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SECTION 3A -  GENERAL PERSONNEL POLICIES 
 

3A.1  Statement of Guiding Philosophy   (August, 1990)  

 It shall be the policy of the board of education to select 

personnel of the highest caliber available.  All certified 

personnel shall, where possible, meet the requirements of the 

North Central Association of Secondary Schools and Colleges.  
 

 Any person employed by the Blue Springs R - IV School District will 

be encouraged, but not required, to live within the boundaries of 

the Blue Springs R - IV School District.  
 

 The school district agrees, as a condition of an individualôs 

employment that it shall defend, hold harmless, and indemnify the 

employee from any and all demands, claims, s uits, actions, and 

legal proceedings brought against the employee in their individual 

capacity, or in their official capacity as agents and employees of 

the district, provided the incident arose while the individual was 

acting within the scope of his/her e mployment.  
 

3A.2  Nondiscrimination   (December, 1999)  

 Anti - Discrimination Law Compliance  

 As a political subdivision, employer, recipient of federal funds 

and education institution the board of education is prohibited 

from and hereby declares a policy agai nst, engaging in unlawful 

discrimination, including harassment, creating a hostile 

environment, on the basis of race, color, religion, sex, national 

origin, ancestry, disability, age or use of leave protected by the 

Family and Medical Leave Act, in its pro grams, activities and with 

regard to employment.  The board is an equal opportunity employer.  

 

 Prohibitions  

 As part of this obligation, the board is also prohibited from, and 

declares a policy against:  

 

(1)  Retaliatory actions based on making complaints of 

prohibited discrimination or participation in an 

investigation, formal proceeding or informal resolution 

concerning prohibited discrimination;  

 

(2)  Aiding, abetting, inciting, compelling or coercing 

discrimination; and  

 

(3)  Discrimination against any pe rson because of such personôs 

association with a person protected from discrimination due 

to one or more of the above - stated characteristics.  
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3A.2   (continued)  

 

Compliance Officer  

To ensure that these obligations are met, the board designates th e 

following individual to act as the districtôs nondiscrimination 

laws compliance officer, who shall also be the appointee for all 

laws specifically mandating such an appointment, and who shall 

have the duty of keeping the superintendent informed of the st ate 

of compliance with this policy district wide:  

 

Assistant Superintendent of Human Resources  

Blue Springs School District  

1801 NW Vesper  

Blue Springs, Missouri 64015  

(816)224 - 1300  

Fax (816)224 - 1764  

 

 

Reporting and Complaint  

Complaints and reports regardi ng discharge of the duties 

summarized in this policy should be addressed to the compliance 

officer.  Any employee of the district or member of the board of 

education who becomes apprised of a possible violation of this 

policy must report the matter to the officer.  In the event the 

compliance officer is the subject of the report that would 

otherwise be made to the compliance officer, reports should 

instead be directed to: Deputy Superintendent, Blue Springs School 

District, 1801 NW Vesper, Blue Springs, Mis souri 64015; Phone: 

(816) 224 - 1300; Fax: (816) 224 - 1764, who will assume the officerôs 

duties for the purpose of that complaint.  

 

Grievance Procedure and Resolution of Complaints  

The administration will establish an effective grievance procedure 

and take a ny other actions necessary to carry out this policy, 

with due regard for the substantive and procedural rights of all 

parties concerned.  

 

Confidentiality and Records  

To the extent permitted by law, any public record held by this 

school district that is gen erated or received pursuant to this 

policy shall be closed and available only to the board acting as a 

quorum, a committee appointed by the board to carry out this 

policy on a permanent or ad hoc basis, the compliance officer and 

other administrators whose  duties require access to the record in 

order to carry out this policy.  Such persons may share access, on 

an individual basis, to such records with complainants or 

participants in a grievance or other resolution, only to the 

extent such disclosure promote s the purposes of this policy and is 

not prohibited by FERPA or any other law.   Certain other limited  
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3A.2   (continued)  

 

disclosures may be required when material in the records is 

integral to an action affecting a constitutionally recognized 

prop erty or liberty interest.  

 

Public Notice and Dissemination  

A copy of this policy will be posted in a public area of each 

building used for instruction and/or administrative offices.  A 

copy of this policy will also be distributed annually to 

employees, par ents or guardians, and students.  The administration 

is directed to further publicize this policy and provide for such 

training or instruction as necessary to ensure district wide 

compliance with anti - discrimination laws, including instruction in 

recognizi ng behavior indicative of a violation of this policy.  

 

Limitations  

Nothing in this policy shall be construed as creating a cause of 

action.  Neither the proscriptions of, nor actions taken under, 

this policy shall on that basis stop the board from fully ar guing 

for or against the existence of any fact and the scope or meaning 

of any law in any forum.  
 

3A.3  Equal Employment Opportunity   (September, 2001)  

 It shall be the policy of the Blue Springs School District to 

provide equal employment opportunity to al l applicants by making 

the opportunity for employment and promotion available to every 

individual solely on the basis of his or her qualifications, and 

to avoid discrimination on the basis of sex, age, race, color, 

creed, physical or mental handicap or nat ional origin.  
 

 Procedures to implement this policy shall be developed by the 

administration.  

 

3A.4  Medical   (July, 1992)  

 The Blue Springs School District offers a medical and dental plan 

to all full time employees as per board policy 3A.17.  School 

board  members are eligible to participate in the district group 

insurance by paying their own premiums.  

 

 An insurance review committee shall meet biannually in September 

and April to review employee benefits.  The committee shall be 

appointed by the president of the board of education and the 

superintendent of schools and shall consist of:  

 

  one board member,  

 

  one administrator ,  
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3A.4   (continued)  

 

 four teachers, (two elementary and two secondary), and the 

President of the Community Educators Associ ation  

 

  one secretary,  

 

  one custodian,  

 

  one health/library aide,  

 

  one food service employee,  

 

  one transportation employee,  

 

  one patron, and  

 

  ex - officio members:  

 

  the insurance consultant  

  one central office administrator, and  

  the health i nsurance secretary.  

 

 The committee shall make a written report to the superintendent of 

schools following each meeting.  

 

3A.5  Copyright Restrictions   (August, 1990)  

 The board of education directs all personnel to comply with the 

amended 1976 Copyright La w, which prohibits the unauthorized 

duplication of copyrighted materials except as permitted by the 

guidelines for fair use.  

 

3A.6  Disclosure Release   (November, 1996)  

 Applicants shall be required to sign a release form authorizing 

appropriate state or lo cal law enforcement agencies to provide 

information concerning record(s) of convictions to the district.  

 

3A.7  Drug - Free Workplace   (June, 1998)  

 It is the policy of the Blue Springs R - IV School District to 

provide a drug - free workplace for all employees.  The district 

recognizes drug abuse is a potential health and safety problem and 

may be illegal.  The district also supports the provisions of the 

Federal Drug - Free Workplace Act of 1988, and the Omnibus 

Transportation Employee Testing Act of 1991.  

 

 The p urpose of this policy is to communicate the district's 

position on alcohol and drugs in the workplace and to provide 

guidance about how the policy will be implemented within the 

district.  
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3A.7   (continued)  

 

 It is not the intent of this policy to pr ohibit the possession or 

use of legally prescribed controlled substances for medical 

reasons by the individual for whom the medications are prescribed.  

However, it is the responsibility of the employee to inform 

his/her supervisor if such medication may t emporarily impair the 

employee's ability to safely and satisfactorily perform duties.  

If such impairment affects performance on a continuing basis, the 

employee shall consult with his/her physician to determine if 

medication adjustments may be made.  

 

 As a condition of employment, the employee must abide by the terms 

of this policy.  The employee further agrees to give notice in 

writing to the assistant superintendent - human resources, of any 

conviction, plea of guilty, nolo contendere, or suspended 

imposit ion of criminal drug statute violations occurring on or off 

district premises no later than five (5) days after such 

conviction, plea or imposition.  

 

 Substance Abuse Policy Dissemination  

 All employees are to be informed of the school district's 

substance  abuse policy.  Employees shall be given a copy of the 

substance abuse policy and shall be required to sign an 

Acknowledgment of Receipt and Understanding.  See Appendix 3A(1)   

A copy of the Announcement of Substance Abuse Policy, see Appendix  

3A(2),  will  be posted in each work site in the school district.  

 

 Definitions  

 

Illegal Drugs  -  "Illegal drugs" are drugs or controlled 

substances which are (1) not legally obtainable, or (2) 

legally obtainable, but not obtained or used in a lawful 

manner.  Examples i nclude, but are not limited to, alcohol, 

cocaine, heroin and marijuana (or their derivatives and 

related substances), as well as prescription drugs, which are 

not lawfully obtained or properly utilized.  The term 

"illegal drugs" also includes mind - altering  and/or addictive 

substances that are not sold as drugs or medicines, but are 

used for the mind or behavior - altering effect.  

 

Legal Drugs  -  "Legal drugs" are those prescribed or over - the -

counter drugs that are (under U.S. law:) legally obtained by 

the empl oyee and used for the purpose for which they were 

prescribed and sold.  
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3A.7   (continued)  

 

District Premises and Property  -  The term "district premises 

and property" includes: lockers, desks, closets, work sites, 

rooms or offices, parking lots, v ehicles, employee - owned or 

employee - rented vehicles on the property of the district; and 

locations anywhere the employee represents the district in 

any capacity.  

 

On Duty  -  The term "on duty" includes any time an employee is 

on school property and/or respo nsible for the supervision of 

students.  

 

Clean Test Results  -  "Clean Test" results are results that 

indicate no trace of alcohol or drugs in the employee's 

system other than properly used prescription medication 

(legal drugs).  

 

Drug Use Prohibitions  

The us e, sale, purchase, possession, manufacture, distribution or 

dispensing of illegal drugs on school district property and/or 

premises while on duty is against district policy, and is cause 

for immediate termination.  

 

It is also against district policy for an y employee to report to 

work or to work (duty) with the presence of illegal drugs in the 

employee's body.  Employees who violate this policy are subject to 

disciplinary action, up to and including termination.  

 

Refusal to submit to, efforts to tamper with,  or failure to pass a 

drug test will result in disciplinary action, up to and including 

termination.  

 

If any district administrator, supervisor or other employee 

believes that reasonable suspicion exists that any of the 

prohibited actions has occurred, tha t person should report his or 

her findings and observations to the immediate supervisor or the 

assistant superintendent - human resources.  

 

Alcohol Use Prohibitions  

The consumption, possession or being under the influence of 

alcohol on school district proper ty or while on duty is prohibited 

and will result in disciplinary action, up to and including 

termination.  

 

It is against the district's policy to report to work under the 

influence of alcohol or to work under the influence of alcohol.  
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3A.7   (cont inued)  

 

Employees may be asked to submit to an alcohol test based on 

reasonable suspicion that their ability to perform work safely or 

effectively may be impaired.  A test result indicating a blood 

alcohol content .04 or higher will be considered positive.  

 

Refusal to submit to, efforts to tamper with, or failure to pass 

an alcohol test will result in disciplinary action, up to and 

including termination.  

 

If any district administrator, supervisor or other employee 

believes that reasonable suspicion exists t hat any of the 

prohibited actions has occurred, that person should report his or 

her findings and observations to the immediate supervisor or to 

the assistant superintendent - human resources.  

 

Commercial Driver's License  

All Blue Springs School District Emp loyees, who are required to 

have a commercial drivers license (CDL), must comply with the 

alcohol and drug - testing program as required in the Omnibus 

Transportation Employees Testing Act of 1991 for safety - sensitive 

employees.  (See 3D.7, Bus Driver)  

 

Refu sal to comply with testing requirements will result in 

termination of employment.  

 

Reasonable Suspicion Testing  

Employees may be asked to submit to a drug test based on a 

reasonable suspicion that their ability to perform work safely or 

effectively may be impaired.  See Appendix 3A(3).  

 

Discipline Action  

In the case of a violation of the district's substance abuse 

policy, including a positive drug or alcohol test result, the 

employee will be disciplined up to and including termination.  

 

An employee may be s uspended with pay under this policy pending 

the results of a drug test or investigation.  

 

Confidentiality  

Results of an employee's test for the use of illegal drugs or 

alcohol shall be transmitted to the human resources department.  

In order to effectively  address the employee with drug or alcohol 

problems, it will be necessary for the assistant superintendent -

human resources to consult with other persons in the process.  

However, such results may be disseminated only in accordance with 

law, and as needed.  
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3A.8  Full - Time Employees   (August, 1992)  

 

 The following are the definitions of full - time certified and 

classified employees:  

 

 certified:  persons employed to work full school days, as 

required by the board of education.  

 

 classified:  persons emp loyed for at least 20 hours per week.  

 

3A.9  Half - Time Employees   (August, 1992)  

 Half - time employees shall work no more than 19.5 hours per week, 

including any time spent in the building before or after school.  

 

3A.10  Employee Lists   (May, 1998)  

 Lists con taining names, addresses and telephone numbers of 

employees are confidential and shall be used for intradistrict 

purposes only.  Such lists shall not be used by employees for 

personal, professional or political bulk mailings or distributed 

to individuals o r organizations not employed by or affiliated with 

the district and shall not be distributed to any business.  

 

3A.11  Voluntary Termination   (December, 2000)  

 When an individual voluntarily terminates his/her employment, any 

accumulated business leave is re linquished.  If at some future 

time, the individual returns to full time employment with the 

district, sick leave and business leave benefits accrued at 

termination will be reinstated.  

 

For use of unused sick leave days upon retirement see policies 

3A.15, 3B.5 3C.14.1, and 3D.8.  

 

3A.12  ' Do Not Resuscitate' Orders   (September, 2001)  

 It is the policy of the school district to neither accept nor be 

involved with ñDo Not Resuscitateò orders for students and staff.  

Such orders that may be requested by the pare nts or guardians 

involved, should be directly negotiated between and delivered to 

physicians, hospitals and/or third party medical personnel that 

might be involved in any form or manner with the health of their 

child.  
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3A.13  Membership In Pr ofessional Organizations   (September, 2001)  

 The board of education recognizes that membership and 

participation in professional organizations may contribute to the 

professional development of staff members; therefore it is the 

policy of the board of educa tion to encourage all staff members to 

join professional organizations.  The board, however, does 

recognize that, for philosophical or religious reasons, staff 

members who are professionally responsible and highly motivated 

may nevertheless have conscienti ous objection to membership in 

such organizations.  The school district will accommodate such 

conscientious objection. The school district shall not 

discriminate on the basis of non - affiliation with any voluntary 

association or union against any staff memb er with regard to 

hiring, transfer, assignment, training, promotion, evaluation, 

conditions of employment, or pay rate.  

 

 The printed applications for employment shall contain a clearly 

visible notation to the effect that membership in professional 

associa tions is not a condition of employment.  
 

3A.14  Trips to Professional Meetings   (December, 1994)  

 No staff member shall be absent from his regular assignment for 

the purpose of attending professional meetings without prior 

approval and authorization of his supervisor.  
 

 The following staff members are authorized to attend one national 

convention at board expense during each year, choice of this 

meeting shall be in consultation with the superintendent of 

schools.  
 

  Deputy Superintendent  

  Assistant Superinte ndents of Schools  

  Principal, Senior High School  

  Principal, Middle School  

  Principal, Elementary  
 

 The superintendent of schools may designate assistants, 

principals, or assistant principals to attend other meetings for 

the benefit of the school distr ict if the welfare of the district 

demands.  Other staff members desiring to attend national, 

regional, and state meetings may do so according to the following 

conditions:  

 

1.  The board of education or superintendent of schools may direct 

or request a staf f member to attend such meeting or meetings 

as in their opinion shall serve the best interest of the 

schools.  In such instances the board of education shall 

assume the cost of meals, transportation and lodging as well 

as cost of substitutes.  No deduction  shall be made from 

salary or leave time.  
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3A.14   (continued)  

 

2.  Delegates may apply for permission to attend an annual state 

teachers convention providing they are organized locally with 

a charter filed with the board of education and are 

registere d as an official delegate. This permission must be 

obtained, in writing, from the superintendent of schools 

subject to the guidelines listed in this section of policy. 

Staff members shall not have a loss of salary, shall not be 

deducted sick leave or perso nal business leave for attending.  

Delegates shall be permitted to attend as per the following 

ratio:  

       1 to  37 members -  1 delegate  

       38 to  62 members -  2 delegates  

       63 to  87 members -  3 delegates  

       88 to 112 members -  4 delegates  

          113 to 137 members -  5 delegates  

           138 to 162 members -  6 delegates  

         163 to 187 members -  7 delegates  

          188 to 212 members -  8 delegates  

          213 to 237 members -  9 delegates  

          238 to 262 members - 10 delegate s 

 

 One additional delegate for each additional 25 members.    

 

3.  Staff members may request permission to attend other meetings 

at their own convenience.  Permission to be absent from duty 

must be obtained from the principal or supervisor and the 

superinte ndent of schools.  Whenever such permission is 

granted, provision shall be made by the board of education 

for substitute teachers and no deduction shall be made from 

salary or leave time.   

 

4.  Staff members not needing substitutes and requesting 

permissio n to attend a meeting or convention, at their own 

expense, shall secure permission from their principal or 

supervisor.  Request must be submitted in writing.  

 

 When remuneration is provided under these guidelines, the district 

may advance monies to each pe rson for expenses providing advances 

made are settled within two weeks following the meeting or future 

advances will be denied.  The district may make payments directly 

to providers for major items of expense such as transportation and 

lodging.  
 

3A.15  Reti rement   ( April , 200 6)  

 All personnel of the Blue Springs R - IV School District are subject 

to retirement according to Chapter 169 of Revised Missouri 

Statutes.  
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3A.15   (continued)  
 

 A retired employee, as well as his or her dependents, surviving 

spo use and children, shall be allowed to remain or become members 

in non - insurance health benefit programs, self - funded plans and 

insured plans by paying the premiums of said plans.  
 

 All employees of the R - IV School District who are forced to retire 

because of illness, after five years of service to the district, 

shall be issued a lifetime pass to all school activities in 

appreciation of their faithful service.  This pass shall not be 

valid for school events at which school personnel must pay 

admission.  
 

 See Board Policy 3C.4.1 (certified) or 3D.8 (Classified) and 

Appendix 3A(4) thru 3A( 15) for retirement program regulations.  

Rev. 9/01,  Rev 4/06  
 

3A.16  Personal Business Leave   ( December, 2008 )  

 Employees shall be granted two (2) days leave per year for 

person al business that cannot be conducted at a time outside the 

school day.  Any unused portion of the two (2) days each year 

shall be added to sick leave and allowed to accumulate.  
 

 One (1) additional emergency personal business leave day shall be 

provided if  approved in writing by the principal or supervisor.   

This day will be deducted from accumulated sick leave of the 

employee.  
 

 Application for personal business leave should be in writing to 

the principal or supervisor at least 24 hours in advance.  The 

pr incipal or supervisor shall respond in writing as to his/her 

decision.  Employees may appeal the decision of the principal or 

supervisor in writing to the superintendent of schools.  See 

Appendix 3A( 16)  
 

 Business leave will not be approved before or after  a school 

holiday, (a school holiday is defined as any week day the entire 

district is closed), the Winter Holiday, the first ten working 

days with students and the last twenty working days with students 

unless extreme hardship would result.  Such business  leave will 

require the approval of the building principal or supervisor, who 

will respond in writing as to his/her decision.  Employees may 

appeal the decision in writing to the superintendent of schools or 

to his/her designee.  
 

 Personal business leave t ime cannot be utilized for any activity 

which will generate salary or other forms of direct income to the 

employee.  

Rev. 8/95, Rev. 12/08  
 

3A.16.1  Subpoena to Court   (September, 2001)  

 Employees shall be granted school business leave for 

appearance in cour t if subpoenaed on school related cases.  

When subpoenaed on non - school related cases, personal 

business leave will need to be used.  See Appendix 3A( 16) 

or 3A( 17a)  

3A- 11 



 

 

 

3A.16.2  Jury Duty   (May, 1998)  

 Employees of the Blue Springs School District will be  

excused to fulfill their citizenship obligations of jury 

duty.  The difference between their salary and the salary 

paid for jury duty will be paid by the board of education.  

For employees working less than full time, the difference 

will be figured on a p rorated amount based on the number 

of hours for a full time employee in the same 

classification.  Notification of jury duty should be made 

to the superintendent of schools through the principal or 

supervisor and a written statement of reimbursement at the 

completion of the duty is required for proper payment.  

 

3A.17  Group Insurance   (September, 2001)  

 Medical and dental insurance shall be provided for all full - time 

(as defined in policy 3A.8) personnel by the board of education. 

The insurance year will be e ffective July 1 through June 30.  Cost 

for this insurance will be set annually by the board of education.  

See Appendix  3A( 18)  Part - time permanent employees shall have the 

option of purchasing insurance at their own expense.  

 

3A.18  Workerôs Compensation Insurance   (June, 2004)  

All employees who suffer an injury during the course and scope of 

employment are entitled to benefits under the workerôs 

compensation law including medical treatment by a provider 

designated by the District at District cost, payment o f wages 

during a period of disability, and compensation for any permanent 

disability.  If the employee is off work as a result of an injury 

for less than fourteen (14) days, the employee is entitled to take 

sick leave for the duration of any waiting period  imposed by the 

workerôs compensation law.  If the period of disability exceeds 

fourteen (14) days, the waiting period will be paid in accordance 

with the workerôs compensation law.  Employees are not entitled to 

take sick leave in addition to or in combin ation with benefits 

received under the workerôs compensation law other than for the 

waiting period as allowed herein.  

 

Rev. 9/01, Rev. 6/04   

 

3A.19  Section 125 Plan  (August, 1990)  

 A Section 125 Plan shall be provided for district personnel by the 

board of  education.  No contribution to this plan shall be made by 

the board.  
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3A.20  Credit Union   (September, 2001)  

 The board endorses the employee's credit union by allowing payroll 

deduction at the employee's request.  The board assumes neither 

authority nor responsibility for management of credit union 

affairs.  

 

3A.21  Employee Investment Program   ( December , 200 8)  

The board of education offers pretax payroll deductions for any 

eligible employee who elects to participate in either a 403(b) or 

457(b)  investment program.  The district does not match employee 

contributions to the investment program.  The district must 

maintain and operate the 403(b) and 457(b) programs in accordance 

with IRS regulations and the  Blue Springs School District 

Retirement Pl an Document.   The Board will conduct at least 

annually an employee education seminar advising the entire staff 

of the investment programs. An eligible employee becomes a 

participant in the investment program(s) by completing the 

required salary reduction a greement at least 30 days prior to the 

payroll deduction period, submitting the completed executed 

agreement to the district, and selecting an investment program 

vendor from the list provided by the district.  A participant may 

revise or terminate his/her salary reduction agreement at any time 

and the change is effective the following pay date after a new 

salary reduction agreement is completed and submitted.  The 

district vendor list shall contain the names of those vendors who 

have twenty (20) or more cur rent employees making current 

contributions.  If a participant wishes to have an investment 

vendor considered for addition to the district vendor list, the 

participant or vendor must submit to the district a letter of 

intent signed by at least twenty (20) current employees or 

participants stating they wish to open an account or have a 

current account with the vendor.  The vendor then must sign  an 

Information Sharing Agreement with the designated third party 

administrator.   The district may remove an investm ent vendor from 

the district list if fewer than twenty (20) participants currently 

contribute to such investment vendor.  The vendor will be given 

written notice of the Boardôs intent to remove it from the 

district list and a reasonable time to provide a l etter of intent 

with the names of twenty (20) or more current employees or 

participants who wish to open an account with the investment 

vendor.  If removed from the district list, the investment vendor 

is no longer offered to new or current participants in  the future.  

Current participants in the removed investment vendor may continue 

to keep their assets invested with and continue to make 

contributions to that vendor.   

 

Rev. 11/96, Rev.10/06 , Rev. 12/08  
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3A.22  Retirement Number   (September, 2001)  

 Individuals new to this district who are members of the Public 

School Retirement System shall inform human resources department 

at the time of employment.  Individuals who are not members of the 

Public School Retirement System shall file a completed reti rement 

form with the human resources department in the central office.  

No payment for services can be made until a retirement account 

number has been applied for from the state retirement office.  
 

3A.23  Withholding Certificates   (September, 2001)  

 All new  employees are required to file both state and federal 

withholding exemption certificates with the payroll clerk in the 

central office.  If a change of status occurs at any time, new 

certificates are required.  Forms for this purpose may be secured 

from th e central office.  No payment for service can be made until 

the above certificates have been filed with the appropriate 

personnel.  
 

3A.24  Direct Deposit Of Salary Payments   (September, 2001)  

 Effective September 1, 1997, employees of the Blue Springs Schoo l 

District will receive payment of salary through direct deposit to 

the bank of their choice.  
 

3A.25  Communicable Disease -  Employee   (July, 1996)  

 The school board recognizes its responsibility to protect the 

health of students and employees from the risk s posed by 

infectious diseases and also the responsibility to uphold the 

rights of affected individuals to privacy and confidentiality, to 

continue their employment and to be treated in a nondiscriminatory 

manner.  
 

 Reporting and disease outbreak control m easures will be 

implemented in accordance with state and local laws and Department 

of Health rules governing the control of communicable and other 

diseases dangerous to public health, and any applicable rules 

promulgated by the appropriate county or city h ealth department.  
 

1.  Universal Precautions & Education  

 The district requires all staff to routinely observe 

universal precautions to prevent exposure to disease - causing 

organisms.  All employees should receive information 

regarding universal precautions and the communicable disease 

policy.  
 

2.  Infectious Diseases  

 Employees with infectious diseases that can be transmissible 

in school and/or athletic settings (such as, but not limited 

to, chicken pox, influenza, staphylococcus and 

conjunctivitis) should be  managed as specified by current 

local, state or federal guidelines.  A medical release may be 

required of the employee when there is concern that an 

infectious disease could be transmitted in the normal school 

setting.  
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3A.25   (continued)  

 

3.  Bloodbo rne Pathogens  

 A employee infected with a bloodborne pathogen such as 

hepatitis B virus (HBV), hepatitis C virus (HCV), or human 

immunodeficiency virus (HIV) poses no risk of transmission 

through casual contact to other persons in a school setting.  

Employ ees infected with one of these viruses shall be allowed 

to continue work without any restrictions which are based 

solely on the infection.  An employee who exhibits certain 

specific conditions (for example, frequent bleeding episodes 

or uncoverable, oozing  skin lesions) which could potentially 

be associated with transmission of both bloodborne, and non -

bloodborne pathogens should not be allowed to continue to 

work regardless of whether he or she is known to be infected 

with such pathogens, unless these cond itions are either 

absent or appropriately controlled in a way that avoids 

unnecessary exposure.  

 

 The supervising administrator and district nurse should be 

informed of any staff member who has recurrent episodes of 

bleeding, has uncoverable, oozing skin l esions, has an 

illness characterized by a rash or any instance in which 

significant potential for disease transmission occurs.  

 

4.  Confidentiality  

 The superintendent or designee shall ensure that an 

employee's confidentiality rights are strictly observed in 

accordance with law.  Security of medical records will be 

maintained and such records will be kept separate from other 

personnel records.  A breech of confidentiality shall result 

in district disciplinary action.  

 

5.  Reasonable Accommodations  

 Districts  should develop procedures to respond to employee 

requests for reasonable accommodations when an employee has a 

disability as defined by Section 504 and/or the ADA.  

 

3A.26  Technology Resources   (September, 2003)  

The board of education recognized that as te lecommunications and 

other technologies alter the ways that information may be 

accessed, communicated and transferred, those changes may also 

alter methods of instruction and student learning.  The school 

board generally supports access by students and sta ff to 

Technology Resources.  The districtôs Technology Resources shall 

be used only for academic purposes consistent with the districtôs 

mission and goals.  The use of the districtôs technology is a 

privilege, not an entitlement.  
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3A.26   (continued )  

 

1.  Definitions :  

 

a.  Districtôs Technology Resources:  This includes any 

configuration of the computer hardware, operating system 

software, application software, stored text, and data 

files.  This also includes electronic mail, local 

databases, externall y accessed databases (including the 

Internet), Web Sites, CD - ROM, optical media, clip art, 

digital images, digitized information, communications 

technologies, and new technologies as they become 

available.  

 

b.  Academic Purpose :  This includes educational, 

instructional, and administrative uses of technology such 

as for classroom activities, curriculum development, 

athletics and other district sanctioned activities, career 

development, communications essential to the administration 

and operation of the distr ictôs education system. 

 

2.  Staff Access to Technology Resources  

Staff access to and use of Technology Resources shall be in 

accordance with district policy and procedures, including the 

Acceptable Use and Procedures, and in accordance with all local, 

stat e and federal laws.  Staff access shall be regulated and 

monitored.  
 

a.  Acceptable Use and Procedures :  Staff shall sign an 

Acceptable Use and Procedures form prior to assignment of a 

user identification number and password which must be 

renewed annually.  Staff use of Technology Resources may be 

permitted only upon submission of the signed Acceptable Use 

and Procedures form. See Appendix 3A( 19) and/or Appendix 

3A( 26)  
 

b.  Disciplinary Action :  Any staff member found not in 

compliance with the Acceptable Use  & Procedures is subject 

to disciplinary action by the district.  The district 

reserves the right to discipline noncompliant staff members 

in the following manners:  

1)  Termination of staff memberôs access to the districtôs 

Technology Resources;  

2)  Suspensi on of staff member;  

3)  Termination of staff member;  

4)  Restitution to the district for any damages to the 

districtôs Technology Resources 
 

c.  Expiration Upon Termination of Employment :  Access to the 

districtôs Technology Resources shall be automatically 

expired when the userôs employment with the district is 

terminated.  
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3A.27  Compliance with the Family and Medical Leave Act of 1993    

    (April, 2004)  

 An eligible employee of the school district shall be entitled to a 

total of sixty (60) workdays of unpaid leave during any twelve 

(12) month period.  The twelve - month period shall coincide with 

the fiscal year July 1 to June 30.  This section does not act to 

limit the number of leave days allowed by other applicable 

policies of the board.  The amount of  time allowed each employee 

for unpaid family/medical leave under this section shall be 

determined by subtracting his or her applicable paid sick leave 

days available from the 60 - day total.  Employees who have more 

than 60 days of applicable paid sick leav e available shall use 

their paid sick leave.  Family and medical leave will be granted 

for one or more of the following reasons:  
 

1.  The birth of a son or daughter to the employee and in order 

to care for said son or daughter;  
 

2.  The placement of a son or  daughter with the employee for 

adoption or foster care;  
 

3.  To care for the spouse, or a son, daughter, or parent of the 

employee, if the person to be cared for has a serious health 

problem;  
 

4.  A serious health condition that makes the employee unable to  

perform the functions of the position of such employee.  
 

The right to leave under the provisions of subparagraphs 1 

and 2 above for the birth or placement of a son or daughter 

shall expire at the end of the twelve month period beginning 

with the birth or placement.  Such leave may not be taken 

intermittently or on a reduced - schedule basis, unless 

approved by the superintendent or his designee.  If both 

husband and wife are employed in the district and both are 

eligible for leave under this section, the amo unt of leave 

is limited to 60 aggregate days in a twelve - month period, 

unless their combined available leave with pay is greater.  
 

 To be eligible for leave, the employee must have been employed by 

the district for the previous twelve (12) month period, an d for at 

least 1,250 hours of service during the previous twelve (12) month 

period.  Also, they must give the district forty - five (45) days 

notice of their intent to take leave for foreseeable events.  See 

Appendix 3A( 22)  
 

 Employees returning from family and medical leave have the right 

to be returned to the job/position that they held when they went 

on leave, or they may be placed in an equivalent position.  The 

determination as to what constitutes an equivalent position shall 

be made on the basis of esta blished district policies and 

practices.  Employees retain all accrued benefits while on leave 

including, but not limited to, coverage under the district group 

health plan.  
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3A.27   (continued)  

 

 An employee who is employed principally in an instructio nal 

capacity (that is, the direct provision of education services) and 

seeks leave that is foreseeable based on planned medical treatment 

may be required to make an election if the employee would be on 

leave for more than twenty percent (20%) of the total number of 

working days in the period over which the leave would extend.  An 

instructional employee is defined as an employee whose principal 

function is to teach.  This would include teachers, athletic 

coaches, and special education assistants such as 

sign ers/interpreters  for students  with  hearing  impairments.   

 

The employee may be required to choose between: (1) Leave for 

periods of a particular duration, not to exceed the duration of 

the planned medical treatment; or (2) A temporary transfer to an 

av ailable alternative position.  

 

 If an instructional employee starts leave more than five (5) weeks 

before the end of an academic term the district may require the 

employee to continue the leave until the end of the term if: (1) 

the leave is of at least thr ee (3) weeks duration; and (2) the 

return would be during the three (3) week period before the term's 

end.  

 

 If an instructional employee starts leave with five (5) weeks or 

less before the end of an academic term, the district may require 

the employee to continue the leave until the end of the term if: 

(1) the leave will last more than two (2) weeks; and (2) the 

return would be during the two - week period before the term's end.  

 

 If an instructional employee starts leave with three (3) weeks or 

less before the end of an academic term, the district may require 

the employee to continue the leave until the end of the term if 

the leave will last more than five (5) working days.  

 

 When an instructional employee is required to extend his or her 

leave, the leave sh all be treated as other leave under the 

provisions of this policy, with the same rights to employment and 

benefits protection.  

 

 The district shall require that a request for leave be supported 

by a certificate issued by the health care provider of the 

app ropriate person.  The certificate should include the following:  

 

1.  the date the condition began;  

2.  its probable duration;  

3.  appropriate medical facts;  

4.  an assertion that the employee is unable to perform the 

employee's job function, or that the employ ee is needed to 

care for a sick family member for a specified time.  
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3A.27   (continued)  

 

 The provisions of this policy shall be interpreted under the 

provisions of Public Law 103 - 3, the Family and Medical Leave Act 

of 1993, and all rules and regulati ons pertaining to the said 

public law.  

 

Rev. 5/98, Rev. 4/04  

 

3A.28  Sick Leave Pools   (September, 2001)  

 

Purpose  

The purpose of the sick leave pools is to provide sick leave 

coverage for catastrophic accidents or illness of eligible 

employees.  Catastrophi c accident or illness means a serious 

disability and prolonged (evidenced by a lengthy incapacitation or 

recovery) physical and/or mental condition that is incapacitating 

and/or life threatening as certified by a doctor of medicine or 

osteopathy.  

 

Membership   (Optional)  

All certified and classified insurance eligible personnel may join 

the appropriate Sick Leave Pool upon meeting the following 

requirements.  Participation in the Sick Leave Pool is not a 

condition of employment.  Certified personnel shall be  defined as 

any employee of the Blue Springs R - IV School District regularly 

required to be certified under laws relating to the certification 

of teaching, administration and supervision.  Classified personnel 

shall be defined as any employee of the Blue Sp rings School 

District who is not required to be certified under laws relating 

to the certification of teaching, administration and supervision.  

 

Personnel:  

1.  must be under contract for certified, agreement for 

classified, with the district prior to Januar y 1 and must 

declare membership or non - membership within thirty (30) days 

of the first day of school or thirty (30) days after first 

day of employment.  No new membership will be accepted for 

new employees after January 1 of the current contract year.  

New memberships will be allowed for future contract years 

providing they meet the conditions stated in this policy; 

(See Appendix 3A( 23) for Sick Leave Pool Declarations)  

 

2.  must donate two days of sick leave to the pool the first year 

of eligibility regardl ess of the total number of days 

accumulated in the pool,  

 

3.  must agree to donate additional days of sick leave to the 

pool as required by the section entitled, "Donation of Days",  
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3A.28   (continued)  

 

4.  (a) who have previously declined membership in the pool may 

re - enter this pool by providing a physicianôs certificate 

evidencing good health or health difficulties, and must 

donate required days.  Any health difficulties discussed will 

be considered pre - existing for a period of one year and will 

be excluded from coverage.  

 

(b) whose membership was terminated for any reason and who 

did not previously withdraw days from the sick leave pool may 

be reinstated in the pool by providing a physicianôs 

certificate evidencing good health.  Any health difficult ies 

disclosed will be considered pre - existing for a period of one 

year.  Donation of days will not be required.  

 

(c) whose membership was terminated for any reason and who 

did previously withdraw days from the sick leave pool may be 

reinstated in the pool by donating required days.  

 

5.  will abide by the decision of the appropriate Sick Leave Pool 

Committee (certified or classified) or decision rendered 

after following the appeal procedure.  
 

Donation of Days  

The year in which 1400 or more days are accumulate d in the 

certified sick leave pool, and 700 or more days are accumulated in 

the classified sick leave pool, except for required donation by 

members entering or reentering the pool, will constitute the 

maximum number of days allowed to accumulate.  Thereaft er, the 

following year donations of days will cease (except for first year 

and for reentry personnel) until the accumulated number of days 

has been depleted to 1000 days or less for the certified sick 

leave pool, and 500 days or less for the classified sic k leave 

pool.  The year following this, all members will again be required 

to donate one day to the pool and each year thereafter until the 

pool has reached its maximum number of days again.  
 

The superintendent will verify that additional days are needed t o 

be donated to the pool and will inform all certified and/or 

classified employees. (See Appendix 3A( 23) for Sick Leave Pool 

Declarations)  
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3A.28   (continued)  

 

Scale of Eligibility  

          Days That  

Sick Days         Member May  

Accumulated    Waiting Days    Be Allowed  

At Time of    Before Being    To Draw If  

Illness Or    Eligible For    Awarded By  

 Accident                Pool   Committee    

    1 -    9        45        20 

   10 -   29        35        40 

   30 -   49        25        60 

   50 -   69        15        80 

   70 -   89         5       100  

   90 -  unlimited         0       130  

 

The committee has the discretion to award up to or any part of the 

days eligible to be drawn from the Pool.  Membership in the Pool 

does not automatically guarante e rights to draw on all or any 

portion of the accumulated days.  

 

All personal sick days must be depleted prior to the waiting 

period before being eligible to draw from the Pool.  

 

All days referred to in this policy are contract days for 

certified personnel  and agreement days for classified personnel.  

 

Termination  

Termination of membership in the Pool occurs on the last contract 

day for certified personnel and agreement day for classified 

personnel worked and former members retain absolutely no rights or 

int erests in the Pool following termination.  

 

If and when all sick pool days are depleted in any one contract 

year or agreement period, the school board's liability for funding 

the Pool will automatically terminate.  

 

Eligibility Requirements To Be Considered ï Upon Request for 

Withdrawal  

 

1.  Personnel shall submit a written application to the 

appropriate Sick Leave Pool Committee requesting withdrawal 

of days from the Pool. (See Appendix 3A( 24) regarding request 

for withdrawal of days.)  

 

2.  Personnel may be re quired to submit a letter from a physician 

stating the nature of the illness and that he/she is unable 

to work due to said illness.  
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3A.28   (continued)  

 

3.  Re- certification of incapacitation may be required every ten 

contract days for certified per sonnel and agreement days for 

classified personnel.  Failure to do this may result in 

immediate termination of Pool privileges.  
 

4.  The Sick Leave Pool Committee shall maintain the right to 

require an examination by a physician of its choice at the 

member' s expense.  
 

5.  A reoccurrence of the same illness or accident related injury 

within thirty days would not make the member ineligible and 

would not require a waiting period.  

 

6.  The Sick Leave Pool Committee has the absolute right to deny 

all or any part of  requests for Sick Pool days in its total 

discretion.  The Committee reserves the right, as an example, 

to turn down requests for Sick Pool days where the request is 

for elective surgery.  
 

7.  The lifetime maximum number of days, which may be withdrawn 

for any member, will be 130 days.  

 

Committee  

An appropriate Sick Leave Pool Committee shall administer each 

Sick Leave Pool.  The Certified Personnel Committee will consist 

of three members appointed by the C.E.A. President and one member 

appointed by the supe rintendent of schools.  The assistant 

superintendent - human resources shall serve as chairperson of the 

committee.  All five of these persons shall be voting members.  

The Classified Personnel Sick Leave Pool Committee will consist of 

three members appointe d by the classified advisory council, the 

assistant superintendent - human resources and one member appointed 

by the superintendent of schools.  All five of these persons shall 

be voting members.  The assistant superintendent - human resources 

shall serve as c hairperson of the committee. In addition, a C.E.A. 

Executive Committee member shall attend all Pool Committee 

meetings and will vote only to break a tie.  A quorum of members 

(at least 3) is required to conduct business at a Pool Committee 

meeting.  

 

Commit tee Responsibilities  

The Sick Leave Pool Committee will generally be responsible for 

reviewing the applications for requests for withdrawal of Sick 

Pool days, determining their completion and credibility, making 

any additional requirements upon requester(s ) and finally 

determining the number of days of eligibility that will be 

granted, if any.  It is the Committee's responsibility to make 

sure that the Sick Leave Pool is not abused by the requester(s). 

The Committee will determine the eligibility of all req uester(s)  
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3A.28   (continued)  

 

in accordance with the criteria of this policy and will determine 

whether surgery and/or treatment is elective and might be 

postponed based upon medical evidence presented to it.  

 

Appeal Procedure  

Any decision reached b y the Sick Leave Pool Committee will be 

reviewed by the superintendent of schools or his delegated 

representative upon written request by an employee in accordance 

with the following:  

 

1.  A request for review must be in writing and delivered to the 

superin tendent or his delegated representative within five 

(5) days after the Sick Leave Pool Committee has reached its 

final determination.  

 

2.  The review by the superintendent or his delegated 

representative shall be held no more than ten (10) days after 

receip t of the request for review unless the employee agrees 

to a later time.  

 

3.  The superintendent or his delegated representative will 

deliver written notice to the employee of his intention to 

review the Sick Leave Pool Committee's determination on a 

date ce rtain and at a time certain at the employee's last 

known address set forth in the Sick Leave Pool files.  

 

4.  The review by the superintendent or his delegated 

representative shall be informal.  

 

5.  Witnesses at the review need not be sworn.  

 

6.  The employee  may present any information deemed appropriate 

and reasonable, whether written or oral, to the 

superintendent supporting his or her position.  

 

7.  Cross examination of witnesses at the review shall be 

permitted.  

 

8.  A record of the proceedings need not be made.  

 

9.  The superintendent or his delegated representative shall 

render his or her decision in short letter form within three 

(3) days after the review is completed.  

 

10.  The superintendent's or his delegated representative's 

decision is final unless the  employee makes a further appeal 

to the board of education.  
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3A.28   (continued)  

 

An employee may appeal the decision of the superintendent or his 

delegated representative in accordance with the following:  

 

1.  The appeal shall be in written form dire cted to the president 

of the board, and in his/her absence, to the secretary of the 

board within ten (10) days after the date of the 

superintendent's rendering a decision.  

 

2.  The board or its delegated representative shall within ten 

(10) days of receipt of notice of appeal by an employee 

empower a hearing panel of three persons designated as 

follows:  

 

a.  One person shall be appointed by the board or its 

delegated representative.  

 

b.  One person shall be appointed at the recommendation of 

the employee.  

 

c.  A third panel member shall be appointed by mutual 

agreement of the other two panel members.  

 

3.  No member of the hearing panel shall have a personal or 

professional interest in the appeal which would conflict with 

his ability to render a fair decision.  

 

4.  Unless the parties agree otherwise, the hearing panel shall 

have fifteen (15) days from the time it is empowered to give 

written notice of the time and place of the hearing, to hold 

the hearing and to render its decision.  

 

5.  No formal record of the proce edings need be made although 

witnesses shall be sworn to tell the truth.  

 

6.  Any party or his/her delegated representative at the hearing 

panel may:  

 

a.  Be accompanied and advised by counsel.  

 

b.  Examine and cross examine witnesses and may introduce 

releva nt evidence.  

 

c.  Have access to reports, records, evaluations or other 

materials upon which the action to be reviewed was 

wholly or partially based which could reasonably have a 

bearing and on the correctness of the final decision.  
 

7.  After reviewing the evidence, the hearing panel shall by 

majority vote make its decision in writing.  
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3A.28   (continued)  

8.  The decision of the hearing panel shall be final and no 

further administrative appeal may be taken.  
 

Right to Purchase Additional Sick Leave Days  

Eligible members of the Sick Leave Pool may purchase additional 

sick leave days only in accordance with the following 

circumstances and conditions:  
 

1.  The eligible employee must be a participant in either the 

Certified or Classified Sick Leave Pool.  (See  Section 

Personnel 1. above);  
 

2.  The election to purchase additional sick leave days must be 

made prior to the day students begin school for the current 

employment term; the election process shall be undertaken by 

use of Appendix 3A( 25).  

 

3.  The eligible  person electing to purchase additional sick days 

must have accumulated 50 or more sick days before using part 

or all of same resulting from a catastrophic accident or 

illness defined above under Purpose and then, only in 

accordance with the following:  
 

a.  The maximum sick days that may be purchased are five (5) 

per year or such lesser number of days that would bring 

the eligible employeeôs accumulated sick days to 50 

(i.e. any eligible employee with accumulated sick days 

of 50 or more, after using part of his accumulated sick 

days resulting from a catastrophic accident or illness 

is not eligible to purchase additional sick days);  
 

b.  The purchase price for sick leave days shall be set each 

year at the same rate per day as is payable to a long -

term substitut e teacher (certified personnel) or the 

average of classified substitute rates (classified 

personnel)  
  

Sick Leave Pool Declaration  

See Appendix 3A( 23)  
 

Request for Withdrawal of Days Form  

See Appendix 3A( 24)   

 

Election to Purchase Additional Sick Leave Da ys Form  

See Appendix 3A( 25)  
 

3A.29  Payment Authorization   (December, 2000)  

Any benefits *  paid to employees upon termination of employment 

shall require the signatures of the assistant  superintendent -

management services  and the assistant superintendent of h uman 

resources for payment authorization.  
 

*  Benefits under Board Policies 3C.11, 3C.14.1, Appendixes 3A(4) 

to 3A( 15)  
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3A.30  Suspension of Professional Staff Members   (December, 2000)  

The superintendent is invested with the authority to suspend with 

or without pay any professional staff member for serious violation 

of the policies and regulations of the Board of Education, for 

violation of state law, or for any cause as listed in 168.114 

RSMo.  Action shall be taken when, in the judgment of the 

superin tendent, the best interests of the school will be served by 

immediate suspension.  
 

Prior to suspension without pay during the term of a contract, 

when termination has not been recommended, a professional staff 

member shall be notified of the charges, given  an opportunity to 

discuss the charges, and informed of the opportunity to appeal the 

suspension to the Board of Education.  A staff member must request 

such an appeal within 10 days of notice of suspension without pay.   

 

If an appeal is requested, the sa me procedures shall be followed 

as apply to the termination hearing of a permanent employee, 

beginning with the serving of charges and notice of hearing.  Pay 

will not be withheld from professional staff member who has been 

suspended without pay unless the  right to a hearing has been 

waived, or until the Board renders its decision.  The 

superintendent, or the Board following a hearing, may withhold pay 

from any pay period during which an employee was suspended for 

violations of rules or regulations of the B oard, or violations of 

state law, if the suspension is later upheld or is not appealed.  

 

3A.31  Personnel Records   (December, 2000)  

It is the intent of the Board of Education to maintain complete 

and current personnel files, including all information necess ary 

to comply with the Fair Labor Standards Act, for all district 

employees.  There shall be one personnel file for the district 

maintained in the office of the superintendent.  

 

The file of an individual employee will be considered confidential 

information  and a closed record, to the extent allowed by the law, 

and will only be available to authorized administrative personnel 

and to the employee.  

 

Upon request to and in the presence of the appropriate 

administrative official, any employee will have the right  during 

regular working hours to inspect his or her own personnel file, 

with the exception of the ratings, reports and records obtained 

prior to the employment of the individual, including confidential 

placement papers.  

 

Individually identifiable records p ertaining to applicants for 

employment are closed records.  

 

3A.32  Staff Handbooks   (September, 2001)  

Staff handbooks are part of the official board of education policy 

and procedure.  
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3A.33  Professional Staff Development  (November, 2001)  

The Blue Spr ings R - IV School District shall provide professional 

staff development programs for student teachers, beginning 

teachers, practicing teachers and administrators.  

 

3A.34  Friend In Need  (May, 2006)  

 

Purpose  

The purpose of this fund is to provide limited fin ancial 

assistance to those current insurance - eligible employees who have 

experienced an extreme, catastrophic, and devastating loss which 

results in extreme financial hardship (hereinafter referred to as 

ñLossò) and have exhausted all resources available to them as a 

direct  result of the Loss.  The Loss may be the result of medical 

conditions affecting the employee, their spouse, or dependent 

child(ren), major property losses of employee not as a result of 

negligence or fault attributed to the employee, the ir spouse, or 

dependent child(ren), or other Losses from circumstances beyond 

their control.  

 

Funding  

The fund will be established with money from funds currently on 

deposit with the Greater Kansas City Community Foundation.  The 

fund will be replenished o n an annual basis if the district has 

available funds on deposit with the Greater Kansas City Community 

Foundation. The replenishment of the fund shall be at the sole 

discretion of the district.   

 

Eligibility  

1.  The individual must be a current insurance - eli gible employee 

of the district.  If the Loss affects more than one employee 

in the same family (i.e. husband and wife are employees, or 

parent and child are employees, etc.), only one gift will be 

available for the family in accordance with the Guidelines 

herein.  

2.  They are victims of a Loss which resulted in extreme 

financial hardship.  

3.  The employee is identified by a BSSD school staff or 

department as having a Loss of the above - described nature.  

4.  The employee has depleted all available resources or has 

insuff icient resources as a result of the Loss and is in 

extreme financial hardship (resources include but are not 

limited to sick leave pool days, any available insurance 

coverage, resources in personal banking, savings, or 

investment accounts, etc.).  

5.  The empl oyee is willing to accept assistance of this nature.  
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3A.34  (continued)   

Procedure  

The employeeôs need for assistance based on a Loss should be 

submitted in writing to the superintendent or his/her designee by 

the lead supervisor of the school or department.  The lead 

supervisor must complete the Request for Financial Assistance Form 

and attach any additional information pertinent to the request.  A 

committee, consisting of three (3) non - employee community members 

appointed by the superintendent, w ill decide if assistance will be  

provided to the employee and the amount of the assistance subject 

to the guidelines  herein.  The  superintendent or his/her designee  

shall provide the fully completed Request for Financial Assistance 

Form and any other writ ten documentation or statements submitted 

by the lead supervisor to the committee.  The employeeôs personal 

information shall remain anonymous when presented to the committee 

for review.  All members of the committee must be present and vote 

and a majority  vote will rule.  The members of the committee shall 

have sole discretion in determining if a gift will be granted and 

the amount of the gift.  The committee may take into consideration 

other efforts to provide financial assistance (i.e. staff 

fundraisers)  and the monetary value of those efforts in making its 

decision whether to grant a gift and the amount of the gift.   

 

Guidelines  

The committee may award a gift of up to $2500 dollars to the 

individual employee or their family for any one Loss. Gifts to an  

individual employee or their family will not be provided more than 

one (1) time in a calendar year and no more than two (2) times 

total.  These gifts are to be considered unconditional.  There 

will be no expectation of re - payment to the fund.  The maximum  

amount available for all gifts distributed in a calendar year 

shall be $15,000.  
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BLUE SPRINGS SCHOOL DISTRICT  

 
EMPLOYEE DRUG AND  ALCOHOL -FREE 

WORKPLACE AGREEMENT  

 

 

 
ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING 

 
 

I have hereby acknowledged that I have received, read and agree to comply with the Blue Springs School 

Districtôs Substance Abuse Policy. 

 

 

 

Employeeôs printed name:          

 

Employeeôs signature:           

 

Social Security Number:          

 

Administratorôs printed name:         

 

Administratorôs signature:          

 

Date:             
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BLUE SPRINGS SCHOOL DISTRICT  

 
ANNOUNCEMENT OF SUBSTANCE ABUSE POLICY  

 
 

To All District Employees: 

 

Substance abuse is a nationwide issue in all sectors of our lives - the workplace is no exception. Alcohol and 

drug abuse have a significant health and safety impact. They seriously affect productivity, work quality, health 

care and workersô compensation costs, and most importantly, the well-being of a most valuable resource - the 

employee. 

 

The Blue Springs School District is committed to providing a safe and positive working environment with 

concern for the welfare of its employees. 

 

To address this potential problem, the district has developed a policy regarding the illegal use of drugs óand the 

abuse of alcohol that we believe best serves the interest of all employees. Our policy formally and clearly states 

that the illegal use of drugs and the abuse of alcohol will not be tolerated. This policy was designed with two 

basic objectives in mind. 

 

1 Employees deserve a work environment that is free from the effects of drugs and alcohol and the 

problems associated with their use; and 

 

2. This district has a responsibility to maintain a healthy and safe working environment. 

 

We believe that this important and worthwhile venture will foster a drug-free workplace which will be a safe 

and rewarding place to work. 

 

NOTE: This policy will take effect on July 1, 1998. All employees are required to sign the accompanying 

agreement form indicating that they have read, understand, and will comply with the substance abuse policy, 

and return it to their supervisor. 
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BLUE SPRINGS SCHOOL DISTRICT 

 
EMPLOYEE DRUG AND ALCOHOL SCREEN ING 

 

 

 

 
I consent to the Blue Springs School Districtôs request for a urine, blood, breath, or other specimen or sample 

for the purpose of determining the presence of drugs, alcohol or other  non-prescribed controlled substances, 

and I authorize the district, its physicians, technicians and laboratories to do so. 

 

Further, I understand and consent that the results of those tests must be given, by the districtôs authorized 

laboratory and/or its agents, to a representative of the district for review.  Based on the test results, appropriate 

action pursuant to the Blue Springs School Districtôs Substance Abuse Policy, if necessary, will be taken. 

 

 

 

Employeeôs printed name:          

 

Employeeôs signature:           

 

Social Security Number:          

 

Administratorôs printed name:         

 

Administratorôs signature:          

 

Date:             
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BLUE SPRINGS SCHOOL DISTRICT RETIREMENT BENEFIT PROGRAM 

CERTIFIED PERSONNEL  

 

 

 

LUMP SUM   UNUSED SICK DAYS   NUMBER OF YEARS IN DISTRICT  

$5,000   + $20 per day for unused sick leave  $100 for each year of service 

 

 

 

 

 

 

 

All certified contracted employees are eligible for this program. 
 

Certified contracted employees must have worked full-time for the Blue Springs District for a minimum of 12 

years and must qualify for benefits through the Public School Retirement System of Missouri, to be eligible for 

benefits. 
 

Certified employees who are eligible for Public School Retirement System of Missouri benefits based on 30 

years of service are eligible for this program regardless of age, providing they have 12 years of service in the 

Blue Springs District. 
 

As per Public School Retirement System of Missouri or Public Education Employee Retirement System of 

Missouri regulations, any money paid in addition to the contract shall not be considered as income toward 

retirement benefits. 
 

Eligible staff may request an individualized preliminary worksheet of estimated benefits for retirement. 

 

Classified administrators will be eligible for the above policy.  Classified administrators must meet same 

qualifications as certified contracted employees and qualify for benefits through Public Education Employee 

Retirement System of Missouri. 
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ADDITIONAL CERTIFIED PERSONNEL RETIREMENT BENEFIT  REGULATIONS 
 

 

Implementation  

 1.  All certified staff will be screened for eligibility to participate 

in the Missouri Public School retirement program.  

 

 2.  Eligible staff will be notified of such eligibility and may upon 

request, receive an individual ized preliminary worksheet of estimated 

benefits  for retirement including the CEA benefit  policy which 

requires a minimum of twelve  (12)  years of service in the Blue 

Springs District for qualification and then provides benefit  pay as 

per appendix 3(A)4.  

 

 3.  Eligible staff should notify the PSRS as soon as they contemplate 

retirement to request a verification of eligibility to retire and an 

application form.  

 

 4.  Eligible staff must notify the Blue Springs School District 

Department of Human Resources of th e intention to retire by February 

15 of the fiscal year in which retirement will occur, to be eligible 

for the CEA benefit .  Retirement resignations received after that 

date will not be considered eligible for the CEA benefit .  However, 

individuals submitt ing retirement resignations after February 15 will 

be eligible to retire under Missouri law.  

 

 5.  A change in retirement legislation during the current school year by 

the Missouri General Assembly may cause consideration of this date on 

a case - by - case basi s at the discretion of the superintendent or 

designee.  

 

 6.  The retirement benefit will be paid to the employee in accordance 

with State and Federal laws.   Payment will be made after the employee 

provides a verification of retirement.  

 

 7.  NOTE:  Requests for retirement during the contract year will be 

considered on an individual basis according to board policy 3C.2, 

Acceptance or Release From Contract.  
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ADDITIONAL RETIREMENT BENEFIT FOR CERTIFIED PERSONNEL 
 

 

 

 

 

Years of Service   Percentage of Certified    Years of Service In  

  In PSRS     Teachers Base Salary A - 1  Blue Springs School District  

 

 

 25     25%   +  $200 per year of service in district  

 

 

 26     30%   +  $200 per year of service in district  

 

 

 27     35%   +  $200 per  year of service in district  

 

 

 28     40%   +  $200 per year of service in district  

 

 

 29     45%   +  $200 per year of service in district  

 

 

 30     50%   +  $200 per year of service in district  

 

 

 

 

 

Certified employee must be eligible for Public School Retirement System of Missouri 

benefits  
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ADDITIONAL ADMINISTRATIVE PERSONNEL RETIREMENT BENEFIT REGULATIONS 
 

 

Implementation  

 1.  All administrative staff members will be screened for eligibility to 

participate in the  Public School Retirement System of Missouri or 

Public Education Employee Retirement System of Missouri , whichever is 

applicable.  

 

 2.  Eligible staff will be notified of such eligibility and may upon 

request, receive an individualized preliminary worksheet  of estimated 

benefits  for retirement including the CEA benefit  policy which 

requires a minimum of twelve  (12)  years of service in the Blue 

Springs District for qualification and then provides benefit  pay as 

per appendix 3(A)4.  

 

 3.  Eligible staff should n otify the PSRS or PEERS as soon as they 

contemplate retirement to request a verification of eligibility to 

retire and an application form.  

 

  4.  Eligible staff must notify the Blue Springs School District 

Department of Human Resources of the intention to r etire by February 

15 of the fiscal year in which retirement will occur, to be eligible 

for the CEA benefit .  Retirement resignations received after that 

date will not be considered eligible for the CEA benefit .  However, 

individuals submitting retirement r esignations after February 15 will 

be eligible to retire under Missouri law.  

 

 5.  A change in retirement legislation during the current school year by 

the Missouri General Assembly may cause consideration of this date on 

a case - by - case basis at the discret ion of the superintendent or 

designee.  

 

 6.  The retirement benefit will be paid to the employee in accordance 

with State and Federal laws.   Payment will be made after the employee 

provides a verification of retirement.  

 

 7.  NOTE:  Requests for retirement d uring the contract year will be 

considered on an individual basis according to board policy 3C.2, 

Acceptance or Release From Contract.  
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ADDITIONAL RETIREMENT BENEFIT FOR ADMINISTRATIVE PERSONNEL 
 

 

 

 

 
Years of Service       Percenta ge of Administrative    Years of Service In  

In PSRS or PEERS    Base Salary      Blue Springs School District  

 

 

   25     25%     +  $200 per year of service in district  

 

 

   26     30%     +  $200 per year of service in district  

 

 

   27     35%     +  $200 p er year of service in district  

 

 

   28     40%     +  $200 per year of service in district  

 

 

   29     45%     +  $200 per year of service in district  

 

 

   30     50%     +  $200 per year of service in district  

 

 

 

 

 

Administrative employee must be eligible  for Public School Retirement System of Missouri 

benefits or Public Education  Employee Retirement System, whichever is applicable  
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BLUE SPRINGS SCHOOL DISTRICT RETIREMENT BENEFIT PROGRAM 

BUS DRIVER, CNA, LPN & SPECIAL SERVICES PARAPROFESSIONAL PERSONNEL  

 

 

 

LUMP SUM   UNUSED SICK DAYS   NUMBER OF YEARS IN DISTRICT  

$2,500   + $10 per day for unused sick leave  + $ 50 for each year of service 

 

 

 

 

 

 

 

Special Services paraprofessionals, bus drivers, CNAôs and LPNôs must have worked full-time for the Blue 

Springs District for a minimum of 12 years and must qualify for benefits through the Public Education 

Employee Retirement System of Missouri, to be eligible for benefits. 

 

Special Services paraprofessionals, bus drivers, CNAôs and LPNôs who are eligible for Public Education 

Employee Retirement System of Missouri benefits based on 30 years of service are eligible for this program 

regardless of age providing they have 12 years of service in the Blue Springs District. 

 

Eligible staff may request, from the Blue Springs School District Department of Human Resources, an 

individualized preliminary worksheet of estimated benefits for retirement. 

 

As per Public Education Employee Retirement System of Missouri regulations, any money paid in addition to 

the stipulated salary amount shall not be considered as income toward retirement benefits. 
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BLUE SPRINGS SCHOOL DISTRICT RETIREMENT BENEFIT PROGRAM 

CAFETERIA PERSONNEL  
 

 

 

LUMP SUM   UNUSED SICK DAYS   NUMBER OF YEARS IN DISTRICT  

$2,000   + $10 per day for unused sick leave  $ 50 for each year of service 
 

 

 

 

 

 

 

Cafeteria employees must have worked full-time for the Blue Springs District for a minimum of 12 years and 

must qualify for benefits through the Public Education Employee Retirement System of Missouri or Public 

School Retirement System of Missouri, to be eligible for benefits. 

 

Cafeteria employees who are eligible for Public Education Employee Retirement System of Missouri or Public 

School Retirement System of Missouri benefits based on 30 years of service are eligible for this program 

regardless of age providing they have 12 years of service in the Blue Springs District. 

 

Eligible staff may request, from the Blue Springs School District Department of Human Resources, an 

individualized preliminary worksheet of estimated benefits for retirement. 

 

As per Public Education Employee Retirement System of Missouri or Public School Retirement System of 

Missouri regulations, any money paid in addition to the stipulated salary amount shall not be considered as 

income toward retirement benefits. 
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BLUE SPRINGS SCHOOL DISTRICT RETIREMENT BENEFIT PROGRAM 

CUSTODIAL, MAINTENANCE,  MECHANIC, OCCUPATIONAL & PHYSICAL THERAPIST, 

PRIME TIME SITE  COORDINATOR & REGISTERED NURSE , SOCIAL WORKER, CENTRAL 

OFFICE CLERICAL AND SUPPORT PERSONNEL 
 

 

 

LUMP SUM   UNUSED SICK DAYS   NUMBER OF YEARS IN DISTRICT  

$4,000   + $10 per day for unused sick leave   $ 50 for each year of service 

 

 

 

 

 

 

 

Custodial, maintenance, mechanic, occupational & physical therapist, Prime Time site coordinator & registered 

nurse, social worker, central office clerical and support personnel employees must have worked full-time for 

the Blue Springs District for a minimum of 12 years and must qualify for benefits through the Public Education 

Retirement System of Missouri or Public School Retirement System of Missouri, to be eligible for benefits. 

 

Custodial, maintenance, mechanic, occupational & physical therapist, Prime Time site coordinator & registered 

nurse employees who are eligible for Public Education Employee Retirement System of Missouri or Public 

School Retirement System of Missouri benefits based on 30 years of service are eligible for this program 

regardless of age providing they have 12 years of service in the Blue Springs District. 

 

Eligible staff may request, from the Blue Springs School District Department of Human Resources, an 

individualized preliminary worksheet of estimated benefits for retirement. 

 

As per Public Education Employee Retirement System of Missouri or Public School Retirement System of 

Missouri regulations, any money paid in addition to the stipulated salary amount shall not be considered as 

income toward retirement benefits. 
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BLUE SPRINGS SCHOOL DISTRICT RETIREMENT BENEFIT PROGRAM 

ACCOMPANIST, HEALTH, LIBRARY & TEACHER AIDE, INTERPRETER, & PARENT 

EDUCATOR  PERSONNEL  

 

 

 

LUMP SUM   UNUSED SICK DAYS   NUMBER OF YEARS IN DISTRICT  

$1,500   + $10 per day for unused sick leave   $ 50 for each year of service 

 

 

 

 

 

 

 

Accompanist, health, library and teacher aide, interpreter, and parent educator employees must have worked 

full -time for the Blue Springs District for a minimum of 12 years and must qualify for benefits through the 

Public Education Employee Retirement System of Missouri or Public School Retirement System of Missouri, 

to be eligible for benefits. 

 

Accompanist, health, library and teacher aide, interpreter, and parent educator employees who are eligible for 

Public Education Employee Retirement System of Missouri or Public School Retirement System of Missouri 

benefits based on 30 years of service are eligible for this program regardless of age providing they have 12 

years of service in the Blue Springs District. 

 

Eligible staff may request, from the Blue Springs School District Department of Human Resources, an 

individualized preliminary worksheet of estimated benefits for retirement. 

 

As per Public Education Employee Retirement System of Missouri or Public School Retirement System of 

Missouri regulations, any money paid in addition to the stipulated salary amount shall not be considered as 

income toward retirement benefits. 
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BLUE SPRINGS SCHOOL DISTRICT RETIREMENT BENEFIT PROGRAM 

SCHOOL SECRETARY PERSONNEL  

 

 

 

LUMP SUM   UNUSED SICK DAYS   NUMBER OF YEARS IN DISTRICT  

$3,000   + $10 per day for unused sick leave  + $ 50 for each year of service 

 

 

 

 

 

 

 

School secretarial employees must have worked full-time for the Blue Springs District for a minimum of 12 

years and must qualify for benefits through the Public Education Employee Retirement System of Missouri or 

Public School Retirement System of Missouri, to be eligible for benefits. 

 

School secretarial employees who are eligible for Public Education Employee Retirement System of Missouri 

or Public School Retirement System of Missouri benefits based on 30 years of service are eligible for this 

program regardless of age providing they have 12 years of service in the Blue Springs District. 

 

Eligible staff may request, from the Blue Springs School District Department of Human Resources, an 

individualized preliminary worksheet of estimated benefits for retirement. 

 

As per Public Education Employee Retirement System of Missouri or Public School Retirement System of 

Missouri regulations, any money paid in addition to the stipulated salary amount shall not be considered as 

income toward retirement benefits. 
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ADDITIONAL CLASSIFIED PERSONNEL RETIREMENT BENEFIT REGULATIONS 
 

 

Implementation  

 1.  Classified employees must be eligible for Public Education Employee 

Retirement System of Missouri or Public School Retirement System of 

Missouri  benefits and must have had twelve  ( 12) years of service in 

the Blue Springs Sc hool District to be eligible for this retirement 

benefit .  

 

 2.  Eligible staff may request, from the Blue Springs School District 

Department of Human Resources, an individualized preliminary 

worksheet of estimated benefits  for retirement including those 

out lined on appendix 3(A)9 -  3(A) 15.  

 

 3.  Eligible staff should notify the PEERS or PSRS  as soon as they 

contemplate retirement to request a verification of eligibility to 

retire and an application form.  

 

 4.  Eligible staff must notify the Blue Springs School  District 

Department of Human Resources in writing of the intention to retire 

at least sixty (60) days prior to retirement.  

 

 5.  The retirement benefit will be paid to the employee in accordance 

with State and Federal laws.   Payment will be made after the employee 

provides a verification of retirement.  
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ADDITIONAL RETIREMENT BENEFIT FOR CLASSIFIED PERSONNEL 
 

 

 

 

 

Years of Service    Percentage of Classified    Years of Service In  

In PEERS or PSRS      Average Base Salary      Blue Springs School District  

 

 

   25     25%      +  $200 per year of service in district  

 

 

   26     30%      +  $200 per year of service in district  

 

 

   27     35%      +  $200 per year of service in district  

 

 

   28     40%      +  $200 per year o f service in district  

 

 

   29     45%      +  $200 per year of service in district  

 

 

   30     50%      +  $200 per year of service in district  

 

 

 

 

 

Classified employee must be eligible for Public Education Employee  Retirement System of 

Missouri or Public School Retirement System of Missouri benefits and must have had twelve  

( 12) years of service in the Blue Springs School District  
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