ROLES AND RESPONSIBILITIES

Confidentiality

Two forms of confidentiality are to be observed by all SEK Interlocal#637 staff.

The first – professional confidentiality.  No child, parent or case history is to be discussed outside of the school setting.  The foremost issue should be to protect that child’s privacy and any information regarding that child’s history.  Staff must conduct themselves as professionals at all times.

We must be totally aware of the basic right to privacy. Although a school child may be in dire need of services, the parents may choose not to take advantage of the available services.  However, state and federal law protect the confidentiality of any personally identifiable data collected or maintained pursuant to the identification and evaluation of all handicapped children, regardless of age.
Any education organization or agency which receives federal funds must be in compliance with the Family Rights and Privacy Act of 1974 (Buckley Amendment) and the Education for all Handicapped Children Act,P.L.93-380.  Any actions taken toward identifying children must be in strict compliance with both state and federal confidentiality laws.

In regard to SEK Interlocal#637 procedures, no referral or dissemination of information may be released without parental signatures.  A full explanation of why a signature needs to be obtained and what ramifications that release of information signifies should be given to the parent(s).  The paraeducator’s first line of contact for confidentiality issues is the supervising special education teacher.

If there is doubt as to the appropriateness of the release of information, contact the director or associate director.  

Public Relations

You are a representative of the education profession.  As a representative, you have the responsibility of being an adult model for students.  What you think and say about your school program impacts what others believe about it.

Sexual Harassment

No Interlocal employee shall be sexually harassed by an employee or non-employee nor shall the Interlocal permit sexual harassment of an employee, or a student, by an employee or non-employee.  Violations of this policy shall result in disciplinary action.  Violations of this policy include any supervisor’s failure to follow the policy or to investigate complaints.  Reports of harassment should be made to the supervising teacher.
Dress Code

Please follow the policy of the district in which you work.
Professional Leave
Applications must be completed through the Toolbox (Professional Development Website).

Substitute Teacher

Procedures of the local district in which you are assigned must be followed for provision of substitute teachers.

Schedules

The building secretary and administrator should have a copy of the daily schedule for the special education professional and paraeducators assigned to that building.  A copy should also be posted in your room.  The Professional Agreement requires you submit your daily schedule to the director by September 1st each year and at other times when there is a significant change in schedule.

Paraeducators

New paraeducators will complete a 90 day probationary period by either presenting a transcript for 48 college hours or pass the Master Teacher test; completion of 20 inservice hours sent to the Interlocal Office; evaluation completed by supervising teacher and attached to the probation Notification form (sent from the Central Office).  All items must be completed for continued employment.

Supervising Special Education Teachers should complete (returning para) evaluations and submit to the Interlocal Office by April 15.
Mileage Guidelines

Mileage will be paid to staff members who are traveling between multiple schools.  Mileage will not be paid from home to first destinations, from last destination to home, or when stopping at the Interlocal office on the way to or from your assigned destination.  Staff must identify mileage as being reimbursable or non-reimbursable.  Examples of non-reimbursable mileage are inservices and department/committee meetings.

Optional Employee Handbook Language: Lactation Accommodations
The board recognizes that it is important for mothers to have the option and ability to express milk in the workplace and that Kansas and federal law encourages this practice. Therefore, the board directs the superintendent to take measures to ensure district employees who are nursing mothers be provided with an adequate location for the expression of milk and reasonable break times for doing so for at least one year after the birth of the employee's child.

The superintendent or the superintendent's designee shall see that the district makes a reasonable effort to provide a place, other than a restroom, which is shielded from view, free from intrusion from coworkers and the public, and may be used by the employee to express milk during this timeframe.

Employees must give their supervisor notice of the need for lactation accommodations, preferably prior to return to work following the birth of the employee's child/children, to allow supervisors the opportunity to establish a location and to attempt to work out scheduling issues. Employees utilizing these accommodations are also responsible for maintaining the designated area by wiping utilized surfaces with disinfectant wipes after each use so the area is clean for the next user.

No employee shall be discriminated against for expressing milk during the work day, and reasonable effort will be made by the employee's supervisor to provide flexibility in the employee's work schedule in consideration of the requirements of the staff member's responsibilities and the availability of staff members to cover those duties, as necessary.

Employees shall use usual break and meal periods for expressing milk, when possible. If additional time is needed beyond the provided breaks, employees may use personal leave or may make up the time as negotiated with their supervisors. Federal law does not require the district to compensate nonexempt staff members for work time spent expressing milk.
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NOTE: The location selected for this purpose should have an electrical outlet or access to electricity through the provision of extension cord(s); proximity to clean water; adequate lighting; a chair and a small table, counter, or other flat surface for the employee's use; and either a door equipped with a functional lock or a sign the employee may post on the exterior of the location advising that it is in use and not accessible.  Approved 8/9/17
