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A.  INTRODUCTION 
 
Welcome 
On behalf of the Upper Adams School District Board of Directors, administration, teachers 
and staff, we welcome you and wish you every success in your job.  We are proud of the 
work we do and of our reputation for excellence.  We realize that each employee 
contributes directly to the success of our mission.  We hope you will take pride in being a 
member of the Upper Adams School District team and that your work experience will be 
challenging, enjoyable, and rewarding. 
 
Using Your Handbook 
The Classified Employee Handbook describes some of the expectations for Upper Adams 
School District Classified Employees and outlines some of the policies, programs, and 
benefits available to eligible employees.  We believe the Handbook will provide you with 
a tool for understanding your benefits, expectations, and responsibilities.  Please take time 
to read it carefully 
 
The Handbook is not intended to be all-inclusive.  Employees are responsible for 
consulting their supervisor(s) or Human Resources regarding any questions about the 
policies in this Handbook or issues it does not address.  While your supervisor may not be 
authorized to change or interpret policy, his or her insight may be helpful to you.   
 
This handbook is neither a contract nor an offer of a contract.  It does not represent a 
contractual commitment on the part of the Upper Adams School District. The information 
it contains was accurate at the time of publication and may be changed at any time without 
notice.  Please note that this handbook contains brief statements of policies and procedures.  
More complete details of policies can be obtained by going to Policies and Procedures link 
on the Upper Adams School District website at www.upperadams.org.  It is the employee’s 
responsibility to read, understand and comply with all applicable Board Policies.  Should 
a conflict exist between guidance in this handbook and the Upper Adams School District 
Board of Directors Policy Manual, the guidance in the policy will take precedence over 
information in this handbook.   
 
District Mission 
The Upper Adams School District provides challenging and inspiring educational 
opportunities, empowering each student to be a responsible and productive individual. 
 
District Vision 
All student’s college and career ready. 
 
Shared Values 
A commitment to the success of each student by emphasizing: 
 

� essential curriculum through high quality instruction 
� analysis of data to make decisions in the best interest of students 



 CLASSIFIED EMPLOYEE HANDBOOK                          UPPER ADAMS SCHOOL DISTRICT 

0323098- 4 

� the use of a variety of assessments to identify student needs and measure 
student progress 

� ongoing assessment is necessary to improve student achievement   
 

A commitment to providing training for staff in the areas of:  
 

� analyzing data to improve and clearly focus classroom instruction 
� literacy instruction for all teachers in all subjects at all levels 
� motivating students 
� nurturing interpersonal and social skills for all students 

 
Public education is a shared responsibility. 
 
Students will need a variety of skill sets to be equipped for an ever-changing global 
society. 
 
High expectations for staff will result in continuous improvement. 
 
Setting high expectations for each student helps them to achieve continuous improvement 
and to meet their full individual potential. 
 
Self-discipline is critical to learning. 
 
A safe, clean, secure, and supportive environment is essential to learning. 
 
A successful school district requires an involved and supportive community. 
 
Parent and guardians must ensure that children arrive at school ready to learn. 
 
Non-Discrimination Policy  
The Upper Adams School District shall not discriminate in our educational programs, 
activities or employment practices based on race, color, national origin, sex, disability, age, 
religion, ancestry or any other legally protected classification.  This policy is in accordance 
with state and federal laws, including Title VI of the Civil Rights Act of 1964, Title IX of 
the Educational Amendments of 1972, Sections 503 and 504 of the Rehabilitation Act of 
1973, the Age Discrimination Act of 1975, the Americans With Disabilities Act of 1990 
and the Pennsylvania Human Relations Act. Information relative to special 
accommodation, grievance procedure, and the designated responsible official for 
compliance with Title VI, Title IX, and Section 504 may be addressed to the  
Superintendent, Upper Adams School District, PO Box 847, 161 North Main Street, 
Biglerville, PA  17307, (717) 677-7191. 
 
Upper Adams School District expressly prohibits any form of unlawful employee 
harassment based on race, color, religion, gender, sexual orientation, national origin, age, 
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genetic information, disability or veteran status. Improper interference with the ability of 
Upper Adams School District employees to perform their expected job duties is absolutely 
not tolerated. 
  
B.  EMPLOYMENT 
 
Position Vacancies 
Position vacancies are announced to all current employees through school e-mail, on the 
UASD website on the Human Resources link under Departments, and may be advertised 
in local newspapers.  
 
Application for a position shall be made by submitting an application as an internal 
applicant through the applicant tracking portal.  The building administrator and/or 
immediate supervisor will screen the applications and determine which candidates will be 
interviewed.  Wages and benefits will be discussed with the finalists.  Any questions or 
concerns related to wages and benefits should be clarified with the Business Office. 
 
The successful applicant will be recommended to the Superintendent for approval by the 
School Board.  
 
Applications of unsuccessful candidates shall remain active in the applicant tracking portal 
for up to one year or until the candidate indicates otherwise.  Final candidates who were 
interviewed and not hired will receive a written notification following Board action on the 
position.  
 
Official Hire 
The Board of School Directors is the final authority on the hiring of classified employees.  
The Board has authorized the Superintendent to offer employment when necessary to 
maintain continuity of services in the District. No candidate shall be officially employed 
until all mandated background checks, clearances, and Act 168 Sexual Misconduct 
Disclosure Release Forms are received and accepted.  Also, a pre-employment physical 
and Tuberculosis testing is required of all employees.  This physical and all mandated 
background checks and clearances shall be obtained at the expense of the employee. 
 
For more detailed information, refer to Board Policy 304 – Employment, and Board Policy 
303 – Nondiscrimination in Employment/Contract Practices on the district website at 
www.upperadams.org. 
 
Categories and Definitions 
All employees are designated as either nonexempt (eligible for overtime) or exempt (not 
eligible for overtime) under state and federal wage and hour laws. The following is 
intended to help employees understand employment classifications and employees’ 
employment status and benefit eligibility. These classifications do not guarantee 
employment for any specified period of time.  
 
For further clarification contact the Human Resources Coordinator.  
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Full-time:  Employees who are regularly scheduled to work at least 5.5 hours per day. 
 
Part-time: Employees who are regularly scheduled to work less than 5.5 hours per day 
regardless of the number of days worked per year. 
 
Year-round Employee:  Employees who are regularly scheduled to work 261 days per 
year. 
 
School-term Employee:  Employees who are regularly scheduled to work for the length 
of the school year as determined by the school calendar. 
 
Terms of Employment:  Refers to the number of days and hours per day the School Board 
approves an employee to work.  
 
Transfer and Promotion 
A transfer is a voluntary or involuntary change to another position in the same category or 
level.  This change can be a site location, addition or reduction of hours worked.  A 
promotion or demotion is a change to a higher or lower category or level. 
 
To be considered for either a transfer or promotion, current employees should apply as an 
internal candidate on the applicant tracking portal. Current employees are not guaranteed 
an offer of the position but may be given consideration.  The final choice will be based on 
the applicant’s experience, qualifications, and the needs of the school district.  In order to 
reduce the “domino effect” an administrator may approve a temporary transfer within a 
building prior to posting the vacancy.  
 
If a lateral transfer within a building does not involve additional hours, the Board will be 
informed of the change.  Transfers involving a change of hours worked will be placed on 
the Board agenda for action. 
 
Any transfer or promotion resulting in a change of job title or location may require updated 
background checks, clearances, and Act 168 Sexual Misconduct Disclosure Release Forms 
if none are currently on file for the employee.  
   
For more detailed information, refer to Board Policy 304 – Employment, and Board Policy 
309 – Employee Assignment and Transfer on the district website at www.upperadams.org. 
 
Orientation Activities 
New employees are informed on such topics as pay, benefits, job description, job 
performance, evaluation, handbook, District policy, education, training, safety, security, 
and legal issues.  This is done at relevant points in the employment process, beginning with 
the application process and continuing through the first year of employment.  
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Introductory Period 
Each new, promoted, or demoted employee is under a 90-calendar day Introductory Period.  
The supervisor, during this period, reviews the employee’s work and provides assistance 
to ensure that the employee’s transition to the position is successful.  Near, but prior to, the 
end of the Introductory Period, a written evaluation must be completed, and will be 
reviewed by the supervisor with the employee.     
 
If an employee’s introductory evaluation is satisfactory, that person will continue to be an 
employee of the District with all rights and responsibilities as such.  If the evaluation is 
unsatisfactory, the Introductory Period may be extended or the administrative supervisor 
will recommend termination to the School Board and the said employee will be notified in 
writing. 
 
Benefits such as retirement, medical, dental, vision and life insurance begin with the first 
workday of the month following the date of hire or transfer to the new position. 
 
Job Descriptions 
Job descriptions have been developed for all current positions.  Upon employment with the 
Upper Adams School District or transfer to a new position, each employee’s immediate 
supervisor will review with the employee their job description.  Each employee is 
responsible for reading and understanding their job description and fulfilling all duties and 
responsibilities as outlined in the job description.  
 
Each position in the district has a job description that summarizes the qualifications and 
the essential and related functions for the position.  Employees must be able to perform all 
the essential job functions, with or without reasonable accommodations. 
 
Job descriptions should not be viewed as a limitation on the duties assigned to the 
individual. From time to time an individual may be required to perform duties outside those 
detailed in their job description. 
 
Criminal Background Checks 
All employees must obtain new State Police criminal history, child abuse, and federal 
criminal history clearances as required by law.  Presently, clearances must be renewed 
every five (5) years.  Employees who fail to obtain new clearances in a timely manner will 
be subject to discipline up to and including termination. 
 
Reporting of Criminal Arrests and Convictions 
All new employees shall report, on the designated form (Arrest/Conviction Report and 
Certification Form 6004), all criminal arrests, or convictions, occurring subsequent to 
initially submitting the form at the time of hire.   
 
All current employees must provide written notice within seventy-two (72) hours of any 
arrest or conviction for a Section 111 crime (a list of reportable offenses can be found on 
the Arrest/Conviction Report and Certification Form 6004).  If an administrator has a 
reasonable belief that an employee has been arrested or convicted of a disqualifying 
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offense, the district will immediately require the employee to submit a current criminal 
background check.  Failure to accurately report such arrests and convictions may subject 
the individual to discipline up to and including termination, and may also be subject to 
criminal prosecution.   
 
C.  COMPENSATION, PAYROLL AND PAY RATE SCHEDULES 
 
Compensation and pay scales are reflective as part of the employee’s annual 
evaluation. 
 
Employee Evaluations 
The District maintains a program of periodic evaluations for all of its Classified Employees 
according to board policy and guidelines. 
 
The prime objective of the employee evaluation is the improvement of the employee’s job 
performance.  The evaluation continues beyond an examination of the past and moves 
beyond to a preparation of a plan for future action.  Consideration is given to the 
enhancement of existing strengths as well as the reduction or elimination of relative 
weaknesses.  

 
Employee evaluations are conducted at least annually by the appropriate supervisor(s).  
New employees are evaluated prior to the end of the Introductory Period in addition to the 
annual evaluation. The results of the annual review have may a monetary impact on the 
employee and this evaluation process affects the employee’s raise in wages.   
 
New employees hired after January 1 of each year, will wait until July 1 of the following 
year for their merit increase.  They will receive a COLA (Cost of Living Adjustment) 
increase on July 1 of the current year or after their 90-day introductory period, whichever 
is later. 
 
Employees reassigned to a position for which they received a monetary increase in pay 
after January 1, will wait until July 1 of the following year for their merit increase.  They 
will receive a COLA increase on July 1 of the current year or after their 90-day introductory 
period, whichever is later.  
 
Employees who receive unsatisfactory or marginal ratings will be evaluated more 
frequently than once per year until significant improvement is demonstrated or other action 
is taken. 
 
For more detailed information, refer to Board Policy 313 – Evaluation of Employees, on 
the district website at www.upperadams.org. 
 
Pay Rate Schedules  
The District has established a pay rate schedule for all classified employees that reflect the 
various levels of responsibility and other pertinent factors of employment.  This schedule 
establishes minimum starting wage rates and substitute wage rates for each category. 
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The School Board may adjust this schedule as it deems appropriate and generally acts on 
it once each fiscal year.  A current copy of the schedule is available upon request from the 
Business Office. 
 
Tax Deferred Annuities  
An important benefit to employees of public schools is the voluntary tax deferred annuity, 
under Section 403(b) of the Internal Revenue Code.  These plans provide for funds later in 
life, while taking advantage of tax savings today.  Changes have been made to catch-up 
provisions to allow additional contributions.  There are exceptions and the IRS rules are 
complex, so consultation with the provider’s representative is suggested.  Since the funds 
are for the employee, they may work with their representative and have them invested as 
appropriate.  The District is not involved with employee investment decisions and is not 
made aware of employee account’s makeup or performance. 
 
The District has approved a schedule of providers, but makes no recommendation.  
Interested employees should call the Business Office for the current provider list. New 
providers may be added to our schedule if at least 5 employees enroll with the provider. 
 
Direct Deposit 
The District requires all employees to use direct deposit for paychecks.  This process 
ensures that funds are deposited to a personal account each payday.  Direct Deposit 
participants receive a fully detailed information stub and other related payroll/personnel 
information by visiting the Employee Web Portal link.  
 
Direct Deposit can be made up to two separate bank accounts at any bank, credit union, 
savings and loan association, or other approved financial institution.   
 
Other Deductions 
Upon written receipt of authorization in the Business Office, UASD will provide the 
following additional payroll deductions: 
 

� Premium for insurance coverage through the district group plan for all 
eligible employees. (*see below for additional information for premium 
deductions for 10-month school-term employees.) 

� 403B Contributions 
� Wage order withholding deductions 
� Health Savings Account (HSA) 

 
*10-month School Term Employee Premium Deductions 
All benefits deductions will be calculated based on 21 pays for 12 months of benefits for 
all benefits eligible 10-month school term classified employees.  This calculation is to 
cover benefits during the summer months when the employee is not receiving a paycheck 
and will ensure continued coverage until the following school year.  The first deduction 
for the benefit year begins with the first pay at the beginning of the school year, and ends 
with the last pay at the end of the school year.   
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� If an employee does not have enough pay to cover the cost for their June 
deductions, the employee will be invoiced for the amount owed to the 
district, payable upon receipt.  If the balance owed to the district is not 
received by the last day of June, the employee’s insurance will be 
cancelled as of July 1. 

� If the employee resigns/retires during the month of July or August, the 
employee will be invoiced for the amount due to the district for the month 
in which they submitted their retirement/resignation, and their insurance 
will be cancelled as of the 1st day of the following month.  If the balance 
owed to the district is not paid by the end of the month of the date of 
retirement/resignation, all insurances for the employee will be cancelled as 
of the 1st of the month in which they submitted their 
retirement/resignation. 

 
Mileage Reimbursement 
Employees incurring necessary job-related expenses for mileage, when no District vehicle 
is available, may be reimbursed at the current Internal Revenue Service approved standard 
mileage rate allowance. To receive this reimbursement a Request for Travel/Conference 
Reimbursement Form must be completed and submitted to the immediate supervisor.  
These forms are available in the building offices and on the Staff Page link of the district 
website. 
 
Working Periods 
The District has established guidelines to set the regular daily work hours for each 
employee, including starting and ending times, and meal breaks.  The employee is informed 
of these hours at the time of hiring by the administrative supervisor.  These hours are 
subject to change, in the best interest of the District. 

  
Board approval is required for any change in the number of hours regularly scheduled for 
any position.  Permanent changes to the starting and ending times must be made by the 
administrative supervisor, with the approval of the Superintendent. 

 
Timekeeping and Reporting 
It is the employee’s responsibility to accurately track and report working hours and all 
leaves from work according to established procedures.    Work hours are to be reported on 
the timesheet in the Staff Portal. Any questions concerning timekeeping and reporting 
should be directed to the Business Office.  The pay week for all hourly and daily employees 
runs from Sunday to Saturday. 
 
Payroll Processing 
The employee is responsible for completing an electronic time sheet in the Staff Portal at 
the end of the pay period and by the timeframe established by the Business Office. The 
supervisor is responsible for reviewing the employee’s timesheet in the Staff Portal for 
accuracy and completion.  The supervisor will submit approval of the employee timesheet 
via the Staff Portal to payroll at the end of the pay period and by the timeframe established 
by the Business Office. 
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It is the employee’s responsibility to forward any changes for payroll deductions to the 
Business Office at least two weeks in advance of the requested change.  All changes will 
occur on the 1st day of the month following the request. 
 
Forms for the various deductions can be obtained from the Business Office, or by 
contacting the provider of any supplemental programs such as tax-deferred annuities.  
Changes will not be accepted unless they are in writing on the appropriate, properly 
completed form. All changes will occur on the 1st day of the month following the request.  
 
Pay Dates 
Paychecks are issued Friday of alternate weeks and cover the time through the preceding 
pay period.  When paydays fall on a holiday, paychecks may be made available on the day 
prior to the holiday.   All pay stubs will be available through the employee web portal.  
 
Resolution of Payroll Questions 
When questions arise regarding payroll the employee should contact the Business Office. 
 
Overtime Work 
Overtime work for any classified employee shall be strictly limited to work created as a 
result of an emergency or regularly scheduled activities that require additional services of 
the classified staff.  No overtime shall be scheduled or worked by any classified employee 
without prior approval from the classified employee’s immediate administrative 
supervisor. 

  
Approved overtime hours will be compensated at the rate of 1.5 times the employee’s 
regular rate of pay in that position for the time in excess of forty work hours per pay week. 
Overtime will be calculated based on hours worked only in a forty-hour work week.  In a 
week where an employee requests paid leave (vacation, sick, personal) and works over 
forty hours, overtime pay will be calculated at the regular rate and not at 1.5 times of the 
employee’s rate of pay.  Overtime hours must be recorded and approved on the classified 
employee’s regular electronic timesheet. 
 
Summer Hours 
Year-round employees may, on a limited basis, request summer hours.  If an employee 
elects to have summer hours they may reduce their workweek from five (5) days per week 
to four (4) days per week. This will result in a 20 percent reduction in the hours worked for 
the week.  The reduction in hours must be voluntary and must occur with the approval of 
their immediate administrative supervisor.  Summer hours may be elected starting two (2) 
weeks after the last teacher day and concluding two (2) weeks before the first teacher day 
at the start of the school year.  By electing summer hours, the pay will be reduced, but 
benefits will not be adjusted by the Upper Adams School District.  Please note, employees 
are needed to do specific tasks over the summer months.  Hence, the use of vacation and 
summer hours may be limited because of the workload.   
 
Year-round employees may adjust their work-hours during the summer recess under the 
following conditions: 
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� The adjusted work-hours are given prior approval by the employee’s 
administrative supervisor. 

� The number of work-hours reported on the employee’s time slip from 
Sunday to Saturday does not exceed the number of hours specified under 
the employee’s terms of employment. 

� The hours reported for each leave day (illness, personal, vacation, etc.) will 
be the number of hours per day specified under the employee’s terms of 
employment. 

 
Health Services    
The District is concerned about the health and welfare of its employees and provides 
several opportunities to help ensure employee’s health is properly maintained.  The District 
makes available health, dental and vision insurance, please refer to your benefits plan.  
 
D.  LEAVES OF ABSENCE – PAID AND UNPAID 
 
Leaves of Absence 
Employees leave of absence eligibility is determined by the categories and definitions of  
employment.  All absences must be reported in the absence reporting system. 
 
Sick Leave   
Sick Leave is available to use when personal illness or physical condition makes it unwise 
for an employee to work.  Employees are permitted to use Sick Leave days to care for a 
spouse, son, daughter, or parent with a serious health condition.   
 
Employees must contact their immediate supervisor prior to their scheduled work time 
whenever they must miss work due to either personal or family illness.   A request for 
absence must be completed by the employee through the Absence Reporting System.  Sick 
leave must be taken in quarter (1/4), half (1/2), three-quarter (3/4), or whole (1) day 
increments.   
 
All permanent full-time year-round employees are entitled to 12 sick days per year. All 
permanent full-time and part-time school-term employees are entitled to 10 sick days per 
year.  Hours credited for each day of Sick Leave shall be based on the employee’s terms of 
employment.  For example:  a part-time employee who normally works a 4-hour day will 
be entitled to ten 4-hour sick days.  If a doctor’s appointment cannot be scheduled after the 
employee’s regular working hours, the employee may use partial sick leave time to keep 
the appointment.  If the employee’s hours should change during the school year, a 
recalculation of sick days will be completed.  This may affect accumulated sick days.  The 
number of Sick Leave days awarded in a given fiscal year may be reduced as a result of 
excessive unpaid leave the previous school year (see Unpaid Leaves of Absence). 
 
Paid Sick Leave will not be available during the Introductory Period.  Following the 
Introductory Period, Sick Leave days will be awarded based on a proration formula: [(work 
days from the date of hire to the end of the fiscal year divided by the terms of employment) 
times the total number of Sick Leave days provided for one full year of service]. 
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Any employee absent three (3) or more consecutive days may be required to submit a 
physician’s statement, which must include the dates of absence and the signature of the 
treating physician (if the Sick Leave is requested for an immediate family member as 
described above, a physician’s statement must be submitted for the family member’s illness 
from the family member’s treating physician).   The District has the right to request a 
physician’s statement at any time for employees requesting sick leave. Misuse of Sick 
Leave will be subject to discipline up to and including termination.  
 
After 10 years of employment in the Upper Adams School District, and upon death or 
retirement from the school district, the employee or their estate, upon proper notification, 
may be paid for each unused Sick Leave accumulated in the district up to a maximum of 
200 days (See Retirement Terminal Pay section of this document). 
 
Personal Leave 
All full-time year-round employees are entitled to three (3) Personal Leave days per year.  
Full-time and part-time school term employees are entitled to two (2) Personal Leave days 
per year.  Hours credited for each day of Personal Leave shall be based on the employee’s 
terms of employment.  Employees may accumulate Personal Leave Days, but may not 
exceed a total of five (5) days as of July 1 in a given year.  Unused Personal Leave Days 
beyond the limit of 5 days on July 1 will be converted to Sick Leave days.  Personal Leave 
days must have prior approval by the immediate supervisor unless this is prevented by 
emergency circumstances.  No more than two (2) support personnel per job classification 
per building may be granted such leave on any one day.  The use of Personal Leave is 
unavailable during the Introductory Period.  
 
Personal leave will be taken in either whole (1) day or half (1/2) day increments.  Leave 
requests must be entered in the Absence Reporting System. 
 
Vacation Leave 
Vacation will be granted to all full-time year-round employees as outlined below: 
 
 Year   1 through   2 (inclusive)      5 days 
 Year   3 through   9 (inclusive)    10 days 
 Year 10 through 19 (inclusive)    15 days 
 Year 20 or greater      20 days 
 
Years listed above refer to the current year of employment.  Hours credited for each day of 
Vacation Leave shall be based on the employee’s terms of employment. 
 
Prior approval of Vacation Leave by the employee’s immediate administrative supervisor 
is required.  Employees are advised not to confirm vacation plans without receiving 
administrative approval.  No more than 10 consecutive workdays may be taken without 
prior permission from the Superintendent. All vacation days granted must be used by 
September 30 of the following fiscal year.  Should the number of days an employee works 
increase, or decrease, during the school year, a recalculation of vacation time will be 
completed and may impact the number of Vacation Leave days awarded. 
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Vacation Leave requests must be entered into the Absence Reporting System. 
 
All vacation will be credited as of July 1 of each year; with the exception that use of 
vacation will be prohibited during the first 90 days in the initial year of employment. 
Vacation Leave days will be prorated during the first year of employment for employees 
hired after the beginning of the school term.  Similar pro-ration will be made for employees 
who do not fulfill their full terms of employment due to retirement, resignation and/or 
approved Leave Without Pay absence. All unused, accrued vacation leave may be 
reimbursed to the employee upon retirement/resignation, if applicable. 
 
Employees may not exceed a prorated amount of days in the final year of employment.  
This will occur only if the employee decides to leave the District in mid-term and has 
already used an amount of vacation days that exceeds the amount of days they would have 
otherwise received as a prorated amount, based on the amount of time served in that year.  
If such a situation occurs, the Business Office will deduct an appropriate amount of 
earnings from that employee’s final settlement paycheck. 
  
Employees who have served the District in a capacity where vacation was not granted and 
then move to a position where vacation is granted shall receive vacation benefits according 
to the following plan: 
 

� Number of days of service / 261 = years of service (rounded to the nearest 
whole number).   

� Thereafter, they will move up one year for each year of service. 
 

Holiday Leave 
The following will be recognized as paid holidays for all year-round employees: 
 
  New Year’s Day (2 days)   Labor Day 
  Easter (2 days)     Thanksgiving (2 days) 
  Memorial Day     Christmas (3 days) 
  Independence Day    Presidents’ Day 
 
When any of the above holidays occur on a Saturday, the preceding Friday will be 
recognized as the holiday; when it occurs on a Sunday, the following Monday will be 
recognized as the holiday.  In the event a holiday is used as a snow make-up day or if it is 
necessary for the employee to work on one of these holidays, the holiday becomes a 
“floating holiday” to be used at the discretion of the employee with the permission of their 
supervisor.  The floating holiday must be used within the school calendar year and will not 
be carried over into the next school year. 
 
Thanksgiving holidays include Thanksgiving Day and a choice of either the Friday or 
Monday following Thanksgiving when school is not in session. 
 
Christmas holidays include Christmas Day and a choice of two other days considered to be 
part of the School Christmas Vacation for students. 
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Employees on unpaid leave will not receive holiday pay for any holiday during that time 
period.  
 
Employees who are in their 90 Day Introductory Period are not eligible for paid holidays. 
 
Bereavement Leave 
Bereavement leave will be granted to all support personnel as follows:  
 

1. One (1) day for the death of a near-relative (first cousin, aunt, uncle, 
niece, nephew).  If the funeral is on a weekend, the one (1) day may be 
used on the previous Friday or the following Monday. 

2. Three (3) days for the death of a member of the immediate family/step 
family (sister, brother, mother-in-law, father-in-law, sister-in-law, 
brother-in-law, grandmother, grandfather, daughter-in-law, son-in-law, 
grandchild, any person with whom the employee makes his/her home or 
any relative who resides in the same household).  Bereavement days 
must be used in an academic calendar year for 10-month employees, and 
by the fiscal year for 12-month employees.  Bereavement days will be 
taken in either whole (1) day or half (1/2) day increments. 

3. Five (5) days for the death of a daughter, son, mother, father, spouse, or 
domestic partner. Bereavement days must be used in an academic 
calendar year for 10-month employees, and by the fiscal year for 12-
month employees.  Bereavement days will be taken in either whole (1) 
day or half (1/2) day increments. 
 

This applies to all classified personnel positions.  Bereavement Leave must be entered in 
the Absence Reporting System. The relationship of the deceased to the employee must be 
added to the notes section in the system. Where one day is granted, it is implied that it must 
coincide with the funeral or memorial date.  Exceptions for unusual circumstances may be 
granted by the Superintendent upon request by the employee. 
 
Court Appearance Leave 
If an employee is required to serve on jury duty and such service requires the employee to 
miss work, the employee will receive a full day’s pay, with the amount paid to the employee 
by the courts for serving on jury duty being reimbursed to the School District, less mileage 
costs.  The employee should request an attendance letter from the Clerk of Courts and 
submit it to payroll upon returning to work.  The absence should be entered as “Jury Duty” 
in the “Absence Reporting System”.   
 
If an employee is subpoenaed by the court to submit testimony or attend a court action 
relative to work at UASD, the employee will receive a full day’s pay and should enter their 
absence as “School Business” in the Absence Reporting System.  This is not applicable to 
employees involved in legal action against the District or in their own personal legal affairs. 
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School Business Leave 
School business leave should be used for meetings, training, etc., which are directly related 
to the employee’s job.  School business leaves must be requested through the Absence 
Reporting System and prior approval by the employee’s principal/supervisor should be 
requested before entering the absence. 
 
To use school business for a field trip, the employee’s position must be directly involved 
with the group for whom the field trip is scheduled, and may only attend if asked by the 
building principal.   
 
Child Rearing/Maternity Leave 
An employee will be eligible for a child rearing leave for a newborn baby or newly adopted 
child by making an application in writing to the Superintendent. 
 
Upon application for return to employment following a child rearing leave, the employee 
will be offered the position held before going on leave, or an equivalent position.  Use of 
unpaid leave may negatively impact retirement as well as contributions for medical 
insurance. 
 
For more detailed information, refer to Policy 335.1 Maternity and Child Rearing Leave, 
on the district website. 
 
Unpaid Leaves of Absence  
All requests for unpaid leave of more than five (5) days, consecutive or intermittent, must 
be submitted in writing to the Superintendent or designee thirty (30) days prior to 
commencement of the leave unless unforeseen circumstances require a shorter notice. 
These requests shall be presented, with recommendations by the Superintendent or 
designee, to the Board. Failure to utilize either type of unpaid leave for the reason(s) stated 
in the written request of the employee shall be considered willful dishonesty and the 
employee may be subject to discipline. 
 
Use of unpaid leave may negatively impact an employee’s retirement as well as 
contributions for medical insurance.  Regardless of whether the days of unpaid leave are 
consecutive or nonconsecutive, unpaid leave in excess of five (5) days in a given school 
year may result in a reduction of sick leave the following fiscal year.   A proration of sick 
days for the following year will be calculated based on the total number of days worked in 
the fiscal year the leave was taken. In addition, unpaid non-FMLA leave may result in a 
lower score in the category of “Attendance and Punctuality” on the employee’s end-of-
year evaluation for the calendar year the leave was taken.   
 
Requests for extended leave without pay are limited to 20 consecutive days.  Extensions 
may be granted by repeating the above process. Such leaves will be documented in the 
personnel file.  Leaves in excess of one half of a work year will result in loss of a pay merit 
increase for the following year. 
 
Employees needing unpaid leave in excess of 3 consecutive days for medical reasons must 
complete Family Medical Leave Act (FMLA) paperwork.  When an employee is on an 
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unpaid leave of absence for more than 3 consecutive days for a medical reason, a note from 
the physician must be submitted to Human Resources, indicating any restrictions upon the 
employee’s return to work.   
 
Unpaid leave is not available during the introductory period, unless there is a medical 
emergency in which an exception can be reviewed on a case by case basis.  Any exception 
requires school board approval. 
 
Family Medical Leave Act (FMLA) 
Classified employees are entitled to twelve (12) weeks of paid or unpaid FMLA under the 
rules and regulations set forth in the Family Medical Leave Act of 1993 and amendments. 
All paid benefit leave including sick, personal, and vacation leave must run concurrently 
beginning with the first day of the FMLA leave.  Unpaid leave of absence will begin when 
all benefit leave is exhausted through the twelve-week FMLA period. After exhausting all 
available FMLA leave, employees must request approval from the school board for a 
continuation of non-FMLA unpaid leave of absence (refer to Unpaid Leave of Absences).   
 
This coverage is available if the employee has worked for the District at least one year and 
has worked a minimum of 1250 hours for the District and has a qualifying reason to be on 
a medical or child rearing leave.  The employee should contact the Human Resources 
Coordinator to receive more information on rights under this Act.  For more detailed 
information, refer to Policy 335 – Family Medical Leave of Absence, on the district website 
 
FMLA Insurance Coverage   
Health insurance coverage may be continued at the same financial cost to the employee 
during regular employment, for a period of up to 12 weeks, in accordance with the Family 
Medical Leave Act.   
 
Non-FMLA Unpaid Leave of Absence 
Employees with absences that become unpaid, and do not qualify for FMLA, may be 
subject to paying the full premium COBRA cost for health, and/or dental and vision 
insurance. 
 
E. WORKPLACE SAFETY 
 
Safety 
The District considers personal security and the safety of its facilities to be very important. 
Safety ensures that proper rules are developed and followed for the safe operation of our 
facilities and equipment.  The Superintendent will appoint an employee to coordinate a 
Safety and Security Committee composed of classified, professional and administrative 
employees, as part of the District’s commitment to safety. The committee reviews accident 
reports, evaluates the condition of our facilities and equipment, and recommends changes 
to conditions, policies, and guidelines that affect safety and security.  For more detailed 
information, refer to Board Policy 705 – Safety, on the district website. 
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Accident Reporting 
If injured while on the job, an accident report form must be completed by the employee 
and signed by the supervisor, or designee, and faxed or emailed to the Human Resources 
Coordinator immediately.  If the employee is incapacitated, the supervisor, or designee, 
should complete the form for the injured employee.  This report must be made on an 
approved District form.  These forms are available in each building office.  It is the 
employee’s responsibility to accurately complete the accident form and forward it to the 
Human Resources Office immediately.  The Human Resources Office will file the claim 
form with the District Worker Compensation Insurance Carrier.  Also, any original bills 
pertaining to the injury should be forwarded to the Human Resources Office promptly. 

 
If information regarding the accident is not reported in a proper and timely manner, the 
District’s insurance carrier for workers’ compensation may deny payment.  Any questions 
regarding procedures for filling out the form should be addressed to the Human Resources 
Coordinator.   
 
Employees are required to treat with an approved panel physician from the list provided to 
them at the time of injury, for all work-related injuries. 
 
If it is deemed that an unsafe situation was the cause of the accident, a copy of the accident 
report will be sent to the Business Administrator, who will in turn take or recommend 
appropriate corrective action. 
  
If an employee witnesses a near-accident, or sees an unsafe practice or unsafe conditions 
in the District, it is that employee’s responsibility to notify their immediate supervisor or 
administrator. 
 
F.  WORKPLACE EXPECTATIONS AND EMPLOYEE CONDUCT 
 
Supplies and Equipment 
District supplies and equipment are for District approved use only and shall not be used for 
personal reasons without approval in advance from the employee’s administrative 
supervisor.  Persons using District supplies, equipment or facilities without the proper 
written authorization will be subject to the disciplinary procedures up to and including 
dismissal from their position. 
  
Smoking  or Vaping  
Smoking, vaping, or use of any tobacco, nicotine and nicotine delivery products in and on 
District property (including buses, vans and any other district or contracted vehicles) is 
illegal, and therefore prohibited at all times, under all circumstances, and by all persons. 
For more detailed information, refer to Board Policy 323 – Tobacco and Vaping Products, 
and the accompanying Administrative Guidelines on the district website.  
 
Personal Telephone Calls 
While personal telephone calls may sometimes be necessary, they must be kept to a 
minimum.  Calls should be made or received only when necessary, and be as brief as  
possible.   



 CLASSIFIED EMPLOYEE HANDBOOK                          UPPER ADAMS SCHOOL DISTRICT 

0323098- 19 

Meals 
All classified employees who work 6 or more continuous hours are entitled to and required 
to take a one-half hour unpaid, duty-free meal break within the scheduled work day.  All 
employees eating food prepared in the District’s cafeteria are required to pay the adult rate 
for their purchases.  
 
Breaks 
Employees scheduled for at least four consecutive hours per day may take one compensated 
break, up to 15 minutes in length per day. Eight-hour employees are entitled to receive one 
additional compensated 15-minute break, with no more than one such break before or after 
their duty-free meal break.  Breaks shall not be at the beginning or end of the regular 
workday, or immediately before or after a meal break. 
 
Breaks are not necessarily duty-free and employees on break must remain available for 
duty during the break.  Breaks should be scheduled with the supervisor in order to minimize 
work disruption. 
 
Classified Work Schedules During Inclement Weather 
It is the district’s desire to formalize the process used when faced with delays, cancellations 
and early dismissals due to weather related events.   
 
On delay or cancellation days the following specific district building doors will be cleared 
for staff who attend work at their regularly scheduled times.  Please utilize these doors to 
access your work area.   
 
 High School/Middle School 
  High School Main Office Entrance:  Door #2  

Main Lobby West Entrance:  Door #1W 
Administration/Central Office Area: Main Door #12 

 
 Upper Adams Intermediate School 
  Main Office Entrance: Door #1  
  Back of Building Entrance: Door #9 
 
 Biglerville Elementary 
  Main Office Entrance: Door #1 
  Teacher West Parking Lot: Door #6 
 
School – Year Hourly Employees Inclement Weather Guidelines 
 

Early Dismissal – Employees will not leave work earlier than the time scheduled 
for the dismissal of students.  All school-year hourly employees will verify with 
their supervisor prior to leaving.  Employees leaving early will need to accurately 
reflect the correct time when submitting their timesheet.   
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Delayed Opening – Employees will adjust their schedule in accordance with the 
delay schedule.  For example, if an employee’s start time is 7:25am and there is a 
2-hour delay, the employee will report at 9:25am.  Employees arriving late will 
need to accurately reflect the correct time when submitting their timesheet.   

 
The following options are available for school-year hourly employees: 

1. Make up lost time in the same pay week with prior approval of supervisor.  If 
it is a Friday only, the employee may make up the time in the following pay 
week as long as it does not create an overtime situation during that pay week. 

2. Use missed as half-day personal (refer to personal leave) to make-up the missed 
time.  Employees will be required to enter their time into the Absence 
Management System.   

3. Take time without pay 
 

School Closure – no school-year hourly employee should report to work when the 
school is closed.  Time missed will be made up with a future make-up day.   

 
Please direct any questions about these administrative guidelines to your supervisor or the 
Human Resources Coordinator.    
 
Year-Round Hourly Employees Inclement Weather Guidelines 
 

Early Dismissal – Employees will decide when they leave work based on their 
ability to do so safely.  If the employee decides to leave early, they must notify their 
supervisor.  The employee may use any of the options below to make-up their 
missed time.   
 
Delayed Opening – Employees will decide when they arrive at work based on their 
ability to do so safely.  If the employee is arriving late, they must notify their 
supervisor.  The employee may use any of the options below to make-up their 
missed time.   

 
The following options are available for year-round hourly employees: 

1. Make up lost time in the same pay week with prior approval of supervisor.  If 
it is a Friday only, the employee may make up the time in the following pay 
week as long as it does not create an overtime situation during that pay week. 

2. Use missed as vacation or use half-day personal (refer to personal leave) to 
make-up the missed time 

 
School Cancelled – Employees may use any of the options below.  It is the 
responsibility of the year-round hourly employee to communicate to their 
supervisor their intention when school is cancelled.   

1. Employees will have the option to work remotely when school is 
cancelled/closed with the approval from their supervisor.  When 
working remotely, the employee needs to be available during regular 
scheduled work hours.  Employees will still be responsible for 
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responding to emails, accessible for phone calls using Comcast Voice 
Edge, and other duties as assigned by the supervisor.  The employee 
may be asked to provide proof of work that was completed while 
working remotely.  If working remotely, the employee will need to enter 
their day in the Absence Management System as REMOTE work, and 
will be approved by their supervisor.  Employee would still enter hours 
worked on their timesheet with a note added as remote work for that 
particular day.   

2. May report to their building during their work hours 
3. May use personal or vacation time for missed day.  Employees will be 

required to enter their time into the Absence Management System.   
4. Make up lost time in the same pay week with prior approval of 

supervisor.  If it is a Friday only, the employee may make up the time in 
the following pay week as long as it does not create an overtime 
situation during that pay week. 

 
Please direct any questions about these administrative guidelines to your supervisor or the 
Human Resources Coordinator.    
 
Reporting Off Work 
Employees should contact their administrator/supervisor if they are unable to report to 
work as soon as possible, and are also required to enter the absence in the absence reporting 
system as soon as possible prior to the start of their scheduled work day.  
 
Flexible Instructional Day (FID) 
The Upper Adams School District has been approved for the use of five (5) Flexible 
Instructional Days (FID) per school year. Flexible Instructional Days allow the school 
district to provide alternative instruction to students in lieu of being “in person” for a school 
day. 
 
If a FID is announced, all District employees should work with their direct 
supervisor/building principals to determine what tasks they will be working on remotely 
and be accessible (remotely) to other District personnel. 
 
Chaperones 
In the event an employee is requested by the District to chaperone a student trip during the 
workday, they will not suffer loss of pay for lost work directly attributable to that trip. (see 
School Business Leave section) 
 
Confidentiality 
The District maintains a very high expectation that all employees will honor the 
confidentiality of student and staff information that is not available or meant for public 
review.  Failure to abide by these expectations will result in disciplinary action.  If there is 
any question about the level of confidentiality for any information, an administrative 
supervisor should be contacted.  Also refer to policy 350-Confidential Communications. 
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Supplies and Equipment 
The District provides many opportunities to use its computers and related networks.  The 
technological skill level for each job varies and appropriate training is provided to enable 
the employee to meet those job expectations. All employees must use this equipment 
appropriately, avoid access to improper Internet web sites, and shall not create or share 
inappropriate materials.   
 
All e-mails sent from school or on school accounts are representative of the school and 
employees should keep in mind school policies and laws.  User email accounts are subject 
to monitoring and have limited privacy.  Users shall not post or send chain letters or spam 
(an unnecessary and unsolicited message sent to a large group of people). 
 
The school is not responsible for any damages, injuries, and claims resulting from 
violations of responsible use of information technology. For more detailed information, 
refer to Board Policy 815 – Acceptable Use of Electronic Resources on the district website.  
All employees are required to read, understand and comply with the Acceptable Use Policy.  
 
Attendance and Punctuality 
Punctual and reliable attendance of all employees of the District is essential to the proper 
operation of District programs and activities.  Absenteeism is any failure to report to work 
on time at the work site or failure to remain at your work site as scheduled.  Although there 
are medically justifiable reasons for absence from work, habitual absences, long-term 
absences, absences which follow a pattern over time, or questionable illness, that an 
employee may be requested to submit to a physical exam by a physician of the District’s 
choosing. 
  
It is crucial to the overall operation of the District that all employees are available and 
ready to work during their scheduled work hours.  This includes the responsibility to arrive 
at work on time to be at the workstation for the start of the scheduled workday and continue 
to work until the workday is completed. 
 
Tardiness is any failure to report to work at the scheduled time.  Occasionally employees 
may be late for work due to factors not under their control.  Emergencies at home and 
unexpected traffic delays are two examples of valid reasons for tardiness but should be the 
rare exception to a record of punctual attendance.  If an employee expects to be late 
reporting for work, the appropriate supervisor should be contacted as soon as the reason 
for tardiness is known.  Habitual tardiness will result in disciplinary action. 
 
Misuse of sick leave, tardiness, repeated use of leave without pay and unapproved leaves 
all cause harmful disruptions to the efforts of other employees and impact on the ability for 
the District to fulfill its educational mission.  Failure to accept the responsibility to be at 
work, unless there is a valid reason, will result in disciplinary action up to and including 
termination. 
 
Public Courtesy 
Classified employees are expected to be of good moral character.  The District views 
service to coworkers, parents, guests, and members of the community, as one of our most 



 CLASSIFIED EMPLOYEE HANDBOOK                          UPPER ADAMS SCHOOL DISTRICT 

0323098- 23 

important responsibilities.  The District expects its employees to extend courtesy and 
assistance to visitors and fellow employees as well as to anyone who calls the District on 
the telephone, or when receiving emails.  It is the responsibility of each employee to help 
promote goodwill with the community.  The language and items used while working for 
UASD must be appropriate for a school setting.  
 
Harassment 
The District does not tolerate harassment of others.  It is important to clarify that 
harassment is most always as perceived by the harassed person, regardless of the intent of  
the person implicated.  Employees should use care and be courteous to all individuals while 
working for the District.   
 
Anyone who has been subject to harassment on the basis of gender, color, age, race, 
handicap/disability, religion, ancestry, national origin, sexual orientation, marital status, 
genetic information, pregnancy, or any other legally protected classification, should 
contact the Superintendent.  All such reports will be investigated immediately and will be 
held in strictest confidence until the validity of the complaint has been determined. 
 
For more detailed information, refer to Board Policy 104 - Discrimination/Title IX Sexual 
Harassment Affecting Staff, on the district website. 
 
Notice of Non-Discrimination 
Upper Adams School District is an equal opportunity education institution and will not 
discriminate on the basis of race, color, national origin, sex, gender, gender identity, 
sexual orientation, or handicap in its activities, programs or employment practices as 
required by Title VI, Title VII, Title IX, Section 504, and the American Disabilities 
Act. All investigations into reports of sexual harassment and assault will be impartial, 
free of bias and conflicts, and will not prejudge the facts for either side. 
  
For information regarding civil rights or grievance procedures, contact Dr. Wesley Doll, 
Superintendent and Title VI, Title VII, Title IX, and ADA Coordinator at 717-677-
7181 ext. 2751, by email at w.doll@upperadams.org, or by mail at 161 N. Main Street, 
Biglerville, PA 17307. 
  
If you would like to file a Title IX Complaint, you can do so by contacting the above 
person at any of the above listed ways. 
 
Drug and Alcohol Use and Testing 
The District takes a firm stance against the misuse of drugs and alcohol and has established 
a comprehensive Board Policy 351 – Drug & Substance Abuse, setting forth its position, 
its expectations from the employees, and the ramifications of violating the Policy.  
Penalties are strict, are readily enforced, and often include notification of various law 
enforcement agencies. 
 
It is important to remember that we represent the students, parents, and all other members 
of the District in our daily lives.  
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For all bus drivers and transportation personnel, in compliance with federal law, the Board 
has adopted Board Policy 810.3 – Transportation Personnel – Drug and Alcohol Testing, 
providing for the random testing for alcohol and illegal drugs.  This comprehensive Policy 
clarifies the entire process of the random testing required and provides penalties and other 
resolutions for discovery of such substances.   
 
For more detailed information, refer to Board Policy 810.4 – Transportation Personnel - 
Drug and Alcohol Testing, on the district website. 
 
Personal Appearance 
All employees are expected to dress and present themselves in a clean manner consistent 
with the needs of the assigned job to be performed.  Clothing or accessories advertising 
tobacco or alcohol products or establishments, or having sexual connotations are not 
acceptable.  In addition, all classified employees are subject to the student dress code 
requirements described in Policy 221.   
 
Discipline  
In the normal course of the operations of the District, it is uncommon for an employee to 
engage in activities that warrant disciplinary action.  When this does occur, and the 
disruption to the District becomes unacceptable, disciplinary action will be rendered with 
increasing severity for more serious or continuing misconduct.  The approach may vary 
depending on the severity of the offense and other factors.  In order of severity, discipline 
can take one or more of the following forms: 
  

� Verbal counseling/warning 
� Written warning/reprimand 
� Suspension with or without pay 
� Suspension with recommendations for discharge 
� Discharge by the Board of School Directors 

 
As the severity of discipline increases, the management of the disciplinary action 
progresses to the employee’s immediate supervising administrator, the Superintendent, and 
finally to the Board.  Suspensions will not be rendered without the approval of the 
Superintendent, except in an emergency when there is imminent danger to persons or 
property.  In such cases, the Superintendent will be immediately notified.  
When imposed, disciplinary action should take place as soon as possible.  Unless the 
employee is discharged, the supervisor, in conjunction with the employee and the 
Superintendent, shall prepare a corrective action plan for permanent resolution of the 
situation, to help the employee from repeating the infraction.  That plan shall include what 
performance is expected, how it will be evaluated, and timeline.  
 
Interactions with Students, Staff, and Administrators 
All employees of the Upper Adams School District are expected to present themselves as 
role models for students.  Interactions with students, staff, and administrators should be 
civil and respectful.  Disagreements should be discussed in a private, not public setting.  
Swearing and the use of other vulgar language, especially in the presence of students, are 
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neither appropriate nor acceptable.  Use of inappropriate language in a public setting may 
result in disciplinary action of the employee. 
 
G.  EMPLOYEE BENEFITS 
 
Health, Dental, and Vision Insurance 
The District considers the health and well-being of its employees to be essential.  A 
comprehensive package of health, dental, and vision care is provided to eligible 
employees.=.  A paper copy of the Summary of Benefits Coverage (SBC) may be requested 
at any time from the Human Resources Coordinator.  Specific questions regarding claims 
information or possible future claims, should be addressed with the insurance 
representative for each benefit provided.  
 
Insurance Eligibility 
Eligibility is based on the employee’s terms of employment for medical, dental, and/or 
vision insurance benefits.  Rates and plans are reviewed prior to employment and each year 
at open enrollment.  
 
If an employee is off work without pay for any reason, this will change the number of hours 
the employee works during that fiscal year (July 1 – June 30).  This may result in the 
employee having to pay a higher portion of insurance premium costs if the employee’s 
total number of work hours for the fiscal year falls short of the Terms of Employment 
anticipated at the start of the fiscal year. 

 
Each year, employees will receive notification of Open Enrollment for the benefit year, 
July 1 through June 30.  An enrollment/change form must be completed and turned in to 
Human Resources by the Open Enrollment deadline date for adding and changing benefits 
for the new benefit year. 
 
Special Enrollment Rights 
Employees may be allowed to enroll themselves and/or their dependent(s) in the District’s 
insurance plan under certain circumstances as described below, provided that the employee 
notifies the District within 30 days of the occurrence of any of the following events: 
 

• Loss of health coverage under another employer plan (including exhaustion of 
COBRA coverage); 

• Acquiring a spouse through marriage; or 
• Acquiring a dependent child through birth, adoption or placement for adoption. 

 
In addition to the special enrollment rights set forth above, all group health plans must also 
permit eligible employees and their dependent(s) to enroll in the plan if the employee 
requests enrollment within 60 days of the occurrence of the following events: 
 

• Loss of coverage under Medicaid or a state child health plan: If you or your 
dependent(s) lose coverage under Medicaid or a state child health plan (CHIP), you 
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may request to enroll yourself and/or your dependent(s) in the group health plan 
not later than 60 days after the date coverage ends under Medicaid or CHIP. 

• Gaining eligibility for coverage under Medicaid or CHIP: If you and/or your 
dependent(s) become eligible for premium assistance from Medicaid or CHIP, you 
may request to enroll yourself and/or your dependent(s) under the group health 
plan, provided that your request is made not later than 60 days after the date that 
Medicaid or CHIP notifies you that you and/or your dependent(s) are eligible for 
such premium assistance.  If you and/or your dependents(s) are currently enrolled 
in the group health plan, you have the option of terminating your and/or your 
dependent’s enrollment in the group health plan and enroll in Medicaid or CHIP. 

 
Failure to notify the District within the timeframes listed under the Special Enrollment 
Rights above will prevent you from enrolling in the District insurance until the next open 
enrollment period. 
 
If an employee leaves employment from the District the employee and dependents insured 
under the District’s policy or policies at the time employment is terminated will be eligible 
for continued coverage under the current COBRA laws.  Such coverage is subject to the 
employee paying full premium plus COBRA costs. A more complete COBRA benefits 
notification is available upon request. 
 
Upon retirement, employees may continue to participate in the medical, dental, and vision 
insurance programs offered by the school district at full cost to the retiree, consistent with 
and subject to applicable law until the employee reaches age 65, or becomes eligible for 
Medicare.  
 
Section 125 
Upper Adams School District shall establish the plan in a manner consistent with and to 
meet all requirements of Section 125 of the Internal Revenue Code, as amended. 
 
Term Life Insurance 
Term Life Insurance will be paid in full by the district for any employee who works at least 
16 hours per week.  This insurance terminates when the employee terminates employment 
with the School District.  Upon retirement, the provider may be contacted to convert the 
insurance to a regular insurance policy.  The death benefit for this insurance is $20,000.00. 
 
Public School Employees’ Retirement System (PSERS) 
New employees will receive information from PSERS to elect benefits, and beneficiaries, 
after payroll has reported them as a new hire.  Membership requires an election in which 
the employee needs to refer to PSERS for the appropriate withholding rates.   
 
An employee who qualifies for retirement or disability benefits through PSERS, may 
choose from several methods of payment, and may be eligible for a supplemental benefit 
to help defray the costs of health insurance.  Refer to PSERS for additional retirement 
information for health insurance options. 
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Several retirement planning opportunities are available to employees each year through the 
Pennsylvania State Employees Retirement System (PSERS).  Employees are encouraged 
to participate in these sessions, despite the number of years an employee may be from 
retirement.  PSERS is a thorough and complex plan with many benefits.  To take the best 
advantage of this plan, please contact the PSERS representative.   
 
PSERS can be reached at 1-888-773-7748 (1-888-PSERS4U) or at www.psers.state.pa.us. 
 
Retirement Terminal Pay  
At retirement, an employee may also be eligible for payment for unused sick days called 
retirement terminal pay.  If an employee has worked for the District a minimum of 10 years 
but not more than 20 years, they are eligible for $16.00 for each unused sick day 
accumulated in the District up to a maximum of 200 days or $3,200.00.  If an employee 
has worked for the District for a minimum of 20 years but not more than 30 years, they are 
eligible for $20.00 for each unused sick day accumulated in the District up to a maximum 
of 200 days or $4,000.00. If an employee has worked for the District for a minimum of 30 
years, they are eligible for $25.00 for each unused sick day accumulated in the District up 
to a maximum of 200 days or $5,000.00. 
 
To be eligible for the above, the employee must submit a retirement notice to the 
Superintendent at least three months in advance of the expected last day of work.  
Exceptions will be made on a case-by-case basis for situations such as a disability 
retirement. 
 
Death of an Employee/Former Employee 
In the unfortunate event that an employee or former employee dies, there are several 
possible benefits available as a result of employment with the District. Family members 
should contact the Business Office to seek assistance in determining if any benefits exist 
and how to pursue them. This is especially important in the event the person was a member 
of the PSERS retirement system. 
 
Employee Assistance Program (EAP) 
The Employee Assistance Program (EAP), is a confidential and voluntary program 
designed for employees, spouses and dependent family members who want to seek help 
for personal issues without worrying that someone at work will "find out" about their 
problem. 
 
All employees, and their immediate family members, are eligible for (3) three counseling sessions 
per year, paid for by the district.  Employees may choose to continue counseling beyond the (3) 
three sessions at their own cost, or they may submit it to their health insurance provider. 
 
To schedule a counseling session, contact the Wellspan Employee Assistance Program by going to 
the website at www.wellspaneap.org or call the customer service team at 1-800-673-2514. 
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H.  COMMUNICATIONS 
 
The District has established a system of communications to keep all Classified Employees 
informed of items affecting their employment. 

 
Communications may be made in the form of newsletters, email communications, staff 
web page postings on the district website with employment related items.  Employees are 
responsible to monitor their email accounts on a regular basis.  If an employee does not 
have an email account, they should notify their direct supervisor and one will be 
established. 
 
As part of this system of communication all District Policies and the Classified Handbook 
are maintained on the district website.   
  
I.  TRAINING AND EDUCATIONAL PROGRAMS 
 
To keep up with important changes in technology and other facets of today’s workplace 
needs, the District may establish requirements for certain groups of employees to 
participate in relevant training and in-service programs.  These requirements will be 
communicated to the affected employees.  Any exceptions to established requirements 
must be communicated in writing to the Superintendent, to maintain consistency.  
 
The District may provide funds for outside conferences, workshops and other continuing 
education, which may be desired by the employee or requested by the District.  This 
includes the possible approval of reimbursement to the employee.  
  
The District encourages employee interest in improving job knowledge, updating job skills, 
and obtaining professional goals.  The District also encourages life-long learning.  
Continuing education courses such as college level courses and vocational/technical 
courses will qualify for reimbursement by the District.  Employees who would like to 
participate in any educational program in order to improve their skills, whether included 
specifically in the plan or not, should discuss this with their supervisor or the 
Superintendent. 
 
For in-service programs within your regularly scheduled day, and for other programs at 
which the District requires attendance, you will receive compensation at the regular rate.  
Non-required programs that fall outside the regular work-day are considered voluntary and 
are not compensated. 
 
An employee who resigns from their position within one year of completing a course is not 
eligible to receive reimbursement for that course.  For courses completed more than 1 year, 
but not more than 2 years, prior to the date of resignation, 50% of any reimbursements paid 
to the employee must be repaid to the District.  Any payments already made by the District 
to the employee that do not qualify for reimbursement must be returned to the District 
before the employee’s final paycheck is issued. 
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For more detailed information, refer to Board Policy 333 – Professional Development, on 
the district website at www.upperadams.org. 
 
J.  SEPARATION OF EMPLOYMENT 
 
Voluntary Resignation 
A written resignation should be sent to the Superintendent and to the employee’s supervisor 
preferably no less than two weeks in advance.  Other information pertinent to the 
employee’s decision to leave employment may be included in the resignation letter. 
 
Retirement  
If one wishes to end employment with the District and with all Pennsylvania school 
districts, a letter of retirement should be submitted to the supervisor and the Superintendent 
three months prior to the date of retirement to receive reimbursement for sick leave pay if 
applicable (see Retirement Terminal Pay for more information).  Employees should contact 
a PSERS representative in order to receive assistance to ensure that this important process 
is followed to best benefit the employee. 
 
Abandonment 
In the event that an employee fails to report to work for three consecutive days without 
properly notifying an administrator, the District will consider the position to be abandoned 
and will begin proceedings to find a permanent replacement.  In such an event, the 
employee will be mailed a letter stating they have abandoned the position and a 
recommendation for dismissal will be sent to the Board of School Directors for immediate 
termination of the employee. 
 
Involuntary Resignation 
Employees who are involuntarily terminated for reasons other than lack of work or 
reduction in force will retain no benefits or rights for return to work other than those 
mandated by law.  Such terminations will be acted on by the Board of School Directors. 
 
K.  OTHER ITEMS 
 
Employee Records 
Permanent employee records are confidential and only administratively approved District 
personnel shall have access to these files.  If an employee wishes to review their  file, the 
proper form must be completed and sent to the Human Resources Coordinator or their 
designee for an inspection or review.  An appointment to review the personnel file will be 
made with the Human Resources Coordinator within three (3) business days of the said 
request.  There will be supervision from the Superintendent or their designee while 
accessing the file to ensure proper internal controls are maintained.  Items in the personnel 
file may include: 
 

1) Individual application for employment 
2) Transcripts of education completed 
3) Employee’s Withholding Allowance Certificate (W-4) 
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4) Public School Employee Retirement System forms 
5) Payroll information sheets 
6) Employee absence reports 
7) Validated Criminal History Record Information (Act 34) 
8) Pennsylvania Child Abuse History Clearance (Act 151) 
9) Federal Criminal History Report 
10) Evaluations 
11) Job Description 
12) Any additional information deemed appropriate. (e.g. letters of 

recognition, uncompensated leave requests, disciplinary records, etc.) 
 

Health Forms and Immigration Act of 1985-Employment Eligibility Verification (I-9) 
forms may be kept in separate files. 
 
Employees are required to notify their the Human Resources Coordinator promptly of any 
change of name, address, telephone number, marital status to complete the appropriate 
forms so that employee records and the reporting of the employee’s wages to the IRS can 
be kept current. 

 
In order to maintain the security of personnel records, the District will not provide 
information to outside parties, including family members, without the employee’s express 
permission.  
 
Substitute Employees 
In order to provide continuity of services when a classified employee is absent, asubstitute 
may be called, on an as-needed basis, by a board approved substitute third party service.   
 
Resolving Concerns 
Misunderstandings or conflicts can arise in any organization.  To ensure effective working 
relations, it is important that such matters be resolved before serious problems develop.  
Most incidents resolve themselves naturally; however, if a situation persists that is believed 
to be detrimental to the employee or to Upper Adams School District, the employee should 
follow the procedures described here for bringing their complaint to their supervisor’s 
attention. 
 
Step One:  
Discussing the problem with the immediate supervisor is encouraged as a first step.  If, 
however, the employee does not believe a discussion with the supervisor is appropriate, 
they may proceed directly to Step Two. 
 
Step Two:  
If the problem is not resolved after discussion with the supervisor or if the employee feels 
that discussion with the supervisor is inappropriate, they are encouraged to request a 
meeting with the Human Resources Coordinator and the Business Administrator and to 
submit the concern in writing.  In an effort to resolve the problem, the Human Resources 
Coordinator and the Business Administrator will consider the facts, conduct an 
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investigation, and may also review the matter with the supervisor.  The employee will 
normally receive a response, in writing, regarding said concern within five working days 
of meeting with the Human Resources Coordinator and the Business Administrator  
  
Step Three:  
If the employee is not satisfied with the Human Resources Coordinator and the Business 
Administrator’s decision and wishes to pursue the problem or complaint further, they may 
prepare a written summary of their concerns and request in no more than ten working days 
after receiving the response from the Human Resources Coordinator and the Business 
Administrator that the matter be reviewed by the Personnel Committee, a sub-committee 
of the Board.  The Committee, after a full examination of the facts (which may include a 
review of the written summary, discussions with all individuals concerned, and a further 
investigation, if necessary), will normally advise the employee of its decision within fifteen 
working days.  The Committee will advise the Superintendent of its decision within five 
working days.  The Superintendent will respond to the employee within ten working days. 
 
The Upper Adams School District does not tolerate any form of retaliation against 
employees availing themselves of this procedure.  This procedure should not be construed, 
however, as preventing, limiting, or delaying Upper Adams School District from taking 
disciplinary action against any individual, up to and including termination, in 
circumstances (such as those involving problems of overall performance, conduct, attitude 
or demeanor) where Upper Adams School District deems disciplinary action appropriate. 
  
Final Note 
Nothing in this handbook is intended to, nor does it, create an express or implied contract 
of employment, guarantee employment for any specific period of time, or guarantee any 
specific terms or benefits of employment. 


