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I. Contract Days 
 

The number of contract days for support staff employees is typically 178 days unless 
otherwise specified in individual contracts.  Due to parent/teacher conferences and staff 
in-services, the actual number of attendance days may vary from year to year.  The 
number of attendance days is determined each year by the District’s Board of Education. 

 
II. Evaluations 
 

Evaluation of classified employees on their skills, abilities, and competence shall be an 
ongoing process supervised by the superintendent.  The goal of the formal evaluation of 
classified employees is to maintain classified employees who meet or exceed the 
Board's standards of performance, to clarify each classified  employee's role, to ascer-
tain the areas in need of improvement, to clarify the immediate priorities of the Board, 
and to develop a working relationship between the administrators and other employees. 

 
III. Health and Safety 
 

The District will endeavor to maintain safe, healthy, working conditions in the school and 
shall remedy unsafe and unhealthy conditions, to the extent that it is financially possible, 
as soon as the allegedly unsafe and/or unhealthy conditions are brought to its attention. 
 
The District shall furnish special protective clothing (not items of clothing which do not 
have special limited use such as safety shoes) and special protective devices (not 
devices which do not have special limited use such as safety glasses) when such 
protective clothing and devices are specifically required by the District.  The individual 
employee is responsible for each item of clothing and each device as set out above, and 
no replacement will be furnished by the District except for the return of such an item 
made unusable by being worn out only through the use for which it was required. 
 
No employees shall be asked or required to search for a bomb. 

 

IV. Holidays 
 

Employees will receive three (3) paid holidays per year (Good Friday, Labor Day, and 
Thanksgiving Day) unless an individual contract specifies otherwise.  If a paid holiday 
falls on a weekend day, the paid holiday shall be the date as deemed by the District’s 
Board of Education. 

 
V. Insurance 
 
 All employees scheduled for thirty-seven (37) hours or more of service during a five (5) 
 day work week, including those on sick leave or other paid leave approved by the 
 Superintendent or his/her designee, shall be eligible for the following: 



 

A. Each eligible employee and his/her immediate family members shall be covered by a 
Health and Major Medical Policy. 
 

1. The District shall assume the full cost of premiums for single coverage.  Employees will 
pay one hundred dollars ($100.00) per month towards the cost of family coverage for 
employees with immediate family members.  When more than one qualifying District 
employee constitutes a family as defined by the insurance provider, one family plan will be 
provided for them. 

2. The District shall provide a health and major medical plan with equivalent of the Blue 
Cross/Blue Shield of Iowa Co-Pay 1000 with Alliance-Select.  Employees have the option 
of buying the Blue Cross/Blue Shield of Iowa Protector 100 or Co-Pay 500 with Alliance-
Select. 

3. Whenever the present plan or carrier is changed, benefits must be equal to or better than 
those cited in 16.1(A) (2) of the NCEA’s Master Contract. 
 

B. Each eligible employee shall be covered by a long term disability insurance.  Benefits 
shall begin after an elimination period of the employee’s accumulated sick leave at 
sixty-six and two-thirds percent (66 2/3%) to age sixty-five (65). 
 

1.  Employees shall participate in and pay the full cost of long term disability  insurance by 
 payroll deduction. 
 

C. An eligible employee on an unpaid leave of absence may remain on the District’s 
health/major medical insurance plan if they agree to make the payments for the plan 
(family or single) they are on.  The District/employee will resume payments when the 
employee returns to work.  (Work is here by defined as thirty-seven (37) hours or 
more of service during a five (5) day work week. 
 

D.  The Board-provided insurance programs shall be for twelve (12) consecutive months, 
 beginning July 1st and ending June 30th.  Employees new to the District shall be 
covered by Board-provided insurance no later than one (1) month following the initial 
day of service, unless the insurance agreement stipulates coverage at an earlier date. 
 

E.  The Board shall provide each eligible employee with a description of the insurance 
coverage provided herein within ten (10) days of the beginning of the school year, or 
date of employment. 
 

F. In the event that an eligible employee, absent because of illness or injury, has 
exhausted sick leave accrual, the above mentioned benefits shall continue throughout 
the balance of the contract year. 
 

G. The technical, notification, claim, and other procedures or restrictions of this plan, 
carrier, successor plan or successor carrier shall be deemed controlling not 
withstanding any provisions of the Agreement. 
 
 



All eligible employees shall be covered by a school-financed term life insurance policy.  
The District shall pay the full cost of $26,000 term life insurance policy for each eligible 
employee under the group policy. 
 
Employees driving students by District authorization in their own cars for District 
sponsored activities shall be covered with the liability and medical insurance provided 
school bus drivers. 

 

VI. Leave of Absence 
 
An employee may receive pay for sick leave.  Sick leave may be interpreted to mean 
personal illness (including maternity), quarantine at home, or serious illness or death in 
the immediate family.   For purposes of this section, “immediate family” shall include 
parents, spouse, and children.  Time, not to exceed ten (10) days in any one year, may 
be used in case of serious illness in the immediate family.  At the superintendent’s 
discretion, additional days may be granted for other family not identified in this paragraph.  
Time off shall be charged to the employee’s sick leave.  The request for sick leave must 
be submitted to the superintendent. 
 

A. Each part-time employee will be credited with a total of fifteen (15) days of current 
personal sick leave at the beginning of each school year unless otherwise stated in 
his/her contract.  Full-time employees will be credited with a total of fifteen (15) days 
of current personal sick leave at the beginning of each school year. 
 

B. During personal illness, unused sick leave may be accumulated from year to year, but 
accumulated past sick leave and credited current personal sick leave shall not be 
more than a total of 120 days for part-time employees.  Full-time employees may 
accumulate up to 120 days. 
 

C. An employee may receive, during personal illness, current and accumulated sick 
leave days and be paid for such days on the following conditions: 
 

1. Such illness must necessitate absence from work on the day or days; 
2. If the Board questions the length of absence of any employee, the employee may be asked to 

present a doctor’s statement documenting the problem as much as possible; 
3. The Board may also require a physical examination by a licensed physician (medical doctor or 

osteopath) of the employee’s choosing, in which event, the cost of the exam will be paid by the 
District, and will present reasonable evidence (including the doctor’s statement) of the illness 
and the necessity for absence; 

4. The Board may require additional examinations, at its expense, by physicians of its choosing; 
5. The employee must notify the employee’s building principal as soon as possible as to his/her 

illness and the necessity for absence. 

 

D. Employees will be given an accounting of accumulated sick leave sick leave days on 
his/her monthly paycheck. 
 

E. If an employee’s illness is due to an accident on school property or in the line of 
school duty, the employee must use accumulated leave for said illness or injury, and 



from such leave will be deducted any lost work pay compensation received under 
Workmen’s Compensation.  The time charged against accumulated leave shall be in 
proportion to the amount of money required to supplement Workmen’s Compensation 
payments. 
 

F. The District may, following an absence because of illness, accident, or hospitalization, 
require reasonable evidence of the ability to return to work, duties, and responsibilities 
as follows:  
 

1. The Board may require a satisfactory doctor’s release before the employee returns to work; 
2. Secondly, the Board may also require a physical examination by a licensed physician (medical 

doctor or osteopath) of the employee’s choosing, in which event the cost of the exam will be 
paid by the District, and will present reasonable evidence (including the doctor’s statement) of 
the illness and necessity for absence; 

3. Thirdly, the Board may require additional examinations at its expense, by physicians of its 
choosing. 

G. Employees who anticipate the use of sick leave will provide reasonable advance 
notice to the district. 

 

 At the beginning of every school year, each employee shall be credited with two (2) days 
 (non-accumulative) paid to be used for the employee’s personal leave. 
 

A. An employee planning to use a personal leave day or days shall notify his/her 
principal and superintendent at least three (3) days in advance, except in the case of 
emergency. 
 

B. Said personal leave may be used the day before or after holidays, holiday seasons, or 
vacations at the discretion of the building principal. 

 
C. Unused personal leave will be credited to personal sick leave at the beginning of the 

next year. 
 

 Bereavement leave shall be given to employees on the following basis: 
 

A. Five (5) days shall be non-accumulative and shall be deducted from the accumulated 
sick leave.  In the case of the death of a parent, child, spouse, brother, sister, 
grandparent, grandchild, son-in-law, daughter-in law, parent-in-law, brother-in-law, or 
sister-in-law of the employee, the employee will be allowed five (5) days per 
occurrence.   At the sole discretion of the superintendent, an additional five (5) days 
may be allowed for the death of a mother, father, child, or spouse of the employee. 
 

B. The employee shall be granted one (1) of the above days in the event of the death of 
a friend or relative outside the employee’s immediate family as defined above; 
 

C. An employee may be required to present reasonable evidence of attendance at the 
funeral service or visitation hours; 

 



D. In the event of the death of an employee or student in the Northeast Community 
School District, the principal, superintendent, or his/her designee of said employee or 
student shall grant to an appropriate number of employees sufficient time to attend 
the funeral. 

An employee required to perform jury duty or required to appear in court by subpoena 
shall be granted leave under the following terms: 
 
A. The District shall pay the employee his/her normal rate of pay; 

 
B. The employee will return to the District any compensation received for jury duty; 
 
C.  The employee shall retain any reimbursement for meals, lodging, and/or mileage.  If 

an employee is excused from jury duty before 12:00 noon, she/he shall promptly 
return to work; 

 
D. This paid leave will not be allowed if the employee is required to appear in court by 

subpoena as a party to the court action. 

 
VII. Overtime 
 

All personnel  will  receive  time  and one-half for time worked over 40 hours in one week. 
All overtime must be authorized in advance by the building principal or supervisor, except 

 in the case of an emergency. 

 
VIII. Pay Periods 
 

Timesheets must be completed with actual hours worked and submitted to building 
administrator for approval according to the payroll schedule.  Payment of wages is on the  
5th and the 20th of each month.   

 
IX. Physical Exams 
 

All personnel shall have an initial employment physical.  Bus drivers physicals will be 
reimbursed by the District, not to exceed a maximum of $75.00 per year per individual. 
 

X. Seniority 
 

Seniority may prevail in cases of reductions in force.  Seniority may be determined by the 
number of years of continuous, uninterrupted contracted employment with the District in 
that classification.  If there is a reduction in force, the least senior employee in each 
category may be laid off first, provided the more senior employees are deemed qualified 
by the District.  Any support staff member who resigns and then is rehired shall be 
considered a new employee at the time of rehire with no seniority. 
 



Any employee laid off will be considered for recall rights for a period of one year in 
reverse order of layoff. 
All possible consideration will be given to senior employees in case of major 
reorganization of any classification.  The final decision will rest with the superintendent. 
 
The effective date of the layoff is the last day of work. 
 

XI. Worker Compensation 
 

Support personnel will be covered by Workman’s Compensation insurance and school 
liability insurance in accordance with state and federal laws. 

 
XII. Vacancies 
 

Employees may apply for vacant positions in writing within five (5) days of posting for the 
vacancy by the District.  The District will consider the following factors when filling the 
vacancy:  qualifications for the position, skill, ability, training, driving record (bus drivers), 
and seniority. 

 
XIII. Transportation Department 
 

Individuals will be paid for actual hours worked. 
 

If a daily route driver opts to drive for an activity and is unable to drive his/her regular 
route, the driver will be paid activity/extra-curricular route pay in place of their regular 
route pay. 

 
Drivers must use the District’s checklist for daily pre-use and post-use inspection of 
his/her bus. 
 
Time sheets need to be completed and turned into the Transportation Supervisor as per 
the pay period schedule.  IN refers to A.M. route time and OUT refers to P.M. route time.  
Activity/extra curricular hours are written on a separate “Request for Transportation” form.   
 
Training sessions will be paid at the activity/extra-curricular rate but can be written on the 
regular time sheet under approved “extra hours” with an explanation of the extra time.  

 
Regular route drivers will be given first opportunity for extra-curricular assignments.  The 
rotation will be based on seniority and rotate in descending order of seniority among the 
drivers who volunteer. 
 
Substitute bus drivers shall be awarded extra-curricular assignments after all route 
drivers have refused said assignments. 



After one year of employment, the tuition cost for re-certification required every year by 
the Iowa Department of Education will be reimbursed by the District after successful 
completion of the training. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



NORTHEAST COMMUNITY SCHOOL DISTRICT 

GOOSE LAKE, IOWA 

 

It is the policy of the Northeast Community School not to illegally discriminate on the basis of 
race, color, national origin, gender, disability, religion, creed, age (for employment) , marital 
status (for programs), sexual orientation, gender identity and socioeconomic status (for 
programs), in its  educational programs and its employment practices  as required by the 
Iowa Code, sections  216.9, 256.10(2) and 19B.11, Titles VI and VII of the 1964 Civil 
Rights Act (42 U.S.C. § 2000d and 2000e), the Equal Pay Act of 1973 (29 U.S.C. §  206, et 
seq.), Title IX (Educational Amendments, 20 U.S.C. §§ 1681-1688),  Section 504 
(Rehabilitation  Act of 1973, 29 U.S.C. §  794), the Americans with Disabilities Act (42 U.S.C. 
V 12101, et seq.), and Section 601A of the Iowa Code.  There is a grievance procedure for 
processing complaints of discrimination.  If  you have questions or a grievance related to this 
policy please contact the district’s Equity Coordinator:  James W. Cox, Superintendent, 
Northeast Community School District, Goose Lake, Iowa  52750, Telephone (563) 577-2249, 
(jim_cox@northeast.k12.ia.us), to the Director of  the Iowa Civil Rights Commission, Des 
Moines, Iowa, or to the Director of the Midwest Office of Civil Rights, Department of 
Education, Chicago, Illinois. 
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NORTHEAST ANTI-BULLYING/HARASSMENT  POLICY (Policy # 104.1) 
      
Harassment and bullying of students and employees are against federal, state and local 
policy, and are not tolerated by the board.  The board is committed to providing all students 
with a safe and civil school environment in which all members of the school community are 
treated with dignity and respect.  To that end, the board has in place policies, procedures, 
and practices that are designed to reduce and eliminate bullying and harassment as well as 
processes and procedures to deal with incidents of bullying and harassment. Bullying and 
harassment of students by other students, by school employees, and by volunteers who 
have direct contact with students will not be tolerated in the school or school district.   
 
The board prohibits harassment, bullying, hazing, or any other victimization, of students, 
based on any of the following actual or perceived traits or characteristics, including but not 
limited to, age, color, creed, national origin, race, religion, marital status, sex, sexual 
orientation, gender identity, physical attributes, physical or mental ability or disability, 
ancestry, political party preference, political belief, socioeconomic status, or familial status.  
Harassment against employees based upon the employee’s race, color, creed, sex, sexual 
orientation, national origin, religion, age or disability is also prohibited. 
 
This policy is in effect while students or employees are on property within the jurisdiction of 
the board; while on school-owned or school-operated vehicles; while attending or engaged 
in school-sponsored activities; and while away from school grounds if the misconduct 
directly affects the good order, efficient management and welfare of the school or school 
district. 
 
If, after an investigation, a student is found to be in violation of this policy, the student shall 
be disciplined by appropriate measures which may include suspension or expulsion.  If after 
an investigation a school employee is found to be in violation of this policy, the employee 
shall be disciplined by appropriate measures which may include termination.  If after an 
investigation a school volunteer is found to be in violation of this policy, the volunteer shall 
be subject to appropriate measures which may include exclusion from school grounds.  
“Volunteer” means an individual who has regular, significant contact with students. 
 
When looking at the totality of the circumstances, harassment and bullying mean any 
electronic, written, verbal, or physical act or conduct toward a student which is based on any 
actual or perceived trait or characteristic of the student and which creates an objectively 
hostile school environment that meets one or more of the following conditions:  
 

* Places the student in reasonable fear of harm to the student’s person or property; 
* Has a substantially detrimental effect on the student’s physical or mental health; 
* Has the effect of substantially interfering with the student’s academic performance; or 
* Has the effect of substantially interfering with the student’s ability to participate in or 
   benefit from the services, activities, or privileges provided by a school. 
 
 

“Electronic” means any communication involving the transmission of information by wire, 
radio, optical cable, electromagnetic, or other similar means.  “Electronic” includes but is not 
limited to communication via electronic mail, internet-based communications, pager service, 
cell phones, electronic text messaging or similar technologies. 
 



Harassment and bullying may include, but are not limited to, the following behaviors and 
circumstances:  

 
* Repeated remarks of a demeaning nature;  

    * Implied or explicit threats concerning one's grades, achievements, property, etc.; 
   * Demeaning jokes, stories, or activities directed at the student; and/or 

* Unreasonable interference with a student's performance.  
 

Sexual harassment of a student by an employee means unwelcome sexual advances, 
requests for sexual favors, or other verbal or physical conduct of a sexual nature when: 
 

* Submission to the conduct is made either implicitly or explicitly a term or condition of the       
student’s education or benefits;  
*  Submission to or rejection of the conduct is used as the basis for academic decisions 
affecting that student; or  
*  The conduct has the purpose or effect of substantially interfering with the student’s 
academic performance by creating an intimidating, hostile, or offensive education 
environment.  
 

In situations between students and school officials, faculty, staff, or volunteers who have 
direct contact with students, bullying and harassment may also include the following 
behaviors:  

 
* Requiring that a student submit to bullying or harassment by another student, either 
explicitly or implicitly, as a term or condition of the targeted student’s education or 
participation in school programs or activities; and/or 
* Requiring submission to or rejection of such conduct as a basis for decisions affecting 
the student. 
 

Any person who promptly, reasonably, and in good faith reports an incident of bullying or 
harassment under this policy to a school official, shall be immune from civil or criminal 
liability relating to such report and to the person’s participation in any administrative, judicial, 
or other proceeding relating to the report.  Individuals who knowingly file a false complaint 
may be subject to appropriate disciplinary action. 

 
Retaliation against any person, because the person has filed a bullying or harassment 
complaint or assisted or participated in a harassment investigation or proceeding, is also 
prohibited. Individuals who knowingly file false harassment complaints and any person who 
gives false statements in an investigation shall be subject to discipline by appropriate 
measures, as shall any person who is found to have retaliated against another in violation of 
this policy.  Any student found to have retaliated in violation of this policy shall be subject to 
measures up to, and including, suspension and expulsion.  Any school employee found to 
have retaliated in violation of this policy shall be subject to measures up to, and including, 
termination of employment.  Any school volunteer found to have retaliated in violation of this 
policy shall be subject to measures up to, and including, exclusion from school grounds.   

 
The school or school district will promptly and reasonably investigate allegations of bullying 
or harassment. The superintendent or designee will be responsible for handling all 
complaints by students alleging bullying or harassment. The superintendent or designee will 
be responsible for handling all complaints by employees alleging harassment. 
 



It also is the responsibility of the superintendent, in conjunction with the investigator and 
principals, to develop procedures regarding this policy.  The superintendent also is 
responsible for organizing training programs for students, school officials, faculty, staff, and 
volunteers who have direct contact with students. The training will include how to recognize 
harassment and what to do in case a student is harassed. It will also include proven 
effective harassment prevention strategies. The superintendent will also develop a process 
for evaluating the effectiveness of the policy in reducing bullying and harassment in the 
school district.  
 
The board will annually publish this policy.  The policy may be publicized by the following 
means: 
 

 Inclusion in the student handbook, 

 Inclusion in the employee handbook 

 Inclusion in the registration materials 

 Inclusion on the school or school district’s web site. 
 

and a copy shall be made available to any person at the central administrative office at 1450 
370th AVE, Goose Lake, IA. 
 
 

Further information and copies of the procedures for filing a complaint are available at our 
website and in the school  district's central administrative office and the administrative office in 
each attendance center. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  NORTHEAST EQUAL EMPLOYMENT OPPORTUNITY POLICY (Policy # 401.1) 
 
  The Northeast Community School District will provide equal opportunity to employees and 
   applicants for  employment in  accordance  with applicable equal employment opportunity    
  and affirmative action laws, directives and regulations of federal, state and local governing  
  bodies.   Opportunity  to  all  employees  and  applicants  for  employment includes hiring,    
  placement,  promotion,  transfer  or  demotion,  recruitment,  advertising  or solicitation for    
  employment, treatment during  employment, rates of pay or other forms of compensation,   
  and Layoff or  termination.  The school  district  shall take  affirmative  action  in major job    categories where women, men, minorities 
   and  persons with disabilities are under represented.  Employees will  support and comply   
  with  the  district's  established  equal  employment   opportunity   and   affirmative  action    
  policies.  Employees  shall be given notice of this policy annually. 
 

The board shall appoint an affirmative action coordinator.  The affirmative action 
coordinator shall have the responsibility for drafting the affirmative action plan.  The 
affirmative action plan shall be reviewed by the board at least every two years.  The 
superintendent is designated as the  affirmative action coordinator. 
 
Individuals who file an application with the school district will be given consideration for 
employment if they meet or exceed the qualifications set by the board, administration, and 
Iowa  Department of Education for the position for which they apply.  In employing 
individuals, the board shall consider the qualifications, credentials, and records of the 
applicants without regard to  race, color, creed, sex, national origin, religion, age, sexual 
orientation, gender identity, or disability.  In keeping with the law, the board shall consider 
the veteran status of applicants. 
 
Prior to a final offer of employment for any teaching position, the school district will 
perform the  background checks required by law.  The district may determine on a case-
by-case basis that,  based on the duties, other positions within the district will also 
require background checks.  Based  upon the results of the background checks, the 
school district will determine whether an offer will be extended.  If the candidate is a 
teacher who has an initial license from the BOEE, then the  requirement for a background 
check is waived. 
 
Advertisements and notices for vacancies within the district shall contain the following 
statement:  "The Northeast Community School District is an equal employment 
opportunity/affirmative action  employer."  The statement shall also appear on application 
forms. 
 
Inquiries by employees or applicants for employment regarding compliance with equal 
employment opportunity and affirmative action laws and policies, including but not limited 
to complaints of discrimination, will be directed to the Affirmative Action Coordinator, 
Northeast Community School District, P.O. Box 66, 1450 370th AVE, Goose Lake, Iowa, 
52750, or by  telephoning 563-577-2249. 
 
Inquiries by employees or applicants for employment regarding compliance with equal 
employment opportunity and affirmative action laws and policies, including but not limited 
to complaints of discrimination, may also be directed in writing to the Director of the 
Region VII office of Civil Rights, U.S. Department of Education, 310 W. Wisconsin Ave., 
 



Ste. 800, Milwaukee, Wisconsin, 53203-2292, (414) 291-1111 or the Iowa Civil Rights 
Commission, 400 E 14th ST, Des Moines, Iowa, 50319-1004, (515) 281-4121, e-mail at  

http://www.state.ia.us/government/crc/indix.html, 
 or 1-800-457-4416.  This inquiry or complaint to the federal office may be done instead 
of, or in addition to, an inquiry or complaint at the local level. 
 
 

Further information and copies of the procedures for filing a complaint are available at our 
website and in the school district's central administrative office and the administrative office in 
each attendance center. 
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GRIEVANCE PROCEDURE 
 
 Students, parents of students, employees, and applicants for employment in the school district 
 shall have the right to file a formal complaint alleging discrimination under federal or state 
 regulations requiring non-discrimination in programs and employment. 
 

Level One - Principal, Immediate Supervisor or Personnel Contact Person 
(Informal and Optional - may be bypassed by the grievant) 

 
 Employees with a complaint of discrimination based upon their gender, race, national origin, 
 religion, age, sexual orientation, gender identity, or disability are encouraged to first discuss it 
 with their immediate supervisor, with the objective of resolving the matter informally.  An applicant 
 for employment with a complaint of discrimination based upon their gender, race, national origin, 
 creed, religion, marital status, age, sexual orientation, gender identity or disability are encouraged 
 to first discuss it with the personnel contact person. 
 
 A student, or a parent of a student, with a complaint of discrimination based upon their gender, 
 race, national origin, creed, religion, marital status, sexual orientation, gender identity, or disability 
 are encouraged to discuss it with the instructor, counselor, supervisor, building administrator, 
 program administrator or personnel contact person directly involved. 
 

Level Two - Compliance Officer 
 
 If the grievance is not resolved at Level One and the grievant wishes to pursue the grievance, the 
 grievant may formalize it by filing a complaint in writing on a Grievance Filing Form, which may be 
 obtained from the Compliance Officer.  The complaint shall state the nature of the grievance and 
 the remedy requested.  The filing of the formal, written complaint at Level Two must be within 15 
 working days from the date of the event giving rise to the grievance, or from the date the grievant 
 could reasonably become aware of such occurrence.  The grievant may request that a meeting 
 concerning the complaint be held with the Compliance Officer.  A minor student may be 
 accompanied at that meeting by a parent or guardian.  The Compliance Officer shall investigate 
 the complaint and attempt to resolve it.  A written report from the Compliance Officer regarding 
 action taken will be sent to the involved parties within a reasonable time after receipt of the 
 complaint.   Level II Compliance Officer:  James M. Sweeney & Associates, Inc., 320 LeClaire 
 ST, Davenport, IA, 52801 (jim@sweeneyinc.com).  (800-494-5922). 
 

Level Three - Superintendent/Administrator 
 
 If the complaint is not resolved at Level Two, the grievant may appeal it to Level Three by 
 presenting a written appeal to the superintendent within five working days after the grievant 
 receives the report from the Compliance Officer, the grievant may request a meeting with the 
 Superintendent.  The superintendent may request a meeting with the grievant to discuss the 
 appeal.  A decision will be rendered by the superintendent within a reasonable time after the 
 receipt of the written appeal.  If, in cases of disability grievances at the elementary and secondary 
 level, the issue is not resolved through the grievance process, rather, the parents have a right to 
 an impartial hearing to resolve the issue. 
 
 This procedure in no way denies the right of the grievant to file formal complaints with the Iowa 
 Civil Rights Commission, the U.S. Department of Education Office for Civil Rights or Office of 
 Special Education Programs, the Equal Employment Opportunity Commission, or the Iowa 
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 Department of Education for mediation or rectification of civil rights grievances, or to seek private 
 counsel for complaints alleging discrimination. 
 

Level Four - Appeal to Board 
 
 If the grievant is not satisfied with the superintendent's decision, the grievant can file an appeal 
 with the board within five working days of the decision.  It is within the discretion of the board to 
 determine whether it will hear the appeal. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

          



EMPLOYEE CONDUCT AND APPEARANCE (Policy # 404.1) 
 
Employees are role models for the students who come in contact with them during and after school 
hours.  The board recognizes the positive effect employees can have on students in this capacity.  To 
this end, the board strongly suggests and encourages employees to dress, groom and conduct 
themselves in a manner appropriate to the educational environment. 
 
Employees shall conduct themselves in a professional manner.  Employees shall dress in attire 
appropriate for their position.  Clothing should be neat, clean, and in good taste.  Discretion and common 
sense call for an avoidance of extremes which would interfere with or have an effect on the educational 
process. 
 
Licensed employees of the school district shall follow the code of ethics for their profession as 
established by the Iowa Board of Educational Examiners. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX B 
 

 
 GRIEVANCE FORM FOR COMPLAINTS OF DISCRIMINATION 

OR NON-COMPLIANCE WITH FEDERAL OR STATE REGULATIONS 
REQUIRING NON-DISCRIMINATION 

                                           
 
I,                                                                          , am filing this grievance because 
              
              
              
              
              
              
              
              
              
              
              
              
                                                                                                                                                                       
(Attach additional sheets if necessary)       
                                                                                
                                                                                                                                      
Describe incident or occurrence as accurately as possible: 
              
              
              
              
              
              
              
              
              
              
              
              
              
 (Attach additional sheets if necessary)       
 
Signature                                                                                                                                                 
  
Address                                                                                                                                          
  
Phone Number                                                                                                                                    
  
If student, name                                                                                              
 
 Grade Level                              Attendance center                

 



APPENDIX C 
 
 

GRIEVANCE DOCUMENTATION 
 
Name of Individual Alleging Discrimination or Non-Compliance 
 
Name                                                                             
                                             
Grievance Date                                                                                       
                                   
 
State the nature of the complaint and the remedy requested. 
              
              
              
              
              
              
              
              
              
              
              
              
              
                                                                                                                                                           
 
                                                                                
Indicate Principal's or Supervisor's response or action to above complaint. 
              
              
              
              
              
              
              
              
              
              
              
              
              
                                                                                                                                                           
                                                                                                                                                           
                                                                                                                                                           
                                                                                                                                                                                                                                                                                                                                                                                                      
 Signature of Principal or Supervisor                                                                               
                                                                                

                                                                                
 



APPENDIX D 
 
 

ANTI-BULLYING/HARASSMENT COMPLAINT FORM   
 
Name of complainant:        

 
Position of complainant:        
 
Name of student or employee target:         
 
Date of complaint:          
 
Name of alleged harasser or bully:        
 
Date and place of incident or incidents:        
 
Nature and Discrimination or Harassment Alleged: 
 
(Circle all that apply.) 
 
  Age                                       
  Disability 
  Familial Status                      
  Marital Status 
  National Origin/Ethnic Background/Ancestry 
  Physical Attribute                  
  Political Belief 
  Race/Color                            
  Religion/Creed 
  Sex                                        
  Sexual Orientation 
  Socio-economic Background 
  Other – Please Specify:          
     
Description of misconduct:        
 
Name of witnesses (if any):        
 
Evidence of harassment or bullying, i.e., letters, photos, etc. (attach evidence if possible):     
 
           
 
           
 
Any other information:          
 
I agree that all of the information on this form is accurate and true to the best of my knowledge. 
 
Signature:        
 
Date:         

 
 

 



APPENDIX E 
 

 
ANTI-BULLYING/HARASSMENT WITNESS DISCLOSURE FORM 

 
 

Name of witness:  

  
Position of witness:  

  
Date of testimony, interview:  

  
Description of incident witnessed:  

  
  

  
  

  
  

  
  

  
  

Any other information:  

  
  

  
  

  
  

  
  

  
  

   I agree that all of the information on this form is accurate and true to the best of my knowledge. 
  
  

Signature:  

  
Date:  /        / 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



APPENDIX F 
 

 

DISPOSITION OF ANTI-BULLYING/HARASSMENT COMPLAINT FORM   
 
 
Name of complainant:        
 
Name of student or employee target:         
 
Grade and building of student or employee:         
 
Name and position or grade of alleged perpetrator/respondent:        
 
           
 
Date of initial complaint:        
 
Nature and Discrimination or Harassment Alleged: 
 
(Circle all that apply.) 
 
  Age                                       
  Disability 
  Familial Status                      
  Marital Status 
  National Origin/Ethnic Background/Ancestry 
  Physical Attribute                  
  Political Belief 
  Race/Color                            
  Religion/Creed 
  Sex                                        
  Sexual Orientation 
  Socio-economic Background 
  Other – Please Specify:          
     
Summary of investigation:          
 
           
 
           
 
           
 
           
 
 
I agree that all of the information on this form is accurate and true to the best of my knowledge. 
 
Signature:        
 
Date:         
 



APPENDIX G 
 
 

ANTI-BULLYING/HARASSMENT INVESTIGATION PROCEDURES 
 
Individuals who feel that they have been harassed should: 
 

  Communicate to the harasser that the individual expects the behavior to stop, if the individual 
is comfortable doing so.  If the individual wants assistance communicating with the harasser, 
the individual should ask a teacher, counselor or principal to help. 

  If the harassment does not stop, or the individual does not feel comfortable confronting the 
harasser, the individual should: 

  -- tell a teacher, counselor or principal; and 
  -- write down exactly what happened, keep a copy and give another copy to the teacher, 

counselor or principal including; 
o what, when and where it happened; 
o who was involved; 
o exactly what was said or what the harasser did; 
o witnesses to the harassment; 
o what the student said or did, either at the time or later; 
o how the student felt; and  
o how the harasser responded. 

 
 
COMPLAINT PROCEDURE 
  
An individual who believes that the individual has been harassed or bullied will notify the designated 
investigator.  The investigator may request that the individual complete the Harassment/Bullying 
Complaint form and turn over evidence of the harassment, including, but not limited to, letters, tapes, or 
pictures.  The complainant shall be given a copy of the completed complaint form.   Information 
received during the investigation is kept confidential to the extent possible. 
 
The investigator, with the approval of the principal, or the principal has the authority to initiate an 
investigation in the absence of a written complaint. 
 
 
INVESTIGATION PROCEDURE 
 
The investigator will reasonably and promptly commence the investigation upon receipt of the 
complaint.  The investigator will interview the complainant and the alleged harasser.  The alleged 
harasser may file a written statement in response to the complaint.  The investigator may also interview 
witnesses as deemed appropriate. 
 
Upon completion of the investigation, the investigator will make written findings and conclusions as to 
each allegation of harassment and report the findings and conclusions to the principal.  The investigator 
will provide a copy of the findings of the investigation to the principal.   
 
RESOLUTION OF THE COMPLAINT 
 
Following receipt of the investigator's report, the principal may investigate further, if deemed necessary, 
and make a determination of any appropriate additional steps which may include discipline. 



 
Prior to the determination of the appropriate remedial action, the principal may, at the principal's 
discretion, interview the complainant and the alleged harasser.  The principal will file a written report 
closing the case and documenting any disciplinary action taken or any other action taken in response to 
the complaint.  The complainant, the alleged harasser and the investigator will receive notice as to the 
conclusion of the investigation.  The principal will maintain a log of information necessary to comply 
with Iowa Department of Education reporting procedures. 
 
 
POINTS TO REMEMBER IN THE INVESTIGATION 
 

  Evidence uncovered in the investigation is confidential. 

  Complaints must be taken seriously and investigated. 

  No retaliation will be taken against individuals involved in the investigation process. 

  Retaliators will be disciplined up to and including suspension and expulsion. 
 
 
CONFLICTS 
 
If the investigator is a witness to the incident, the alternate investigator shall investigate. 

 
 

 


