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INTRODUCTION 

 

WELCOME 

 

Welcome to the Chatham School District! 

We believe each employee contributes directly to the Chatham School District’s 

growth and success, and hope you will take pride in being a member of our team. 

 

This handbook was developed to describe some of the expectations of our employees 

and to outline the guidelines, programs and benefits available to eligible employees. 

Since it will answer many questions about employment with the Chatham School 

District, employees should familiarize themselves with the contents of the Classified 

Employee Handbook as soon as possible. 

 

We hope that your experience here will be challenging, enjoyable and rewarding. 

 

 

 

PURPOSE OF THE CLASSIFIED STAFF HANDBOOK 
 

 

No employee handbook can anticipate every circumstance or question about 

classified employee relations. As the Chatham School District continues to grow, the 

need may arise, and the Chatham School District in its sole and absolute discretion 

reserves the right to revise, supplement, or rescind all or portions of the handbook from 

time to time as it deems appropriate. Employees, will, of course, be notified of such 

changes to the handbook as they occur. 

 

Throughout this Handbook references will be made to Board Policy numbers (for 

example, BP 4221). If you would like further information or clarification about items in 

this handbook, please ask your site administrator to see a copy of the Chatham School 

District Policy Manual or look up the Policy on the District website. 

 

All classified employees must annually sign a statement that they have received and 

have read the Classified Handbook. 
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EDUCATIONAL PHILOSOPHY 
 

In accordance with state education policy, the purpose of education is to help ensure 

that all students will succeed in their education and work, will develop and demonstrate 

competence in life skills, exemplify the best values of society, and be effective in 

improving the character and quality of the world about them. 

 

The School Board is committed to providing a program of instruction that allows 

each child to develop competence in life long skills as demonstrated by our outcomes. 

The School Board believes that all students can succeed. We believe success breeds 

success. School staff shall embody this philosophy in all district programs and activities. 

 

 

GOALS FOR STUDENT LEARNING 
 

Please refer to Board Policy 0210 Philosophy – Goals – Objectives and 

Comprehensive Plans 

 

DRUG FREE SCHOOLS 

 
It is a violation of Board Policy for any employee at a school district workplace to 

unlawfully manufacture, distribute, dispense, possess, use or be under the influence of 

any alcoholic beverage, drug or controlled substance as defined in the Controlled 

Substances Act and Code of Federal Regulations. 

 

“School district workplace” is defined as any place where school district work is 

performed, including a school building or other school premises; any school-owned or 

school-approved vehicle used to transport students to and from school or school 

activities; any off-school sites when accommodating a school-sponsored or school-

approved activity or function, such as a field trip or athletic event, where students are 

under district jurisdiction; or during any period of time when an employee is supervising 

students on behalf of the district or other wise engaged in district business. 

 

As a condition of continued employment with the district, employees will comply 

with the district’s policy on Drug and Alcohol-Free Workplace and will, any time 

convicted of any criminal drug or alcohol statute in violation occurring in the workplace, 

notify their supervisor of this conviction no later than five (5) days after such conviction. 

Please refer to Board Policy 4020. 

 

CODE OF CONDUCT 

 
The School Board expects district employees to maintain the highest ethical 

standards, to follow district policies and regulations and to abide by state and federal 

laws. Employee conduct should enhance the integrity of the district and the goals of the 

educational program. 
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Dependability 

 
As each employee is hired, a work schedule is assigned to give optimum educational 

opportunity to the children of the Chatham School District. When an employee fails to 

follow his or her assigned work schedule(s), he or she reduces the quality of educational 

opportunity. Therefore, it is the responsibility of each employee to perform the duties 

assigned to the best of his or her ability. Employees who do not fulfill this responsibility 

will be subject to disciplinary action up to and possibly including dismissal. 

 

Respect 

 
It is expected that each employee show the same degree of respect to other persons 

connected with the Chatham School District that he or she would desire from him or her. 
 

Courtesy 

 
Employees should remember they are representatives of the Chatham School District 

and their conduct in carrying out their duties reflects upon the district. 

 

Pride 

 

Chatham School District hopes that every employee takes pride in a job well done 

and performs to the best of his or her ability. Every dollar spend needlessly is one less 

dollar available for district educational benefit of our children. 

 

Appearance 

 
Employees are expected to dress according to the needs of the job and the custom of 

the community. When on duty at any location, employees should be as clean, neat and as 

well groomed as the task allows, remembering that each is a representative of the 

Chatham School District. 
 

DEFINITIONS 

 
Superintendent The superintendent of the Chatham School 

 District or his or her designee. 

 

Personnel Action Form (PAF) An input form to the Personnel Department’ 

 About the employee including date(s) of  

 hire(s), salary placement, hours per day, 

 hours per week, days budgeted per fiscal 

 year and employee data information 

 including physical exam date and TB Tine 
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 test date. 

Teacher A person, other than a substitute teacher, 

 employed to instruct students. 

 

Classified Employee A person who is an employee of the  

 Chatham School District but is not 

 Required to hold a professional certificate 

 from the State of Alaska. Classified  

 employees must have a high school  

 diploma to work for the Chatham School 

 District. 

 

Probationary Classified Employee The status of a non-certificated employee 

 during the first sixty (60) working days  

 after initial employment. 

 

Full Time Employee A classified employee working six (6) 

 or more hours per day, thirty (30) hours 

 per week, and a minimum of 188 days per 

 year. 

 

Pat Time Employee Classified employee working either for 

 less than six (6)  hours per day, less than  

 thirty (30) hours per week. 

 

Temporary Employee A position with no specific schedule of  

 hours per day and/or of a limited dur- 

 ation. 

 

Day Shall mean a calendar day except as 

 otherwise specified. 

 

Workday The number of hours an employee works 

 per day as specified on their PAF. 

 

Handbook Shall mean this document and provisions 

 therein.  

 

Immediate Family Shall include a spouse, parent, child, 

 brother or sister of the employee.  

 

School Year The school year in the Chatham School  

 District begins on July 1 and ends on June 

 30. 
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MONEY MATTERS 

 

Time Sheets 
Work hours will be recorded on a time sheet and are to be turned in on the 13

th
 of the 

month. All worksheets submitted to the District Office must be signed by the employee’s 

immediate supervisor to validate the days worked and the leaves taken for that month. 

Timesheets that are not signed by the employee’s immediate supervisor are not validated. 

Only classified employees, hired by the District, through a normal hiring process are 

required to follow these guidelines. 

 

Starting Wage Placement on the Classified Wage Scale 
If a prospective classified employee has proof that they worked for five (5) years out-of-

state of Alaska in a similar position then they may enter the Chatham School District 

Classified Wage Scale at year number five (5). If a prospective classified employee has 

proof that they worked for ten (10) years in-the-state of Alaska, in a similar position, then 

they may enter the Chatham School District Classified Employee Wage Scale at year 

number ten (10). 

 

Classified Substitute Pay 
Regardless of a substitute’s prior work experience in a similar position they will be paid 

as a substitute at the beginning hourly wage for an employee with no experience. This 

will be true for whatever position they are substituting in as a classified employee. 

 

Pay Day 

The pay period is from the 14
th

 of the month to the 13
th

 of the next month. Although 

State law does not require it, the business office will make every effort to distribute 

payroll checks for hourly employees approximately on the 25
th

 of the month. 

Occasionally there may be delays. In the event that the delay will cause financial 

hardship, employees are permitted to request a payroll advance in accordance with the 

provisions under Payroll advances. 

 

Payroll Deductions 
The business office will deduct Federal income taxes, and Social Security 

(FICA)/Medicare deductions from classified employees’ pay. After they complete their 

probationary period, the business office will make payroll deductions for PERS from the 

paycheck of all classified employees working more than 15 hours per week. 

 

Emergency Call Outs 
If an employee is called-out for emergency work, the employee shall be paid for a 

minimum of two hours. If the employee has 40 regular hours, the employee will be paid 

the two hours minimum at the overtime rate of 1.5 times the regular rate of pay. If an 

employee is called for a second time in the same day, the employee will be paid for a 

minimum of one hour. The two hour minimum is not applicable if an employee works 

immediately before or after the regularly scheduled shift. 
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Work Schedules 
Work schedules for employees vary throughout the organization. Administrators will 

advise employees of their individual work schedules. Staffing needs and operational 

demands may necessitate variations in starting and ending times, as well as variations in 

the total hours that may be scheduled. 

Flextime scheduling is available in some cases to allow employees to vary their 

starting and ending times each day within established limits. Employees should consult 

their supervisor for details. 

 

Employee Work Day 
Annual salaried and hourly employees shall have their normal work day and hours of 

work established by their immediate supervisor or as identified in their job description, if 

applicable. 

 

Employees moving from one job to another job within the District 

    No employee moving from one district job classification to another district job classification 

will have their pay reduced. Instead, their new pay will match the closest hourly wage as 

their previous hourly wage, but not less than the hourly wage from their previous 

position. 

Direct Deposit 
The district will offer direct deposit. This direct deposit is for the whole amount of the 

check and will be electronically deposited into the account the employee specifies. 

 

Payroll Advances 
Payroll advances are not encouraged; however, under extraordinary circumstances 

they may be granted with approval of the Superintendent. No more than two (2) payroll 

advances are allowed each fiscal year. All requests for a payroll advance shall be 

submitted in written form. 

 

Insurance and Retirement Benefits 
Classified employees who work 30 or more hours per week, (but not temporary or 

substitute employees) are eligible for medical, dental, and vision insurance. This 

coverage is described in the Employee Benefits Health Plan booklet. The employee, in 

lieu of accepting District health insurance coverage may elect to receive a payment of 

$200.00 per month of active employment at six (6) month intervals. Once this option is 

selected, the employee may only change their election to receive District health insurance 

coverage in accordance with regulations developed by the Superintendent. 

 

COBRA 
Employees who terminate their employment with the district are eligible for COBRA 

insurance, which is a continuation of their health insurance for a maximum of 18 months, 
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but at a cost to the employee. The cost of COBRA is available in the Business Office. If 

the employee wishes to have the continued coverage at the employee’s expense, this 

coverage will begin on the first day of the month following the termination. 

 

PERS 

Benefits under the Public Employees Retirement System (PERS) are described in the 

PERS booklet, and are for classified employees working 15 or more hours per month, but 

not temporary or substitute employees. 

 

Overtime Pay & Compensatory time off 
Overtime shall be considered any time worked over 40 hours a week and shall be 

compensated at time and a half. No overtime shall be allowed except as authorized by an 

employee’s immediate supervisor who shall designate such approval by their signature on 

the employee’s time sheet and tracked on a district overtime/comp time sheet. 

All employees subject to this handbook shall be required to complete a daily time 

record of all hours worked on the district overtime/comp time sheet. Overtime may not be 

taken at the start or at the end of vacations or holidays 

 

Leave Slips 
Employees must submit an appropriate leave slip before the end of the day on the first 

day back to work to their immediate administrative supervisor or designee. 

 

Leave Requests 
 In order to insure that your leave is approved; submit all three copies of the 

Leave Request to your supervisor for leave approval well in advance of your 

planned departure date. 

 After your supervisor signs the Leave Request, it will be sent, intact, to the 

District Office. 

 Upon signature by the Approving Officer, the white copy of the Short Form 

will be submitted to the Business Office for reimbursement. 

 Employees must call in (to their immediate supervisor) before the normal start 

to the workday when they will be absent from work unless the absence had 

been approved in advance and for which a leave slip was submitted and 

approved. 

 

District Travel Expenses Reimbursement 
Chatham School District shall pay for actual and necessary expenses after receiving 

receipts, including travel, incurred by any employee performing authorized services for 

Chatham School District at a destination outside of the district. Expenses shall be 

reimbursed within limits established by the Board. Vehicle rental must have prior 

approval by the superintendent. 

Employees who must travel through Juneau on their way to a district site on District 

business will be reimbursed for actual expenses. If the employee travel is delayed due to 

weather, the District will reimburse the actual expenses incurred during the time of the 

weather delay only. 
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Employees who travel to a site on district business will be reimbursed at a per diem 

rate of $50.00 per full day. If the employee meals are included with the lodging or district 

sponsored activity at the host site, the visiting employee will be reimbursed for up to 

$25.00 a day for additional food expenses. 

The superintendent or designee may approve employee requests to attend meetings in 

accordance with the adopted budget. 

The superintendent or designee may authorize an advance of funds to cover necessary 

expenses. The superintendent or designee shall establish procedures for the submission 

and verification of expense claims. 

 

BENEFITS 

 

Fringe Benefits 
In addition to other types of fringe benefits, classified employees who are granted 

benefits in the form of paid holidays, sick leave, personal leave, and for those working 

fifteen, or more hours per week, membership is established in the Alaska State Public 

Employee Retirement System (PERS). Membership in PERS is required for all 

Permanent Full Time and Permanent Part Time Employees who work a minimum of 

fifteen hours a week. In addition to the above, Permanent Full Time Classified 

Employees are entitled to health insurance. 

Fringe benefits will accumulate during the Probationary Period; however the benefits 

may not be claimed or used until successful completion of the Probationary Status of 60 

days. 

 

Support Staff Benefits 
Support staff employees working more than thirty (30) hours per week shall be 

considered full time employees and receive health and life insurance coverage equal to 

that provided teaching staff members during the term of such support staff employees 

employment contract. Part-time staff employees shall not be covered by the district’s 

health and life insurance policy. All staff employees may elect to continue benefits during 

the portion of the year not covered by their employment contracts at their expense as 

provided in the district’s health and life insurance policies. Where a husband and wife are 

both employed by the district, only one employee may have family coverage under the 

district’s health insurance policy. The district shall designate either the husband or wife 

as the employee entitled to family coverage. The other spouse shall be covered as an 

individual only. 

 

FICA (Social Security)/Medicare 
Employees are required to make contributions to Social Security (FICA) and to the 

Social Security Medicaid system (FICA-MED) at percentages determined by the Social 

Security Administration. Employees may inquire of the Business Office of the prevailing 

percentages. 

 

 

 



 

11 

 

REVISED: 09-10-2013 

 

Texting 
Texting on personal cell phones during work hours is something that should be 

avoided. The district is paying employees to work on district related jobs and not to spend 

district time engaging in personal cell phone texting. Employees still have the option to 

text others and relatives during break times, lunch times and prior to and after work, but 

NOT during work hours. Additionally, communicating via FACEBOOK is also not 

allowed during work hours, unless directly related to specific job requirements. 

 

Unemployment Compensation 
Unemployment compensation is a benefit which may compensate a former employee 

after termination of employment. The State of Alaska extends unemployment 

compensation to eligible employees from fees the district pays on a reimbursable basis. 

 

Workers’ Compensation 
Workers’ compensation is employee income protection for job related injuries. The 

employee is responsible for bringing to the attention of his or her immediate supervisor 

any job related injury. The employee is responsible for completing a Report of 

Occupational Injury/Illness form and for sending it to the Business Office as soon as 

possible. If the employee is not available to sign, the form does not require the 

employee’s signature. 

 

Health & Life Insurance 
 Full-time employees shall be enrolled in the district’s group health insurance 

plan, unless they decline the insurance plan. 

 Short-hour or temporary employees are not eligible for health insurance 

benefits. 

Health and Life Insurance 
Employees who voluntarily choose to receive health insurance will have monthly 

deductions made from their payroll check to cover their monthly share of the health 

insurance. This amount will be the same as the deduction teachers pay each month. 

The District does NOT cover the two summer months when some classified employees 

are not working and not receiving checks.  

During these two months the employee electing to receive health insurance will be 

required to pay the ENTIRE monthly premium for both months themselves prior to the 

start of the two months they will not be working or receiving payroll checks. The 

employee has two options: 

1. Pay the entire two months’ worth of  premiums in one lump sum, at the end of 

May before going off duty for the summer, or 

2. Pay for the two months of premiums by monthly deductions*, at the same time 

their regular monthly deductions are made (NOTE: this nearly doubles what the 

employee would pay on a monthly basis; rather than paying the two months’ 

worth of premiums in a lump sum). These double payments are made ‘in advance 

of’ the two months when the classified employee is not working and, will equal 

the lump sum total of the two months the employee is responsible for paying. 
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This choice has to be made prior to the end of August each year. 

If the employee does not finish the year, the amounts, previously deducted, under Option 

2, will be refunded to the employee by the District within one month of the employee’s 

last day of work. 

*The two months that the classified employee pays for will be deducted in ten (10) 

equal installments equaling the two month total added together.  

 

*This Health and Life Insurance language was approved by the Regional School 

Board on September 10, 2013. 
 

Paid Holidays 
There are up to seven (7) holidays during the fiscal year: Labor Day, Thanksgiving 

Day, and the Friday after Thanksgiving Day, Christmas Day, New Year’s Day, Memorial 

Day and the Fourth of July. Should one of these days occur during the regular workweek 

of the employee, the district will compensate the employee at the rate and time indicated 

on the employee’s Personnel Action Form. Should one of these days fall on a Saturday, 

the Friday prior to the holiday will be a paid holiday in its place. Should one of these 

days fall on a Sunday, the following Monday will be the paid holiday. Holiday pay is not 

available to temporary employees. To be eligible for holiday pay, the employee must 

either work or be on an approved sick leave on his or her last scheduled workday before 

and the first day of the scheduled workday after the holiday. 

 

Tax Sheltered Annuities 
District employees may elect to enroll in a tax-sheltered annuity by payroll deduction 

at a rate established by law. Before a deduction can be made, it is necessary for the 

employee to sign a payroll deduction statement for the amount of the annuity. It is also 

necessary for the Tax Sheltered Annuity Agent to sign the form. The annuity is 

continuous unless the payroll office is notified in writing to make a change. 

 

LEAVES 

 

Personal Leave 
All permanent classified employees may accrue up to two (2) working days of paid 

personal leave per year. The following guidelines will govern this type of leave: 

 Personal leave will accrue at the same rate and hours as the normal workday 

for the employee 

 Personal leave requests must be submitted to, and have, supervisor approval in 

advance of its use 

 Accumulated personal leave may not exceed a total of four (4) days. 

 An employee may request to be paid for unused personal leave days at the 

close of any school year 

 Payment of unused personal leave will be based upon the same rate and hours 

of the employee’s normal workday. 
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 Personal leave may not be used to extend vacation or holidays either at the 

start or end of any vacation or holiday. 

 

Sick Leave 
All permanent Classified Employees are entitled to sick leave based on 1.33 days per 

month for a full six (6) hour day accumulative to no more than twelve (12) days per year. 

Employees that work less than six (6) hours a day are entitled to no more than 6 days a 

year. The actual hours of sick leave will be as per the following prorated table: 

 

School employees may use sick leave for the following purposes: 

1. Personal illness or injury that prevents performance of the employee’s duties. 

2. Sick leave may also be used to attend medical or dental appointments outside 

the district (if the services are unavailable in the district). 

3. Up to eight (8) days of sick leave may be used to attend members of an 

employee’s immediate family during hospitalization or serious illness or 

during recovery from a serious injury or death. “Immediate family” includes 

parents, grandparents, grandchildren, parent-in-law, bothers, sisters, spouses, 

sons and daughters or an employee. 

4. Accumulated sick leave days may be used for maternity purposes. Maternity 

Leave in excess of the employee’s accumulated sick leave would be leave 

without pay. 

 

Vacation Leave 
Vacation Leave days for twelve (12) month employees are accrued as follows: 

 

1. 1 through 3 years of continuous employment – 7 working days a year. 

2. 4 through 7 years of continuous employment – 15 working days a year. 

3. 8 or more years of continuous employment – 1 month per year. 

 

Twelve (12) month employees MUST take their vacation each year, but not 

necessarily at one time. Vacation time must be mutually agreeable to the employee 

and supervisor. Vacation time may not be accrued from year to year. 

 

Leave without Pay 
Classified employees may only be granted Leave without Pay after seeking and 

getting approval prior to its use from their immediate supervisor. Their immediate 

supervisor will review the request and make a timely decision based on the 

circumstances of the request and the uniqueness of the issue causing the employee to 

need to use Leave without Pay. The decision of the supervisor may be appealed to the 

Superintendent but should be done prior to the actual date of the request for Leave 

without Pay. The Superintendent will review the appeal and provide a timely 

response to the employee requesting such leave. 

 

Employees must remember that they are hired to work during the school calendar and 

that this school calendar is well known to them. The request to take Leave without 
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Pay should be done carefully and not be made repetitiously. Any request for Leave 

without Pay must be made in writing and submitted a minimum of two (2) days in 

advance of the dates requested for Leave without Pay. 

 

Under no circumstances will an employee be allowed to call the school and take 

Leave without Pay without following these guidelines. Doing so is subject to review 

and possible discipline up to and including loss of employment. 

 

 

EMPLOYMENT POLICIES AND PRACTICES 

 

 

Confidentiality 
Each employee of the school district has an obligation to the students and to his or her 

fellow worker not to discuss what happens in the schools with people outside of the 

school system. Various laws pertaining to confidentiality protect events that happen at 

school involving students and staff. District employees shall maintain confidentiality of 

all confidential records until such time as laws, state regulations and or by-laws of this 

district permit disclosure. Information and records pertaining to executive sessions, 

negotiations and student records are not subject to public disclosure. (see BP 4119.23) 

 

 

Leaving Employment 

 

Dismissal 

 

Probationary Employees (see BP 4218 (a)) 

 
At any time prior to the expiration of the probationary period, the Superintendent or 

designee may, at his or her discretion, dismiss a probationary classified employee from 

district employment. A probationary employee may not be entitled to a hearing. 

 

Discipline (see BP 4218 (a)) 
Classified employees shall be subject to disciplinary action (suspension without pay, 

demotion, reduction of pay in step class, dismissal) only for cause. The Board’s 

determination of the sufficiency of the cause for disciplinary action shall be conclusive. 

In addition to any disqualifying or actionable causes otherwise provided for by statute 

or by policy or regulation of this district, each of the following list constitutes cause for 

personnel action against a classified employee. 

 

1. Falsifying any information supplied to the school district, including but not 

limited to, information supplied on application forms, employment records, or 

any other school district records. 

2. Incompetency 
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3. Inefficiency 

4. Neglect of duty 

5. Insubordination’ 

6. Dishonesty 

7. Drinking alcoholic beverages while on duty or in such close proximity thereto 

as to cause detrimental effect upon the employee or upon employees 

associated with him or her. 

8. Addiction to the use of controlled substances 

9. Conviction of a felony, conviction of a misdemeanor which is such nature as 

to adversely affect the employee’s ability to perform the duties and 

responsibilities of his or her position.  A plea or verdict of guilty, or a 

conviction following a plea of nolo contendere is deemed to be a conviction 

within the meaning of this section. 

10. Absence without leave 

11. Immoral conduct 

12. Discourteous treatment of the public, students, or other employees 

13. Improper political activity 

14. Willful disobedience 

15. Misuse of district property 

16. Violation of district, Board or department rule, policy or procedure 

17. Physical or mental, disability which precludes the employee from the proper 

performance of his or her duties and responsibilities as determined by 

competent medical authority, except as provided by a contract or by law 

regulating retirement of employees. 

18. Failure to possess or keep in effect any license, certificate or other similar 

requirements specified in the employee’s class specification or otherwise 

necessary for the employee to perform the duties of the position. 

19. Unlawful discrimination, including harassment, on the basis of race, religious 

creed, color, national origin, ancestry, physical handicap, marital status, sex or 

age against the public or other employees while acting in the capacity of a 

district employee. 

20. Unlawful retaliation against any other district officer or employee or member 

of the public who, in good faith, reports, discloses, divulges or otherwise 

brings to the attention of any appropriate authority any information relative to 

actual or suspected violation of any law of this State or the United States 

occurring on the job or directly related thereto. 

21. Any other failure of good behavior either during or outside duty hours, which 

is of such nature that it, causes discredit to the district or his or her 

employment. 

 

In cases involving disciplinary action, the Superintendent or designee shall prepare a 

written recommendation of disciplinary action for the Board. A copy of the 

recommendation shall be served upon the employee either personally or by registered or 

certified mail, return receipt requested, at the employee’s last know address. The 

recommendation shall include: 
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1. A statement of the nature of the personnel action (suspension without pay, 

demotion, reduction of pay step in class, or dismissal). 

2. A statement of the cause or causes therefore as set forth above. 

3. A statement of the specific acts or omissions upon which the causes are based. 

If violation of rule, policy, or regulation of the district is alleged, the rule, 

policy or regulation shall be set forth in the recommendation. 

4. A statement of the employee’s right to appeal the recommendation and the 

manner and time within which his or her appeal must be filed. 

 

In cases where the Superintendent or designee has determined that a classified 

employee should be dismissed and that continuation of the employee in active-duty status 

after a written recommendation of such disciplinary action has been issued would result 

in an unreasonable risk of harm to students, staff, or property during the time the 

proceedings are pending, the Superintendent or designee may order the employee 

immediately suspended from his or her duties without pay in conjunction with the 

recommendation of disciplinary action. 

A classified employee may, within five calendar days after receiving the 

recommendation of disciplinary action described above, file an appeal to the Board for 

reconsideration of the disciplinary action by submitting his or her request to the 

Superintendent or designee. 

If the employee against whom a recommendation of personnel action has been filed 

fails to appeal within the time specified in these rules, the employee shall be deemed to 

have waived his or her right to request reconsideration. At any time before an employee’s 

appeal is finally submitted to the Board for reconsideration, the Superintendent or 

designee may, with the consent of the Board, serve on the employee and file with the 

Board an amendment or supplemental recommendation of personnel action. 

The Board may affirm, modify, or revoke the recommended personnel action. 

 

Resignation 
Any employee who wishes to resign their position must give no less than two (2) 

weeks’ notice to their immediate supervisor prior to the effective date. (BP 4217.2) 

 

 

Reduction in Work Force 
When the district determines a reduction in work force is necessary, because of lack 

of work, insufficient funds, or other reason, regular employees shall be laid off in a 

manner the Superintendent or designee determines. 

 

Rehire 
After voluntarily terminating their employment with the district, the district will treat 

as a new hire any person subsequently rehired. The rehired date will be used to establish 

credit and sick leave. 

 

Evaluation 
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The School Board endorses a continuous program of evaluation or all individuals 

employed by the district. The basic objective of the evaluation program is the 

improvement of performance of service to the district. (See BP 4215) 

The site administrator or district administrator shall complete a formal evaluation of 

all employees annually, before the last day of the employee’s work year. Administration 

shall base formal evaluations on the employee’s job description and other job-related 

expectations. Administration shall record evaluations on district provided evaluation 

forms. An employee who feels that a formal evaluation is not an accurate reflection of the 

employee’s performance may attach their comments to the evaluation. Employees will 

have ten (10) days to respond to their evaluation.  

 

See Appendix A for one example of a classified evaluation form. 

 

Attendance Notification 
Your job is important-otherwise it would not exist. Therefore, employees are 

expected to be punctual and to keep absences to a minimum. 

1. Notify your immediate supervisor in advance when you know you are going 

to be absent from work. 

2. When an unexpected absence or tardiness arises because of illness or an 

emergency, you must notify the immediate supervisor by telephone, or if that 

person is not available, someone in the department as soon as feasible. 

Administration will establish an appropriate time frame for notification. 

 

Poor attendance and excessive tardiness are disruptive. Either event may lead to 

disciplinary action, up to and including termination of employment. 

 

Lunch Breaks 
The lunch break is dependent on your work assignment.  Employees that work at least 

4.0 hours a day are entitled to a 30 minute duty free lunch. Others You may be entitled to 

a ½ hour lunch break  depending on their actual start and end times. 

 

Rest Period 
Employees who work more than four hours per day shall receive one 15-minute rest 

period in the first half of the workday and another 15-minute rest period in the last half of 

the workday. 

 

Health Examinations 

The employee’s supervisor or designee shall insure that all regularly employed 

personnel undergo a health examination as required by law upon initial employment and 

every three (3) years thereafter. The Board may exempt from the physical examination 

any employee whose work does not bring him or her into close contact with students. 

Continuing employees shall undergo periodic tuberculosis tests in accordance with 

law. (BP 4112.4) 

 

Staff Development 
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The Superintendent or designee may approve opportunities for classified staff to 

improve job skills and prepare for more responsible, higher paying positions within the 

district. Such opportunities may include, but are not limited to, the following: 

1. Visits to other schools and school districts. 

2. Local and state conferences involving other classified personnel. 

3. Training classes and workshops offered by private organizations or by the 

district or other appropriate agency. (See BP 4231) 

 

Background Check 
The Board, while respecting its employees’ right to be free from unwanted intrusions 

into their personal lives, recognizes that a classified employee’s conduct outside the 

classroom may affect that person’s fitness to do work in a position involving contact with 

school children, the public and other employees. Therefore, the Board requires a 

background check prior to initial placement of any individual by the district. (See BP 

4212.5) 

 

Conflict of Interest 
Except as may be expressly authorized by the Board or the Superintendent, no staff 

member shall accept any gifts or favors in any form from any person, firm or corporation 

that is directly or indirectly involved or interested in business dealings with the School 

District. 

Personal gain may result not only in cases where an employee or relative has a 

significant ownership in a firm wit which the district does business, but also when an 

employee or relative receives any kickback, bribe, substantial gift or special 

consideration as a result of any transaction or business dealings involving the district. 

 

Employment of Relatives 
In order to preclude situations that could bring about a conflict of interest for 

members of the administrative staff, an employee shall not be appointed to a position 

where a member of his or her immediate family maintains a supervisory or evaluation 

responsibility for the position. Immediate family members may be employed in the same 

department or work location with the approval of the Superintendent or designee. (See 

BP 4236) 

 

Non-school Employment 
The School Board recognizes that district employees may receive compensation for 

outside activities as long as these activities are not inconsistent, incompatible, in conflict 

with, or inimical to the employee’s duties or to the duties, functions or responsibilities of 

the district. (See BP 4236) 

 

Employee Security 
Employees shall promptly report any student attack, assault or threat against them to 

the Superintendent or designee. The employee and the site administrator or other 

immediate supervisor both shall promptly report such instances to the appropriate local 

law enforcement agency. (See BP 4258) 
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Employee Safety 
Each employee is expected to obey safety rules and to exercise caution in all work 

activities. Employees must immediately report any unsafe condition to the appropriate 

supervisor. In the case of accidents that result in injury, regardless of how insignificant 

the injury may appear, employees should immediately notify the appropriate supervisor. 

Such reports are necessary to comply with laws and initiate insurance and workers’ 

compensation benefits procedures. 

 

Access to Personnel Files 
The district maintains a personnel file on each employee. The personnel file includes 

such information as the employee’s job application, resume, records of training, 

documentation of performance appraisals and salary increases, and other employment 

records. 

Personnel files are the property of the district, and access to the information they 

contain is restricted to administration. Employees, who wish to review their own file, and 

its contents, should contact the site administrator. 

 

Personnel Data Changes 
It is the responsibility of each employee to promptly notify the district of any changes 

in personnel data. Personal mailing addresses, telephone numbers, number and names of 

dependents, individuals to be contacted in the event of an emergency, educational 

accomplishment, and other such status reports should be accurate and current at all times. 

 

Employment Reference Checks 
To ensure that individuals who join the Chatham School District staff are well 

qualified and have a strong potential to be productive and successful, it is the policy of 

the district to check the employment references of all applicants. 

 

Nondiscrimination in Employment and Disability Accommodations 
The district and its employees shall comply with all state and federal laws. 

Equal opportunity shall be provided to all employees and applicants in every aspect 

of personnel policy and practice. The district shall not discriminate against physically or 

mentally disabled persons who, with reasonable accommodation, can perform the 

essential functions of the job in question. (See BP 4030(a)) 

 

Legal Status Requirement 
The district shall hire only citizens and aliens who are lawfully authorized to work in 

the United States. All new employees shall now show appropriate documents that certify 

that they are legally eligible to work in the United States, as required by law. (See BP 

4211.2) 

Equal Opportunity 

An employee who feels that he or she has grounds for grievance on the basis of 

discrimination should contact: 

The Superintendent 



 

20 

 

REVISED: 09-10-2013 

 

Title IX Officer 

Chatham School District 

P.O. Box 109 

Angoon, Alaska 998920 

 

Sexual Harassment 
Sexual harassment of or by any employee shall not be tolerated and should be 

reported immediately so that action may be taken to eliminate inappropriate behavior. 

The School Board considers sexual harassment to be a major offense that may result in 

disciplinary action or dismissal of the offending employee. 

An employee who feels that he or she is being harassed is encouraged to report such 

incident to the immediate supervisor of the accused employee or the appropriate 

personnel department official without fear of reprisal. All complainants shall inform the 

personnel department of such complaints. The personnel department will assist in the 

investigation and resolution of complaints. An employee making a complaint of sexual 

harassment shall not be required to resolve the complaint directly with the alleged 

offending person. (See BP 4219.11) 

 

Working Relationships 
There may be times when tension and legitimate differences of opinion occur during 

the workday. When this happens, employees should try to work these problems out 

among themselves and with the supervisor. Each employee should welcome friendly and 

constructive criticism and make every effort to show respect and courtesy when such 

criticism is presented. 

 

Complaints & Grievance Procedure 

The School Board recognizes the need for providing employees with a process for 

addressing concerns regarding issues that are not subject to formal grievance procedures. 

The Board expects that employees and administrators will make every effort to resolve 

employee complaints and disagreements informally before resorting to formal complaint 

procedures. (See BP 4244) 

A “complaint” shall be defined as an alleged misapplication of the district’s policies, 

regulations, rules or procedures. Procedures for the resolution of employee complaints 

provide a route of appeal for administrative channels and to the Board, if necessary. If the 

complaint is related to discrimination or harassment, the district procedure for complaints 

concerning discrimination should be used. (See AR 4144(a) (b)) 

Chatham School District 

Staff and Student Complaint Procedure 

A staff member or student who wishes to bring to the attention of the administrator or 

Board a concern that is not covered by a contract grievance procedure may use the 
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following complaint procedure, unless a different procedure is specified by Board Policy 

for a particular type of complaint: 

1. The complainant shall first bring the matter of concern to the attention of the 

Principal or Head Teacher, except as provided below for complaints involving 

discrimination. 

2. If, within a reasonable time, the concern has not been addressed to the 

complainant’s satisfaction, the complainant may submit his or her concern to the 

Superintendent. The Superintendent shall meet with the complainant and consider 

the complainant’s concern. If, after a reasonable time, the Superintendent has not 

resolved the matter to the complainant’s satisfaction, the complainant may request 

the matter be considered by the Board of Education. 

3. The Board shall take appropriate action on the complaint at the next Board 

meeting at which the matter may reasonably be included in the meeting agenda. 

4. The School Board shall refer all complaints to the Superintendent if the above 

procedures have not been followed or if the complaint originates from within the 

membership of the Board. 

5. Board members shall without commitment and or opinion on any complaint until 

such time as the matter is properly placed before the Board as an agenda item. 

The School Board will consider no anonymous complaints. The Superintendent 

shall not investigate anonymous complaints, except in cases involving the safety 

of members of the school community or similar compelling need. 

6. The School Board may advise and counsel the Superintendent on matters 

involving the exercise of administrative discretion and authority, but may defer to 

the Superintendent’s judgment in such cases if the Board finds that the 

Superintendent’s decision was procedurally correct and within the scope of the 

Superintendent’s authority. 

7. If a complaint involves allegations of unlawful discrimination, the complainant 

shall submit it to the Superintendent in writing. The Superintendent shall meet 

with the complainant to discuss the complaint within ten calendar days from the 

date the complaint is submitted in written form. The Superintendent shall conduct 

an investigation appropriate to the circumstances and shall issue a written 

response to the complaint within twenty-five calendar days from the date the 

complaint is submitted in written form. If the complainant is not satisfied with the 

Superintendent’s response, the complainant may appeal to the Board by 

submitting a written appeal to the Superintendent’s Office, addressed to the 

Board, within five (5) calendar days after receiving the Superintendent’s written 

response. The Board shall schedule a hearing on the record and establish a 

timeline to issue a written decision that will permit Board resolution of the 

complaint within 60 calendar days of the date it was first submitted to the 
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Superintendent. The timelines in this section may be extended if necessary to 

accommodate the interests of the complainant or for other good cause. 

8. The Board may, in its discretion, utilize formal hearing procedures with respect to 

any complaint. 

9. All information relating to a complaint is confidential. Only those individuals 

with a need to know shall be provided with information relating to a complaint. 

Materials relating to a complaint shall be maintained in a confidential district 

complaint file. Complaint materials may not be placed in a complainant’s 

personnel or student file unless there is a need to do so as a result of the ultimate 

disposition of the complaint. 

10. No retaliation shall be permitted against any complainant or other individual who 

provides information in good faith relating to a complaint. 

11. Nothing in the above procedure shall prohibit a complainant from filing a 

grievance directly with the Alaska Human Rights Commission, Equal 

Employment Opportunities Commission or Office of Civil Rights. 

See Appendix B: Chatham School District, Complaint Form 

See Appendix C: Chatham School District, Harassment Report Form 

Duties of Personnel 

The School Board recognizes the importance of having adequate job descriptions for 

every district employee. Student safety, the district’s fiscal stability, and the success of 

the educational program all depend on employees fully understanding their 

responsibilities and duties. 

The Superintendent or designee shall prepare and regularly update job descriptions 

for all positions. Job descriptions shall specify essential functions and duties of the 

position, the degree of responsibility the position entails, the type and extent of training 

required, and the position of the person to whom the employee reports. 

All employees shall fulfill the duties or responsibilities set forth in the job 

descriptions and shall comply with Board policies, administrative regulations, applicable 

employee agreements and local, state and federal laws (See BP 4219.3) 



 

23 

 

REVISED: 09-10-2013 

 

Chatham School District 
Classified Staff  

Paraprofessional Evaluation Form 

 
Employee Name:  Administrator:  

Position:  Assignment:   

Date of Evaluation:   

 

Key:(Circle the number appropriate for the category below) 

UA=Unacceptable-1 A=Acceptable-2 S=Satisfactory-3 G=Good-4 O=Outstanding-5 

 

1. Eagerness to work with teachers 1 2 3 4 5 

2. Eagerness to work with students 1 2 3 4 5 

3. Comes to work on time and uses time productively 1 2 3 4 5 

4. Displays patience and understanding with students 1 2 3 4 5  

5. Establishes positive rapport with students 1 2 3 4 5 

6. Works well with large groups of students 1 2 3 4 5  

7. Works well with small groups of students 1 2 3 4 5 

8. Demonstrates initiative to work without close supervision 1 2 3 4 5  

9. Has knowledge of subject matter 1 2 3 4 5 

10. Demonstrates competency in classroom management 1 2 3 4 5 

11. Is able to deal impartially with students 1 2 3 4 5 

12. Accepts suggestions or corrections from certified staff & 

 Administration 1 2 3 4 5 

13. Creates an atmosphere conducive to learning 1 2 3 4 5 

14. Works well with students 1 2 3 4 5  

15. Can accommodate student needs and abilities 1 2 3 4 5 

16. Communicates effectively and politely with students 1 2 3 4 5 

17. Uses professional ethics in dealing with students, parents 

 Staff and community members 1 2 3 4 5 

18. Maintains confidentiality in school matters 1 2 3 4 5 

19. Is actively pursuing professional development for enhanced 

 Student learning 1 2 3 4 5 

20. Is willing to learn new teaching methods and share ideas 1 2 3 4 5 

21. Gives full support to appropriate staff 1 2 3 4 5 

 

Notable strengths of this employee: 

 

 

Notable weaknesses of this employee: 
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Plan of Improvement for this employee: (ONLY IF NEEDED) 

Objectives: Date Completed: 

1.  1. 

 

 

2.  2. 

 

 

3.  3. 

 

 

4.  4. 

 

Overall Rating of This Employee for the  -  school year is:      

 

___  I recommend this employee be re-employed in his/her present position next year. 

____ I do not recommend this employee be re-employed for the following reasons: 

___ This person has refused to comply with District policies or guidelines. 

___ This person does not meet qualifications for the job. 

___ This person was not recommended for rehire by the site administrator. 

 

Signatures: 

 

Classified Staff Member:          

 

Site Administrator:         
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Appendix B 

Chatham School District 

Complaint Form 

Describe the complaint: 

 

List Specific Facts Surrounding the Complaint: 

 

Dates of incident(s): Time of Incidents(s): 

 

Physical Location of Incident(s): 

 

Signature of Complainant:   

Date Complaint Filed:   

 

Please attach any additional information you deem necessary for your complaint. 
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Appendix C 

Chatham School District 

Harassment Report Form 

Describe the circumstances of the alleged harassment: 

 

List specific facts surrounding the alleged harassment: 

 

Dates of alleged incident(s): Time of alleged incident(s): 

 

Physical location of alleged harassment: 

 

 

 

Signature of Complainant:   

Date Complaint Filed:   

 

Please attach any additional information you deem necessary for your complaint. 


