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WELCOME 
This handbook was prepared as a way to communicate several of the ISD 314 policies, benefits, and practices. 
It is important that employees be familiar with the contents of this handbook and employees should feel free to 
discuss the contents of this handbook with their supervisor or the superintendent.  Please note the your 
individual contract may supersede information found in the handbook and that it is YOUR responsibility to 
understand your individual contract rights.  Copies of current contracts may be found on the employee 
information section of the school website (found under district tab).  

 

EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER 
It is Independent School District #314’s policy to provide equal employment opportunity for all applicants and 
employees. The school district does not unlawfully discriminate on the basis of race, color, creed, religion, 
national origin, sex, marital status, status with regard to public assistance, disability, sexual orientation, age, 
family care leave status or veteran status. The school district also makes reasonable accommodations for 
disabled employees. The school district prohibits the harassment of any individual for any of the categories 
listed above. For information about the types of conduct that constitute impermissible harassment and the 
school district’s internal procedure for addressing complaints of harassment, please refer to the school district’s 
policy on harassment and violence. This policy applies to all areas of employment including hiring, discharge, 
promotion, compensation, facilities or privileges of employment. It is the responsibility of every school district 
employee to follow this policy. Any person having any question regarding this policy should discuss it with the 
Superintendent. 
 

IMPORTANCE OF WHAT YOU DO 
The chief responsibility of this school district is to educate the hundreds of children that attend school in our 
district.  To do this task satisfactorily, it is necessary to have all employees understanding and working toward 
this goal.  

EXPECTATIONS 
SERVICE / EXCELLENCE: Employees should strive to provide an effective and efficient service to the school 
district and community AND do so at the very highest level. 

INTEGRITY:  Employees should be courteous, just, and professional in all relations with administrators, office 
personnel, pupils, teachers, various employees, and visitors to the school.  Personnel need to avoid voicing 
unfavorable criticism of other school employees, unless that criticism is formally and discretely presented to a 
school official for the welfare of the school. 

SKILLS: Employees should perform assigned duties with efficiency, quality, and enthusiasm.  They 
should improve skills by attending workshops when possible and keeping abreast of new procedures and 
methods in handling their duties. 

FUNDRAISING /GRANTS 
The principal and the superintendent must approve any solicitation of businesses, or grant requests, on behalf of 
the school or school activities in advance.  Per board policy #706, all gifts must be accepted by the school board 
prior to use.  

● Grants:  Turn in a copy of the grant request (prior to submission) to your building administrator. 
● Fundraisers:  Complete a Fundraiser Planning Sheet & Request Form and submit to your building 

administrator prior to start.  
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PUBLIC RELATIONS 

Keep in mind that you may be the first person with whom the public comes in contact.  The impression 
made at the initial contact is important.  You should serve people courteously, efficiently, and promptly.  A 
greeting, pleasant smile, and perhaps the words “May I help you?” will make visitors feel welcome.  Numerous 
personal contacts take place each day and the importance of good communication skills cannot be 
over-emphasized.  This is the only contact some people have with the school. 

If an employee has a thorough knowledge of the building, the educational program and personnel, and of the 
general policies of the Braham Area Schools, they can do much to help the public understand the schools.  In 
contacts with the public, they represent the school district and what is said is regarded as authoritative. 

Confidentiality is very important; consequently, it is never appropriate to discuss a child’s situation with school 
personnel or anyone in the presence of the child or another pupil – this is a violation of student/parent data 
privacy and something we must all strive to avoid.  Confidential records and information should be treated 
accordingly.  Do not leave confidential information accessible to pupils, visitors, or others. 

PERSONAL APPEARANCE 
The school district takes pride in its professional reputation.  Each of us plays a role in either building that 
reputation or contributing to it in a negative way.  Your personal appearance not only reflects on you, but also 
on the school district and the professional image we wish to maintain.  Employees are expected at all times to 
present a professional, appropriate image to students, staff, and the public. 

Dress – All staff are expected to dress in an appropriate fashion at all work times commensurate with the staff 
member’s position. Attire should be neat and clean and should reflect the staff member’s role in providing a 
high-quality education to the learners in this District. Attire or other articles that convey obscene messages or 
messages that are designed to or actually serve to incite hostilities in other staff members, students or visitors 
are prohibited while the employee is at work.  

Conduct – All staff are expected to conduct themselves in a professional manner while on duty. While off duty, 
staff members are expected to refrain from conduct that would have a negative impact on the staff member’s 
effectiveness in his or her position, or that would call into question the integrity of the district. This requirement 
is not intended to limit a staff member’s first amendment rights in any manner insofar as the conduct does not 
negatively impact the staff member’s work performance or effectiveness.  

Political activities – Employees of this district are public employees and are recognized to likely have a vested 
interest in political decisions and events. Employees are encouraged to express their political voices and 
participate in the political process as their own interests and values guide them. However, while on active duty 
time, employees must not engage in any political activity that could create the impression to the public that the 
School District as a public body endorses any particular candidate, party or position, or that the School District 
as a public body encourages or discourages voting in a particular fashion. 

POLICY REVIEW 
A complete list of school district policies is available on the school website.  These policies are typically 
reviewed on a three year annual cycle unless extenuating circumstances occur.  Your input is welcome should 
you have any suggestions to improve district policy. 

REPORTING PROCEDURE 
An employee who believes a policy has been violated should immediately report the incident to their supervisor 
or the superintendent.  The employee may be asked to put the facts surrounding the alleged policy violation in 
writing.  Thereafter, an investigation may include interviews with the employee making the charge a policy was 
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violated and other personnel involved in the incident.  Any employee who believes he or she has been subject to 
harassment of any sort should report the incident to their supervisor or the superintendent.  The employee 
reporting the negative behavior may be asked to put the facts surrounding the offensive conduct or 
communication in writing.  Thereafter, an investigation may include interviews with the employee making the 
charges, the accused employee, and appropriate witnesses, depending upon the individual circumstances of the 
matter.  Determination of whether prohibited harassment occurred will be made on a case-by-case basis, 
depending upon the circumstances of the matter, including the type of harassment alleged, the context in which 
the alleged harassment occurred, and any other facts deemed relevant.  The employee making the complaint will 
be advised of the final disposition of the matter. 

PERSONNEL RECORDS 
A record of payroll and personnel actions pertaining to your employment is maintained in the district office.  It 
contains such items as performance reviews and course or payroll action requests.  Employees are encouraged 
to keep their file up to date by informing their supervisor of any changes in marital status, address, or phone 
number changes.  

PROBATIONARY PERIOD 
Many employees shall serve a probationary period (see length in your contract) during which time the School 
District shall have the unqualified right to suspend without pay, discharge, or otherwise discipline such 
employees.  

ABSENCES / AESOP / VERITIME / PAYROLL 
All new employees will receive a welcome letter from the Human Resources Department (Marie Sward) which 
contains login information for AESOP and VeriTime. If you are an hourly employee, you must clock in and out 
on VeriTime (failure to do so may result in disciplinary action up to, and including termination).  Kiosks are in 
each of the building's main office, in the break room at the High School, and in the Special Education Dept. at 
the Elem.  You can also access AESOP and VeriTime on the school website located under the For Staff tab. 
You must be on the school wifi to access VeriTime. 
 
All employee absences must be requested in the AESOP system.  Whenever possible absences (AESOP) should 
be entered at least 72 hours in advance.  Exceptions to this rule would be unexpected illness or other 
extraordinary events.  When entering data into AESOP which will fall in the sick category we are asking you to 
provide information in the "Notes to Administrator."  Examples of what may be entered include: 

● illness 
● dental appointment starting at 9:00 a.m. 

Enter absence information in AESOP prior to 7:00 a.m. - make sure you receive a confirmation number (write it 
down) - OR you will be liable for any repercussions.  If after 7:00 a.m. call Jan S. at 320-396-5180 (PreK-4) or 
Julie at 320-396-5201 (5-12).   Special Ed Paras are also required to notify the special ed teacher they work 
most directly with of their absence.  Support and questions can be answered by office staff or at the following 
link: http://help1.frontlinek12.com/?b_id=3397 
 
For those of you who use VeriTime to clock in and out every day, please be sure to submit time sheets 
according to the payroll calendar.  The payroll calendar is posted on the district website and instances when the 
timesheet is not, or is incorrectly may result in disciplinary action up to, and including termination. 

Payday is twice a month, usually the 15th and end of the month to accommodate 18 pay periods by May 31st 
and 24 pay periods by August 31st. Consult your specific contract to determine if you are eligible for 24 pay 
periods. There will be a Payroll Calendar posted to our school website for your convenience. 
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Check your individual work agreement or contract for the number of allowable days for illness, personal leave, 
bereavement, etc.  Only under extenuating circumstances, i.e. non-recurring nature, limited or special 
circumstances, and with prior written approval from the superintendent, will employees be allowed to 
miss work without leave available or utilizing some type of leave. 
 
To Use VERITIME 

● Enter USER ID (usually your phone number) 
● Enter PIN (If you are an employe AND a substitute, please remember to use the corresponding PIN) 
● Click on “Log In” 

 
Submitting Time Sheets (at least once each week for hourly employees) 

● Login in AESOP (USER ID and PIN same as VeriTime) 
● Click on VeriTime Tab 
● Click on Timesheet 
● Review timesheet (make sure you are in the right time period and enter comments if needed) 
● Click on “Submit” button (Upper right corner) 

 
LEAVE INFORMATION (current as of approval, however contract language always supercedes this handbook). 
 
Administrators: 15 sick leave days per year up front every year 

● Sick days, medical/dental appts, bereavement and personal leave are all subtracted from this bank.  
 
Teachers: 15 sick leave days per year up front the first year 

● Sick days, medical/dental appts, bereavement and personal leave are all subtracted from this bank.  After 
the first year, days are accrued at 1.66 days per month (Sept - May) and must be earned before they can 
be used.  Teachers earn 3 personal leave days per year and may carry over a maximum of 4.  A 
maximum of 6 days may be used at one time. 
 

Secretaries & Paras: 12 sick leave days per year  
● Sick days, medical/dental appts, bereavement and personal leave are all subtracted from this bank.  Days 

accrue at 1.33 days per month and must be earned before they can be used.  A day is equal to the number 
of hours that employee works.  Secretaries and paras can use 2 personal leave days per year or they can 
be banked to a total of 5 personal leave days.  
 

Custodians: 12 sick leave days per year up front the first year 
● Sick days, medical/dental appts, bereavement and personal leave are all subtracted from this bank.  After 

the first year, days are accrued at 1 day per month (year round) and must be earned before they can be 
used.  A day is equal to the number of hours that employee works.  Custodians can use 3 personal leave 
days per year.  Personal leave is not cumulative.  

 
 
 
 
 
Food Service: 12 sick leave days per year 

● Sick days, medical/dental appts, bereavement and personal leave are all subtracted from this bank.  Days 
accrue at 1.33 days per month and must be earned before they can be used.  A day is equal to the number 
of hours employee works.  Food Service workers can use 2 personal leave days per year or they can be 
banked to a total of 5 personal leave days.  
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FAMILY MEDICAL LEAVE ACT (FMLA) 
Employees may be eligible for leave under the Family and Medical Leave Act. Eligible employees have: 

● Worked for employer for at least 12 months - which need not be consecutive;  
● Worked at least 1,250 hours for employer during 12 months preceding leave;  

Employees are entitled to a total of 12 weeks of unpaid leave per year in connection with the birth or adoption 
of a child or for a serious health condition or to care for an ill or injured minor child, adult child, spouse, sibling, 
parent, mother-in-law, father-in-law, grandchild, grandparent or stepparent.  Leave may also be granted for 
themselves or a relative (as listed above) to provide or receive assistance because of sexual assault, domestic 
abuse or stalking. (M.S. §181.9413). If you have questions about FMLA, contact the U.S. Department of Labor 
at (612) 370-3341 or www.dol.gov/whd/fmla. 

DRUG FREE WORKPLACE 
Use of controlled substances, toxic substances, and alcohol before, during, or after school hours, at school or in 
any other school locations, is prohibited as general policy. Paraphernalia associated with controlled substances 
is prohibited. It shall be a violation of this policy for any student, teacher, administrator, other school district 
personnel, or member of the public to use alcohol, toxic substances, or controlled substances in any school 
location. The school district will act to enforce this policy and to discipline or take appropriate action against 
any student, teacher, administrator, school personnel, or member of the public who violates this policy.  An 
employee who has properly been prescribed medication by a qualified healthcare provider, which may impair 
the employee's work performance or safety or the safety of others, is required to inform his or her supervisor of 
the potential impairment, prior to reporting for work.  

TOBACCO FREE ENVIRONMENT 
It shall be a violation of this policy for any student, teacher, administrator, other school personnel of the school 
district, or person to use tobacco or tobacco-related devices in a public school. This prohibition extends to all 
facilities, whether owned, rented, or leased, and all vehicles that a school district owns, leases, rents, contracts 
for, or controls. This prohibition includes all school district property and all off-campus events sponsored by the 
school district. The school district will act to enforce this policy and to discipline or take appropriate action 
against any student, teacher, administrator, school personnel, or person who is found to have violated this 
policy. 

CHILD ABUSE/NEGLECT 
It is the policy of the school district to fully comply with Minn. Stat. § 626.556 requiring school personnel to 
report suspected child neglect or physical or sexual abuse. It shall be a violation of this policy for any school 
personnel to fail to immediately report instances of child neglect, or physical or sexual abuse when the school 
personnel knows or has reason to believe a child is being neglected or physically or sexually abused within the 
preceding three years.  

EMPLOYEE RIGHT TO KNOW  
It is the policy of the school district to provide information and training to employees who may be routinely 
exposed to a hazardous substance, harmful physical agent or infectious agent. 

 

SECURITY BADGES / KEYS / DOORS 

Security badges must be worn at all times when an employee is in any part of a school building. Any staff 
member who sees another person in a school building who is wearing neither a security badge nor a visitor’s 
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pass shall direct that person to the principal’s office. If the person does not proceed to the office, the staff 
member shall alert the office immediately. If the person presents an imminent threat, the staff member should 
take immediate action to implement the building’s emergency procedures and Crisis Plan.  Please make sure all 
doors are securely locked behind you.  

VIDEO SURVEILLANCE  

Independent School District #314 uses internal & external video surveillance in district facilities. 

FRINGE BENEFITS 

Each August you will be contacted by Human Resources (Marie Sward) regarding your benefits package (check 
your contract or work agreement to determine which benefits you are eligible for).  This email will require you 
to complete paperwork in the SmartER system (online) and submit to Human Resources by the Friday prior to 
Labor Day.  If you are a new employee, this information will be given to you prior to your first day of work and 
must be submitted within ten days.  

403 (B) 

ISD #314 utilized services of Employee Benefits Corporation, a third-party, to handle all employee 403(b) 
contributions.  The list of approved vendors is as follows:  1) 403(b) ASP (ASPire Financial); 2) American 
Funds; 3) Ameriprise Financial Services, Inc.; 4)  Equitable; 5) ESI Education Minnesota; 6) Great 
West/Empower Financial; 7)  Horace Mann; 8) PFS Investments; 9) Putnam (No Employer Conributions); 10) 
Thrivent Financial; and 11) VALIC. 

WORKER’S COMPENSATION 
The district recognizes that the safety, health, and well-being of its employees is important.  To this end, a 
priority will be placed on the prevention of accidents and occupationally-incurred illnesses.  It is the 
responsibility of every employee to work in a safe manner and to intervene when others are performing in an 
unsafe manner. 

All on-the-job accidents and injuries or occupationally incurred illnesses should be reported immediately 
to the supervisor and to the school nurse.  Something seemingly minor today, CAN wind up to be more 
serious than anticipated.  

Upon the request of an employee who is absent from work as a result of a compensable injury incurred in the 
service of the school district, under the provisions of the Worker’s compensation Act, M.S.A. Chapter 176, the 
school district will pay the difference between the compensation received pursuant to the Worker’s 
compensation Act by the employee and the employee’s regular rate of pay to the extent of the employee’s 
earned accrual of sick leave.  The employee will turn in a copy of their compensation check(s) to the district. 

A deduction shall be made from the employee’s accumulated sick leave accrual time according to the pro-rated 
portions of days of sick leave time which is used to supplement worker’s compensation. 

Such payment shall be paid by the school district to the employee only during the period of disability. 

In no event shall the additional compensation paid to the employee by virtue of sick leave result in the payment 
of a total daily, weekly, or monthly compensation that exceeds the normal compensation of the employee. 

FACILITY USE REQUEST 

● Requests for all 5-12 building usage or PreK-4 building usage after school hours/summer are to be 
submitted to the district office (Nickie Nelson). 
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● Requests for Pre K-4 building usage DURING SCHOOL HOURS (regular school year) are to be 
submitted to the elementary principal secretary, Jan Strohkirch. 

● IEP meetings will be scheduled through Michelle Becker in the Elementary Media Center. 
● Requests for usage are due a minimum of five days in advance 
● Reference District Policy #902 if you have questions 

BUILDING AND GROUNDS PROTOCOLS 

Should you have a specific request regarding building and grounds you are asked to access the Employee 
Information section of the school website - found under the district tab - complete the appropriate columns, and 
submit to your immediate supervisor.  Your supervisor will approve/disapprove and forward to Jeff Campbell. 
You may ask your supervisor to check progress. 

CRISIS PLAN 
Please familiarize yourself with the crisis plan located in the Employee Information section of the school 
website - found under the District tab. 

SCHOOL MESSENGER 
Emergency (and other) important information will be sent through the School Messenger system.  Please 
contact the district office (Nickie Nelson @ 320-396-5199 or nnelson@braham.k12.mn.us) to ensure we have 
your most current information.  

MEALS 
Staff meals may be purchased in both cafeterias. Breakfast is $2.00 per meal. Lunch is $4.00 per meal.  
You may also sign up online with “My School Bucks” to receive access to online payments and low balance 
alerts.  Please see the Food Service Director for more information.  *It is required by MDE that all adult meals 
purchased are paid in full and do not run a negative balance. 
 

2018 DISTRICT TRAVEL AND MEAL ALLOWANCE 
 
Each year the board adopts a mileage allowance/reimbursement rate.  The current mileage allowance for district 
employees is ‘reimbursement at the IRS allowable rate’. The district has been notified that effective January 1, 
2018 the IRS mileage  reimbursement rate for business miles is  $.545 cents per mile.  

 
The current meal allowance for district employees is:   Breakfast - $8.50, Lunch - $11.00, Supper - $13.50; with 
allowable reimbursement at the registration set fee for workshops, meetings, etc., when such is the case. 
Itemized receipts must be submitted when requesting reimbursement.  

 
These terms apply to reimbursement for all district employees, school board members, and non-district 
employees who may be on school business. 

 

PERSONAL ITEMS 

All personal items brought into the workplace must meet federal and state safety standards and fit within all 
district policies and guidelines.  Unless these items are formally donated to the district they are under the full 
responsibility of the employee - including disposal.  

PHYSICAL EXAMS 
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The School Board requires that all employees new to the district shall provide the Superintendent of Schools 
with a physical examination form from a physician indicating that the candidate is in good health.  

USE OF SIGNATURE STAMPS 

The School Board has approved the use of signature stamps for student transcripts and/or discipline reports, 
letters of employment or resignation, and donation acknowledgement letters.  This may not be an exhaustive 
list, and at NO time will the signature stamps be used for the execution and issuance of instruments of payment 
including checks, vouchers, contracts, and other such negotiable instruments. 

SOCIAL MEDIA 
Employees should be aware that ISD #314 may observe content and information available on social media, that 
the information is public, and that the information - once posted - is almost always accessible.  Social media use 
shouldn't interfere with employee responsibilities and subject to applicable law, online activity that violates 
applicable Codes of Conduct, Employee Handbooks, and any other company policy may subject an employee to 
disciplinary action or termination.  
 
Online content sometimes generates press, incorrect information, negative attention, and/or legal questions. 
Employees should refer these inquiries immediately to authorized ISD #314 spokespersons. 
 
Please refer specifically to district policies #524, #406, and #515 for additional information. 
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