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SECTION 1

INTRODUCTION

Applicability
A. This Employee Handbook will apply to all full time and regular part-time professional employees
including all classroom teachers, counselors, and librarians. It does not apply to the superintendent,
principals, non-professional employees or any substitute employees.
B. Effect of Employee Handbook
This Employee Handbook is not intended to imply any contract of employment or any contractual
rights. This Employee Handbook manual does not represent a contractual obligation on the part of
the Central DeWitt Community School District or its duly authorized representatives. It is each
employee’s responsibility to become familiar with the policies and procedures of this organization.
This Employee Handbook will be maintained solely by the District. The Board of Directors of the
Central DeWitt Community School District and/or the District’s administration has the ability to
interpret and imply provisions of the Employee Handbook.
C. Effective Dates
This Employee Handbook will be effective upon being approved or accepted by the Board of
Directors of the Central DeWitt Community School District or its duly authorized representatives. It
will be in effect for the duration of the work year in which it was approved, unless it is modified using
appropriate procedures, including providing notice to all employees covered by this Employee
Handbook.
D. Savings Clause
Should any section or language of this Employee Handbook be declared illegal by a court
of
competent jurisdiction, then that section or language will be deleted from this Employee Handbook to
the extent that it violates the law. The remaining sections and language will remain in full force and
effect.
E. Definitions
1. The term "Board", as used in this handbook, will mean the Board of Directors of the Central
DeWitt Community School District or its duly authorized representatives.

2. The term “District”, as used in this handbook, will mean the Central DeWitt Community School
District.
3. The term "employee", as used in this handbook, will mean all full time and regular part-time
professional employees including all classroom teachers, counselors, and librarians. The term
will not mean the superintendent, principals, non-professional employees or any substitute
employees.
4. The term “Association,” as used in this handbook, will mean the Central DeWitt Education
Association.
SECTION 2

ASSOCIATION RIGHTS

A. The Association will have the right to hold meetings on District property after regular work hours,
provided that such meetings in no way interfere with any aspect of the instructional or activity
program. Any out-of-pocket expenses to the District resulting from such meetings will be borne by the
Association, as appropriate, and within the provisions of District policy. Such meetings will be
scheduled with the building principal where they will be held and subject to the building principal’s
approval.
B. The Association will be provided with bulletin board space in each school, and will have the right to
use faculty mailboxes. The Association will have access to District communication equipment
provided that such access does not interfere with any aspect of the instructional program and access
is gained through the approval of the appropriate building principal. Any expense to the district
resulting from the use of communication equipment will be borne by the Association.
SECTION 3

EMPLOYER RIGHTS

The District’s Board of Directors will have, in addition to all powers, duties, and rights established by
constitutional provision, statute, ordinance, charter or special act, the exclusive power, duty, and the right
to:
1. Direct the work of its public employees.
2. Hire, promote, demote, transfer, assign, and retain public employees in positions within the
District.
3. Suspend or discharge public employees.
4. Maintain the efficiency of governmental operations.
5. Relieve public employees from duties because of lack of work or for other legitimate reasons.
6. Determine and implement methods, means, assignments, and personnel by which the District's
operations are to be conducted.
7. Take such actions as may be necessary to carry out the mission of the District.

8. Initiate, prepare, certify, and administer its budget.
9. Exercise all powers and duties granted to the District’s Board of Directors by law.
SECTION 4

PAYROLL DEDUCTIONS

Premiums for payment of annuities, insurance, ISEA Credit Union, United States Savings Bonds, DeWitt
Fitness Center, Education Foundation, DeWitt Area Fine Arts Foundation, and Gateway United Fund may be
deducted from employee salaries provided that a written authorization is filed in the Central Office. The
application deadline is the first Friday of each month. The Association agrees to indemnify and hold
harmless the Board, each individual Board member, and all administrators against any and all claims, costs,
suits or other forms of liability and court costs arising out of the application of this section.
SECTION 5

SAFETY PROVISIONS

The District will endeavor to provide and maintain a safe place of employment. All employees will endeavor
in the course of performing the professional duties associated with their employment to be alert to unsafe
practices, equipment or conditions and to report any such unsafe practices, equipment or conditions to their
immediate supervisor.
SECTION 6

EVALUATION

A. TIER 1 – EVALUATION FOR BEGINNING EMPLOYEES
1. Who falls under Tier 1
a. All beginning employees (brand new to the profession) will participate in Tier 1 for
two (2) (or three (3) years at the discretion of the evaluator).
b. Newly hired career employees (this includes any teacher new to the district,
regardless of years of experience or where they are coming from) will participate in
Tier 1 for two (2) years (cross reference board policy 405.9: licensed employee
probationary status)
2. Notification Procedures
a. Prior to conducting any evaluation of performance and by October 1, the evaluator
will acquaint each employee with the evaluation procedures, including the
procedures for the development and evaluation of individual employee/group
career development plans, and the form(s) to be used, and advise each employee
as to who will observe and evaluate the employee’s performance. No formal
evaluation will take place until such an orientation has been completed.
b. An employee reassigned or hired after the beginning of the school term will be
notified by the appropriate supervisor of the evaluation procedures in effect. No
formal evaluation will take place until such an orientation has been completed.
3. Components of Tier 1 Year One and Two/Three
a. Seven (7) mini observations in each year in Tier 1.

i.

Mini Observations range from 5-15 minutes

ii.

Mini Observations are unannounced

iii.

Additional Mini Observations may be completed by district certified evaluators,
other than the official evaluator

iv.

Mini Observations will be followed up with feedback within 48 hours of the
Mini Observation

b. Formal observations may also be used at the discretion of the evaluator. These may
include extended duration classroom observations.
c. Each beginning teacher will complete the End of the Year Rubric at the end of each
year 1 and 2 (and 3 if necessary).
d. Each Beginning Teacher will participate in a peer observation during year one and
year two (year three, if necessary).
e. Each teacher in Tier 1, Year 2 will participate in a student shadow experience.
f.

Each beginning teacher will administer and reflect on the results from the district
approved student survey.

g. Comprehensive Evaluation - A comprehensive evaluation discussion will be held with
second year employees on or before April 30. A comprehensive evaluation must
include the following:
i.

A review of the End of the Year Rubric (to be completed by the administrator
and teacher). This will include goal setting in areas for growth (this information
will drive the work that teachers complete with their instructional/induction
coach and will be supported by the individual career development plan).

ii.

Reflection of Peer Observation (including ideas from implementation to support
improvement).

iii.

Reflection of Student Survey Results.

iv.

Evaluator's licensure recommendation for the employee or a recommendation
for continued participation in the District's mentoring and induction program.

B. TIER 2 – EVALUATION FOR CAREEER EMPLOYEES
1. Who falls under Tier 2
All teachers who have completed Tier 1 at Central DeWitt Community School District
2. Notification Procedures

a. Prior to conducting any evaluation of performance and by October 1, the evaluator
will acquaint each employee with the evaluation procedures, including the
procedures for the development and evaluation of individual employee/group
career development plans, and the form(s) to be used, and advise each employee
as to who will observe and evaluate the employee’s performance. No formal
evaluation will take place until such an orientation has been completed.
b. An employee reassigned or hired after the beginning of the school term will be
notified by the appropriate supervisor of the evaluation procedures in effect. No
formal evaluation will take place until such an orientation has been completed.
3. Components of Tier 2
a. A minimum of three (3) mini observations in year one and two
b. A minimum of five (5) mini observations in year three (same year as comprehensive
discussion)
i.

Mini Observations range from 5-15 minutes

ii.

Mini Observations are unannounced

iii.

Additional Mini Observations may be completed by district certified evaluators,
other than the official evaluator

iv.

Mini Observations will be followed up with feedback within 48 hours of the
Mini Observation

c. Formal observations may also be used at the discretion of the evaluator. These may
include extended duration classroom observations
d. Each teacher will complete the End of the Year Rubric at the end of each year
e. Each Beginning Teacher will participate in a yearly peer observation
f.

Each teacher in Tier 2, Year 2 will participate in a student shadow experience

g. Each teacher will administer and reflect on the results from the district approved
student survey
h. Comprehensive Evaluation - A comprehensive evaluation discussion will be held with
second year employees on or before April 30. A comprehensive evaluation must
include the following:
i.

A review of the End of the Year Rubric (to be completed by the administrator
and teacher). This will include goal setting in areas for growth (this information
will drive the work that teachers complete with their instructional/induction
coach and will be supported by the individual career development plan)

ii.

Reflection of Peer Observation (including ideas from implementation to support
improvement)

iii.

Reflection of Student Survey Results

C. TIER 3 – INTENSIVE ASSISTANCE PROGRAM
1. Who falls under Tier 3
Any teacher not meeting expectations under the Iowa Teaching Standards and Criteria or
Individual Career Development Plan.
2. Notification Procedures
Written notification from the evaluator after it has been determined that the teacher is not
meeting expectations under the Iowa Teaching Standards and Criteria or Individual Career
Development Plan
3. Components of Tier 3
If an evaluator determines, at any time, as a result of an employee's performance, that an
employee in Tier II is not meeting expectations under the Iowa Teaching Standards and
Criteria or Individual Career Development Plan, the evaluator will place the employee in Tier
Ill and develop an intensive assistance plan for the employee.
D. Nothing in this section is to be construed as preventing relevant evaluation of employees by other
procedures as deemed appropriate by the District’s administration.
SECTION 7

VOLUNTARY TRANSFERS

A. Employees who desire a transfer to another building may file a written request with the
superintendent on such forms as may be provided by the District. The application will be reviewed by
the building principal(s) involved and the superintendent or the superintendent’s designee, who will
make the decision and will be submitted to the Board for their information and consideration.
B. The District will announce, by notification on the faculty bulletin boards, the known existing full-time
openings for employees as they occur. The openings will be listed by subject area or grade level and
location. The employee will have no longer than eight (8) days within which to respond to posted
openings with a written request for a voluntary transfer. During the summer months, known existing
full-time openings for employees that will be available for the following work year will be maintained
in the superintendent’s office and a list of such openings will be provided to the employee upon their
request.
C. If more than one employee applied for the same position under the above conditions, and if the
administration desires to fill the position with an in-system transfer, then the determination of the
successful candidate will be made by using the following criteria in the order listed:

1. Academic preparation, employee's skills, ability, and demonstrated subject matter
competency.
2. Years of service to the District.
3. Total years of teaching experience.
If requested by the employee, reasons will be given.
SECTION 8

INVOLUNTARY TRANSFERS

A. A transfer will be an assignment of an employee to a different building. The assignment of an
employee within a building to a different grade level, subject area or job classification will not be
considered a transfer.
B. Involuntary transfers between buildings will not be made for arbitrary and capricious reasons or on
the basis of building level seniority.
C. The principal of the building in which the employee works will notify the employee in writing of the
pending transfer and the reasons as soon as possible. The District will post any vacancies after an
involuntary transfer and assignments have been made within the building.
D. An involuntary transfer will be made only after a meeting between the employee involved, an
Association representative, and the superintendent, at which time the employee will be given written
reason(s) for the transfer.
E. An employee having received notice of involuntary transfer or currently serving in a position to
which an involuntary transfer occurred, may at any time apply for available positions for which they
are certified by using the voluntary transfer procedure.
SECTION 9

STAFF REDUCTION

In the event the District determines that employees should be laid off, the following procedures will be
followed:
A. Employees with less than three full years of service in the District may be laid off at the discretion of
the District.
B. For employees with more than three years of service, layoffs will occur from the following categories:
1. JumpStart - 6th Grade
a. Classroom Teachers
b. Remedial and Title I Reading Teachers
2. Preschool - 12th Grade Special Subject Areas
a. Art

b. Vocal Music
c. Instrumental Music
d. Physical Education
e. Special Education
f.

Librarian

g. Guidance
h. Talented and Gifted
i.

At Risk

3. 7th Grade -12th Grade by Subject Category
C. Layoffs will be made within the above categories on the basis of length of service within the District
which will take into account an employee’s full-time equivalency in the category or categories in
which the employee works (i.e. if a full-time employee (1.0 FTE) works in two separate categories,
the employee will be credited with .5 years of service in each of the two categories in which the
employee works). The calculation of an employee’s length of service within the District will be the
product of the full-time equivalency of the employee’s service in the category or categories in which
the employee works multiplied by the number of years the employee has served in that category. If
years or months of service are exactly the same, the time of signing the first contract will be the
determining factor.
D. Employees will retain seniority in their previous classifications. The District will provide to the
Association an employee seniority list by February 1 of each year.
E. Laid off employees will advise the superintendent of their addresses. If vacancies occur in the
categories set forth above and employees have been laid off within these categories, the District will
recall employees within the categories set forth above in the inverse order of layoff. If two (2) years
have elapsed since their layoff, they will have no recall rights. If any employee fails to notify the
superintendent or the superintendent's designee of a change of address or fails within five (5) days
of receipt of notice of recall to advise the superintendent or the superintendent's designee of the
employee's desire and availability to return to work, any recall rights will terminate.
SECTION 10 GRIEVANCE PROCEDURE
A. A grievance is defined as an alleged violation of a specific section of this handbook.
B. Every employee covered by this handbook, as well as the Association, will have the right to present
grievances in accordance with these procedures.
C. The failure of an employee or the Association, to act on any grievance within the prescribed time
limits, will act as a bar to any further appeal and an administrator's failure to give a decision within

the time limits will permit the employee to proceed to the next step. The time limits, however, may be
extended by mutual agreement.
D. It is agreed that any investigation or other handling or processing of any grievance by the employee
or the Association will be conducted so as to result in no interference with or interruption whatsoever
of the instructional program and related work activities of the employee or of other employees.
E. Grievance Steps
1. First Step
An attempt will be made to resolve any grievance in informal, verbal discussion between the
employee and the building principal within five (5) school days of the occurrence of the
grievance.
2. Second Step
If the grievance cannot be resolved informally, the employee will file the grievance in writing,
and at a mutually agreeable time discuss the matter with the building principal. The written
grievance will state the nature of the grievance, will note the specific clause or clauses of the
handbook which are alleged to have been violated, and will state the remedy requested. The
filing of the formal, written grievance at the second step must be within ten (10) days from the
date of the occurrence of the event giving rise to the grievance. The building principal will
make a decision on the grievance and communicate it in writing to the employee, the
Association, and the superintendent within five (5) school days after the receipt of the written
grievance.
3. Third Step
In the event a grievance has not been satisfactorily resolved at the second step, the employee
will file, within five (5) school days of the building principal's written decision at the second
step, a copy of the grievance with the superintendent or the superintendent’s designee.
Within ten (10) school days after such written grievance is filed, the employee and the
superintendent or the superintendent’s designee, who will not be the building principal named
in the grievance, will meet to resolve the grievance. The superintendent or the
superintendent’s designee will file an answer within ten (10) school days of the third step
grievance meeting and will communicate it in writing to the aggrieved, the Association, and
the building principal.
F. If the Association or any employee in the bargaining unit files any claim or complaint in any forum
other than under the grievance procedure of this handbook, then the District will not be required to
process that same claim or set of facts through the grievance procedure set out in this handbook.
G. In the event that a grievance is filed at such time that it cannot be processed through all the steps in
this grievance procedure by the end of the work year and if left unresolved until the beginning of the
following work year, the results may cause irreparable harm to an employee, the time limits set forth
herein will be reduced, so that the grievance procedure may be concluded through the Third Step
prior to the end of the work year.
H. The form used to process a grievance is found in Appendix A.

I.

The Association and the administration have the right to have a representative at all levels of the
formal grievance procedures.

SECTION 11 WORK DAY
The work day for employees will be set by the building principal commencing at the beginning of the work
year. The work day will be extended by the provisions of the supplementary salary schedule or by the
building principal who will designate required faculty meetings and other meetings which may require the
attendance of employees or by the normal extension of the work day which may occur as the result of a
student field trip or any other scheduled student activity. No employee will be required to remain in the
building after the students have vacated the building at the close of the normal work day on Fridays, days
preceding a vacation, and any day which will be shortened because of inclement weather. Days previously
scheduled on the school calendar are exempt from this section. Each employee will have included in their
schedule a duty-free lunch period of at least twenty-five (25) uninterrupted minutes, unless an emergency
situation arises. Regular full-time employees will have a minimum of 200 minutes per normal week for the
purpose of preparation. The foregoing will not be construed in such a way as to prohibit the District from
directing the work of employees.
SECTION 12 WORK YEAR
The work year for employees, other than new employees who may be required to attend additional days of
orientation, will not exceed 190 days. The work year will include 180 days of classroom instruction and ten
(10) days for Board designated professional meetings and paid holidays. Employees covered under the
provisions of the supplementary salary schedule may be assigned additional days to the employee’s work
year. The number and length of additional days to the employee’s work year will vary with the position.
The employee work year will include those days designated in the school calendar which will be approved
annually by the Board. The Association will be provided tentative calendar information and an opportunity
to make recommendations concerning the proposed calendar prior to its final adoption by the Board. The
work year will include five (5) paid holidays including: Labor Day, Thanksgiving Day, Christmas Day, New
Year's Day, and Memorial Day. To be eligible for any paid holiday previously mentioned, an employee
must work the immediate work day before that holiday and the immediate work day after that holiday or
have an approved absence with pay.
SECTION 13 TEMPORARY LEAVES
A. Sick Leave
1. All regularly employed personnel will be provided with fifteen (15) days of sick leave each
year of employment. This sick leave will provide that all unused leave will accumulate to a
maximum of 140 days. All employees who are eligible for sick leave benefits will be
provided with a printed summary of each year's sick leave activity on an annual basis, prior
to September 15 of each year. The Board reserves the right to request a certificate of
absence from a medical doctor, which will be acceptable only if the doctor specifically
recommends that the employee should not have returned to work for a medical reason and
for a specific period of time.
2. An employee must report the intention to be absent from duty to the building principal or his
designee by 6:45 a.m. on the day of the absence. If possible, notification should be given

earlier or on the previous day. If an employee expects to return from a sick leave absence,
the employee must notify the building principal or the building principal’s designee of the
employee’s intention by 2:00 p.m. on the day prior to the employee’s return. If the employee
does not give the required notification of intent to return, and a substitute subsequently
reports for duty the following morning, the substitute will be paid for an additional half day
and the amount paid to the substitute will be deducted from the employee's pay.
3. If an employee is unable to begin service under the contract on the date on which the
contract is designated to begin, the employee will nevertheless be entitled to draw
compensation for any unused sick leave accumulated from prior years of service with the
District, pursuant to its regulations thereto, payable at the time regular installments are due,
notwithstanding the fact that actual service did not commence for the work year covered
therein. If an employee is unable to report for duty on the first day of the new contract and
has no accumulated sick leave on which to draw, compensation for sick leave will not be
allowed under the new contract until the employee does report, whereupon it will become
retroactive.
4. In any one year, up to ten (10) days of the employee's sick leave may be used in the case of
illness of employee's immediate family members (spouse, dependent children, parents) or a
legal dependent family member.
5. All accumulated sick leave is forfeited upon the termination of employment
B. Bereavement Leave
A leave of not more than five (5) days without loss of salary will be granted in the event of the death
of an employee's spouse, child, step-child, parent, legal dependent or legal guardian to attend a
funeral or make funeral arrangements. A leave of not more than three (3) days, without the loss of
salary, will be granted in the event of the death of an employee's grandparent or grandchild,
brother, sister or the parent of the employee's spouse, to attend a funeral or make funeral
arrangements. Employees will be granted a single day without loss of salary for the death of a
relative not covered above or for the death of a friend, for each occurrence, to attend a funeral or
make funeral arrangements. In the event of the death of an employee or student in the District, the
superintendent, principal or immediate supervisor will grant employees sufficient time to attend the
funeral. The superintendent or the superintendent’s designee will have the authority to extend the
above provisions in any specific instance.
C. Association Leave
The Association membership will be granted a total of eight (8) days of leave without loss of salary
and benefits to attend conferences and conventions or other activities of the local, state and national
affiliated organizations. Requests will come at least five (5) days in advance, except in cases of
emergency, from the Association president or the Association president’s designee. Association
Leave requests after May 1 are not at the discretion of the employee and may be routinely denied
by the building principal.
D. Personal Leave

Each eligible employee will be allowed three (3) days of leave each year at the discretion of the
employee. This leave is not to be taken before or after a holiday or vacation day nor is it to be taken
on an in-service, workday or parent-teacher conference day; however, this leave may be taken for
employees to attend school sanctioned activities in which the employee's child or legal dependent is
participating. This leave must be used for personal matters which cannot be accomplished during
work days or hours. The reason for the leave does not need to be given. There will be no more than
twelve certified staff members absent for personal leave on any day. Personal Leave requests after
May 1 are not at the discretion of the employee and may be routinely denied by the building
principal.
E. Good Cause Leave
The Superintendent may grant a leave of absence with or without pay for good cause.
F. Educational and Professional Leave
Attendance at professional meetings or visitation at other schools is permitted at full pay, if such
absence is approved by the superintendent or the superintendent’s designee. If any employee wishes
to be absent from duty for a brief period to attend a professional meeting or to visit schools, a
written request for approval of such absence will be signed by the building principal and filed with
the superintendent or the superintendent’s designee at least five (5) days prior to the first day of
anticipated absence. All requests will be acknowledged by a letter either granting or rejecting the
request. Copies will be forwarded to the employee, building principal, and supervisor.
G. Jury Duty Leave
In the absence of extraordinary circumstances, District employees may be excused for jury duty with
the permission of the superintendent or the superintendent’s designee. No deduction from
compensation will be made during the term of jury service provided, however, that all jury fees
received by such employee will be turned over to the District.
H. Temporary Leave Procedure
All temporary leaves must be applied for on such form as may be provided by the District, at least
five (5) days prior to the date of the absence whenever possible. The original request must be filed
with the building principal or the building principal’s designee. Final approval on the building
principal's decision and on any appeal will rest with the superintendent whose decision will be
rendered within five (5) days of the original request or by 2:00 p.m. on the day preceding the first
leave day if the request had been made five (5) or less days in advance of the first day of the
proposed absence.
If an employee expects to return from a temporary leave early, the employee must notify the
building principal or the building principal’s designee of the employee’s intention by 2:00 p.m. on
the day prior to the employee’s return. If the employee does not give the required notification of
intent to return early and a substitute subsequently reports for duty the following day, the substitute
will be paid for an additional half day and the amount paid to the substitute will be deducted from
the employee's pay.
SECTION 14 EXTENDED LEAVES OF ABSENCE WITHOUT PAY

A. Employees may request extended leaves of absence without pay for a period of time to be
terminated at the conclusion of the semester during which the leave commenced or for one
additional semester following the conclusion of the semester in which the leave commenced. An
employee will file an application with the superintendent. The application will be reviewed by the
superintendent’s office and will be submitted to the Board for its consideration. Extended leaves of
absence may be granted for health, professional study, military service, public office or family
responsibilities which may include child nurturing. The employee's service will resume either at the
beginning of the fall or spring semester in accordance with the leave of absence agreement.
B. While on extended leave without pay, the employee's accumulated sick leave and placement on the
salary schedule will be frozen. At the conclusion of the extended leave of absence without pay, the
employee’s salary will be the salary stated on the salary schedule for the step and class where the
employee was placed at the time of the commencement of the leave.
C. A request for early termination of an extended unpaid leave must be made in writing to the
superintendent at least thirty (30) days prior to the beginning of the new semester. The employer will
reserve the right to delay reinstatement until the beginning of the semester following the request.
Early reinstatement before the beginning of the new semester is contingent upon an available
vacancy.
D. An employee who is granted an extended leave of absence without pay for a regular work year
must notify the District of the employee’s intent to return by March 1of the year before the return.
An employee who is granted an extended leave of absence without pay for a regular work year
must sign and return their contract for the following work year within twenty-one (21) days of
receiving it. Failure by the employee to do so will be evidence of the employee’s desire to resign.
E. Upon return from an extended leave of absence without pay, the employee will resume the
employee’s former position, including all previous rights and responsibilities. If the employee's former
position does not exist, the employee will be placed in another position for which the employee is
qualified, as determined by the superintendent.
SECTION 15 SALARY SCHEDULE
A. The basic salary of regular full-time employees is set forth in the attached salary schedule. Each
salary cell will identify individually the current salary figure, TSS, and total combined salary.
B. Each employee will be placed on the proper step of the salary schedule. Any employee who works
more than 95 days in a given contract year will be given full credit for the next increment step for the
following year.
C. The salary schedule contained in this handbook will take effect at the beginning of the 2020-2021
contract year. The first payroll affected by this new salary schedule will be on September 20, 2020.
Payroll checks will be distributed on the 20th of each month. If the 20th falls on a weekend, pay will
be received on the Friday before. A first-year employee right out of college may elect to receive the
employee’s paycheck in thirteen (13) equal paychecks with the first paycheck being paid on August
20. In order to do so, the employee will need to notify the District of the employee's election prior to
the first student contact day.

D. Requests for reclassification with acceptable proof of earned college graduate credits will be
accepted by the superintendent until September 10, 2020, which is to include work completed by
September 1, 2020.
E. Where a college course credit is to be used for the purpose of advancement on the salary schedule
(or to maintain eligibility for employment), such credits must receive advance approval by the
superintendent on an approved District form.
F. Credit up to the eighth (8th) step of the salary schedule may be allowed for outside employment
experience provided the experience occurred within the last ten years. In subject areas where the
District has difficulty in hiring new employees, the District will have the discretion to give credit on the
salary schedule above the employee's years of experience. The District will notify the Association
president when this occurs.
G. An employee who is beginning the employee’s 21st year of service in the District will receive in
addition to the employee’s regular salary a career increment equal to 6% of the base salary.
SECTION 16 SUPPLEMENTAL PAY
Employees covered under the supplemental pay section may have additional contract days. These will vary
with the position. Employees having extra duties will have the following amounts added to their base
salary:
Years of Experience

0-4

5-9

10+

A.
Head Varsity Football
Head Varsity Basketball (Boys/Girls)
Head Varsity Wrestling
Head Varsity Track (Boys/Girls)
High School Instrumental Music

.15
$4,630.50
$4,630.50
$4,630.50
$4,630.50
$4,630.50

.17
$5,247.90
$5,247.90
$5,247.90
$5,247.90
$5,247.90

.19
$5,865.30
$5,865.30
$5,865.30
$5,865.30
$5,865.30

B.
Head Varsity Baseball
Head Varsity Softball
Head Varsity Volleyball

.13
$4,013.10
$4,013.10
$4,013.10

.15
$4,630.50
$4,630.50
$4,630.50

.17
$5,247.90
$5,247.90
$5,247.90

C.
Head
Head
Head
Head
Head

.09
$2,778.30
$2,778.30
$2,778.30
$2,778.30
$2,778.30

.11
$3,395.70
$3,395.70
$3,395.70
$3,395.70
$3,395.70

.13
$4,013.10
$4,013.10
$4,013.10
$4,013.10
$4,013.10

Varsity Cross Country
Varsity Soccer (Boys/Girls)
Varsity Golf (Boys/Girls)
Bowling (Boys/Girls)
Tennis

D.
High School Vocal Music
High School Yearbook
First Tech Challenge

.13
$4,013.10
$4,013.10
$4,013.10

E.
Assistant Varsity Football (6)
Assistant Varsity Basketball (Boys/Girls) (3)
Assistant Varsity Wrestling (2)
FFA Assistant

.11
$3,395.70
$3,395.70
$3,395.70
$3,395.70

F.
High School Drama
Junior Class Sponsor

.10
$3,087.00
$3,087.00

G.
Assistant Varsity Baseball (3)
Assistant Varsity Softball (3)
Assistant Varsity Track (Boys/Girls) (3)
Assistant Varsity Volleyball (3)
Middle School Instrumental Music

.09
$2,778.30
$2,778.30
$2,778.30
$2,778.30
$2,778.30

H.
Middle School (8th)
Middle School (8th)
Middle School (8th)
Head Cheerleading
Middle School (7th)
7-12 Head Dance
First Lego League

.08
$2,469.60
$2,469.60
$2,469.60
$2,469.60
$2,469.60
$2,469.60
$2,469.60

Football
Basketball (Boys/Girls)
Wrestling
Football

I.
Assistant Varsity Soccer (Boys/Girls)
Assistant Varsity Cross Country
Assistant Tennis
High School Student Council
High School Speech Contest
Middle School (8th) Cross Country
Middle School Track (Boys/Girls)
Middle School Volleyball
Assistant Middle School (8th) Football
Middle School (7th) Basketball (Boys/Girls)
Middle School (7th) Wrestling
Middle School Drama
Middle School Vocal Music
Middle School Assistant (7th) Football

.07
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90
$2,160.90

J.
Assistant
Assistant
Assistant
Assistant
Assistant

.05
$1,543.50
$1,543.50
$1,543.50
$1,543.50
$1,543.50

High School Speech
Middle School (7th) Cross Country
Middle School (8th) Football
Middle School (8th) Basketball (B/G)
Middle School (8th) Track (Boys/Girls)

Assistant Middle School (8th) Volleyball
High School Newspaper
Middle School Yearbook
High School Drama Music Director

$1,543.50
$1,543.50
$1,543.50
$1,543.50

K.
Middle School Student Council
High School Flag Corps
FBLA Sponsor
FCCLA Sponsor
High School Drumline
High School Literary Magazine Sponsor
Intermediate School Instrumental Music
High School Art Club Sponsor
Intermediate School Yearbook Sponsor

.03
$ 926.10
$ 926.10
$ 926.10
$ 926.10
$ 926.10
$ 926.10
$ 926.10
$ 926.10
$ 926.10

L.
Youth Symposium
Model United Nations
National Honor Society
Senior Class Sponsor
Intermediate School Vocal Music

.02
$ 617.40
$ 617.40
$ 617.40
$ 617.40
$ 617.40

The District may assign extended contracts to employees at their individual per diem rate. District approved
curriculum or professional development work will be paid at $25 per hour.
If the pay percentage for a given position has been lowered, the employee currently in that position will
continue to be paid at their current percentage.
Employees assigned to work at extracurricular events and those chaperoning buses to those events will be
paid $8.00 per hour.
All salaries for supplemental pay will be based on the percentage of the base salary step (contracted salary
only) for each specific activity assigned. Teacher salary supplement funds will not be considered in
calculating supplemental pay.
The Supplemental Pay Index is BA+12 Step 1, less TSS funds ($30,870.00).
SECTION 17 INSURANCES
A. The Board will provide health, disability, life, and dental insurance programs to all full-time
employees effective September 1 of each work year. Employees hired during the contract year will
have their insurance programs begin on the first day of the month following their contract date. The
present insurance plans or equivalent plans will be maintained by the District; however, the Board
reserves the right to determine policy specifications, provided no employee presently covered is
excluded under a new policy and the Board determines the process of carrier selection. The
Association will be given an opportunity to discuss proposed changes with the Board prior to the
Board’s final decision. The District will not be responsible for limitations imposed by the carrier.

Employees will continue on all insurance plans until the date of their last paycheck. Representatives
of the District and the Association agree to continue to meet in a joint committee to study insurance.
B. The Board will provide either single or family health insurance for all full-time employees and single
insurance for part-time employees. Eligible employees requesting family health insurance will provide
$105.00 per month towards the cost of the premium through payroll deduction. Families with both
spouses qualifying for insurance in the District are exempt from this co-payment. The health insurance
plan will be a plan comparable to the coverage for 2019-2020.
C. If an employee is on an approved extended leave of absence, the employee may participate in the
District's group insurance plan at the employee's expense, if eligible by the carrier. The employees
will be responsible for their insurance the first of the month after the month they receive their last
check.
D. The Board will provide long-term disability insurance for all full-time employees.
E. The Board will provide a life insurance policy for all full-time employees of $20,000 with accidental
death and dismemberment.
F. The Board will provide single dental insurance for all full-time employees.
SECTION 18 FILES
Each employee will have the right to review the contents of the employee’s personnel file(s), (except for
confidential college records). A representative of the Association, at the employee's request, may
accompany the employee in this review. The employee will have the right to respond to all materials
contained in the employee’s personnel file(s). Such employee responses will become a part of the personnel
file(s). Any complaints directed toward an employee which are placed in the employee’s personnel file(s)
will be called to the employee's attention.

Appendix A – Grievance Report
#: ____________________
Date Filed: ____________________
Central DeWitt Community School District – Building: __________________________________________
Name of Aggrieved Person: _______________________________________________________________
Distribution of Form: 1.
2.
3.
4.

Association
Employee
Appropriate Supervisor
Superintendent

Step II
Date Violation Occurred: _________________________________________________________________
Section(s) of Contract of Policy Violated: ____________________________________________________
Statement of Grievance:
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
Relief Sought:
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

Signature

Date

Disposition by Principal or Immediate Supervisor:
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

Signature of Immediate Supervisor

Date

Step III

Signature of Aggrieved Person

Date Received by Superintendent

Disposition by Superintendent or Designee:
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
Signature of Superintendent or Designee:
Date

Step IV
______________________________________________________________________________________
Signature of Aggrieved Person
Signature of Association President

______________________________________________________________________________________
Date Submitted to Arbitration
Date Received by Arbitrator

Disposition and Award of Arbitrator
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

______________________________________________________________________________________
Signature of Arbitrator
Date of Decision

Appendix B – Salary Schedule

EMPLOYEE ACKNOWLEDGEMENT FORM

This employee handbook describes important information about employment with the Central DeWitt
community School District. Since the information, policies, and benefits described herein are necessarily
subject to change, I acknowledge that revisions may occur and that such changes will be communicated to
me through official notices. Only the Board of Directors of the Central DeWitt Community School District
has the ability to adopt any revisions to this handbook.
I acknowledge this handbook is neither a contract or employment nor a legal document. I have received
the handbook and I understand it is my responsibility to read and comply with the provisions of this
handbook and any revisions made to it.

________________________________________
Employee Name (Printed)

________________________________________
Employee Signature

________________________________________
Date

