ŚĞĂůƚŚ�ĐŽŶĚŝƟŽŶ�Ăƚ�ŝŶƚĞƌǀĂůƐ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�ƚŚĞ�&D>�͘�/Ŷ�ĂĚĚŝƟŽŶ͕�ĚƵƌŝŶŐ�&D>��ůĞĂǀĞ͕�ƚŚĞ�
ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ƉƌŽǀŝĚĞ�<�W^�ǁŝƚŚ�ƉĞƌŝŽĚŝĐ�ƌĞƉŽƌƚƐ�ƌĞŐĂƌĚŝŶŐ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ƐƚĂƚƵƐ�ĂŶĚ�ŝŶƚĞŶƚ�
ƚŽ�ƌĞƚƵƌŶ�ƚŽ�ǁŽƌŬ͘�/Ĩ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ĂŶƟĐŝƉĂƚĞĚ�ƌĞƚƵƌŶ�ƚŽ�ǁŽƌŬ�ĚĂƚĞ�ĐŚĂŶŐĞƐ�ĂŶĚ�ŝƚ�ďĞĐŽŵĞƐ�
ŶĞĐĞƐƐĂƌǇ�ĨŽƌ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƚŽ�ƚĂŬĞ�ŵŽƌĞ�Žƌ�ůĞƐƐ�ůĞĂǀĞ�ƚŚĂŶ�ŽƌŝŐŝŶĂůůǇ�ĂŶƟĐŝƉĂƚĞĚ͕�ƚŚĞ�� �
ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ƉƌŽǀŝĚĞ�<�W^�ǁŝƚŚŝŶ�Ϯ�ďƵƐŝŶĞƐƐ�ĚĂǇƐ�ŽĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ĐŚĂŶŐĞĚ�ĐŝƌĐƵŵƐƚĂŶĐĞƐ�
ĂŶĚ�ŶĞǁ�ƌĞƚƵƌŶ�ƚŽ�ǁŽƌŬ�ĚĂƚĞ͘�/Ĩ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŐŝǀĞƐ�<�W^�ŶŽƟĐĞ�ŽĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ŝŶƚĞŶƚ�ŶŽƚ�ƚŽ�
ƌĞƚƵƌŶ�ƚŽ�ǁŽƌŬ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ǁŝůů�ďĞ�ĐŽŶƐŝĚĞƌĞĚ�ƚŽ�ŚĂǀĞ�ǀŽůƵŶƚĂƌŝůǇ�ƌĞƐŝŐŶĞĚ͘
�ĞĨŽƌĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƌĞƚƵƌŶƐ�ƚŽ�ǁŽƌŬ�ĨƌŽŵ�&D>��ůĞĂǀĞ�ĨŽƌ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ŽǁŶ�ƐĞƌŝŽƵƐ�ŚĞĂůƚŚ�
ĐŽŶĚŝƟŽŶ͕�ƚŚĞ�ĞŵƉůŽǇĞĞ�ǁŝůů�ďĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�ƐƵďŵŝƚ�Ă�&ŝƚŶĞƐƐ�ĨŽƌ��ƵƚǇ��ĞƌƟĮĐĂƟŽŶ�ĨƌŽŵ�ƚŚĞ�
ĞŵƉůŽǇĞĞ Ɛ͛�ŚĞĂůƚŚ�ĐĂƌĞ�ƉƌŽǀŝĚĞƌ͕ �ǁŝƚŚ�ƌĞƐƉĞĐƚ�ƚŽ�ƚŚĞ�ĐŽŶĚŝƟŽŶ�ĨŽƌ�ǁŚŝĐŚ�ƚŚĞ�ůĞĂǀĞ�ǁĂƐ�ƚĂŬĞŶ͕�
ƐƚĂƟŶŐ�ƚŚĂƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ĂďůĞ�ƚŽ�ƌĞƐƵŵĞ�ǁŽƌŬ͘
&D>��ůĞĂǀĞ�Žƌ�ƌĞƚƵƌŶ�ƚŽ�ǁŽƌŬ�ŵĂǇ�ďĞ�ĚĞůĂǇĞĚ�Žƌ�ĚĞŶŝĞĚ�ŝĨ�ƚŚĞ�ĂƉƉƌŽƉƌŝĂƚĞ�ĚŽĐƵŵĞŶƚĂƟŽŶ�ŝƐ�
ŶŽƚ�ƉƌŽǀŝĚĞĚ�ŝŶ�Ă�ƟŵĞůǇ�ŵĂŶŶĞƌ͘ ��ůƐŽ͕�Ă�ĨĂŝůƵƌĞ�ƚŽ�ƉƌŽǀŝĚĞ�ƌĞƋƵĞƐƚĞĚ�ĚŽĐƵŵĞŶƚĂƟŽŶ�ŽĨ�ƚŚĞ��
ƌĞĂƐŽŶ�ĨŽƌ�ĂŶ�ĂďƐĞŶĐĞ�ĨƌŽŵ�ǁŽƌŬ�ĨŽƌ�ŵŽƌĞ�ƚŚĂŶ�ƚŚƌĞĞ�ĚĂǇƐ�ŵĂǇ�ďĞ�ĐŽŶƐŝĚĞƌĞĚ�ũŽď��� �
ĂďĂŶĚŽŶŵĞŶƚ�ƌĞƐŝŐŶĂƟŽŶ͘

Use of Paid and Unpaid Leave
�ůŝŐŝďůĞ�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ŶŽƌŵĂůůǇ�ŐƌĂŶƚĞĚ�&D>��ĨŽƌ�ƚŚĞ�ƉĞƌŝŽĚ�ŽĨ�ƚŚĞ�ĚŝƐĂďŝůŝƚǇ͕�ƵƉ�ƚŽ�Ă�� �
ŵĂǆŝŵƵŵ�ŽĨ�ƚǁĞůǀĞ�ǁĞĞŬƐ�ŽĨ�&D>�͘�sĂĐĂƟŽŶ͕�WdK�ĂŶĚ�tŽƌŬĞƌƐ͛��ŽŵƉĞŶƐĂƟŽŶ�ƌĞůĂƚĞĚ�ůĞĂǀĞƐ�
ƌƵŶ�ĐŽŶĐƵƌƌĞŶƚůǇ�ǁŝƚŚ�&D>��ĂƉƉƌŽǀĞĚ�ůĞĂǀĞ͘��ŵƉůŽǇĞĞƐ�ǁŚŽ�ƐƵƐƚĂŝŶ�ǁŽƌŬͲƌĞůĂƚĞĚ�ŝŶũƵƌŝĞƐ�ĂƌĞ�
ĞůŝŐŝďůĞ�ĨŽƌ�&D>��ůĞĂǀĞ�ŽĨ�ĂďƐĞŶĐĞ�ĨŽƌ�ƚŚĞ�ƉĞƌŝŽĚ�ŽĨ�ĚŝƐĂďŝůŝƚǇ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�ĂƉƉůŝĐĂďůĞ�
ůĂǁƐ�ĐŽǀĞƌŝŶŐ�ŽĐĐƵƉĂƟŽŶĂů�ĚŝƐĂďŝůŝƟĞƐ͘
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Family and Medical Leave Act (“FMLA”) 
Maintenance of Health Benefits
�ƵƌŝŶŐ�&D>��ůĞĂǀĞ�ĂŶ�ĞŵƉůŽǇĞĞ�ŝƐ�ĞŶƟƚůĞĚ�ƚŽ�ĐŽŶƟŶƵĞĚ�ŐƌŽƵƉ�ŚĞĂůƚŚ�ƉůĂŶ�ĐŽǀĞƌĂŐĞ�ƵŶĚĞƌ�ƚŚĞ�
ƐĂŵĞ�ĐŽŶĚŝƟŽŶƐ�ĂƐ�ŝĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŚĂĚ�ĐŽŶƟŶƵĞĚ�ƚŽ�ǁŽƌŬ͘�tŚĞŶ�ŽŶ�&D>��ůĞĂǀĞ͕�<�W^�� �
ƉƌŽǀŝĚĞƐ�ŚĞĂůƚŚ�ŝŶƐƵƌĂŶĐĞ�ĐŽǀĞƌĂŐĞ�ŝŶ�ƚŚĞ�ƐĂŵĞ�ŵĂŶŶĞƌ�ĂƐ�ŝĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ĂĐƟǀĞůǇ�Ăƚ�ǁŽƌŬ�
ĨŽƌ�Ă�ƉĞƌŝŽĚ�ŽĨ�ϵϬ�ĚĂǇƐ͘��ŵƉůŽǇĞĞƐ�ŵƵƐƚ�ŵĂŬĞ�ĂƌƌĂŶŐĞŵĞŶƚƐ�ǁŝƚŚ�ƚŚĞ��ĞŶĞĮƚƐ��ĞƉĂƌƚŵĞŶƚ�ƚŽ�
ƉĂǇ�Ăůů�ƉƌĞŵŝƵŵƐ�ƚŚĂƚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ǁŽƵůĚ�ďĞ�ƌĞƐƉŽŶƐŝďůĞ�ĨŽƌ�ŝĨ�ĂĐƟǀĞůǇ�Ăƚ�ǁŽƌŬ͘

Return from FMLA Leave
hƉŽŶ�ƌĞƚƵƌŶ�ĨƌŽŵ�&D>��ůĞĂǀĞ͕�<�W^�ǁŝůů�ƉůĂĐĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝŶ�ƚŚĞ�ƐĂŵĞ�ƉŽƐŝƟŽŶ�ƚŚĞ�� �
ĞŵƉůŽǇĞĞ�ŚĞůĚ�ďĞĨŽƌĞ�ƚŚĞ�ůĞĂǀĞ�Žƌ�ĂŶ�ĞƋƵŝǀĂůĞŶƚ�ƉŽƐŝƟŽŶ�ǁŝƚŚ�ĞƋƵŝǀĂůĞŶƚ�ƉĂǇ͕ �ďĞŶĞĮƚƐ�ĂŶĚ�
ŽƚŚĞƌ�ĞŵƉůŽǇŵĞŶƚ�ƚĞƌŵƐ͘

Parental Leave of Absence Without Pay
/Ŷ�ĂĚĚŝƟŽŶ�ƚŽ�&D>��ůĞĂǀĞ͕�ůĞĂǀĞ�ǁŝƚŚŽƵƚ�ƉĂǇ�ĨŽƌ�ƵƉ�ƚŽ�ƚǁĞůǀĞ�;ϭϮͿ�ŵŽŶƚŚƐ�ŵĂǇ�ďĞ�ŐƌĂŶƚĞĚ�ƚŽ�
ĞŵƉůŽǇĞĞƐ�ƚŽ�ƉƌŽǀŝĚĞ�ĞǆƚĞŶĚĞĚ�ĐĂƌĞ�ĨŽƌ�Ă�ĐŚŝůĚ�ĨŽůůŽǁŝŶŐ�ƚŚĞ�ƚĞƌŵŝŶĂƟŽŶ�ŽĨ�ŵĂƚĞƌŶŝƚǇ�ůĞĂǀĞ͕�
ĂĚŽƉƟŽŶ�Žƌ�ĨŽƌ�ůŽŶŐ�ƚĞƌŵ�ŝůůŶĞƐƐĞƐ�ŽĨ�ĐŚŝůĚƌĞŶ͘
ZĞƋƵĞƐƚƐ�ĨŽƌ�ƵƟůŝǌĂƟŽŶ�ŽĨ�ƉĂƌĞŶƚĂů�ůĞĂǀĞ�ƐŚĂůů�ďĞ�ŵĂĚĞ�ƚŽ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ĂŶĚ�ƐŚĂůů�ŝŶĐůƵĚĞ�
ƚŚĞ�ƌĞĂƐŽŶ�ĨŽƌ�ƚŚĞ�ůĞĂǀĞ�ĂŶĚ�ƚŚĞ�ĂŶƟĐŝƉĂƚĞĚ�ƐƚĂƌƚ�ĚĂƚĞ�ĂŶĚ�ĞǆƉŝƌĂƟŽŶ�ĚĂƚĞ�ŽĨ�ƚŚĞ�ůĞĂǀĞ͘����
ƌĞƉƌĞƐĞŶƚĂƟǀĞ�ĨƌŽŵ�,ƵŵĂŶ�ZĞƐŽƵƌĐĞƐ�ƐŚĂůů�ƌĞǀŝĞǁ�ĞĂĐŚ�ƌĞƋƵĞƐƚ�ĂŶĚ�ĚĞƚĞƌŵŝŶĞ�ǁŚĞƚŚĞƌ��
approval of the request is in the best interest of KCPS and shall approve or disapprove the  
ƌĞƋƵĞƐƚ͘
tŚĞŶ�ĂŶ�ĞŵƉůŽǇĞĞ�ƌĞƚƵƌŶƐ�ƚŽ�ǁŽƌŬ�Ăƚ�ƚŚĞ�ĞǆƉŝƌĂƟŽŶ�ŽĨ�ĂŶ�ĂƉƉƌŽǀĞĚ�ƉĂƌĞŶƚĂů�ůĞĂǀĞ͕�ƚŚĞ���
ĞŵƉůŽǇĞĞ�ǁŝůů�ďĞ�ƌĞƚƵƌŶĞĚ�ƚŽ�ĂŶ�ĞƋƵŝǀĂůĞŶƚ�ƉŽƐŝƟŽŶ͘�&ĂŝůƵƌĞ�ƚŽ�ƌĞƚƵƌŶ�ƚŽ�ǁŽƌŬ�Ăƚ�ƚŚĞ�ĞǆƉŝƌĂƟŽŶ�
ŽĨ�ĂŶ�ĂƵƚŚŽƌŝǌĞĚ�ƉĂƌĞŶƚĂů�ůĞĂǀĞ�ƐŚĂůů�ďĞ�ĚĞĞŵĞĚ�Ă�ƌĞƐŝŐŶĂƟŽŶ͘

General Leave and Time Off
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Health Leave of Absence without Pay
�Ŷ�ĞŵƉůŽǇĞĞ�ǁŚŽ�ŚĂƐ�ƵƐĞĚ�ƵƉ�Ăůů�ĐƵƌƌĞŶƚ�ĂŶĚ�ĂĐĐƵŵƵůĂƚĞĚ�WdK�ĚĂǇƐ�ĂŶĚ�ǁŚŽ�ŚĂƐ�ƵƐĞĚ�Ăůů�
ůĞĂǀĞ�ĂǀĂŝůĂďůĞ�ƚŽ�Śŝŵ�Žƌ�ŚĞƌ�ƉƵƌƐƵĂŶƚ�ƚŽ�ƚŚĞ�&D>�͕�ǁŚŽ�ƉƌĞƐĞŶƚƐ�Ă�ƌĞƋƵĞƐƚ�ƐƵƉƉŽƌƚĞĚ�ďǇ�Ă�
ĚŽĐƚŽƌ Ɛ͛�ƐƚĂƚĞŵĞŶƚ�ƚŚĂƚ�ŚĞͬƐŚĞ�ŝƐ�ƵŶĂďůĞ�ƚŽ�ƌĞƚƵƌŶ�ƚŽ�ǁŽƌŬ͕�ŵĂǇ�ďĞ�ƉůĂĐĞĚ�ďǇ�ĂĚŵŝŶŝƐƚƌĂƟǀĞ�
ĂĐƟŽŶ�ŽŶ�ĞǆƚĞŶĚĞĚ�ŚĞĂůƚŚ�ůĞĂǀĞ�ĂƐ�ƌĞƋƵŝƌĞĚ�ƵƉ�ƚŚĞ�ƌĞŵĂŝŶĚĞƌ�ŽĨ�Ă�ĐƵƌƌĞŶƚ�ƐĞŵĞƐƚĞƌ͘
�Ǉ�ĂƉƉƌŽǀĂů�ŽĨ�ƚŚĞ��ŽĂƌĚ͕�ƚŚĞ�ƵŶƉĂŝĚ�ŚĞĂůƚŚ�ůĞĂǀĞ�ŵĂǇ�ďĞ�ĞǆƚĞŶĚĞĚ�ĨŽƌ�ƵƉ�ƚŽ�ŽŶĞ�;ϭͿ�ǇĞĂƌ�ƵƉŽŶ�
ǁƌŝƩĞŶ�ƌĞƋƵĞƐƚ�ŽĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ĂŶĚ�ƚŚĞ�ƐƵďŵŝƐƐŝŽŶ�ŽĨ�Ă�ĚŽĐƚŽƌ Ɛ͛�ƐƚĂƚĞŵĞŶƚ�ƚŚĂƚ�ƚŚĞ��
ĞŵƉůŽǇĞĞ�ĐŽŶƟŶƵĞƐ�ƚŽ�ďĞ�ƵŶĂďůĞ�ƚŽ�ƌĞƐƵŵĞ�ŶŽƌŵĂů�ĚƵƟĞƐ͘�dŚĞ�ĚŽĐƚŽƌ Ɛ͛�ƐƚĂƚĞŵĞŶƚ�ƐŚĂůů���
ŝŶĐůƵĚĞ�ĂŶ�ĞƐƟŵĂƚĞ�ŽĨ�ƚŚĞ�ƉƌŽďĂďůĞ�ŶĞĐĞƐƐĂƌǇ�ůĞŶŐƚŚ�ŽĨ�ƚŚĞ�ůĞĂǀĞ͕�ďĂƐĞĚ�ŽŶ�ƚŚĞ�ĚŽĐƚŽƌ Ɛ͛�ďĞƐƚ�
ƉƌŽĨĞƐƐŝŽŶĂů�ũƵĚŐŵĞŶƚ͘
��ƉĞƌƐŽŶ�ŽŶ�ŚĞĂůƚŚ�ůĞĂǀĞ�ŐƌĂŶƚĞĚ�ďǇ�ƚŚĞ��ŽĂƌĚ͕�ŵĂǇ�ƌĞƋƵĞƐƚ�ƌĞŝŶƐƚĂƚĞŵĞŶƚ�ŶŽ�ůĞƐƐ�ƚŚĂŶ�ƚŚŝƌƚǇ
;ϯϬͿ�ĚĂǇƐ�ďĞĨŽƌĞ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�Ă�ƐĞŵĞƐƚĞƌ�ǁŚĞŶ�Ă�ƌĞƚƵƌŶ�ƚŽ�ǁŽƌŬ�ŝƐ�ĂŶƟĐŝƉĂƚĞĚ͘�^ƵĐŚ�� �
ŶŽƟĮĐĂƟŽŶ�ƐŚĂůů�ďĞ�ĂĐĐŽŵƉĂŶŝĞĚ�ďǇ�Ă�ĐĞƌƟĮĐĂƟŽŶ�ďǇ�Ă�ĚŽĐƚŽƌ�ƚŚĂƚ�ƚŚĞ�ƉĞƌƐŽŶ Ɛ͛�ŚĞĂůƚŚ�ƐŚŽƵůĚ�
ƉĞƌŵŝƚ�Ă�ƌĞƚƵƌŶ�ƚŽ�ĨƵůů�ĚƵƚǇ͘
dŚĞ�ĞŵƉůŽǇĞĞ�ƐŚĂůů�ďĞ�ĂůůŽǁĞĚ�ƚŽ�ƌĞƚƵƌŶ�ƚŽ�ĚƵƚǇ�ĂŌĞƌ�ƚŚŝƌƚǇ�;ϯϬͿ�ĚĂǇƐ͛�ŶŽƟĐĞ�Žƌ�Ăƚ�ƚŚĞ�ĞŶĚ�ŽĨ�Ă�
ƐĞŵĞƐƚĞƌ͕ �ǁŚŝĐŚĞǀĞƌ�ŝƐ�ƐŽŽŶĞƌ͕ �ĂŶĚ�ƵƉŽŶ�ƌĞĐĞŝƉƚ�ŽĨ�Ă�ƐƚĂƚĞŵĞŶƚ�ĨƌŽŵ�ŚŝƐͬŚĞƌ�ƉŚǇƐŝĐŝĂŶ�� �
ĐĞƌƟĨǇŝŶŐ�ŚŝƐͬŚĞƌ�ĂďŝůŝƚǇ�ƚŽ�ƌĞƐƵŵĞ�ŶŽƌŵĂů�ĚƵƟĞƐ͘

Benefit Plan Coverage Termination
tŚŝůĞ�ŽŶ�ĂŶ�ƵŶƉĂŝĚ�ĞǆƚĞŶĚĞĚ�ůĞĂǀĞ�ŽĨ�ĂďƐĞŶĐĞ͕�ĞŵƉůŽǇĞĞ Ɛ͛�ŵĞĚŝĐĂů�ĐŽǀĞƌĂŐĞ�ǁŝůů�ĞŶĚ�ŽŶ�ƚŚĞ�
ϭƐƚ�ĚĂǇ�ŽĨ�ƚŚĞ�ŵŽŶƚŚ�ĨŽůůŽǁŝŶŐ�ƚŚĞ�ƐƚĂƌƚ�ŽĨ�ƐƵĐŚ�ůĞĂǀĞ͘��ŵƉůŽǇĞĞƐ�ǁŝůů�ŚĂǀĞ�ƚŚĞ�ŽƉƉŽƌƚƵŶŝƚǇ�ŽĨ�
ĐŽŶƟŶƵŝŶŐ�ƚŚĞŝƌ�ďĞŶĞĮƚƐ�ĨŽƌ�Ă�ŵĂǆŝŵƵŵ�ƉĞƌŝŽĚ�ŽĨ�ϭϴ�ŵŽŶƚŚƐ�ďǇ�ƉĂǇŝŶŐ�ƚŚĞ�ŵŽŶƚŚůǇ�ƉƌĞŵŝƵŵƐ�
ĂƐ�ƌĞƋƵŝƌĞĚ�ďǇ��K�Z��ůĞŐŝƐůĂƟŽŶ͘�hŶĞŵƉůŽǇŵĞŶƚ�/ŶƐƵƌĂŶĐĞ�ďĞŶĞĮƚƐ�ĐĂŶŶŽƚ�ďĞ�ĐŽůůĞĐƚĞĚ�ǁŚŝůĞ�
ŽŶ�Ă�ůĞĂǀĞ�ŽĨ�ĂďƐĞŶĐĞ�ǁŝƚŚŽƵƚ�ƉĂǇ͘

Vacation and PTO
hŶƵƐĞĚ�ǀĂĐĂƟŽŶ�ĂŶĚ�WdK�ĚĂǇƐ�ŵƵƐƚ�ďĞ�ƵƐĞĚ�ďĞĨŽƌĞ�ĂŶ�ƵŶƉĂŝĚ�ůĞĂǀĞ�ŽĨ�ĂďƐĞŶĐĞ�ǁŝƚŚŽƵƚ�ƉĂǇ�
ǁŝůů�ďĞ�ŐƌĂŶƚĞĚ͘

Performance Appraisal
dŚĞ�ŶŽƌŵĂů�ƉĞƌĨŽƌŵĂŶĐĞ�ĂƉƉƌĂŝƐĂů�ĚĂƚĞ�ŽĨ�ĂŶ�ĞŵƉůŽǇĞĞ�ŽŶ�ĂŶ�ƵŶƉĂŝĚ�ůĞĂǀĞ�ŽĨ�ĂďƐĞŶĐĞ�ǁŝƚŚŽƵƚ�
ƉĂǇ�ǁŝůů�ďĞ�ĞǆƚĞŶĚĞĚ�ďǇ�ƚŚĞ�ůĞŶŐƚŚ�ŽĨ�ƚŚĞ�ůĞĂǀĞ͘

67



Health Leave of Absence without Pay
Performance Appraisal
Due to the nature of our business, KCPS cannot  
ŐƵĂƌĂŶƚĞĞ�ĞŝƚŚĞƌ�ƚŚĂƚ�ĂŶ�ĞŵƉůŽǇĞĞ Ɛ͛�ũŽď�ǁŝůů�ƌĞŵĂŝŶ�
ĂǀĂŝůĂďůĞ�Žƌ�ƚŚĂƚ�Ă�ĐŽŵƉĂƌĂďůĞ�ƉŽƐŝƟŽŶ�ǁŝůů�ĞǆŝƐƚ�ǁŚĞŶ�
ƌĞƚƵƌŶ�ĨƌŽŵ�ĂŶ�ƵŶƉĂŝĚ�ůĞĂǀĞ�ŝƐ�ƐŽƵŐŚƚ͘
�Ŷ�ĞŵƉůŽǇĞĞ�ǁŚŽ�ƌĞƚƵƌŶƐ�ƚŽ�ǁŽƌŬ�ĨŽůůŽǁŝŶŐ�ĂŶ�ƵŶƉĂŝĚ�
ůĞĂǀĞ�ǁŝůů�ďĞ�ĐŽŶƐŝĚĞƌĞĚ�ĂƐ�ŚĂǀŝŶŐ�ĐŽŶƟŶƵŽƵƐ�ƐĞƌǀŝĐĞ͘�
/Ĩ�ĂŶ�ĞŵƉůŽǇĞĞ�ĚŽĞƐ�ŶŽƚ�ƌĞƚƵƌŶ�ĨƌŽŵ�ĂŶ�ƵŶƉĂŝĚ�ůĞĂǀĞ�
ŽĨ�ĂďƐĞŶĐĞ͕�ƚŚĞ�ƌĞƐŝŐŶĂƟŽŶ�ĚĂƚĞ�ŝƐ�ƚŚĞ�ůĂƐƚ�ĚĂǇ�ŽĨ�ƚŚĞ�
ĂƵƚŚŽƌŝǌĞĚ�ůĞĂǀĞ�ƉĞƌŝŽĚ�Žƌ�ƚŚĞ�ĚĂƚĞ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŶŽƟͲ
ĮĞƐ�ŚŝƐͬŚĞƌ�ƐƵƉĞƌǀŝƐŽƌͬŵĂŶĂŐĞƌ�ŚĞͬƐŚĞ�ŝƐ�ŶŽƚ��
ƌĞƚƵƌŶŝŶŐ͕�ǁŚŝĐŚĞǀĞƌ�ŝƐ�ƐŽŽŶĞƌ͘ �^ƵĐŚ�ĞŵƉůŽǇĞĞƐ�ŵĂǇ�
ďĞ�ĐŽŶƐŝĚĞƌĞĚ�ĨŽƌ�ƌĞĞŵƉůŽǇŵĞŶƚ͘

General Leave and Time Off
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Employee Travel and Reimbursement
We understand that in order to provide the best education possible for our 

students, you must go above and beyond and not just in the classroom. Over the 
next few pages you will see our policies that KCPS observes in terms of supporting 

your e"orts and commitment. 69



Employee Travel and Reimbursement
�ŵƉůŽǇĞĞƐ�ǁŝůů�ďĞ�ƌĞŝŵďƵƌƐĞĚ�ĨŽƌ�ƌĞĂƐŽŶĂďůĞ�ĞǆƉĞŶƐĞƐ�ŝŶĐƵƌƌĞĚ�ŝŶ�ĐŽŶŶĞĐƟŽŶ�ǁŝƚŚ�ĂƉƉƌŽǀĞĚ�
ƚƌĂǀĞů�ŽŶ�ďĞŚĂůĨ�ŽĨ�<�W^͘
dŚŝƐ�ƐĞĐƟŽŶ�ŽƵƚůŝŶĞƐ�ĚĞƚĂŝůƐ�ĂďŽƵƚ�ƐƉĞĐŝĮĐ�ƚƌĂǀĞů�ĂƌƌĂŶŐĞŵĞŶƚƐ�ĂŶĚ�ĂůůŽǁĂŶĐĞƐ�ĂƐ�ĞŵƉůŽǇĞĞƐͬ
ƚƌĂǀĞůĞƌƐ�ƉƌĞƉĂƌĞ�ĨŽƌ�ŚŝƐͬŚĞƌ�ƚƌŝƉ͘
dŚĞ�ƚƌĂǀĞůĞƌ�ďĞŐŝŶƐ�ƚŚĞ�ƉƌĞƉĂƌĂƟŽŶ�ƉƌŽĐĞƐƐ�ďǇ�ĐŽŵƉůĞƟŶŐ�ƚŚĞ�ŶĞĐĞƐƐĂƌǇ�ĨŽƌŵƐ�ĂŶĚ�ĂƉƉƌŽǀĂůƐ�
ĨŽƌ�ĚŝƐƚƌŝĐƚͲƌĞůĂƚĞĚ�ƚƌĂǀĞů�ŝŶĐůƵĚŝŶŐ͗
� ͻ� dƌĂǀĞů��ƵƚŚŽƌŝǌĂƟŽŶ�&Žƌŵ
� ͻ� dƌĂǀĞůͬ�ǆƉĞŶƐĞ�ZĞƉŽƌƟŶŐ��ŶǀĞůŽƉĞ
  •�����ĞƚĂŝůĞĚ�ƌĞĐĞŝƉƚƐ�ĂƌĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�ďĞ�ƐƵďŵŝƩĞĚ�ƚŽ��ĐĐŽƵŶƚƐ�WĂǇĂďůĞ�ĨŽƌ�� � �

� ������ƌĞŝŵďƵƌƐĞŵĞŶƚ�ĨŽƌ�ĐĂƌ�ƌĞŶƚĂů͕�ůŽĚŐŝŶŐ͕�ŵĞĂůƐ͕�ŐƌŽƵŶĚ�ƚƌĂŶƐƉŽƌƚĂƟŽŶ͕�ĞƚĐ͘�ĂŶĚ�ƐŚŽƵůĚ��
� ������ďĞ�ŬĞƉƚ�ŝŶ�ƚŚŝƐ�ĞŶǀĞůŽƉĞ�ĨŽƌ�ĞĂƐĞ�ŝŶ�ƌĞƉŽƌƟŶŐ�Ăƚ�ƚŚĞ�ĞŶĚ�ŽĨ�ƚŚĞ�ƚƌŝƉ͘

  •�����ŶǇ�ĞǆƉĞŶƐĞƐ�ǁŚŝĐŚ�ĞǆĐĞĞĚ�ƚŚĞ�ĚĂŝůǇ�ĂůůŽǁĂŶĐĞƐ�ŵƵƐƚ�ďĞ�ƉĂŝĚ�ƚŽ�ƚŚĞ�ĚŝƐƚƌŝĐƚ�ƚŚƌŽƵŐŚ��
� ������ƉĞƌƐŽŶĂů�ĐŚĞĐŬ�Žƌ�ĐĂƐŚ͘

  •    All student travel must be coordinated through Accounts Payable and handled on a  
� ������ĐĂƐĞͲďǇͲĐĂƐĞ�ďĂƐŝƐ͘

Air Travel
All district employees/travelers are required to purchase economy or coach class and   
ŶŽŶͲ�ƌĞĨƵŶĚĂďůĞ�ŝŶ�ŽƌĚĞƌ�ƚŽ�ƌĞĚƵĐĞ�ĐŽƐƚƐ͘�EŽŶͲƌĞĨƵŶĚĂďůĞ�ƟĐŬĞƚƐ�ƚŚĂƚ�ĐŽƐƚ�ΨϲϱϬ�Žƌ�ŵŽƌĞ�ǁŝůů�
ƌĞƋƵŝƌĞ�ĂĚĚŝƟŽŶĂů�ĂƉƉƌŽǀĂů͘��ŝƌůŝŶĞ�ƟĐŬĞƚƐ�ƐŚŽƵůĚ�ďĞ�ďŽŽŬĞĚ�ǁŝƚŚ�ǇŽƵƌ�ĐĂďŝŶĞƚ�ŵĞŵďĞƌ Ɛ͛��
ĐƌĞĚŝƚ�ĐĂƌĚ͘

Unused Tickets
dƌĂǀĞůĞƌƐ�ǁŝůů�ďĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�ƌĞŝŵďƵƌƐĞ�ƚŚĞ�ĚŝƐƚƌŝĐƚ�ƚŚƌŽƵŐŚ�ƉĂǇƌŽůů�ĚĞĚƵĐƟŽŶ�ŝĨ�ƚŚĞ�ƚƌĂǀĞůĞƌ�
ĨĂŝůƐ�ƚŽ�ƵƐĞ�ƚŚĞ�ƉƵƌĐŚĂƐĞĚ�ƟĐŬĞƚ͘

Mileage
DŝůĞĂŐĞ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ŝƐ�ĂůůŽǁĞĚ�ĨŽƌ�ƵƐĞ�ŽĨ�Ă�ƉĞƌƐŽŶĂů�ĐĂƌ�ĨŽƌ�ŽŶĞ�ƚƌŝƉ�ƚŽ�ĂŶĚ�ĨƌŽŵ�ƚŚĞ�ĂŝƌƉŽƌƚ�
ďĂƐĞĚ�ŽŶ�/Z^�ŐƵŝĚĞůŝŶĞƐ͘�dŚĞ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ĂŵŽƵŶƚ�ŝƐ�ůŝŵŝƚĞĚ�ƚŽ�ƚŚĞ�ƚŽƚĂů�ŵŝůĞƐ�ĨŽƌ�ŽŶĞ�ƌŽƵŶĚ�
ƚƌŝƉ͘

Lodging
>ŽĚŐŝŶŐ�ǁŝůů�ďĞ�ƌĞŝŵďƵƌƐĞĚ�ƚŽ�ĞŵƉůŽǇĞĞƐ�ŽŶ�ĐŽŵƉĂŶǇ�ďƵƐŝŶĞƐƐ�ǁŚĞŶ�ŝŶ�ĂĐĐŽƌĚĂŶĐĞ�ǁŝƚŚ�ƚŚĞ�
ĚŝƐƚƌŝĐƚ�ŐƵŝĚĞůŝŶĞƐ͘�WĞƌ�ĚŝĞŵ�ƌĂƚĞƐ�ĨŽƌ�ůŽĚŐŝŶŐ�ĐĂŶ�ďĞ�ĨŽƵŶĚ�Ăƚ�� � � � � �
ŐƐĂ͘ŐŽǀͬƉŽƌƚĂůͬĐĂƚĞŐŽƌǇͬϭϬϬϭϮϬ͘�/Ĩ�ƐƚĂǇŝŶŐ�Ăƚ�ƚŚĞ�ĐŽŶĨĞƌĞŶĐĞ�ŚŽƚĞů͕�ƌĂƚĞƐ�ĚŽ�ŶŽƚ�ĂƉƉůǇ͘�� �
>ŽĚŐŝŶŐ�ƐŚŽƵůĚ�ďĞ�ďŽŽŬĞĚ�ǁŝƚŚ�ǇŽƵƌ�ĐĂďŝŶĞƚ�ŵĞŵďĞƌ Ɛ͛�ĐƌĞĚŝƚ�ĐĂƌĚ͘
/Ŷ�ƚŚĞ�ĐĂƐĞ�ŽĨ�ŵƵůƟƉůĞ�ŽĐĐƵƉĂŶĐŝĞƐ�Ăƚ�ƚŚĞ�ƐĂŵĞ�ŚŽƚĞů͕�ĞĂĐŚ�ŝŶĚŝǀŝĚƵĂů�ŵƵƐƚ�ŚĂǀĞ�Ă�ƐĞƉĂƌĂƚĞ��
ŚŽƚĞů�ďŝůů͘��ĚĚŝƟŽŶĂůůǇ͕�ǁŚĞŶ�Ă�ŶŽŶͲĚŝƐƚƌŝĐƚ�ƉĞƌƐŽŶ�ƐŚĂƌĞƐ�Ă�ƌŽŽŵ�ǁŝƚŚ�Ă�ĚŝƐƚƌŝĐƚ�ĞŵƉůŽǇĞĞ͕��
ƌĞŝŵďƵƌƐĞŵĞŶƚ�ŝƐ�ůŝŵŝƚĞĚ�ƚŽ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ƉŽƌƟŽŶ�ŽŶůǇ͘
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Non-reimbursable travel expenses:
dŚĞ�ŶŽƌŵĂů�ƉĞƌĨŽƌŵĂŶĐĞ�ĂƉƉƌĂŝƐĂů�ĚĂƚĞ�ŽĨ�ĂŶ�ĞŵƉůŽǇĞĞ�ŽŶ�ĂŶ�ƵŶƉĂŝĚ�ůĞĂǀĞ�ŽĨ�ĂďƐĞŶĐĞ�ǁŝƚŚŽƵƚ�
ƉĂǇ�ǁŝůů�ďĞ�ĞǆƚĞŶĚĞĚ�ďǇ�ƚŚĞ�ůĞŶŐƚŚ�ŽĨ�ƚŚĞ�ůĞĂǀĞ͘
� ͻ� �ĂďǇƐŝƩĞƌͬĐŚŝůĚĐĂƌĞ�ĨĞĞƐ
 • Over the counter medicines
� ͻ� WĞƌƐŽŶĂů�ĂƌƟĐůĞƐ�;ƚŽŝůĞƚƌŝĞƐ͕�ĞƚĐ͘Ϳ
� ͻ� WƌĞƐĐƌŝƉƟŽŶ�ŵĞĚŝĐŝŶĞƐ
� ͻ� >ĂƵŶĚƌǇ�ͬ�ƌǇ�ĐůĞĂŶŝŶŐ�ƐĞƌǀŝĐĞƐ
� ͻ� dƌĂĸĐ�Žƌ�ƉĂƌŬŝŶŐ�ĮŶĞƐ
 • Alcoholic beverages
� ͻ� ZĞƐŽƌƚ�ĨĞĞƐ
� ͻ� �ĂƌďĞƌͬ,ĂŝƌƐƚǇůŝƐƚ
� ͻ� &ƌĞƋƵĞŶƚ�&ůǇĞƌ�DĞŵďĞƌƐŚŝƉƐͬĚƵĞƐ
� ͻ� /Ŷ�ŇŝŐŚƚ�ŵŽǀŝĞƐͬƌĞĨƌĞƐŚŵĞŶƚƐ
 • Car rental insurance
� ͻ� �ŝƌůŝŶĞ�ƟĐŬĞƚ�ĐŚĂŶŐĞ�ĨĞĞƐ
� ͻ� WĞƚ��ŽĂƌĚŝŶŐ�ĨĞĞƐ
� ͻ� ,ŽƚĞů�EŽͬ^ŚŽǁ�ĨĞĞƐ
� ͻ� ,ŽƚĞů�ŝŶͲƌŽŽŵ�ŵŽǀŝĞƐ
 • Hotel spas
� ͻ� dƌĂǀĞůĞƌƐ�ĐŚĞĐŬ�ĨĞĞƐ
� ͻ� sĂůĞƚ�ƉĂƌŬŝŶŐ
 • Passport fees
 • Groceries
� ͻ� �ǆƉĞŶƐĞƐ�ĨŽƌ�ŶŽŶͲĚŝƐƚƌŝĐƚ�ƉĞƌƐŽŶŶĞů�ͬŶŽƚ�ŽŶ�ĚŝƐƚƌŝĐƚ�ďƵƐŝŶĞƐƐ

Car Rental
�ŝƐƚƌŝĐƚ�ĞŵƉůŽǇĞĞƐͬƚƌĂǀĞůĞƌƐ�ƐŚŽƵůĚ�ĐĂƌĞĨƵůůǇ�ĞǀĂůƵĂƚĞ�ƚŚĞ�ŶĞĞĚ�ĨŽƌ�Ă�ƌĞŶƚĂů�ǀĞŚŝĐůĞ͘�WƵďůŝĐ�
ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ĂůƚĞƌŶĂƟǀĞƐ�ĂƌĞ�ƚŽ�ďĞ�ƵƐĞĚ�ŝĨ�ƚŚĞǇ�ĂƌĞ�ůĞƐƐ�ĐŽƐƚůǇ�ĂŶĚ�ĐĂŶ�ĂĐĐŽŵŵŽĚĂƚĞ�ƚŚĞ�
ƚƌĂǀĞůĞƌ Ɛ͛�ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ŶĞĞĚƐ͘

Car Class
tŚĞŶ�ƐĞůĞĐƟŶŐ�ƚŚĞ�ƚǇƉĞ�ŽĨ�ĐĂƌ�ĐůĂƐƐ͕�ƐĞůĞĐƚ�ƚŚĞ�ůŽǁĞƐƚ�ĐůĂƐƐ�;ƌĂƚĞ�ƉĞƌ�ĚĂǇͿ�ĂƉƉƌŽƉƌŝĂƚĞ�ĨŽƌ�ƚŚĞ�
ŝŶƚĞŶĚĞĚ�ƵƐĞ�ĂŶĚ�ƚŚĞ�ŶƵŵďĞƌ�ŽĨ�ƉĂƐƐĞŶŐĞƌƐ͘�;�Ğ�ƐƵƌĞ�ƚŽ�ĐŽŶƐŝĚĞƌ�ůƵŐŐĂŐĞ�ƐƉĂĐĞ͘Ϳ

Rental Insurance
tĂŝǀĞ�ƚŚĞ�ƌĞŶƚĂů�ŝŶƐƵƌĂŶĐĞ�ŽƉƟŽŶ�ƐŝŶĐĞ�ŵŽƐƚ�ĐƌĞĚŝƚ�ĐĂƌĚƐ�ŝŶĐůƵĚĞ�ƚŚŝƐ�ĐŽǀĞƌĂŐĞ͘��ŚĞĐŬ�ǁŝƚŚ�
ǇŽƵƌ�ĐƌĞĚŝƚ�ĐĂƌĚ�ƉƌŽǀŝĚĞƌ͘
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Refueling
WůĂŶ�ƚƌĂǀĞů�ƟŵĞ�ĂŶĚ�ƌĞŶƚĂů�ƌĞƚƵƌŶ�ŝŶ�ŽƌĚĞƌ�ƚŽ�ƌĞĨƵĞů�ƌĞŶƚĂů�ĐĂƌƐ�ƉƌŝŽƌ�ƚŽ�ƚŚĞŝƌ�ƌĞƚƵƌŶ�ĂŶĚ�ĂǀŽŝĚ�
ƚŚĞ�ƌĞŶƚĂů�ĐŽŵƉĂŶǇ Ɛ͛�ŚŝŐŚĞƌ�ĨƵĞů�ƉƌŝĐĞƐ͘

Meals
�ŵƉůŽǇĞĞƐ�ĂƌĞ�ƌĞŝŵďƵƌƐĞĚ�ĨŽƌ�ŵĞĂůƐ�ĚƵƌŝŶŐ�ŽǀĞƌŶŝŐŚƚ�ďƵƐŝŶĞƐƐ�ƚƌŝƉƐ͘�dŚĞ�ĐŽƐƚ�ŽĨ�ƚŚĞ�ŵĞĂů�
ƐŚŽƵůĚ�ŶŽƚ�ĞǆĐĞĞĚ�/Z^�ŐƵŝĚĞůŝŶĞƐ͘�dŚĞƐĞ�ŐƵŝĚĞůŝŶĞƐ�ĂƌĞ�ƉƵďůŝƐŚĞĚ�Ăƚ�� � � � �
ŐƐĂ͘ŐŽǀͬƉŽƌƚĂůͬĐĂƚĞŐŽƌǇͬϭϬϬϭϮϬ�ĂŶĚ�ǀĂƌǇ�ďǇ�ĐŝƚǇͬƐƚĂƚĞ͘��ůů�ƌĞĐĞŝƉƚƐ�ŵƵƐƚ�ďĞ�ĚĞƚĂŝůĞĚ�ƐŚŽǁŝŶŐ�
ŝƚĞŵƐ�ƚŚĂƚ�ǁĞƌĞ�ƉƵƌĐŚĂƐĞĚ͘�ZĞĐĞŝƉƚƐ�ƚŚĂƚ�ĂƌĞ�ŶŽƚ�ŝƚĞŵŝǌĞĚ͕�ǁŝůů�ŶŽƚ�ďĞ�ƌĞŝŵďƵƌƐĞĚ͘

Per Diem
dŚĞ�ƉĞƌ�ĚŝĞŵ�ĂůůŽǁĂŶĐĞ�ŝƐ�ƉĞƌ�ĚĂǇ�ĂŶĚ�ŝƐ�ŶŽƚ�ĐƵŵƵůĂƟǀĞ͘��ŵƉůŽǇĞĞƐ�ĂƌĞ�ŶŽƚ�ĂůůŽǁĞĚ�ƚŽ�ƐƉĞŶĚ�
ŵŽƌĞ�ƚŚĂŶ�ƚŚĞ�ĚĂŝůǇ�ĂůůŽǁĂŶĐĞ�ĞǀĞŶ�ƚŚŽƵŐŚ�ƚŚĞǇ�ŵĂǇ�ŚĂǀĞ�ƐƉĞŶƚ�ůĞƐƐ�ŽŶ�Ă�ƉƌĞǀŝŽƵƐ�ƚƌĂǀĞů�ĚĂǇ͘�
DĞĂů�ĞǆƉĞŶƐĞƐ�ŝŶ�ĞǆĐĞƐƐ�ŽĨ�ƚŚĞ�ƉĞƌ�ĚŝĞŵ�ĂůůŽǁĂŶĐĞ�ƌĞƋƵŝƌĞ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ƚŽ�ƚŚĞ�ĚŝƐƚƌŝĐƚ͘

Tips
�ůůŽǁĂŶĐĞƐ�ĨŽƌ�ƟƉƐ�ĂƌĞ�ŝŶĐůƵĚĞĚ�ŝŶ�ƚŚĞ�ĚĂŝůǇ�ƉĞƌ�ĚŝĞŵ͕�ƵƉ�ƚŽ�ϭϱ�ƉĞƌĐĞŶƚ�ŽĨ�ƚŚĞ�ĐŽƐƚ�ŽĨ�ƚŚĞ�ŵĞĂů͘

Personal Car Use/Mileage
dŚĞ�ƵƐĞ�ŽĨ�Ă�ƉĞƌƐŽŶĂů�ĐĂƌ�ŝƐ�ĂůůŽǁĞĚ�ĨŽƌ�ĚŝƐƚƌŝĐƚ�ďƵƐŝŶĞƐƐ�ƚƌĂǀĞů�ǁŚĞŶ�ŽƚŚĞƌ�ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ŝƐ�ŶŽƚ�
ĂǀĂŝůĂďůĞ�Žƌ�ŝƐ�ŵŽƌĞ�ĐŽƐƚůǇ͘��ĞƉĞŶĚŝŶŐ�ŽŶ�ƚŚĞ�ƐŝƚƵĂƟŽŶ�ĂŶĚ�ƚŚĞ�ĚŝƐƚĂŶĐĞƐ͕�ŝƚ�ŵĂǇ�ďĞ�ŵŽƌĞ��
ĨĞĂƐŝďůĞ�ƚŽ�ŽďƚĂŝŶ�Ă�ƌĞŶƚĂů�ĐĂƌ�ƚŚĂŶ�ƚŽ�ƵƐĞ�Ă�ƉĞƌƐŽŶĂů�ĐĂƌ͘
ZĞŝŵďƵƌƐĞŵĞŶƚ�ĨŽƌ�ŵŝůĞĂŐĞ�ǁŚĞŶ�ƵƐŝŶŐ�Ă�ƉĞƌƐŽŶĂů�ĐĂƌ�ŝƐ�ůŝŵŝƚĞĚ�ƚŽ�ƚŚĞ�ƌĂƚĞ�ƉƌĞƐĐƌŝďĞĚ�ďǇ�ƚŚĞ�
/Z^�ŐƵŝĚĞůŝŶĞƐ͘�DŝůĞĂŐĞ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ǁŝůů�ďĞ�ŵĂĚĞ�ĂŌĞƌ�ƚŚĞ�ďƵƐŝŶĞƐƐ�ƚƌŝƉ͘�DŝůĞĂŐĞ�ŝƐ�� �
ĐĂůĐƵůĂƚĞĚ�ĨƌŽŵ�ǁŽƌŬ�ůŽĐĂƟŽŶ�ƚŽ�ĐŽŶĨĞƌĞŶĐĞ�ůŽĐĂƟŽŶ͕�ůŝŵŝƚĞĚ�ƚŽ�ŽŶĞ�ƌŽƵŶĚ�ƚƌŝƉ͘

Gas/Oil
'ĂƐ�ƉƵƌĐŚĂƐĞĚ�ĨŽƌ�Ă�ƉĞƌƐŽŶĂů�ĐĂƌ�ŝƐ�ŶŽƚ�Ă�ƌĞŝŵďƵƌƐĂďůĞ�ĞǆƉĞŶƐĞ�ƐŝŶĐĞ�ŐĂƐ͕�Žŝů͕�ĂŶĚ�ŶŽƌŵĂů�ǁĞĂƌ�
ĂŶĚ�ƚĞĂƌ�ŝƐ�ĐŽŶƐŝĚĞƌĞĚ�ŝŶ�ĞƐƚĂďůŝƐŚŝŶŐ�ƚŚĞ�ŵŝůĞĂŐĞ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ƌĂƚĞ͘

Taxi/Shuttles
WƵďůŝĐͬŚŽƚĞů�ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ĂůƚĞƌŶĂƟǀĞƐ�ƐŚŽƵůĚ�ďĞ�ƵƐĞĚ�ŝĨ�ƚŚĞǇ�ĂƌĞ�ůĞƐƐ�ĐŽƐƚůǇ�ĂŶĚ�ĐĂŶ�� �
ĂĐĐŽŵŵŽĚĂƚĞ�ƚŚĞ�ƚƌĂǀĞůĞƌ Ɛ͛�ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ŶĞĞĚƐ͘�hƐĞ�ŽĨ�ƚĂǆŝƐͬƐŚƵƩůĞƐ�ƚŽ�ĂŶĚ�ĨƌŽŵ�ƉůĂĐĞƐ�ŽĨ�
ďƵƐŝŶĞƐƐ͕�ŚŽƚĞůƐ�Žƌ�ĂŝƌƉŽƌƚƐ�ŝŶ�ĐŽŶŶĞĐƟŽŶ�ǁŝƚŚ�ĂƉƉƌŽǀĞĚ�ďƵƐŝŶĞƐƐ�ƚƌĂǀĞů�ĂĐƟǀŝƚǇ�ŝƐ�ĂůůŽǁĞĚ͘�
,ŽƚĞůƐ�ŽŌĞŶ�ƉƌŽǀŝĚĞ�ƐŚƵƩůĞƐ�ĂŶĚ�ǀĂŶƐ�ƚŽ�ůĂƌŐĞ�ĞǀĞŶƚƐ�ĂŶĚͬŽƌ�ƚŚĞ�ĂŝƌƉŽƌƚ͘

ZĞŵŝŶĚĞƌ͗�ZĞĐĞŝƉƚƐ�ĨŽƌ�ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ĐŚĂƌŐĞƐ�ǁŝůů�ďĞ�ƌĞƋƵŝƌĞĚ�ĨŽƌ�ƌĞŝŵďƵƌƐĞŵĞŶƚ͘

Employee Travel and Reimbursement
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Expense Report Processing:
KƵƚͲŽĨͲƉŽĐŬĞƚ�ƚƌĂǀĞů�ĞǆƉĞŶƐĞƐ�ŵƵƐƚ�ďĞ�ƌĞƉŽƌƚĞĚ�ŽŶ�ƚŚĞ�
ĚŝƐƚƌŝĐƚ�ĂƵƚŚŽƌŝǌĞĚ�ĞǆƉĞŶƐĞ�ƌĞƉŽƌƚ�ƵƉŽŶ�ƌĞƚƵƌŶ�ĨƌŽŵ�
Ă�ďƵƐŝŶĞƐƐ�ƚƌŝƉ͘���ĐŽƉǇ�ŽĨ�ǇŽƵƌ�ĂƵƚŚŽƌŝǌĂƟŽŶͲƚŽͲƚƌĂǀĞů�
ĨŽƌŵ�ŵƵƐƚ�ďĞ�ŝŶĐůƵĚĞĚ�ĂůŽŶŐ�ǁŝƚŚ�Ăůů�ŽƌŝŐŝŶĂů�ĚĞƚĂŝůĞĚ�
ĂŶĚ�ĚĂƚĞĚ�ƌĞĐĞŝƉƚƐ�ĞůŝŐŝďůĞ�ĨŽƌ�ƌĞŝŵďƵƌƐĞŵĞŶƚ͘�WůĞĂƐĞ�
ĐŽƉǇ�ƚŚĞ�ƌĞĐĞŝƉƚƐ�ďĞĨŽƌĞ�ƚŚĞǇ�ĨĂĚĞ�Žƌ�ĂƌĞ�ŝůůĞŐŝďůĞ͘
dŚŝƐ�ƌĞƉŽƌƚ�ŝƐ�ƐƵďŵŝƩĞĚ�ƚŽ��ĐĐŽƵŶƚƐ�WĂǇĂďůĞ�ĂŶĚ�ǁŝůů�
ďĞ�ƉƌŽĐĞƐƐĞĚ�ǁŝƚŚŝŶ�ϯϬ�ĚĂǇƐ�ŽĨ�ƌĞĐĞŝƉƚ�ŝŶ��ĐĐŽƵŶƚƐ�
WĂǇĂďůĞ͘�zŽƵƌ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ǁŝůů�ďĞ�ĚĞƉŽƐŝƚĞĚ�ŝŶƚŽ�
ǇŽƵƌ�ŵĂŝŶ�ďĂŶŬ�ĂĐĐŽƵŶƚ͘
dƌĂǀĞůĞƌƐ�ƐĞĞŬŝŶŐ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ƐŚŽƵůĚ�ŝŶĐƵƌ�ƚŚĞ�
ůŽǁĞƐƚ�ƌĞĂƐŽŶĂďůĞ�ƚƌĂǀĞů�ĞǆƉĞŶƐĞƐ�ĂŶĚ�ĞǆĞƌĐŝƐĞ�ĐĂƌĞ�ƚŽ�
ĂǀŽŝĚ�ƚŚĞ�ĂƉƉĞĂƌĂŶĐĞ�ŽĨ�ŝŵƉƌŽƉƌŝĞƚǇ͘�/Ĩ�Ă�ĐŝƌĐƵŵƐƚĂŶĐĞ�
ĂƌŝƐĞƐ�ƚŚĂƚ�ŝƐ�ŶŽƚ�ƐƉĞĐŝĮĐĂůůǇ�ĐŽǀĞƌĞĚ�ŝŶ�ƚŚĞ�ƚƌĂǀĞů��
ƉŽůŝĐŝĞƐ͕�ƚŚĞ�ŵŽƐƚ�ĐŽŶƐĞƌǀĂƟǀĞ�ĐŽƵƌƐĞ�ŽĨ�ĂĐƟŽŶ�ƐŚŽƵůĚ�
ďĞ�ĂĚŽƉƚĞĚ͘
dƌĂǀĞů�ĨŽƌ�ƐƚĂī�ŵƵƐƚ�ďĞ�ĂƵƚŚŽƌŝǌĞĚ�ŝŶ�ĂĚǀĂŶĐĞ͘��
dƌĂǀĞůĞƌƐ�ƐŚŽƵůĚ�ǀĞƌŝĨǇ�ƚŚĂƚ�ƉůĂŶŶĞĚ�ƚƌĂǀĞů�ŝƐ�ĞůŝŐŝďůĞ�
ĨŽƌ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ďĞĨŽƌĞ�ŵĂŬŝŶŐ�ƚƌĂǀĞů�� �
ĂƌƌĂŶŐĞŵĞŶƚƐ͘�hƉŽŶ�ĐŽŵƉůĞƟŽŶ�ŽĨ�ƚŚĞ�ƚƌŝƉ͕�ĂŶĚ��
ǁŝƚŚŝŶ�ϯϬ�ĚĂǇƐ͕�ƚŚĞ�ƚƌĂǀĞůĞƌ�ŵƵƐƚ�ƐƵďŵŝƚ�Ă�dƌĂǀĞů�� �
ZĞŝŵďƵƌƐĞŵĞŶƚ�&Žƌŵ�ĂŶĚ�ƐƵƉƉŽƌƟŶŐ�ĚŽĐƵŵĞŶƚĂƟŽŶ�
ƚŽ�ŽďƚĂŝŶ�ƌĞŝŵďƵƌƐĞŵĞŶƚ�ŽĨ�ĞǆƉĞŶƐĞƐ͘�(See   
�ĚŵŝŶŝƐƚƌĂƟǀĞ�WŽůŝĐŝĞƐ��>�͕��>��Ϳ
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“Educating the mind without educating the heart is no 
education at all.” 

-Aristotle
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Employee Benefits
KCPS o"ers a wide range of balanced and competitive bene#ts as part of our 

employee’s total compensation that includes medical, dental, long and 
short-term disability, life insurance, retirement plans, an Employee Assistance 

Program among other options. !is section will go over them in detail. 75



Employee Benefits
Disclaimer
<�W^�ŚĂƐ�ĞƐƚĂďůŝƐŚĞĚ�Ă�ǀĂƌŝĞƚǇ�ŽĨ�ĞŵƉůŽǇĞĞ�ďĞŶĞĮƚ�ƉƌŽŐƌĂŵƐ�ĚĞƐŝŐŶĞĚ�ƚŽ�ĂƐƐŝƐƚ�ǇŽƵ�ĂŶĚ�ǇŽƵƌ�
ĞůŝŐŝďůĞ�ĚĞƉĞŶĚĞŶƚƐ�ŝŶ�ŵĞĞƟŶŐ�ƚŚĞ�ĮŶĂŶĐŝĂů�ďƵƌĚĞŶƐ�ƚŚĂƚ�ĐĂŶ�ƌĞƐƵůƚ�ĨƌŽŵ�ŝůůŶĞƐƐ�ĂŶĚ�ĚŝƐĂďŝůŝƚǇ͕�
ĂŶĚ�ƚŽ�ŚĞůƉ�ǇŽƵ�ƉůĂŶ�ĨŽƌ�ƌĞƟƌĞŵĞŶƚ͘�dŚŝƐ�ƉŽƌƟŽŶ�ŽĨ�ƚŚĞ�,ĂŶĚďŽŽŬ�ĐŽŶƚĂŝŶƐ�Ă�ǀĞƌǇ�ŐĞŶĞƌĂů��
ĚĞƐĐƌŝƉƟŽŶ�ŽĨ�ƚŚĞ�ďĞŶĞĮƚƐ�ƚŽ�ǁŚŝĐŚ�ǇŽƵ�ŵĂǇ�ďĞ�ĞŶƟƚůĞĚ�ĂƐ�ĂŶ�ĞŵƉůŽǇĞĞ�ŽĨ�<�W^͘�WůĞĂƐĞ���
ƵŶĚĞƌƐƚĂŶĚ�ƚŚĂƚ�ƚŚŝƐ�ŐĞŶĞƌĂů�ĞǆƉůĂŶĂƟŽŶ�ŝƐ�ŶŽƚ�ŝŶƚĞŶĚĞĚ�ƚŽ͕�ĂŶĚ�ĚŽĞƐ�ŶŽƚ͕�ƉƌŽǀŝĚĞ�ǇŽƵ�ǁŝƚŚ�Ăůů�
ƚŚĞ�ĚĞƚĂŝůƐ�ŽĨ�ƚŚĞƐĞ�ďĞŶĞĮƚƐ͘�dŚĞƌĞĨŽƌĞ͕�ƚŚŝƐ�,ĂŶĚďŽŽŬ�ĚŽĞƐ�ŶŽƚ�ĐŚĂŶŐĞ�Žƌ�ŽƚŚĞƌǁŝƐĞ�ŝŶƚĞƌƉƌĞƚ�
ƚŚĞ�ƚĞƌŵƐ�ŽĨ�ƚŚĞ�ŽĸĐŝĂů�ƉůĂŶ�ĚŽĐƵŵĞŶƚƐ͘�zŽƵƌ�ƌŝŐŚƚƐ�ĐĂŶ�ďĞ�ĚĞƚĞƌŵŝŶĞĚ�ŽŶůǇ�ďǇ�ƌĞĨĞƌƌŝŶŐ�ƚŽ�ƚŚĞ�
ĨƵůů�ƚĞǆƚ�ŽĨ�ƚŚĞ�ŽĸĐŝĂů�ƉůĂŶ�ĚŽĐƵŵĞŶƚƐ͕�ǁŚŝĐŚ�ĂƌĞ�ĂǀĂŝůĂďůĞ�ĨŽƌ�ǇŽƵƌ�ĞǆĂŵŝŶĂƟŽŶ�ŝŶ�ƚŚĞ�� �
�ĞŶĞĮƚƐ�KĸĐĞ͘�dŽ�ƚŚĞ�ĞǆƚĞŶƚ�ƚŚĂƚ�ĂŶǇ�ŽĨ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ĐŽŶƚĂŝŶĞĚ�ŝŶ�ƚŚŝƐ�,ĂŶĚďŽŽŬ�ŝƐ�� �
ŝŶĐŽŶƐŝƐƚĞŶƚ�ǁŝƚŚ�ƚŚĞ�ŽĸĐŝĂů�ƉůĂŶ�ĚŽĐƵŵĞŶƚƐ͕�ƚŚĞ�ƉƌŽǀŝƐŝŽŶƐ�ŽĨ�ƚŚĞ�ŽĸĐŝĂů�ĚŽĐƵŵĞŶƚƐ�ǁŝůů��
ŐŽǀĞƌŶ�ŝŶ�Ăůů�ĐĂƐĞƐ͘
WůĞĂƐĞ�ŶŽƚĞ�ƚŚĂƚ�ŶŽƚŚŝŶŐ�ĐŽŶƚĂŝŶĞĚ�ŝŶ�ƚŚĞ�ďĞŶĞĮƚ�ƉůĂŶƐ�ĚĞƐĐƌŝďĞĚ�ŚĞƌĞŝŶ�ƐŚĂůů�ďĞ�ŚĞůĚ�Žƌ��
ĐŽŶƐƚƌƵĞĚ�ƚŽ�ĐƌĞĂƚĞ�Ă�ƉƌŽŵŝƐĞ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ�Žƌ�ĨƵƚƵƌĞ�ďĞŶĞĮƚƐ͕�Žƌ�Ă�ďŝŶĚŝŶŐ�ĐŽŶƚƌĂĐƚ�� �
ďĞƚǁĞĞŶ�<�W^�ĂŶĚ�ŝƚƐ�ĞŵƉůŽǇĞĞƐ͕�ƌĞƟƌĞĞƐ�Žƌ�ƚŚĞŝƌ�ĚĞƉĞŶĚĞŶƚƐ͕�ĨŽƌ�ďĞŶĞĮƚƐ�Žƌ�ĨŽƌ�ĂŶǇ�ŽƚŚĞƌ��
ƉƵƌƉŽƐĞ͘
�Ɛ�ŝŶ�ƚŚĞ�ƉĂƐƚ͕�<�W^�ƌĞƐĞƌǀĞƐ�ƚŚĞ�ƌŝŐŚƚ͕�ŝŶ�ŝƚƐ�ƐŽůĞ�ĂŶĚ�ĂďƐŽůƵƚĞ�ĚŝƐĐƌĞƟŽŶ͕�ƚŽ�ĂŵĞŶĚ͕�ŵŽĚŝĨǇ�
Žƌ�ƚĞƌŵŝŶĂƚĞ͕�ŝŶ�ǁŚŽůĞ�Žƌ�ŝŶ�ƉĂƌƚ͕�ĂŶǇ�Žƌ�Ăůů�ŽĨ�ƚŚĞ�ƉƌŽǀŝƐŝŽŶƐ�ŽĨ�ƚŚĞ�ďĞŶĞĮƚ�ƉůĂŶƐ�ĚĞƐĐƌŝďĞĚ�
ŚĞƌĞŝŶ͕�ŝŶĐůƵĚŝŶŐ�ĂŶǇ�ŚĞĂůƚŚ�ďĞŶĞĮƚƐ�ƚŚĂƚ�ŵĂǇ�ďĞ�ĞǆƚĞŶĚĞĚ�ƚŽ�ƌĞƟƌĞĞƐ�ĂŶĚ�ƚŚĞŝƌ�ĚĞƉĞŶĚĞŶƚƐ͘�
&ƵƌƚŚĞƌ͕ �<�W^�ƌĞƐĞƌǀĞƐ�ƚŚĞ�ƌŝŐŚƚ�ƚŽ�ĂĚŵŝŶŝƐƚĞƌ͕ �ĂƉƉůǇ͕ �ĂŶĚ�ŝŶƚĞƌƉƌĞƚ�ƚŚĞ�ďĞŶĞĮƚ�ƉůĂŶƐ�ĚĞƐĐƌŝďĞĚ�
ŚĞƌĞŝŶ͕�ĂŶĚ�ƚŽ�ĚĞĐŝĚĞ�Ăůů�ŵĂƩĞƌƐ�ĂƌŝƐŝŶŐ�ŝŶ�ĐŽŶŶĞĐƟŽŶ�ǁŝƚŚ�ƚŚĞ�ŽƉĞƌĂƟŽŶ�Žƌ�ĂĚŵŝŶŝƐƚƌĂƟŽŶ�ŽĨ�
ƐƵĐŚ�ƉůĂŶƐ͘
&Žƌ�ŵŽƌĞ�ĐŽŵƉůĞƚĞ�ŝŶĨŽƌŵĂƟŽŶ�ƌĞŐĂƌĚŝŶŐ�ĂŶǇ�ŽĨ�ŽƵƌ�ďĞŶĞĮƚ�ƉƌŽŐƌĂŵƐ͕�ƉůĞĂƐĞ�ƌĞĨĞƌ�ƚŽ�ƚŚĞ�
^ƵŵŵĂƌǇ�WůĂŶ��ĞƐĐƌŝƉƟŽŶƐ͕�ǁŚŝĐŚ�ŵĂǇ�ďĞ�ƉƌŽǀŝĚĞĚ�ƚŽ�ǇŽƵ�ƐĞƉĂƌĂƚĞůǇ�ƵƉŽŶ�ƌĞƋƵĞƐƚ�ďǇ�ƚŚĞ�
�ĞŶĞĮƚƐ��ĞƉĂƌƚŵĞŶƚ͘�/Ĩ�ǇŽƵ�ŚĂǀĞ�ůŽƐƚ�Žƌ�ŵŝƐƉůĂĐĞĚ�ƚŚŽƐĞ�ĚĞƐĐƌŝƉƟŽŶƐ͕�ƉůĞĂƐĞ�ĐŽŶƚĂĐƚ�ƚŚĞ��
�ĞŶĞĮƚƐ��ĞƉĂƌƚŵĞŶƚ�ĨŽƌ�ĂŶŽƚŚĞƌ�ĐŽƉǇ͘

Wellness Program and Benefits
dŚĞ�tĞůůŶĞƐƐ��ŽŵŵŝƩĞĞ�ǁŝůů�ĂƐƐĞƐƐ�Ăůů�ĞĚƵĐĂƟŽŶ�ĐƵƌƌŝĐƵůƵŵ�ĂŶĚ�ŵĂƚĞƌŝĂůƐ�ƉĞƌƚĂŝŶŝŶŐ�ƚŽ��
ǁĞůůŶĞƐƐ�ĂŶĚ�ǁŝůů�ďĞ�ƌĞƐƉŽŶƐŝďůĞ�ĨŽƌ�ĚĞǀŝƐŝŶŐ�Ă�ƉůĂŶ�ĨŽƌ�ŝŵƉůĞŵĞŶƚĂƟŽŶ�ĂŶĚ�ĞǀĂůƵĂƟŽŶ�ŽĨ�
ƚŚĞ�<�W^�ǁĞůůŶĞƐƐ�ŝŶŝƟĂƟǀĞ͘�dŚĞ�tĞůůŶĞƐƐ��ŽŽƌĚŝŶĂƚŽƌ�ǁŝůů�ďĞ�ĐŚĂƌŐĞĚ�ǁŝƚŚ�ƚŚĞ�ŽƉĞƌĂƟŽŶĂů��
ƌĞƐƉŽŶƐŝďŝůŝƚǇ�ĨŽƌ�ĞŶƐƵƌŝŶŐ�ƚŚĂƚ�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ĂīŽƌĚĞĚ�ƚŚĞ�ŽƉƉŽƌƚƵŶŝƚǇ�ƚŽ�ƉĂƌƟĐŝƉĂƚĞ�ŝŶ���
ǁĞůůŶĞƐƐͲƌĞůĂƚĞĚ�ƉƌŽŐƌĂŵƐ͘
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Employee Assistance Program (EAP)
zŽƵƌ���W�ƉƌŽŐƌĂŵ�ĐŽŶƐŝƐƚƐ�ŽĨ�Ɛŝǆ�;ϲͿ�ĐŽƵŶƐĞůŝŶŐ�ƐĞƐƐŝŽŶƐ�ƉĞƌ�<�W^�ĞŵƉůŽǇĞĞ�ĂŶĚ�ŵĞŵďĞƌ�ƉĞƌ�
ŚŽƵƐĞŚŽůĚ�ƉĞƌ�ǇĞĂƌ�Ăƚ�ŶŽ�ĐŽƐƚ�ƚŽ�ǇŽƵ͘���W�ĐŽƵŶƐĞůŽƌƐ�ĂƌĞ�ůŝĐĞŶƐĞĚ�ƉƌŽĨĞƐƐŝŽŶĂůƐ�ĂŶĚ�ƚŚŝƐ���
ĐŽŶĮĚĞŶƟĂů�ƐĞƌǀŝĐĞ�ĐĂŶ�ŚĞůƉ�ǇŽƵ�ĂŶĚ�ŵĞŵďĞƌƐ�ŽĨ�ǇŽƵƌ�ŚŽƵƐĞŚŽůĚ�ǁŝƚŚ�Ă�ǀĂƌŝĞƚǇ�ŽĨ�ĚŝĸĐƵůƚ��
ƐŝƚƵĂƟŽŶƐ͘��ŽƵŶƐĞůŝŶŐ�ƐĞƐƐŝŽŶƐ�ĂƌĞ�ƉĞƌ�ŵĞŵďĞƌ͕ �ŶŽŶͲƚƌĂŶƐĨĞƌĂďůĞ͕�ĂŶĚ�ĚŽ�ŶŽƚ�ĂĐĐƵŵƵůĂƚĞ͘��ůů�
ŽĨ�ŽƵƌ���W�ƐĞƌǀŝĐĞƐ�ĂƌĞ�ŬĞƉƚ�ĐŽŶĮĚĞŶƟĂů͘�/Ŷ�ĨĂĐƚ͕�ŶŽ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�ǇŽƵ�Žƌ�ǇŽƵƌ�� �
ƉĂƌƟĐŝƉĂƟŽŶ�ŝŶ�ƚŚĞ�ƉƌŽŐƌĂŵ�ŝƐ�ƌĞůĞĂƐĞĚ�ǁŝƚŚŽƵƚ�ǇŽƵƌ�ǁƌŝƩĞŶ�ĐŽŶƐĞŶƚ͘�zŽƵ�ǁŝůů�ŵĞĞƚ�ǁŝƚŚ�Ă�
ƚƌĂŝŶĞĚ�ƉƌŽĨĞƐƐŝŽŶĂů�ǁŚŽ�ǁŝůů�ĂƐƐŝƐƚ�ǇŽƵ�ŝŶ�ĚĞƚĞƌŵŝŶŝŶŐ�ǇŽƵƌ�ƐŝƚƵĂƟŽŶ͘�KŌĞŶ�ƚŚĞ�ďĞƐƚ�ĂƉƉƌŽĂĐŚ�
ŝŶĐůƵĚĞƐ�ƐŚŽƌƚͲƚĞƌŵ�ĐŽƵŶƐĞůŝŶŐ�ƐĞƐƐŝŽŶƐ�ǁŝƚŚ�ĂŶ���W�ƉƌŽĨĞƐƐŝŽŶĂů͘�tŚĞŶ�ǇŽƵ�ĂŶĚ�ŵĞŵďĞƌƐ�ŽĨ�
ǇŽƵƌ�ŚŽƵƐĞŚŽůĚ�ĐĂůů�ĨŽƌ�ĂŶ�ĂƉƉŽŝŶƚŵĞŶƚ͕�ŝƚ�ǁŝůů�ďĞ�ƐĐŚĞĚƵůĞĚ�ĂƐ�ƉƌŽŵƉƚůǇ�ĂƐ�ƉŽƐƐŝďůĞ͘
dŚĞ��ŵƉůŽǇĞĞ��ƐƐŝƐƚĂŶĐĞ�WƌŽŐƌĂŵ�;��WͿ�ƉƌŽǀŝĚĞƐ�ƚŚĞ�ƐƵƉĞƌǀŝƐŽƌ�ĂŶĚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ĂŶ��
ĂĚĚŝƟŽŶĂů�ƚŽŽů�ƚŽ�ƵƐĞ�ŝŶ�ĂĚĚƌĞƐƐŝŶŐ�ĂŶĚ�ĐŽƌƌĞĐƟŶŐ�ƉĞƌĨŽƌŵĂŶĐĞ�ŝŶĂĚĞƋƵĂĐŝĞƐ�ĂŶĚ�ĐŽŶĚƵĐƚ�
ƉƌŽďůĞŵƐ͘�/ƚ�ĂůƐŽ�ŝƐ�ĚĞƐŝŐŶĞĚ�ƚŽ�ĂĚĚƌĞƐƐ�ƉĞƌƐŽŶĂů�ƉƌŽďůĞŵƐ�ǁŚŝĐŚ�ŵĂǇ�ďĞ�ĐĂƵƐŝŶŐ�ƉĞƌĨŽƌŵĂŶĐĞ�
Žƌ�ĐŽŶĚƵĐƚ�ƉƌŽďůĞŵƐ�Ăƚ�ǁŽƌŬ͘�dŚĞ���W�ĐĂŶŶŽƚ�ĂĚĚƌĞƐƐ�ůĂĐŬ�ŽĨ�ĐŽŵƉĞƚĞŶĐĞ�Žƌ�ĂďŝůŝƚǇ͕ �ĂŶĚ�ŝƚ�ŝƐ�
ŶĞŝƚŚĞƌ�ĂŶ�ĂůƚĞƌŶĂƟǀĞ�ƚŽ͕�ŶŽƌ�Ă�ƐƵďƐƟƚƵƚĞ�ĨŽƌ�ƚŚĞ�ĐŽƌƌĞĐƟǀĞ�ĚŝƐĐŝƉůŝŶĂƌǇ�ƉƌŽĐĞƐƐ͖�ƌĂƚŚĞƌ͕ �ŝƚ�ŝƐ�ĂŶ�
ĂĚĚŝƟŽŶĂů�ƌŽƵƚĞ�ƚŚĂƚ�ŵĂǇ�ďĞ�ƵƐĞĚ͘�/ƐƐƵĞƐ�ǁŚŝĐŚ�ƚŚĞ���W�ŵĂǇ�ƉƌŽǀŝĚĞ�ĂƐƐŝƐƚĂŶĐĞ�ǁŝƚŚ�ŝŶĐůƵĚĞ͗
 • Stress at home or on the job;
� ͻ� YƵĞƐƟŽŶƐ�ĂďŽƵƚ�ŚĞĂůƚŚǇ�ůŝĨĞƐƚǇůĞ͖
� ͻ� �ƩŽƌŶĞǇ�ƌĞĨĞƌƌĂůƐ�ĨŽƌ�ůĞŐĂů�ŶĞĞĚƐ͖
� ͻ� &ŝŶĂŶĐŝĂů�ŶĞĞĚƐ�ƐƵĐŚ�ĂƐ�ďƵĚŐĞƟŶŐ͖
� ͻ� WĂƌĞŶƟŶŐ�ĐŽŶĐĞƌŶƐ͖
� ͻ� �ŐŝŶŐ�ĂŶĚ�ƌĞƟƌĞŵĞŶƚ͖
 • Drugs and alcohol;
 • Depression and anxiety;
� ͻ� �ŽŶŇŝĐƚƐ�ĂŶĚ�ĐŽŵŵƵŶŝĐĂƟŽŶ͖
� ͻ� ,ĞůƉ�ǁŝƚŚ�ƉƌŽďůĞŵ�ƐŽůǀŝŶŐ͖�ĂŶĚͬŽƌ
� ͻ� ^ƵƉƉŽƌƚ�ĚƵƌŝŶŐ�ĚŝĸĐƵůƚ�ůŝĨĞ�ĞǀĞŶƚƐ͘
At any point in the disciplinary process, the supervisor can inform the employee of the EAP 
ĂŶĚ�ƚŚĞ�ƉŽƐƐŝďŝůŝƚǇ�ƚŚĂƚ�ƵƐĞ�ŽĨ�ƚŚŝƐ�ƉƌŽŐƌĂŵ�ŵĂǇ�ŚĞůƉ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝŶ�ŵĂŬŝŶŐ�ƚŚĞ�ŶĞĐĞƐƐĂƌǇ�
ƉĞƌĨŽƌŵĂŶĐĞ�Žƌ�ĐŽŶĚƵĐƚ�ŝŵƉƌŽǀĞŵĞŶƚƐ͘��ŽƚŚ�ƚŚĞ�ƐƵƉĞƌǀŝƐŽƌ�ĂŶĚ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ƐŚŽƵůĚ�ďĞ�
ĂǁĂƌĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĐŽŶĐĞƌŶŝŶŐ�ƚŚĞ���W͗
� ͻ� dŚĞ���W�ŝƐ�ĐŽŶĮĚĞŶƟĂů͘�^ƵƉĞƌǀŝƐŽƌƐ�ĂŶĚ�ŵĂŶĂŐĞƌƐ�ĂƌĞ�ŽŶůǇ�ŝŶĨŽƌŵĞĚ�ƚŚĂƚ�ĂŶ�ĞŵƉůŽǇĞĞ�� �

� ŚĂƐ�ĞŶƌŽůůĞĚ�ŝŶ�ƚŚĞ���W͘ �EŽ�ƉƌŽŐƌĞƐƐ�ƌĞƉŽƌƚƐ�Žƌ�ŽƚŚĞƌ�ŝŶĨŽƌŵĂƟŽŶ�ĂƌĞ�ƐŚĂƌĞĚ�ǁŝƚŚ�ƚŚĞ�� �
� ƐƵƉĞƌǀŝƐŽƌ͘

� ͻ� dŚĞ���W͕ �ĂŶĚ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ƵƐĞ�ŽĨ�ŝƚ͕�ŝƐ�ŝŶĚĞƉĞŶĚĞŶƚ�ŽĨ�ƚŚĞ�ĚŝƐĐŝƉůŝŶĂƌǇ�ƉƌŽĐĞĚƵƌĞ͘�hƐĞ���
 of the EAP does not (and should not) necessarily stop the progress of the disciplinary   
� ĂŶĚ�ĚŝƐŵŝƐƐĂů�ƉƌŽĐĞĚƵƌĞ͘
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Employee Benefits
Health, Dental and Life Insurance
<�W^�ĐƵƌƌĞŶƚůǇ�ŽīĞƌƐ�ƌĞŐƵůĂƌ�ĨƵůůͲƟŵĞ�ĞŵƉůŽǇĞĞƐ�ǁŚŽ�ŚĂǀĞ�ďĞĞŶ�ĞŵƉůŽǇĞĚ�ďǇ�<�W^�ĨŽƌ�ϯϬ�
ĚĂǇƐ͕�ŚĞĂůƚŚ͕�ĚĞŶƚĂů�ĂŶĚ�ůŝĨĞ�ŝŶƐƵƌĂŶĐĞ�ĐŽǀĞƌĂŐĞ͘��ŵƉůŽǇĞĞƐ�ŚĂǀĞ�ƵƉ�ƚŽ�ϯϬ�ĚĂǇƐ�ĨƌŽŵ�ƚŚĞŝƌ��
ĞŵƉůŽǇŵĞŶƚ�ĚĂƚĞ�ƚŽ�ƐƵďŵŝƚ�ŵĞĚŝĐĂů�ĂŶĚ�ĚĞŶƚĂů�ƉůĂŶ�ĞůĞĐƟŽŶƐ�ĨƌŽŵ�ƚŚĞ�ŽƉƟŽŶƐ�ƉƌŽǀŝĚĞĚ�ďǇ�
<�W^͕�ƚŽ��ĞŶĞĮƚƐ��ŝƌĞĐƚ͘�,ŽǁĞǀĞƌ͕ �ŝƚ�ŝƐ�ƐƚƌŽŶŐůǇ�ĞŶĐŽƵƌĂŐĞĚ�ƚŽ�ŵĂŬĞ�ƚŚĞ�ĞůĞĐƟŽŶ�ŽĨ�ďĞŶĞĮƚƐ�
ƉĂĐŬĂŐĞ�ǁŝƚŚŝŶ�ϭϰ�ĚĂǇƐ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ�ƚŽ�ĞŶƐƵƌĞ�ĞŶƌŽůůŵĞŶƚ�ŝƐ�ƉƌŽĐĞƐƐĞĚ�ĂŶĚ�ďĞŶĞĮƚƐ�ĂƌĞ�ŝŶ�
ĞīĞĐƚ�ŽŶ�ƚŚĞ�ϯϭƐƚ�ĚĂǇ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ͘��ůŝŐŝďůĞ�ĞŵƉůŽǇĞĞƐ�ĂƌĞ�ĂƵƚŽŵĂƟĐĂůůǇ�ĞŶƌŽůůĞĚ�ŝŶ�ƚŚĞ�ůŝĨĞ�
ŝŶƐƵƌĂŶĐĞ�ƉůĂŶ�ĂŶĚ�ŵĂǇ�ĞůĞĐƚ�ƚŽ�ĐŽǀĞƌ�ĞůŝŐŝďůĞ�ĚĞƉĞŶĚĞŶƚƐ͘
KŶĐĞ�ŵĂĚĞ͕�ǇŽƵƌ�ďĞŶĞĮƚƐ�ĞůĞĐƟŽŶƐ�ĂƌĞ�ŐĞŶĞƌĂůůǇ�ĮǆĞĚ�ĨŽƌ�ƚŚĞ�ƌĞŵĂŝŶĚĞƌ�ŽĨ�ƚŚĞ�ƉůĂŶ�ǇĞĂƌ͘ ��
,ŽǁĞǀĞƌ͕ �ŝĨ�ǇŽƵ�ƵŶĚĞƌŐŽ�Ă�ĐŚĂŶŐĞ�ŝŶ�ĨĂŵŝůǇ�ƐƚĂƚƵƐ�;ĂƐ�ĚĞĮŶĞĚ�ŝŶ�ƚŚĞ�WůĂŶ�ĚŽĐƵŵĞŶƚͿ͕�ǇŽƵ�ŵĂǇ�
ŵĂŬĞ�Ă�ĐŚĂŶŐĞ�ŝŶ�ĐŽǀĞƌĂŐĞ�ŽƵƚƐŝĚĞ�ŽĨ�ƚŚĞ�ĚĞƐŝŐŶĂƚĞĚ�KƉĞŶ��ŶƌŽůůŵĞŶƚ�WĞƌŝŽĚ�;ŝ͘Ğ͕͘�ǇŽƵ�ŵĂǇ�
change coverage from individual to family or from family to individual; add or delete  
ĚĞƉĞŶĚĞŶƚƐ͖�Žƌ�ƌĞǀŽŬĞ�ĐŽǀĞƌĂŐĞͿ͕�ƉƌŽǀŝĚĞĚ�ǇŽƵ�ĚŽ�ƐŽ�ǁŝƚŚŝŶ�ϯϬ�ĚĂǇƐ�ĨƌŽŵ�ƚŚĞ�ĚĂƚĞ�ŽĨ�ƚŚĞ�
ĐŚĂŶŐĞ�ŝŶ�ĨĂŵŝůǇ�ƐƚĂƚƵƐ͘�zŽƵ�ǁŝůů�ŶŽƚ�ďĞ�ĂďůĞ�ƚŽ�ŵĂŬĞ�Ă�ŵŝĚͲǇĞĂƌ�ĐŚĂŶŐĞ�ĨƌŽŵ�ŽŶĞ�ŵĞĚŝĐĂů�Žƌ�
ĚĞŶƚĂů�ĐĂƌƌŝĞƌ�ƚŽ�ĂŶŽƚŚĞƌ͘ �WůĞĂƐĞ�ĐŽŶƚĂĐƚ�ƚŚĞ��ĞŶĞĮƚƐ��ĞƉĂƌƚŵĞŶƚ�Žƌ��ĞŶĞĮƚƐ��ŝƌĞĐƚ�ƚŽ�� �
ĚĞƚĞƌŵŝŶĞ�ŝĨ�Ă�ĨĂŵŝůǇ�ƐƚĂƚƵƐ�ĐŚĂŶŐĞ�ƋƵĂůŝĮĞƐ�ƵŶĚĞƌ�ƚŚĞ�WůĂŶ�ĚŽĐƵŵĞŶƚ�ĂŶĚ�/Z^�ƌĞŐƵůĂƟŽŶƐ͘
�ƵƌŝŶŐ�ƚŚĞ�KƉĞŶ��ŶƌŽůůŵĞŶƚ�WĞƌŝŽĚ�ǇŽƵ�ĂƌĞ�ĨƌĞĞ�ƚŽ�ĐŚĂŶŐĞ�ǇŽƵƌ�ŵĞĚŝĐĂů�ĂŶĚ�ĚĞŶƚĂů�ĞůĞĐƟŽŶƐ�
ŝŶĐůƵĚŝŶŐ�ǇŽƵƌ�ĐŚŽŝĐĞ�ŽĨ�ŵĞĚŝĐĂů�ĂŶĚ�ĚĞŶƚĂů�ĐĂƌƌŝĞƌƐ�ǁŚĞƚŚĞƌ�Žƌ�ŶŽƚ�ǇŽƵ�ŚĂǀĞ�Ă�ĐŚĂŶŐĞ�ŝŶ��
ĨĂŵŝůǇ�ƐƚĂƚƵƐ͘
�Ɛ�ƌĞƋƵĞƐƚĞĚ͕�ƚŚĞ��ĞŶĞĮƚƐ��ĞƉĂƌƚŵĞŶƚ�ǁŝůů�ĂƐƐŝƐƚ�ǇŽƵ�ŝŶ�ŵĂŬŝŶŐ�ƚŚĞ�ŶĞĐĞƐƐĂƌǇ�ĂƌƌĂŶŐĞŵĞŶƚƐ�
ĨŽƌ�ĞŶƌŽůůŵĞŶƚ͘��ŽŵƉůĞƚĞ�ĚĞƐĐƌŝƉƟŽŶƐ�ŽĨ�ƚŚĞ�ƉůĂŶƐ�ĂƌĞ�ƉƌŽǀŝĚĞĚ�ƚŽ�ĞĂĐŚ�ĞŵƉůŽǇĞĞ�ĂƐ�^ƵŵŵĂƌǇ�
WůĂŶ��ĞƐĐƌŝƉƟŽŶƐ�ĂŶĚ�ĂƉƉƌŽƉƌŝĂƚĞ�ƐƵƉƉůĞŵĞŶƚƐ͘

Flexible Spending Account
�Ɛ�ƉĂƌƚ�ŽĨ�<�W^ Ɛ͛�&ůĞǆŝďůĞ��ĞŶĞĮƚƐ�WůĂŶ͕�ǁĞ�ĐƵƌƌĞŶƚůǇ�ŽīĞƌ�ĂŶ�ĞŵƉůŽǇĞĞͲĨƵŶĚĞĚ�&ůĞǆŝďůĞ��
^ƉĞŶĚŝŶŐ��ĐĐŽƵŶƚ�ƚŽ�ƌĞŐƵůĂƌ�ĨƵůůͲƟŵĞ�ĞŵƉůŽǇĞĞƐ͘��ƵƌŝŶŐ�ƚŚĞ�ĂŶŶƵĂů�ŽƉĞŶ�ĞŶƌŽůůŵĞŶƚ�ƉĞƌŝŽĚ�
Žƌ�ĨŽƌ�ŶĞǁ�ĞŵƉůŽǇĞĞƐ�ǁŝƚŚŝŶ�ϯϬ�ĚĂǇƐ�ŽĨ�ƚŚĞŝƌ�ŚŝƌĞ�ĚĂƚĞ͕�ĞŵƉůŽǇĞĞƐ�ŵĂǇ�ĞůĞĐƚ�ĂŶ�ĂŶŶƵĂů�
ĂŵŽƵŶƚ�ŽĨ�ŇĞǆŝďůĞ�ĚŽůůĂƌƐ�;ǁŚŝĐŚ�ǁŝůů�ďĞ�ĚĞĚƵĐƚĞĚ�ƉƌŽ�ƌĂƚĂ�ŽŶ�Ă�ƉƌĞͲƚĂǆ�ďĂƐŝƐ�ĨƌŽŵ�ĞĂĐŚ�
ƉĂǇĐŚĞĐŬͿ�ƚŽ�ƉĂǇ�ĨŽƌ�ĞůŝŐŝďůĞ�ŚĞĂůƚŚ�ĐĂƌĞ�ĞǆƉĞŶƐĞƐ͘�dŚĞ�ĞǆƉĞŶƐĞƐ�ŵƵƐƚ�ƋƵĂůŝĨǇ�ƵŶĚĞƌ�/ŶƚĞƌŶĂů�
ZĞǀĞŶƵĞ��ŽĚĞ�^ĞĐ͘�Ϯϭϯ�ĂŶĚ�ŶŽƚ�ďĞ�ƌĞŝŵďƵƌƐĂďůĞ�ĨƌŽŵ�ĂŶǇ�ŽƚŚĞƌ�ƐŽƵƌĐĞ͘��ůŝŐŝďůĞ�ŚĞĂůƚŚ�ĐĂƌĞ�
ĞǆƉĞŶƐĞƐ�ŵĂǇ�ŝŶĐůƵĚĞ�ŵĞĚŝĐĂů�Žƌ�ĚĞŶƚĂů�ŝŶƐƵƌĂŶĐĞ�ĚĞĚƵĐƟďůĞƐ͕�ĐŽͲƉĂǇŵĞŶƚƐ͕�ƉƌĞƐĐƌŝƉƟŽŶƐ�
ĂŶĚ�ǇŽƵƌ�ŽƵƚͲŽĨͲƉŽĐŬĞƚ�ĐŽƐƚƐ�ĨŽƌ�ǀŝƐŝŽŶ�ĐĂƌĞ͕�ĞƚĐ͘�dŚĞ�ŇĞǆŝďůĞ�ƐƉĞŶĚŝŶŐ�ĂĐĐŽƵŶƚ�ĂůƐŽ�ĂůůŽǁƐ��
ĞŵƉůŽǇĞĞƐ�ƚŽ�ĞůĞĐƚ�ƚŚĞ�ĚĞƉĞŶĚĞŶƚ�ĐĂƌĞ�ĐĂƚĞŐŽƌǇ�ƚŽ�ƌĞŝŵďƵƌƐĞ�ĚĂǇ�ĐĂƌĞ�ĞǆƉĞŶƐĞƐ�ĨŽƌ�ƋƵĂůŝĮĞĚ�
ĚĞƉĞŶĚĞŶƚƐ͘
�ĐĐŽƌĚŝŶŐ�ƚŽ�/Z^�ƌĞŐƵůĂƟŽŶƐ͕�ŝĨ�ĞůŝŐŝďůĞ�ŵĞĚŝĐĂů͕�ĚĞŶƚĂů�Žƌ�ĚĞƉĞŶĚĞŶƚͲĐĂƌĞ�ĞǆƉĞŶƐĞƐ�ƚŚĂƚ�ǇŽƵ�
ŝŶĐƵƌ�ĚƵƌŝŶŐ�ƚŚĞ�ĞůĞĐƟŽŶ�ǇĞĂƌ�ĂƌĞ�ůĞƐƐ�ƚŚĂŶ�ǇŽƵƌ�ĚĞƐŝŐŶĂƚĞĚ�ĂŵŽƵŶƚ�ŽĨ�ŇĞǆ�ĚŽůůĂƌƐ�ĨŽƌ�ƚŚĂƚ��
ƉĞƌŝŽĚ͕�ǇŽƵ�ŵƵƐƚ�ĨŽƌĨĞŝƚ�ƚŚĞ�ďĂůĂŶĐĞ͘
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Disability
<�W^�ŽīĞƌƐ�ĞůŝŐŝďůĞ�ĞŵƉůŽǇĞĞƐ�ĂŶ�ŽƉƉŽƌƚƵŶŝƚǇ�ƚŽ�ĞŶƌŽůů�ŝŶ�ĂŶ�ĞŵƉůŽǇĞĞͲĨƵŶĚĞĚ�ĚŝƐĂďŝůŝƚǇ�ƉůĂŶ͘�
dŚŝƐ�ƉůĂŶ�ĂůůŽǁƐ�ĞŵƉůŽǇĞĞƐ�ƚŽ�ƉƵƌĐŚĂƐĞ�Ă�ŵŽŶƚŚůǇ�ďĞŶĞĮƚ�ĂŵŽƵŶƚ͕�ŶŽƚ�ƚŽ�ĞǆĐĞĞĚ�ƚŚĞŝƌ�ĐƵƌƌĞŶƚ�
ŵŽŶƚŚůǇ�ĞĂƌŶŝŶŐƐ͕�ƚŽ�ƌĞƉůĂĐĞ�ƐĂůĂƌǇ�ůŽƐƐ�ĚƵĞ�ƚŽ�ĚŝƐĂďŝůŝƚǇ͘��ŶƌŽůůŵĞŶƚ�ĨŽƌ�ƚŚĞ�ƉůĂŶ�ŝƐ�ǁŝƚŚŝŶ�ϯϬ�
ĚĂǇƐ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ�ĨŽƌ�ŶĞǁ�ĞŵƉůŽǇĞĞƐ�Žƌ�ĚƵƌŝŶŐ�ƚŚĞ�ĚĞƐŝŐŶĂƚĞĚ�ŽƉĞŶ�ĞŶƌŽůůŵĞŶƚ�ƉĞƌŝŽĚ͘

Supplemental Life Insurance
�ĚĚŝƟŽŶĂů�dĞƌŵ�>ŝĨĞ�/ŶƐƵƌĂŶĐĞ�ƉŽůŝĐŝĞƐ�ĂƌĞ�ŽīĞƌĞĚ�ƚŽ�ĞůŝŐŝďůĞ�ĨƵůůͲƟŵĞ�ĞŵƉůŽǇĞĞƐ�ĨŽƌ�ƉƵƌĐŚĂƐĞ�
ƚŚƌŽƵŐŚ�ƉĂǇƌŽůů�ĚĞĚƵĐƟŽŶ͘�dŚĞƐĞ�ƚĞƌŵ�ƉŽůŝĐŝĞƐ�ŵĂǇ�ďĞ�ƉƵƌĐŚĂƐĞĚ�ďǇ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ĨŽƌ�ŚŝŵƐĞůĨͬ
ŚĞƌƐĞůĨ�Žƌ�ĨŽƌ�ĞůŝŐŝďůĞ�ĚĞƉĞŶĚĞŶƚƐ�;ĂƐ�ĚĞĮŶĞĚ�ŝŶ�ƉůĂŶ�ĚŽĐƵŵĞŶƚƐͿ͘��ŶƌŽůůŵĞŶƚ�ĨŽƌ�ƚŚĞ�ƉůĂŶ�ŝƐ�
ǁŝƚŚŝŶ�ϯϬ�ĚĂǇƐ�ŽĨ�ĞŵƉůŽǇŵĞŶƚ�ĨŽƌ�ŶĞǁ�ĞŵƉůŽǇĞĞƐ�Žƌ�ĚƵƌŝŶŐ�ƚŚĞ�ĚĞƐŝŐŶĂƚĞĚ�ŽƉĞŶ�ĞŶƌŽůůŵĞŶƚ�
ƉĞƌŝŽĚ͘

Retirement Plan
ZĞƟƌĞŵĞŶƚ�ďĞŶĞĮƚƐ�ĂƌĞ�ƉƌŽǀŝĚĞĚ�ƚŽ�ƌĞŐƵůĂƌ�ĨƵůůͲƟŵĞ�ĞŵƉůŽǇĞĞƐ�ƵŶĚĞƌ�ƚŚĞ�<ĂŶƐĂƐ��ŝƚǇ�WƵďůŝĐ�
^ĐŚŽŽů�ZĞƟƌĞŵĞŶƚ�^ǇƐƚĞŵ�;<�W^Z^Ϳ͘�WĂƌƟĐŝƉĂƟŽŶ�ŝŶ�ƚŚĞ�ŵĂŶĚĂƚŽƌǇ�ƉůĂŶ�ƌĞƋƵŝƌĞƐ�Ă�ƉĞƌĐĞŶƚĂŐĞ�
ŽĨ�ƚŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ĐŽŵƉĞŶƐĂƟŽŶ�ďĞ�ĐŽŶƚƌŝďƵƚĞĚ�ƚŽ�ƚŚĞ�ƌĞƟƌĞŵĞŶƚ�ĂĐĐŽƵŶƚ͘��ƵƌƌĞŶƚůǇ͕ �ƚŚĞ��
ƉĞƌĐĞŶƚĂŐĞ�ĐŽŶƚƌŝďƵƚĞĚ�ďǇ�ƚŚĞ�ĞŵƉůŽǇĞĞ�ŝƐ�ϵ�ƉĞƌĐĞŶƚ͘��ŽŵƉĞŶƐĂƟŽŶ�ĚŽĞƐ�ŶŽƚ�ŝŶĐůƵĚĞ�� �
ŽǀĞƌƟŵĞ͕�ĞĂƌůǇ�ƌĞƟƌĞŵĞŶƚ�ŝŶĐĞŶƟǀĞƐ�Žƌ�ĂŶǇ�ŽƚŚĞƌ�ƐƉĞĐŝĂů�ƉĂǇ͘�dŽ�ďĞ�ĞůŝŐŝďůĞ�ĨŽƌ�Ă�ĨƵůů�� �
ƌĞƟƌĞŵĞŶƚ�ďĞŶĞĮƚ͕�ĂŶ�ĞŵƉůŽǇĞĞ�ŵƵƐƚ�ďĞ�ǀĞƐƚĞĚ�;ϱ�ǇĞĂƌƐ�ŽĨ�ĐƌĞĚŝƚĂďůĞ�ƐĞƌǀŝĐĞͿ�ĂŶĚ�ďĞ�Ăƚ�ůĞĂƐƚ�
ϲϬ�ǇĞĂƌƐ�ŽĨ�ĂŐĞ͕�Žƌ�ŚĂǀĞ�ϳϱ�ƉŽŝŶƚƐ�;ĂŐĞ�ƉůƵƐ�ǇĞĂƌƐ�ŽĨ�ƐĞƌǀŝĐĞͿ�ŝĨ�ŚŝƌĞĚ�ƉƌŝŽƌ�ƚŽ�:ĂŶƵĂƌǇ�ϭ͕�ϮϬϬϵ�Žƌ�
ϴϬ�ƉŽŝŶƚƐ�;ĂŐĞ�ƉůƵƐ�ǇĞĂƌƐ�ŽĨ�ƐĞƌǀŝĐĞͿ�ŝĨ�ŚŝƌĞĚ�ĂŌĞƌ�:ĂŶƵĂƌǇ�ϭ͕�ϮϬϬϵ͘
&ƵƌƚŚĞƌ�ĚĞƚĂŝůƐ�ĂďŽƵƚ�ƚŚĞ�ZĞƟƌĞŵĞŶƚ�WůĂŶ�ŵĂǇ�ďĞ�ŽďƚĂŝŶĞĚ�ĨƌŽŵ�kcpsrs.org͘�dŚĞ�<�W^Z^�ŽĸĐĞ�
ŝƐ�ůŽĐĂƚĞĚ�Ăƚ�ϰϲϬϬ�WĂƐĞŽ��ůǀĚ͕͘�<ĂŶƐĂƐ��ŝƚǇ͕ �DK͘�dŚĞ�ĐŽŶƚĂĐƚ�ŶƵŵďĞƌ�ŝƐ�;ϴϭϲͿ�ϰϳϮͲϱϴϬϬ͘

Tax Sheltered Annuities
<�W^�ŽīĞƌƐ�ƚǁŽ�ǀŽůƵŶƚĂƌǇ�ƉƌĞͲƚĂǆ�ƐĂůĂƌǇ�ƌĞĚƵĐƟŽŶ�ƉůĂŶƐ�;ϰϬϯď�ĂŶĚ�ϰϱϳͿ�ŝŶ�ǁŚŝĐŚ�ĞŵƉůŽǇĞĞƐ�
ŵĂǇ�ĞůĞĐƚ�ƚŽ�ƉĂƌƟĐŝƉĂƚĞ�ďĞŐŝŶŶŝŶŐ�ǁŝƚŚ�ƚŚĞ�ĮƌƐƚ�ƉĂǇƌŽůů�ƉĞƌŝŽĚ�ĂĚŵŝŶŝƐƚƌĂƟǀĞůǇ�ĨĞĂƐŝďůĞ�ĂŌĞƌ�
ĞŵƉůŽǇŵĞŶƚ͘��ŵƉůŽǇĞĞƐ�ĂƌĞ�ĞŶĐŽƵƌĂŐĞĚ�ƚŽ�ƐĞƚ�ĂŶ�ĂƉƉŽŝŶƚŵĞŶƚ�ǁŝƚŚ�ƚŚĞ�s�>/��ĂĚǀŝƐŽƌ�� �
ĂƐƐŝŐŶĞĚ�ƚŽ�ƚŚĞŝƌ�ǁŽƌŬ�ůŽĐĂƟŽŶ͘�dŚĞ�ůŝƐƚ�ŽĨ�ĂĚǀŝƐŽƌƐ�ŝƐ�ĂǀĂŝůĂďůĞ�ĨƌŽŵ�ƚŚĞ��ĞŶĞĮƚƐ��ĞƉĂƌƚŵĞŶƚ�
Žƌ�ŽŶ�ƚŚĞ��ĞŶĞĮƚƐ�ƉĂŐĞ�ŽŶ�ƚŚĞ�<�W^�ǁĞďƐŝƚĞ͘
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Performance Appraisals/Evaluations
Performance appraisals are conducted on an annual 
ĐǇĐůĞ͘��ŵƉůŽǇĞĞƐ�ǁŝůů�ƌĞĐĞŝǀĞ�Ă�ƉĞƌĨŽƌŵĂŶĐĞ�ƌĞǀŝĞǁ�
ŽŶ�ƚŚĞ�ĞƐƚĂďůŝƐŚĞĚ�ĚĂƚĞ�ĞĂĐŚ�ǇĞĂƌ͘ �dŚĞ�ƉĞƌĨŽƌŵĂŶĐĞ��
ĂƉƉƌĂŝƐĂů�ǁŝůů�ďĞ�ĚŝƐĐƵƐƐĞĚ͕�ĂŶĚ�ďŽƚŚ�ƚŚĞ�ĞŵƉůŽǇĞĞ
ĂŶĚ�ŵĂŶĂŐĞƌ�ǁŝůů�ƐŝŐŶ�ƚŚĞ�ĨŽƌŵ�ƚŽ�ĞŶƐƵƌĞ�ƚŚĂƚ�Ăůů�
strengths, areas for improvement and job goals for the 
ŶĞǆƚ�ƌĞǀŝĞǁ�ƉĞƌŝŽĚ�ŚĂǀĞ�ďĞĞŶ�ĐůĞĂƌůǇ�ĐŽŵŵƵŶŝĐĂƚĞĚ͘�
WĞƌĨŽƌŵĂŶĐĞ�ĞǀĂůƵĂƟŽŶ�ĨŽƌŵƐ�ĂƌĞ�ŶŽǁ�ŽŶ�� �
DǇ>ĞĂƌŶŝŶŐWůĂŶ͘
dŚĞ�ĞŵƉůŽǇĞĞ Ɛ͛�ŽǀĞƌĂůů�ƉĞƌĨŽƌŵĂŶĐĞ�ĂŶĚ�ƐĂůĂƌǇ�ůĞǀĞů�
ƌĞůĂƟǀĞ�ƚŽ�ŚŝƐͬŚĞƌ�ƉŽƐŝƟŽŶ�ƌĞƐƉŽŶƐŝďŝůŝƟĞƐ�ĂƌĞ��
ĞǀĂůƵĂƚĞĚ�ƚŽ�ĚĞƚĞƌŵŝŶĞ�ŝĨ�ũŽď�ĐůĂƐƐŝĮĐĂƟŽŶ�ĂŶĚ��
ƉůĂĐĞŵĞŶƚ�ĂƌĞ�ĂƉƉƌŽƉƌŝĂƚĞ͘

Employee Benefits

80



ADMINISTRATIVE OFFICES:
<�W^�KW�Z�dKZ�.................................................................................................................................................. ;ϴϭϲͿ�ϰϭϴͲϳϬϬϬ
�K�Z��̂ �Zs/��^�................................................................................................................................................ ;ϴϭϲͿ�ϰϭϴͲϳϲϮϭ
K&&/���K&�d,��̂ hW�Z/Ed�E��Ed�........................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϲϭϲ
K&&/���K&�>�'�>�̂ �Zs/��^�.......................................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϲϭϬ
Z�WhWZK^/E'�/E/d�d/s��............................................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϳϮϱ
<�W^���h��d/KE�>�&KhE��d/KE�......................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϲϴϱ

DEPARTMENT OF HUMAN RESOURCES:
�,/�&�,hD�E�Z�^KhZ��^�K&&/��Z�..................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϰϭϵ
������ �ĚŵŝŶŝƐƚƌĂƟǀĞ��ƐƐŝƚĂŶƚ�................................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϰϭϵ
������ KĸĐĞ�ŽĨ�̂ ƚĂĸŶŐ�................................................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϳϭϯ
������ � ^ĞŶŝŽƌ�,Z�̂ ƉĞĐŝĂůŝƐƚ�............................................................................................................. ;ϴϭϲͿ�ϰϭϴͲϳϳϭϲ
����� � ,Z�̂ ƉĞĐŝĂůŝƐƚ�............................................................................................................................. ;ϴϭϲͿ�ϰϭϴͲϳϵϳϲ
������ KĸĐĞ�ŽĨ�dĂůĞŶƚ��ĐƋƵŝƐŝƟŽŶ�Θ��ǀĂůƵĂƟŽŶƐ�........................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϮϳϲ
������ � ZĞĐƌƵŝƚĞƌ�..................................................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϳϬϬ
������ KĸĐĞ�ŽĨ��ŵƉůŽǇĞĞƐ�ZĞůĂƟŽŶƐ�..................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϳϯϮ
������ � �ŵƉůŽǇĞĞ�Θ�>ĂďŽƌ�ZĞůĂƟŽŶƐ�'ĞŶĞƌĂůŝƐƚ�................................................................. ;ϴϭϲͿ�ϰϭϴͲϳϳϬϲ
����� � ,Z��ƵƐƚŽŵĞƌ�̂ ĞƌǀŝĐĞ�ZĞƉƌĞƐĞŶƚĂƟǀĞ�...................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϱϭϳ
������ KĸĐĞ�ŽĨ�,Z�KƉĞƌĂƟŽŶƐ�................................................................................................................... ;ϴϭϲͿ�ϰϭϴͲϳϴϰϰ

Phone Directory
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Kansas City Public Schools @kCpublicschools

flickr.com/photos/kcpublicschools 

@kcpublicschools KCPS-TV

CONNECTING YOU TO KCPS

theplugkcps.org

Keep up with KCPS! Moving Forward together.

kcpublicschools.org 2901 Troost Ave., Kansas City, MO 64109 (816) 418-7000


