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The following procedures are very important for the efficient operation of the Troy School
District. If you have questions, please check with your school office, or call the District Office
at 835-3791. The District Policy Manual, the Procedure Manual, and the Troy Education
Association Negotiated Agreement contain additional information and procedures. Please
take the time to consult them.

Please note: The information in this publication is a procedure gquide. The current Troy
School District Policy Manual, or Troy Education Association Agreement, prevails in case of

any dispute.

DISTRICT POLICY MANUAL

The District’s current Policy Manual is accessible on the Troy School District website
(www.troysd287.org). In addition, the Procedure Manual records many of the processes
developed to implement policies.

MEDIA COMMUNICATION

All media communication must be approved by the Superintendent.

Any and all public communication representing Troy School District No. 287 must be approved by
the Superintendent. (i.e., newspaper, radio, letters to the State Department of Education and
Legislature)

CALENDAR AND WORK DAY

Full-time certificated instructional day hours are selected from 7:30 a.m. - 3:30 p.m.,
7:45 — 3:45, or 8:00 — 4:00. Submit flextime form to building administrator.

Part-time and Classified staff hours are designated by the supervisor.

KEYS & BUILDING SECURITY

Your keys are assigned for your use only. Please do not loan them to anyone.
Interior and exterior doors remain in the locked position at all times.

DATA SECURITY

With the increase in student data available online, it is vital that all employees institute effective
measures to protect confidentiality. Please protect student information the same way you would
want your sensitive personal information protected. Whenever you will be away from your computer,
log off or make sure your door is locked.



http://www.troysd287.org/

EMPLOYEE CLASSIFICATION DEFINITIONS

Certificated Employee-A certificated employee means any person employed by the district in a
teaching, instructional, supervisory, educational administrative, or educational and scientific
capacity.

Classified Employee-Classified employee is applied to employees who are not required to hold a
certificate or a letter of authorization as prerequisites to obtain or keep their job. Classified
employees are “at will employees”,

Exempt Employee-Exempt employees are generally not subject to the FLSA regulations governing
minimum wage and overtime pay. Rather, exempt employees are paid on a salary or fee basis,
meaning they typically must receive their predetermined salary each workweek regardless of the
quality or quantity of work performed.

Nonexempt Employee-An individual who is not exempt from overtime provisions of the FLSA and
is therefore entitled to overtime pay for all hours worked beyond 40 in a workweek (as well as any
state overtime provisions). Nonexempt employees may be paid on a salary, hourly or other basis.

FLSA-The Fair Labor Standards Act (FLSA) establishes minimum wage, overtime pay,
recordkeeping, and your employment standards affecting employees in the private sector and in
Federal, State, and local governments. https://www.dol.gov/agencies/whd/compliance-
assistance/handy-reference-quide-flsa

BENEFITS SUMMARY

In addition to the employee’s regular salary, it is the policy of Troy
School District to provide several other benefits and services.

Medical/Vision/Dental/Life Insurance

The District provides medical, vision, and dental insurance through
Blue Cross of Idaho. We are excited to provide dual options in
medical and dental coverage. When electing coverage, you will
choose the plans that are best for you and your families. Please refer
to your Benefits-at-a-Glance to compare plans to make the best
decision for you.

Medical — Blue Cross of Idaho
You have the option to enroll in,
e Traditional PPO Medical plan. This is the plan that was offered last year, there have been
no plan design changes
e HSA Plan.

o With an HSA plan the employee pays deductible + coinsurance for non-preventive
visits rather than having a copay. This type of a policy offers tax saving
opportunities and offers more competitive premiums for those employees covering
dependents.

o Employees that enroll in the HSA Plan will automatically be set up to receive a
Peakl Visa Health Account Card to conveniently pay for eligible expenses,
including Medical/Dental/Vision/Ortho. The District contributes to the account on
the employee’s behalf. The contribution amount will be the difference in premium
between the traditional plan and HSA. With an HSA, you own the account and all
contributions. Unlike flexible spending accounts (FSAs), the entire HSA balance
rolls over each year and remains yours even if you change health plans, retire or
leave the company.

o If you enroll in the HSA plan, you cannot participate in the HRA or FSA plans.



https://www.dol.gov/agencies/whd/compliance-assistance/handy-reference-guide-flsa
https://www.dol.gov/agencies/whd/compliance-assistance/handy-reference-guide-flsa

Dental — Blue Cross of Idaho
You have the option to enroll in either the
e Traditional Dental PPO; or
e Dental Blue Connect. Enrolled Members must go to a Willamette Clinic.

A Benefit at a Glance is provided for your review on the next page.

A Summary of Benefits is posted on the District’'s website.

Base Life, AD&D, Supplemental Life Insurance — United Heritage
Life Insurance Company

Troy School District provides an employer-paid $15,000 guaranteed
issue Group Life/AD&D insurance policy for qualified employees.
Also includes $5,000 in spouse coverage, $2,000 in coverage for
children 6 months up to age of 26 that are financially dependent upon
you and $100 in coverage for children under 6 months old.

Employees also have the opportunity to purchase Supplemental
Life/AD&D Insurance. Each NEW employee is guaranteed up to
$30,000 in coverage (guarantee issue) without completing a
personal health statement (PHS). Each employee can purchase up
to $300,000 for themselves, not to exceed 3x basic annual earnings with completing a personal
health statement (PHS). Employees may also purchase spouse coverage, up to 50% of the
employee coverage amount. There is a $15,000 guaranteed issue for spouse, $10,000 guaranteed
issue for children 6 months to 26 years, and $1,000 coverage for children under 6 months old.

NCPERS Group Life Insurance

Additional life insurance is available for purchase from the National Conference on Public Employees
Retirement Systems (NCPERS), underwritten by Prudential Financial and administered by Member
Benefits. Details are available from the District Office.

Supplemental Insurance

The Troy School District offers optional supplemental insurance for purchase. The companies that
we work with are Aflac, American Fidelity and Colonial. For your convenience, the representatives
contact information is listed below:

e Aflac- Karen Ball 208-660-7546
e American Fidelity- 800-662-1113
e Colonial- Anne Hagman with Acrisure, 208-765-2620

Workers Compensation Insurance (all employees)

The Idaho State Insurance Fund covers employees for job-related accidents and injuries. Should
these occur, please file a written accident report with your supervisor as soon as possible, whether
or not a claim will be filed. If you seek medical attention, please inform the District Office as soon
as possible so a report can be filed with the State Insurance Fund and Industrial Commission as
required by our policy. A First Report of Injury (FROI) must be filed as soon as practicable but not
later than 10 days after the occurrence of an injury or occupational disease.

Public Employee Retirement System of Idaho (PERSI)

Staff members who are employed for twenty hours (or 0.5 FTE assignment) or more per week for
five consecutive months or longer are enrolled in PERSI. Effective July 1, 2024, PERSI rates of
changed: Administrators/Teachers 13.48% district contribution, 8.08% employee contribution;
General Members (Classified) 11.96% district contribution, 7.18% employee contribution.




Types of Leave — Employees Half-time or greater
e SICK LEAVE - One day per month worked, prorated for those who are employed for at least
50% but less than 100% of full-time.
e BEREAVEMENT LEAVE - Five days per year available, prorated as above.
PERSONAL LEAVE — Three days per year available, prorated as above. Employee may roll
over up to two days in the next school year if there should be a balance to carry over.

+ Requests for personal leave use are subject to administrative approval only if the
day(s) being requested would be used to extend a vacation time such as spring or
winter breaks, recognized holidays, professional development/collaboration time, and
the first two weeks or the last two weeks of school unless absolutely necessary with
the following conditions:

+ Classes are covered by a substitute

+ Leave to be granted on a first come, first serve basis. Teachers must submit lesson
plans for the day(s) they are on leave.

+ In all instances, except extreme emergency situations, employees must provide 48
hours’ notice to the supervisor prior to taking the leave.

+» Notice of one month is required for any personal leave exceeding one week.

+ An employee may elect to be reimbursed for a maximum of one (1) personal leave
day per year at the substitute rate in the June paycheck. Employee will be
responsible for requesting the reimbursement through the leave process during the
May pay period.

e VACATION (Earned by 12-month classified employees only; refer to policy 5450) — Two
weeks per year beginning with second year. Maximum one-week carry-over to following year.

7/}@/ 1 year — 9 years = 2 weeks’ vacation
= 10 years — 19 years = 3 weeks’ vacation
~ 20+ = 4 weeks’ vacation

Types of Leave — All Employees
e COMPENSATORY TIME (Earned by classified non-exempt employees only) — Only upon
permission of supervisor, time-and-a-half for hours worked over 40 in a week.
e LEAVE WITHOUT PAY — When time is taken off that cannot be compensated with any
appropriate leave.
e BUS TRIP WITH STUDENTS — As approved.
e OTHER (such as TEA Business)

Sick Leave Bank
The District maintains a Sick Leave Bank for qualified certificated and classified personnel. Please
contact the District Office for more information or refer to Policy 5401.

Tuition Reimbursement (certificated staff)

After the employee’s first year of service, the District will reimburse certificated employees for three
credits earned per year, assuming the courses qualify to renew the employee’s certificate. Per-
credit reimbursement amount is no greater than that charged by the University of Idaho for the
year credit is received. Tuition Reimbursement form, along with transcripts and receipt of payment
attached, to be sent to the District Office no later than September 15",

Troy Education Association
Those certificated employees who wish to join the TEA must contact the TEA representative to enroll
and receive information concerning dues. Dues are deducted equally from paychecks from October
through July. It is the responsibility of the TEA to notify the district office of association members so
that dues can be deducted.




Game Duty
A stipend of $30 for each assigned game duty will be paid when the employee involved in the
activity reports the duty to the building secretary.

Elementary Evening Duty

A stipend of $30 per event for required school activities at the elementary level that occur after
5:00 p.m. (excluding open house and parent conferences) will be paid subject to approval by the
building principal. Elementary teachers must report the activity to their building secretary for
payroll purposes.

EMPLOYEE LEAVE PROCEDURES

All employees are required to complete an Employee Leave And/Or Travel Request form and
check out with their supervisor each time they are away from their regular duties. Please plan
ahead. In most cases, leave requests should be submitted at least one week before your
absence.

Except in the case of iliness or other emergency, complete the request form well before the
absence, sign and submit the entire form to your supervisor. You will receive the signed form
back when approved. Upon your return, whether or not you are claiming reimbursement, sign on
the second employee signature line and submit it to your supervisor.

If you think leave has been posted to your record incorrectly, you have 30 days to request an
adjustment.

Travel Reimbursement
In an effort to control costs and encourage consistency, the following procedures apply for
authorized travel:

1. District mileage payments are based on the amount designated by the Controller of the
State of Idaho for state employees. Currently, the rate is .70 per mile, unless space is
available in another reimbursed vehicle going to the same event.

2. Maximum per diem is $58.00 for overnight in state travel. Partial day per diem allowance:
Where employees are to be absent from their primary official station on official business
for less than (24) hours, partial day per diem allowance is equal to a maximum of twenty-
five (25%) $14.50 of the total per diem allowance for breakfast, thirty-five percent (35%)
$20.30 for the total per diem allowance for lunch, and fifty-five (55%) $31.90 of the total
per diem allowance for dinner. Meal expenses will also be paid if a meeting not involving
overnight travel includes a purchased meal. Receipts for meals are not required; however,
meals should not be claimed if they are not charged. If requesting reimbursement by
receipt include_a copy of the customer receipt. Alcoholic beverages are NOT
reimbursable and should NOT be included on ANY receipt turned in for
reimbursement.

3. For overnight travel,~reasonable/lodging costs will be reimbursed. Receipts are required.
In most cases, please contact.the District Office to make reservations: Otherwise, please
identify yourself as a school employee on official business, and request that the hotel
direct-bill the District. The employee is responsible for reimbursing the District for a
charged unused room.

4. Receipts are required for reimbursement of other expenses (registration, etc.).



ATTENDANCE %

Expectation of Physical Presence

All staff assigned to on-campus roles must be physically present at the school site during scheduled
hours. Remote work is prohibited unless explicitly authorized in writing by Superintendent due to
documented emergencies or legally protected reasons.

Exceptions

Remote work may only be permitted in exceptional circumstances (e.g., verified illness, legal
accommodations, emergency conditions) and must be approved formally in advance. Temporary
remote arrangements will be documented and reviewed case by case.

PAYROLL

Payday for all employees is the last business day of each month. All paychecks are deposited
electronically through Direct Deposit. No payroll advances will be given.

All classified non-exempt staff members submit official monthly time sheets to record actual hours
worked as well as leave days taken. Be sure to sign the time sheet before submitting it to your
supervisor. Time is to be recorded to the nearest quarter hour according to the codes listed.
The pay period always runs from the 16™ of the month through the 15" of the following month. All
information regarding payroll must be turned into the district office by the 16" of each month. All
changes affecting payroll must be submitted in writing to the District Office. Regular employees will
be paid over a 12-month period. Coaching pay will be done over a 2-3-month period unless coaching
is added to a regular employee.

It takes a big heart

and a large, extra
strong coffee to
M | e itk . Y,

. PAYROLL DEDUCTIONS

—

UNCOVER |\ Medical Insurance

BEIIEEWS ! Those employees who do not qualify for full District-paid insurance may choose to
purchase coverage, and all employees may purchase family coverage using

2 9 Tl monthly payroll deduction either pre-tax or taxable. Insurance rates are in effect

September 1st through August 31 of each year.

BLUE CROSS MEDICAL/VISION/DENTAL/EAP

Approved by the Board of Trustees, June 9, 2025. %

During the 2025-26 school year, Troy School District shall pay medical, dental, and vision insurance
for the employee who works minimum of 30 hours per week. The deductible shall be $2,000 on the
PPO plan, with a buy down to $500. Employee’s that enroll in the HSA medical option will have a
$3,300 deductible. The district will contribute $198.30/monthly into employee’s HSA pre-tax
account. If you enroll in the HSA you are not eligible for the HRA or FSA account.




Employees working under 30 hours per week, insurance coverage shall be prorated per FTE.

Employees, who will be paying for their dependent’s coverage, and retirees, under the age of 65,
shall be required to pay 100% of the medical premium with an additional premium to the Medical
Insurance Pool. Explanation of Benefits will need to be turned into Peak 1 Administration no later
than March 31 to be reimbursed for the previous year.

Medical Insurance Pool

$2000 deductible with buy down to $500
Medical Premium Only-Based on Monthly Premium Charge

Spouse 118.00
Child 53.10
Children 77.70
Family 152.45

Blue Cross of Idaho Premiums

Insurance rates effective September 1, 2025

PPO PPO HSA HSA

w/Dental Blue w/Dental Blue
Employee 1097.00 1110.48 898.70 912.18
(paid by District over
30 hours per week;
under 30 hours per
week prorated)
Spouse 1273.45 1289.20 994.00 1009.75
Child 586.80 599.30 463.00 475.50
Children 880.65 905.73 699.10 724.18
Family 1691.10 1729.33 1334.05 1372.28




Troy School District

Benefits at a Glance
9/1/2025 - 8/31/2026

Benefit information found here:

Blue Cross of Idaho Office Visits: (War‘l‘gor:ei:szeI::;:::;:y ' Employee Monthly Cost
2000 PPO PCP: $0 | $20 Copay | Specialty: $20 | $40 Copay
Deductible: Preventive Care Visits: 100% Rx Benefits: Employee $ -
Option 1 Individual $2,000 Diagnostic Lab & X-Ray: No charge first $100 G x. e;fSICS.
. eneric: opa!
Blue Cross of Idaho Family $4,000 then Ded. + Coins. X pay Employee + Spouse $ 1,236.45
. Hospital Services Preferred Brand: $30 Copay
2000 PPO Coinsurance: 10% ]
Inpatient: Ded. + Coins. Non-Preferred Brand: $45 Copay Employee + Child S 556.55
Out of Pocket Max: X ) el
Individual $3,500 Outpatient: Ded. + Coins. Specialty: $45 Copay
Family $7 0'00 Emergency Room: $100 Copay + Ded. + Coins. Employee + Children $ 814.00
amily »7, Maternity: Ded. + Coins.
Urgent Care: $20 | $40 Copay Employee + Family $ 1,596.95

Health Reimbursement Account (HRA Buydown)
Once employee incurs $500 Individual | $1,000 Family deductible related expenses, the HRA will reimburse up to 90% of eligible costs.
Reimbursement is not to exceed $1,350 Individual | $2,700 Family per calendar year.
HRA Buydown administered by Peakl1 Administration | (866) 315-1777 | mypeakl.com

Blue Cross of Idaho Office Visits: (Walgreens pharmacy is Employee Monthly Cost
HSA 3300 PCP: Ded. + Coins. | Specialty: Ded. + Coins. NOT in Network)
. Deductible: Preventive Care Visits: 100% Employee $ -
Option 2 Individual $3,300 Diagnostic Lab & X-Ray: Ded. + Coins. Rx Benefits:
Blue Cross of Idaho Family $6,600 Maternity: Ded. + Coins. Generic: 30% after Ded Employee + Spouse $ 957.00
:30% .
A . 9, i i
HSA 3300 Coinsurance: 30% H?smtal Services Preferred Brand: 30% after Ded. Employee + Child $ 43275
Out of Pocket Max: Inpatient: Ded. + Coins. Non-Preferred Brand: 30% after Ded
Individual $5,800 Outpatient: Ded. + Coins. L PR ! +Chi
Family $11,600 Emergency Room: Ded. + FOI“S' Specialty: 30% after Ded. Emplayee + Children > 03245
Urgent Care: Ded. + Coins. Employee + Family $ 1,239.90

Health Savings Account (HSA)
Health Savings Account (HSA) is only available for employees enrolled on the HSA Medical Plan. Employees enrolled on the HSA Medical Plan will receive a debit card and welcome kit in the mail. Troy School District will
contribute $198.30 per month to your Health Savings Account. You may also contribute pre-tax dollars to your Health Savings Account. Funds roll over each year and are owned 100% by the employee. 2025 IRS Limits for
contributions to an HSA are: Single $4,300 | Family $8,550. *Age 55+ can contribute an additional $1,000 per year. If you are on Medicare, you are not eligible for an HSA.

Health ings Account administered by Peakl Administration | (866) 315-1777 | mypeakl.com
Dental Options (Must be enrolled in Medical to be enrolled in Dental)
Dental Blue Connect (Willamette Dental) Employee Monthly Cost
No Deductible / No Annual Maximum
$20 Copay Per Visit Employee $ -
Option 1 ’ : . o
P Dlagnostlt_: & Preventive: Covered 100% Employee + Spouse s 48.65
Dental Blue Connect Fillings: Covered 100%
(Willamette) Root Canal: $100 - $175 (for a complete list of services/copays - refer to benefit summary) Employee + Child S 38.65
Porcelain Crowns: $250 Copay / Bridge: $250 Copay -
Comprehensive Orthodontia: $2,000 Copay Employee + Children $ 77.53
You must go to Willamette Dental clinics for treatment. There are no benefits payable outside of these clinics. Employee + Family $ 118.18
Blue Cross PPO Employee Monthly Cost
Deductible: $50 Indvidual | $150 Family
Annual Maximum Benefit: $1,250 Employee S -
Option 2 Diagnostic & Preventive: 100% PPO
Employee + Spouse 32.90
Blue Cross of Idaho Basic Services: 80% PPO ploy! pou s
PPO Major Services: 50% PPO Employee + Child S 26.15
Select any dentist in the Blue Cross of Idaho Dental Network. With Out-of-Network providers, you are responsible for cost difference between -
what Blue Cross of Idaho allows and what the Out-of-Network provider charges. Employee + Children $ 52.45
Employee + Family S 79.95
‘ Vision (Must be enrolled in Medical to be enrolled in Vision)
Employee Monthly Cost
VSP through Blue Cross of Idaho
Exam: Covered in full every 12 months $0 Copay Employee $ -
VSP Lenses: Covered in full every 12 months after $25 Copay Employee + Spouse s 4.10
Blue C £ Idah Frames: $130 Allowance every 12 months
peietossclicang Contacts (in lieu of frames | lenses): $130 Allowance every 12 months Employee + Child S 4.10
Laser Vision Correction: Average 15% off regular price or 5% off promotional price. -
Discounts available from contracted facilities. Employee + Children 5 14.20
Employee + Family S 14.20

Employer Paid Life Insurance and Accidental Dealth & Dismemberment mployer Paid Telemedicine Enhancement

All employees and their household family members are automatically enrolled in
this school district-paid telemedicine benefit. Employees have around the clock
access to doctors through AllyHealth. This telemedicine benefit will connect you
to a board certified doctor by video chat at no cost to you. Services include but
not limited to general medicine visits, mental health visits, family/pediatric visits,

medical bill review and negotiation. www.allyhealth.net to activate your
account.

Employee Life Benefits $15,000

United Heritage Spouse Life Benefits $5,000 AllyHealth
Life Insurance Children (6 months - 26 years) Life Benefit $2,000 Telemedicine

Children (less than 6 months) Life Benefit $100

REV 6/24/25



Troy School District

Employee Benefits at-a-glance
9/1/2025 - 8/31/2026

Long Term Disability (Voluntary - Employee Paid)
Per $100 Monthly Payroll

Under 25| $.10
s 25-29 | $.12
Long Term Disability (LTD) 3034 | $.14
United Heritage Elimination Period - 90 Days 35-39 | $.19
Monthly Income - 60% 40-44 | $.30
Occupation | Mental & Nervous | Substance Abuse Limitation - 24 Months 45-49 | $.43
Pre-Existing Conditions - 12-12-12 50-54 | $.59
55-59 | $.70
60-64 | $.70
65+ | $.70

Supplemental Life Insurance (Voluntary - Employee Paid)

Supplemental Life Insurance
Guaranteed up to $30,000. Can purchase up to $300,000 for employee, not to exceed 3x basic annual earnings.
Spouse coverage, up to 50% of the employee coverage amount. There is a $15,000 guaranteed issue for spouse,
$10,000 guaranteed issue for children 6 months to 26 years, and $1,000 coverage of children under 6 months old
(Guarantee for NEW Employees ONLY)

United Heritage

Voluntary Benefits (Employee Paid)

Benefits paid directly to the insured. Premiums are payroll deducted.

Short Term Disability - Replaces portion of your income due to illness, injury or pregnancy. Replaces up to
60% of gross monthly earnings for up to 6 months.

Group Accident - Helps offsent unexpected medical expenses like emergence room fees, deductibles, and

copayments that result from a fracture, dislocation or other covered accidental injury.
Colonial Life Critical lliness - Supplements your major medical coverage by providing a lump-sum benefit you can use to
pay the direct and indirect costs related to a covered critical illness.

Hospital Confinement - Provides a lump-sum benefit for a covered hospital stay or outpatient surgery to
help with the cost of copayments and deductibles.

Supplemental Life Insurance - Protects those who depend on you. It provides for loved ones so they can

maintain their standard of living, unexpected expenses, etc.




Flexible Spending Account (FSA)
Employees may participate in a flexible spending account, which allows for the pretax payment of
medical bills and dependent care. Enrollment must be arranged each year, prior to September 1.

Other Personal Deductions
Employees may request payroll deductions for PERSI Choice 401(k).

GENERAL INFORMATION

Certification and College Transcripts (certificated staff)

It is the certificated employee’s responsibility to have an original copy of the current Idaho Teaching
Certificate, and official transcripts of college work, on file at the District Office. Certification is
required by Idaho Code. The employee is also responsible for maintaining a current address at the
State Department of Education certification office. Renewal application forms are available online.

Verification of courses taken and credits earned must be submitted in writing (transcript) to the
district office and the State Department of Education by September 15" for advancement on the
salary schedule.

Movement on the Salary Schedule

If there is a possibility for movement on the teacher’s salary schedule, please inform the District
Office by April 1% to aid in determining budgets and benefits. Verification of the courses taken and
credits earned must be submitted by transcript to the District Office by September 15" in order for
the contract to reflect any resulting salary advancement.

School Lunch
Adult prices are $5.10 and extra milk is .75¢ per carton. Employees are expected to keep their
account current, but a maximum of THREE (3) charges is allowed.




Lunch Prices for 2025-26

K-6 Student Breakfast $1.95
K-6 Student Lunch 2.90
7-12 Student Breakfast 2.10
7-12 Student Lunch 3.20
Adult Breakfast 3.10
Adult Lunch 5.10
Extra Milk .75

Requisitions and Purchase Orders
Please be aware of the shipping charges when ordering from catalogs as they can exceed
your budget for the item ordered.

Receipt of Orders

When your order arrives, PLEASE check the quantities and condition of all merchandise
received to make sure everything has been delivered. Circle the quantity, sign and date the
packing slip and give it to your building secretary. If there is no packing slip in the package,
indicate items as “received” on the label or other paper, and sign and date the list.

If the packing slip or equivalent is not returned to the District Office, or if proper authorization
had not been received, you could be billed for the merchandise.

District Payment of Bills

The District pays bills only once a month. All invoices and statements are approved for payment by
the school board at their meetings on the second Monday of each month. Bills for payment should
be turned into the District Office no later than the Wednesday before each board meeting to allow
time for processing.

Telephone Use

Personal long-distance calls charged to the District are prohibited. If you must make a personal call
during working hours, please use your personal calling card or cell phone. In case of emergency,
please report the call to the District Office.




Dual Credit Course Teacher of Record Compensation Procedure

The District recognizes and values the contributions of teachers who serve as the Teacher of Record
for dual credit courses offered in partnership with College or University.

In accordance with the Memorandum of Understanding (MOU) between the District and the
College or University, the following procedure shall apply:

1. Eligibility

Teachers who are designated as the official Teacher of Record for an approved dual credit course
are eligible for compensation as outlined in the current MOU.

2. Designation Process

The designation of a Teacher of Record shall be confirmed jointly by the District and the
University, based on course requirements, subject area, and certification or credential requirements.

3. Compensation Terms

Payment for eligible teachers will be provided by the District upon completion of the duties
associated with the dual credit course and in accordance with the terms specified in the active
MOU. This may include fixed stipends, per-course payments, or other approved compensation
models.

e Clarification: "Completion of duties™ includes, but is not limited to:
o Delivery of the full course curriculum
o Submission of final grades to the University

o Fulfillment of any required university reporting or administrative responsibilities

o Participation in university-led training or meetings (if applicable)

Deductions: All applicable deductions, including required payroll taxes and benefits, will be
withheld from the compensation amount in accordance with District policy and applicable law.

4. Documentation and Verification

Teachers must ensure all required documentation is completed and submitted, including any forms
requested by the District or University to verify course delivery and Teacher of Record status.

5. Payment Schedule

Compensation will be disbursed according to the District’s regular payroll schedule annually in
June following verification of eligibility and confirmation that all required duties have been
fulfilled.



6. Alignment with MOU

This procedure is intended to reflect the terms and intent of the current MOU between the District
and the University.

7. Updates and Revisions
This procedure is subject to revision pending changes to the MOU, state regulations, or district
policy. The District will communicate any updates in a timely manner.

Dual Credit Course — Teacher of Record Checklist

To be completed and submitted to the Building Principal upon course conclusion for
stipend/payment processing. The completed form will then be forwarded to the District Office.

Teacher Information

e Name:

e Campus:

e Course Title:

e University Partner:

e Term (e.g., Fall 2025):

Course Delivery Duties

Please check each box to confirm completion:

# Task Completed

1 Delivered the full university-approved curriculum O

2 Maintained regular communication with university liaison or department [

3 Submitted student grades to the university by the required deadline O

4 Administered any university-mandated assessments or assignments O

5 Met course contact hour requirements O



Administrative Responsibilities

# Task Completed

6 Attended university-required training (if applicable) O
7 Submitted all required rosters or verification forms to the university O

8 Completed district documentation confirming Teacher of Record status [

9 Submitted all required documentation to District Office O
Final Sign-Off
e Teacher Signature: Date:
e Building Principal Signature: Date:

District Use Only

e Verification of Duties Complete: (I Yes [0 No

e Date Received:

e Payment Processed: [ Yes (O No

Processed by:




TROY SCHOOL DISTRICT 287
2025-2026

SALARY MATRIX

3% Base Increase

Experience BA FTE BA+15 FTE BA+30 FTE BA+45 FTE BA+60 FTE " FTE
$ per FTE S per FTE $ per FTE MA $ per FTE MA+15 $per FTE MA+30 $ perFTE
1 1.000 40,341 1049 42318 1008 44,294 1147 46,271 1196 48,248 1.245 50,225
50,262 50,252 50,252 50,252 50,252 50252
2 1049 42318 1008 44,204 1147 46,271 1196 48,248 1245 50,225 1.204 52,201
50,252 50,252 60,252 50.260' 50,262
3 1.098 44294 1147 46271 1196 48,248 1.245 50,225 1294 52,201 1343 . 54178
50,252 50,252 50,252 50,252
4 1147 46271 1196 48248 1245 50,225 1294 52,201 - 1343 54178 1.392 56,155
150,252 50252 50,252
5 1196 | 48,248 1245 50,225 1294 52,201 - 13 54178 1392 56,155 1441 58,131
50,252 80.252
6 1245 | 50,225 1294 52201 1343 54178 1392 56,155 1441 58,131 1.490 60,108
50:252:
7 1294 © 52,201 1343 54178 1392 56,155 1,441 58,131 1490 60,108 1539 62,085
8 1343 54178 1392 56,155 1444 58131 1490 60,108 1539 62085 1588« 64,061
9 1.441 58,131 1490 60,108 1539 62,085 1588 64,061 1,637 66,038
10 1539 62,085 1588 64,061 1637 66,038 1,686 68,015
1 1588 64,061 1637 66,038 1.686 68,015 1,735 69,992 .
12 1637 66,038 1686 68,015 1735 69,992 1.784 71,968 .
13 1735 69,992 1784 71,968 1833 73,945 5
14 1784 71.968 1833 73945 1882 75922
15 1882 75922 1931 77,898
16 1931 77,898 1,980 79,875
17 2029 81852

6/10/2025



Appendix B

2025-2026 Extracurricular Salary Schedule

COACHING: CLASS ADVISORS:
High School: Senior or Junior Class —-—---
Girls & Boys Basketball 5,083
Football 4,707 OTHER ADVISORS:
Volleyball 4,707 FFA
Assistant Basketball, Football, & Volleyball - 3,389 BPA
Tennis, Track, Cross Country, Baseball, Drama Club
Softball 3,956
Honor Society
Assistant Tennis, Track, Cross Country,
Softball, Baseball 2,635 THS Quiz Bowl Advisor —---—---—-
TES Quiz Bowl Advisor --------—---—
JUNIOR HIGH:
Student Council Advisor -----=------
If the majority of the coaching is done
outside the regular P.E.program ----—— -— 2,070 Concessions Advisor --—--——-—---—--=-
If coaching is part of the regular P.E. Cheerleading
program 1,544
Assistant Coach 1,386
MUSIC:
Pep Band, Concerts, Festivals ——-——- - 1,359
ATHLETIC DIRECTOR: 5,147

1,394

4,143
3,390
2,675

903

2,260

1,505

1,317

3,766

2,519



TROY SCHOOL DISTRICT 287 Classified Salary Schedule APPROVED 06.09.25

2025-2026
STEP A B C D E
1 15.08 19.10 20.10 22.11 30.15
2 15.53 19.67 20.70 22.77 31.05
3 15.99 20.26 21.32 23.46 31.99
4 16.47 20.87 21.96 24.16 32.95
5 16.97 21.49 22.62 24.88 33.93
6 17.48 22.14 23.30 25.63 34.95
7 18.00 22.80 24.00 26.40 36.00
8 18.54 23.48 24.72 27.19 37.08
9 19.10 24.19 25.46 28.01 38.19
10 19.67 24.91 26.23 28.85 39.34
11 20.26 25.66 27.01 29.71 40.52
12 20.87 26.43 27.82 30.61 41.73
13 21.49 27.22 28.66 31.52 42.99

(3% increase annually)

A. Custodian/Aides/Grounds/Librarian Tech/Food Service Aides/
Paraprofessional
. Office Support
Bus Driver
. Directors (Maintenance/Food Service/Transportation/Admin Secretary)
. District Office Staff (IT, BusMgr, Clerk, Admin Assistant)

mOOw

Longevity:
20-24 years service $1,500/ year
25-29 years service $1,500/year
30+ years service $1,500/year
(Cumulative)

Substitute Teachers Salary Schedule

$100 per day plus Lunch



NOTICES

SEXUAL HARASSMENT / SEXUAL INTIMIDATION IN THE WORKPLACE

According to the Equal Employment Opportunity Commission, sexual harassment is defined as unwelcome
sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, including
unwanted touching, verbal comments, sexual name calling, gestures, jokes, profanity, and spreading of sexual
rumors.

The District shall do everything in its power to provide employees an employment environment free of
unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct or
communications constituting sexual harassment, as defined and otherwise prohibited by state and federal law.
In addition, Principals and Supervisors are expected to take appropriate steps to make all employees aware
of the contents of this policy. A copy of this policy will be given to all employees.

District employees shall not make sexual advances or request sexual favors or engage in any conduct of a
sexual nature when:
1. Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual's employment;
2. Submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual; or
3. Such conduct has the purpose or effect of substantially interfering with the individual’'s work
performance or creating an intimidating, hostile, or offensive working environment.
Sexual harassment prohibited by this policy includes verbal or physical conduct. The terms “intimidating”,
“hostile”, or “offensive” include, but are not limited to, conduct which has the effect of humiliation,
embarrassment, or discomfort. Sexual harassment will be evaluated in light of all of the circumstances.

Aggrieved persons who feel comfortable doing so, should directly inform the person engaging in sexually
harassing conduct or communication, that such conduct or communication is offensive and must stop.

Employees who believe they may have been sexually harassed or intimidated should contact the Title IX
coordinator or an administrator, who will assist them in filing a complaint. An individual with a complaint alleging
a violation of this policy shall follow the Uniform Grievance Procedure.

Investigation

When an allegation of sexual harassment is made of any employee, the designated school officials will take
immediate steps to: (1) Protect the grievant from further harassment; (2) Discuss the matter with and obtain a
statement from the accused and his representative, if any; (3) Obtain signed statements of withesses; (4)
Prepare a report of the investigation.

Confidentiality

Due to the damage that could result to the career and reputation of any person falsely or in bad faith accused
of sexual harassment, all investigations and hearings surrounding such matters will be designed to the
maximum extent possible to protect the privacy of, and minimize suspicion towards, the accused as well as
the complainant. Only those persons responsible for investigating and enforcing this policy will have access
to confidential communications. In addition, all persons involved are prohibited from discussing the matter
with co-workers and/or other persons not directly involved in resolving the matter.

A violation of this policy may result in discipline, up to and including discharge. Any person making a knowingly
false accusation regarding sexual harassment will likewise be subject to disciplinary action, up to and including
discharge.



COMPUTER NETWORK REGULATIONS
Policy 5325, 5330, 5335

Troy School District 287
PERSONNEL 5325

Employee Use of Social Media Sites, Including Personal Sites

Because of the unique nature of social media sites, such as Facebook and Twitter, and
because of the District's desire to protect its interest with regard to its electronic records,
the following rules have been established to address social media site usage by all
employees:

Protect Confidential and Proprietary Information

Employees shall not post confidential or proprietary information about the District, its
employees, students, agents, or others. The employee shall adhere to all applicable
privacy and confidentiality policies adopted by the District or as provided by State or
federal law.

Do Not Use the District's Name, Logos, or Images

Employees shall not use the District logos, images, iconography, etc. on personal social
media sites. Nor shall employees use the District name to promote a product, cause,
political party, or political candidate. Nor shall employees use personal images of
students, names, or data relating to students, absent written authority of the parent of a
minor or authority of an adult or emancipated student.

Respect District Time and Property

Limited Use of Social Media on District EQuipment Permitted

Employees will use e-mail and social media for personal purposes only during non-work
times, such as during lunch or before or after school. Employees are prohibited from
downloading the TikTok app or visiting the TikTok website on any District device or
using internet access provided by the District. Any use of permissible social media sites
must occur during times and places that the use will not interfere with job duties,
negatively impact job performance, or otherwise be disruptive to the school environment
or its operation.

On Personal Sites

If you identify yourself as a District employee online, it should be clear that the views
expressed, posted, or published are personal views, not necessarily those of the District,
its Board, employees, or agents.



Opinions expressed by staff on a social networking website have the potential to be
disseminated far beyond the speaker’s desire or intention, and could undermine the public
perception of fitness of the individual to educate students, and thus undermine teaching
effectiveness. In this way, the effect of the expression and publication of such opinions
could potentially lead to disciplinary.

action being taken against the staff member, up to and including termination or
nonrenewal of the contract of employment

Keep Personal and Professional Accounts Separate

Staff members who decide to engage in professional social media activities will
maintain separate professional and personal email addresses. Staff members will not
use their District email address for personal social media activities. Use of District
email for this purpose is prohibited and will be considered a violation of District policy
that may result in disciplinary action.

Contact with Students

Although it is desired that staff members have a sincere interest in students as
individuals, partiality and the appearance of impropriety must be avoided. Pursuant to
the Code of Ethics for Idaho Professional Educators, individuals shall maintain a
professional relationship with all students, both inside and outside of the classroom.
Excessive informal or social involvement with students is therefore prohibited. This
includes:

1. Listing current students as “friends” on networking sites wherein personal
information is shared or available for review which results in the certificated professional
employee not maintaining the Code of Ethics requiring professional relationships with
students both inside and outside the classroom;

2. Contacting students through electronic means other than the District’s email
and telephone system;

3. Coaches electronically contacting a team member or members without including all
team members in the communication;

4. Giving private cell phone or home phone numbers to students without prior
approval of the District; and

5. Inappropriate contact of any kind including via electronic media.

Nothing in this policy prohibits District staff and students from the use of education
websites or use of social networking websites created for curricular, co-curricular, or
extracurricular purposes where the professional relationship is maintained with the
student.

Failure to maintain a professional relationship with students, both inside and outside of a
classroom setting, including interaction via social networking websites of any nature, e-
mailing, texting, or any other electronic methods will result in the required reporting of
such conduct to the Professional Standards Commission by the District's Administration.



Rules Concerning District-Sponsored Social Media Activity

If an employee wishes to use Facebook, Twitter, or other similar social media sites to
communicate meetings, activities, games, responsibilities, announcements etc., for a
school- based club or a school-based activity or an official school-based organization, the
employee must also comply with the following rules:

1. The employee must set up the club, activity, etc. as a group list which will be “closed
and moderated”;

2. The employee must set up mechanisms for delivering information to students that are
not members of the group via non-electronic means;

3. Members will not be established as “friends” but as members of the group list;

4. Anyone who has access to the communications conveyed through the site may only
gain access by the permission of the employee. Persons desiring to access the page
may join only after the employee invites them and allows them to join;

5. Parents shall be permitted to access any site that their child has been invited to join
Parents shall report any communications by students or school personnel they believe
to be inappropriate to District administration;

6. Access to the site may only be permitted for educational purposes related to the
club, activity, organization, or team;

7. The employee responsible for the site will monitor it regularly;

8. The employee’s supervisor shall be permitted access to any site established
by the employee for a school-related purpose;

9. Employees are required to maintain appropriate professional boundaries in the
establishment and maintenance of all such District-sponsored social media activity. This
includes maintaining a separation between the school activity pages and employees’
personal social media profiles and pages;

10. Postings made to the site must comply with the District’s Policy 5335 Employee Use of
Electronic Communications Devices; and

11. The Superintendent reserves the right to shut down or discontinue the group if
they believe it is in the best overall interest of the students.

Cross References:5335 Employee Use of Electronic Communications
Devices
3270P Acceptable Use of Electronic Networks



Legal Reference: IC 8§ 18-6726 TikTok Use by State Employees on a State-Issued
Device

Prohibited
IDAPA 08.02.02.076 Code of Ethics for Idaho Professional Educators Idaho Executive
Order 2022-06

Policy History:

Adopted on:

1/8/2024

Revised on: 12/11/2023
Reviewed on: 12/11/2023




Troy School District 287
PERSONNEL 5330

Employee Email and Online Services Usage

Internet access and interconnected computer systems may be available to the
District’s faculty. Electronic networks, including the internet, are a part of the District’s
instructional program in order to promote educational excellence by facilitating
resource sharing, innovation, and communication.

Staff may, consistent with the computer use policies of the District and the District’s
educational goals, use approved internet sites throughout the curriculum.

The District email and internet systems are provided for educational purposes only. The
District’s electronic network is part of the curriculum and is not a public forum for general
use.

Uses

Use for other informal or personal purposes is permissible within reasonable limits
provided it does not interfere with work duties and complies with District policy. All
email and internet records are considered District records and should be transmitted
only to individuals who have a need to receive them and only relating to educational
purposes. Staff has no expectation of privacy in any materials that are stored,
transmitted, or received via the District’s electronic network or District computers. The
District reserves the right to access, monitor, inspect, copy, review, and store, at any
time and without prior notice, any and all usage of the computer network and internet
access and any and all information transmitted or received in connection with such
usage, including email and instant messages.

Unacceptable Uses of Network

The following are considered examples of unacceptable uses and constitute a violation
of this policy. Additional unacceptable uses can occur other than those specifically
listed or enumerated herein:

1. Uses that violate the law or encourage others to violate the law including local,
State, or federal law; accessing information pertaining to the manufacture of
weapons; intruding into the networks or computers of others; and downloading or
transmitting confidential, trade secret information, or copyrighted materials;

2. Uses that cause harm to others or damage their property, person, or reputation,
including but not limited to engaging in defamation; employing another’s password or
some other user identifier that misleads message recipients into believing that
someone other than you is communicating; reading or sharing another person’s
communications or personal information; or otherwise using their access to the



network or the internet;

3. Uploading a worm, virus, other harmful form of programming or vandalism;
participating in hacking activities or any form of unauthorized access to other
computers, networks, or other information. Staff will immediately notify the school's
system administrator if they have identified a possible security problem;

4. Downloading the TikTok app or visiting the TikTok website;

5. Uses amounting to harassment, sexual harassment, bullying, or cyber-bullying
(defined as using a computer, computer system, or computer network to convey a
message in any format that is intended to harm another individual);

6. Uses that jeopardize the security of access and of the computer network or other
networks on the internet; uses that waste District resources;

7. Uses that are commercial transactions, including commercial or private advertising;

8. The promotion of election or political campaigns, issues dealing with private
or charitable organizations or foundations, ballot issues, or proselytizing in a way
that presents such opinions as the view of the District;

9. Sending, receiving, viewing, or downloading obscene materials, materials harmful
to minors, materials that depict the sexual exploitation of minors, or other
inappropriate materials;

10. Sharing one’s password with others or allowing them to use one’s account;

11. Downloading, installing, or copying software or other files without authorization of
the
Superintendent or the Superintendent’s designee;

12. Posting or sending messages anonymously or using a name other than one’s own;

13. Attempting to access the internet using means other than the District network
while on campus or using District property;

14. Sending unsolicited messages such as advertisements, chain letters, junk mail, and
jokes;

15. Sending emails that are libelous, defamatory, offensive, or obscene;

16. Notifying patrons or the public of the occurrence of a school election by providing
anything other than factual information associated with the election — such as
location, purpose, etc. Such factual information shall not promote one position over
another;

17. Forwarding or redistributing the private message of an email sender to third parties
or giving the sender’s email address to third parties without the permission of the
sender; and/or



18. Downloading or disseminating copyrighted or otherwise protected works
without permission or license to do so.

Records

District records, including email and internet records may be subject to public records
requests, disclosure to law enforcement or government officials, or to other third parties
through subpoena or other processes. The Superintendent or their designee may
review any and all email of any employee, at any time, with or without cause.
Consequently, employees should always ensure that all information contained in email
and internet messages is accurate, appropriate, and lawful. When sending student
records or other confidential information by email, staff shall be aware of

the security risks involved and shall take all steps directed by the Internet Safety
Coordinator to

reduce such risks.

The Internet Safety Coordinator shall provide direction to staff on how to send student
records or other confidential information by email in a secure manner.

When communicating with students and parents by email, employees should use
their District email rather than a personal email account. Email and internet messages
by employees may not necessarily reflect the views of the District. Abuse of the email
or internet systems, through excessive and/or inappropriate personal use, or use in
violation of the law or District policies, will result in disciplinary action, up to and
including termination of employment.

Privacy

While the District does not intend to regularly review employees’ email and internet
records, employees have no right or expectation of privacy in their use of email or the
internet via devices or internet access provided by the District, and the District may
review any and all email of any employee, at any time, with or without cause.
Depending upon content, email and internet communications may potentially be
disclosed to any member of the public through a public records request.

Internet Access Conduct Agreements

Each staff member will be required to sign the Procedure 5330F Employee Electronic
Mail and

Online Services Use Policy Acknowledgment upon the adoption of this policy or upon
hiring.

Warranties/Indemnification

The District makes no warranties of any kind, express or implied, in connection
with its provision of access to and use of its computer networks and the internet
provided under this policy. The District is not responsible for any information that
may be lost, damaged, or unavailable when using the network, or for any



information that is retrieved or transmitted via the internet. The District will not be
responsible for any unauthorized charges or fees resulting from access to the
internet, and any user is fully responsible to the District and shall indemnify and
hold the District, its Trustees, administrators, teachers, and staff harmless from
any and all loss, costs, claims, or damages resulting from such user’s access to its
computer network and the internet, including but not limited to any fees or charges
incurred through purchases of goods or services by the user.

Violations

If any staff member violates this policy, they may be subject to disciplinary action. The
system administrator and/or the Internet Safety Coordinator and/or the building
principal will make all decisions regarding whether or not a user has violated this
policy and any related rules or regulations. Actions which violate local, State, or
federal law may be referred to the local law enforcement agency.

Cross References: 5290 Political Activity-Staff Participation
5325 Employee Use of Social Media Sites, Including
Personal

Sites

Legal Reference: IC 8§ 18-6726 Tik Tok Use by State Employees on a State-Issued
Device
Prohibited
Idaho Executive Order 2022-06
Board of County Commissioners v. [daho Health Fac. Auth., 531 P.2d 588 (1975)

Other Reference: Idaho Attorney General Opinion No. 95-07 (“What are the
limitations on loaning and/or sharing State of Idaho employees or facilities to or with
private charitable foundations?”) (available at:
https://www.ag.idaho.gov/content/uploads/2017/12/1995.pdf)

Policy History:

Adopted on:

11/10/08

Revised on: 12/11/2023, 1/8/2024
Reviewed on: 12/11/2023




Troy School District 287
PERSONNEL 5335

Employee Use of Electronic Communications Devices

The Board recognizes that employees may carry electronic communications devices,
either District-issued or personally owned, and hereby adopts this policy.

District-Issued Communications Devices

Communication devices issued by the District may include, for example, cellular
telephones; walkie-talkies; laptop computers; and citizens band radios, either
installed in vehicles or hand- held.

Employees in receipt of District-issued equipment shall be held responsible for the
safekeeping of the equipment and for the exercise of reasonable efforts to see that
the equipment is not lost, stolen, or damaged. Reckless or irresponsible use of
District equipment resulting in loss or damage may result in the employee having to
reimburse the District for any associated costs of replacement or repair.

Any such devices issued shall be with the expectation that they are to be used, almost
exclusively, for District-related business purposes and are not intended for personal
use except in emergencies involving employee health or safety.

Staff members shall refrain from downloading the TikTok app onto any District issued
device. If TikTok has already been downloaded onto a device issued to a staff
member, they shall delete the app or seek assistance from District technology
personnel OR the building principal in deleting it. The District shall take measures to
prevent the downloading of TikTok or accessing of the TikTok website onto any District
devices or via the District’s electronic network.

District-issued equipment shall be used in a manner that does not disrupt

instruction or other work-related activities unless there is a reason of personal
health or safety involved.

Any District-issued equipment is to be surrendered to the District immediately
upon request.

Personally-Owned Communications Devices

Employees may carry and use personally-owned electronic communication devices
during the school day on school property Except that

Personally, owned hand-held citizens band radios, portable police scanners, and
long or short- range walkie-talkies should not be used or carried by employees on
school property during the school day unless by specific permission of their



immediate supervisor based on a personal health or safety need.

Personal electronic communications devices should not be used during the
employee’s normal duty times to send or receive messages of a personal nature, but
such use is allowable during normal break times, lunch times, and preparation times.
Use of personal electronic communication devices should be curtailed during
instructional time or at school-sponsored programs, meetings, in-services,
parent/guardian conferences, or any other time when there would be a reasonable
expectation of quiet attentiveness.

Any employee violating the above rules may be subject to disciplinary action.

Legal Reference: IC § 18-6726 Tik T o k Use by State Employees on a State-Issued
Device Prohibited Idaho Executive Order 2022-06

Policy History:

Adopted on:

11/10/08

Revised on: 1/8/2024
Review on: 12/11/2023




Troy School District
SD287 Network Access Release Form

As a condition of my privilege to use the SD287 Network to access public networks such as the Internet, |
understand and agree with the following:

1.
2.

To follow the SD287 Network Acceptable Use Procedures and Code of Conduct.

Network administrators have the right to review any material stored on SD287 Network
servers/computers and to edit or remove any material which they, in conjunction with school
administrators, believe may be unlawful, obscene, abusive, or otherwise objectionable and | hereby
waive any right of privacy which | may otherwise have to such material.

The Troy School District will not be liable for any direct or indirect, incidental, or consequential
damages due to information obtained via use of the SD287 Network, including, without limitation,
access to public networks.

The Troy School District does not warrant that the functions of SD287 Network or any of the
networks accessible through SD287 Network will meet any specific requirements you may have,
or that SD287 Network will be error free or uninterrupted.

The Troy School District shall not be liable for damages (including lost data or information) with the
use, operation, or inability to use SD287 Network.

The use of the SD287 Network, including use to access public networks, is a privilege which may
be revoked for violation of the SD287 Network Acceptable Use Procedures and Code of Conduct.
Network administrators and or district administrators decide what constitutes a violation of the
SD287 Network Acceptable Use Procedures or Code of Conduct.

In consideration for the privilege of using the SD287 Network and in consideration for having access
to the public networks, | hereby release Troy School District, its operators, and any institutions with
which they are affiliated from any and all claims and damages of any nature arising from my use,
or inability to use, the-SD287 Network.

The Troy School District cannot guarantee that students will not encounter objectionable material.

Troy School District
SD287 Network Code of Conduct

Use of the Troy School District Network (SD287 Network), and public networks such as the Internet, by
students and staff of the Troy School District shall be in accordance with the District's Acceptable Use
Procedures* and this Code of Conduct.

1.
2.

3.

4,

5.

6.

Be ethical and courteous. Do not send hateful, harassing, obscene, or discriminatory messages.
Respect the files and data of other users. Do not change or copy files/data of others without their
permission in writing.

Treat anything created by others (information, graphics, music, sounds, projects, etc.) as their
private property. Respect copyrights.

Use the network in a way that does not disrupt its use for others. Do not destroy, change, or misuse
the hardware or software in any way. Do not develop or distribute programs that invade other
computers, computer systems, or networks. Do not "hack" the system.

Use the SD287 Network and the Internet for educational purposes. Do not use the network to
access or create inappropriate material or for commercial purposes.

Respect and protect the privacy of all users. Do not allow others to use your ID card, password,
etc. Do not use anyone else's ID card, password, etc.

The SD287 Network is the property of the Troy School District and is to be used for academic or
administrative purposes only. The district reserves the right to remove a user's account if it is determined
that the user is engaged in unauthorized activity or is violating this code of conduct.



DRUG FREE WORKPLACE NOTICE TO EMPLOYEES

YOU ARE HEREBY NOTIFIED that it is a violation of the policy of the Troy School District No. 287 for any
employee to unlawfully manufacture, distribute, dispense, possess or use on or in the workplace any
narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana or any other controlled substance,
as defined in schedules | through V of Section 202 of the Controlled Substances Act (21 U.S.C. 812) and
as further defined by regulation at 21 CFR 1300.11 through 1300.15.

“Workplace” is defined as the site for the performance of work done in connection with a federal grant. That
includes any school building or any school district premises; any school-owned vehicle or any other school-
approved activity, event or function, such as a field trip or athletic event, where students are under the
jurisdiction of the school district.

YOU ARE FURTHER NOTIFIED that it is a condition of your continued employment that you will comply
with the above policy of the school district and will notify your supervisor of your conviction under any
criminal drug statute for violation occurring in the workplace. Such notification shall be no later than five
days after such conviction.

Any employee who violates the terms of the school district’s drug-free workplace policy may be suspended,
discharged, or non-renewed in accordance with the provisions of board policy and state law.

An employee shall be required to satisfactorily complete a drug rehabilitation or treatment program
approved by the Board, at the employee’s expense, as a condition of reinstatement.

Substance-Free Schools
Use of tobacco products, alcohol, or illicit drugs is prohibited on school property and at school activities.

FAMILY AND MEDICAL LEAVE

Family and Medical Leave is authorized for an eligible employee for up to 12 weeks each year for birth,
adoption or foster care placement of a child, the need to care for a child, spouse or parent with a serious
health condition, or for the employee’s health condition which makes him or her unable to perform the
essential functions of his or her job.(Eligible employee defined: An employee who has been employed for
their employer at least 12 month, worked at least 1250 hours over the past twelve months and work at a
location where the company employs 50 or more employees within 75 miles.)

Family and Medical Leave are offered without pay. However, to the extent the employee also qualifies for
and elects to use sick leave, annual leave or shared leave during part or all of the time absent from work,
family and medical leave may be taken with pay.

An employee planning to take Family and Medical Leave is expected to provide the District Office at least
30 day notice when the condition for which leave is taken is known in advance; otherwise, as much notice
as is practical.

The District requires (through the employee or the employee’s representative) certification from the health
care provider of medical necessity for treatment or care giving which is the basis of the request for medical
leave, as well as a return-to-work release from the health care provider, for employees who have been on
medical leave due to their own serious health condition. Family Medical Leave may be taken continuously,
intermittently, or via a reduced work schedule with the written approval of the Superintendent.

Health benefits are continued by the District for benefits-eligible employees during 3 months while on Family
and Medical Leave (FML), but the cost of health benefits may be recovered by the District from employees
who do not return to work following FMLA without pay. If FMLA is taken without pay, the employee must
make arrangements with the District Office to pay dependent health premiums or other employee
contributions.

Upon returning to work from an authorized Family and Medical Leave, an employee will normally be
assigned to the same position. In unusual circumstances, and preferably after advance consultation with
the employee, the employee may be reassigned to a similar position for which he or she qualifies.

FMLA forms for employee application and health care provider certification are available from the District
Office.

Personnel who are employed principally in an instructional capacity may be required to extend their leave
to coordinate with the end of a term, and such extended leave is counted against the teacher’'s FMLA



allotment. If the employee’s FMLA allotment expires during the extension, the additional time is
nevertheless deemed FMLA leave. See District Policy for details.

If intermittent leave or reduced leave schedule is foreseeable based on planned medical treatment, the
employee may be transferred temporarily to an available alternate position. If a teacher does not give the
School Board the required 30-day notice for intermittent leave or a reduced leave schedule which is
foreseeable, he or she must delay the taking of leave until the notice provision is met. If a teacher takes
intermittent leave or a reduced leave schedule which is for more than 20% of the normal working days over
the period of the leave, that teacher must take the entire period as FMLA leave.

Any employee who takes leave under this policy for the intended purpose of the leave shall be entitled, on
return from leave, to be restored to his or her former job, or to be placed in an equivalent position with
equivalent benefits, pay and other terms and conditions of employment. The taking of leave under this
policy shall not result in the loss of any employment benefit accrued before the date on which the leave
began.

The District may decline such position restoration to salaried employees who are among the highest paid
10% of the school system’s employees under certain conditions. See District Policy for details.

Upon returning from an approved leave of absence granted as a result of an employee’s own serious health
condition, the employee must present written medical certification from his or her medical care provider,
stating that the employee is able to perform the essential functions of the job with or without reasonable
accommodation.

EQUAL EMPLOYMENT OPPORTUNITY AND NON-DISCRIMINATION

The District shall provide equal employment opportunities to all persons, regardless of their race, color,
religion, creed, national origin, sex, age, ancestry, marital status, military status, citizenship status, use of
lawful products while not at work, physical or mental handicap or disability, if otherwise able to perform the
essential functions of the job with reasonable accommodations, and other legally protected categories.

The District will make reasonable accommodation for an individual with a disability known to the District, if
the individual is otherwise qualified for the position, unless the accommodation would impose an undue
hardship upon the District.

Inquiries regarding discrimination should be directed to the Superintendent. Specific written complaints
should follow the Uniform Grievance Procedure.

Accommodating Individuals with Disabilities

Individuals with disabilities shall be provided a reasonable opportunity to participate in all school-sponsored
services, programs, or activities on an equal basis to those without disabilities and will not be subject to
illegal discrimination. The District will provide auxiliary aids and services where necessary to afford
individuals with disabilities equal opportunity to participate in or enjoy the benefits of a service, program, or
activity.

This institution is an equal opportunity provider.





