
Regular Board of Education Meeting
Monday, October 17, 2011 7:00 PM

Central Office Board Room
1519 10th St

Gering, NE 69341

Minutes

1. Signature of Notification

2. Call to Order, Pledge of Allegience, Roll Call, Welcome Visitors

2.1. Acknowledge Open Meeting Laws

2.2. Notice of this meeting was published in the Gering Citizen on October 13, 2011

3. Excuse Absent Board Members

4. Consent Agenda

4.1. Approval of Agenda/Amendment of Agenda Items

4.2. Approval of Minutes of Previous Meetings

4.3. Approval of Claims/Bills

5. Recommendation to Approve Consent Agenda

6. Patron Comments

7. Executive Session (personnel)

8. Action Items

8.1. Recommendation to Approve Treasurer's Report

8.1.i. September Financial Statement

8.2. Recommendation to Approve Anderson & Shaw Application for Payment #5

Meisner presented an application for payment from Anderson & Shaw. There 
were no change orders for this application and the amount was for $967,383. 
This application was revewied and approved by Ryan Stearns from Hewgley & 
Associates as well as Brian Sweeney. 

8.3. Recommendation to Join the Public Alliance for Community Energy Pool



8.4. Recommendation to Approve 2011-2012 Classified Handbook

Miles explained that the board wished to make changes/updates to the 2011-
2012 Classified Staff Handbook prior to it's approval. Specific changes include: 
page 26 under "Resignation by Employee" remove "or it terminated" at the end of 
the paragraph; the classified wage scale will now consist of a 1.25% increase to 
each step rather than a 16 cent flat rate increase. This will be applied to steps 
one through forty eight. 

8.5. Recommendation to Ratify the 2011-2012 Negotiated Agreement

8.6. Second Reading of Board Policy 801.01 - Student Transportation

8.7. Second Reading of Board Policy 801.02 - Special Education Student Transportation

8.8. Second Reading of Board Policy 801.03 - Bus Scheduling and Routing

Brunner questioned what the alternative to bussing was that is referenced in the 
Policy. Hague explained that if it is not feasible to bus one long distant student 
then the district offers mileage reimbursement to that child's parents. Another 
Board Policy specifically deals with this opportunity.

8.9. Second Reading of Board Policy 801.04 - Bus Safety Program

Brunner asked why the 4th paragraph had been sticken and felt that it should be 
reinstated since it refers to guidelines established by the Nebraska Department 
of Education. This policy will be reveiwed at the next Policy Committee meeting 
and will be tabled until it has been revised. 

8.10. Second Reading of Board Policy 801.05 - Bus Driver Supervision

9. Discussion Items

9.1. Building Committee Meeting

Miles deferred the recap of the Building Committee meeting to Hague, who 
explained that the committee met at the first part of month to get an update on 
the construction at the Lincoln site. All projects remain on schedule and Stearns 
will be here this Wednesday. Stearns is coming twice a month now to monitor the 
site first hand. Roofers, plumbers and electricians and all busy working on site. 
On the west side of the building, one can see what the exterior of the facility will 
look like (ground face block, stone, brick and white mantle). The concrete roof 
will go on soon in over the gym. On October 24th the foam spray will be installed 
on the remainder of the building and then the brick can be layed. The goal is to 
have the facility boxed in by the end of the month but it really depends upon the 
weather. 

9.2. Facility Committee Meeting

Brunner told the Board that the Facility Committee had met at Northfield 
Elementary. The committee discussed the 2011-2012 proposed Classified 
Handbook, held a conversation that focused on bussing options, and spoke 
about the window project at the High School. Principal Barker led a tour of 
Northfield and pointed out specific damages received from rain leaks, as well as 
a broken pipe. Teacher Dawn Sabo provided a brief demonstration on how 
BenQ's are utilized in the classroom. 



9.3. Curriculum Committee Meeting

Doll explained that the Curriculum Committee had met and discussed scheduling 
and instructional time, which has percalated to the Board level. Doll encouarged 
both teachers and administrators to work on this issue together. He reitereated 
that our goal is to make sure we're doing what is best for the kids. Doll 
encouraged the group to make adjustments and changes to better serve all 
district children. Doll wants them to discuss their issues and let the Board know 
what options are best. When comparing block schedules to non block schedules 
it is hard to get an accurate picture. Each administrator should deal with their 
staff to handle scheduling and instructional time. 

9.4. Business Committee Meeting

Brunner gave a brief recap of the Business Committee meeting. Topics included 
a presentation from ACE, discussion of district bills, balances in various funds 
and the Anderson and Shaw application for payment. 

9.5. Personnel Committee Meeting

Miles explained that the Personnel Committee had met and had action items that 
were dealt with earlier in the agenda. 

9.6. First Reading of Board Policy 103 - Equal Educational Opportunity

9.7. First Reading of Board Policy 402.01 - Equal Employment Opportunity

The second paragraph of this policy was reviewed and it was determined that it 
may be eliminated. This policy will be reviewed at the district's next Policy 
Committee Meeting. 

9.8. First Reading of Board Policy 501 - Objectives for Equal Educational Opportunities for 
Students

9.9. First Reading of Board Policy 503.01 - Compulsory Attendance

Hague explained that this policy deals with the age change for entering 
kindergardten. A type was pointed out in #2 under Minimum Age that will be 
corrected. Peters asked if a time limit should be specified on 2b. The Board was 
told that the district has already determined which assessment procedures are 
used in 2c. 

10. Superintendent's Report

10.1. NASB Conference

Hague reminded the Board that the NASB Conference has been scheduled for 
November 11th, 2011 and asked who was planning to attend. The entire Board, 
along with Curriculum & Assessment Director Terri Martin will be attending the 
event in La Vista, NE. Hague encouraged Board members to attend breakout 
sessions provided by activity associations. Hague asked anyone who finds they 
are unable to attend to contact Frahm and she will cancel their reservation and 
registration. 

10.2. GNSA Report

Hague let the Board know that the first GNSA meeting is scheduled for 
November 17th, which is the Thursday after the School Board Convention. 
Brunner has volunteered to attend. Hague provided future meeting dates of 



1/8/12, 2/15/12 and 3/21/12. Hague stated that both Brunner and Winn have 
attended and that more than one representative is welcome to attend, as it is a 
short legistlative session. 

10.3. Lincoln Update

Hague covered the update on the Lincoln construction during his recap of the 
Building Committee Meeting.

11. Board Comments

Doll let everyone know that the cross country team did well at districts and wished 
them good luck at State. Winn stated that she had recent opportunity to spend time at 
the High School and said that taking the seats out of the hallways provided much 
better traffic flow. The tables and chairs in the commons area where the lockers once 
stood also provides a great area for students to do homework. 

12. Tentative Committee & Meeting Dates

The Policy Review Committee Meeting was changed to 4:30pm to accomodate Board 
Member's schedules. The Advisory Committee Meeting was moved to the 9th of 
November. If the BIST team is available, a work session will be scheduled for 
November. 

13. Adjournment

The meeting adjourned at 8:19pm. 
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INTRODUCTION 

 

Our Board of Education recognizes that attainment of our vision:  “All Gering Public Schools 

students will maximize their individual potential.” is a joint responsibility of the Board, the 

administrators, the instructional staff and the classified staff.  All personnel are essential for a 

quality school system. 

 

Classified employees serve a vital role in the delivery of our educational services.  The duties 

you perform are key ingredients to the process of educating students.  Without the successful 

completion of these duties, children could not receive the quality education for which Gering is 

known.  We appreciate the service of those of you who have been with us for some time and we 

welcome our new employees. 

 

This handbook describes the policies, guidelines and other pertinent information you should 

know as an employee of the Gering Public School District.  It is designed to help classified staff 

members understand their employment responsibilities and compensation.  It is not a contract or 

a contract agreement, nor does it create any property rights.  All employees are expected to be 

familiar with and abide by the policies and procedures in this manual.  Those in authority have a 

duty to administer these policies and procedures fairly and consistently.  Please be advised that 

this handbook supersedes any previous handbook. 

 

Thank you! 

 

 

GERING PUBLIC SCHOOLS 

Central Office StaffSuperintendent of Schools 
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Notice of Nondiscrimination 

 

It is the policy of Gering Public Schools, not to discriminate on the basis of race, color, religion, 

national origin, sex, age, disability, marital status or pregnancy, or other protected conditions, in 

its educational programs, activities, or employment policies as required by Title VI and Title VII 

of the 1964 Civil Rights Act, and Title IX of the 1972 Education Amendments, Section 504 

Rehabilitation Act of 1973 and the Nebraska Equal Education Opportunity Act. 

 

 

Any person who believes she or he has been discriminated against, denied a benefit, or been 

excluded from participation in any district education program or activity on the basis of sex, race 

or handicap, may grieve such matters using the adopted grievance procedures of the Gering 

Public School District.  Such procedure shall provide for prompt and equitable resolution of 

complaints alleging acts of discrimination. 

 

Inquiries regarding compliance with Title IX, Section 504, Title VI or the Nebraska Equal 

Opportunity in Education Act may be directed to the Superintendent, 1800 8
th

 Street, Gering, 

Nebraska 69341 – (308) 436-3125. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
Notice of Designation of Coordinator 

 

The Superintendent of Schools of Gering Public Schools will coordinate Gering Public Schools’ compliance with 

the non-discrimination requirements of the Americans with Disabilities Act of 1990 and Section 504 of the 

Rehabilitation Act of 1973.  Information concerning such Acts and the applicability of such Acts, may be obtained 

from the Superintendent, and any complaints alleging non-compliance by the Gering Public Schools with such Acts 

should be communicated to the Superintendent of Schools. 
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August, 200911 

 

 

 

Dear Classified Staff Members: 

 

We are pleased to present you with a copy of our Classified Staff Employee Handbook.  This 

handbook has been designed to help you learn about the operation of Gering Public Schools.  

This handbook will be updated with inserts each year so that employees will always have the 

most up-to-date information.  Please review the handbook carefully as it is important you 

understand this information.  Please discuss any questions you may have with your supervisor. 

 

As a DistrictGering Public Schools’ employee, you are a valuable part of our educational 

community.  It takes all of our employees to effectively provide a safe and caring learning 

environment for our students.  We believe it is important to create an environment that fosters 

mutual respect and inspires students to love learning; therefore, we expect excellence from all of 

our staff members. 

 

We are proud that you are part of the Gering Public Schools’ team!  We hope that your 

experience with us will be successful and rewarding. 

 

Sincerely, 

 

GERING PUBLIC SCHOOLS 

 

 

 

Don Hague 

Superintendent of Schools 
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BOARD OF EDUCATION 

 

GERING PUBLIC SCHOOLS 

 

SCHOOL DISTRICT #16 

 

SCOTTS BLUFF COUNTY, NEBRASKA 

 

 

The mission of Gering Public Schools is to develop the academic, 

 personal and social skills of all students and to prepare them to 

 be productive, responsible global citizens of the 21
st
 century. 

 

All Gering Public Schools students will maximize their individual potential. 

 

Don Hague, Superintendent of Schools 

 

Mike BrunnerDrew Lyon , President 

 

Pam O’NealB.J. Peters, Vice President 

 

Mike BrunnerJody Miles, MemberTreasurer 

 

B.J. PetersAlan Doll, MemberSecretary 

 

Mary WinnJody Miles, Member 

 

Brian CopseyAlan Doll, Member 

 

 

 

Gering Public Schools - Facilities 

 

Central Office – 1800 8
th

 Street, Gering 

Senior High School – 1500 U Street, Gering 

Freshman Academy – 800 Q Street, Gering 

Junior High School – 800 Q Street, Gering 

Cedar Canyon Elementary School – 190234 Carter Canyon Road, Gering 

Geil Elementary School – 1600 D Street, Gering 

Lincoln Elementary School – 1725 13
th

 Street, Gering5th Avenue & South Beltline Hwy. 

Northfield Elementary – 1900 Flaten Avenue, Gering 

Preschool – 5th Avenue & South Beltline Hwy 116 Terry Boulevard, Gering 

Warehouse/Bus Barn – 1800 8
th

 Street, Gering 
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Chapter I 

Records 

 

Personnel Records 

 

Personnel records shall be kept on all current employees inat the Central Office.  A file shall be 

kept for all resigned or retired employees, including such essential information as shall seems 

appropriate to the administration. 

 

All personnel files will be considered confidential and will not be available to persons other than 

the employee and those authorized.  Information contained in the employee’s file may be viewed 

at the employee’s request.  All written materials filed (except for those prohibited by law) shall 

be made available for inspection by the employee in the presence of an administrator.  Upon 

request, an employee will be provided a copy of his/hertheir employee file. 
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Chapter II 

Orientation 

 

The first eight weeks that you work for Gering Public Schools will be considered your 

orientation period.  During this period of time, you will work closely with your supervisor to 

learn how to do your job.  You will learn about our policies, procedures, benefits and rules of the 

workplace.  After your eight-week orientation period, your Supervisor/Principal will submit your 

evaluation to the Central Office.   

 

YourThis employee handbook will provide information you need to know.and y  You are 

encouraged to read it thoroughly and ask questions at any time. 

 

EEO – Equal Employment Opportunities 

 

Gering Public Schools provides equal employment opportunities (EEO) to all employees and 

applicants for employment without regard to race, color, national origin, sex, age, disability, 

marital status, pregnancy, or other protected conditions.  In addition, we comply with applicable 

state and local laws governing nondiscrimination in employment. 

 

Immigration Reform and Control Act (I-9) 

 

In compliance with the Immigration and Control Act of 1986, we require all newly hired 

employees to present documented proof of identity and eligibility to work in the United States.  

Employees will be required to furnish this information within three working days of hire date. 
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Chapter III 

Employee Classification, Recruitment, Hiring and Wages 

 

Employee Classification 

 

Classified Staff employees are employees who are not administrators or employees in positions 

which do not require a Nebraska Department of Education teaching certificate.  Classified Staff 

employees shall include the non-instructional (classified) staff of the Gering Public Schools, also 

known as Educational Service Employees whoand are categorized according to job duties as 

follows: 

 

1. Maintenance and Custodial employees keep the physical plant open, heated, lighted 

and ready for use or keep the grounds, buildings and equipment at their original 

condition through repair or replacement.  Included in this group isare the part-time 

custodial staff.  Maintenance employees are under the supervision of the Director of 

Transportation/Warehouse/Maintenance.  Custodians report to the building 

administrators and/or the Director of Transportation/Warehouse/Maintenance.  

Assignments are determined by the Superintendent and are designated to 

Maintenance and Custodial employees bythrough the Director of 

Transportation/Warehouse/Maintenance. 

 

2. Clerical and Fiscal/Word ProcessingAdministrative Assistant employees engage in 

accounting/fiscal office management and clerical assistance to the administration. 

 

3. Para-professionals provide instructional services in the classroom under the direction 

of the classroom teachers and/or building principal. 

 

4. Food Service classified employees provide ancillary services to the school.  Food 

Service classified employees work under the supervision of the Food Service Director 

in the preparation and service of meals. 

 

5. Bus Drivers are responsible for the safe transportation of our students to and from 

school.  They also transport students to activity events.  The bus drivers work under 

the supervision of the Director of Transportation. 

 

Recruitment 

 

Recruitment and Selection 

 

This district secures quality personnel through effective recruitment. 

 

It is the responsibility of the Superintendent of Schools and of his/her designees to determine 

personnel needs of the school district, and locate suitable candidates and recommend qualified 

candidates to the Board for employment. 
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There shall be no discrimination against any employee or applicant for employment by reason of 

race, color, national origin, creed, marital status, sex or age.  A personal interview will be 

required of selected candidates. 

It shall be the duty of the Superintendent, to see that persons nominated for employment meet all 

qualifications established by law and board policy for the type of position for which nomination 

is made. 

 

Employment Solicitation 

 

All vacant positions will be posted internally for at least three (3) working days to allow school 

district employees to apply for the position posted.  It is not required that applicants from within 

the district be selected to fill the vacancy.  The primary concern is to select the most qualified 

applicant for the position available. 

 

Should the position not be filled internally or from applications on file, employment notices will 

be prepared and circulated. 

 

Applicants will be screened by the Central Office and may be referred to the various building 

administrators or supervisors. 

 

Hiring 

 

Appointment 

 

The various bBuilding administrators or supervisors will appoint classified employees for hiring.  

The district shall strive to employ the most qualified individuals available. 

 

Release of Information 

 

Before being accepted for paid employment to work directly with Gering Public Schools’ 

students, Gering Public Schools, as a matter of procedure, will conduct a background check to 

confirm that no substantiated criminal charges have been filed against you.  Persons employed as 

a Bus Driver are also required to passhave a Drug and Alcohol Test before they are hired. 

 

Credit for Past Employment 

 

New employees to the district will be placed on the Classified Salary Schedule according to their 

previous years of experience, which are applicable to the position for which they are hired.   If an 

employee does not possess any previous experience, he/shethey will be placed on the first step 

forof their position. 

 

Transfer 

 

Any classified employee wishing to transfer from one position to another shall submit such 

request to the Superintendent.  All transfers will be considered by the Building Administrator or 
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Supervisor but may not be granted.  A meeting will be held between the new Supervisor, the 

Superintendent and the Business Manager to determine salary placement on the schedule. 

 

 

Involuntary Transfers 

 

Determining the location where a classified employee’s assignment will be performed is the 

responsibility of the Superintendent, based upon recommendations from the building 

administrators and supervisors.  In making position assignments, building administrators and 

supervisors, along with the Superintendent, shall consider the qualifications of the employee and 

the needs of the District. 

 

A meeting will be held between the employee and his/her building administrator or supervisor to 

discuss anthe involuntary transfer.  If involuntarily transferred to a lesser compensated position, 

the employee will continue to earn his/her current wagebe paid according to the salary schedule 

and position.. 

 

Wages 

 

Salary Schedule 

 

A salary schedule will be developed annually for all classified support staff employee positions.  

The basic compensation of each employee shall be set forth in the salary schedule as approved 

by the Gering Public Schools Board of Education.  Placement on the salary schedule is at the 

discretion of the districtSuperintendent and Business Manager.  If the classified staff 

employee’s annual performance evaluation is satisfactory, the employee will annually 

advance a step on the salary schedule.  Please note that we consider wage and salary 

information to be CONFIDENTIAL. 

 

Compensation and Related Benefits 

 

The Board of Education will establish the compensation package offor the classified employees’.  

All employees are paid monthly on or before the 20
th

 of each month.  If the 20
th

 falls on a 

weekend, payment will occur on the Friday prior to the 20
th

. 

 

Payroll checks arewill be deposited directly into your checking or savings account, unless we 

notify you otherwise.  All employees are required to participate in the direct deposit program as 

this process ensures that your paycheck is deposited.  You will be provided a pay stub each 

month.  If you believe there is an error on your paycheck, please report it immediately to the 

payroll office.  Once a determination has been made, necessary corrections will occur. 

 

Our payroll period varies, and staff will be notified of payroll periods for each year at the start of 

the school year.  Each hourly employee is required to use the time clocks provided in each 

building, and in order for us to have accurate records, it is imperative that each employee use the 

time clock diligently.  If you should have a problem using the time clock, you need to notify your 

building secretary or supervisor, who will then in-turn notify the payroll department so that a 
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manual adjustment can be made to the time clock.  Under no circumstance should anyone ever 

clock in and out for another employee.  If this should occur, it is grounds for immediate 

dismissal from Gering Public Schools for both parties involved. 
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Salary Checks and Deductions 

 

Salary checks are based on hours worked multiplied by the hourly wage indicated on the 

employee’s salary worksheet. 

 

Gering Public Schools is required to deduct federal and state withholding taxes (income taxes) 

based on information you provide on your W-4.  Deductions for Social Security and Medicare 

are also deducted at the rate established by the federal government which is currently at 6.20% 

and 1.45% respectively.  Retirement, based on employee’s eligibility, will be deducted at the rate 

established by NPERS. 

 

We are also required to withhold and remit court-ordered garnishments. 

 

Other voluntary deductions including BC/BS health and life insurance, Guardian Life, savings 

bonds, annuities, etc. must be approved by the employee, which is indicated on the signed salary 

worksheet. 

 

Any changes per the employee to payroll including tax withholdings, insurance annuities, etc., 

must be received by the payroll department in Central Office by the first day of the month 

preceding the pay date for that month.  Any mid-year changes to any Section 125 Plan items 

(health insurance, dental insurance, cancer insurance, AFLAC, Select Flex child care and 

Select Flex medical reimbursement) can only be made if there is a qualifying “change in 

status”. 
 

Overtime Pay/Comp-Time 

 

Fair Labor Standards Act mandates payment of 1 ½ times an employee’s regular rate on any 

hours worked over 40 by a nonexempt employee in a work week.  Gering Public School’s 

workweek is considered 16840 consecutive hours Monday through Sunday.  Any overtime must 

be approved by the employee’s supervisor (superintendent, building principal, director) before 

working over the 40 hour limit. 

 

Comp Time is also allowed as an option to our employees by us as public-sector employer.  It 

accrues at the same rate as overtime or 1 ½ hours for every overtime hour over the 40 hour limit.  

Gering Public Schools’ allows comp time to be accumulated and used within the same pay 

period only.  If the pay period runs August 1 to August 31, the employee is only allowed to build 

up and use that corresponding comp time during that period.  For example, if an employee earns 

4 hours of comp time on August 10
th

, he or she must use it by August 31
st
.  Once again, any 

comp time accumulation or used must be approved by the employee’s supervisor. 
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Chapter IV 

Laws 

 

Nondiscrimination 

 

The decision to hire an applicant is to be based solely on the applicant’s qualifications and 

his/her ability to meet the school district’s standards of performance.  Nowhere in the selection 

process is the applicant’s race, color, religion, national origin, gendersex, age, disability, marital 

status, pregnancy, or other protected conditions used as disqualifying factors.  Gering Public 

Schools does not discriminate on the basis of disability in the admission or access to, or 

treatment or employment in, its programs, or activities. 

 

Americans with Disabilities Act (ADA) 

 

The following grievance procedure shall be used for resolution of complaints of alleged violation 

of Gering Public Schools. 

 

1. Complaints shall be filed with the building administrator.  All complaints shall be 

made in writing, unless the complainant’s disability prevents such action, in which 

case it may be done verbally.  Grievance Procedure Forms can be obtained from the 

Superintendent. 

 

2. Complaints shall contain the following:  (a) the name of the complainant, (b) the 

address and phone number of the complainant, (c) a brief description of the alleged 

violation and (d) the resolution requested by the complainant. 

 

3. The Business Manager shall review complaints.  Investigations shall be thorough, but 

informal, and the complainant will be given an opportunity to submit evidence 

relevant to the complaint. 

 

4. The Business Manager will make a decision on the complaint within thirty (30) days 

of the filing of the complaint, unless such time period is extended by agreement of the 

Ccomplainant.  The decision will be put in writing and forwarded to the complainant. 

 

5. The complainant will be given ten (10) days from the date the Business Manager’s 

decision is sent to the complainant to accept or reject the proposed resolution.  If the 

complainant does not respond with an acceptance or rejection, the resolutionit will be 

accepted.  In the event the complainant rejects the proposed resolution, the 

complainant will be given anthe opportunity to file a request for reconsideration.  The 

Business Manager will forward this request for reconsideration, along with all 

supporting documentation, to the Superintendent of Schools who will make a decision 

within ten (10) days. 
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Chapter V 

Attendance, Absences 

 

Attendance 

 

Regular attendance contributes significantly towards better team effort and productivity.  Each 

employee is very important to the smooth operation of Gering Public Schools.  Faithful 

attendance is an essential component of solid employee performance.  Occasionally, however, it 

may be necessary for you to be absent from work as a result of illness, injury, or other personal 

reasons.  Employees who will be absent are expected to notify their building administrator or 

supervisor immediately.  An absence form (PAN form) must be completed by the employee and 

signed by his/hertheir supervisor upon return to work. 

 

Inclement Weather Conditions 

 

The safety of our students and staff is very important to the DistrictGering Public Schools.  We 

also recognize that certain staff members are essential to the district operations; therefore, 

designated staff members need to report to work as soon as safely possible during inclement 

conditions.  The Superintendent of Schools will decide if school is open or closed for theat day.  

The district calling chain will be placed into motion once a decision has been reached.  Once 

notified, the building administrators will start their building calling chain.  A Connect-Ed call 

will also be made. 

 

The Superintendent of Schools will decide whether Central Office will be open or closed due to 

the weather and will communicate that decision towith Central Office staff members.   

 

If theour schools are closed due to bad weather, you will not be paid your usual wages.  The time 

off canould be considered as a personal day, unless you previouslyalready pre- scheduled time 

off to be gone for theat day.  In that case, your pre-scheduled leave will be used.  Maintenance, 

custodial staff and other employees deemed essential to the district’s operation are expected to 

report to work and will be paid.  Employees will not be paid for missing a scheduled workday 

due to inclement weather if the district is open for school.  In this case, time off will be 

considered either personal leave or leave without pay.  If, because of inclement weather, student 

and employees are dismissed early for the day, employees will be paid for the remainder of their 

authorized day. 
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Chapter VI 

Benefits 

 

Medical/Health Insurance 

 

Gering Public Schools offers Blue Cross Blue Shield Insurance to employees who are scheduled 

to work 40 hours per week, 12 months per year.  Classified staff employees have the opportunity 

to participate in the school district’s health care program by assuming the obligation for their 

own monthly premium payments.  Classified staff who qualify or participated before September 

1, 2008 will receive the benefit beginning September 1, 2008. 

 

Flexible Benefit Plan (SelectFlex) 

 

The Flexible Benefit Plan or SelectFlex is available to all employees.  Gering Public School has 

established this plan to allow our employees to select a tax benefit in exchange for a reduction in 

cash compensation that would otherwise be payable.  SelectFlex allows you to allocate funds to 

either or both a Medical Reimbursement Account and a Dependent Care Assistance Account.  

These accounts are then used to reimburse you for eligible medical expenses and dependent care 

expenses, respectively on a pre-tax basis.  Enrollment for SelectFlex is held every year prior to 

September 1
st
.  Annual re-enrollment is required, and late applications will be denied per IRS 

regulations.  Any questions concerning the plan should be directed to the Business 

ManagerPayroll Department. 

 

Workmen’s Compensation 

 

All employees of the school district are covered by Workmen’s Compensation Insurance. 

 

To be eligible for compensation, the injury to an employee must arise from and in the course of 

employment in the school district.  Employees injured during the course of employment and 

eligible for compensation are required to report ALL accidents or injuries to their supervisor 

immediately.  An Incident Report must be completed and forwarded to the Personnel 

OfficePayroll Department.  Failure on the part of the employee to report an injury within twenty-

four (24) hours may prejudice and defeat a claim for compensation.  A sample Incident Report 

Form is included in the Appendices. 

 

Long Term Disability 

 

Long Term Disability Insurance is provided for classified employees who are scheduled to work 

more than fifteen (15) hours per week.  After the exhaustion of all accumulated sick leave, 

employees are eligible to apply for Long Term Disability Insurance.   The LTD Insurance plan is 
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mandatory and paid for by the employee.  The school district will gross-up wages of eligible 

employees to cover the cost.  Please inform the Central Office of any health- related issues that 

may qualify you for this benefit. 

 

 

 

Retirement 

 

All classified employees who are hired for positions that are 15 hours or more per week on an 

ongoing, regular basis are required to participate in the Nebraska Public Employees Retirement 

System.  All members of the Retirement System will contribute the required percentage as 

established by NPERS.  The school district will match that contribution 101%.  A member who 

terminates employment with Gering Public Schools may: 

 

1. Leave the account on an inactive basis 

2. Receive a refund of the account.  An application for refund must be filled out with the 

Nebraska Retirement System, P.O. Box 94816, Lincoln, NE  68509.  For full details 

or questions, please call the Retirement System at (800) 245-5712. 

 

Tax Sheltered Annuities 

 

Employees may participate in an annuity program of their choice from a list of approved service 

provider companies.  The school district will remit a stipulated amount via a payroll deduction to 

a tax-sheltered annuity plan.  For further information, please contact the Business 

ManagerPayroll Department. 

 

Requests for participation should be made through a service provider company.  The employee 

must complete a Salary Reduction Agreement Form provided by either their service provider or 

by Gering Public Schools.  The service provider company must also complete a maximum 

exclusion allowance (MEA) form.  Arrangement for Tax Sheltered Annuities is made through 

the Business ManagerPayroll Department.  New or modifications to existing annuities may be 

done at any time.  The required paperwork must be submitted to the Business ManagerPayroll 

Department by the first day of the month preceding the pay date for that month. 

 

 

Life Insurance 

 

Gering Public Schools offers Guardian Life Insurance to employees who are scheduled to work 

20 hours or more per week.  This program provides an opportunity for employees to purchase 

term life insurance at a monthly group rate.  For the cost of this insurance, please contact the 

Business ManagerPayroll Department. 

 

COBRA 

 

Employee’s Rights to Continue Group Health Coverage:  On April 7, 1986, a federal law was 

enacted (Public Law 99-272, Title X) requiring that most employers sponsoring group health 
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plans offer employees and their families the opportunity for a temporary extension of health 

coverage (called, “continuation coverage”) at group rates in certain instances where coverage 

under the plan would otherwise end.  This notice is intended to inform you, in summary fashion, 

of your rights and obligations under Continuation Coverage provisions of the law. 

 

If you are an employee of Gering Public Schools, covered by Blue Cross/Blue Shield (BCBS), 

you have a right to choose this continuation coverage if you lose your group health coverage 

because of a reduction in your hours of employment or the termination of your employment.  In 

the event of termination for gross misconduct, continuation coverage is not provided. 

 

Under the law, the employee of a family member, has the responsibility to inform the Business 

ManagerPayroll Department at Gering Public Schools and the BCBS Administrator of a divorce, 

legal separation, or a child losing dependaent status under BCBS within thirty (30) days of the 

date of the event or date coverage would end under the plan because of the event, whichever is 

later.  Gering Public Schools has the responsibility to notify the BCBS Plan Administrator of the 

employee’s death, termination and reduction in hours of employment or Medicare entitlements. 

 

When the Business ManagerPayroll Department is notified that one of these events has occurred, 

she/he will in turn notify you that you have the right to choose continuation coverage.  Under the 

law, you have at least sixty (60) days from the date you would lose coverage because of the 

event described above, or the date notice of your election rights are sent to you, to inform the 

BCBS Administrator that you want continuation coverage. 

 

If you do not choose continuation of coverage, your group health insurance will end.  If you 

choose continuation coverage, Gering Public Schools is required to give you coverage which, as 

of the time coverage is being provided, is identical to the coverage provided under the plan to 

similarly situated employees or family members. 

 

The law requires that you be afforded the opportunity to maintain coverage for three (3) years 

unless you lost group health coverage because of termination of employment or reduction in 

hours.  In that case, the required continuation coverage period is eighteen (18) months. 

 

However, the law also provides that your continuation coverage may be terminated for any of the 

following reasons: 

 

 Gering Public Schools no longer provides group health insurance coverage to any 

of its employees. 

 The premium for your continuation coverage is not paid on time. 

 You become covered by another group plan, unless the plan contains any 

exclusions of limitations with respect to any pre-existing condition you or your 

covered dependents may have. 

 You become enrolled in Medicare. 

 You extend your coverage for up to 29 months due to your disability and there 

has been a final determination that you are no longer disabled. 
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If you have any questions about the law, please contact the Business ManagerPayroll Department 

at (308) 436-3125. 

 

Blood Borne Pathogens 

 

For your own safety, you will be provided with information and training on Blood Borne 

Pathogens.  This training will teach you how to take the necessary precautions against coming 

into contact with HIV or Hepatitis-B.  Please protect yourself by learning these important steps.  

Remember, if circumstances place you in a situation where there is blood or other body fluid, 

that which you could come in contact with, you should treat the blood or body fluids as if they 

are infected.  Your training will instruct you as to what to do in this case. 

 

Gering Public Schools provideshas  been inoculatingons for our employees who work in “higher 

risk” positions with the Hepatitis-B vaccinations.  Depending upon your position, you have the 

option of receiving the vaccination soon after you begin your employment. 

 

Staff Passes 

 

All employees of Gering Public Schools shall have the opportunity to procure a yearly activity 

pass for school activities.  To be eligible to receive an activity pass, the individual must work a 

minimum of two (2) activity events in a capacity as assigned by the Activities Director.  An 

individual who wishes to obtain activity passes for his/hertheir children must work an additional 

activity for each child.  A schedule will be established during the first two (2) weeks of theache 

season school year whereby assignments will be made according to the needs and desires of the 

staff.   After working the required number of events and obtaining the yearly activity pass, an 

individual that is assigned or volunteers for additional duties will be paid up to but not surpassing 

a 40 hour work week.   
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Chapter VII 

Leaves/Vacations/Holidays 

 

Personnel employed by the school district may request or be required to be absent for several 

reasons: 

 

1. Those beyond their control, such as personal sickness or injury, jury duty, military 

service or emergencies. 

2. Those governed by compassion or conviction, such as family illness, bereavement 

and other personal reasons. 

3. Those stemming from occupational status such as attendance at meetings, 

conventions, in-service courses and seminars. 

4. Those provided by scheduled vacations. 

 

Leaves 

 

If you know that you will not be able to attend work at the time you are scheduled, please notify 

your building administrator or supervisor in advance.  If you are unable to give advance notice, 

you must telephone your building administrator or supervisor as soon as possible.  If you are 

personally unable to contact your building administrator or supervisor, you are responsible for 

asking someone else to do so.  Depending on the circumstance, your building administrator or 

supervisor may request that you also contact the Superintendent.  It is your responsibility to 

notify your building administrator or supervisor each time you are unable to report for work. 

 

If you are absent from work and we do not hear from you or someone notifying us on your 

behalf after three (3) consecutive workdays, we will conclude that you have voluntarily 

terminated your employment with the school district.  Any request for employment verification 

or job performance references will result in an unfavorable recommendation if you decide to 

leave the Gering Public Schools in this manner. 

 

If you have prearranged personal leave – you may not convert it to other leave after the 

fact. 

 

Sick Leave 

 

Classified employees are granted twelve (12) days of sick leave on the basis of their employment 

status. Full-time employees are granted twelve days of sick leave per year in July.  Employees 

who work ten (10) months per year are granted ten (10) days per year and nine (9) month 

employees are granted nine (9) days per year at the beginning of each school year (June 30
th

 for 

12 month employees).  When an employee has accumulated thirty-six (36) days of sick leave at 

the end of his/hertheir contract year, the Board of Education will grant that employee an 

additional thirty (30) days of sick leave for a maximum of sixty-six (66) days.  The additional 

thirty (30) days is a one-time addition.  The Board of Education will buy back unused sick leave 

at the rate of $80 per day up to 30 days not to exceed $2,400.  This applies to any employee who 

leaves the District after 15 years of consecutive service who notified the District of his/hertheir 

decision to leave by February 1. 
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The maximum leave that can be used daily is the amount required for you to reach your 

scheduled hours.  You can not extend your scheduled hours by utilizing additional leave.  We 

expect our employees not to abuse our sick leave policy.  You are required to call your building 

administrator or supervisor at the start of each workday for which you are scheduled, but are 

unable to attend due to sickness.  

 

Gering Public Schools may require medical certification to support a request for leave because of 

a serious health condition and may require second or third opinions (at the employer’s expense) 

and a fitness for duty report to return to work.  The school district’s general policy will be to 

require medical certifications and fitness for duty reports, and periodic reports on intent to return 

and periodic re-certifications, when deemed appropriate. 

 

Family illness days will be deducted from sick leave.  The term “family” shall mean:  spouse, 

father, father in law, mother, mother in law, son, son in law, daughter, daughter in law, brother, 

brother in law, sister, sister in law, grandchild or person in the same house as part of the family 

of someone wife, husband, father, father-in-law, mother, mother-in-law, son, son-in-law, 

daughter, daughter-in-law, brother, brother-in-law, sister, sister-in-law, grandchildren or person 

in the same home as part of the family of someone whom the employee is guardian or holds 

power of attorney during a serious illness.  This time may be extended by personal leave. 

 

Sick Leave Bank 

 

This wording is in accordance with Board Policy 410.09 Sick Leave Bank, adopted by the 

Board on March 165, 200910 

 

Maternity Leave 

 

1. All policies, rules, and regulations applicable to employees who are granted sick leave, shall 

be applicable to employees applying for maternity leave. 

2. Application for maternity leave shall be submitted to the building principal, where the 

employee is assigned early enough so that arrangements can be made for an extended 

substitute. 

3. Sick leave benefits for maternity shall begin when the doctor certifies that the employee is no 

longer able to perform her duties.  The paid leave ends when the doctor certifies that the 

employee is fully recovered from disability resulting from delivery and recovery there from.  

4. When the doctor certifies that the employee is fully recovered from the temporary disability, 

the employee is expected to return to employment, unless the employee requests to take 

unpaid leave entitled to them under the Family Medical Leave Act (FMLA) of 1993. If the 

employee chooses to take FMLA leave, she will be entitled to unpaid leave for no more than 

a total of 12 weeks, accumulated between the above paid leave with unpaid leave. 

 

Adoption Leave 

 

Employees who have been with the district for more than twelve months are entitled to twelve weeks 

of unpaid leave for adoption or foster care of a child.  Paid sick leave, family leave and personal 

leave shall be substituted for the unpaid leave until the paid leave time has been exhausted. 
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Personal Leave 

 

This wording is in accordance with Board Policy 415.01 Personal Leave (non-certificated), adopted 

by the Board on September 17, 2007March 15, 2010. 

 

Leave Without Pay 

 

An employee, upon written request, may be granted a long-term leave of absence for personal 

reasons other than illness.  All such leaves will be without compensation.  Written requests must be 

submitted to your building administrator or supervisor and the Superintendent.  The length of the 

leave will not be included when determining years of service credit. 

 

Military Leave 

 

Military Leave will be granted to any employee who is a member of the U.S. Armed Services 

Active Reserve or National Guard to temporary field training or emergency duty.  You will be 

paid your regular salary for the time away from work up to a maximum of fifteen (15) work days 

in any one (1) calendar year, without loss of school district pay that you would normally receive 

for that period. 

 

Please submit a copy of your military Leave and Earnings Statement (L.E.S.) to your building 

administrator or supervisor when you return to work.  A military leave is considered separate 

from vacation time.  However, you cannot take your vacation directly before or immediately 

after military leave.  A minimum of two weeks, either before or after, must separate ordinary 

vacation leave from military leave. 

 

Family Military Leave Act 

 

The Nebraska Legislative Bill 497 (LB 497), Family Military Leave Act, authorizes 30 days of 

unpaid leave to an employee who meets the employment criteria, requests leave and is the spouse 

or parent of a person called to military service lasting 179 days or longer. 

 

Any employee who takes family military leave will be entitled to regain the position he/shethey 

held when the leave period began.  An employer will not be able to discharge, fine or 

discriminate against any employee who takes unpaid family military leave.  During the leave 

period, employees will be able to maintain their benefits at their own expense. 

 

Family Medical Leave Act (FMLA) – Established 1993 

 

FMLA requires covered employers to provide up to twelve (12) weeks of unpaid, job protected 

leave to “eligible” employees for certain family and medical reasons, during any twelve (12) 

month period.  The school district’s applicable “leave year” is a “rolling” twelve-month period, 

measured backward from the date an employee last used any FMLA leave.  Employees are 

eligible if they have worked for Gering Public Schools for at least one year, and for 1,250 hours 

over the previous twelve (12) months, and if there are at least 50 employees of the District within 

75 miles of the employee’s work site. 
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Reasons for taking leave:  Unpaid leave must be granted for any of the following reasons: 

 

 To care for the employee’s child after birth, or placement for adoption or foster care; 

 To care for the employee’s spouse, son or daughter, or parent, who has a serious health 

condition; or 

 For a serious health condition that makes the employee unable to perform the essential 

functions of the employee’s job. 

 

At the employee or employer’s option, certain kinds of paid leave may be substituted for unpaid 

leave.  For example, in the case of leaves for serious health condition, you will likely be required 

to substitute your accrued paid vacation leave, personal leave, or medical and sick leave, if any, 

for the unpaid FMLA leave. 

 

Special rules apply to instructional employees who request intermittent or reduced schedule 

leaves, or leaves near the end of an academic term. 

 

Advance Notice and Medical Certification 

 

The employee may be required to provide advance leave notice and medical certification.  

Taking of leave may be denied if requirements are not met.  The school district has leave 

applications and medical certifications forms, which are to be used.  Forms are available from 

the Central Office. 

 

 The employee ordinarily must provide thirty (30) days advance notice when the leave is 

“foreseeable.” 

 An employer may require medical certification to support a request for leave because of a 

serious health condition, and may require second or third opinions (at the employer’s 

expense) and a fitness for duty report to return to work.  The school district’s general policy 

will be to require medical certifications and fitness for duty reports, and periodic reports on 

intent to return and periodic re-certifications, when deemed appropriate. 

 

Unlawful Acts by Employers: 

 

FMLA makes it unlawful for any employer to: 

 Interfere with, restrain, or deny the exercise of any right provided by FMLA; 

 Discharge or discriminate against any person for opposing any practice made unlawful by 

FMLA or for involvement in any proceeding under or relating to FMLA. 

 

Enforcement 

 

 The U.S. Department of Labor is authorized to investigate and resolve complaints of 

violations. 

 An eligible employee may bring a civil action against an employer for violations. 
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FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any 

State or Local law or collective bargaining agreement which provides greater family or medical 

leave rights. 

 

Bereavement Leave 

 

Classified employees are entitled to Bereavement Leave.  Bereavement leave allowances are 

provided as indicated below.  However, the Board recognizes that the need for such leave may 

vary among individuals and will consider extending the leave in special or unusual 

circumstances.  Application for extending this leave can be made to your building administrator 

or supervisor. 

 
A total of up to five (5) consecutive days of full pay is allowed each classified employee that is employed 

full-time for absence in case of a death in the immediate family.  Immediate family is defined as wife, 
husband, father, father-in-law, mother, mother-in-law, son, son-in-law, daughter, daughter-in-law, 

brother, brother-in-law, sister, sister-in-law, grandchildren, grandparent, aunt/uncle, niece/nephew or a 

person in the same home as part of the family or someone for whom the employee is guardian or holds 
power of attorney.  Staff members who suffer the death of a child, step-child or spouse will have five (5) 

bereavement days plus an additional five (5) bereavement days will be deducted from the employee’s sick 

leave balance.  This time may be extended by personal leave. 

 
Employees may be excused, without loss of pay, for a period of up to one day, to attend funeral services 

of relatives other than those listed above or to attend funeral services of friends with the approval of the 

Superintendent.  Bereavement leave is not limited to five (5) days in one year, but covers each death in 
the immediate family that occurs during the year.  

 

Bereavement days are awarded congruently with the length of each individual’s working day.   

 

Legal and Civic Duties 

 

Employees of the district are encouraged to fulfill their citizenship obligation of jury duty.  

Employees who receive a subpoena for appearance in court or who are required to serve on Jury 

Duty shall receive full pay for such absence from duty provided that they comply with the 

stipulations listed below. 

 

1. The employee must not be a litigant in the court action. 

2. The employee must present a copy of the jury summons to your supervisor and attach 

a copy of that summons to a normal leave request form.  Forward both documents to 

the Central Office. 

3. The employee will reimburse the district from any stipend received for services on 

the jury in an amount equal to or less than wages paid by the district.  Reimbursement 

from part-time employees will be individually determined. 
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Paid Holidays 

 

All nine and ten month employees are entitled to receive six paid holidays per school year.  

Employees normally scheduled to work on a holiday will be compensated for their scheduled 

hours.  These holidays are: 

 

   Labor Day    Christmas Day    

   Thanksgiving Day   New Year’s Day 

Day after Thanksgiving Day  New Year’s Day 

Thanksgiving Day   Good Friday 

 

Only twelve (12) month employees who work eight hours per day are eligible for ten (10) paid 

holidays.  These employees are considered full-time.  The Gering Public Schools are closed for 

ten (10) holidays each year.  The following are the paid holidays we observe: 

 

   Labor Day    New Year’s Eve Day 

   Thanksgiving Day   New Year’s Day 

   Day after Thanksgiving Day  Good Friday 

   Christmas Eve Day   Memorial Day 

   Christmas Day    Independence Day 

 

If a holiday falls on a Sunday, it will be observed the following Monday.  If it falls on Saturday, 

it will be observed the preceding Friday. 

 

If a holiday occurs during your vacation, you are entitled to an extra day of vacation time. 

 

Employees will not be allowed to work on a paid holiday unless an emergency exists and 

administrative approval is provided through the Superintendent and/or Business Manager at the 

the Personnel Department at the Central Office. 

 

Religious Holidays 

 

The Gering Public Schools respect the right of each employee to worship as his or her faith 

dictates, but it is economically impossible for us to provide time off with pay for all religious 

holidays.  Employees may apply for a vacation day(s), or take a personal day(s) toward any 

religious holidays they wish to observe.  If an employee has no paid time left, he or she may 

request the day off without pay.  However, we expect all employees to make arrangements with 

their building administrator or supervisor at least one week in advance. 

 

Professional Leave 

 

Professional leave may be granted to classified employees for the purpose of attending meetings 

and conferences directly related to their assignments.  Attendance for professional leave is 

permitted at full pay if such absence is approved by the classified employee’s building 

administrator or supervisor and planned in the budget. 
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Unexcused Absence and Lateness 

 

We expect all of our employees to report to work on time for each workday and to continue to 

work until the end of that workday.  Lateness will not be tolerated.  An unsatisfactory attendance 

record, and the taking of unauthorized break periods, will result in disciplinary action. 

 

Your attendance record can be a significant factor in evaluating you for raises, promotions 

and retention.  It will also be one of the factors used to decide which employees will be laid off 

first should a reduction-in-force (RIF) become necessary. 

 

Misuse of Leaves 

 

When a building administrator or supervisor suspects misuse of leave, he/shethey may require 

verification that the leave was used for the purpose intended.  Misuse of leave may be grounds 

for disciplinary action or dismissal from Gering Public Schools. 
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Chapter VIII 

Discipline and Termination/Resignation 

 

Disciplinary Procedures 

 

Gering Public Schools believes discipline is not meant to be punishment in any way.  However, 

when it becomes necessary to improvechange an employee’s performance or behavior from 

unacceptable to acceptable, our Progressive Discipline Policy enables us to endeavor to do so in 

a fair and consistent way.  Normal steps in the disciplinary process are outlined here.  However, 

based on the seriousness of the offense, administrationmanagement may enter into any level 

disciplinary action or termination. 

 

1. Discussion:  This is a verbal discussion in which the building administrator or supervisor has 

a face-to-face conference with you to discuss your poor work performance or conduct and the 

need for correcting it. 

2. Assessment:  If there is little or no improvement after the discussion, the next step is a 

written assessment.  The building administrator or supervisor completes a report.  You have 

the right to read and discuss the report and comment in writing.  The Superintendent may be 

present at the request of the building administrator, supervisor or you. 

3. Discipline:  After step two, if there is no marked improvement, the building administrator or 

supervisor will complete another written record of the second disciplinary action.  The 

Superintendent may be present at the request of your building administrator or supervisor. 

4. Termination:  After step three, if there is no marked improvement, you may be 

terminated.  The building administrator or supervisor, along with the Superintendent, 

will conduct a review.  An employee conference will be held and a determination of 

action will be made.  The action may range from the continued opportunity to improve 

or dismissal.  Each situation will be reviewed on an individual basis.   
 

ManagementAdministration reserves the right to enter into any level of disciplinary action or 

termination based on the severity of the offense and the employee’s work record. 

 



 26 

Termination by Employer 

 

Termination may be made without prior notice or prior discipline, and may be made without 

cause.  When a decision is made to terminate, a conference will be held between the employee 

and the building administrator or supervisor.  A written review of the documentation will be 

presented to the employee.  The employee will have the opportunity to respond in writing on the 

termination form.  Documents will be signed at the conclusion of the conference.  Copies will be 

filed with the building administrator or supervisor and the Superintendent.  A copy will be 

furnished to the employee.  The terminated employee will receive their final paycheck within 

two weeks of the termination date or the next regular payday, whichever comes first. 

Some examples of inappropriate conduct, which may result in termination, include, but are not 

limited to the following: 

 

1. Unauthorized absences 

2. Commitment or conviction of any criminal act 

3. Conduct unbecoming any employee in the public service 

4. Disorderly or immoral conduct 

5. Unacceptable work performance 

6. Elimination of the position  (Reduction In Force) 

7. Insubordination 

8. Other reasons deemed appropriate by the administration or Board of Education. 

 

An exit interview opportunity will be provided whether or not an employee resigns or is 

terminated. 

 

Resignation by Employee 

 

Whenever possible, classified and exempt employees are expected to give two (2) weeks notice 

of intent to resign their employment, in order to provide the district sufficient time to find a 

replacement.  Written notice of resignation should be addressed to the appropriate building 

administrator or supervisor.  An exit interview opportunity will be provided when whether or not 

an employee resigns or is terminated. 

 

Accrued vacation time cannot be used in lieu of during the two-week notice to resign 

employment. 
 

Right to Terminate at Will 

 

Just as a classified employee may decide to quit his/her employment, the district reserves the 

right to terminate employment with or without cause, and with or without notice, at any time inat 

its sole discretion.   

 

An employee, who is terminated, for any reason, is neither entitled to nor is he/sheare they given 

severance pay. 
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Chapter IX 

Grievance 

 

Your complaints and issuesproblems, large orand small, are of concern to Gering Public Schools.  

For this reason we have provided for you an effective means to bring your problems and 

complaints to the attention of the district. 

 

Should a grievance arise between an employee of Gering Public Schools and his/her building 

administrator or supervisor, such grievance shall be taken up for settlement under the following 

procedure within seven (7) working days following the incident. 

 

1. The employee(s) shall present the grievance orally to the employee(s) immediate supervisor 

of record, with or without a representative of the employee(s) choice present. 

 

2. If a satisfactory adjustment of such grievance is not reached within three (3) workdays, it 

may be presented in writing to the building principal or immediate supervisor, or supervisor 

of record.  The principal or supervisor will present a decision in writing to the employee(s) 

within five (5) workdays. 

 

3. If a satisfactory adjustment of such grievance is not reached, it may be presented in writing to 

the Superintendent of Schools, or his or her designated representative, who will within five 

(5) days present a decision in writing to the employee. 

 

4. If a satisfactory adjustment of such grievance is not reached, it may be presented in writing to 

the Board of Education.  The decision of the Board of Education will be rendered, in writing, 

within thirty (30) days. 
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Chapter X 

Breaks, Uniforms and Employee Identification Badges 

 

Lunch Breaks 

 

Classified employees who work an entire day should receivehave at least a thirty (30) minute 

lunch break per day.  Lunch breaks should be scheduled so as not to disrupt building or 

departmental functions.  Lunch breaks are uncompensated time.  They do not count towards the 

number of hours you are required to work each day, as the time clock will automatically deduct 

30 minutes per day for lunch unless other arrangements are made with Central Office.  If you 

leave the building for your lunch break, you are required to clock out on the time clock during 

the time you are gone. 

 

Rest Breaks 

 

Rest breaks shall be fifteen (15) minutes in length each, for every four hours of work.  Rest 

breaks cannot be used at the end of a workday to leave for the remainder of the day. 

 

Leaving the Building 

Classified employees who leave the building for any personal errand are required to clock out on 

the time clock during the time you are gone. 

 

Employee Dress 

 

Employees are expected to dress appropriately for work. Denim jeans are discouraged.  Please 

check with your building administrator or supervisor for guidelines. 

 

Employee Identification Badges 

 

All employees are provided district picture identification badges through the Central Office.  The 

badges are to help staff and students recognize authorized individuals and to increase school 

safety.  Employee Identification Badges are required to be worn by all Gering Public Schools 

employees when on duty.   The badges may be attached to either a lanyard or to your clothing 

using an alligator clip.  The badges are to be in full display at all times.   
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Chapter XI 

Expenses 

 

Travel/Reimbursement 

 

The board will reimburse employees for normal expenses for hotel, food, registration and 

transportation costs incurred while attending an authorized conference or other activities whose 

purpose is related to the instructional or operational improvement of the district.  Your building 

administrator or supervisor must approve arrangements for attendance in advance, in writing. 

 

Specific guidelines for travel reimbursement are as follows: 

1. Each building administrator or supervisor may allow travel expenses for personnel under 

their direct supervision at a cost up to the limitations of their building budget. 

2. Complete the appropriate Travel Voucher Form (available from the Business Office) 

3. District vehicles are available for travel.  If airline transportation is used, the most 

economical fare available will be allowed. 

4. Meal receipts will be submitted to the accounts payable clerk upon your return.  Your 

reimbursement will not exceed established per diem rates.  

5. Lodging at actual costs.  Receipts are required. 

6. Registrations and other fees may be allowed.  Receipts are required. 

7. Other expenses may be allowed at actual costs.  Receipts are required. 

 

Indistrict Travel 

 

Some employees are required by the administration to have transportation available during the 

employee’s scheduled hours of work.  The Board of Education will reimburse this expense 

according to the following guidelines: 

1. Mileage to be reimbursed at a rate specified by the Internal Revenue Service. 

2. No mileage for commuting from home will be reimbursed. 

3. Mileage will be reimbursed by a daily log.  Any random travel which is required by the 

district should be logged daily and submitted monthly to the building principal. 

4. Requests for reimbursement will be turned in at the end of each month and paid on a monthly 

basis. 

 

Compensation for Time Spent Traveling 

Time spent traveling shall be considered hours worked if: 

1. An employee is required to travel during regular working hours; 

2. An employee is required to drive a vehicle or perform other work while traveling; 

3. An employee is required to travel as a passenger on a one-day assignment away from the 

official duty station; or 

4. An employee is required to travel as a passenger on an overnight assignment away from the 

official duty station during hours on non workdays that correspond to the employee’s regular 

working hours. 
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Chapter XII 

Safety, Health and Asbestos 

 

Workplace Safety 

 

The school district is committed to providing and maintaining a safe and healthfuly work 

environment.  This district recognizes its responsibility in protecting and conserving its human 

and financial resources. 

 

Employee Protection 

 

A letter addressed to the Business Manager shall make request for reimbursement for personal 

property damaged in an assault upon that employee.  The letter shall include a full statement 

describing the assault, listing all damages incurred and noting the date, hour and witness(es). 

 

Health Examinations 

 

Any employee whose assigned responsibilities require by statute a health examination, or any 

employee whose condition of health is thought to be essential to the welfare of pupils or 

employees may be required at anytime to submit to a health examination by a physician or 

surgeon to be determined whether the employee can perform the essential functions of the 

employee’s position with or without reasonable accommodations. 

 

Chronic Infectious Diseases – Not Commonly Transmitted by Casual Contact 

 

The definitions of Chronic Infectious Diseases are those, which are carried throughout life by the 

infected person and have the potential to be transmitted.  Disease-causing agents/organisms, 

which have not been commonly associated with casual contact transmittal, may include, but are 

not limited to:  Human Immunodeficiency (HIV) or Hepatitis B. 

 

In the event it becomes known that an employee, or other frequent contact at Gering Public 

Schools, becomes infected with a chronic infectious disease not commonly associated with 

casual contract transmittal, the Superintendent of Schools shall make decisions about changes in 

the employment/education program of an employee on a case-by-case basis, relying on the 

available scientific and medical advice. 

 

In regard to communicable/contagious disease, which is commonly associated with casual 

contact transmittal, the Superintendent of Schools will refer to Nebraska Statutes.   

The person infected with a chronic infectious disease that is not spread by casual everyday 

contact, will be entitled to similar treatment by the school as other students and employees.  The 

school shall provide a sanitary environment and establish and enforce routine guidelines for 

handling body fluids that are recommended by universal precautions. 
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Communicable/Infectious Diseases Commonly Transmitted by Casual Contact 

 

The definition of Communicable/Infectious diseases are those which are carried for a limited 

period of time by the infected person and have the potential to be transmitted by casual, everyday 

contact. 

 

The following are some of the common communicable/infectious disease for which employees 

will be excluded from work: 

 

 Measles (Rubeola) Three-Day Measles Ringworm Chickenpox Hepatitis A 

 Impetigo  Mumps  Head Lice Scabies Pinkeye 

 Shingles  Strep Infections 

 

Employees with a communicable disease may return to work when the signs and symptoms 

disappear and when the minimum isolation period, as recommended by the Nebraska State 

Health Departments has elapsed. 

 

Asbestos 

 

Gering Public Schools has complied with the 1987 Asbestos-Containing Materials in Schools 

Rule.  Each building has been inspected and the Asbestos Management Plan for the building is 

kept in the pPrincipal’s oOffice, as well as the Central Office.  Interested persons may review the 

plan(s) during regular business hours. 
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Chapter XIII 

Staff Development 

 

Gering Public Schools provides various staff development opportunities for classified 

employees.  Staff members are expected to participate in these staff development activities as a 

means of on- the- job training.  Employees are encouraged to share information on staff 

development activities with their supervisors as a means of continuously developing the district’s 

awareness of and participation in quality staff development activities. 
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Chapter XIV 

Evaluations and Conduct 

 

Transfer/Reassignment 

 

The assignment of any classified employee may be changed during the year when deemed 

advisable by the Superintendent or designees. 

 

Duties 

 

The duties of all classified employees shall be defined in accordance with the job descriptions. 

 

The job descriptions are of a general nature and duties assigned to an employee are not restricted 

to the items listed within the job description.  Each employee will be responsible to the 

supervisor to whom they are assigned. 

 

Evaluations 

 

Building administrators and supervisors shall perform, at thea minimum, a formal annual 

evaluation of all classified staff employees.  New employees will be evaluated after their 8-week 

orientation period.  Evaluation of support staff employees on their skills, abilities and 

competence shall be an ongoing process.  The goal of the formal evaluation of classified staff 

employees shall be to maintain employees who meet or exceed the District’s standards of 

performance, to clarify each employee’s role, to ascertain the areas in need of improvement, to 

clarify the immediate priorities of the District and to develop a working relationship between the 

supervisor and employee.  Building Administrators and Supervisors are responsible for 

submitting Employee Evaluation Reports to the Superintendent byno later than MayJune 

1
st
 of each year.  Building administrators and supervisors are to conference with employees 

regarding their evaluations.  Sample Eevaluation fForms and the evaluation schedule for 

Classified Employees can be found in the Appendices to theof this Handbook. 

 

Conduct 

 

District employees have many opportunities to contribute to the positive, caring image of the 

school system.  Courtesy, tact, patience, friendliness, cooperation and an optimistic attitude are 

highly valued attributes of employees along with proficiency and skill in job assignments.  All 

employees are expected to treat everyone with respect and understanding.  Efforts by employees 

to contribute to the positive educational environment in the buildings are greatly appreciated. 

 

The responsibility for acceptable conduct and attire rests with the employee.  Supervisors shall 

advise employees as to the acceptable and expected standards onf the job. 
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Drug Free Schools/Workplace 

 

Gering Public Schools is committed to providing a workingn employment environment that is 

safe and provides appropriate motivation to ensure a creative and productive work force.  To this 

end, the district unequivocally endorses the philosophy that the workplace should be free from 

the detrimental effects of illicit drugs and alcohol.  Acknowledgement of understanding and 

receipt of board standards and policies forms must be filled out by each employee.  (See sample 

form in Appendices).  The school district further finds that, aside from the workplace, the 

unlawful manufacturing, sale, distribution, possession, being under the influence or unlawful use 

of illicit drugs or alcohol by employees of the school district, constitutes a substantial 

interference with school purposes, is connected with the school district and presents a variety of 

risks which are unacceptable, and will constitute a reason for disciplinary action.  In the event of 

any non-compliance by any employee, the employee may be disciplined, which may include 

ending employment.  Any employee of this school district who has been charged or convicted of 

any violation of law involving illicit drugs or drug paraphernalia, or alcohol must immediately 

report such charge or conviction to the Superintendent of Schools or the Superintendent’s 

designee.  Failure to report may result in disciplinary action. 

 

Definitions: 

 

“School premises” shall mean any property, whether owned, leased or in any other manner 

under the control of the Board of Education of the school district.  “Outside of the 

Workplace” shall mean at all times other than on “school premises” or as part of the school 

activities. 

 

Transportation Employees 

 

The Omnibus Transportation Employee Testing Act of 1994 requires alcohol and drug testing of 

safety-sensitive employees in the motor carrier industries.  It is the School District’s right, 

obligation and intent to maintain a safe, healthfuly and efficient working environment for all of 

its employees and to protect school district property, equipment and operations from the risks 

associated with drug and alcohol use in the workplace. 

 

Bus drivers for Gering Public Schools areshall be tested for alcohol and controlled substances as 

required by law.  For further details regarding this law and policy, contact the Superintendent. 

 

Tobacco-Free Workplace 

 

It is the intent of the Board of Education of the Gering Public Schools to create a tobacco-free 

environment within the Gering Public Schools.  Because we value our students and employees, 

the promotion of health, safety and well-being is one of our utmost concerns. 

 

A policy has been implemented banning the use of all tobacco products on all Gering Public 

Schools property and in all school-owned vehicles.  Tobacco use by the general public or adult 

employees is prohibited.  All rules and regulations, which deny student use of tobacco, both 

inside buildings and on school grounds, remain in force.  Appropriate signs will be placed at the 
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entrance of buildings and other appropriate locations, advising all persons that our buildings and 

grounds are a tobacco-free environment.   The school district will provide information to 

employees concerning tobacco use cessation programs. 

 

Unlawful Acts by Employees 

 

The Gering Public Schools Board of Education recognizes the value of providing an educational 

setting thatwhich is safe and secure and thatwhich provides proper role modeling for our 

students, staff and visitors.  The school setting should promote good citizenship through the 

behaviors that are modeled and taught.  To encourage this action and to address any violations of 

good citizenship, the following standards will apply: 

 

Any employee charged or convicted in any unlawful act, in violation of federal, state or 

local criminal or other applicable law at any time or place, whether on or off duty, may 

be subject to disciplinary action, if, in the judgment of the Superintendent of Schools or 

the Superintendent’s designee, the charge or conviction in the unlawful act constitutes a 

substantial interference with school purposes. 

 

Any employee, who has been charged or convicted of any unlawful act, shall immediately report 

such charge or conviction to the Superintendent of Schools or the Superintendent’s designee.  

Generally, speeding tickets and such infractions need not be reported. 

 

Preventing Harassment and Discrimination of Employees, Students and/or Volunteers 

 

Gering Public Schools is committed to complying with all state and federal laws prohibiting 

discrimination and to taking any necessary measures to assure compliance with such laws against 

any prohibited form of discrimination.  Unlawful discrimination or harassment of any kind by 

employees of Gering Public Schools is prohibited.  In addition, Gering Public Schools will try to 

protect employees, students and volunteers from discrimination or harassment by non-employees 

and others in the work place. 

 

For purposes of this policy, discrimination or harassment based on a person’s race, color, 

religion, national origin, sex, age, disability, marital status, or pregnancy, or other protected 

conditions, is prohibited.  The following are general definitions of what might constitute 

prohibited harassment. 

 

 In general, ethnic or racial slurs or other verbal or physical conduct relating to a person’s 

race, color, religion, national origin, sex, age, disability, marital status, pregnancy, or other 

protected conditions constitute harassment when they unreasonably interfere with the 

person’s work performance or create an intimidating work environment. 

 Age harassment has been defined by federal regulations as a form of age discrimination.  It 

can consist of demeaning jokes, insults, or intimidation based on a person’s age. 
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 Sexual harassment has been defined by federal and state regulations as a form of sex 

discrimination.  It can consist of unwelcomed sexual advances, requests for sexual favors, or 

physical or verbal conduct of a sexual nature by supervisors or others in the work place.  

Sexual harassment may exist when: 

1. Supervisors or managers make submissions to such conduct either an explicit or 

implicit term and condition of employment (including hiring, compensation, 

promotion or retention); 

2. Submission to or rejection of such conduct is used by supervisors or managers as a 

basis for employment related decisions such as promotion, performance evaluation, 

pay adjustment, discipline, work assignment, etc. 

3. The conduct has the purpose or effect of unreasonably interfering with an individual’s 

work performance or creating and intimidating, hostile, or offensive working, 

classroom or educational environment. 

 Sexual harassment may include explicit sexual propositions, sexual innuendo, suggestive 

comments, sexually oriented “kidding” or “teasing”, “practical jokes”, jokes about gender 

– specific traits,; foul or obscene language or gestures,; displays of foul or obscene 

printed or visual material; and physical contact, such as patting, pinching or brushing 

against another’s body. 

 

Complaint and Grievance Procedures to Respond to Harassment and Discrimination 

 

 An employee who is affected by a violation of Gering Public Schools’ anti-harassment 

and discrimination policy should initially report all instances of discrimination or 

harassment to the employee’s immediate supervisor.  However, if the employee is 

uncomfortable in presenting the problem to the immediate supervisor, or if the immediate 

supervisor is the problem, the employee is permitted and encouraged to go to the next 

level of supervision.  The failure on your part to report the harassment may deprive you 

of certain legal rights. 

 If the employee’s complaint is not resolved to his or her satisfaction within five (5) to 

10ten (10) working days, or if the discrimination or harassment continues, the employee 

should report the complaint to the Superintendent of Schools.  If a satisfactory 

arrangement or resolution of the complaint or grievance cannot be obtained through the 

Superintendent, the complaint may be submittedprocessed to the Board of Education of 

Gering Public Schools. 

 All persons to whom a complaint or grievance reported are to thoroughly investigate all 

complaints.  These situations will be treated with the utmost confidence, consistent with 

resolution of the problem.  Based on the results of the investigation, appropriate 

corrective action up to and including discharge of offending employees, etc. may by 

taken.  Under no circumstance will any employer threaten or retaliate against an 

employee for alleging a violation of this policy. 
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Nepotism 

 

More than one family member may be an employee of the school district.  Prior to any interview 

or in-district transfer that would result in one family member supervising another family 

member, the board must be made aware of nepotism concerns. 

 

Employee Conflict of Interest 

 

Employees’ use of their position with the school district for financial gain shall be considered a 

conflict of interest with their position as employees and may subject employees to disciplinary 

action. 

 

Employees have access to information and a captive audience that could award the employee 

personal or financial gain.  No employee may solicit other employees or students for personal or 

financial gain to the employee without the approval of the Superintendent.  If the approval of the 

Superintendent is given, the employee must conduct the solicitations within the conditions set by 

the Superintendent.  Further, the Superintendent may, upon five (5) days notice, require the 

employee to cease such solicitations as a condition of continued employment. 

 

Employees shall not act as an agent or a dealer for the sale of textbooks or other school supplies.  

Employees shall not participate for personal financial remuneration in outside activities wherein 

their position on the staff is used to sell goods or services to students or to parents.  Employees 

shall not engage in outside work or activities where the source of information concerning the 

customer, client or employer originates from information obtained because of the employee’s 

position in the school district. 

 

It shall also be a conflict of interest for an employee to engage in any outside employment or 

activity thatwhich is in conflict with the employee’s official duties and responsibilities.  In 

determining whether outside employment or activity of an employee creates a conflict of interest, 

situations in which an unacceptable conflict of interest shall be deemed to exist shall include, but 

is not limited to, any of the following: 

 

1. The outside employment or activity involves the use of the school district’s time, facilities, 

equipment, and supplies or the use of the school district’s badge, uniform, business card or 

other evidences of office to give the employee’s immediate family an advantage or monetary 

benefit that is not available to other similarly situated members or classes of members of the 

general public.  For purposes of this section, a person is not “similarly situated” merely by 

being related to an employee who is employed by the school district. 

2. The outside employment or activity involves the receipt of, promise of, or acceptance of 

more or other consideration by the employee or a member of the employee's immediate 

family from anyone other than the school district for the performance of any act that the 

employee would be required or expected to perform as part of the employee's regular duties 

or during the hours during which the employee performs service or work for the school 

district. 
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3. The outside employment or activity is subject to the official control, inspection, review, audit 

or enforcement authority of the employee during the performance of the employee's duties. 

 

If the outside employment or activity is employment or activity in (1) or (2) above, the employee 

must cease the employment of the activity.  If the activity or employment falls under (3), then the 

employee must: 

 

 Cease the outside employment or activity; or 

 Publicly disclose the existence of the conflict and refrain from taking any official action or 

performing any official duty that would detrimentally affect or create a benefit for the outside 

employment or activity.  Official action or official duty includes, but is not limited to, 

participating in any vote, taking affirmative action to influence any vote, or providing any 

other official service or thing that is not available generally to members of the public in order 

to further the interests of the outside employment or activity. 
 

It shall be the responsibility of each employee to be aware of and take the necessary action to 

eliminate a potential conflict of interest should it arise. 

 

Use of Cell Phones 

Cell phone use is allowed during non contact time with students and needs to be used in an area 

where students are not present.  In the case of emergencies, please see the building principal or 

administrator concerning use of the cell phones. 

 

Internet, Computers and Network Resources 

 

The Board supports the use of computers, technology and the Internet in the District's 

instructional program as a resource to educate and inform.  The use of these resources shall be 

consistent with the curriculum adopted by the School District and shall be employed in an 

appropriate and responsible manner to meet the varied instructional needs, learning styles, 

abilities and developmental levels of students. 

 

Procedures and Guidelines 

 

The Superintendent shall develop and implement appropriate procedures to provide guidance for 

computer use and Internet access.  Guidelines shall address teacher supervision of computer use, 

ethical use of electronic media, and the District’s ownership and right of administrative review of 

electronic files and communications. The term “electronic media” includes, but is not limited to, 

the Internet, e-mail and other technological resources. 

 

These guidelines shall prohibit utilization of networks for inappropriate or illegal activities, the 

intentional spreading of imbedded messages (viruses) or the use of other programs with the 

potential of damaging or destroying programs, data or equipment.  The gGuidelines will describe 

the District's limitation of liability and will establish that the use of computers, technology and 

the Internet is a privilege, not a right.  Violation of the procedures and guidelines will result in 

cancellation of those privileges and appropriate disciplinary action. 
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Technology Protection Measure 

 

The District will implement a technology protection measure that will block or filter Internet 

access to visual depictions that are obscene, pornographic or of a harmful nature to minors.  

Operation of this measure will be monitored and enforced during use of computers by minors. 

 

Audit of Use 

 

Users with network access shall not utilize District resources to establish electronic mail 

accounts through third-party providers or any other nonstandard electronic mail system.  

Participation in chat rooms is prohibited without specific prior approval by the system 

administrator.  The Superintendent shall establish a process to determine whether the District's 

education technology is being used for purposes prohibited by law or for accessing prohibited 

materials.  The process may include, but not be limited to: 

 

 Utilizing blocking/filtering software. 

 Turning off the "auto load images" feature of the Internet browser. 

 Using a proxy server to control accessible websites. 

 

Staff Use 

 

A written staff agreement form will be required for all employees having access to electronic 

media.  Staff shall confine e-mail use to work-related purposes and only limited, incidental 

personal use.  The agreement form will refer to the procedures and guidelines for use of 

computers and the Internet, describe prohibitions and limitations on the use of these resources 

and state the employee's responsibility for the security of individual passwords. 

 

Community Use 

 

On recommendation of the Superintendent, the Board will determine the conditions and limits 

under which equipment and services will be made available to the community.  Upon request to 

the Building Principal, community members may have access to electronic resources and 

programs available through the District, provided they attend any required training and abide by 

the rules of usage established by the Superintendent.  A written agreement form will be required 

for all community members having access to these resources indemnifying the District from 

claims by community users. 

 

Disregard of Rules 

 

Individuals who refuse to sign required acceptable use documents or who violate District rules 

governing the use of District technology shall be subject to loss or restriction of the privilege of 

using computers, technology or the Internet and related resources. 
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Responsibility for Damages 

 

Individuals shall reimburse the Board for repair or replacement of District property lost, stolen, 

damaged, or vandalized while under their care. 
 

Advertising and Promotion 

 

Except as may be expressly authorized by the Board of Education, no employee shall permit any 

commercial advertising to be announced, distributed, or otherwise promoted in or through the 

schools; endorse a specific brand product,; or recommend, prescribe, or suggest that students use 

performance- enhancing products, including dietary supplements which are intended to be 

ingested, inhaled or injected. 

 

Confidentiality 

 

Employees should not discuss school matters outside the job nor discuss confidential or personal 

information about students or staff.  Requests from anyone, including fellow building staff 

members, for personal information about students should be referred to the principal. 
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Chapter XV 

Other 

 

Accidents and Safety 

 

All injuries to students and adults thatwhich occur on district-owned grounds or in district-owned 

buildings, or during the job duties off premises, no matter how trivial, should be reported to the 

supervisor or principal immediately.  Depending on the seriousness of the injury, the injured 

person should either be taken to his/her doctor or to the hospital and a request for a doctor made 

to the office of the doctor specified. 
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Chapter XVI 

Disclaimer/Acknowledgement 

 

This handbook is presented to provide you with information about your employment with Gering 

Public Schools.  It has been prepared as a guide and reference only.  This employee handbook is 

not a contract, either expressed or implied.  The district adheres to the policy of employment-at-

will, which means that either you or Gering Public Schools may terminate your employment at 

any time, for any reason, with or without cause and with or without notice. 

 

Gering Public Schools reserves the right to revise, discontinue, suspend or modify any of the 

policies contained in this handbook at any time and at its sole discretion. 

 

I, ___________________________________________________, understand that the Gering 

Public Schools Classified Handbook is available online.  I understand that it is my responsibility 

to read it and to understand the policies outlined within it.  I also understand that this handbook 

is not intended to serve as a contract, either express or implied, and that Gering Public Schools 

has the right to revise, discontinue, suspend or modify any of the policies contained in this 

handbook at any time at its sole discretion, and that all such changes will be binding upon all 

employees.  I further understand that my employment with Gering Public School is at-will.  I 

understand that the handbook includes an Anti-Harassment and Discrimination policy, with a 

grievance mechanism, and I will review and follow that policy and grievance mechanism. 

 

 

 

Signature: ____________________________________________________ 

 

Printed Name: ____________________________________________________ 

 

Date:  ____________________________________________________ 

 

School Year: 200911-20102 

 

 

 

 

 

 

 

Failure to complete and return this form may result in disciplinary action. 
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GERING PUBLIC SCHOOLS 

GERING, NE 

 

STUDENT TRANSPORTATION  

 

 

Students living more than four miles from their designated school attendance centers 

shall be entitled to transportation to and from their attendance center at the expense of the 

school district. 

 

Parents of students who live where transportation by bus is impracticable or unavailable 

may be required to furnish transportation to and from the designated attendance center at 

the expense of the school district.  Those parents who transport their children at the 

expense of the school district shall be reimbursed in accordance with state statute.   

 

A student may be required, at the Board's discretion, to meet a school vehicle without 

reimbursement up to three-fourths of a mile.  The Board may require the parent to 

transport their children up to two miles to connect with school bus vehicles at the expense 

of the school district when conditions deem it advisable.  It shall be within the discretion 

of the Board to determine such conditions.   

 

Legal Reference:  Neb. Statute 79-601 et seq. 
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GERING PUBLIC SCHOOLS 

GERING, NE 

 

 

SPECIAL EDUCATION STUDENT TRANSPORTATION 

 

 

Transportation of students who require special education services shall generally be 

provided as for other students, when appropriate.  Specialized transportation of a student 

to and from a special education instructional service is a function of that service and, 

therefore, an appropriate expenditure of special education instructional funds generated 

through the weighting plan. 

 

Transportation of special educationa students  to and from a special education support 

service is a function of that service, and shall be specified in the individual education 

program.  When the IEP team determines that unique transportation arrangements are 

required and the arrangements are specified in the IEP, the school district will provide 

one or more of the following transportation arrangements for instructional services orand 

the AEA for support services: 

 

 Transportation from the student's residence to the location of the special education 

or care services and back to the student's residence. 

 Special assistance or adaptations in getting the student to and from and on and off 

the vehicle, en route to and from the special education. 

 Reimbursement of the actual costs of transportation when by mutual agreement 

the parents provide transportation for the student to and from the special 

education. 

 

Legal Reference: 20 U.S.C. §§ 1401, 1701 et seq. (1994). 

   34 C.F.R. Pt. 300 et seq. (1996). 
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GERING PUBLIC SCHOOLS 

GERING, NE 

 

BUS SCHEDULING AND ROUTING 

 

School bus stops and routes will be determined by the transportation director and route 

supervisor and will be based upon efficiency, safety, Board policy and applicable state 

and federal laws and rules. 

 

The superintendent or designee will: 

 

1. Annually review and assess school bus routes, stops and loading zones for safety, 

changing student population and supervision of students; 

 

2. Advise parents of any changes in transportation policy affecting their students as 

early as possible and be responsive to parents’ calls for assistance in seeking 

alternatives to busing; and 

 

3. Work with cities, the county and other appropriate governmental agencies on a 

continuing basis regarding transportation issues. 
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GERING PUBLIC SCHOOLS 

GERING, NE 

 

BUS SAFETY PROGRAM 

 

 

The superintendent or his designee shall direct the preparation of a Safe Pupil 

Transportation Plan that, at a minimum, shall address weapons, pupil behavior, terroristic 

threats, severe weather, hazardous materials, medical emergencies, and driver/passenger 

procedures in the event of mechanical breakdowns of the vehicle. 

 

The superintendent or his designee shall plan and implement a safety-training program 

for school bus drivers and vehicle passengers.  The superintendent or his designee shall 

monitor the scheduling of inservice and educational opportunities for transportation 

personnel to improve their awareness and skills regarding school bus safety.  School bus 

drivers shall attend local workshops and all inservice meetings. 

 

Administrative rules and regulations shall be adopted to govern the safe operation of 

school vehiclesbuses.  Students violating these regulations may have their riding 

privileges revoked or suspended.  Parents will be responsible for damage done to 

transportation vehicles or equipment by their children. 

 

The school district shall conduct school bus safe riding practices instruction and 

emergency safety drills at least twice a year for students who utilize school district 

transportation.  The emergency evacuation drill procedures should be conducted 

according to guidelines established by the Nebraska Department of Education. 

 

Each school bus vehicle shall have, in addition to the regular emergency safety drill, a 

plan for helping those students who require special assistance to safety during an 

emergency. This shall include, but not be limited to, students with disabilities. 

 

School district vehicle drivers are required to attend each safety drill. 

 

All transportation vehicles shall be acquired and maintained to meet or exceed NDE 

Minimum Equipment Standards for student transportation vehicles.  The superintendent 

or his designee shall develop a systematic preventive maintenance program including 

daily, weekly, monthly, and annual schedules to insure vehicle safety and reliability.  

This will include a record keeping system for maintaining inspection reports along with 

procedures for filing reports and certifications to meet requirements of the Nebraska 

Department of Education. 

 

Legal Reference:  Neb. Statute 79-601 to 610                

 

Cross Reference:  508.05 Emergency Plans and Drills 

    905     Safety Program 
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GERING PUBLIC SCHOOLS 

GERING, NE 

 

BUS DRIVER SUPERVISION 

 

School busvehicle drivers must pass physical examinations and meet other criteria as 

established by state and federal law and by the Nebraska Department of Education.  Bus 

drivers must have a valid student transportation vehicle operator’s permit and shall have 

it in their possession when transporting students.  This does not apply to the operator of a 

small vehicle being used only for extracurricular activities. 

 

The school district shall obtain a record of satisfactory driving for each student 

transportation vehicle operator.  It is required that a copy of the individual’s driving 

record be on file with the district before employment as a student transportation vehicle 

operator as defined in NDE rules.  The school district shall obtain and keep on file a 

criminal history record of driver applicants who are not certified Nebraska teachers or 

administrators through the Nebraska State Patrol and local law enforcement agency 

before employment as a student transportation vehicle operator. 

 

School vehiclebus driver selection procedures will be developed by the superintendent or 

his designee to ensure acceptance of drivers whose capabilities are commensurate with 

job responsibilities, including minimum requirements for a satisfactory driving record.   

 

Substitute student transportation vehicle operators shall meet the same driver 

requirements and qualifications as a regular student transportation vehicle operator.  A 

student transportation vehicle operator shall not have the authority to assign a substitute 

without the prior approval of any school administrator or person designated by the 

governing school board. 

 

All school vehiclebus drivers are required to inform the district immediately of any 

change in their driving or criminal records that could affect their eligibility to maintain 

the student transportation vehicle operator’s permit. 

 

Student transportation vehicle operators shall document and report to the transportation 

supervisor the occurrence of any events covered by the Safe Pupil Transportation Plan 

that involved the student transportation vehicle operated by the driver, or any students 

transported in it.  The superintendent or his designee shall develop such reporting 

procedures. 

 

Legal Reference:  NDE Rule 91 

    District Safety Manual 

 

 

 

 

 



File:  801.05 

Page 2 of 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approved 01/19/04 Reviewed  812/1529/0311 Revised 

 





Facility Committee Meeting 

October 13, 2011 04:30PM 

Northfield Elementary 

 

Attendance Taken at 4:30 PM:  

 

Present Board Members:    

Mike Brunner  

Alan Doll  

Mary Winn  

  

1. Attendance   

Also in attendance were Don Hague, Tim Meisner and Northfield Principal Pam 

Barker.  

 

2. Classified Handbook Final Review   

Hague explained that the Personnel Committee met on Wednesday and reviewed 

questions and suggested updates to the 2012-2013 Classified Handbook.  An 

Executive Session will be held during the Regular Board Meeting on Monday night 

to discuss the handbook in depth and personnel issues. 

 

Frahm will save each draft copy with the current date to allow easier tracking 

of the most current copies.  

 

3. Bussing Update   

Hague met with a bussing company and stated that the process looks good.  The 

next step will be obtaining requests for proposals.  Scottsbluff and WNCC are 

both interested in partnering with Gering on this project.  

 

4. Window Project at High School   

Jack Baker is in the process of compiling a proposal that can be sent out for 

bids.  Baker will serve as the architect on this project by assembling the specs 

and will also manage the project.  This project began in 2004 and is being done 

is phases.  Future bids will also be requested in phases so the district will 

have the option to complete the project partially or all at once.  The estimated 

cost for the entire project in 2004 was approximately $250,000.   

 

The committee will continue to look at other projects but will be cautious until 

construction of the new Lincoln Elementary building is complete.   

 

The hallway that leads to the gym area needs addressed but because it is so low, 

it will need to be replaced with a sturdy material rather than leaving conduits 

exposed, as in other areas throughout the district.  Hague will have Sweeney 

look at it and make suggestions.    

 

5. Tour of Northfield Elementary School Facility   

Doll asked if the BenQ's had been installed and Barker said that they had.  The 

stolen BenQ's from Lincoln have been replaced and the computer carts have been 

distributed, however some still need programmed.  

 

Barker led a tour of Northfield Elementary.  The committee examined new concrete 

work on the north side of the building that will serve as an additional drop off 

area.  Shrubs and low maintenance items will be used for landscaping.  It was 

suggested that this could be an Eagle Scout project.   

 

A Promethium Board demonstration was given to the committee towards the end of 

the tour.   



 

The front of the building was the last stop of the tour, where the removal of 

foot scrapers was pointed out.  A sidewalk has been installed along the fence 

and the front steps will be painted yellow so they stand out.  The concrete 

around the flag pole was also replaced.    

 

5.1. Settling   

Barker pointed out the slope in the hallway floor that has been caused by 

settling/sinkage.  A recent pipe leak cause more settling in the northwest 

corner of the building.  The structure will need to be re-caulked and 

painted; however, insurance is expected to cover these costs.  Room 111 

received the majority of damage from the pipe leak. 

    

5.2. Roof Leaks   

Many leaks were specifically pointed out to the committee, most of which 

were from recent rains.  Specific rooms included the library and the 

principal's office.  Twenty rooms were affected by rain damage.  Room 102 

has visible condensation, as well as an active leak.  The committee 

suggested contacting Twin City Roofing to look at the damage and see if it 

can be repaired.  Schank Roofing is the current roofer.    

 

6. Adjournment   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

_____________________________________ 

Chairperson 

 

_____________________________________ 

Superintendent 
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GERING PUBLIC SCHOOLS 

GERING, NE 

 

EQUAL EDUCATIONAL OPPORTUNITY 

 

The board will not discriminate in its educational activitiesopportunities on the basis of: race, 

color, national origin, religion, sex, disability, or marital status. 

 

The board requires all persons, agencies, vendors, contractors and other persons and 

organizations doing business with or performing services for the school district to subscribe to all 

applicable federal and state laws, executive orders, rules and regulations pertaining to contract 

compliance and equal opportunity. 

 

The board is committed to the policy that no otherwise qualified person will be excluded from 

educational activitiesopportunities on the basis of race, color, religion, sex, marital status, 

national origin, or disability.  Further, the board affirms the right of all students and staff to be 

treated with respect and to be protected from intimidation, discrimination, physical harm and 

harassment. 

 

Harassment or discriminatory behavior that denies civil rights or access to equal educational 

opportunities includes comments, name-calling, physical conduct or other expressive behavior 

directed at an individual or group that intentionally demeans the race, color, religion, national 

origin, sex or disability of the individual or individuals or creates an intimidating, hostile or 

demeaning environment for education. 

 

 

Legal Reference:    Neb. Statute 79-1110-1167 

              79-2114-2124 

20 U.S.C. §§ 1221 et seq.  

20 U.S.C. §§ 1681 et seq.  

20 U.S.C. §§ 1701 et seq. 

29 U.S. C. § 794  

42 U.S.C. §§ 12101 et seq.  

28 C.F.R. Pt. 35.1 

34 C.F.R. Pt. 100  

34 C.F.R. Pt. 104  

34 C.F.R. Pt. 106 

 

Cross Reference  102 Educational Philosophy of the District 

402.1 Equal Employment Opportunity 

501 Objectives for Equal Educational Opportunities for  

 Students 

Student Handbooks 

Classified Staff Handbook 

Certified Staff Handbook 

Professional Agreement 
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GERING PUBLIC SCHOOLS 

GERING, NE 

 

EQUAL EMPLOYMENT OPPORTUNITY 

 

 

The Gering Public School District shall 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 

underrepresented.  Employees will support and comply with the district's established 

equal employment opportunity and affirmative action non-discrimination policies.  

Employees shall be given notice of this policy annually.  The board shall appoint the 

Superintendent or his designee to serve as non-discrimination compliance coordinator. 

 

The board shall appoint the Superintendent as 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. 

 

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 Nebraska 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 or disability.  In keeping with the law, the board shall consider the veteran 

status of applicants. 

 

Advertisements and notices for vacancies within the district shall contain the following 

statement:  "The Gering Public School District is an equal employment opportunity 

(EEO)/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, shall be directed to the Affirmative Action 

Coordinator by writing to the Affirmative Action Coordinator, Gering Public School 

District, Gering, Nebraska  69341; or by telephoning 308-436-3125. 

 

Inquiries by employees or applicants for employment regarding compliance with equal 

employment opportunity and affirmative action laws and policies, including but not  
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limited to complaints of discrimination, may also be directed in writing to the Director of 

the Kansas Office of Civil Rights, U.S. Department of Education, 10220 North Executive 

Hills Boulevard 8th Floor, Kansas City, MO 64153-1367, (816) 880-4200 or the 

Nebraska Equal Opportunity Commission, State Office Building, 301 Centennial Mall 

South, 5th floor, P.O. Box 94394, Lincoln, NE 68509-4934, (402) 471-2024 or (800) 

642-6112. 

 

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 in 

the school district's central administrative office and the administrative office in each 

attendance center. 

 

Legal Reference: 29 U.S.C. §§ 621-634 (1994). 

   42 U.S.C. §§ 2000e et seq. (1994). 

   42 U.S.C. §§ 12101 et seq. (1994). 

   Neb. Statute 48-1101 et seq. (Nebr. Fair Employment Practice Act) 

 

Cross Reference: 103 Equal Educational Opportunity 

   404.06 Harassment by Employees 

   406.02 Certificated Employee Qualifications, Recruitment   

       and Selection 

   412.02 Support Staff Qualifications, Recruitment and 

       Selection  
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GERING PUBLIC SCHOOLS 

GERING, NE 

 

OBJECTIVES FOR EQUAL EDUCATIONAL OPPORTUNITIES FOR STUDENTS 

 

 

This section of the board policy manual is devoted to the board's goals and objectives for 

assisting the students of the school district in obtaining an education. Each student shall 

have an opportunity to obtain an education in compliance with the policies in this series. 

It is the goal of the board to develop a healthy social, intellectual, emotional, and physical 

self-concept in the students enrolled in the school district. Each student attending school 

will have the opportunity to use it and its education program and services as a means for 

self-improvement and individual growth. In so doing, the students are expected to 

conduct themselves in a manner that assures each student the same opportunity. 

 

The board supports the delivery of the education program and services to students free of 

discrimination on the basis of race, color, sex, marital status, national origin, religion or 

disability and provides equal access to designated youth groups. This concept of equal 

educational opportunity serves as a guide for the board and employees in making 

decisions relating to school district facilities, employment, selection of educational 

materials, equipment, curriculum, and regulations affecting students. 

 

Board policies, rules and regulations affect students while they are on school district 

property or on property within the jurisdiction of the school district; while on school 

owned, operated, or chartered transportation; while attending or engaged in school 

activities; and while away from school grounds if misconduct will directly affect the 

good order, efficient management and educational processes of the school district. 

 

This section of the board policy refers to the term "parents" in many of the policies. The 

term parents for purposes of this policy manual shall mean the legal parents. It shall also 

mean the legal guardian or custodian of a student and students who have reached the age 

of majority or are otherwise considered an adult by law. 

 

Inquiries by students regarding compliance with equal educational opportunity laws and 

policies, including but not limited to complaints of discrimination, shall be directed to the 

superintendent or his or her designee. 

 

Inquiries may also be directed in writing to the Director of the Region VII office of Civil 

Rights, U.S. Department of Education, 10220 N. Executive Hills Blvd., 8th Floor, Kansas 

City, Mo. 64153-1367, (816) 891-8156 or Nebraska Department of Education, 301 

Centennial Mall South, Lincoln, NE. (402) 471-2444.  This inquiry or complaint to the 

federal or state office may be done instead of, or in addition to, an inquiry or complaint at 

the local level. 
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Further information and copies of the procedures for filing a complaint are available in 

the school district's central administrative office and the administrative office in each 

attendance center. 

 

Legal Reference:  Sect. 504 of the Rehabilitation Act of 1973 

    20 U.S.C. §1681 et seq. (1994) 

    34 C.F.R. §104 et seq. 

    34 C.F.R. §160 et seq. 

Neb. Statute 79-2,114 et seq. (Neb. Equal Opportunity in   

                 Education Act). 

 

Cross Reference:  100 District Organization and Basic Commitments 

 

 

 

 

 

Approved  05/17/10  Reviewed 9/26/11                  Revised      
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GERING PUBLIC SCHOOLS 

GERING, NE 

 

COMPULSORY ATTENDANCE  

 

Any child who will reach six years of age prior to January 1 of the current year and who 

has not reached eighteen years of age shall meet the requirements of mandatory school 

attendance.  Any such child shall attend the academic program on a regular basis, unless 

a written request to drop the child from the school rolls is made by the parent, guardian or 

other person having charge, control or custody of the child. 

 

Any child of mandatory attendance age must by law regularly attend a public, private, 

denominational, parochial school or a combination of such schools not less than the entire 

school term of the school(s) which the child attends.  This does not apply to a child who 

has obtained a high school diploma, completed the program of instruction offered by a 

non-credited or non-approved school, has reached the age of 18, or who is at least 16 

years old and whose parent or guardian has signed a notarized release discontinuing the 

enrollment of the child 

 

Excusal from the "full-time" requirement of the compulsory education law can be granted 

by the superintendent for a child between 14 and 16 years of age having completed the 

work of the eighth grade when legal employment due to necessity has been obtained by 

the student and such a request has been made by a parent/guardian.  

 

Withdrawal To Age 6 

 

The parent/guardian of any child who will not reach six years of age prior to January 1 of 

the current school year and who is enrolled, may discontinue that enrollment according to 

procedures provided by the district. 

 

Minimum Age 

 

The district will not admit any child into its beginner grade (kindergarten) class unless 

1.  the child will reach the age of five years on or before October 15 of the current 

year. (on or before July 31 of the current year beginning with the 2012-2013 

school year) or 

2. The child will reach the age of five years by February 1 of the current year 

(October 15 of the current year beginning with the 2012-2-13 school year), and; 

a) The parent provides an affidavit stating that the child attended 

kindergarten in another district, or 

b) The family will be relocating to another district that allows admission 

within the current year, or 

c) The child has demonstrated through recognized assessment procedures 

approved by the board his/her capability of carrying the work of the 

beginner grade.  By January 1, 2012, each school board shall approve and 

Formatted: Font: Bold

Formatted: Numbered + Level: 1 +
Numbering Style: 1, 2, 3, … + Start at: 1 +
Alignment: Left + Aligned at:  0.29" + Indent
at:  0.54"

Formatted: Numbered + Level: 1 +
Numbering Style: a, b, c, … + Start at: 1 +
Alignment: Left + Aligned at:  0.79" + Indent
at:  1.04"



File:  503.01 

Page 2 of 2 

 

 

make available a recognized assessment procedure for determining if a 

child is capable of carrying the work of kindergarten. 

 

The district will use the Developmental Indicators for the Assessment of Learning 

(DIAL-4) to meet the requirement for a recognized assessment procedure to determine if 

a child not 5 years of age on or before October 15 of the current year is capable of 

carrying the work of kindergarten.  The board shall update these procedures as the board 

deems appropriate. 

 

Legal Reference:  Neb. Statute 79-2021 et seq. 

 

Cross Reference:  502 Student Admissions 

    503  Student Attendance 
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Gering Public Schools 
Board of Education 

2011 Rolling Calendar 
Revised 10/17/11 

 

Committee Members Time Date Location 

Regular Board of 
Education Meeting 

Full Board 7:00pm 10/17/11 Central Office 

Administrative Advisory 
Council Meeting 

Hague 
9am to 

1pm 
1orders@legoeducation.us0/26/11 ESU #13 

Policy Review Committee All Interested 4:00pm 10/31/11 Board Room 

Personnel Committee 
Miles 

Peters 
Copsey 

Noon 11/2/11 Don’s Office 

Curriculum Committee 
Peters 

Doll 
Winn 

7:00am 11/3/11 Board Room 

Facility Committee 
Brunner 

Doll 
Winn 

4:30pm 11/3/11 High School 

Foundation Meeting Hague 6pm 11/3/11 Board Room 

New Staff Meeting New Staff 4:00pm 11/7/11 Board Room 

Advisory Committee Bldg Reps 4:00pm 11/8/11 TBD 

Steering Committee Bldg Reps 4:15pm 11/8/11 Board Room 

Business Committee 
Brunner 

Miles 
Copsey 

4:30pm 11/14/11 Board Room 

Safety Committee 
Weyrich 
Hague 

4:15pm 
11/15/11 

 
Board Room 

Board of Education 
Regular 

Full Board 7:00pm 11/21/11 Board Room 

Policy Review Committee All Interested 4:00pm 11/28/11 Board Room 

Tentative Completion fyi only n/a 5/18/12 Lincoln Elementary 

Final Completion fyi only n/a 6/18/12 Lincoln Elementary 
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