




Deerfield USD 216 Salary Schedule
BASE $34,000

FY 2010
600 750 850 1050 1150 1250

STEP BS BS +15 BS + 30 MS MS + 15 MS + 30 STEP
1 34000 34750 35600 36650 37800 39050 1
2 34600 35350 36200 37250 38400 39650 2
3 35200 35950 36800 37850 39000 40250 3
4 35800 36550 37400 38450 39600 40850 4
5 36400 37150 38000 39050 40200 41450 5
6 37000 37750 38600 39650 40800 42050 6
7 37600 38350 39200 40250 41400 42650 7
8 38200 38950 39800 40850 42000 43250 8
9 38800 39550 40400 41450 42600 43850 9

10 39400 40150 41000 42050 43200 44450 10
11 39400 40750 41600 42650 43800 45050 11
12 39400 41350 42200 43250 44400 45650 12
13 39400 41950 42800 43850 45000 46250 13
14 39400 42550 43400 44450 45600 46850 14
15 39400 43150 44000 45050 46200 47450 15
16 39400 43750 44600 45650 46800 48050 16
17 39400 44350 45200 46250 47400 48650 17
18 39400 44350 45800 46850 48000 49250 18
19 39400 44350 46400 47450 48600 49850 19
20 39400 44350 47000 48050 49200 50450 20
21 39400 44350 47600 48650 49800 51050 21
22 39400 44350 48200 49250 50400 51650 22
23 39400 44350 48200 49850 51000 52250 23
24 39400 44350 48200 50450 51600 52850 24
25 39400 44350 48200 51050 52200 53450 25
26 39400 44350 48200 51650 52800 54050 26
27 39400 44350 48200 51650 53400 54650 27
28 39400 44350 48200 51650 54000 55250 28
29 39400 44350 48200 51650 54600 55850 29
30 39400 44350 48200 51650 54600 55850 30
31 39400 44350 48200 51650 54600 55850 31
32 39400 44350 48200 51650 54600 55850 32
33 39400 44350 48200 51650 54600 55850 33
34 39400 44350 48200 51650 54600 55850 34
35 39400 44350 48200 51650 54600 55850 35
36 39400 44350 48200 51650 54600 55850 36
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Deerfield USD 216 FY 10
BASE $32,450 SUPPLEMENTAL CONTRACTS

POSITION HS UNITS SALARY POSITION MS UNITS  SALARY 
HEAD FB 11 $3,570 HEAD FB 7 $2,272
HEAD VB 11 $3,570 HEAD VB 7 $2,272
HEAD B BB 11 $3,570 HEAD B BB 7 $2,272
HEAD G BB 11 $3,570 HEAD G BB 7 $2,272
ASST. FB 8 $2,596 ASST. FB 6 $1,947
ASST. VB 8 $2,596 ASST. VB 6 $1,947
ASST. B BB 8 $2,596 ASST. B BB 6 $1,947
ASST. G BB 8 $2,596 ASST. G BB 6 $1,947
HD TRACK 8 $2,596 HD TRACK 6 $1,947
ASST TRCK 6 $1,947
CHEER SPON 11 $3,570 CHEER SPON 7 $2,272
ATH DIR 11 $3,570 ATH DIR 5 $1,623
SCHOLARS 4 $1,298 SCHOLARS 3 $974
HS OM SPONSOR 5 $1,623 MS OM SPONSOR 5 $1,623
HS STUCO 3 $974 MS STUCO 2 $649
HEAD CC 8 $2,596 MS TOTALS $25,960
Ass't CrossCountry 5 $1,623
PLAY 5 $1,623
YEARBOOK 5 $1,623 ELEM OM SPONSOR 5 $1,623
INST. MUSIC 8 $2,596 ELEM TOTALS $1,623
VOC. MUSIC 4 $1,298
FORENSIC 7 $2,272
SUM WEIGHT 4 $1,298 LIBRARIAN Flat Fee $3,500
FCCLA 5 $1,623 NCA CHAIR 1.5 $487
Golf 4 $1,298 NCA CHAIR 1.5 $487
WEIGHTLIFTING 7 $2,272 NCA DATA ANALYZER 1.5 $487
FFA/Electric Car 8 $2,596 Subs Coor 4 $1,298
FR SP 1 1.5 $487 DISTRICT TOTALS $6,258
FR SP 2 1.5 $487
SO SP 1 1.5 $487
SO SP 2 1.5 $487
JR SP 1 3.5 $1,136
JR SP 2 3.5 $1,136
SR SP 1 4 $1,298
SR SP 2 4 $1,298

HS TOTALS $69,768 GRAND TOTALS $103,608
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Additional instructional compensation for extra days worked at current contract rate.
FY 10

LIBRARIAN $2,319
FFA $2,165
VOC ED $500
FCCLA $393
TOTALS $5,377
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10days/80 hours

2 days/16 hours
5 days/40 hours

10 days/80 hours



SECTION C - CLASSIFIED EMPLOYEES 
SECTION 

                        
 
 
 
 

                           
 
 

 
 
CUSTODIANS, BUS DRIVERS, SECRETARIES, PARA-
EDUCATORS, FOOD SERVICE WORKERS, 
MAINTENANCE WORKERS, TRANSPORTATION 
DIRECTORS, ETC. 
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Definition of Classified Personnel 
The classified personnel of Deerfield USD 216 shall include all maintenance, custodial, bus 
drivers, van drivers, food service, secretarial, aides, and para-educator personnel. 
 
Compensation and Work Assignments (Policy reference, GCA, 08/05) 
Classified employees shall be paid according to pay rates established by the board.  Payment shall 
be made at the established pay date following the end of each pay period.  
  
Work Assignments - Subject to board approval, the superintendent shall develop time schedules 
for all classified employees.  Work assignments for classified employees shall be made by the 
superintendent. 
 
Attendance Required – Regular attendance is required of all employees subject to leave provisions 
in district policy, employee handbooks or other documents approved by the board.  Excessive 
absences or tardiness, unauthorized leave or unexcused absences may result in disciplinary action 
including termination of employment. 
 
Workweek – For the purposes of Fair Labor Standards Act (FLSA) compliance, the workweek will 
be 12:00 am Monday until 11:59 p.m. Sunday. 
 
Classification of Employees – For the purposes of compliance with the Fair Labor Standards Act 
(FLSA), the superintendent shall ensure that all job positions are classified as exempt or 
nonexempt and that employees are made aware of such classifications. 
  
Overtime - No non-exempt employee shall work more than 40 hours per week without the prior 
written permission of the appropriate supervisor.  Principals and supervisors shall monitor 
employees’ work to ensure that the overtime provisions of this policy and the Fair Labor 
Standards Act are followed.  All employees shall be compensated for overtime worked, at a rate of 
one and a half times their normal rate of pay for any hours worked over 40 hours in a workweek. 
 
Nonexempt employees whose workweek is less than 40 hours will be paid at the regular rate of pay 
for time worked up to 40 hours.  Overtime pay will be provided only if an employee works more 
than 40 hours in a workweek. 
 
Compensation for Out-of-Town/Overnight Trips 
When classified personnel are required to be out of town on district business, they shall be 
compensated in the following manner:  Regular or overtime pay as appropriate for time away 
from Deerfield MINUS: 
  Eight hours for sleep when overnight; 
  Reasonable time for meals (normally one hour per meal); and 
  Time used exclusively for pleasure or personal business.  
 
Bilingual Education 
An effective employee must speak English clearly for understanding job related duties and 
therefore bilingual language education is needed for continuing employment with the district. 
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Health Insurance Benefit 
All classified personnel working at least thirty (30) hours a week and employed for ten (10) 
months will receive $325 per month and all classified personnel working at least thirty (30) hours a 
week and employed for twelve (12) months will receive $387 per month as a benefit package 
towards a district approved health insurance plan.  This amount will be paid over a 12-month 
period.  This offer is not a cash benefit option.  Should the district employ a husband and wife, 
both members' health insurance benefit may be combined to purchase any offered plan, single plan 
excluded. 
 
Work Hours 
The work hours for all classified personnel will be established and explained by the building 
principal.  No employee is to exceed these hours unless notified by the immediate supervisor that 
such hours have been approved by the District Office.  Summer hours for custodial and 
maintenance personnel will be the same throughout the district.  
 
Chain of command and Evaluation Process (Policy reference, GCI, 08/00) 
 All classified employees shall be evaluated twice during their first year of employment and at 
least once a year during subsequent years.  Evaluation documents will be on file with the clerk of 
the board.   
 
Classified employee shall be evaluated by the supervisor to whom they are assigned.  Classified 
employees shall be evaluated on their personal qualities, their commitment to duty and work skills 
related to their job description.  A copy of the completed evaluation will be given to the employee 
after it is signed by the employee and the evaluator and will be placed in the employee’s personnel 
file.   
 
Secretarial, custodial and clerical classified employees will be directly responsible to the building 
principal.  The building principal will do the evaluation of custodial personnel. 
 
Bus/van drivers and maintenance personnel need to report to the transportation director and 
building principal of concern.  The transportation director will perform the evaluation on drivers.  
The superintendent will evaluate maintenance personnel and the transportation director.   
  
Foodservice classified employees will be directly responsible to the Food Service Supervisor.  
Evaluation of food service employees will be done by the Food Service Supervisor and building 
principal. 
  
Classroom aides and para-educators will be directly responsible to the classroom teacher they are 
assigned to.  The building principal will do evaluation of classroom aides and para-educators.  An 
atmosphere and spirit of cooperation is expected of every employee in the daily performance of 
his/her job.  The employee should communicate well with the people he/she comes in contact with 
during the course of his/her duties.  It is a fact that a pleasant atmosphere with good 
communication makes for a better place to work. 
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Insubordination will not be tolerated.  Supervisors have the responsibility for those employees they 
have been assigned to supervise. Their instructions are to be followed at all times, and any refusal 
to do so shall be reported to the Superintendent. 
 
Attendance 
Good attendance by employees is important to the overall productivity of the Deerfield Public 
Schools.  Attendance will reflect very strongly on an employee’s evaluation as well as his/her 
value to the employer.   Whenever a classified employee is unable to be at their workstation, they 
shall notify their building principal. 
 
Time Sheets 
All classified employees will have access to a computer to record their hours worked in assigned 
buildings.  Any employee leaving their assigned location shall clock out unless they are on school 
business.  Failure to clock out may result in immediate termination of employment.   
 
Upon returning from an unexpected sick/bereavement leave, a leave form must be submitted to the 
building principal for paid leave. Time will be calculated according to the standard workweek 
(Monday through Sunday).  The clerk or her designate will calculate and summarize the month’s 
time sheets at the end of the pay period with the pay period ending the first Sunday of the month. 
 
Breaks 
The Board of Education makes provisions for a break for employees in mid-morning and mid-
afternoon of fifteen (15) minutes in length.  The break is intended as a pause in daily routine and 
should be taken if time and workload allow.  Breaks shall be taken at your assigned location only.  
The break should not be interpreted as an employee benefit to which the employee is entitled.   
 
Discretionary Time 
When an employee works additional hours beyond normal work hours that employee may request 
discretionary time or comp time in lieu of paid overtime.  The formula for computing comp time 
will be for every hour worked as overtime, multiply by 1.5 for total comp time.  Comp time may 
be designated for regular time at equal time if an employee chooses comp time instead of 
compensation.   
 
All comp time must be used within the fiscal year in which it is earned.  (If earned in July of the 
school year through June of that same fiscal year, then comp days must be taken prior to July 1 of 
the new school year.)  There is a 10-day limit for comp time per employee per year. 
 
Leave and Absences (Policy reference, GCRG, 03/07)  
For classified staff there will be a probationary period of three months upon employment with 
the district.  During this probationary period, there will be no paid leave.  After the probationary 
period classified employees must work at least thirty (30) hours weekly or more to be eligible for 
leave benefits.  If the classified employee leaves the employment of the district for other than 
retirement or death, no payment will be made for any unused leave. 
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Holiday pay and all types of paid leave will be for the normal number of hours worked by the 
employee per day or a prorated thereof if the employee is not full time and is eligible for one of 
these special types of compensation. The employee will receive the number of hours as he/she 
normally works per day up to a maximum of eight (8) hours. 
 
Sick Leave/Bereavement Leave 
All classified employees will be credited with eighty (80) hours of paid leave on the first day of 
the fiscal year, July 1st or the prorate amount of leave determined by the hours worked.  The 
district will credit each new employee with one-half of the sick/bereavement leave amount upon 
entering an employment at will statement with the district, after the probation period.  With the 
completion of six months working in the district the remainder of sick/bereavement leave will be 
credited to the employee.  The maximum number of hours available in any fiscal year is five 
hundred sixty (560) hours.   
 
Sick leave is available for the personal illness of the employee or the illness of the employee’s 
spouse, child, grandchild, parent or the parent or child of the employee’s spouse.  The 
superintendent shall have the right to receive verification of any illness or disability. 
 
An employee must call the immediate supervisor to report absences due to illness, giving an 
approximate date the employee will be returning to work.  This action will facilitate the securing 
of a substitute.  A doctor’s statement is to be submitted to USD 216 by the employee following 
(3) consecutive days of illness.  Deerfield USD 216 reserves the right to secure a second medical 
opinion for an employee’s condition from a physician of the district’s choice. 
 
Bereavement leave is paid leave in the event of the death of a member of the family.  
Bereavement leave will be deducted from paid sick leave allowed. Exceptional circumstances 
that would require absence in excess of a single day will be considered on a case-by-case basis 
by the building principal and superintendent. 
 
Personal Leave  
All classified personnel employed ten (10) months will be allowed sixteen (16) paid personal 
hours per year, non-cumulative.  All classified personnel employed 12 months will be allowed 
thirty-two (32) paid personal hours, non-cumulative.  This day is to be personal business that 
does not qualify as sick leave, vacation, holiday, or snow day.  Requests for personal leave must 
be given to the employee’s supervisor at least one week in advance of the period leave. 
 
School Closings 
Paid leave will be given for unforeseen school closings due to weather or emergency situations 
at the discretion of superintendent.  All classified personnel employed will be allowed sixteen 
(16) paid hours per year or hours worked, non-cumulative for school closings due to weather or 
emergency situations. Sick leave can not be used for paid leave for school closings unless the 
leave form was approved prior to the school closing.  A request form for paid leave must be 
submitted to receive paid leave for school closings. 
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Jury Leave 
Any employee called to jury duty will be granted paid leave and such leave will not be deducted 
from the employee’s credited paid leave. 
  
Vacations  ( P o l i c y  r e f e r e n c e ,  G C R H ,  0 3 / 0 7 )  
Full-time classified employees may be granted a paid vacation each year.  Twelve (12) month 
employees receive eighty (80) hours paid vacation after the first year of service.  In addition to 
the eighty (80) hours, eight additional hours of vacation leave will be granted for full time 12 
month employees at the rate of eight hours for every year over ten years of service with a 
maximum of one hundred twenty hours of vacation leave at 15 years of service. 
 
After completion of 1 full year on the job, a full-time classified employee will accrue vacation 
according to the following schedule:  Vacation time will accrue on July 1 of each year.  
Employees who were employed in the middle of the year will have their vacation time prorated 
from the date of the first anniversary of employment to June 30.  Vacation is to be paid based on 
an eight (8) hour day. 
 
Vacation time shall be scheduled and approved by your immediate supervisor so as to maintain 
a minimal disruption to the school schedule and operation.  All custodial and maintenance 
summer vacation requests should be submitted to the supervisor by May 15 of each year. 
  
Vacation time does not accrue and must be used by September 1 of the following fiscal year.  An 
exception will be made only if a written request is submitted and approved by the 
Superintendent.  Employees may take no more than forty (40) hours of vacation consecutively, 
longer may be approved by the Superintendent. 
  
Paid Holidays (Policy reference, GCRI, 03/07) 
Paid holiday leave may be granted to full-time (12-month contract) classified employees.  Non-
certified employees receive paid holiday leave for the following holidays: Labor Day, 
Thanksgiving, Christmas Day, New Years Day, Good Friday, Memorial Day, and Independence 
Day.  Classified employees working ten (10) months are eligible for those paid holidays, which 
occur while they are working.  Board of Education approved holidays will be observed by the 
Deerfield USD 216 employees unless the nature of their work requires their regular attendance 
or unless an emergency situation requires their attendance.  Paid holidays will be compensated 
for at the equivalent of eight (8) hours maximum per day or the normal number of hours worked 
per day, for employees working less than a full eight (8) hours per day. 
 
Unpaid Leave 
The board may grant a period of unpaid leave as determined by the board.  The period of leave and 
reason for unpaid leave shall be determined by the board.  The board shall not be required to pay 
any salary or benefits during periods of unpaid leave except as may be required by law. 
 
Bus/Van Drivers 
The district will allow the full cost of a physical examination (a Department of Transportation 
physical form) from a physician of the employee’s choice, as long as such physician office is 
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within 20 miles of Deerfield.  Any additional examination services above the minimum required 
(such as a chest x-ray after skin test for tuberculosis screening), will be at the expense of the 
individual employee. 
   
NOTE:  The board reserves the right to have any employee examined at any time by a physician of 
the board’s choice to determine if the employee is mentally and/or physically able to fulfill the 
obligations of employment and/or the policies and rules of the board.  The costs of any 
examination required will be borne by the board.  
 
Retirement and Death Benefit, (Board Approved May, 2005) 
Unused Sick Leave Benefit 
The Board will provide a financial benefit of: 
   

$25.00 ($3.13) for each day (hour) for Classified Staff with at least fifteen (15) years of 
service; 
$50.00 ($6.25) for each day (hour) for Classified Staff with at least twenty (20) years of 
service; 
$75.00 ($9.38) for each day (hour) for Classified Staff with at least twenty-five (25) years of 
service 
 

of unused sick leave that the employee has upon retirement or death.  The maximum number of 
days/hours that can be used for this benefit will be 60 days/480 hours.  In case of death, the benefit 
will be paid to the beneficiary designated on the KPERS form.  Retirement is when the employee 
takes retirement benefits under the KPERS plan.  This policy will be in effect from the 2004-2005 
school year and henceforth, in order to participate, the employee must have been employed by the 
Deerfield School District for at least fifteen (15) years. 
 
Professional Development 
Classified employees may be granted temporary leave to attend professional-related activities such 
as attendance at a local or state meeting in the employee’s area of expertise.  Applications for such 
leave must be submitted to the District Office a minimum of two weeks prior to the scheduled 
meeting and must be acknowledged in writing by the immediate supervisor or the building 
principal. In order to be compensated for professional leave, the employee must have prior 
approval to attend to be paid. 
 
The following procedure will be followed when applicable. 

1. Advance registration will be paid by the Board of Education through the District Office. 
2. Arrangements for registration, lodging, and transportation will be made by District Office 

personnel, with cooperative efforts from the applicant in order to provide a cross check for 
accuracy and completeness. 

3. Approved meal costs up to twenty five ($25) dollars per full day and related travel costs 
will be reimbursed upon presentation of receipts for actual expenditures.  Alcoholic 
beverages and tipping are not reimbursable. 

4. Classified personnel assigned by the administration to attend meetings, seminars, or 
conventions will receive compensation for Regular or overtime pay as appropriate for time 
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away from Deerfield MINUS:  1) eight hours for sleep when overnight; 2) reasonable time 
for meals (normally one hour per meal); and 3) time used exclusively for pleasure or 
personal business. 

 
Also see section related to compensation for Out-of-Town/Overnight Trips. 
 
Non-School Employment (Policy reference, GCRF, 08/00) 
Classified employees shall not be excused during their regularly assigned time schedule to 
perform outside employment.  Classified employees shall not engage in outside employment, which 
interferes with their duties. 
 
Misconduct 
Misconduct is defined as a willful violation of a material duty owed to the employer by the 
employee.  Employment with the school district is based on a mutual agreement, the fulfillment of 
which rests upon good faith, acceptance and performance of responsibilities, and fair and 
reasonable business conduct. 
  
Misconduct includes but is not limited to:  Violation of school district rules, regulations or 
policies;  Some examples are - Tardiness; Absenteeism; Careless or negligent conduct; Leave 
without approval by the supervisor and the building principal; Dishonesty; Insubordination/ or 
refusal to follow directions; Theft; Unapproved use of school property; Unauthorized possession 
of firearms or other dangerous weapons while on school district property; Use or possession of 
drugs, unless prescribed by a physician; the selling, distribution, or  being under the influence of 
illegal drugs, alcohol, or other controlled substances while on duty or on school property; Physical 
assault/battery on another employee or visitor; Not maintaining confidentiality; Fraud or 
fraudulent activities; Disruptive conduct while on duty or school district property; Any act of 
violence; Deliberate destruction or defacement of school district property, facilities, or equipment; 
Falsification of application or other school district documents; Threatening other people while on 
the job or district property; Loss or suspension of license or loss of any other qualification for the 
performance of assigned duties; and/or Violation of local, state, federal safety regulations. 
 
Suspension (Policy reference, GCK, 10/08) 
The superintendent shall have the authority to suspend classified employees with or without pay.  
If a suspension without pay is imposed on a classified employee, the employee is entitled to pay 
until the employee has been advised of the basis for suspension and has been given an opportunity 
to respond. 
 
Misconduct on the part of an employee may result in his/her suspension.  The supervisory officer 
will file reasons for the suspension of an employee with the Superintendent. 
 
The suspended employee may file a written request for a hearing with the Superintendent within 
five (5) working days of the receipt of written notice of his/her suspension.  If the seriousness of 
any misconduct results in suspension the following procedures shall apply: 
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 1. The employee shall be informed of the charges and informed of his/her right to a due 
process hearing. 

 2. The hearing shall be conducted by the Superintendent of schools and shall be held within 
ten (10) days following receipt of the suspended employee’s request for a due process 
hearing, or at a later date if mutually agreed to. 

 3. During the hearing the employee shall have the right to: 
  a)  Be present at the hearing; 
  b)  Be informed of the charges; 
  c)  Be informed of the basis for the accusations by having the facts briefly set out and  
        having names of witnesses (if applicable) and what they would testify to; 
  d)  Make statements in defense or mitigation of the charges or accusations; 
  e)  Right to counsel or other representation. 
 4. At the conclusion of the hearing the Superintendent shall have five (5) days to prepare a 

written decision to the employee.  Inform the employee of his/her decision and if the 
employee is terminated shall within twenty-four (24) hours give notice of the termination 
to the employee.  

 5. The Superintendent shall forward a copy of the notice to the Board of Education. 
 6. Upon receipt of the notice of termination the employee has the right to follow the due 

process procedures set forth under “Termination” procedures. 
 
At the conclusion of the hearing the Superintendent shall inform the employee as to whether the 
suspension will be continued or not and whether the suspension shall be with or without pay. 
 
Termination 
All classified employees are employed by the Board upon recommendation of the Superintendent 
or his/her designated representative.  They may be terminated by the Board of Education upon the 
recommendation of the Superintendent.  Upon termination or resignation, paychecks will be issued 
at the next regular pay period following the termination or resignation. 
  
Any person whose employment is terminated through dismissal for cause will forfeit all accrued 
privileges, including leave entitlement. 
Following receipt of the notice of termination and prior to the recommendation of termination 
going to the Board of Education, the employee has ten (10) calendar days to file a written request 
to the Superintendent for a hearing.  This hearing will be conducted within ten (10) calendar days 
by the Superintendent or his/her designee.  A written decision following the hearing shall be sent 
to the employee within ten (10) calendar days following the hearing.  Upon receipt of the decision 
the employee has ten (10) calendar days in which to file a written appeal to the Board of Education 
regarding the decision.   The Board of Education will consider the appeal at it’s next regularly 
scheduled meeting.  The employee will be notified in writing to the Board’s decision within ten 
(10) calendar days following the Board of Education meeting. 
 
Re-employment 
All classified personnel will be considered for re-employment in June for the ensuing year.  All 
classified personnel will be on an established hourly wage.  Appointments shall be made by the 
Board of Education upon the recommendation of the superintendent of schools. Any employee 
who has been dismissed for willful misconduct will be ineligible for reemployment. 
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Resignations 
Employees must give written notice to resign.  They may resign at any time by giving 2 weeks 
notice.  In the event less than two weeks notice is given, it will be so listed in the employee’s 
record.  
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Deerfield USD #216 
Job Description – Clerk of the Board/Office Manager Reviewed 8-07 
 
Title:  Clerk of the Board of Education 

Reports to  
& Supervised by: Superintendent and Board of Education 
 
Evaluation:    Performance of this job will be evaluated at least once annually in 

accordance with the provisions of the board’s policy, GCI on evaluation 
of classified personnel and the evaluation will be completed by the 
Superintendent with input and review from the Board of Education.  

 
Qualifications: Proficiency in typing, error monitoring, editing and computer skills. 

A working knowledge of computer software and management of office procedures.  
The ability and knowledge to maintain records and reports of the board of education. 

  A minimum of a two-year college degree in business or accounting. 
 
Job Goals: To assist the board of education in supervising an efficient, legal and organized school 

system.  To assure the smooth and efficient operation of the superintendent’s office so that 
the office’s maximum, positive impact on the education of the children can be realized. 

 
Performance Responsibilities: 

1.   Coordinates the preparations for school board meetings, posts required notices, records    
        minutes of school board meetings and handle all school board correspondence. 

2.   Answer central office phone, route all calls. 
3.   Maintains personnel records for certified and classified employees. 
4.   Maintains personnel leave of absences, sick days, vacation time, etc. 
5.   Handle budget allocations, record expenditures, maintain balance for each account, 

              checks monthly budget summary. 
6.   Files federal and state reports as required by law and for grant allocation payments;  

              collects and stores data for future reference and use. 
7.   Demonstrates ability to work with others in a positive, productive manner, representing  

              the district favorably. 
8.   Demonstrates a clear cut sense of direction and purpose in daily activities. 
9.   Assist the treasurer each month in reconciling the bank statements. 
10.   Performs accurate payroll and supervises accounts payable procedures. 
11.  Other duties as assigned by the superintendent and board of education. 
 

Employment Term: The clerk’s salary and work year to be established by the board annually. 
 
 
 
Human Resource Director: ___________________________________Date: _________________ 
 
 
 
Employee: ________________________________________________Date: _________________ 
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Deerfield USD #216 
Job Description - Treasurer of the Board  Reviewed 8-07 

 
Reports to:    
  Superintendent and Board President 
 
Qualifications: 
 1. Qualifications as the board may find appropriate and acceptable. 
 2. Ability to comply with KSA 72-8202d; 10-105; 10-1115; and 10-1118. 
 3. Work experience in similar kind of field. 
 4. Bondable. 
 
Job Goal:  
 To relieve the board of all unnecessary concern with the deposit of district monies. 
 
Performance Responsibilities: 

1. Attend board meetings when requested. 
2. Receipt all monies belonging to the district. 
3. Deposit monies received in accounts designated by the superintendent. 
4. Bonded in the amount determined by the board; premium on the bond to be paid  
      by the board. 
5. Approve payment of vouchers by signature on checks upon written order of designated 

officials of the board. 
6. Give detailed accounts of monies received and disbursed at least once a month at the  
      regular board meeting and at other times as the board may request. 
7. Prepare and submit a monthly treasurer’s report to the board on the district’s fiscal status. 
8. Assist the clerk each month in reconciling the bank statements. 
9. Perform other tasks as assigned. 

 
 
Employment Term: 

 Salary and work year to be established by the board. 
 
 
Evaluation: 

Performance of this job will be evaluated annually in accordance with the provisions of the 
board policy, GCI on evaluation of classified personnel. 

 
 
 
Human Resource Director: ____________________________________Date: _______________ 
 
 
 
 
Employee: _________________________________________________Date: _______________ 
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Deerfield USD #216 
Job Description – District Office Secretary  Reviewed 8-07 
 
Reports to: Superintendent and Office Manager 
 
Qualifications: 

 1. Proficiency in typing, error monitoring, editing and computer skills. 
 2. Working knowledge of basic office procedures and the operation of common office  
   equipment. 

 3. Ability and understanding necessary to maintain records and reports  of the 
Superintendent or Office Manager. 

 4. One year of training from a college or vocational school in business or accounting or      
related experience. 

 
Job Goals: To assist the board of education in supervising an efficient, legal and organized 
school system.  To assure the smooth and efficient operation of the superintendent’s office so that 
the office’s maximum, positive impact on the education of the children can be realized. 
 
Performance Responsibilities: 

1.   Coordinates the preparations for school board meetings, and facilitates required notices.   
2.   Answer central office phone, route all calls. 
3.   Helps maintains personnel records for certified and classified employees. 
4.   Maintains application procedures, post advertisements for job openings, and develops and        

              orderly system of the storing applications. 
5.   Be familiar with budget allocations, assigning purchase orders to consistent line items 

              from approved requisitions. 
6.   Processes freight as it arrives and distributes the purchases to the requestor. 
7.   Helps file federal and state reports as required by law and grant allocation payments;  

              collects and stores data for future reference and use. 
8.   Demonstrates ability to work with others in a positive, productive manner, representing  

              the district favorably. 
9.   Demonstrates a clear cut sense of direction and purpose in daily activities. 
10.   Performs accurate accounts payable procedures and payment of approved vouchers. 
11.   Maintains vendor list for bid proposals. 
12.   Other duties as assigned by the superintendent and board clerk. 

 
Employment Term: Salary and work year to be established by the board annually. 
 
Evaluation: Performance of this job will be evaluated at least once annually in accordance with 

the provisions of the board’s policy, GCI on evaluation of classified personnel.  
 
 
Human Resource Director: ___________________________________Date: _________________ 
 
 
Employee:_________________________________________________Date: _________________ 
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Deerfield USD #216 
Job Description - Building Secretary  Reviewed 8-07 
 

Reports to:        Building Principal 
 

Qualifications: 
 A reasonable degree of proficiency in typing, error monitoring, editing and computer skills. 
 Working knowledge of basic office procedures and the operation of office equipment. 
 General understanding of education and educational administration. 
 Experience as a school secretary or equivalent work experience. 

 
Job Goal:     To assure the smooth and efficient operation of the school office so that the office’s  
    maximum positive impact on the education of children can be realized. 
 
Performance Responsibilities: 

1. Serves as the building office manager and generates a productive and smooth running 
office; receives and routes all incoming calls and distributes mail. 

2. Record expenditures, maintain balance for each account, checks monthly budget summary 
in compliance with audit procedures for Activities Accounting as per state statutes. 

3. Maintains such student records in compliance with audit procedures for KSDE 
requirements keeping student attendance records and generates a daily bulletin. 

4. File state reports as required by KASSHA; collects and stores data for eligibility. 
5. Demonstrates ability to work with others in a positive, productive manner, representing  

            the district favorably. 
6. Coordinates with Principal all student rewards and promotions. 
7. Maintains a daily teacher attendance log, and all substitute teacher records. 
8. Coordinates with the transportation director for student rosters, keeps accurate driver’s 

records, and vehicle mileage records. 
9. Maintains food service records, program needs, deposits food service receipts, and requests 

food service payments in a timely manner, staying in compliance with program needs. 
10. Coordinate with Activities Director preparing programs, reports, ect. 
11. Manages and orders supplies for the teacher supply room and assists teachers in preparing 

instructional material as requested when time is available. 
12. Processes changes in student schedules and student transcripts as directed by the principal. 
13. Maintains a log of visitors to the school and tracks their presences. 
14. Other duties as assigned by the principal or superintendent of schools. 

 
Employment Term: Salary and work year to be established by the board. 
Evaluation: Performance of this job will be evaluated annually in accordance with 
the provisions of the board’s policy, GCI on evaluation of classified personnel. 

 
 
Human Resource Director: ___________________________________Date: ________________ 
 
 
Employee: ________________________________________________Date: ________________ 
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Deerfield USD #216 
Job Description – Director of Transportation and Maintenance Reviewed 3-07 
  

Reports to: Superintendent, and Building Principals 

Qualifications: 

 1. Valid Commercial Driver License with required endorsements. 
 2. Meet all state requirements such as Defensive Driving, First-aid and CPR courses. 
3.        Pass Department of Transportation physical every two years and meet  

  additional health and age requirements as designated by the board. 
 4.        Ability to read transportation manuals, basic operating instructions, and fill  

                        out required reports. 
 5.        Demonstrate aptitude for successful completion of the tasks assigned. 

  6. Mechanic skills and any other skills related to job requirements. 
  7. Such alternatives to the above qualifications as the superintendent and board                        

 may find appropriate and acceptable. 
Job Goal:  To enable each student, through safe and efficient transportation, to take full advantage 
of the complete range of curriculum and extra-curricular activities offered by the district’s schools. 

 
Performance Responsibilities: 

1.  Conforms to all state laws and regulations regarding school transportation. 
2.  Maintains safety standards in conformance with state and insurance regulations and   

develops a program of preventive safety. 
3. Trains and supervises all transportation personnel; assists in recruitment; makes    

recommendations on employment including monthly safety meetings. 
4.  Advises superintendent on road conditions and hazards for decision on school closing 

during inclement weather and acts as a liaison for the school in regard to road hazards on 
county and city streets with appropriate officials. 

5.  Cooperates with school principals and others responsible for planning special school trips 
and extracurricular activities. 

6.  Prepares bus routes for the school district and updates bus schedules regularly. Drives a 
bus/van when needed. 

7.  Secures and maintains a list of qualified drivers and substitutes. 
8. Maintains all school vehicles in an orderly fashion to meet safety standards. 
9. Requests purchase orders for repairs and equipment when needed. 
10. Keeps a current inventory of equipment and supplies. 
11. Maintain the school grounds and directs outside maintenance as is necessary. 
12. Any other duty assigned by the superintendent and board. 

Employment Terms:  Salary and work year to be established by the board. 
Evaluation:   Performance of this job will be evaluated in accordance with the provisions of the 
board’s policy, GCI on evaluation of classified personnel. 
 

Human Resource Director: _________________________________Date: ________________ 
 
Employee:______________________________________________ Date: ________________ 
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Deerfield USD #216 
Certified Health Service Staff Position 

SCHOOL NURSE 
 

REPORTS TO:    Elementary Principal 
 
QUALIFICATIONS:     1.  Licensed to practice professional nursing in the State of Kansas. 

2. Licensed R.N.  
3. One year prior nursing experience 
4. Required Kansas State Department of Education school nurse 

certification 
5. Such alternatives to the above qualifications as the Board of 

Education may find appropriate or acceptable 
 
JOB GOALS: To maintain, promote and improve physical, emotional and social health 

of the school-age children and youth. 
To provide school services for early identification of health problems as  
necessary to maintain children and youth in school  
To promote a healthy, safe school environment 
To act as a consultant and resource person in health education 

 
JOB RESPONSIBILITIES: 

1. Serves as a health advocate for the student. 

2. Develops individualized health plans and nursing care plans with specific goals and  
interventions delineating school nursing actions unique to student needs. 

3. Assists in providing emergency care for students in case of sudden illness or 
accident during school hours until a lawful custodian assumes responsibility. 

4. Assists in providing initial assessment and emergency care for school personnel 
      in case of sudden illness or accident during school hours.  

5. Participates in any health related program that is initiated and implemented in  
216, to include screenings (vision, hearing and scoliosis) and district wide  
presentations on health subjects. 

6. Counsels with students, parents, and school personnel concerning health needs or  
health concerns of students. 

7. Maintains health records for students and records all pertinent information. 

8. Informs parents of medical and/or visual aid through local agencies or  
organizations, especially for those in need and unable to afford such services.  

9. Makes essential recommendations to the principal regarding conditions in any building   
of the school system which may affect the health of students and school personnel. 

 
10. Assists in prevention and control of communicable diseases.  
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11.  Works with the Kearny County Health Department and all Health Care Providers  
concerning immunizations and communicable diseases. 

12.  Cooperates with local physicians, optometrists, and dentists for the welfare of the 
students and personnel. 

13. Takes an active role and cooperates with the Board of Education, school  
administration and school personnel in establishing and developing a school health  

      program that will meet the needs of students and staff.  

14. Encourages, coordinates, and participates in programs of health education through 
individual student/parent consultation, classroom participation and community 
health services. 

15. Participates as a member of the special education staffing team, assessing and 
interpreting pupil health status and as indicated plans, provides and monitors 
related health services. 

16. Furnishes monthly and year-end reports of activities to the Elementary Principal. 

17. Performs other duties as assigned by the Elementary Principal or the Superintendent of 
Schools.   

   
 TERMS OF EMPLOYMENT:  Employment period in accordance with yearly school  
          calendar with salary and benefits determined by the Board of Education. 
 
     EVALUATION:  Performance will be evaluated by the Elementary Principal 
           in accordance with the Board of Education’s policy on staff evaluation. 
 
 
 
____________________________________________        _____________________ 
School Nurse       Date 
 
 
 
____________________________________________ _____________________ 
Human Resource Director     Date 
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Deerfield USD #216 
Job Description - Maintenance of Building and Grounds 
 
Reports to: Superintendent, Director of Maintenance, and Building Principals 
 
Qualifications: 

1. Certification of good health signed by a licensed physician. 
2. Ability to read basic operating instructions and write reports. 
3. Demonstrate aptitude for successful completion of assigned tasks. 
4. Any specific skill mastery required. 
5. Such alternatives to the above qualifications as the superintendent and board may 

find appropriate and acceptable. 
6. Ability to lift 60# on a regular basis. 

                         Job Goal: To maintain the physical school plant and grounds in a condition of operating 
excellence so that full educational use of it may be made at all times. 

Performance Responsibilities: 
• Examines school buildings (exterior) and grounds on a regular basis for needed 

repairs and maintenance. 
• Establishes and recommends priorities on repair projects. 
• Replaces broken windows. 
• Generally supervises and maintains the school grounds. 
• Assists in general mechanics in remodeling and renovation work. 
• Assists in snow removal. 
• Develops a system for dealing with emergency repair problems with efficiency. 
• Orders materials as needed, and makes recommendations of supplies and equipment 

for purchase. 
• Consults with building principals regarding the establishment of regular preventative  

                     maintenance. 
• Maintains such records as are required. 
• Generally assist in the transportation and maintenance as needed. 
• Any other duty as assigned by the administration and board. 
• Drives a bus/van when needed. 

 
Employment Terms: Salary and work year to be established by the board. 
 
Evaluation:  Performance of this job will be evaluated annually in accordance with provisions 

of the board’s policy, GCI on evaluation of classified personnel. 
 
 
Human Resource Director: ____________________________________Date: ________________ 
 
 
 
Employee:__________________________________________________Date: ________________ 
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Deerfield USD #216 
Job Description – Para-Educator 

 
 Reports to: Building principals 

 
 Qualifications:   
  1.   Certification of good health; signed by a licensed physician; 

2. Minimum of high school diploma or equivalent. 
3. Meets requirements of “No Child Left Behind” law. 
4. Demonstrates punctuality. 

 
  Job Goal: Assist in providing education and related services working as team member of 

the educational staff. 
 
 
 Performance Responsibilities: 

1. Demonstrate adherence to standard of confidentiality. 
2. Demonstrates attitude that promotes positive school climate. 
3. Takes responsibility for quality of own performance. 
4. Provides support for students as planned by teaching staff. 
5. Organizes and prepares materials. 
6. Demonstrates problem solving skills. 
7. Follows school behavior policy in dealing with students. 
8. Shares in school-wide duties as assigned. 
9. Participates in staff development as recommended by staff. 
10. Provide short-term coverage for teaching staff. 
11. Ability to raise 30 pounds. 
12. Other duties as assigned by the building principal, superintendent, and/or  

  board of education. 
13. Conform with policies, rules and regulations of the board and laws of Kansas. 

 
Employment Term: Salary and work year established by the board of education. 
 
Evaluation:     Performance of this job will be evaluated annually in accordance with the provisions of 
the board’s policy on evaluation of non-certified personnel. 

 
 
Approved by: __________________________________ Date: _____________________ 

 
 
 

Agreed to by: ___________________________________Date: ____________________ 
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Deerfield USD #216 
Job Description - Bus Driver 

 
Reports to: Transportation Director and school administration. 
 
Qualifications: 

• Valid Commercial Driver License with required endorsements. 
• Meet all state requirements such as Defensive Driving, First-aid and CPR courses. 
• Pass Department of Transportation physical every two years and meet additional 

health and age requirements as designated by the board. 
• The board will carry liability insurance on the vehicle, protecting both the driver 

and the school district.   
• The driver is subject to drug and alcohol testing on a random basis. 

Job Goal: To provide safe and efficient transportation so that students may enjoy the 
             fullest possible advantage from the districts curriculum and extracurricular 

program. 
 
Performance Responsibilities: 
 1. Knowledge of and obeys all traffic laws. 
 2. Maintains discipline when students are on route bus. 
 3. Works with sponsor in disciplining students on activity trips. 
 4. Reports undisciplined students to the principal in charge. 
 5. Keeps to assigned schedule and follow the prescribed routes. 
 6. Notifies the proper authority in case of mechanical failure or delays. 
 7. Discharges and picks up students only at authorized stops. 
 8. Exercises responsible leadership on daily bus routes and on out-of-district school trips. 
 9. Drivers may be asked to drive activity trips and will assists sponsor(s) and students at the 

end of activity trips with an orderly clean up of bus or van. 
 10. Reports all accidents to the immediate supervisor and proper authorities. 
 11. Completes all required reports and attends safety meetings and other meetings scheduled 

by the superintendent or his designated agent. 
 12. Enforces bus rules and board policies. 
 13. Regularly fills the bus with fuel and cleans the bus inside and out. 
    
Employment Term: Salary and work year to be established by the board. 
 
Evaluation:  Performance of this job will be evaluated annually in accordance with provisions of 
the board’s policy, GCI on evaluation of classified personnel. 

 
 
Human Resources Director:  ____________________________________Date: _______________ 
 
 
 
Employee:___________________________________________________Date: _______________ 
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Deerfield USD #216 
Job Description - Custodian 
 
Reports to:     Building Principals 
 
Qualifications: Certification of good health; signed by a licensed physician; 

    Ability to read basic operating instructions and write reports; 
      Demonstrate aptitude for successful completion of the tasks assigned; 
     Alternatives to the above qualifications as the board may find 
         appropriate and acceptable. 
      Ability to lift 40# on a regular basis. 

Job Goal: To provide students with a safe, attractive, comfortable, clean, and  
   efficient place in which to learn, play, and develop. 
 

Performance Responsibilities: 
1. Cleans and maintains all boilers and other equipment. 
2. Supervises and participates in necessary painting and general repairs to plumbing, electrical, 

carpentry, and general mechanical areas. 
3. Assists general mechanics in remodeling and renovation work. 
4. Generally maintains the school grounds, such as flower beds, keeps trash 
 picked up, sidewalks clean, and assists in snow removal.  
5. Participates in the general cleaning and maintenance of the school buildings. 
6. Requisitions and receives supplies and equipment, and maintains necessary inventories with 

assistance from head custodian. 
7. Assumes responsibility for the general security of the building (24 hours per day) 
8. Assumes responsibility for the general fire safety of the building (24 hours per day) 
9. Performs emergency repair as in broken windows and/or cleaning services as necessary. 
10. Opens buildings and classrooms before each school day. 
11. Monitors and maintains gymnasium and concession areas during home games. 
12. Raise and lower flags. 
13. Establish and implement, with the assistance of the building principals, a preventative 

maintenance program. 
14. Attend workshops/seminars related to building maintenance as directed by the building 

principal. 
15. Other duties as assigned by the building principal, superintendent, and/or  
      board of education. 
 
Employment Term: Salary and work year established by the board of education. 

Evaluation:     Performance of this job will be evaluated annually in accordance with the 
provisions of the board’s policy, GCI on evaluation of classified personnel. 
 
Employee:________________________________________________Date: _________________ 
 
Human Resource Director: _________________________________  Date: __________________ 
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Deerfield USD #216 
Job Description – Head Food Service Director 

 
Reports to: Building Principal 

  
  Qualifications: Demonstrates aptitude for successful performance of the tasks listed. 
   Health certificate and TB certificates on file in the district office. 
   Experience in large-scale food preparation and kitchen management. 

Supervises:  Food Service Cooks 
 
Job Goal: To serve the students attractive and nutritious meals in an atmosphere of 
efficiency, cleanliness, and warmth in accordance with local and state regulations. 

 
Performance Responsibilities: 

1.   Supervises and instructs kitchen personnel in the proper, safest, and most efficient use  
  of all kitchen equipment. 

2.   Maintains the highest standards of safety and cleanliness in the kitchen. 
3.   Checks food shipments into the school, signing invoices only after each order has been  

  verified and submit invoices to the district office. 
4.   Determines the quantities of each food to be prepared daily. 
5.   Determines the size of serving to meet the necessary age requirements and serves the meals  
  to please the customers. 
6.   Prepares food according to a planned and tested menu, uniform recipes, and determines if  

  the finished product is of best quality both in flavor and appearance before it is served. 
7.   Records all food requisitions from the storeroom, and records all meals served,    

  designating with or without milk. 
8.   Oversees the locking of the storerooms, and the maintaining of a correct monthly    
   inventory. 
9.   Orders on a weekly basis all necessary supplies. 
10.   Reports immediately to the principal any problem or accident occurring in the kitchen  
  or the cafeteria premises. 
11.   Confers with the vendors and reports to the principal any faulty or inferior quality food,  
  which is received. 
12.   Supervises the daily cleaning of all kitchen equipment, and the washing and sterilizing of  

  the dishes, silverware, and utensils. 
13.   Any other duty assigned by the administration or board. 
14.   Attend professional school lunch meetings when so directed. 

Employment Term: Salary and work year to be established by the board. 

Evaluation: Performance of this job will be evaluated annually in accordance with    
   the board’s policy, GCI on evaluation of classified personnel. 
 
Employee: _________________________________________________Date: ________________ 
 

Human Resource Director: ____________________________________Date: ________________ 
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Deerfield USD #216 
Job Description – Food Service Cook 

 
 
Qualification:           Demonstrates aptitude for successful performance of the tasks listed. 

   Health certificate and TB certificates on file in the district office. 
   Experience in large-scale food preparation and kitchen management. 

    
 
Reports to:               Head Food Service Director and Building Principal. 
 
 
Job Goal:              To serve students attractive and nutritious meals in an atmosphere of 

efficiency, cleanliness, and warmth in accordance with local and state 
regulations. 

 
Performance Responsibilities: 

1. Assist in the preparation and serving of food in a quick and pleasant manner 
as they are our customers. 

2. Assumes responsibility for seeing that, during meal service periods, the 
supply of foods offered is replenished regularly. 

3. Assists in daily clean up of the kitchen service areas. 
4. Performs major cleaning of refrigerators and storerooms at regularly 

scheduled intervals, as designated by the Food Service Director. 
5. Assumes responsibility for storage and disposal of unused foods. 
6. Any other duty assigned by the director, the administration and board. 
7. Attend professional school lunch meeting when so directed. 

 
Employment Term: 
  Salary and work year to be established by the board. 
 
 
Evaluation: 
  Performance of this job will be evaluated annually in accordance with provisions of the 
board’s policy, GCI on evaluation of classified personnel. 
 
 
 
Human Resource Director: ___________________________________Date: ________________ 
 
 
 
Employee: ________________________________________________Date: ________________ 
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Deerfield USD #216 
Job Description – Coordinator for Family Literacy Programs 
 
Reports to:  Federal Projects Director or Principal/Superintendent of Schools 
 
Qualifications:  

1. Be certified, with a Bachelors of Science Degree, or Bachelor of Arts, or be working 
towards, certification/degree.  Prefers Adult Education or Early Childhood Education. 

2. Trained in family literacy through the FILM institute. 
3. Has the ability to work collaborative with agencies and individuals. 
4. Has the ability to work with families in many cultures and many problems. 
5. Maintains confidentiality. 

 
Duties:    

1. Hire/Supervise personnel in order to carry out grant requirements.  Includes being 
responsible for Day/Evening classes. 

2. Conducts orientation for Family Literacy personnel/families in accordance with grant 
requirements. 

3. Oversee the general operation of the Migrant Family Literacy Program. 
4. Supervise the identification of eligible families. 
5. Coordinates activities with Head Start, Harvest America, Preschool, Deerfield 

Kindergarten thru Second Grade, and the FCCLC. 
6. Supervises the needs assessment for families and the program. 
7. Coordinates the linkage service with the needs of families and the program to available 

agencies. 
8. Supervise, direct, and assist in the instructional program of the families, both adults and 

children eligible for the program. 
9. Supervise/Conducts home visits, according to grant requirements. 
10. Completes required grant reports in accordance with grant requirements. 
11. Supervises/Publishes monthly newsletters. 
12. Complete requirements and maintain the conditions of the Deerfield Migrant Family 

Literacy Program. 
13. Collect data in a timely manner to share with the FCCLC. 

 
Employment Term: Salary and work year established by the board of education. 
 
Evaluation:     Performance of this job will be evaluated annually in accordance with the 
provisions of the board’s policy, GCI on evaluation of classified personnel. 

 
 
Human Resource Director: _______________________________ Date: ______________ 
 
 
 
Employee:______________________________________________Date: ______________  
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Deerfield USD #216 
Job Decription – Technology Rich Classroom Grant Coordinator 

Reports to: Superintendent, and Building Principals 

Qualifications: Must have working knowledge of computers and electronic 
equipment. 

Job Goal: To provide direction and coordination of the use of the 
instructional technology in USD #216    

Performance Responsibilities: 

    A.  Specific Duties Include, But Not Limited to: 
1. Coordinate and oversee short and long-term planning in the area of instructional 

technology for the district. 
2. Write specifications and bids for instructional technology hardware and software. 
3. Oversee the design, installation, and implementation of new instructional 

technology systems and equipment. 
4. Evaluate and authorize hardware and software purchases. 
5. Develop and administer a budget for instructional technology. 
6. Design, provide, and oversee staff development programs to keep staff informed 

as to applications and developments in the area of instructional technology.  
7. Demonstrate effective instructional skills when working with students and staff. 
8. Provide consultant services to those staff who indicate a need, interest, or desire 

to integrate technology into the instructional program.   
9. Assist curriculum committees in examining potential technology use and/or 

materials.   
10. Keep administrators and staff informed of trends, innovations, and research 

related to instructional technology.    
11. Advise, recommend, and inform administrators and staff about issues regarding 

instructional technology. 
12. Develop and oversee a system for preview, selection, and purchasing/cataloging 

of technological supplements and software. 
13. Maintain inventory of instructional technology equipment. 
14. Establish and oversee a system for maintenance of instructional technology 

equipment.   
15. Assist, support and develop training for computer support persons 
16. Pursue training and technical support to keep current on technology and 

educational applications.  
 
Employment Term: Salary and work year established by the board of education. 
 
Evaluation:     Performance of this job will be evaluated annually in accordance with the 
provisions of the board’s policy, GCI on evaluation of classified personnel. 
 
Human Resource Director: _______________________________ Date: ______________ 
 
Employee:______________________________________________Date: ______________   
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Deerfield USD #216 
Job Description - 21st Century Community Learning Center Director for the TWIX (Together 
We Inspire eXcellence) program 
 
REPORTS TO: Building level administration/Superintendent 
 
GOAL: To be responsible for the day-to-day administration of the 21st Century 

Community Learning Center (CCLC) and participate in the hiring, 
assigning, and supervising staff for the program.  The Director is also 
responsible for developing, implementing, and supervising all 
programming for the 21st CCLC for student activities.  The Director is also 
responsible for continuing to develop further grant opportunities to sustain 
the long term operation of the program.  Finally the Director is responsible 
for monitoring the budget for the program from its development through 
its expenditure. 

 
QUALIFICATIONS:  

• Minimum of a Bachelor’s Degree (preferably in Education) 
• Minimum of 2 year experience in a youth service field 
• Strong human relations skills 
• Strong oral and written communication skills 
• Strong organizational skills to maintain accurate record keeping, daily, weekly, and 

monthly program participation 
• Demonstrated skills in leadership and organization 
• Ability to handle a fast-paced, intense work environment 

 
RESPONSIBILITIES: 

• Meet with community leaders, educators, and other stakeholders to develop the 21st 
CCLC. 

• Evaluate program staff in accordance with the guidelines set forth by KSDE. 
• Plan and schedule routine Advisory Group meetings. 
• Plan, organize, and coordinate programs consistent with grant stipulations and the 

goals/objectives of the school district. 
• Meet regularly with program staff and provide direction, problem solving and support in 

an effective and professional manner. 
• Ensure that the policies, goals, and objectives of the program are understand and 

implemented by all staff associated with the program. 
• Coordinates all disciplinary actions involving students with staff and keeps the building 

administration informed of issues. 
• Involved in program evaluation and data collection to ensure that the program is meeting 

the goals and objectives as outlined in the grant. 
• Maintain and provide regular reports on data accumulated from program. 
• Communicate with and maintain positive relationships with district administration and 

teachers, community organizations, agencies, and businesses to develop partnerships and 
promote the 21st CCLC. 
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• Provide information on the 21st CCLC to the local community. 
• Participate in local, state, regional, and national conference meetings as required by 

KSDE. 
• Arrange and direct professional development/in-service for project staff. 
• Assist in follow-up studies and evaluations of 21st CCLC activities, program, and 

curricula. 
• Complete requisitions on a monthly basis to be submitted to the Elementary Principal.  

Monitor the budget on an on-going basis. 
• Attend building/district staff meetings as appropriate. 
• Maintain contact with district staff to keep informed of student achievement that must be 

reflected in the curriculum in order to improve basic skills. 
• Develop and coordinate schedules for center activities, tutoring, mentoring, and other 

community education programs. 
• Coordinates activities for the summer and after-school programs. 
• Screen potential job applicants, conduct interviews and recommend staff for open 

positions.  Supervise project staff and volunteers. 
• Ensure equal accessibility for all participants. 
• Support the philosophy, mission, and policies of the school district. 
• Seek revenue sources to sustain the 21st CCLC past the five-year grant period. 
• Carry out other duties as assigned by building level administration or Superintendent. 

 
PHYICAL REQUIREMENTS/ENVIRONMENTAL CONDITIONS: 

• Requires prolonged sitting or standing. 
• Occasionally requires physical exertion to manually move, lift, carry, pull, or push heavy 

objects or materials. 
• Must work in noisy, crowded, stressful environments, with numerous interruptions. 

 
Employment Term: Salary and work year established by the board of education. 
 
Evaluation: Performance of this job will be evaluated annually in accordance with the 
provisions of the board’s policy, GCI on evaluation of classified personnel. 
 
 
 
Employee: ____________________________________________Date: ____________________ 
 
 
 
Human Resource Director: _______________________________Date: ____________________ 
 



DEERFIELD USD 216 CLASSIFIED SALARY SCHEDULE
BOARD APPROVED August 10th, 2009

0.25 0.25 0.3 0.3
JOB TITLE 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20
Secretary 7.75 8.00 8.25 8.50 8.75 9.00 9.25 9.50 9.75 10.00 10.30 10.60 10.90 11.20 11.50 11.80 12.10 12.40 12.70 13.00
Bldg Secretary 8.02 8.27 8.52 8.77 9.02 9.27 9.52 9.77 10.02 10.27 10.57 10.87 11.17 11.47 11.77 12.07 12.37 12.67 12.97 13.27
DO Secretary 8.53 8.78 9.03 9.28 9.53 9.78 10.03 10.28 10.53 10.78 11.08 11.38 11.68 11.98 12.28 12.58 12.88 13.18 13.48 13.78
Clerk 10.00 10.25 10.50 10.75 11.00 11.25 11.50 11.75 12.00 12.25 12.55 12.85 13.15 13.45 13.75 14.05 14.35 14.65 14.95 15.25

Bldg Custodian 8.25 8.50 8.75 9.00 9.25 9.50 9.75 10.00 10.25 10.50 10.80 11.10 11.40 11.70 12.00 12.30 12.60 12.90 13.20 13.50

Maintenance 8.53 8.78 9.03 9.28 9.53 9.78 10.03 10.28 10.53 10.78 11.08 11.38 11.68 11.98 12.28 12.58 12.88 13.18 13.48 13.78
0.35 0.40

Transportation 10.45 10.80 11.15 11.50 11.85 12.20 12.55 12.90 13.25 13.60 14.00 14.40 14.80 15.20 15.60 16.00 16.40 16.80 17.20 17.60
0.30 0.35

Food Serv Dir 10.00 10.30 10.60 10.90 11.20 11.50 11.80 12.10 12.40 12.70 13.05 13.40 13.75 14.10 14.45 14.80 15.15 15.50 15.85 16.20
Cook 8.00 8.25 8.50 8.75 9.00 9.25 9.50 9.75 10.00 10.25 10.55 10.85 11.15 11.45 11.75 12.05 12.35 12.65 12.95 13.25

Para 7.65 7.90 8.15 8.40 8.65 8.90 9.15 9.40 9.65 9.90 10.20 10.50 10.80 11.10 11.40 11.70 12.00 12.30 12.60 12.90
Para-trans. 8.15 8.40 8.65 8.90 9.15 9.40 9.65 9.90 10.15 10.40 10.70 11.00 11.30 11.60 11.90 12.20 12.50 12.80 13.10 13.40

Bus Driver 11.25 11.50 11.75 12.00 12.25 12.50 12.75 13.00 13.25 13.50 13.80 14.10 14.40 14.70 15.00 15.30 15.60 15.90 16.20 16.50
Activity Driver 10.25 10.50 10.75 11.00 11.25 11.50 11.75 12.00 12.25 12.50 12.80 13.10 13.40 13.70 14.00 14.30 14.60 14.90 15.20 15.50

Activity Sitting 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25 7.25
Van Driver 8.75 9.00 9.25 9.50 9.75 10.00 10.25 10.50 10.75 11.00 11.30 11.60 11.90 12.20 12.50 12.80 13.10 13.40 13.70 14.00

Thirty-five (35) cent increase is designated for every year of service over 20 years.
The board reserves the right to advance or freeze an employee on the schedule.  The board will make the decision based upon prior experience, 
college credit, and/or supervisor's input.
When a college degree is earning while employed with USD #216, an additional fifty (.50) cents per hour will be added to the hourly rate 
for a two year degree and one (1.00) dollar per hour will be added to the hourly rate for a four year degree.
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DEERFIELD USD 216 B of E Approved March 09,2009
Five Day Opt 1 2009-2010

Contract AUGUST 2009 Contact Contract JANUARY 2010 Contact
Days M T W T F Days Days M T W T F Days

3 4 5 6 7 Aug 3-7 one flex contract Workday 1
1.0 ENROLLMENT Aug 6th & 7th Enrollment
2.0 10 11 12 13 14 1.50 Aug 10th-Workday 7:55pm-4:00pm 4 5 6 7 8 4.0
5.0 18.66 Aug 11th - Inservice 7:55pm-4pm 5.0 27.32

17 18 19 20 21 5.00 Aug 12th - Inservice 11 12 13 14 15 5.0
5.0 34.15 Aug 13th-School Starts 8:10am-12p 5.0 34.15

24 25 26 27 28 5.00 Aug 13th-Workday 12pm-4pm 1.0 18 19 20 21 22 4.0
5.0 34.15 Aug 17th-1st day of Sports Practice 5.0 MLK 31.32

31 1.00 25 26 27 28 29 5.0
1.0 6.83 Sept 4th-Classes AM/Inservice PM 5.0 34.15

SEPTEMBER 2009 Sept 7th - Labor Day/NO SCHOOL     FEBRUARY 2010
1 2 3 4 3.50 Sept 28th-Inservice 1 2 3 4 5 5.0

4.0 26.32 5.0 34.15
Labor 8 9 10 11 4.00 Oct 14th - End of 1st 9 wks 8 9 10 11 12 3.0

4.0 Day 27.32 Oct 15th-Workday AM-P/T Conf 1-8 5.0 31.49
14 15 16 17 18 5.00 Oct 16th-P/T Conf 8am-12pm 15 16 17 18 19 5.0

5.0 34.15 5.0 Pres. 34.15
21 22 23 24 25 5.00 Nov 25th-27th Thanksgiving Vactn 22 23 24 25 26 5.0

5.0 34.15 5.0 34.15
1.0 28 29 30 2.00 Dec 18th-School Dismissed 3:30 pm
3.0 17.66 Dec 21st-Jan 1st - Xmas Vacation

OCTOBER 2009 MARCH 2010
1 2 2.00 Jan 4th-Workday 7:55am-4pm 1 2 3 4 5 5.0

2.0 13.66 Jan 5th-Classes Resume 8:10 am 5.0 34.15
5 6 7 8 9 5.00 Jan 18th-Inservice 7:55am-4pm 8 9 10 11 12 5.0

5.0 34.15 5.0 End of 9 wks 34.15
12 13 14 15 16 3.00 Feb 11th-Workday AM-P/T Conf 1-8pm 15 16 17 18 19

5.0 Clmbs Day     End of 9 wks 32.49 Feb 12th-P/T Conf 8am-12pm              Spring Break
19 20 21 22 23 5.00 22 23 24 25 26 5.0

5.0 34.15 March 12th - End of 3rd 9 wks 5.0 34.15
26 27 28 29 30 5.00 March 15th-19th - Spring Break 29 30 31 3.0

5.0 38.15 3.0 20.49
NOVEMBER 2009 April 2nd-Good Friday/NO SCHOOL APRIL 2010

2 3 4 5 6 5.00 April 5th-Easter Monday/NO SCHOOL 1 2 1.0
5.0 34.15 April 26th - Inservice 7:55am-4pm 1.0 G Frida 6.83

9 10 11 12 13 5.00 5 6 7 8 9 4.0
5.0 Vet'sDay 34.15 May      -HS Graduation 4:30 pm 4.0 27.32

16 17 18 19 20 5.00 May           -MS Promotion 7 pm 12 13 14 15 16 5.0
5.0 38.15 May 14th- Last Day of Classes 5.0 34.15

23 24 25 26 27 2.00 May 17th - Inservice 19 20 21 22 23 5.0
2.0 Thanksgiving Vacation 13.66 May 17th -Workday PM 5.0 34.15

30 1.00 May 18th- Workday 1.0 26 27 28 29 30 4.0
1.0 6.83 5.0 31.32

DECEMBER 2009 MAY 2010
1 2 3 4 4.00 Teacher Inservice 3 4 5 6 7 5.0

4.0 27.32 Teacher Workday 5.0 34.15
7 8 9 10 11 5.00 Vacation 10 11 12 13 14 5.0

5.0 34.15 Holiday 5.0 34.15
14 15 16 17 18 5.00 Parent/Teacher Conf 0.5 17 18 19 20 21

5.0 34.15 School day 8:10-3:30 6.83 2.0 2.00
21 22 23 24 25 Contract Hrs 7:55am-4pm 1470.56 24 25 26 27 28

Christmas Vacation CONTRACT DAYS 182.0
28 29 30 31 DAYS w/STUDENTS 167.00 31

Christmas Vacation Instructional Hours 1148.27
3.0 Daysw/Students 84.00 CONTACT HOURS 1196.44 2.5 83.0
92.0 1st 9 wks 42.0 Contact Hours 608.55 Hrs above 1116 80.4 90.0 3rd 9 wks 46.0 Contact Hours 587.89

2nd 9 wks 42.0 INSERVICE DAYS 5.50 4th 9 wks 37.0
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DEERFIELD USD #216 LEAVE FORM 
 

 
Today’s Date ______________________Employee Name _________________________________________ 
               

Sick/Bereavement ___________________ School Activity _________________  ________________ 
                 (Please Circle One)                      DATE                                                        (Please List Activity)           DATE 

                 In District Work time _______________________________________________________________
     (Example: NCA, PDC, Curriculum, etc. – Please list Activity?                       DATE 
 

Personal ____________________________       Other (_____________) ______________________                     
                                            DATE                                                                                                 DATE 

            
            Without Pay _______________________            Vacation ___________________________________ 

                                   DATE                                                                 DATE 
 
            Substitute Needed      Yes _______No_______     Time Out ___________Time Back In ___________ 

Conference/In-service Dates___________________________________ Time(s) ____________________________ 
                                                         (attach a copy of the registration form with itinerary) 

Location of Conference __________________________________________________________________________  

Conference Registered?   Yes_____________      No_______________ 

Lodging Arrangements Requested   _____________________________________________________ 

Arrival Date _________________________Departure Date___________________________ 

Type of Room (S, DBL, Q, or K) __________________      Smoking_____________ Non-Smoking______________ 

            Note: The District Office will make lodging arrangements as per the above instructions  
 

 An employee must call the Substitute Coordinator to report absences due to illness, giving an approximate 
date the employee will return to work. Substitute Coordinator will notify the appropriate principal.   

 
 Requests for personal leave for Certified Staff must be turned into the appropriate office 

(GS/MS/HS) fourteen days in advance.  Classified Staff must have leave form turned in one week 
         in advance. 

 
 In the event of an approved conference leave, ample time is needed to complete travel plans, 

accommodations, and registration arrangements.  
 

  All leaves are subject to the terms and conditions set forth in the USD #216 Employee Handbook 
 

 There is a probationary period of three months upon employment with the district for classified employees.  
During this probationary period, there will be no paid leave. 

   
FOR OFFICE USE ONLY: 
     
APPROVED _____ DENIED _____on _______________by_________________, Building Principal or other designate 
 
 
APPROVED______DENIED _____ on _______________by_________________, Superintendent or other designate 
 
 
SUBSTITUTE VERIFICATION _____, SUBSTITUTE COORDINATOR                                         07/09                                   

Betty
Cross-Out



DEERFIELD USD #216 
SICK LEAVE BANK PHYSICIAN’S STATEMENT 

 
 
TO BE COMPLETED BY PATIENT: 
 
NAME_______________________________________________________________________ 
                     LAST                                      FIRST                               MIDDLE 
 
ADDRESS___________________________________________________________________ 
 
SOCIAL SECURITY NUMBER____________________HOME PHONE_________________ 
 
AUTHORIZATION TO RELEASE INFORMATION:  I hereby authorize the undersigned 
physician to release any information required in the course of my examination or treatment to 
the Trustees of the Sick Leave Bank. 
 
        SIGNATURE       DATE 
 
 
------------------------------------------------------------------------------------------------------------------- 
 
TO BE COMPLETED BY PHYSICIAN: 
 
Brief description of illness (Layman’s language please)________________________________ 

_____________________________________________________________________________

_____________________________________________________________________________ 

 
If disabled, date patient should be able to return To work_______________________________ 
 
Patient was under my care and unable to work: 

From______________________________through____________________________________ 

 
Physician’s Name (Print)________________________________________________________ 
 
Office phone number___________________________________________________________ 
 
Address______________________________________________________________________ 
 
_____________________________________________________________________________ 
              SIGNATURE                                                              DATE 
 
 
PLEASE RETURN TO PATIENT FOR SUBMISSION WITH SICK LEAVE REQUEST 
FORM. 



Deerfield USD #216 
SICK LEAVE BANK REQUEST FORM 

 
 

NAME____________________________________________________________________________ 
   LAST           FIRST        MIDDLE 
 
ADDRESS_________________________________________________________________________ 
     STREET                   CITY/STATE        ZIP 
 
SCHOOL OR DEPARTMENT _________________________________________________________ 
 
HOME PHONE____________________________SCHOOL PHONE__________________________ 
 

REQUEST 
 

DATE ACCUMULATED LEAVE EXPIRED_________________________________________ 
 
NUMBER OF DAYS REQUESTED FROM BANK 
(160 HOURS MAXIMUM)___________________________________________________________ 
 
ATTENDING PHYSICIAN_______________________________________________________ 
 
PHYSICIAN’S STATEMENT ATTACHED       YES___________ NO____________ 
 
COMMENTS: 
 
 
 
SIGNATURE___________________________________________DATE_____________________ 
 
 
-------------------------------------------------------------------------------------------------------- 

APPROVAL 
(TO BE COMPLETED BY TRUSTEES) 

 
REQUEST APPROVED                     YES_____________NO_____________ 
NUMBER OF HOURS APPROVED___________________________________ 
EFFECTIVE DATE FROM __________________TO____________________ 
COMMENTS________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
SIGNATURE OF CHAIRPERSON                                                                 DATE 
CC: APPLICANT 
 



DEERFIELD USD #216 
 

SICK LEAVE BANK DONATION FORM 
OFFICIAL MEMBERSHIP FORM  2009-2010 

 
 
 

 
NAME________________________________________________________________________ 
                          LAST                                             FIRST                                 MIDDLE 
 
ADDRESS____________________________________________________________________ 
                          STREET                                   CITY/STATE                               ZIP 
 
SCHOOL OR DEPARTMENT____________________________________________________ 
 
 
HOME PHONE___________________________SCHOOL PHONE______________________ 
 
 
 
 
 
 
 

Donations 
 

In accordance with the teacher handbook of USD #216, I hereby join the membership of the 
Deerfield USD #216 Sick Leave Bank.  Membership shall be made by the 30th of August, or 
within 30 days of employment with the district.  The minimum number of hours that must be 
donated to receive membership is sixteen (16).  Employees may donate as many hours as they so 
choose.  Donations are nonrefundable and nontransferable.  
 
As an employee of the Deerfield Public School System, I hereby donate _________hours from 
by accumulation to the sick leave bank. 
 
 
 
 
 
SIGNATURE OF EMPLOYEE     DATE 
 

 
 

 
 



HANDBOOK RECEIPT AND ACKNOWLEDGEMENT 
 

Do not sign your name on this receipt until and unless you have completely read, 
understood the contents of this handbook, and satisfied yourself with any answers to 
questions you may have concerning it. 
 
I acknowledge that I have read, reviewed, and understand the contents of The Spartan 
USD #216 Employee Handbook, 2009-2010.  I likewise acknowledge that if I had any 
questions, they have been satisfactorily answered by my supervisor. 
  
I certify that I have read and understand the Drug-Free Workplace policy contained 
herein, as well as any other policies related to substance and/or drug and alcohol 
abuse.  I agree to abide by the terms of these policies and understand that I may be 
terminated for violating these policies. 
 
 
 
___________________________________________ 
Deerfield USD #216 Employee 
 
 
 
 
___________________________________________ 
Date 
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