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1. INTRODUCTION 
This manual contains only general information and is provided as a guide. It is not intended to 
be a contract or any part of a contractual agreement between NICS and the employee. NICS 
reserves the right to modify, delete, or add to any processes, procedures, or statements made in 
this manual. Edits will be made annually and periodically, if needed. Some of the subjects 
described here are covered in detail in other official district documents or may be referenced in this 
manual. Please refer to other documents for more specific information. Certified Staff specifically 
needs to refer to the NIEA Master Contract as this contract would supersede any contradictory 
information included in this manual. 
 
Many of the forms, policies and manuals are available on the district’s website. 
 
The manual is effective immediately upon issuance and receipt, and supersedes all previous 
instructions or directives concerning business procedures within the district. 

Although every effort will be made to update the handbook on a timely basis, the district reserves 
the right, and has the sole discretion, to change any policies, procedures, benefits, and terms of 
employment without notice, consultation, or publication, except as may be required by contractual 
agreements and law. The district reserves the right, and has the sole discretion, to modify or 
change any portion of this handbook at any time. 

LABOR MANAGEMENT COMMITTEE 
The Association and District will form a joint Labor Management Committee (LMC) whose purpose 
shall be to review and make recommendations to the Board regarding conditions of employment 
contained in the Employee Manual.  The Board shall approve the Employee Manual on an annual 
basis.  Employees will have the opportunity to review the Manual prior to being asked to sign 
individual contracts for the successor school year. 
 
The LMC will have equal representation with the District and the Association each selecting its own 
representatives.  On/Before July 15th of each year, the LMC shall make recommendations to the 
Board regarding the content of the Manual. 
 
EQUAL OPPORTUNITY EMPLOYMENT/AFFIRMATIVE ACTION 
The district will provide equal opportunity to employees and applicants for employment in 
accordance with applicable equal opportunity and affirmative action laws, directives and 
regulations of federal, state and local governing bodies. The district does not discriminate on the 
basis of race, color, creed, sex, national origin, religion, age, sexual orientation or disability in its 
personnel programs and its employment practices. Opportunity to all employees and applicants for 
employment includes hiring, placement, promotion, transfer or demotion, recruitment, advertising 
or solicitation for employment, treatment during employment, rates of pay or other forms of 
compensation, and layoff or termination. The school district will take affirmative action in major job 
categories where women, men, minorities and persons with disabilities are underrepresented. 
Employees will support and comply with the district’s established equal employment opportunity 
and affirmative action policies. Employees will be given notice of this policy annually. 
 
The board will appoint an affirmative action coordinator. The affirmative action coordinator will have 
the responsibility for drafting the affirmative action plan. The affirmative action plan will be reviewed 
by the board at least every two years. 
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Advertisements and notices for vacancies within the district will contain the following statement: 
“The North Iowa CSD is an EEO/AA employer.” The statement will also appear on application 
forms. 
 
Inquiries by employees or applicants for employment regarding compliance with equal employment 
opportunity and affirmative action laws and policies, including but not limited to complaints of 
discrimination, will be directed to the Affirmative Action Coordinator by writing to the Affirmative 
Action Coordinator, North Iowa CSD, 111 3rd Ave NW or by phone at 641-562-2525. 
 
 Inquiries by employees or applicants for employment regarding compliance with equal 
employment opportunity and affirmative action laws and policies, including but not limited to 
complaints of discrimination, may also be directed in writing to: 

●​ The Equal Employment Opportunity Commission, Milwaukee Area Office, Reuss Federal 
Plaza, 310 West Wisconsin Ave., Suite 800, Milwaukee, WI., 53203-2292, 1-800-669-4000 
or TTY 1-800-669-6820, www.eeoc.gov/field/milwaukee/index.cfm    

 
AND/OR  
 

●​ The Iowa Civil Rights Commission, 6200 Park Avenue, Suite 100 Des Moines, IA 
50321-1270, (515)281-4121 or 1-800-457-4416, https://icrc.iowa.gov/. 

 
This inquiry or complaint to the federal office may be made instead of, or in addition to, an inquiry 
or complaint at the local level. 
 
Further information and copies of the procedures for filing a complaint are available in the school 
district’s central administrative office and the administrative office in each attendance center. 
 
EMPLOYEE PUBLICATION OR CREATION OF MATERIALS 
 
Materials created by employees and/or the financial gain therefrom are the property of the school 
district if school materials and/or time were used in their creation and/or such materials were 
created in the scope of the employee's employment unless prior arrangements are made. The 
employee must seek prior written approval of the superintendent concerning such activities. 
 
NOTICE OF NONDISCRIMINATION 
It is the policy of the North Iowa Community School District not to discriminate on the basis of race, 
color, national origin, sex, disability, religion, creed, age (for employment), marital status (for 
programs), sexual orientation and socioeconomic status (for programs) in its educational programs 
and its employment practices. There is a grievance procedure for processing complaints of 
discrimination. If you have questions or a grievance related to this policy please contact the 
district’s Equity Coordinator: Joann Kenny, Principal, 111 3rd Ave NW, Buffalo Center, Iowa, 
641-562-2525, joann.kenny@northiowa.org 
 
QUALIFICATIONS, RECRUITMENT, AND SELECTIONS 
 
Job applicants for all positions will be considered on the basis of the following: training, experience, 
and skill; nature of the occupation; demonstrated competence; and possession of, or ability to 
obtain, state license if required for the position. 
 
All job openings shall be submitted to the Iowa Department of Education for posting on 
TeachIowa.gov, the online state job posting system. Additional announcements of the position may 
occur in a manner which the superintendent believes will inform potential applicants about the 
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position. Whenever possible, the preliminary screening of applicants will be conducted by the 
administrator who will be directly supervising and overseeing the person being hired. 
 
The board will employ employees after receiving recommendations from the superintendent. The 
superintendent, however, will have the authority to hire an employee on a temporary basis until a 
recommendation can be made and action can be taken by the board on the position.  
 
The board may employ temporary teachers for a period of up to six months and temporary 
administrators up to nine months. Temporary employees will be employed to fill a vacancy created 
by a leave of absence or unexpected termination of a licensed employee. 
 
CHILD LABOR 
  
The district complies with both state and federal child labor laws. Under Iowa Child Labor laws, 
Iowa Code Chapter 92, minors under the age of 18 are prohibited from working in certain 
occupations, performing certain duties and from using certain equipment. For more information on 
federal child labor laws, contact the U.S. Department of Labor, Wage and Hour Division, in Des 
Moines at (515) 284-4625 or visit https://www.iowadivisionoflabor.gov/child-labor. 

 

NICS District Employee Manual​ ​ Page 8 of 74 

https://www.iowadivisionoflabor.gov/child-labor


SCHOOL CALENDAR 
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DISTRICT CONTACTS 
 
Superintendent​ ​ ​ Darwin Lehmann​ Darwin.Lehmann@northiowa.org 

Secondary Principal​ ​ ​ Joann Kenny​ ​ Joann.Kenny@northiowa.org 

Elementary Principal​ ​ ​ Tina Henely​ ​ Tina.Henely@northiowa.org 

School Business Official​ ​ Sara Meinders​​ Sara.Meinders@northiowa.org 

Administrative Assistant / HR​​ Teresa Cooper​ Teresa.Cooper@northiowa.org 

Activities Director​ ​ ​ Noah Morphew​ Noah.morphew@nortihowa.org 

District Secretary​ ​ ​ Amanda Heyer​ Amanda.Heyer@northiowa.org 

Transportation Director​ ​ Dan Frerichs​ ​ Dan.Frerichs@northiowa.org 

Head Custodian​ ​ ​ Nathan Stanton​ Nathan.Stanton@northiowa.org 

Board Secretary​ ​ ​ Kortney Hagedorn​ Kortney.Hagedorn@northiowa.org 

Food Service Director​​ ​ Laura Sunde​ ​ Laura.Sunde@northiowa.org 

 
2.     BOARD OF DIRECTORS 
NICS District is governed by a seven-member citizen board representing 5 director districts in the 
North Iowa area. Each Board member is elected by the public citizens in our district. 

The Board of Directors is responsible for approving the district’s budget. The Board also is charged 
with hiring a chief administrator and establishing educational policy which supports and 
supplements requirements of the Iowa Department of Education. 

Current NICS District Directors are: 
 

Alicia Brass District #4                              Term Expires:  2027 
Robin Kettwick District #1                              Term Expires:  2029 
Kyle Van Hove At-Large                                Term Expires:  2029 
Matt Duve District #5                              Term Expires:  2027 
Cody Wirtjes District #2                             Term Expires:  2027 
Rachel Wubben At Large                                Term Expires:  2029 
Jason Wirth District #3                              Term Expires:  2029 

 

2.1 BOARD POLICIES 

Board policies established for the success, safety, and protection of all school employees in the 
performance of their job duties. Board policies are available at 
https://simbli.eboardsolutions.com/Policy/PolicyListing.aspx?S=36032012&ptid=jr2yU9B7o
TCXOtqqVud3fA==  .  
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2.2 PUBLIC PARTICIPATION IN BOARD MEETINGS 

Members of the public are invited to participate in meetings of the Board of Directors during a 
public forum at each meeting. Citizens who would like to place an item on the board agenda must 
notify the Chief Administrator or Board president at least a week in advance of the meeting.  
 
3.​ SALARY & BENEFITS INFORMATION 
 
An employee required to hold a license, authorization or certification for his/her position is solely 
responsible for ensuring it is current. Failure to do so could, and likely will, result in termination 
because by law the district cannot offer a teacher contract and employ an employee who does not 
have a current license, authorization or certification. Specific information regarding an employee’s 
license, authorization, or certification can be obtained from the Iowa Bureau of Educational 
Examiners (BOEE). The BOEE can be reached by calling (515) 281-3245 or by visiting their 
website, located at www.boee.iowa.gov/. 
 
When you are hired, your first stop will be in the Business Office, where you will be provided with 
all of the payroll forms, insurance forms, W-4, IPERS forms, Mandatory Reporting & Blood borne 
Pathogens information, etc., as a new staff member.  
 
Be sure to notify the Business Office of a change of address or telephone. 
 
3.1​ NON-CERTIFIED EMPLOYEES 
 
The salary for all non-certified employees is set by each individual employment agreement.  
Employment agreements are reviewed at least annually, with the Board having full decision making 
authority, and become effective upon signature from the Board President and employee. 
 
3.1.1​ Non-certified staff leave (Classified employees) 
 
Full time staff will receive the following paid leave annually:  

●​ Four paid holidays when holiday observance falls on a scheduled work day: (New Years, 
Labor Day, Thanksgiving, Christmas). 

●​ Five paid sick days per year to accumulate to forty-five days. 
●​ Two paid personal days which do not accumulate. 
●​ Three paid family illness days which do not accumulate. 
●​ Three paid funeral days for the death of immediate family members (parent, sibling, child). 
●​ Two paid funeral days for the death of a close personal friend or non-immediate family 

member.  
●​ Paid leave will be hourly based upon the employee’s regularly scheduled hours per 

day. 

Any staff beginning after the start of the school year will receive prorated leave. 
 
Year-round custodial and secretarial staff (260 day employees) receive the following leave 
annually:  

●​ Eight paid holidays when holiday observance falls on a scheduled work day:  (½ Day New 
Years Eve, New Years, Labor Day, Thanksgiving, Day after Thanksgiving,  ½ day 
Christmas Eve, Christmas, Memorial Day, 4th of July).   

●​ Fifteen paid sick days per year to accumulate to forty-five days. 
●​ Two paid personal days which do not accumulate. 
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●​ Three paid family illness days which do not accumulate. 
●​ Three paid funeral days for the death of immediate family members (parent, sibling, child). 
●​ Two paid funeral days for the death of a close personal friend or non-immediate family 

member.  
●​ Two weeks paid vacation unless the employee’s individual contract indicates otherwise. 

Starting with the eighth year of employment, one additional day will be added each year for 
ten years for a total of 20 vacation days.  Up to five days of vacation may be carried over 
annually.   

Any staff beginning after the start of the school year will receive prorated leave. 
 
3.2​ CERTIFIED EMPLOYEES (LICENSED) 
  
Schedule: The salary of each employee covered by the regular salary schedule is set forth in the 
attached Schedule A.  The superintendent reserves the right to pay above schedule to hire or 
retain when deemed in the district's best interest. 
 
3.2.1​ Placement on Salary Schedule 
 

A.​ Adjustment to Salary Schedule: Each employee shall be placed on the proper step of the 
salary schedule as of the effective date of this Agreement and in accordance with 
paragraph B. below.  Any employee hired prior to the commencement of the second 
semester of any school year shall be given full credit for one (1) year of service toward the 
next increment step for the following year.   
 

B.​ Credit for Experience: Each new employee hereafter hired shall upon initial employment in 
the District be given credit on the employee's salary schedule for previous outside teaching 
experience in a duly accredited school. Best practice will be to honor all of the first 12 years 
of experience, and the superintendent may at his/her discretion give credit for additional 
years of experience. A specialty employee may be granted up to two years experience for 
employment in their field in an area other than teaching. 
 

C.​ Returning to the District: Any employee with previous teaching experience in the North Iowa 
Community School District shall upon returning to the system receive full credit on the 
salary schedule for outside teaching experience in an accredited school up to the maximum 
set forth in subparagraph B. above.  Such employees who have not been engaged in 
accredited teaching activities shall, upon returning to the system, be restored to the next 
Step on the salary schedule above that at which they left. 

 
 
3.2.2​ Advancement on Salary Schedule 
 

A.​ Increments: Employees on the regular salary schedule shall be granted one (1) increment 
or vertical step on the schedule for each year of service until the maximum for their 
educational classification is reached.  A year of service consists of employment in the North 
Iowa Community School District for ninety-one (91) or more consecutive teaching days in 
one (1) school year or a full semester. 
 

B.​ Educational Lanes: Employees on a regular salary schedule who move from one 
educational lane to a higher educational lane shall move to the corresponding eligible step 
in the higher lane.  For an employee to advance from one educational lane to another, the 
employee shall file suitable evidence of additional educational credit, which shall be for 
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graduate credit hours in an area in which the employee is certificated, with the 
Superintendent by January 30th of the preceding year. Employees who have advanced to a 
higher educational lane prior to September 1990 by using continuing education hours or 
certificate renewal hours shall be permitted to continue to use said hours for placement in 
their respective lane.  

 
3.2.3​ Extended Contract Rate 
 

A.​ Number of Days: The salary schedule is based upon the regular school calendar and the 
normal teaching load as set forth in the NIEA Master Contract.  Any employee whose 
assignment exceeds the regular employee work year which for the term of this Contract is 
defined as 180 days will be additionally compensated at the rate of 1/180th of the 
individual's base salary per day. 
 

B.​ Extra Work Days: Part-time employees will be paid per diem compensation on days when 
asked to attend for more than their contracted percentage. These days shall include, but 
not be limited to workshop or in-service days both before and after school begins and 
parent-teacher conference. Employees will be compensated only for the extra time beyond 
their contract percentage, based on their teaching contract. 

 
3.2.4​ Career Increment 
 
An employee who reaches the highest incremental step (maximum salary) on his/her training lane 
shall receive an annual accumulative longevity payment fixed on one-half of the vertical increment, 
plus fifty-five (55) dollars, which shall begin with the second year on the highest incremental step 
(maximum salary).  
 
3.2.4​ Probationary Status 
 
The first three years of a newly licensed teacher’s contract is a probationary period unless the 
teacher has already successfully completed the three-year probationary period in an Iowa school 
district. Teachers who have successfully completed a probationary period in a previous Iowa school 
district will serve a two year probationary period. 
  
3.3​ REQUIRED BENEFITS 
 
Social Security, Unemployment compensation, and Worker's compensation insurance is also 
provided to each employee as required by law.   
 
Any employee injured while on duty is entitled to weekly benefits under Workers’ Compensation for 
any on-the-job injury.  Injuries must be reported immediately (within 24 hours) to the business 
office. Explain circumstances surrounding the injury. Seek medical attention, if necessary. 
Employees may go to health care practitioner/facility of their choice. Notify the health care provider 
that the condition is work related. All medical claim forms, physician notes, etc. should be sent to 
the business office, which will be forwarded to the worker compensation carrier. 
 
Worker compensation claims are subject to approval/denial after the carrier conducts an 
investigation. Denied worker compensation claims may be submitted to employee health 
insurance carrier for payment. 
 
Information on NICS District worker's compensation insurance is posted by the time clock. 
 
NICS District Employee Manual​ ​ Page 13 of 74 



3.4​ HEALTH INSURANCE 
 
Group health insurance program includes hospital, medical, prescription, and optional 
health savings account and/or dental insurance. Only eligible employees qualify for the group 
insurance plan. All eligible employees have the option to purchase dependent insurance, with the 
premium paid through a pre-tax payroll deduction. 
 
3.4.1​ Types 
 
The Board agrees to provide certified employees and eligible non-certified employee working 40 
hours per week (year-round) or more the following full-paid insurance protection. If you are a 
full-time employee (working 30 or more hours per week) you are eligible to enroll in the group 
benefits plan however paid benefits would not apply unless explicitly specified in your employment 
agreement or master contract: 
 

A.​ Health Insurance: The district will pay an amount equal to the single premium rate for  
a $1250 deductible health insurance plan on behalf of each employee toward District 
health insurance coverage, or $9,422 for the 2026-27 school year.  Each employee will 
have the choice of selecting a $1250, $3400 or $5000  with HSA deductible plan.  The 
district will contribute 100% of the $1250 HSA premium savings to the employees HSA 
savings account. Each employee will also have the choice of selecting single or family 
plan coverage for any of these policies.  The Board will consult with the NIEA prior to 
changing carriers. 
 

a.​ All employees new to the district who are employed for less than 1.0 full time 
equivalency shall have their benefits (insurance and leaves other than sick 
leave) proportionate to equal their FTE unless specified otherwise in their 
employment contract.  No employee shall receive less than fifty (50) percent of 
their benefits regardless of their FTE. 

 
B.​ School Liability: All employees shall be covered by a school-financed liability insurance 

covering job-related performance of duties.  Employees required to use personal 
automobiles in their assigned duties shall be covered by Board-paid auto liability 
insurance. 

 
3.4.2​ Coverage 
 
The Board-provided insurance programs shall be for twelve (12) consecutive months (beginning 
June 1 and ending May 31 for current employees) subject to federal and state regulations.  
Employees new to the District shall be covered by Board provided insurances commencing on the 
first workday in the month following the start of their employment.  Employees hired during the 
school year will be provided coverage upon request by the employee.  Employees terminating their 
employment in the district at the end of the school year shall be covered by Board-provided 
insurance through August 31 following the date of their end-of-the-year termination. 
 
3.4.3​ Continuation 
 
 In the event that an employee absent because of illness or injury, has exhausted sick leave 
accrual, the above-mentioned benefits shall continue throughout the balance of the school year.  
Employees on paid leave shall continue to have Board contributions made according to the level 
described above.  Employees on non-paid leave for one (1) month or longer shall have the option 
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to continue any or all of the Board-paid programs by paying the premium themselves to the Board 
on or before the billing date. 
  
3.4.4​ Section 125 Plan 
 
The district will provide a Section 125 Plan allowing employees to choose to direct wages toward 
benefits to be paid on a pre-tax basis subject to the terms of the Plan. This Plan will allow an 
employee to direct wages to pay for unpaid District health insurance premiums, a medical 
reimbursement account for certain allowed medical expenses not reimbursed by health insurance 
or a dependent care reimbursement account. The employee shall be responsible for the monthly 
processing fee for participation in either the medical expense reimbursement and/or the dependent 
care reimbursement account.                      
 
3.5​ LONG TERM DISABILITY INSURANCE 
 
Each certified employee and eligible non-certified employee working 40 hours per week 
year-round) or more will receive an income protection policy with the district paying the full 
premium. Any employee unable to work for (90) calendar days may be eligible for disability 
insurance. Please contact the administration office to file a claim. 
 
3.6​ 403B PROGRAM 
 
A 403B (TSA) investment plan is available to eligible employees.   
 
The NICS 403b plan is administered by the Iowa Department of Administrative Services – 
Retirement Investors’ Club (RIC) 403b Program. A 403b is a voluntary savings plan designed to 
supplement employees’ pension and Social Security benefits at retirement. Contributions are made 
via pre-tax payroll deductions. Post-tax Roth 403b accounts are not available through the RIC 
program. A Salary Reduction Form must be completed and submitted to the compensation/benefits 
specialist to initiate or change a 403b plan. For further information, employees may reference the 
RIC website at: https://das.iowa.gov/ric/education-related-employees-ere or contact the Business 
Office.  Plan with Ease (www.planwithease.com) has employee login capabilities for account 
activity and forms for changes and/or withdrawal of funds. 
 
Beginning in August of 2025, the North Iowa Community School District will distribute a one-time 
$500 contribution to certified employees (faculty) members upon completion of the first month of 
employment in the district.  The contribution will take place during the second payroll period. 
Certified Employees are required to submit the 403B enrollment form to the District Office by 
October 31st for employees hired to begin employment in August. Other certified employees hired 
after the start of the school year will be given three months from their date of hire to submit their 
403b enrollment forms.  Once these deadlines have passed the district’s contributions will be 
forfeited. 
 
 
3.7​ IOWA PUBLIC EMPLOYEES’ RETIREMENT SYSTEM (IPERS) 
 
The district participates in the Iowa Public Employees’ Retirement System (IPERS). This defined 
benefit plan provides a lifetime retirement benefit to you upon retirement in accordance with a 
formula based on your age, years of service and the average of your highest five years of wages. 
For additional information, please contact IPERS at (800) 622-3849 or visit the IPERS website at 
About IPERS | IPERS. 
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3.7.1 MEMBERSHIP IN IPERS 
 
Permanent Public Employees (Full- and Part-Time) 
Your membership in IPERS is automatic if you are a permanent full- or part-time public employee, 
regardless of the amount of wages or compensation you receive. 
 
Temporary Employees 
IPERS defines a temporary employee as an individual hired to work for less than six consecutive 
months or on an irregular, seasonal, or on-call basis. In general, most temporary employees are 
excluded from IPERS membership. However, in some cases a temporary employee may become 
eligible for IPERS membership if an “ongoing relationship” with an IPERS-covered employer is 
established as one of the following: 

●​ When wages paid are $1,000 or more in two consecutive quarters, or 
●​ When employed for 1,040 hours or more in a calendar year, or 
●​ As a Citizen Coach returning for a second season. 

 
 
Your IPERS membership begins in the quarter after you establish an ongoing relationship with an 
IPERS-covered employer. If you have established an ongoing relationship with one employer, you 
are not automatically eligible for IPERS membership with every employer. Instead, as a temporary 
employee, you must qualify separately with each employer. 
 
A few months after you start employment, IPERS will mail you a packet that includes a publication 
summarizing the IPERS plan and your username to establish an account in My Account, your 
IPERS retirement toolkit. A few days later, you will receive a second letter that includes your 
password for My Account. It’s important that you establish your account quickly so you can 
designate your beneficiary. As a new member, it is essential that you designate your beneficiary 
so IPERS can carry out your wishes at your death. You can also designate your beneficiary using 
the Beneficiary Designation form at www.ipers.org/forms.. If you die and have not designated a 
beneficiary, your estate may become your beneficiary.  
 
IPERS information and forms are available in the NICS District Business Office or online at 
www.ipers.org.Employees and their employers contribute to IPERS a set percentage of employees' 
wages. Benefits are funded entirely by contributions plus investment income. Employees contribute 
6.29% and the district pays 9.44%, these percentages fluctuate from year to year. 
 

3.8 LONGEVITY STIPEND   

North Iowa Community School Board of Education recognizes that offering a Retention Incentive is 
a tool that can be beneficial in retaining a quality and highly trained workforce that will allow the 
District to effectively implement its continuous learning plans.   

Employees will need to meet all the following eligibility requirements to receive the incentive: 

1.​ The employee has been employed with the District for more than six months; 

2.​ The employee is a certified teaching staff member responsible for instruction of at least 1 
course, grade level, curricular area or serves as a TLC leader. 

3.​ The employee was employed and in good standing with the District through the end of their 
2026-2027 contract year; 
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4.​ The employee agrees to reimburse the District for any portion of unearned retention 
incentive payment if the employee fails to complete the contract for 2026-2027 school year.  

5.​ Employees who return a signed contract to the business office prior to 4:00 p.m. on the fifth 
day following the date of issuance will qualify for an additional incentive of $750 to be paid 
in a single event payment in June of 2027. 

 

3.9 SICK LEAVE BUY BACK 
 

Except as specifically detailed below, unused sick leave is NOT a payable benefit upon termination 
from employment: 

1.​ Once every two years, a certified employee who has been employed with the North Iowa 
Community School District for more than two (2) full years may convert up to twenty-five 
(25) days of unused sick leave into paid compensation at the rate of one hundred dollars 
($100) for each day, so long as the employee’s remaining balance of unused sick leave 
does not fall below ten (10) days and the employee has agreed to work with the school 
district for the following school year.  An employee requesting this conversion of unused 
sick leave must notify the school district’s business office in writing on or before May 1; 
compensation for this conversion of unused sick leave will be paid through the regular June 
payroll.​ 

2.​ A certified employee who has been employed with the North Iowa Community School 
District for more than five (5) full years, resigns from employment with the school district at 
the end of the school year, and provides the superintendent advance written notice of such 
resignation on or before February 1, 2027 shall be paid in a lump sum at the rate of one 
hundred dollars ($100) for each day of accumulated unused sick leave remaining on the 
effective date of the employee’s resignation up to a maximum of fifty (50) days.  This 
compensation will be paid through the regular June payroll.  

 
 
4.​ PARAEDUCATOR CERTIFICATION 
 
Iowa’s voluntary certification system for paraeducators is based on competencies that reflect the 
skills necessary for multiple paraeducator assignments. Although the certificates are not 
mandatory, the Iowa Department of Education strongly recommends that districts  support 
opportunities and encourage paraeducators to obtain certificates appropriate to their roles. 
Paraeducators can earn certificates in the following categories:  
 

●​ Level 1 Generalist PK-12  
●​ Level 2 areas of concentration  

o​ Early Childhood PK-3  
o​ Special Needs PK-12  
o​ English as a Second Language PK-12  
o​ Career and Transition Programs: Grades 5-12  
o​ School Library Media PK-12  

●​ Level 2 Advanced PK-12  
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Additionally, paraeducators who work in special education settings and who hold a generalist 
certificate may complete coursework to serve as an authorized substitute for the teacher in their 
middle or high school special education assignment. 
 
Paraeducators who serve as a substitute teacher will be paid at a rate of $140 per day or $70 for 
one half day under the condition that they clock out appropriately for each occurrence.  
 
The specific requirements and competencies for each certification can be found at 
https://educate.iowa.gov/educator-licensure/licenses-authorizations/paraeducator-certification.  
 
The North Iowa Community School District recognizes the importance of the Paraeducator 
Certification program and is offering the following benefits upon completion of each program as 
listed. 
​ ​ ​ ​ ​ ​ ​ Wage Increase  
​ ​ ​ ​ ​ ​ ​ Upon Completion 
 
Paraeducator Certification Level 1​ ​ ​ $.25 per hour 
Paraeducator Level 1 Renewal​ ​ ​ $.10 per hour 
Paraeducator Certification Level 2​ ​ ​ $.25 per hour 
Paraeducator Level 2 Renewal​ ​ ​ $.25 per hour 
 
Certified Teachers serving as Paraprofessional​ $1.00 per hour 
 
4.1 ​ LEVEL 1 (GENERALIST) 
90 Clock Hours​ ​ Cost $360.00 payable to the AEA 
 
Payment for the class will be made by the Paraeducator.  Upon completion of certification, North 
Iowa School District will pay a completion incentive of ½ the course costs (currently $180.00) along 
with increasing the Paraeducators hourly wage by $0.25 per hour. 
 
The Paraeducator Certificate is valid for 5 years. 
 
Under the direction and supervision of a qualified classroom teacher, the paraeducator will be able 
to: 
 
●​ Support a safe, positive teaching and learning environment. 
●​ Assist in the development of physical and intellectual development. 
●​ Support social, emotional, and behavioral development 
●​ Establish positive and productive relations. 
●​ Integrate effectively the technology to support student learning. 
●​ Practice ethical and professional standards of conduct on an ongoing basis. 
 
Level 1 – Generalist Program 
 

1)​ Project PARA online class – Eleven units are required. From the time payment is 
received and an instructor assigned, the paraeducator has one calendar year to 
complete the course.  Units are online self-study courses. Units required are: 
a.​ Roles and Responsibilities of Paraeducators 
b.​ Organization and Management of the Classroom 
c.​ Developing Instructional Skills 
d.​ Effective Communication with Students, Teacher, and Other Professionals 
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e.​ Ethical Issues for Paraeducators 
f.​ Introductions to Special Education Programs and Procedures 
g.​ Behavior Management 
h.​ Observing and Recording Student Performance 
i.​ Assisting with Reading Instruction 
j.​ Assisting with Written Language Skills 
k.​ Assisting with Fundamental Mathematics Skills 

 
2)​ Technology Class – online course with Task list to be completed 

 
3)​ Critical Learning Log – Paraeductor should make an entry into a log at least every other 

week showing new practices or strategies being used in the classroom that the 
Paraeducator is learning through their certification work.  16 entries are needed. 

4)​ Child/Adult Dependent Abuse Class  
 

5)​ Bloodborne Pathogens Class  
 

6)​ Survey Completed by the Paraeducator, Teacher and Administrator 
 

7)​ Checklist of Completed Activities 
 
4.2 ​ LEVEL I RENEWAL - PARAEDUCATOR CERTIFICATION   
 
Renewal cost is $40.00 payable to the AEA 
 
Level 1 Paraeducators can also renew their certification by taking the Level 2 training. 
 
Payment for the class will be made by the Paraeducator.  Upon completion of certification, North 
Iowa School District will pay a completion incentive of ½ the course costs (currently $20.00) along 
with increasing the Paraeducators hourly wage by $0.10 per hour. 
 
The Paraeducator Certificate is valid for 5 years. 
 
Under the direction and supervision of a qualified classroom teacher, the paraeducator will be able 
to: 
 
●​ Support a safe, positive teaching and learning environment. 
●​ Assist in the development of physical and intellectual development. 
●​ Support social, emotional, and behavioral development 
●​ Establish positive and productive relations. 
●​ Integrate effectively the technology to support student learning. 
●​ Practice ethical and professional standards of conduct on an ongoing basis. 
 
Level 1 – Generalist Program Renewal 
 
Completion of Three Units of Coursework in any combination listed below: 
 

1)​ One unit may be earned for each hour of credit with leads to the completion of the 
requirements for an area of concentration not currently held. 

2)​ One unit may be earned for each hour of credit that will assist a paraeducator to 
demonstrate the knowledge of and the ability to assist in reading, writing, and 
mathematics. 
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3)​ One unit may be earned for each hour of credit completed which supports either the 
building’s or district’s career development plan. 

4)​ One unit may be earned for each semester hour of college credit. 
 
Applicants renewing a paraeducator certificate must submit documentation of completion of the 
child and dependent abuse training. 
 
4.3​ Level 2 - Paraeducator Certification  
 
Level 2 – 45 Clock Hours​ ​ Cost $75.00 payable to the AEA  
 
Payment for the class will be made by the Paraeducator.  Upon completion of certification, North 
Iowa School District will pay a completion incentive of ½ the course costs (currently $37.00) along 
with increasing the Paraeducators hourly wage by $0.25 per hour. 
 
The Paraeducator Certificate is valid for 5 years. 
 
The Level 2 Certification is designed to be a year-long process that integrates “on-the-job” skills 
and knowledge with academic study. The portfolio will focus on an area of concentration involving 
45 hours of work.  Those paraeducators who commit to this process will gain knowledge of 
research-based instructional strategies, engage in professional dialogue, develop a relationship 
with a professional mentor, and participate in professional development activities.  Paraeducators 
must be certified in Level 1.   
 
Areas of concentration include: 
 

1)​ Career and transitional programs – Grades 5 through 12 
2)​ Early Childhood – Prekindergarten through Grade 3 
3)​ English as a second language – Prekindergarten through Grade 12 
4)​ School Library Media – Prekindergarten through Grade 12 
5)​ Special Needs – Prekindergarten through Grade 12 

 
Level 2 Certification is a two-faceted approach that is built upon six (6) elements: 
 

1)​ Self-Assessment (2 Hours)  
2)​ Professional Reading (18 Hours) 
3)​ Professional Development/Workshop Participation (15 Hours) 
4)​ Critical Learning Log (4 Hours), Sixteen Entries 
5)​ Competency/Standard Assessment (2 Hours) 
6)​ Portfolio Review Conference (4 Hours) 

 
4.4 ​ LEVEL 2 RENEWAL - PARAEDUCATOR CERTIFICATION  
 
Renewal cost is $40.00 payable to the AEA PLUS COST OF 3 COURSES 
 
Payment for the class will be made by the Paraeducator.  Upon completion of certification, North 
Iowa School District will pay a completion incentive of ½ the course costs (currently $20.00) along 
with increasing the Paraeducators hourly wage by $0.25 per hour. 
 
The Paraeducator Certificate is valid for 5 years. 
 
Under the direction and supervision of a qualified classroom teacher, the paraeducator will be able 
to: 
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●​ Support a safe, positive teaching and learning environment. 
●​ Assist in the development of physical and intellectual development. 
●​ Support social, emotional, and behavioral development 
●​ Establish positive and productive relations. 
●​ Integrate effectively the technology to support student learning. 
●​ Practice ethical and professional standards of conduct on an ongoing basis. 
 

Level 2 – Generalist Program Renewal 
 
Completion of Three Units of Coursework in any combination listed below: 
 

5)​ One unite may be earned for each hour of credit with leads to the completion of the 
requirements for an area of concentration not currently held. 

6)​ One unit may be earned for each hour of credit that will assist a paraeducator to 
demonstrate the knowledge of and the ability to assist in reading, writing, and 
mathematics. 

7)​ One unit may be earned for each hour of credit completed which supports either the 
building’s or district’s career development plan. 

8)​ One unit may be earned for each semester hour of college credit. 
 
Applicants renewing a paraeducator certificate must submit documentation of completion of the 
child and dependent abuse training. 
 
4.5 ​ FREQUENTLY ASKED QUESTIONS ABOUT LEVEL 1, RENEWAL, AND LEVEL 2 
 
Do I have to complete Level 1 again if my certification has expired? 
No, according to the Iowa Board of Educational Examiners, as long as you complete the Renewal 
process (or Level 2) and the work is current (completed within the 2 years)you can renew your 
certificate. 
 
How do I register electronically for classes? 
Participant Registration 

1.​ Go to www.aea267.k12.ia.us 
2.​ Click on Professional Development 
3.​ Click on AEA 267 Offerings 
4.​ Enter your user name and password or create a new account if you do not have one. If you 

have forgotten your user name and password, click “Forgot Password” and enter your email 
address. You will receive your user name and password in an email immediately. 

5.​ Click on List All Courses 
6.​ Click on View All Sections 
7.​ Click on Info or any of the blue print within the section box. 
8.​ Scroll down until you see the section box and then click on Register 
9.​ When registering, you must accept/decline that you’ve read the disclaimer messages __" 

both course specific and general course registration (refund policy). 
10.​Select your credit type if any and click Next 
11.​Continue registration process until you submit 
12.​Payment is accepted through Visa or MasterCard credit/debit/prepaid cards. 
13.​You will see a registration invoice, which you may print. You will also receive a registration 

confirmation in your email. 
 
Is Para Certification required in the state of Iowa? 
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Paras working in Title One programs, Title One schools, and in preschool programs funded by the 
4-year-old Voluntary Preschool Grant are required to be highly qualified. In addition, paras in ECSE 
(early childhood special education) programs will need to be highly qualified by August 2009. 
Highly qualified means the para has one of the following: 

●​ Child Development Associate Credentials (CDA) 
●​ 2 years of college with emphasis in education (elementary education, special education, 

early childhood, child development, early childhood special education) 
●​ Associates Degree with emphasis in education 
●​ Paraeducator Certification (Level 1 for Title One paras) 
●​ (Level 1 and Level 2 – Early Childhood for preschool and ECSE paras) 

 
What do I do once I have my application of completion for Level 1? 
Fill out the release for a background check, complete the fingerprinting form, complete the 
application form from the Board of Educational Examiners (BOEE) and write a check to the BOEE 
covering all the fees. Send all this information to the AEA for processing. 
 
How do I renew my para certificate? 

●​ You could take three credits of professional development (check out AEA 267 Professional 
Development - My 267). Classes must be fifteen (15) hours in length for one credit. Your 
cost for one para credit is $40.00. 

●​ You could opt to complete Level 2 (with an area of emphasis) and then renew your 
certification and also add an area of emphasis to your license at the same time. 

 
What do I do once I have my application of completion for Renewal? 
You will need to fill out an application for the Iowa Board of Educational Examiners (BOEE) to 
renew your certificate. There is a link on the para website for the BOEE. You send this completed 
application, your official transcript, a copy of your mandatory abuse reporting certificate, and the 
application fee directly to the BOEE for processing. 
 
What do I do once I have my application of completion for Level 2? 
If you are just adding an area of emphasis (and not renewing your certificate) you will need to fill 
out the application for adding an area of emphasis from the Iowa Board of Educational Examiners 
(BOEE). This will be sent to you when your portfolio is returned. After you fill out the application, 
return it the AEA with your certificate of completion, mandatory abuse reporting certificate, and 
application fee. The AEA will add the necessary information to your application to add the area of 
emphasis and mail the packet to the BOEE for you. 
 
What do I do once I have completed Level 2 AND I need to renew my certificate?  You will need to 
fill out 2 different applications with the Iowa Board of Educational Examiners (BOEE). There is a 
link to the BOEE on the para website. Once you have the applications filled out, return them to the 
AEA office with your certificate of completion, your official transcripts, your mandatory child abuse 
reporting certificate, and 2 application fees (one for renewal and one for adding the area of 
emphasis). The AEA will finalize the application and mail the packet to the BOEE for you. 
 
Do I need to read chapter books for the professional reading portion of Level 2? 
Professional readings can come from books, resource manuals, or journal articles. You can read 
portions of books if this is more appropriate than an entire book. Keep in mind the idea is to spend 
approximately 1 hour per reading to both read and reflect on it. If a book has 5 chapters that you 
are interested in, this would count for 5 hours and would require 5 separate reflections. 
 
How does a reflection differ from a summary? 
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Summaries just describe in less detail what a reading or workshop was about. Although this 
information can be helpful and can be included in a reflection, it does not complete a reflection. 
When you reflect on a reading or workshop, you are asking yourself questions like, “what did I 
learn?”, “how can I use this new info in my job?”, “have I ever seen this before?”, “what else do I 
want to learn about this topic?”. Incorporating this type of information into your reflections will help 
you develop a deeper understanding of the topics you are learning about. It’s difficult to write a 1-2 
page summary of an article, but it’s quite easy to write this long of a reflection! 
 
Can I use classes I took several years ago towards Level 2 Certification? 
When you are initially applying for Level 2 certification, all classes need to be taken during that 
year. The purpose is to attend trainings, reflect on the new knowledge and work with your mentor 
to add these skills to your work. Classes taken in the past would not meet this requirement. 
However, if you are renewing your certificate, we allow a little more flexibility – the classes need to 
be from this year or last year. 
 
What are the expectations for my mentor during Level 2? 
On this website you will find a link entitled Mentor Responsibilities. Mentors are 
encouraged to read these documents – they provide all the necessary information about 
expectations for mentors. 
 
How do I get an official transcript? 
My267 Transcript Information - official Transcripts are available to view and print at any time by 
logging in to My267 and clicking on “View My Transcript.” 
Uses of an unofficial transcript: 

●​ I need to check my grades. 
●​ I need to check if my class has been completed. 
●​ I need to check the number of paraeducator and/or licensure renewal credits I have. 

Official Transcripts can be requested online by logging in to My267 and selecting “Request My 
Transcript.” You will then be prompt to update your personal information and specify your transcript 
needs. This transcript will only reflect graduate, licensure renewal, substitute authorization, and 
paraeducator credit. Courses taken for “AEA 267 PD” credit and “No Credit” will not be displayed 
on your official transcript. 
 
Uses of an official transcript: 

●​ I am using the transcript to submit to my district to move on a salary schedule. 
●​ I am renewing my license with the BOEE. 
●​ I am applying for a job. 
●​ I am applying for admission to a college. 

We recommend you request three copies of your official transcript – one for the BOEE; one for 
your school, and one for yourself. 
 
I have completed the work for Level 2 area of concentration and everything has been returned to 
me. How come it is not showing up on my transcript? 
Your grade will NOT appear until the last day of the class you signed up for. Classes typically end 
on August 30th, December 30th, and May 30th. Always view your transcript before ordering to be 
sure your class is listed with a grade. If you feel you haven’t received a grade and should have, 
please contact the AEA. 
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5.​ COMPENSATION 
 
5.1 ​ LICENSURE 
 
An employee required to hold a license, authorization or certification for his/her position is solely 
responsible for ensuring it is current. Failure to do so could, and likely will, result in termination 
because by law the district cannot offer a teacher contract and employ an employee who does not 
have a current license, authorization or certification. Specific information regarding an employee’s 
license, authorization, or certification can be obtained from the Iowa Bureau of Educational 
Examiners (BOEE). The BOEE can be reached by calling (515) 281-3245 or by visiting their 
website, located at www.boee.iowa.gov/. 
 
5.2 ​ COMPENSATION 
The payroll period for the school district shall be monthly on the 15th day of each month. If this day 
is a holiday, recess, or weekend, the payroll shall be paid on the last working day prior to the 
holiday, recess or weekend. 
 
Employees shall receive their direct deposit verification in their email on or before the indicated 
payroll date. Emails with direct deposit information are also available upon request to employees 
using direct deposit prior to the payroll date. 
 
All payroll dates and time periods are also indicated on the Payroll Calendar located on the staff 
only website and in this manual. 
 
Certified employees who are new in the District may at their option elect to receive up to fifty 
percent (50%) of the first salary installment at the August Payroll.  The balance of the first salary 
installment and all remaining salary installments shall be paid on the regular periods herein above 
set forth.  Full-time continuing employees may upon written request to the Superintendent receive 
an advance of two hundred dollars ($200.00) against their first month's salary: continuing 
employees who are less than full-time may upon written request to the Superintendent receive an 
advance of one hundred dollars ($100.00) against their first month's salary. 
 
The district believes in taking appropriate measures to ensure the accurate expenditure of district 
funds through payroll. All district employees shall be responsible for accurately and timely reporting 
their time worked. The business office shall be responsible for the timely and accurate 
disbursement of payroll for the district. No individuals beyond the employees and the business 
office shall have authority to alter timekeeping for employees without prior approval from the 
superintendent. The superintendent shall develop procedures to ensure the accurate recording of 
time worked and compensation disbursed for all district employees. 
 
5.3 ​ TIME CLOCK 
 
Employees who are paid on an hourly basis or are on an approved extended work agreement must 
clock in and out daily by using the electronic time clock located by Elem Media Center. Each hourly 
employee will be issued a pass code for secure entries.  Any errors or inappropriate use of the time 
clock should be reported to the business office. 
 
5.4​ OVERTIME 
 
The hours per day listed on letter of intent/contract have been approved by the Board of Education.  
This approval ensures the district lives within its financial means and budget.  No overtime or 
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extended hours beyond your assigned work day will be paid unless authorized by the 
Superintendent in advance.  See Extra Time Reporting. 
 
Overtime is defined as assigned work in excess of a normal forty-hour week. Overtime pay will be 
at the rate of one and one-half times the employee’s normal hourly rate. 
 
5.5​ PAYROLL DEDUCTIONS 
 
Social Security (FICA), federal and state income taxes are automatically deducted as required by 
law.  Other deductions as required by law or court order will also take place.  As authorized by you 
as an employee, deductions for insurance premiums, annuities and other programs may also take 
place. 
 
5.6 ​ EXTRA TIME REPORTING (ETR) 
 
When it is necessary to report hours in excess of your approved contract hours, the ETR form  is 
used. 
 

1.​ The Extra Time Reporting form is used to pay either certified employees who work beyond 
contract obligations or non-certified employees who work beyond the approved/ contracted 
scheduled work day or work week. Extra time is work that cannot be performed by the 
department staff during normal working hours. The Extra Time Reporting form authorizes 
the additional expenditure of salary funds, records time worked, and is an order to payroll to 
pay an employee for services rendered. All Extra time MUST be approved by supervisor 
before working 
 

2.​  
           The district employs individuals on a regular monthly basis to perform the normal functions 

required to accomplish the affairs of the district. Occasionally the need arises for work 
beyond that which is expected of the normal work day. The Extra Time Reporting form 
responds to the need to pay the employees who work for any of the following reasons:  

-Works extra hours on their regular job 
-Attends a workshop 
-Completes negotiated extra days 
-Works overtime beyond a 40 hour week 
-Participates in summer school 
-Works in an additional assignment 
- Is absent and is requesting to make-up regular hours 

 
3.​ Hourly employees must continue to use the time clock and submit the ETR form. 

 
4.​ Extra time must be turned in every quarter. The form for this can be found under the 

staff webpage under ETR form  
 
 
5.7      SUPPLEMENTAL PAY 
 
Rates of Pay for Extra-curricular Activities:  Certified teaching staff will be assigned duties at 3 
extra-curricular activities.  All Employees will work three extra-curricular activities on a volunteer or 
assigned, non-compensated basis and will receive a season pass to all regular season home 
sporting events for the employee.  Upon working a fourth extra-curricular activity as a volunteer, a 
pass for a spouse will also be provided.  Substitutes will be paid by the assigned employee.  
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Additional expectations/duties shall be compensated at the rate shown below and the rate set forth 
in Schedule A.  Duties will be assigned at the beginning of the school year and a duty schedule will 
be provided.  Extra duty assignments are voluntary.  The superintendent reserves the right to pay 
above schedule to hire or retain when deemed in the district's best interest. 
 
There are four categories of supplemental pay: 
 
CATEGORY I:​​ $25 per session​ Official Announcer/Clock & Scoreboard Operator,  
​ ​ ​ ​ ​ conference track meets, scoreboard keeper ​(home  
​ ​ ​ ​ ​ and away), crowd control, dances, ticket selling, ticket 

​ ​ ​ ​ taking, and weight room supervision. 
​  

CATEGORY II:​ When a teacher, coach, or sponsor voluntarily elects to transport school  
authorized personnel to any official school sponsored activity; he/she will  
be paid thirty dollars ($30.00) per trip. If the distance of the trip is greater  
than 30 miles (one way), the pay will be fifty dollars ($50.00) per trip.  This  
does not apply to driving a van, suburban, or car. 

 
CATEGORY III:​ $5.00 plus 10 cents per mile for pep bus chaperone. 
 
CATEGORY IV: ​ The Board will pay an employee(s) a total of 5% of an awarded grants face 

value to successful grant writers that are NIEA Members and have followed 
proper grant procedures. 

 
CATEGORY V:​ Compensation for Extra Duty: An employee may volunteer to take on an 

extra duty position(s), with the extra duty being secondary to the major 
responsibility of the employee. Any teacher who agrees to cover a class for 
another teacher during his/her planning period or during an individual music 
lesson period shall be compensated up to one hour/period per day. 
Employees who do not have a set planning period due to the nature of their 
position are not eligible for compensation. These employees will not be 
asked to cover more than 60 minutes per day. A teacher who agrees to 
cover a class for another teacher shall be compensated $15 per hour/class 
period (minimum 35 minutes.) This does not apply when a teacher whose 
regularly assigned students are not present in the classroom (e.g., field trips, 
extracurricular events, senior week, etc.) to substitute in another classroom. 

 
CATEGORY VI:​ Event supervisor 

Complete duties include preparation for event as detailed by activity director, 
supporting teams, referees, or umpires during events, first contact with 
participants/fans with scripted expectations, and checkout list as detailed by 
activity director.  Forty dollars ($40.00) per event for high school and 
twenty-five dollars ($25.00) per event for middle school. 

 
 
 
Employees must submit an Activity Pay form for verification of work performed.  The 
Activity Director and Superintendent will approve payments prior to final approval by the 
Board of Education.  Supplemental pay will be paid quarterly as submitted by the Athletic 
Director. 
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5.8​ CERTIFIED EMPLOYEE HOURS OF WORK 
 
5.8.1​ Workday/Length of Day  
The basic teacher's workday shall include at least a 30 minute duty-free period. 
 
5.8.2​ Workday/Arrival and Dismissal Time 
At the beginning of each school year an employee will designate their arrival and departure times.  
Employees will adhere to their times for the duration of the current school year.  A starting time of 7:15 a.m. 
will allow the employee to leave directly following the departure of the route buses.  Employees reporting for 
duty at 7:30 a.m. will be permitted to leave at 4:00 p.m. and 7:45 p.m. employees at 4:15 p.m.  On days the 
employees must attend a morning meeting before the commencement of the school day, employees may 
leave school following the departure of route buses.  On Fridays and days preceding a holiday or vacation, 
employees may leave directly following the departure of route buses.  Employees attending an after school 
meeting out of town will be allowed to leave as soon as their student contact hours are completed. 
 
Employees may leave the building during their unassigned time (ie. before and after school, preparation time, 
etc.) provided the employee signs out in the designated office prior to leaving the building and signs back in 
upon returning to the building.                                  
 
5.8.3​ Workday/Emergency Closing Days 
 On regular contract days when, because of weather or other emergency closing, students are not required 
to be in attendance, the employees shall not be required to be present.  If students are dismissed early for 
such reason, employees shall not be required to stay longer than twenty (20) minutes after dismissal time.  
“EXCEPTION: On days when school is dismissed early due to high temperatures employees will complete 
their contracted work day.” 
 
5.8.4​ Meetings 
 

A.​  Employees may be required to remain after the end of the regular workday without additional 
compensation for the purpose of attending faculty or other professional meetings.  Such meetings 
should last no later than 4:30 p.m.  After-school meetings shall not be called on Friday or on any day 
immediately preceding a holiday or vacation, except only in the case of an emergency as determined 
by the Superintendent or his/her designee.  
 

B.​ Employees may be required to arrive before the commencement of the regular workday without 
additional compensation for the purpose of attending faculty or other professional meetings.  Such 
meetings should not be commenced before 7 a.m. except in case of emergency and should end no 
later than ten (10) minutes before commencement of the first class. 
 

C.​ A total of no more than three (3) meetings each month may be called either before or after the 
regularly scheduled arrival or dismissal time set forth in paragraph 7.02.  Additional meetings may be 
held with the approval of the Association president or the Association building representative. 

 
5.8.5 ​ Parent/Teacher Conference Time  
On the Friday following Parent/Teacher Conferences, a compensation day will be given that will count as a 
day of school. 
 
5.9 ​ PAYROLL CALENDAR 
​  
All staff will be paid on the 15th.  If the 15th of the month falls on a day when banking is not 
scheduled, staff will be paid on the last weekday available prior to the 15th.  All staff paid hourly will 
have a cutoff on the 4th or 5th Sunday in each pay period as designated on the payroll calendar. 
All leave requests must be submitted and approved by this date to be considered for payment. 
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5.10 ​ SCHEDULE B 
 
A copy of salaries may be acquired by contacting the superintendent. 
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6.​ PERSONNEL FILES (EMPLOYEE RECORDS) 
The district will maintain personnel records on employees. The records are important for the 
daily administration of the educational program, for implementing board policy, for budget and 
financial planning and for meeting state and federal requirements. 
 
The records will include, but not be limited to, records necessary for the daily administration of 
the school district, salary records, evaluations, application for employment, references and 
other items needed to carry out board policy. Employee personnel files are school district 
records and are generally considered confidential records and therefore are not open to public 
inspection or accessibility.  
 
Only in certain limited instances will employee records be made available to the public. This 
occurs when the employee gives signed consent or records are non-confidential records such 
as an employee’s salary, an employee’s individual contract, or the fact the employee resigned 
in lieu of termination, was discharged, or was demoted as a result of a disciplinary action, and 
the documented reasons and rationale why. 
 
Employees may have access to their personnel files, except for letters of reference, and copy 
items from their personnel files at a time mutually agreed upon between the business office 
and the employee. The school district may charge a reasonable fee for each copy made.  

7.​ PHYSICALS 

Bus drivers who hold a CDL are required to have physical exams upon employment and every 
two years unless otherwise required by a physician. 
 
Such medical reports shall be on file in the office of the Superintendent on or before the first 
day of classroom activity.  The cost of such examination for new employees will be paid by the 
employee but reimbursed for the amount unreimbursed by District insurance up to a sum of 
sixty-five (65) dollars. 
 
8.​ ABSENCE/LEAVE 
 
Employee leave allowances are noted on all individual employee contracts and/or letters of intent.  
All employees must complete a leave request through Weblink or time clock when taking time off 
from their normal work schedule as prescribed for their employee group, including unpaid leave 
and leave for professional development and/or training. 
 

●​ Leave time must be recorded in increments of 1 or ½ days. Days are rounded up if not 
recorded in the correct increment. 

●​ Leave forms for hourly employees are to be consistent with data recorded on the time card 
system. 

●​ The leave form must be submitted to the Business Office in a timely manner. The Business 
Office will verify appropriate use of leave, record the leave and ensure accurate 
recordkeeping of leave balances. 

●​ If uncertain of leave time available, the Business Office should be contacted prior to 
completing the leave form. 

●​ Leave balances are also available on the employee’s monthly pay stub. 
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8.1​ EMPLOYEE/FAMILY SICK LEAVE 
 
If you are ill, be sure to notify your building principal by 6 a.m. so a substitute can be obtained.  Do 
not leave a message on the school answering machine. 
 
Administration may require reasonable evidence regarding the mental or physical health of an 
employee to confirm the employee’s need for illness leave, the employee’s ability to return to work, 
and the employee’s capability to perform the duties of his or her position. It shall be within the 
discretion of the board or the superintendent to determine the type and amount of evidence 
necessary as well as from whom evidence will be accepted. When an illness leave will be greater 
than three consecutive days, the employee shall comply with the board policy regarding family and 
medical leave. 
 
 
8.1.1​ Certified Employee Sick Leave 
 

A.​ Accumulative Benefits: Certified employees shall be entitled to sick leave for personal 
illness, medically related disabilities, or injury with full pay on the following basis (part-time 
employees shall be entitled to benefits on a pro rata basis in accordance with their 
employment): 
 

a.​ 1st and subsequent years of employment in the District -15 days. 
b.​ Unused sick leave shall be accumulated from year to year with a maximum 

accumulation of ninety (90) days. 
c.​ An employee with ninety (90) accumulated days shall in addition be entitled to up to 

fifteen (15) days of annual sick leave, however, any unused annual days shall not 
increase the employee's total accumulation of ninety (90). 

 
B.​ Notification of Accumulation: Employees will be furnished an accounting of accumulated 

sick leave days within a reasonable time following written request to the Superintendent 
therefore. 
 

C.​ In the event of a foreseeable need for the use of sick leave by an employee, the employee 
shall notify the building principal.  Such notification shall be in writing advising of the date 
the employee expects to commence leave and the date the employee expects to resume 
employment commitment.  If differences of opinion exist as to the employee's physical or 
mental ability to continue or resume the duties of employment, the same shall be resolved 
by a written statement from the employee's attending physician. 

 
8.1.2​ Certified Employee Family Illness 
 
Certified employees shall have three (3) days per year without loss of pay in the event of an illness 
or injury of the employee’s spouse, children, sibling, and/or parent.  Up to an additional three (3) 
leave days for the above may be taken by the employee at the cost of the employee’s substitute 
being deducted from the employee’s regular pay. 
 
Extended Family Leave: In the event an employee depletes all family illness days, he/she may 
convert personal sick leave into family illness days under the following conditions: 

1. Two personal sick leave days may be converted to one family illness day. 
2. Family leave shall be exchanged in full day increments only. 
3. The cumulative annual conversion may not exceed three family days per school year. 
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Based on experience in the district, the superintendent may approve additional days to be 
converted from personal two sick leave days into family one family illness day for employee spouse 
sick and children only with the following limits: 
 
Employees with: 
​ 5-9 years of experience in the district may not exceed 5 days annually 

10-19 years of experience in the district may not exceed 10 days annually 
​ 20-29 years of experience in the district may not exceed 20 days annually 
​ 30-39 years of experience in the district may not exceed 30 days annually 
 
8.2​ BEREAVEMENT  
 
Up to three (3) days of leave for non-certified employees and up to five (5) days of paid leave for 
certified employees shall be granted at any one time, per instance, in the event of the death of an 
employees’ spouse, domestic partner, child, stepchild, parent, brother, sister, step brother, step 
sister, grandchild, or grandparent. Up to two (2) days of leave shall be granted, per year, in the 
event of the death of a close personal friend or relative not in the immediate family. The 
Superintendent may grant additional time if in the Superintendent’s discretion extraordinary 
circumstances are determined to exist. For certified employees, any additional bereavement leave 
days for the above shall result in the cost of the employee’s substitute being deducted from the 
employee’s regular pay.  
 
8.3​ PERSONAL/VACATION LEAVE 
 
 An employee planning to use a personal leave day shall notify the Administration at least five (5) 
school days in advance except in case of emergency. No more than three (3) personal leaves shall 
be granted on any given day. 
 
8.3.1​ Certified Employees Personal/Vacation Leave 
 
At the beginning of each school year, all certified employees shall be credited with two (2) days to 
be used for personal leave of absence.  These may be accumulated to a total of not to exceed four 
(4) days in aggregate.  Such days may be taken in one-half day units. At the end of the school year 
an employee may give up any unused personal leave days to receive a payment at the per diem 
rate of a substitute teacher for each day given up in this manner. 
 
8.4​ PROFESSIONAL LEAVE  
 
With the approval of the Superintendent, each employee may be allowed professional leave with 
full pay to attend job-related seminars, workshops or meetings.  An employee may be reimbursed 
for certain expenses incurred in attending an approved professional meeting  (i.e. mileage, lodging, 
meals, conference fees, etc.). 
 
To apply for professional leave the employee is to submit an Employee Absence Form to their 
supervisor at least 5 days prior to the event. The supervisor’s approval indicates understanding 
that the activity is job-related and that the employee has sufficient professional leave available. 
 
8.5​ JURY DUTY 
 
District employees will be excused for jury duty with paid release time. Employees who are called 
for jury service are to notify the supervisor before jury duty is to be served. Proof of jury service is 
to be submitted to the Business Office following completion of the service.  Employees shall 
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complete an Employee Leave Form to report Jury Duty leave for work time missed. Any pay for 
jury duty, except mileage and meals, will be turned over to the district. In the event the employee 
receives jury pay for days not scheduled to work with the district, the employee shall reimburse the 
district only that jury duty pay received for the number of work days missed for the jury service. On 
any day when the employee is excused from jury duty or released from subpoena during regular 
working hours, the employee will report to work as soon as reasonably possible thereafter if school 
will still be in session.      
 
8.6​ EMERGENCY LEAVES 
 
Emergency leaves of absence with or without pay may be granted in writing by the Superintendent 
for good reason. 
 
8.7​ EXTENDED LEAVE 
 
Employees may be granted extended leaves of absence by the Board for good cause shown.  The 
decision as to whether the leave of absence will be granted and as to whether the leave shall be 
paid or unpaid shall be solely and exclusively within the discretion of the Board.                                           
 

9.​  BACKGROUND CHECKS 

Under Iowa Code section 279.69, all employees not licensed by the Iowa Board of Educational 
Examiners must have a background check upon initially being hired and then every five years on 
the anniversary date of the employee. The law requires the school district to review information in 
the Iowa court information system, the sex offender registry, the child abuse registry, and the 
central registry for dependent adult abuse for information regarding the applicant.  

Any negative information received during the background check can and may lead to suspension 
or termination of employment as also required by Iowa law.  Being listed in the sex offender registry 
established under chapter 692A, the central registry for child abuse information established under 
section 235A.14, or the central registry for dependent adult abuse information established under 
section 235B.5 shall constitute grounds for the immediate suspension from duties of a school 
employee, pending a termination hearing by the board of directors of a school district. A 
termination hearing conducted pursuant to this subsection shall be limited to the question of 
whether the school employee was incorrectly listed in the registry. 

 
10.​ CONFIDENTIALITY - FOR ALL STAFF MEMBERS 
 
A public school is a very busy place. Hundreds of people - children, staff members, volunteers, 
parents, community members – come and go in a school building and on the grounds each day. 
What you see or hear or discuss in school stays in school. Discussions about a child need to be 
directed to persons directly working with that child. Beyond that, those discussions become gossip. 
There are many direct ties to the community within a building. Staff members live in the community. 
Parent volunteers are frequently in the building. Some are in the building so much that we forget 
they are not members of the staff. There is a definite distinction between “need to know” and “want 
to know.” Don’t discuss child issues and child behaviors in the presence of the child, unless the 
child is involved in the discussion. Be sensitive to how a child might interpret (or misinterpret!) an 
adult’s words. Remember that e-mail is NOT a secure format. This is especially true for sending 
messages to multiple people at the same time. A better practice is still face-to-face contact, which 

NICS District Employee Manual​ ​ Page 32 of 74 



has the benefit of being able to check for understanding. As with much of our work, a great deal of 
confidentiality comes down to respect, caring and responsibility. 
 

11.​ CHILD ABUSE 

Child Abuse? It's everyone's responsibility to report it now! Download the Guide for Mandatory 
Reporters at www.dhs.iowa.gov.  If you suspect a child under the age of 18 is being abused or 
neglected call the following numbers: 

●​ CALL a DHS Local Centralized Intake 1-800-362-2178, fax: 515-242-6884 
●​ CALL Iowa's Child Abuse Hotline 1-800-362-2178 

Mailing Address:    ​ CSIU, PO Box 4826, Des Moines, Iowa 50305 

​
Please be ready to provide identifying information and the whereabouts of the child. You may 
remain anonymous.  Follow the oral report with a written report.  Form is included in the guide on 
the DHS website.  If you believe the child is in imminent danger, CALL 911 immediately. 

12. ​ DISTRICT ID CARD 
 
All NICS District employees are issued a district ID Card upon hire. These ID’s may be required to 
be worn while in school buildings. Employees must notify the Business Office immediately if your 
ID has been lost or stolen. District ID Cards are also considered KEYS. See page 6 for procedures 
on Keys. 
 
13. ​ DRESS CODE 
 
Employees should look their best at all times to maintain the professional atmosphere of the 
district. It is further expected that all employees represent the district in a professional manner by 
dressing appropriately for your position. Unless specifically approved by your supervisor, blue 
jeans should not be worn during school hours. During periods of warmer weather employees are 
further expected to refrain from wearing shorts, tank tops, halter tops or other inappropriate items. 
Please keep in mind it is important that we portray a positive and professional image to our 
students.  Business attire is expected of all staff excluding custodial and transportation.  Casual 
days may be set by administration. 
 
 
14. ​ DRUG-FREE WORKPLACE 
 
NICS is a drug-free workplace and staff members are required to abide by the terms set forth in 
Board Policy #405.5 which states, “The board expects the agency and its employees to remain 
substance free. No employee will unlawfully manufacture, distribute, dispense, possess, use, or be 
under the influence of, in the workplace, any narcotic drug, hallucinogenic drug,  amphetamine, 
barbiturate, marijuana or any other controlled substance or alcoholic beverage as 
defined by federal or state law. "Workplace" includes agency facilities, agency premises or agency 
vehicle. It also includes non-agency property if the employee is at any agency-sponsored, 
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agency-approved or agency related activity, event or function, such as field trips or athletic events 
where students are under the control of the agency or where the employee 
is engaged in school business.” 
 
15. ​ EMERGENCY SCHOOL CLOSINGS 
 
Classes may be canceled or dismissed due to unsafe weather and road conditions; contagious 
diseases; loss of power, water or heat; the condition of the building, or other causes. If the building 
is habitable, the principal and custodians will attempt to report for duty or remain on duty. The 
general public and staff members will be informed through local television and radio stations. 
Families and staff may also sign up for School Alerts (log on to the district website at 
www.northiowa.org and click on North Iowa Alerts on the bottom of the home page) to receive 
instant emails or text messages with information about school closings, early dismissals, late 
starts, etc. 
 
16.  ​ MAIL HANDLING 
 
The district processes mail through the Business Office.   An outgoing mail box is available for all 
staff to deposit outgoing mail for daily delivery pending the following procedures. 
 
All mail submitted must have a return address. If you use district envelopes please write or 
stamp your school name on the front of the envelope below the return address, so that returned 
mail can be routed to you. Be sure contents are folded and stuffed completely inside envelope. 
Mail protruding above the crease in the flap jams the postal machine. If using window envelopes, 
check through them to make sure addresses are not obscured by corners of pages, and contents 
are facing the proper direction to show through the window. 
 
Progress reports/report cards have individual data so must be mailed First Class.  
 
Do not over-stuff envelopes. Overstuffed #10 envelopes (more than ¼ inch thick) can 
cost more to mail than the same contents in a 6” x 9” manila envelope. Crease the 
contents--round folds can increase the thickness of an envelope, putting it into a more 
expensive category. Very large manila envelopes bump the piece into parcel rate.  
 
The district will NOT pay for mailing personal materials or mailings from privately funded 
clubs/groups, booster clubs or fundraisers. These mailings will be charged to your clearing 
account. Please attach a note to these mailings with group and quantity – this will assist you to 
identify charges when they are billed back. 
 
All incoming mail will be placed in the secure employee mailboxes daily.   
 
17.​ SOCIAL NETWORKING 
 
Social networking is powerful communications tools that have a significant impact on 
organizational and professional reputations. Because they blur the lines between personal 
voice and institutional voice, NICS has crafted the following guidelines to help clarify how 
best to enhance and protect personal and professional reputations when participating in 
social media.  
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Social media are defined as media designed to be disseminated through social interaction, 
created using highly accessible and scalable publishing techniques. Examples include but 
are not limited to LinkedIn, Twitter, Facebook, YouTube, TikTok, and Instagram. 
 
Both in professional and institutional roles, employees need to follow the same behavioral 
standards online as they would in real life. The same laws, professional expectations, and 
guidelines for interacting with students, parents, alumni, donors, media, and other district 
constituents apply online as in the real world. Employees are liable for anything they post to 
social media sites.  
 

•     Protect confidential and proprietary information: Do not post confidential or 
proprietary information about NICS District, students, employees, or alumni.  
Employees who share confidential information do so at the risk of disciplinary action 
or termination. 

 
•    Think twice before posting: Privacy does not exist in the world of social media. 

Consider what could happen if a post becomes widely known and how that may 
reflect both on you and the district. Search engines can turn up posts years after they 
are created, and comments can be forwarded or copied. If you wouldn’t say it, 
consider whether you should post it online.  

•    Be respectful: Understand that content contributed to a social media site could 
encourage comments or discussion of opposing ideas. Responses should be 
considered carefully in light of how they would reflect on the poster and/or the 
university and its institutional voice.  

•    Remember your audience: Be aware that a presence in the social media world is or 
easily can be made available to the public at large. This includes prospective 
students, current students, current employers and colleagues, and peers. Consider 
this before publishing to ensure the post will not alienate, harm, or provoke any of 
these groups.  

•     Personal Views: If you identify yourself as a NICS District faculty or staff member 
online, it should be clear that the views expressed are not necessarily those of the 
institution.  

•     Photography: Photographs posted on social media sites easily can be appropriated by 
visitors.  

 
●​ Be aware of the legal liabilities involved: Some courts have ruled that outside parties can 

pursue legal action against individual bloggers for postings deemed defamatory, obscene, 
proprietary or libelous. You should exercise caution, judgment and integrity with regard to 
exaggeration, colorful language, use of copyrighted materials, unsupported assertions, and 
derogatory remarks or characterizations. If you are unsure about whether a posting may 
carry risks of personal legal liability for yourself, you may want to consult with your own legal 
advisor.  

 
●​ Be Considerate:  Remember that anyone, including your colleagues, may be actively 

reading what you publish online. In choosing your words and your content, it’s a good 
practice to imagine that your supervisor and your family are reading everything you post. It’s 
all about judgment: using your Facebook to bash or embarrass the district, our students, our 
parents or your co-workers isn’t smart or professional. 
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18. TERMINATION OF EMPLOYMENT 
 
Voluntary terminations of NICS District employment will be with the submission of a letter of 
resignation to the Board of Education.  A minimum of 2 weeks notice for support staff, up to 4 
weeks notice for administration and faculty staff is encouraged.   
​
Any employee absent 5 consecutive days without notice to his/her immediate supervisor, will have 
assumed to have resigned effective on the first day of absence.  An employee will receive his/her 
paycheck at the end of the regularly scheduled pay period in which the employment has come to 
an end.  Final adjustments may need to be compensated on the pay period immediately following.​
​
Employees leaving NICS District will be notified of any eligibility for continuing benefits under the 
COBRA continuing coverage or other applicable acts. 
​
Outgoing employees will be provided with an opportunity to submit an exit survey or participate in 
an exit interview.  All NICS District identification, property, keys and equipment must be returned on 
the last day of employment.  Final paychecks may be held or reduced until all items are properly 
accounted for. 
 

 
19.  TRAINING 
 
19.1 CHILD ABUSE REPORTER TRAINING 
 
The district believes in protecting our students and we strive for them to be productive without 
outside factors weighing on their ability to learn. In compliance with state law and to provide 
protection to victims of child abuse, the board believes incidents of alleged child abuse should be 
reported to the proper authorities. All school employees 18 years of age or older are required as 
mandatory reporters, to report alleged incidents of child abuse they become aware of within the 
scope of their professional duties. 
 
Child abuse is the result of the acts or omissions of a person responsible for the care of a person 
under the age of 18 who has suffered one or more of the categories of child abuse as defined in 
Iowa Code 232.68 (physical abuse, mental injury, sexual abuse, denial of critical care, failure to 
supervise, child prostitution, presence of illegal drugs, manufacturing or possession of a dangerous 
substance, bestiality in the presence of a minor, allows access by a registered sex offender, allows 
access to obscene material or child trafficking).  
 
When a mandatory reporter suspects a student is the victim of child abuse, the mandatory reporter 
shall make an oral report of the suspected child abuse to the Iowa Department of Human Services 
within 24 hours of becoming aware of the abusive incident and shall make a written report to the 
Iowa Department of Human Services within 48 hours following the oral report. If the mandatory 
reporter believes the child is in immediate danger, the local law enforcement agency will also be 
notified. 
 
Within six months of their initial employment, mandatory reporters will take a two-hour training 
course involving the identification and reporting of child or submit evidence they have taken the 
course within the previous three years. The course will be re-taken at least every three years. 
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This training  is available on Heartland AEA’s website: 
https://training.aealearningonline.org/index_login.php.  Once you’ve accessed this website, click on 
“PROFESSIONAL DEVELOPMENT”. 

●​ Login with your registered AEA Username and Password.  If this is your first time, click 
“register into the system” 

●​ Select Course Catalog from the Options Menu. 
●​ Find Mandatory Reporting of Abuse – and Register 
●​ Read course materials on the screen and answer the questions as prompted. 
●​ A certificate will be emailed to you from the AEA, after the web training is completed. The 

administration office needs a copy of your certificate for your personnel file.  
●​ For those who will be renewing their teaching license, this training will be required before 

you can renew your license. 
●​ If you have problems, call 800-362-2720 and ask for the professional development 

department.  
 
19.2 BLOOD BORNE PATHOGENS TRAINING 
 
Employees in many different occupations are at risk of exposure to blood borne pathogens, 
including Hepatitis B, Hepatitis C, and HIV/AIDS. Annual training is required for all employees.  
On-site training is provided to all employees during the all-staff training day in August of each year.  
If you are absent for this training or hired mid-school year additional training is available via the 
Heartland AEA website.  See Child Abuse Reporter Training for instructions, and select Blood 
borne pathogens training instead. 
 
19.3 ASBESTOS AWARENESS TRAINING 
 
Asbestos is a serious health hazard commonly found in our environment today. It is important for 
employees who may work in buildings that contain asbestos to know where it is likely to be found 
and how to avoid exposure.  Annual training is required for all employees.  On-site training is 
provided to all employees during the all-staff training day in August of each year.  If you are absent 
for this training or hired mid-school year additional training is available via the Heartland AEA 
website.  See Child Abuse Reporter Training for instructions, and select Asbestos Awareness 
Training instead. 
 
19.4 CIVIL RIGHTS TRAINING 
 
As eligible participants in the federally assisted child nutrition program (CNP), the people we serve 
have certain rights.  Annual training is required for all employees.  On-site training is provided to all 
employees during the all-staff training day in August of each year.  If you are absent for this training 
or hired mid-school year additional training is available via the NICS Staff Only website.  See 
Business Office for complete instructions. 
 
19.5 HAZARDOUS CHEMICAL TRAINING 
 
Each district employee shall review the information about hazardous substances annually. Further, 
when a new district employee is hired, the information training, if necessary, shall be included in 
the orientation of the employee. When an additional hazardous substance enters the workplace, 
information about it shall be distributed and training shall be conducted for the appropriate 
employees. On-site training is provided to all employees during the all-staff training day in August 
of each year. If you are absent for this training or hired mid-school year additional training is 
available via the Heartland AEA website.  See Child Abuse Reporter Training for instructions, and 
select Hazardous Chemical Training instead. 
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19.6 ​ CORPORAL PUNISHMENT, RESTRAINT, AND SECLUSION OF STUDENTS 
 
State law forbids school employees from using corporal punishment, mechanical restraint, and/or 
prone restraint against any student. Certain actions by school employees are not considered 
corporal punishment. School employees may use “reasonable and necessary force, not designed 
or intended to cause pain” to do certain things, such as prevent harm to persons.  
 
State law also places limits on school employees’ abilities to restrain or seclude any student. The 
law limits why, how, where, and for how long a school employee may restrain or seclude a student. 
If a student is restrained or secluded, the school must maintain documentation and must provide 
certain types of notice to the child’s parent. District employees will receive Chapter 103 training on 
physical restraint and seclusion prior to using these behavior interventions with students. 
 
Non-employees whose duties could require the individual to participate in or be present when 
physical restraint or seclusion is being used will be invited to join employee training on this subject. 
 
Failure to comply with Chapter 103 training or requirements shall result in discipline, up to and 
including termination. 
 
19.7 ​ SEIZURE SAFE  
 
Iowa’s Seizure Safe Schools legislation (House File 835) mandates that all public and accredited 
nonpublic schools in the state provide training on seizure recognition and first aid. All school 
personnel must be trained, and staff responsible for supervising students must renew their 
certification every two years  
 
 
 
20.​  ACCEPTABLE USE 
 
20.1​ COPY MACHINES 
 
The use of district copy machines should be limited to business purposes only. Personal copies are 
not allowed without prior approval and payment to the business office.   
 

Black/White, one sided = $.05 per page​ Black/White, two sided = $.10 per page,  
Color, one sided = $.20 per page​ ​ Color, two sided - $.25 per page.  

 
Copyright is a form of intellectual property that protects original works of authorship including 
literary, dramatic, musical, and artistic works. The copyright laws of the United States make it illegal 
for anyone to duplicate copyrighted materials without permission. Severe penalties are provided for 
unauthorized copying of all materials covered by the act unless the copying falls within the bounds 
of the “fair use” doctrine. Any duplication of copyrighted materials by district employees must be 
done with permission of the copyright holder or within the bounds of “fair use.” 
 
 
20.3​ INTERNET AND COMPUTER USAGE  
 
All computer and network use must be consistent with the purpose of NICS District. Activities in 
direct support of this purpose (e.g., professional development, administrative communications, 
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grant applications, net product announcements and instruction) are acceptable. For-profit activities 
including fund-raising and public relations activities, advertising and extensive use for private or 
personal business are unacceptable. The following statements represent a guide to the acceptable 
use of NICS District Network Services. Users are advised that acceptable use policies of other 
Internet networks must be adhered to and followed, including those of the sponsoring networks. 

●​ All use of the network must be consistent with the mission and purpose of NICS District. 
●​ The network is not to be used for illegal purposes. 
●​ The network is not to be used to transmit threatening, obscene or harassing materials. 
●​ Users of the network are not to disrupt or interfere with other network users, services or 

equipment. Disruptions including but are not limited to the use of unsolicited advertising, 
propagation of computer worms or viruses and using network access to make unauthorized 
entry into other machines accessible via the network. 

●​ Users of the network will respect the intellectual property rights and privacy rights of others; 
therefore it is unacceptable for users to access information and resources unless 
permission to do so has been granted by the owners or holders of the rights for the 
information and resources. 

●​ Users of the network accept the rights and responsibilities of individuals and institutions. 
●​ Users of the network accept the responsibility for appropriate use and online etiquette. 

 
 
20.4​ TELEPHONE 
 
The NICS District phone system is for business use only. No personal calls will be charged to the 
school telephone number.   
 
20.5​ FACILITIES   
 
All NICS District facilities are tobacco-free. Beginning July 1, 2008, House File 2212—Smoke Free 
Iowa—prohibits smoking in all enclosed areas within public and private educational facilities, 
including but not limited to work areas, private offices, conference and meeting rooms, classrooms, 
auditoriums, employee lounges and cafeterias, hallways, restrooms, elevators, stairways and 
stairwells, and vehicles, owned, leased, or provided by the employer. Tobacco use is also 
prohibited on all school grounds, including parking lots and any other outdoor area under the 
control of a public or private educational facility, including inside any vehicle located on such school 
grounds. There are scheduled penalties for persons and businesses that violate the law. 
 
20.6​ VEHICLE USE  
 
The board expects all staff driving district owned vehicles to observe traffic laws, including the 
mandatory seat belt laws. A traffic violation, which results in a citation by a law enforcement officer 
and a resultant conviction, when the staff member is in an agency owned vehicle, will result in 
disciplinary action, if the fault of the incident is that of the staff member. 
 
20.7​ BUILDING KEYS AND IDENTIFICATION/KEY CARDS 

The NICS Business Office maintains and issues door keys for its facilities employees.  

20.7.1​ ISSUANCE OF KEYS  

Upon employment, the Business Office will issue a key(s) to an employee. Employees will only be 
given keys needed to perform their assigned duties.  Individual staff members receiving 
keys will be held responsible for their safekeeping. At the time of issue the employee is 
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required to sign a log. This log identifies the employee and the key number of the key 
assigned. The key log is on file in the Business Office. 

 
20.7.2    LOSS OF KEYS 

 
Lost keys must be reported immediately by telephone and submitted in writing to the Business 

Office. The Business Office will notify the Superintendent and evaluate the effect on 
building security of any lost key and change locks as appropriate. The Business Office may 
charge a fee of $10 per lost key to be replaced and/or the cost of replacing necessary locks 
up to the actual cost of installment with Superintendent approval. 

 
20.7.3  KEYS NOT NEEDED 

​  
If at any time during the course of employment a key is no longer needed it shall be returned 

immediately to the Business Office.  
 
20.8​ EMPLOYEE SEARCHES 
Employees should have no expectation of privacy in their classrooms, desks, computers or other 
school district provided space, or equipment. The school district may examine these items when 
needed. Anything on the school district’s computers, server, website, online learning platform, etc. 
and in school district files, etc. are considered a public record and open to public inspection. If the 
school district conducts an examination or inspection under the terms of this policy, there will be at 
least two individuals present at the time of the examination or inspection. Should the school district 
get a request to see this information, at that time, a determination will be made whether the 
information can be withheld as confidential information. The school district assumes no 
responsibility or liability for any items of personal property which are placed in the desk or 
workspace which is assigned to employees. 
 
20.8​ ARTIFICIAL INTELLIGENCE 
 
Teachers have discretion whether to use AI in their classrooms. However, prior to using AI tools, 
classroom teachers will inform the students how AI tools may be used to engage in and complete 
educational tasks and assignments. All applicable laws will be adhered to in the classroom and by 
classroom teachers. Classroom teachers will establish appropriate parameters for AI tool usage 
and will monitor student use of AI tools as appropriate. Students are expected to abide by their 
classroom teachers’ rules. Classroom teachers will utilize AI tools that have been reviewed by the 
district. 
 
Privacy must be protected when using AI tools. This means no personally identifiable information 
about other students or staff will be shared with AI tools, without prior written consent from the 
parent or guardian of the student or from the staff or student when applicable. 
 
21. TRAVEL PROCEDURES 
 
To be eligible for reimbursement, all travel for district employees must: 
​ 1) be properly authorized  
​ 2) be actually incurred  
​ 3) be necessary for fulfilling the responsibility of the department and  
​ 4) be conducted in the most economical manner for the district. 
 
Official travel by NICS District employees must be approved by the superintendent in advance.  
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Each employee MUST complete the “Vehicle Request” AT LEAST 24 HOURS prior to 
DEPARTURE. 
 
Travel for all certified and non-certified staff must be approved by the appropriate building principal 
and superintendent and submitted to the transportation secretary for processing. The 
transportation department will review the “Vehicle Request” for compliance to travel procedures, 
make any necessary reservations. The transportation department will notify employee if a school 
vehicle is unavailable and may ask that a personal vehicle is used instead.  The district will 
reimburse the employee mileage for this situation. 
 
The NICS District requires all travel to be properly documented not only for accountability 
purposes.  Travel logs sheets can be found in each vehicle and must be completed by each driver 
upon returning the vehicle to the district. 
 
21.1 TRAVEL TO PROFESSIONAL CONFERENCES/MEETINGS 
 
NOTE: THE FOLLOWING APPLIES WHEN THE EXPENSES FOR THE CONFERENCE ARE TO 
BE COMPLETELY REIMBURSED BY DISTRICT FUNDS: 
A “Vehicle Request” must be submitted to the appropriate administrator for approval. If approved, 
the administrator then forwards the request to the transportation director for reservation of a 
vehicle.  All expenses must be documented. 
 
Lodging: When making reservations for motel rooms when the school is responsible for payment 
of the invoice, please call in advance to the motel and make the reservations. Guarantee them to 
North Iowa Schools and give the purchase order number. When you arrive at the motel, give the 
desk clerk the purchase order and P-Card for payment. Some motels may require that you FAX a 
copy of the purchase order in advance.  
 
Original receipts showing the dates of the stay at the establishment and the amount charged per 
day, plus the tax, if any, must be submitted. (Credit card receipts are not acceptable 
documentation). The district will not pay for extra items added to the lodging bill such as phone 
calls, health facility fees, meals, movies, and other incidentals. 
 
Airfare: Original receipt (usually marked “passenger receipt” in ticketed booklet) must be 
submitted. (Credit card receipts are not acceptable documentation.) Air travel allowance is limited 
to coach fare. 
 
Meals: Meals are reimbursed on a standard amount per day. The amount is based on the Federal 
Per Diem Rates published annually at http://www.gsa.gov/perdiem. Current rates dictate that 
meal reimbursements will not exceed $110.00 per day and applies only to overnight trips, not day 
trips unless pre-approved by the superintendent.  
​  
Transportation: If a private car is used to reach the conference location, the number of miles must 
be clearly documented. The reimbursement is based on the standard mileage rate times the 
number of miles. Distances from cities must be calculated using the Rand McNally Atlas mileage 
charts or the State of Iowa mileage chart published by the Iowa Department of Transportation. In 
no instance will the amount of the reimbursement exceed the cost of an airline coach ticket. This 
reimbursement is made only to the individual who drove the vehicle. The standard mileage rate is 
set annually.  The current mileage rate is $0.70 per mile. 
 
. 
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21.2 IN-DISTRICT TRAVEL 
 
In-district travel is defined as travel within the school district or the immediate vicinity. (No overnight 
travel is reported in this category.) This type of travel is usually submitted on the reimbursement 
form only if a school vehicle was unavailable. The traveler will use the most economical and 
practical mode of travel from the standpoint of time, cost and standard travel route. The supervisor 
is responsible for this determination. Exceptions must be fully explained and approved by the 
supervisor. Reimbursement will be made at the standard mileage rate for travel within the district to 
conduct official business. This includes required travel from one district building to another, travel to 
required meetings, and home visits. This does not include travel from your home to your place of 
work.  
 
21.3 DISTRICT PROVIDED VEHICLES 
 
There are instances where district employees are authorized to use district provided vehicles to 
perform their duties. Any employee that uses a district vehicle must sign and submit a vehicle 
request form. 
 
21.4 ACCIDENT/DAMAGED VEHICLE 
 
Notify the business office of circumstances surrounding the accident. Complete an accident report 
and return it to the business office within 24 hours. Report forms are available from the business 
office. Auto insurance identification cards are kept in each Agency vehicle. Vandalism will require 
police reporting through the transportation director or business office. 
 
 
22. PURCHASING POLICY & GUIDELINES  
 
The NICS District expends over $2.3 million annually to vendors for services and merchandise. 
Over 2,300 checks are written from four bank accounts, utilizing more than 1,400 accounting codes 
and 588 vendors. Auditors for public funds require a strict accounting of all school district funds. 
We have developed this procedure handbook which, if followed, will allow for a clear accounting 
trail. Please keep in mind that we make every effort to handle things efficiently and simply while still 
following the stringent laws given to us in the Code of Iowa and the NICS Board Policies. 
 
The cooperation of all employees is essential if the district is to obtain the maximum value for each 
tax dollar spent.  While this manual does not answer all questions related to purchasing and 
accounting procedures, it does provide the foundation for a sound financial management system. 

It shall be the responsibility of the superintendent to approve purchases, except those authorized 
by or requiring direct board action. The superintendent may coordinate and combine purchases 
with other governmental bodies to take advantage of volume price breaks. Joint purchases with 
other political subdivisions will be considered in the purchase of equipment, accessories or 
attachments with an estimated cost of $50,000 or more. 
 
The superintendent shall have the authority to authorize purchases without competitive bids for 
goods and services costing under $5,000 without prior board approval. For goods and services 
costing more than $5,000 and less than $25,000, the superintendent shall receive quotes of the 
goods and services to be purchased prior to approval of the board. Competitive bids are required 
for purchases, other than emergency purchases, for goods and services that cost $25,000 or more, 
including construction contracts and school buses. 
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22.1 RELATIONS WITH VENDORS 
 
All financial and business transactions of the district shall be carried out in conformity with the law 
and consistent with sound ethical business practices. All Purchasing decisions shall be made on 
the basis of objectivity and shall not be influenced by friendship or other personal relationships. 
Business is to be conducted honestly, openly and with integrity. Avoid conflicts of interest situations 
by not conducting business with a company or firm in which the official or any member of the 
official's family has a vested interest. Avoid using the position for personal gain. Never accept or 
offer illegal payment for services rendered. Refrain from accepting gifts, free services, or anything 
of value for or because of any act performed or withheld. 
 
22.1.1 CONFLICT OF INTEREST 
No employee may use his or her position to obtain financial gain or anything of substantial value for 
the private benefit of himself or herself or his or her immediate family, or for an organization with 
which he or she is associated. Such actions may subject the employee to disciplinary action, up to 
and including termination. 
 
Employees will not act as an agent or dealer for the sale of textbooks or other school supplies to 
the school district. Employees will not participate for personal financial remuneration in outside 
activities wherein their position on the staff is used to sell goods or services to students or parents. 
Employees will not engage in outside work or activities where the source of information concerning 
the customer, client or employer originates from information obtained because of the employee’s 
position in the school district.  
 
Since employees have access to information and a captive audience that could present a conflict 
of interest, employees may only solicit other employees or students for personal or financial gain 
with the prior, advance approval of the superintendent. If the approval of the superintendent is 
given, the employee must conduct the solicitations within the conditions set by the superintendent. 
Further, the superintendent may, upon five days’ notice, require the employee to cease approved 
solicitations as a condition of continued employment. 
 
Permit the use of school property only for officially authorized activities. Refrain from soliciting 
contributions from subordinates or outside sources for gifts or donations. If you do receive a gift or 
donation, the amount should not be more than is authorized by Iowa Code. 
 
22.1.2 RETURN POLICY FOR SCHOOL DISTRICT 
 
If an item that was ordered on a Purchase Order needs to be returned the following steps should 

be followed: 
 

●​ Contact the vendor to get return instructions, if the reason for the return is because of 
the company, require them to send a UPS call tag 

●​ If the company has already been paid for the product, contact the accounting office to 
alert them that a credit memo should be issued on the purchase order. 

●​ If the district changes its mind about style, color, model after the item is delivered, the 
district will most likely be asked to pay the original freight and the return shipping. There 
may also be a restocking fee.  These non-refundable charges will be expensed from the 
original budget codes. 
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22.2 LOCAL PHONES 
 
Do not call WCTA or any other phone carrier to change services. Do not to use directory 
assistance unless absolutely necessary. Phone companies are charging large fees to 
use these special services since they have had to lower their long distance fees to stay 
competitive. 
 
Do not use district phone lines to make long distance personal calls. This is considered a misuse of 
public funds. 
 
 
 
22.3  PURCHASING FORMS 
 
Employees must submit a requisition PRIOR to ANY purchase and must receive an approved 
purchase order in order to make the purchase.  This includes classroom and office supplies, 
requests for service work on district equipment, registrations, membership dues, and resale items 
(t-shirts, band instrument supplies). 
 

Requisition Defined: 
A Requisition is a request that all employees must submit to his/her 
Administrator/Supervisor prior to making ANY purchase. With this form, you are requesting 
to purchase something.  This is just a request and does not become a purchase order until 
it is approved. 

 
Purchase Order Defined: 
Once your Administrator/Supervisor has approved the requisition you submitted, central 
office staff will create an actual Purchase Order that can be used to order your supplies. 

 
22.3.1 PURCHASE ORDER REQUEST 
Any purchases for items not carried in bulk by the district should be ordered using a requisition 

entry in weblink. This must be approved by your building principal and superintendent. 
 

●​ When ordering merchandise from a vendor, a purchase order must be used. ALL 
ORDERS MUST BE APPROVED IN ADVANCE  by electronic approval. 

 
●​ Teacher/originator completes purchase requisition (this includes company name, 

address, catalog numbers, detail descriptions, shipping charges, and any special 
requests) and submits it to the building level principal for approval. This will be done 
electronically. 

 
●​ The building principal reviews the requisition.  If approved, the building principal will 

forward the signed purchase order to the superintendent’s office for the approval of the 
superintendent. 

 
●​ Once approved, the superintendent will forward the approved purchase request to the 

business office. 
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●​ Business Office will assign a purchase order number to the request. 
 

●​ Merchandise can then be ordered by employee requesting the purchase.   *See P-Card 
for Optional payment requirements. 

 
●​ Upon receipt of the merchandise, the employee who placed the order should turn in any 

packing slip to the business office after checking in each item on the order and marking 
it received. 

 
●​ Vendors have been notified to only accept purchase orders with an approved signature. 

Noncompliance with this requirement may result in the school district holding the 
employee responsible for the expenditure.  North Iowa CSD will not be responsible 
for payment of purchases made without an approved purchase order. 

 
●​ State Tax Exemption – The North Iowa CSD is exempt from payment of sales tax under 

state law.   The reason for claiming this exemption is that the purchased items are for 
the operation of a public school. 

 
22.4 ORDERING SUPPLIES/EQUIPMENT TO BE PAID FOR BY AN OUTSIDE SOURCE. 
      

●​ Always use a purchase order. 
 

●​ In the coding section of the purchased order, use the code to which your purchase would 
ordinarily be charged. 

 
●​ On the body of the purchase order indicate which outside source will be donating funds for 

payment of this purchase. 
 

●​ Follow through with the purchase order procedure. 
 

●​ When merchandise is received, the principal or other employee will submit request for 
reimbursement to the donor source. 

 
This procedure also applies to Booster Club Purchases and field trip fees. 
 
No personal items should ever be bought using a district purchase order. In addition, all items 
requisitioned must be shipped to a district location. No items should be shipped to a personal 
residence. 
 
In preparing purchase order requisitions, all items to be ordered from one vendor should be put on 
one requisition, thus limiting the amount of paperwork handled. By the same token, when 
purchasing several related items but from different vendors, a separate requisition should be 
prepared for each vendor. The goal of the purchasing department is to process all purchase 
requisitions within 48 hours of receipt. 
 
If you are in need of an emergency purchase order, the requestor should contact the Business 
Office for immediate assistance. Emergency purchase order requests must, of course, be for small 
amounts within appropriate current budget allocation balance. The requestor should keep in mind 
that the fewer times an item or group of items is ordered each year, the greater the savings in time, 
money, effort and efficiency. 
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In requisitioning new classroom furniture, principals are requested to first consult the building 
custodian to see if there is existing used furniture in stock to satisfy the need.  
 
22.5  RECEIVING ITEMS ORDERED 
 
Anytime an item is ordered on a purchase order, the business office must receive the packing slip 
from all packages to verify items upon payment due. Mark on the packing slip all items that you 
have received. If numerous items are listed and you have received all items you only need to sign, 
date and mark all items received.  
 
If you did not receive all the items on the purchase order circle the items in the quantity box that 
you have received. Then sign, date, and submit a copy to accounting so a partial payment may be 
made to the vendor. When you receive or cancel the remaining items, sign, date, and submit the 
original Delivery to accounting so the purchase order can be completed. 
 
If you know that some items on the purchase order will not be received (item discontinued), be 
sure to write that on the Delivery prior to submitting to accounting for payment. This will allow 
the business office to close the purchase order for those items you will not receive. 
 
 
23. PURCHASING CARD POLICIES (P-CARD) 
 
23.1  P-CARD POLICY 

The P-Card shall be used only in strict conformity with the NICS District’s policy and procedures 
and within the terms and conditions of the Cardholder agreement from MasterCard. The P-Card 
may be used only by the NICS District employee whose name is embossed on the card. No other 
person is authorized to use the card. Each cardholder is responsible and accountable for all 
transactions that occur on his or her card. The P- Card is to be used for district-authorized 
purchases only and cannot be used for any personal use.  The P-Card issued to the cardholder is 
the property of NICS District and can be canceled at any time.  Periodic audits will be performed to 
ensure the cardholder is in compliance with the policies and procedures.  

NICS District only allows certain purchases to be made using the P-Card.  Each cardholder has a 
designated credit limit for monthly purchases, daily purchase, credit limit and single purchase credit 
limit.  Intentional circumvention of these limits is strictly prohibited.  This includes splitting a 
transaction amount with the same vendor or multiple vendors for purchases that would otherwise 
exceed the cardholder’s limits.   

 
23.2 P-CARD PROCEDURES 

              The cardholder is responsible for maintaining adequate receipts for goods and services purchased 
with the P-Card. The cardholder must contact the vendor directly to resolve any discrepancies or 
incomplete orders.  The documentation retained should include sales receipts, packing lists (if 
applicable) and credit card transaction receipts.  A transaction log using Microsoft Excel is 
available to assist the cardholder in tracking purchases that must be reconciled to their account 
statement each month.  Any incorrect charges, duplicate transactions or missing credits must be 
addressed directly between the cardholder and the vendor.  Upon completion of the reconciliation, 
the cardholder must sign the Approval Form documenting their agreement with the transactions 
appearing on their account statement. 
 
23.3 HOW P-CARD WORKS 
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●​ The Superintendent authorizes issuance of a P-Card to an employee. 
●​ Business office coordinates issuance of a P-Card to an employee. 
●​ Cardholder submits a purchase request as described in the Purchasing Policy. 
●​ Purchase Request is approved and business office issues a PO Number and authorizes 

the transaction for the employees P-Card.  
●​ Employee’s P-Card is distributed to employees along with approved PO for employee to 

order and pay for approved items. 
●​ Employee orders/purchases approved merchandise and authorizes Vendor to process the 

card information to obtain authorization for the purchase. 
●​ Bank receives the transaction information electronically from MasterCard. 
●​ Bank verifies the account number and spending control limits on the card. 
●​ Cardholder receives the merchandise and a copy of the receipt. 
●​ Cardholder retains the original receipt and/or packing slips for monthly remittance and 

returns the P-Card and receipts to the Business Office for safe retention (unless approved 
by superintendent to permanently possess the P-Card). 

●​ Vendor receives payment for the merchandise within 3 days. 
●​ Business office receives a monthly consolidated statement for the district, as well as 

monthly memo statements for each Cardholder who had transactions during the month. 
●​ The Business Office pays the consolidated statement to the Bank eliminating multiple 

checks to multiple vendors each month saving on processing time, postage, and paper for 
the district. 

 
23.4 CARDHOLDER IS RESPONSIBLE FOR THE FOLLOWING: 

●​ Holding and securing the P-Card and card number  
●​ Returning card to the Business Office upon completion of payment for safekeeping 
●​ Buying supplies and services 
●​ Informing vendor of tax-exempt status prior to processing sale transaction 
●​ Collecting and saving sales receipts 
●​ Writing the account number or narrative description of the account/project to be charged on 

the back of each receipt or on the optional transaction log 
●​ Receiving and inspecting all ordered materials and services 
●​ Reporting discrepancies to vendor 
●​ Identifying and handling disputed charges 
●​ Reviewing/verifying charges with the business office. 
●​ Complying with NICS District policy and procedures 

 
 
 
23.5 USING THE P-CARD 
The Cardholder may purchase supplies or services in person, or place an order by telephone, 
facsimile or electronically. Internet purchases must be made over a secured transmission. The 
supplies or services must be immediately available for pickup, or must be shipped or delivered 
within the monthly billing cycle. The order should not be placed without this assurance. No 
back-ordering is allowed when using the procurement card. 
 
Telephone Orders: The Cardholder must confirm that the vendor will charge the P-Card when 
shipment is made so that receipt of the supplies may be certified on the monthly statement. This is 
also a requirement of the vendor's contract with MasterCard. 
 
Prohibited Purchases: The Procurement Card is to be used for district-authorized purchases only 
and is not authorized to be used for any personal use. 
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▪​ The P-Card should not be used for gasoline for your personal vehicle when it is used for 
business purposes.  Business travel incurred when using your personal vehicle will be 
reimbursed by claiming mileage on a reimbursement request. 

 
▪​ The organization does not provide ATM privileges or cash advances on the P-Card program.  

Any cash needed while traveling must be either from personal funds or cash advances that are 
reimbursed upon submitting an expense report. 

 
 
23.6 REPORTING A LOST OR STOLEN P-CARD 
 
If your card is lost or stolen, the cardholder must immediately contact the Bank and the business 
office. The cardholder should also complete the Account Maintenance Form documenting the card 
was lost or stolen and the date that it was noticed missing.  Upon notification, the card will be 
suspended immediately and any charges posted to the account after the “missing date” will be 
denied.  A new card will be issued upon completion of an application and indicate that the card is a 
replacement.  After the application is received by the P-Card Administrator it will take 
approximately two (2) days to reissue a replacement card.​  
 
Contact List:​ Bank:  ​​ ​ BMO/Harris Bank​ 1-800-263-2263 or 1-800-361-3361​  
​ ​ Administrative Assistant:​ Teresa Cooper​ 641-562-2525x116 
 

●​ When you are not using your P-Card, it should be immediately returned to the business 
office for safe keeping (unless the superintendent authorizes the P-Card holder to maintain 
long-term). 

●​ A canceled card should be destroyed by cutting it up into several pieces prior to disposal. 
●​ When presenting your card for purchases, provide your driver’s license to identify you as 

the authorized user of the card. 
●​ Sign the back of the card and also write “See ID” next to the signature to remind the vendor 

to look at your personal identification to authenticate the transaction. 
●​ Do not provide your card account number to unsolicited marketing calls. 
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23.7 DISPUTED TRANSACTIONS 
At times there might be disputed transactions appearing on a cardholder’s account statement.  The 
dispute may arise due to non-delivery of the goods or services, incorrect billing, duplicate billing, 
missing a valid credit not processed to the account for a return, altered charges or defective 
merchandise.  When this occurs the cardholder must complete a Disputed Statement Form 
documenting the reason for the disputed item and other transaction details.  The cardholder must 
submit the form directly to the bank and should also notify the vendor of the discrepancy.  The 
cardholder is responsible for resolving the disputed item with the vendor. 

If a vendor does not issue a credit for a returned item within 30 days of the return, the cardholder 
must also complete the Dispute Statement Form as notification to both the bank and the vendor.  
Any disputes that cannot be resolved by the cardholder directly with the vendor may contact the 
bank for assistance. 

Contact Information 

Telephone: 1-800-263-2263 

The bank must be notified of all disputed transactions within 30 days of the statement date. 

 
NOTE ON RETURNED ITEMS:  Items should be returned directly to the vendor by whichever 
means the vendor requires. It is the cardholder's responsibility to determine that proper credit is 
posted for any returned item.  See Purchasing Policy for more guidance on returns 
 
24.​ REIMBURSEMENTS 
 
Reimbursements can be made for purchases of supplies with a cost less than $250.00. 
No reimbursements will be made for invoices in excess of $250.00. Any purchase in excess of 
$250.00 must be pre-approved with a purchase order. This policy ensures the district receives the 
best price on an item and also ensures district funds are not committed without appropriate 
approval. 
 
When requesting reimbursement for items purchased under $250.00 the receipt must meet the 
following criteria: 

●​ Must be an original receipt (no copies). 
●​ Must show the cost of each item purchased, the total amount of the purchase, the amount 

paid, no amount is outstanding, and the name of the vendor. 
 
NOTE: It is not acceptable to submit an invoice with a written “pd. by check number XXX.” Anyone 
can write that information on an invoice. We must have clear documentation on the receipt of 
payment and clear documentation that no amount is outstanding. The vendor receipt must clearly 
indicate the total charge, the total paid, and a “0” in the amount due column. (The “0” due must be 
part of the receipt, not created by just crossing out the amount due.) 
 
Keep in mind that the North Iowa Community School District is exempt from paying Iowa Sales tax; 
however vendors will not allow you to purchase tax exempt when you are being reimbursed. 
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25. ​ GRANT PROCEDURES 
 
Forms and procedures for grants will be found under the staff tab on the school webpage. 

26. BUDGETS 
 
The annual budget for the district is developed in March and April and submitted to the Board of 
Directors for approval. Following approval by the Board, the budget must be presented at a public 
hearing. The final budget is adopted after the public hearing and filed with the county auditor and 
the Iowa Department of Management prior to April 15th.  A copy of the final budget is available 
upon request at the district’s Business Office or available online at the Iowa Department of 
Management’s website. 
 
The budget is adopted in a format consistent with the Iowa Department of Education regulations for 
budget categories and formats.  The General Fund (Fund 10) is the general operating fund of the 
district. The General Fund is used to account for all financial resources except those required to be 
accounted for in another fund. This is the largest single fund of the district. Law, regulation or 
resolution restricts all other funds.  
 
26.1​ LEVIES AND FUNDS 
 
General Fund (Fund 10): These revenues come from local property taxes and state/federal public 
school support. Monies are budgeted in the spring for the following school year. Budget spending 
authority lapses at the year-end for all general fund monies. The budget period runs from July 1 
through June 30th of each year. Any monies remaining at June 30 return to the districts General 
Fund. Remaining monies do not carry over to the building's budget next year. 
 
Student Activity Fund (Fund 21):  Student activity funds are first, last, and always public funds 
that are property of the school district, the same as any other district funds.  
 
Physical Plant and Equipment Levy (PPEL) (Fund 36): The school board may annually certify a 
regular Physical Plant and Equipment Levy (PPEL) in an amount up to 33 cents per thousand 
dollars of assessed valuation.  The revenues from the PPEL may be used for purchase and 
improvement of grounds; construction and demolition; payment of debt principal related to 
construction; acquisition of a single unit of equipment or technology exceeding $500 in value per 
unit; remodeling or repair of facilities; energy conservation; facility rental; acquisition of facilities; 
transportation equipment, or recreation equipment, and payment of TIF obligations.  Revenues 
may not be used for any purpose not expressly authorized by Iowa Code. 
 
Public Education and Recreation Levy (PERL) (Fund 24): The voters may approve a Public 
Education and Recreation Levy (PERL) for an amount up to 13.5 cents per thousand dollars of 
assessed valuation. Once voted, the PERL continues to be authorized until voters rescind. 
Revenues from the PERL, also called Playground Levy, are used to establish and maintain public 
recreation places and playgrounds in the public school buildings and grounds of the district. The 
PERL revenues are also used to provide public educational and recreational activities within the 
district and for community education. Iowa Code chapters 300 and 276. 
 
Management Levy (Fund 33): The school board may annually certify a Management Levy. The 
revenues from the Management Levy may be used to pay the costs of unemployment benefits, 
costs of liability insurance and agreements, costs of judgments, and costs of certain early 
retirement benefits. Iowa Code section 298.4. 
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Local Option Sales Tax (LOST/SAVE) (Fund 33): Statewide sales and services tax monies 
received for school infrastructure purposes shall be utilized solely for school infrastructure needs or 
school district property tax relief. "School infrastructure" means those activities for which a school 
district is authorized to contract indebtedness and issue general obligation bonds under Iowa Code 
section 296.1, except those activities related to a teacher's or superintendent's home or homes. 

These activities include the construction, reconstruction, repair, demolition work, purchasing, or 
remodeling of schoolhouses, stadiums, gyms, field houses, and bus garages and the procurement 
of schoolhouse construction sites and making of site improvements and those activities for which 
revenues under Iowa Code section 298.3 or section 300.2 may be spent. Additionally, "school 
infrastructure" includes the payment or retirement of outstanding bonds previously issued for 
school infrastructure purposes, and the payment or retirement of bonds issued under Iowa Code 
section 423E.5. 

Debt Service Levy (Fund 40): The voters may approve bonded indebtedness for a period up to 
twenty years and approve a rate for a debt service levy up to $2.70 per thousand dollars of 
assessed valuation. However, the voters can also approve to exceed that rate limit up to $4.05. The 
proceeds from the sale of the General Obligation Bonds are deposited in a Capital Project Fund to 
be used for the costs of the project. The revenues from the Debt Service Levy are deposited in the 
Debt Service Fund to be used to retire principal and interest on the bonds. 
 
School Nutrition (Fund 61): Used to account for all transactions for the nutrition program 
authorized by Iowa Code chapter 283A. 
 
Wellness Center (Fund 65): Used for community service enterprises associated with the District’s 
community wellness center.   
 
FFA (Fund 68): Used for enterprises that support the school’s FFA program. 
 
Scholarship Trust Funds (Fund 81): Used for enterprises that support the school’s scholarship 
program. 
 
 
27.​ CASH MANAGEMENT 
 
All disbursements of district funds must be made in accordance with district procedures. We are 
accountable to the taxpayers who provide these funds, and we are also audited each year to 
ensure we follow established practices for making disbursements. 
 
As previously mentioned, schools are allotted funds annually based on an approved budget. In 
addition to funds managed at the district level, schools also receive monies through fundraisers, 
donations, sales, etc. The activities of all funds must be reported monthly to the School Board. 
All funds collected by students and employees for school activities must be accounted for in the 
district’s accounting system. 
 
27.1​  PETTY CASH 
 
Petty cash for postage and change is kept in the elementary office. Receipts must be retained and 
a Petty Cash Record entry completed for all transactions. 
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27.2​  VENDOR PAYMENTS 
 
A purchase order is required for any district employee to charge anything to a vendor. (See 
Purchasing Procedures) The vendor will ship the goods in accordance with the purchase order and 
then will bill the district for the goods. No goods may be shipped to a personal residence. 
 
Do not ask vendors to charge without a purchase order. A purchase order is what commits the 
district’s financial resources. District employees do not have the right to charge anything to any 
vendor without a purchase order. 
 
27.3​ PAYMENT SCHEDULE 
 
The Business Office produces checks to vendors, travel, mileage, reimbursements and direct pays 
for purchase orders once each month the Wednesday following the normally scheduled board 
meetings. The expense will be included for payment on the list of bills that is prepared for the next 
regular Board meeting. Board meetings are normally scheduled for the third Monday of each 
month. 
 
 
 

28. ​ REVENUE PROCESSING 
 
At times schools receive money from parents, patrons, students and personnel for various items. 
All monies received must be accounted for and handled appropriately. All monies that belong to the 
school should be delivered timely for deposit in the district accounts. All schools and programs 
receiving money are required to have a safe and secure location for all money in their possession. 
All funds should be given to your building secretary for proper receipt as often as daily, but no 
longer than once per week.  At no time should a district employee hold more than $100.00 of 
district money in their possession without turning it into their building secretary for proper receipt.  
Numbered receipts will be issued for any receipt.  
 
Student treasurers are responsible for accurate accounting records. Sponsors for each activity are 
responsible for monitoring the treasurer’s records. 
 
Checks payable to the North Iowa Community Schools must be submitted to the business office to 
be deposited to a school account. Checks may not be cashed in the office. Accept checks payable 
only to the North Iowa Community Schools. Do not accept two-party checks. 
 
Funds Collected During Activities (gate receipts and concessions): At least 2 people are to count 
the funds and complete the reconciliation form at close of the activity. The athletic director will put 
the money in the school safe until deposited. Do not keep money in classrooms or offices 
overnight. 
 
 
28.1 RENTAL OF SCHOOL PROPERTY 
 
The Board of Trustees for the district has established policies as it pertains to renting school 
property for non-school activities. Guidelines have been established and are administered by the 
Superintendent. These guidelines and procedures are available with the business office and/or 
building secretary and found in Board Policy 905.  All reserved rooms should be added to the 
District’s Facility Request Site for proper notification to faculty, custodial, and administrative staff.  
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This can be done via the HS Media Center workstation or by district employees via the staff only 
website. 
 
28.2 TEXTBOOK FINE COLLECTIONS 
 
Schools are required to charge students for lost or damaged books. These monies must be 
collected from the student and then submitted to the Business Office to deposit in the district’s 
General Fund. These fines are not to stay with the instructor.  
 
 
29. ​ SAFETY PROVISIONS 
 
The Board shall provide and maintain a safe place of employment.  All employees shall endeavor, 
in the course of performing the professional duties associated with their employment, to be alert to 
unsafe practices, conditions or equipment, and to report the same to their immediate supervisor. 
 
30.​ REDUCTION OR REALIGNMENT OF STAFF PROCEDURE 
 
In the event that layoffs become necessary, the board will first attempt to accomplish staff reduction 
by attrition. In the event attrition is not an option or additional reductions are required, the 
administration will recommend to the Board what reduction(s) or realignment(s) best meet the 
needs of the school district. 
 
Employees selected for staff reduction shall be notified in writing no later than April 30 by certified 
mail or by personal delivery. (or, the date specified by the Code of Iowa for termination). 
 
31.​ TRANSFER PROCEDURES 
 
The business office will make a list of vacancies available to staff during the school year upon 
knowledge of actual vacancies.   
 
Employees who desire a transfer may file a written statement of such desire with the 
Superintendent.  All written statements will be given consideration, with the final decision(s) being 
made by the Superintendent. 
 
32. ​ CERTIFIED EMPLOYEE EVALUATION PROCEDURES 
 
Notification: 
 
The Board will, within four (4) weeks after the start of the school year, identify to each employee 
the supervisory individual who will be responsible for that employee's evaluation.  The supervisor 
shall notify the employee of the evaluation procedures and discuss with the employee the criteria 
that will be used in the evaluation as set forth in the evaluation instrument.  The evaluation 
standards criteria and instrument adopted by the Board will be provided to the teachers in this 
orientation. 
 
A new employee or an employee reassigned after the beginning of the school term shall be 
notified, by the appropriate supervisor, of the evaluation procedures in effect.  Such notification 
shall be within two (2) weeks of the employee's first day in his/her new assignment.  The evaluation 
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standards criteria and instrument adopted by the Board will be provided to the teachers in this 
orientation. 
 
A designated building principal or other appropriate supervisor of employees not assigned to a 
building shall be responsible for the notification and evaluation of all such employees. 
 
No formal evaluation shall take place until such orientation has been completed. 
 
Observations: 
 
All observations of an employee shall be conducted with the full knowledge of the employee, and 
solely for the purpose of evaluation toward the improvement of professional performance as a 
means of assuring the most competent educational techniques. 
 

A.​ Pre-Evaluation Conference.  A pre-evaluation conference must be held between the 
appropriate supervisor and the employee at least one (1) school day prior to the first 
observation so that the evaluator may be apprised of the objectives, methods, and 
materials planned for the classroom performance situation to be evaluated. 
 

B.​ Length. Each formal written observation report shall be preceded by at least one (1) 
observation of at least thirty (30) consecutive minutes. 

 
Provisional Teacher Evaluation: 
 
Provisional teachers, as set forth in the Code of Iowa shall meet all Iowa Code requirements in 
their first three years of employment.  The District shall adhere to all Iowa Code Timelines, 
requirements and procedures. 
 
Teachers who are assigned to more than one center will be formally evaluated by only one 
principal/supervisor. 
 
Each employee shall receive advance notification as to the date and time of the evaluation. 
 
There shall be at least a fifteen (15) day period between each evaluation unless otherwise 
requested by the employee. 
 
Career Teacher Evaluation: 
 
The Career Teacher will be evaluated on a three-year cycle.  In that cycle there will be the 
following: 
                A. Self Assessment 
                B. Professional Growth 
                C. Formal Observation 
                D. Summative Evaluation Narrative 
 
The Career Teacher Evaluation will be based on the eight (8) Iowa Teaching Standards established 
in IAC 281. 
 
Formal Observation: 
 
Each employee will be observed by his/her immediate supervisor at least once during the 
employee’s first semester of employment and once during the employee’s second semester of 
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employment or any year of probation.  All other employees will be observed by his/her immediate 
supervisor at-least once every three (3) years. 
 
At the end of a three-year cycle the employee will receive a written summative evaluation/narrative. 
 
Evaluation Conference:  
 
A copy of each written evaluation shall be given to the employee and a conference shall be held 
between the employee and the evaluator within ten (10) school days prior to said conference. 
 
A copy signed by both parties shall be given to the employee.  The employee’s signature shall only 
indicate the employee’s awareness of the evaluation and shall not be interpreted to mean 
agreement with the evaluation.  No employee shall be required to sign a blank or incomplete 
evaluation.  Only documents that have been signed and dated by both the employee and the 
immediate supervisor shall be contained in the employee’s evaluation file. 
                                                                                                 
Intensive Assistance:   
 
An employee identified as not meeting the Iowa Teaching Standards will be placed on Intensive 
Assistance as provided by Iowa Administrative Code [281], Chapter 85.5(3). 
 
The Plan shall: 
                A. Identify the standard(s) documented as deficient; 
                B. An action plan to provide Assistance; 
                C. Assessment of performance in regard to the standards in question; and 
                D. An employment recommendation.  The recommendation shall be: 
                                1. Concerns addressed, no longer in need of intensive assistance. 
                                2. Progress noted, needs additional intensive assistance. 
                                3. Concerns not addressed, termination may be recommended. 
 
Evaluation File: 
 
Each employee has the right to review and copy all evaluation documents contained in his/her file, 
which shall contain all documents and information that deal with said employee’s evaluations.  
Confidential letters of recommendation may be excluded from the file at the time of employee 
review.  Only information from this file can be used in evaluation of the employee. 
 
Complaints directed toward an employee which are to be placed in his/her evaluation file shall be 
called to the employee’s attention in writing before the complaint is put into the employee 
evaluation file. 
 
The employee has the right to respond in writing to any and all evaluation comments entered in the 
file and to have such written response in his/her evaluation file. 
 
Informal Evaluations: 
 
Nothing in this employee manual is to be construed as precluding informal evaluations or 
observations.  If a written notation is made of an informal evaluation to be included in the 
employee’s personnel file or a written complaint is to be in the employee’s personnel file, copy of 
such notation or complaint shall be given to the employee before the notation or complaint is put 
into the employee’s evaluation file. The employee may, within five (5) school days of receipt of the 
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copy, submit a signed, written response which shall be attached to the notation or complaint in 
question. 
 
Response: 
 
If the employee feels his/her evaluation is unfair, unjust or inaccurate, he/she may respond to the 
evaluation and submit a written response to his/her evaluator.  The response shall be attached to 
any file copy of the employee's evaluation and shall be signed and dated by both parties to indicate 
awareness of the content. 
                                                 
Right to Grieve: 
 
An employee may file a grievance concerning any evaluation within the time permitted by the 
Grievance Procedure in this agreement.  The grievance must assert that the evaluation procedures 
were not followed. 
 
Complaints: 
 
The District will take no action on complaints until the employee has received written notification of 
the complaint.  The employee shall be informed of any action that is being considered regarding 
the complaint and shall have the option of being present at any meeting to discuss such action.  
The employee has the option to have present at any such meeting a member of the executive 
council of the Association. 
 
Abuse Complaint: As soon as the Administration is aware of any possible investigation of abuse 
charges brought by any party against an employee, if legally permissible, the Administration shall 
immediately notify the employee. 
 
33. ​ GRIEVANCE PROCEDURE 
 
A grievance shall be a claim by an employee that there has been an alleged violation, 
misinterpretation, or misapplication of any specific provision of this Employee Manual. 
 

A.​ All grievances must be presented within twenty (20) working days of the date of occurrence 
of the event which caused the grievance.  The failure of an employee to act on any 
grievance within the prescribed time limits will act as a bar to any future appeal.  Time limits 
may be extended by mutual agreement. 
 

B.​ An administrator's failure to give a decision within the time limits shall permit the grievant to 
proceed to the next step.  The failure of an employee to act on any grievance within the 
prescribed time limits will act as a bar to any further appeal. 
 

C.​ If a grievance is filed or arises so late in the school year that there is not time for it to be 
processed by the end of that school year, and if irreparable harm to one of the parties 
should result if the grievance should be left unresolved until the beginning of the following 
school year, the time limits set forth in this Agreement shall be reduced so that the 
grievance procedure may be completed prior to the end of the school year or within a 
maximum of thirty (30) days thereafter.  
 

D.​ A grievance may be represented at all pre-arbitration stages of the grievance procedure by 
himself/herself and, at his/her request, by an Association representative or other selected 
representative.   

NICS District Employee Manual​ ​ Page 56 of 74 



 
33.1 ​ GRIEVANCE PROCESS PROCEDURE 
 

 
A.​ First Step: An attempt shall be made to resolve any grievance in informal, verbal discussion 

between complainant, the Association, and his/her principal. 
 

B.​ Second Step: If a grievance is not resolved informally, the aggrieved employee shall file the 
grievance in writing with the building principal within twenty (20) working days after the 
informal conference with the building principal. The written grievance shall state the nature 
of the grievance, shall specify the specific article(s) of this Agreement which have been 
violated, misinterpreted, or misapplied; and shall state the remedy requested. 
 

C.​ Within ten (10) working days after the grievance has been filed with the principal, the 
aggrieved employee, the Association representative, and the principal shall meet to discuss 
and attempt to resolve the alleged grievance. 
 

D.​ The principal shall communicate in writing his/her decision to the aggrieved employee, the 
Association representative, and the Superintendent within ten (10) working days following 
the meeting. 
 

E.​ Third Step: If the grievance has not been satisfactorily resolved at the Second Step, the 
aggrieved may refer the grievance to the Superintendent within ten (10) working days of the 
same written decision.  Within ten (10) working days after the written grievance is referred 
the aggrieved, the Association, and the Superintendent shall meet in an attempt to resolve 
the grievance.  The Superintendent shall file an answer within ten (10) working days of the 
meeting and communicate it in writing to the employee, the principal, and the Association.  
   

F.​ Fourth Step: If the grievance is not resolved satisfactorily at Step Three, there shall be 
available a fourth step of binding arbitration. The Association may submit, in writing, a 
request on behalf of the Association and the grievant to the Superintendent within thirty (30) 
days from receipt of the Step Three answer to enter into such arbitration. The arbitration 
proceedings shall be conducted by an arbitrator to be selected by the two parties within ten 
(10) days after said notice is given. If the two parties fail to reach agreement on an 
arbitrator within ten (10) days, the Iowa Public Employment Relations Board will be 
requested to provide a panel of seven (7) arbitrators. Each of the two parties will alternately 
strike one name at a time from the panel until only one (1) name remains. 

 
The arbitrator's decision shall be in writing and shall set forth his findings of fact along with his/her 
reasoning and conclusions on the issues submitted. The decision of the arbitrator shall be 
submitted to the Board and the Association and shall be final and binding on the parties. 
The arbitrator, in his/her opinion, shall not amend, modify, nullify, ignore, or add to the provisions of 
the Agreement. His/Her authority shall be strictly limited to deciding only the issue or issues 
presented to him/her in writing by the School District and the Association and his/her decision shall 
be based upon his/her interpretation of the relevant language of the Agreement. 
 
The cost for the services of the arbitrator, including per diem expenses, if any, and actual and 
necessary travel, subsistence expenses and all other costs shall be borne equally by the school 
district and the Association. Any other expenses incurred shall be paid by the party incurring them. 
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A formal grievance form as set forth in Schedule A shall be available from each Association 
building representative.   This form shall be signed by the grievant or the Association 
representative. 
 
All documents, communications and records dealing with the processing of a grievance shall be 
filed in a separate grievance file and shall not be kept in the personnel file of any of the 
participants. 
 
 
 
 
 
 
 

 

NICS District Employee Manual​ ​ Page 58 of 74 



SCHEDULE A 
 

GRIEVANCE REPORT 
 

                                                                                                
#_________________​ ​ ​ ​ ​ ​        _________________Date filed 
 
 
_____________________________ School District 
 
_____________________________ Building 
 
_________________________________________ 
Name of Person Making Claim 
 

SECOND STEP 
A.   Date Violation Occurred: ____________________________________________________________ 
 
B.​ Section of Contract Violated: _________________________________________________________ 
 
C.   Statement of Grievance:_______________________________________________________________ 
 
    ___________________________________________________________________________________ 
 
   ____________________________________________________________________________________ 
 
   ____________________________________________________________________________________ 
 
 
D.   Relief Sought:_______________________________________________________________________ 
 
    ___________________________________________________________________________________ 
 
    ___________________________________________________________________________________ 
 
    ___________________________________________________________________________________ 
 
                                                                __________________________          _____________________ 
                                                                Signature                                               Date 
 
 
E.    Disposition by Principal or Immediate Supervisor:_________________________________________ 
 
    ___________________________________________________________________________________ 
 
    ___________________________________________________________________________________ 
 
__________________________          _________________                                                                  

                 
Signature of Principal or                       Date 
          Immediate Supervisor 
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THIRD STEP 
 

 
A.  _________________________________             __________________________________________ 
      Signature of Aggrieved Person                              Date Received by Superintendent 
 
C.  Disposition by Superintendent: _________________________________________________________​
​
_____________________________________________________________________________________​
​
_____________________________________________________________________________________ 

 
________________________________       _____________________ 

                                                          Signature of Superintendent                          Date 
 

_____________________________________________________________________________________ 
 

 
FOURTH STEP 

 
A.  ___________________________________                       ___________________________________ 
      Signature of Aggrieved Person                                            Signature of Association President 
 
B.  ___________________________________                       ___________________________________ 
      Date Submitted to Arbitration​                                           Date Received by Arbitrator​  
 
C.  Disposition and Award of Arbitrator ____________________________________________________ 
 
_________________________________________________________________________________ 
 
       _________________________________________________________________________________ 
 
       _________________________________________________________________________________ 
 
      __________________________________________________________________________________ 
 
                                                                ______________________________          __________________ 
                                                                Signature of Arbitrator​                                   Date 
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34.     SALARY SCHEDULES 
 

2026-27 

2027-28 
 

35. ETHICS - BUREAU OF EDUCATIONAL EXAMINERS 

School district employees are expected to perform their jobs in an ethical and honest manner 
consistent with board policy and the state Bureau of Educational Examiners (BOEE) rules. Any 
actions deemed unethical or dishonest will incur appropriate discipline. Licensed staff members are 
expected to know and understand the Code of Professional Conduct and Ethics of the BOEE. The 
BOEE’s Code of Professional Conduct and Ethics constitutes mandatory minimum standards of 
practice for all licensed employees. While classified employees, except coaches, are not subject to 
the BOEE Code of Ethics, it is good guidance for all employees and recommended reading for 
classified employees as well. 

 For a copy of the ethics code, please visit Ethics | Iowa Bureau of Educational Examiners. 

 
36. EMPLOYEE OUTSIDE EMPLOYMENT 
 
The board believes that the primary responsibility of employees is to the duties of their position 
within the school district as outlined in their job description. The board expects that district 
employees will give the responsibilities of their positions in the school district priority over any other 
employment. Employees with external employment must keep the two positions separate and the 
external job cannot impact the school district job. Should a supervisor believe the external position 
is impacting the internal one; the supervisor will address it with the employee. 
  
The board may request the employee cease the outside employment as a condition of continued 
employment with the school district. 
 
 
37. EMPLOYEE POLITICAL ACTIVITY 
 
Employees have full equality with other citizens in the exercise of their political rights and 
responsibilities, but employees shall refrain from certain political activities in the workplace and on 
district property under the jurisdiction of the board. Such prohibitions include, but are not limited to: 

●​ Engaging in any activity for the solicitation, promotion, election or defeat of any referendum, 
candidate for public office, legislation or other political action during work hours/while 
engaged in official duties and in the presence of any student. 

●​ Soliciting or receiving from any employee or other person any contribution or service for any 
political purpose during work hours/while engaged in official duties. 

●​ Using classrooms, buildings or students for solicitation, promotion, election or defeat of any 
referendum, candidate for public office, legislation or other political action.  

●​  Using school equipment or materials for solicitation, promotion, election or defeat or any 
referendum, candidate for public office, legislation or other political action.  

●​ Engaging in prohibited political activities may be grounds for discipline action, up to and 
including termination. 

●​ Employees may request a leave of absence to run for public office. 
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                 Schedule  C 

                                  REQUIRED WORKFORCE POSTINGS 
EMPLOYEE RIGHTS UNDER THE FAIR LABOR STANDARDS ACT 
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IOWA MINIMUM WAGE LAW 
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OSHA 
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FAMILY MEDICAL LEAVE ACT (FMLA) 
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EQUAL EMPLOYMENT OPPORTUNITY 
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UNIFORMED SERVICES EMPLOYMENT AND REEMPLOYMENT RIGHTS ACT 
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IOWA CIVIL RIGHTS COMMISSION - NO HATE CRIMES 
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UNEMPLOYMENT INSURANCE 
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NO SMOKING 
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BRING YOUR OWN DEVICE (BYOD) POLICY  

​
Objective 

This policy establishes North Iowa Community Schools (NICS) guidelines for employee use of 
personally owned electronic devices for work-related purposes. 

Scope 

Employees of NICS may have the opportunity to use their personal electronic devices for work 
purposes. Personal electronic devices include personally owned cell phones, smartphones, tablets, 
laptops and computers.  

The use of personal devices may be limited based on compatibility of technology. Contact the 
Information Technologies (IT) department for more details. 

Personal phones and message devices are to be used appropriately at times that do not conflict 
with the employees’ duties. All personal calls should be made during sanctioned breaks. District 
telephones are only for official school business. Failure to follow this guideline will result in 
disciplinary action, up to and including termination. 

Procedure 

Device protocols 

To ensure the security of NICS information, employees are required to have antivirus and mobile 
device management (MDM*) software installed on their personal mobile devices. This MDM 
software will secure all company-related information, including calendars, e-mails and other 
applications in one area that is password-protected and secure. Users may be required to create a 
secure unlock passcode and encrypt their mobile device before use. 

Employees may store company-related information only in this area. Employees may not use 
cloud-based apps or backup that allows company-related data to be transferred to unsecure 
parties. Due to security issues, personal devices may not be synchronized with other devices in 
employees’ homes. Making any modifications to the device hardware or software beyond 
authorized and routine installation updates is prohibited unless approved by IT. Employees may not 
use unsecure Internet sites.  

Restrictions on authorized use 

Employees whose personal devices have camera, video or recording capability are restricted from 
using those functions anywhere in the building or on company property at any time unless 
authorized in advance by management.  

While at work, employees are expected to exercise the same discretion in using their personal 
devices as is expected for the use of company devices. NICS policies pertaining to F, 
discrimination, retaliation, trade secrets, confidential information and ethics apply to employee use 
of personal devices for work-related activities. 
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Excessive personal calls, e-mails or text messaging during the workday, regardless of the device 
used, can interfere with employee productivity and be distracting to others. Employees must handle 
personal matters on nonwork time and ensure that friends and family members are aware of the 
policy. Exceptions may be made for emergency situations and as approved in advance by 
management. 

Employees may not use their personal devices for work purposes during periods of unpaid leave 
without authorization from management. NICS reserves the right to deactivate the company’s 
application and access on the employee’s personal device during periods of unpaid leave.  

An employee may not store information from or related to former employment on the company’s 
application.  

Family and friends should not use personal devices that are used for company purposes without 
supervision. 

Privacy/company access 

No employee using his or her personal device should expect any privacy except that which is 
governed by law. NICS has the right, at any time, to monitor and preserve any communications that 
use the NICS’s networks in any way, including data, voice mail, telephone logs, Internet use and 
network traffic, to determine proper use.  

Management reserves the right to review or retain personal and company-related data on personal 
devices or to release the data to government agencies or third parties during an investigation or 
litigation. Management may review the activity and analyze use patterns and may choose to 
publicize these data to ensure that NICS’s resources in these areas are being used according to 
this policy. Furthermore, no employee may knowingly disable any network software or system 
identified as a monitoring tool. 

Safety 

Employees are expected to follow applicable local, state and federal laws and regulations 
regarding the use of electronic devices at all times. 

Employees whose job responsibilities include regular or occasional driving are expected to refrain 
from using their personal devices while driving. Regardless of the circumstances, including slow or 
stopped traffic, employees are required to pull off to the side of the road and safely stop the vehicle 
before placing or accepting a call or texting. Special care should be taken in situations involving 
traffic, inclement weather or unfamiliar areas. 

Employees who are charged with traffic violations resulting from the use of their personal devices 
while driving will be solely responsible for all liabilities that result from such actions. 

Lost, stolen, hacked or damaged equipment 

Employees are expected to protect personal devices used for work-related purposes from loss, 
damage or theft.  

In an effort to secure sensitive company data, employees are required to have MDM software 
“remote-wipe” installed on their personal devices by the IT department prior to using the devices for 
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work purposes. This software allows the company-related data to be erased remotely in the event 
the device is lost or stolen. Wiping company data may affect other applications and data.  

NICS will not be responsible for loss or damage of personal applications or data resulting from the 
use of company applications or the wiping of company information. Employees must immediately 
notify management in the event their personal device is lost, stolen or damaged. If IT is unable to 
repair the device, the employee will be responsible for the cost of replacement.  

Employees may receive disciplinary action up to and including termination of employment for 
damage to personal devices caused willfully by the employee.  

Termination of employment 

Upon resignation or termination of employment, or at any time on request, the employee may be 
asked to produce the personal device for inspection. All company data on personal devices will be 
removed by IT upon termination of employment.  

Violations of policy 

Employees who have not installed the MDM* application on their mobile devices will not be 
permitted to use personal devices for work purposes. Failure to follow NICS policies and 
procedures may result in disciplinary action, up to and including termination of employment. 

 

*MDM Software- NICS uses Gmail Mobile Management as the MDM software on mobile devices.  
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BUSINESS OFFICE RESOURCES 

 

Please click on the link above to access employment forms, such as tax forms, direct 

deposits, and benefit information.   
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