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A Message from the Director of Human Resources 
 
I am hopefully not the first nor the last to welcome you to the Coeur d’Alene Public Schools – 
District #271! 
 
We are excited to have you as a member of the team!  It is a team of gifted individuals committed 
to the pursuit of excellence in educating the current generation of students within our school 
communities to be productive citizens and successful leaders in our neighborhoods, city, state, and 
country.  And like any good team, every role is important to our success; whether you teach, 
provide classroom or building support, feed our students, clean facilities, keep our buildings and 
grounds in great condition, drive a bus, lead a building, are a part of the District Office, or in any 
specialty position…we need you to be the best you can be to fulfill our mission!  You are 
important, valued, and appreciated for your contribution to this noble cause. 
 
Our handbook is an important part of who we are and how we will succeed in reaching our lofty 
goals.  Please review this document completely as it will provide you with answers on how we best 
work together, what the District expects from each of us, and how we can successfully have over 
1,300 employees working orderly, from the same page despite being in over 20 different buildings 
and hundreds of job functions.  I believe you will find this handbook very fair and informative; a 
great resource for you during your time with us. 
 
We have an incredible Human Resources staff that stands at the ready to be of service to you.  
Please don’t hesitate to call or contact us with any questions.  We will get you an answer! 
 
Lisa Loy  Assistant Director of Human Resources  Ext. - 10031 
Shelley Hanzen Benefits Specialist     Ext. - 10032 
Josie Spindler  Classified Employee Specialist-New Hire  Ext. - 10033 
Ronnie Davisson Certified Employee Specialist-Work Injuries  Ext. - 10038 
 
Good luck to you this year as you contribute to making Coeur d’Alene Public Schools the best 
District it can be! 
 
Sincerely, 
 
Eric Davis 
Director of Human Resources (Ext. 10030) 
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WELCOME TO 
COEUR D’ALENE PUBLIC SCHOOLS 

 
The materials, statements, and policies enclosed within are issues that the district 
feels should be highlighted and are not in themselves, all inclusive.  Please be 
informed that the district has an extensive Board Policy Manual that includes 
additional policies, rules, and regulations.  If you wish to review this manual at any 
time, it is available at the District Human Resource Department, at each building 
site and on our website: www.cdaschools.org. 
 
These materials provide a description of Coeur d’Alene Public Schools general 
policies and is not intended to and does not create a contract of employment in any 
manner.  Neither these materials nor any of the district’s policies or benefit plans 
should be considered a contract for purposes of employment or payment of 
compensation or benefits. 
 
Classified, part-time (non-benefited) employment at Coeur d’Alene Public Schools is 
“at will” and either the employee or the district may end the employment 
relationship at any time and for any reason subject to applicable district policy. 
 
All employees are responsible to comply with all applicable laws, rules, regulations, 
and policies. 
 
Coeur d’Alene Public Schools reserve the right to revise or to terminate its policies 
and benefit plans from time to time, within its sole discretion, and without notice. 

 
 

Date of this publication:  07/01/2023 

http://www.cdaschools.org/
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PROFESSIONAL EXPECTATIONS 
 

Whether you are joining our essential support staff or the certified ranks, you are a valued member of 
our professional team.  Below are some district expectations of all employees.  We hope this 
information will serve as a helpful reference for you as you begin your employment with us.   
 
If you have questions or feel than you cannot meet these expectations, please contact the District 
Human Resource Department before your next scheduled work day.  
 
Accuracy in Record Keeping and Reporting is Essential 
As an employee of a public entity, you are expected to be a good steward of taxpayer dollars.  It is 
expected that you will provide complete and accurate information on any district record, report, or 
document you prepare.  This standard is vital to maintaining the integrity of the organization and your 
record as an employee. 
 
Appropriate Work-place Attire is Expected 
As a role model for students and other staff, your attire shall present a positive, personal, and 
professional image.  All employees shall refrain from jewelry in tongues, lips, noses, eyebrows, etc.  
Clothing must be free from tears and tatters. Examples of clothing that is not permitted includes short 
shorts, shirts that reveal midriffs, low cut collars/necklines, etc.  Clothing is to be clean and free of 
logos that would be offensive or refer alcohol or drugs.  (Examples of offensive are:  swastikas, swear 
words, nudity, etc.)  District maintenance staff and food service employees may have a uniform 
standard.  Your supervisor can provide specific direction for your department or your worksite.   
 
Be On-Task 
It is expected that you will devote your work time to your work assignments.  It is also expected that 
you will defer personal conversations or issues to a time when the workday is ended.  Use of cell 
phones and personal internet access should be reserved for emergencies or during authorized breaks. 
 
Attendance-No Call / No Show 
All employees are required to be present and ready for work at the appropriate facility no later than 
the prescribed start of the work day for each position and building according to the agreed time as per 
District Policy. If you are going to be more than 15 minutes late, you will notify your supervisor so that 
together you can make the appropriate arrangements to cover your position. 
 

If you are unable to make it to work and do not notify your supervisor prior to the start of your work 
day you will be considered a ‘No Call/No Show’.  The first occurrence will result in an immediate write-
up.  On the second occurrence, further disciplinary action will ensue, including and up to termination. 
 
Security 
Do not ask for or use any other staff members log in or passwords at any time. This is against District 
policy. 
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Maintain Confidentiality at All Times 
Employees of the Coeur d’Alene Public Schools have access to important, detailed information 
regarding students, staff, parents, etc.  Only speak about this information with those who have a 
professional need-to-know.  If you have questions about what is confidential or who has a need-to-
know, talk with your supervisor. 
 
Maintain a Positive Manner in All Interactions and Communications 
As a member of the Coeur d’Alene Public Schools team, you may have frequent interactions with 
students, staff, parents, visitors, and/or vendors.  These interactions offer opportunities for you to 
interact positively and respectfully.  If you encounter situations of conflict or disagreement, treat 
others with respect at all times and remain in control of your emotions.  If you disagree with an issue, 
speak with your supervisor in a private and professional manner.   
 
Role Modeling 
As a role model for students and other staff, your language must be positive and professional.  Be 
careful not to use words that are slang, abusive, violent, and sexual or could have a negative 
connotation.  A safe approach is to act as if you are in front of a camera and use language that would 
be viewed as professional and acceptable by the most conservative group. 
 
Safety is Everyone’s Job and Responsibility 
Always perform your responsibilities in a safe manner.  If you feel that you are exceeding your physical 
capability, ask for assistance from another staff member or take a smaller load. Your safety is most 
important, even if it means a few additional steps or minutes.  If any part of your job requires the use 
of equipment, a specific procedure or physical contact with a student, make sure that the appropriate 
technique is clearly defined and explained to you by a supervisory staff member before you attempt 
this part of your job.  You also may want to carefully consider what jewelry to wear in the workplace, 
avoiding types of jewelry that might put yourself or a student at risk of injury. 
 
Supervision and Your Job Description 
A job description is an overview of your assignment.  Your assignment may include additional tasks or 
duties as directed by your supervisor.  If, at any time during your workday you find that you cannot 
complete a task as assigned, talk with your supervisor. 
 
Universal Precautions are…Universal! 
School Health Services staff will keep employees updated and provide in-service addressing the need 
for Universal Precautions.  All employees will observe these precautions during the school day to keep 
you safe from the risk of infectious diseases.  It is not possible to always know who may be a carrier of 
an infectious disease.  During the school day you will be expected to wash your hands as often as 
possible and use disposable gloves (use a glove only once.)  If a room surface has blood or bodily fluids 
on it, it will need to be cleaned immediately.  Your supervisor can tell you where the approved 
disinfectants and gloves are kept.  
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EMPLOYMENT POLICIES 
 

SEXUAL HARASSMENT/SEXUAL INTIMIDATION 3085/5240 
 

The Coeur d’Alene School District is committed to providing a workplace and educational 
environment, as well as other benefits, programs, and activities that are free from sex and gender-
based harassment, discrimination, and retaliation.  Accordingly, the District prohibits harassment 
and discrimination on the basis of sex, sexual orientation, gender, gender identity, and pregnancy, 
as well as retaliation against individuals who report allegations of sex and gender-based harassment 
and discrimination, file a formal complaint, or participate in a grievance process. 
 
Students, employees, or other members of the District community who believe that they have been 
subjected to sex or gender-based harassment, discrimination, or retaliation should report the 
incident to the Title IX Coordinator, who will provide information about supportive measures and 
the applicable grievance process(es).  Violations of this policy may result in discipline for both 
students and District employees. 
 
Sexual Harassment/Sexual Intimidation Policy 5240 in its entirety may be found online via 
http://www.cdaschools.org/domain/2968 
 

TITLE IX COORDINATOR 

 
The Director of Human Resources serves as Coeur d’Alene School District’s Title IX Coordinator and 
oversees implementation of this policy.  The Title IX Coordinator has the primary responsibility for 
coordinating the District’s efforts related to the intake, investigation, resolution, and 
implementation of supportive measures to stop, remediate, and prevent sex and gender-based 
harassment, discrimination, and retaliation prohibited under this policy.  The Title IX Coordinator 
acts with independence and authority and is free from bias and conflicts of interest. 
 

SEXUAL HARASSMENT/SEXUAL INTIMIDATION  
 

According to the Equal Employment Opportunity Commission, sexual harassment is defined as 
unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a 
sexual nature, including unwanted touching, verbal comments, sexual name calling, gestures, 
jokes, profanity, and spreading of sexual rumors. 
 
The District shall do everything in its power to provide employees an employment environment 
free of unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct or communications constituting sexual harassment, as defined and otherwise prohibited 
by State and federal law. In addition, principals and supervisors are expected to take appropriate 
steps to make all employees aware of the contents of this policy. (Group Training Plan through 
Vector Solutions/SafeSchool) 
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District employees shall not make sexual advances or request sexual favors or engage in any 
conduct of a sexual nature when: 
 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual’s employment; 

2. Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individual; or 

3. Such conduct has the purpose or effect of substantially interfering with the individual’s work 
performance or creating an intimidating, hostile, or offensive working environment. 

 
Sexual harassment prohibited by this policy includes verbal or physical conduct. The terms 
“intimidating”, “hostile”, or “offensive” include, but are not limited to, conduct which has the 
effect of humiliation, embarrassment, or discomfort. Sexual harassment will be evaluated in 
light of all of the circumstances. 
 
Aggrieved persons who feel comfortable doing so, should directly inform the person engaging in 
sexually harassing conduct or communication that such conduct or communication is offensive 
and must stop. 
 
Employees who believe they may have been sexually harassed or intimidated should address the 
matter as described in Policy 3085 and Procedure 3085P. An individual with a complaint 
alleging a violation of this policy which does not fall within the scope of Policy 3085 and 
Procedure 3085P shall follow the Uniform Grievance Procedure. 
 
Complaints of Sex and Gender-Based Harassment, Discrimination, and/or Retaliation 
 
Notice or formal complaints of sex or gender-based harassment, discrimination, and/or retaliation 
may be made using any of the following options: 

1. File a complaint with, or give verbal notice to, the Title IX Coordinator (or deputy/deputies, 
if applicable).  Such a report may be made at any time, including during non-business hours, 
by using the telephone number, email address, or by mail to the office address listed for the 
Title IX Coordinator (or any other official as listed above). 

2. Report online, using the reporting form posted at cdaschools.org 
3. Report by phone at 208-664-8241. 

When notice is received regarding conduct that may constitute Title IX sexual harassment, the 
Coeur d’Alene School District shall provide information about supportive measures and how to file a 
formal complaint, as described in the District’s Title IX procedures. 
A formal complaint means a document filed/signed by the alleged victim or signed by the Title IX 
Coordinator alleging an individual violated this policy and requesting that the District investigate the 
allegation(s).  As used in this paragraph, the phrase “document filed/signed by the alleged victim” 
means a document or electronic submission (such as by electronic mail or through an online portal 
provided for this purpose by the District, if applicable) that contains the alleged victim’s physical or 
digital signature, or otherwise indicates that the alleged victim is the person filing the complaint. 
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 For example, an alleged victim may send an email to the Title IX Coordinator, identify them self as 
the alleged victim, and the one sending the email, to file a formal complaint.  If notice is submitted 
in a form that does not meet this standard, the Title IX Coordinator will contact the alleged victim to 
ensure that it is filed correctly. 
Parents and legal guardians of primary and secondary school students who have the legal authority 
to act on their child’s behalf may file a formal complaint on behalf of their child. 
 
Grievance Processes 
 
When a formal complaint is made alleging that this policy was violated, the allegations are subject 
to resolution using one of Coeur d’Alene School District’s grievance processes noted below, as 
determined by the Title IX Coordinator.  All processes provide for a prompt, fair, and impartial 
process. 

1. For formal complaints regarding conduct that may constitute Title IX sexual harassment 
involving students or employees, the District will implement procedures detailed in 
Procedure 3085P. 

2. For formal complaints regarding sex and gender-based harassment, discrimination, and/or 
retaliation where students are the accused party, and that does not constitute Title IX 
sexual harassment, the District will implement procedures described in its Board Policies on 
Student Rights and Responsibilities (3200/3200P); Relationship Abuse and Sexual Assault 
Prevention and Response (3285/3285P); Harassment, Intimidation, Bullying, Etc. 
(3295/3295P); Student Discipline (3330/3330P); Patron Grievances Procedure (4110P). 

3. For formal complaints regarding sex and gender-based harassment, discrimination, and/or 
retaliation where employees are the accused party, and that do not constitute Title IX 
sexual harassment, the District will implement procedures described in its Board Policies on 
Certificated Staff Grievances (5250); Classified Employee Grievance (5800/5800P); Patron 
Grievances Procedure (4110P). 

For formal complaints regarding sex and gender-based harassment, discrimination and/or 
retaliation where volunteers, invitees or guests are the accused party, and that do not constitute 
Title IX sexual harassment, the District will implement procedures described in its Board Policies on 
Patron Grievances Procedure (4110P); Visitors to and Conduct on School Property (4420); Volunteer 
Assistance Procedures (4600P). 
 

1. Protect the grievant from further harassment; 
2. Discuss the matter with and obtain a statement from the accused and his or her  

  representative, if any; 
3. Obtain signed statements of witnesses; and 
4. Prepare a report of the investigation. 

 
Confidentiality 
 
Due to the damage that could result to the career and reputation of any person accused falsely or 
in bad faith of sexual harassment, all investigations and hearings surrounding such matters will 

be designed, to the maximum extent possible, to protect the privacy of, and minimize suspicion 



  

9 

 

towards, the accused as well as the complainant. Only those persons responsible for investigating 

and enforcing this policy will have access to confidential communications, unless otherwise 

required by Policy 3085 or Procedure 3085P. In addition, all persons involved in an allegation 

which falls within the scope of this policy, and not within the scope of 3085 or 3085P are 

prohibited from discussing the matter with coworkers and/or other persons not directly involved 
in resolving the matter. 

 
A violation of this policy may result in discipline, up to and including discharge. Any person 

making a knowingly false accusation regarding sexual harassment will likewise be subject to 

disciplinary action, up to and including discharge. 

 
Sexual Harassment/Sexual Intimidation Policy 5240 and Procedures in its entirety may be found     
online via http://www.cdaschools.org/domain/2968 
 
Cross Reference: 3085  Sexual Harassment, Discrimination and Retaliation Policy 

3085P Title IX Sexual Harassment Grievance Procedure, Requirements and               
Definitions  

 

EMPLOYEE RESPONSIBILITIES REGARDING STUDENT HARRASSMENT, 
INTIMIDATION AND BULLYING 5265 
 

The personal safety and welfare of each child is of paramount concern to the Board of Trustees, 
employees, and patrons of the District. It is of particular importance that employees within the 
District become knowledgeable and thoroughly educated as to their legal and ethical 
responsibilities regarding intervention and reporting of student harassment, intimidation, and 
bullying.  
 
Policy Distribution 
 
The Superintendent or designee shall annually distribute and review with employees the 
requirements, policies, and procedures to be followed concerning the handling of student 
harassment, intimidation, and bullying and shall include this information in employee handbooks. 
The district may require electronic video training or other such similar training, on an annual basis 
for all staff. 
 
Employee responsibilities regarding student harassment, intimidation and bullying 5265 and 
procedures in its entirety may be found online via https://www.cdaschools.org/domain/2968 . 
 

 

EMPLOYEE STANDARDS OF CONDUCT 5270 
 

Employees are expected to maintain high standards of honesty, integrity, propriety, civility, and 
impartiality in the conduct of District business and are required to comply with and conform to 
Idaho law and the Code of Ethics of the Idaho Teaching Profession. Any employee who is unable 
to continually maintain appropriate conduct is subject to possible corrective disciplinary action, 
including suspension, probation, or termination of employment. District employees are expected 

http://www.cdaschools.org/domain/2968
https://www.cdaschools.org/domain/2968
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to be aware of current Board policy and shall periodically review various policies as directed by 
the administration. 
 
In addition to the conduct enumerated in Idaho law, the Code of Ethics of the Idaho Teaching 
Profession, and other conduct referenced in and/or prohibited by Board Policy, employees are 
expected to abide by the following standard of conduct. This list is not intended to replace the 
provisions set forth in the “Code of Ethics for Idaho Professional Educators;” rather, the intent is to 
give examples of inappropriate conduct to guide personnel to successfully perform his or her job 
for the District. 
 
The following are examples of misconduct on the part of District employees that may result in 
disciplinary action up to and including termination of employment depending on the nature of 
the offense. This list is not exhaustive: 
 

a) Excessive absenteeism, continual tardiness, and improper use of sick leave; 
b) Insubordination or willful refusal to comply with legitimate requests or instruction of 

supervisors or other designated authority during work hours; 
c) Inappropriate dress or appearance; 
d) Use of tobacco on school grounds; 
e) Use of work time, phones and/or technology for personal activities; 
f) Continuing conflicts with district personnel, students, parents or visitors and an inability to 

resolve those conflicts; 
g) Offensive or threatening statements or gestures toward district personnel, students, 

parents or visitors; 
h) Negligence or inability to apply common sense or to exercise reasonable judgment which 

results in poor or careless work or which jeopardizes or creates undue hardship on other 
district personnel and students; 

i) Disregard of safety practices, regulations, or the safety of others; 
j) Failing to meet work standards (such as classroom cleanliness and/or safety standards) not 

evaluated in State standardized evaluation forms; 
k) Discrimination, bullying, fighting, intimidation, hazing or harassment; 
l) Theft or destruction of District property or another individual’s personal property, including 

intellectual property, files and documents; 
m) Immoral and indecent acts or conduct against others, including the use of foul or obscene 

language or gestures; 
n) Falsification of records including time records, work reports, grades and/or other official 

documents; 
o) Unauthorized possession of weapons on District premises, property or District vehicles; 
p) Failure to comply with confidentiality rules as required by the Code of Ethics and/or Board 

Policy. See Board Policy 5272. 
q) Failure to comply with and/or properly account for gifts/donations in accordance with 

District practices, including but not limited to Board Policy 4500 and 5271; and 
r) Failure to comply with any other Board Policies not specifically listed herein.  
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DRUG AND ALCOHOL-FREE WORKPLACE 5320 

 

The Coeur d’Alene Public Schools is committed to a safe working environment, to making adequate 
provisions for the safety and health of its employees at their place of employment, and to the 
safety and health of the students we serve as well as the general public. 
 
The use of alcohol and illegal drugs, and the misuse of prescription drugs is unacceptable. All 
District workplaces are hereby declared to be drug- and alcohol-free workplaces. A copy of this 
policy will be provided to each employee on an annual basis with materials describing the dangers 
of drug use in the workplace and information on any drug counseling, rehabilitation, or employee 
assistance programs available.  
 
All employees are prohibited from: 
 

1. Unlawful manufacturing, dispensing, distributing, possessing, being under the influence of a 
controlled substance, or using illegal drugs or drug paraphernalia, while on District 
premises, while performing work for the District, or in attendance at District-approved or 
school-related functions; 

2. Distributing, manufacturing, selling, consuming, using, possessing, or being under any 
degree of intoxication or smelling of alcohol while on District premises, while performing 
work for the District, or in attendance at school-approved or school-related functions; and 

3. Taking prescription drugs above the level recommended by the prescribing physician and 
using prescribed drugs for purposes other than those for which they are intended. In 
addition, employees will not distribute a prescribed drug to another employee or student. 

 
As a condition of employment, each employee shall: 
 

4. Abide by the terms of the District policy respecting a drug- and alcohol-free workplace; and 
5. Notify his or her immediate supervisor in writing of his or her conviction under any criminal 

drug statute including but not limited to the use of controlled substances, alcohol, 
prescription drugs, or over-the-counter drugs for a violation occurring on the District 
premises or while performing work for the District, no later than five (5) days after such a 
conviction. 
 

Drug and Alcohol-Free Workplace 5320 Policy in its entirety may be found online via 
https://www.cdaschools.org/domain/2968 
 
 

DRUG AND ALCOHOL-FREE WORKPLACE PROCEDURES 5320P1 
 

In keeping with the District's commitment to provide a drug-free workplace for its employees, the 
District will require an employee to be tested for the use of alcohol or drugs if an employee's 
physical appearance or pattern of behavior give District officials specific reason to believe that the 
employee may be under the influence of alcohol or drugs and, therefore, may endanger their own 
well being, the safety of fellow workers, the general public, or property.  This specific reason must 
be in writing from the Supervisor within 24 hours. If a violation has taken place, disciplinary action 
against the offending employee will follow.  Appropriate action may include termination of 
employment. 
 

https://www.cdaschools.org/domain/2968
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The basis of suspicion indicating drug or alcohol impairment may be a specific, contemporaneous 
event or conduct evidencing impairment observed over a period of time.  In any event, a written 
allegation will be made no later than 24 hours and filed at the District Administration Building.  If 
the suspicion is substantiated, all pertinent documentation will be placed in his/her personnel file.  
The District will make arrangements to insure that all workers who are requested to take a 
reasonable cause test will be transported to a collection clinic to take a drug or alcohol test. 
 
Decisions associated with retention of an offending employee shall include satisfactory participation 
in a drug or alcohol abuse assistance or rehabilitation program approved for such purposes by a 
Federal, State, or local health, law enforcement, or other appropriate agency.  The employee may 
be placed on probation and required to take one or more drug tests upon the supervisor’s request.  
Failure to immediately comply with the supervisor’s request is grounds for immediate termination. 
 
Employees will not be terminated from employment for voluntarily seeking assistance for a 
substance abuse problem; however, continued performance, attendance, or behavioral problems 
may result in termination. The employee may be placed on probation and required to take drug 
tests upon the supervisor’s request.  Failure to immediately comply with the supervisor’s request is 
grounds for immediate termination. 
 
Any employee who is made aware of or suspects a prohibited incident is taking place has a 
responsibility to report the matter to the supervisor.  The matter will not be discussed with co-
workers or persons not directly responsible for investigating the incident. 
 
DEFINITIONS 
Illegal Drug Use:  The use, possession or distribution of illegal drugs, or the abusive use of other 
drugs, or the use or being under the influence of alcohol on any school premises or at any school 
activity when students are present. 
Illegal Drugs:  Any controlled substances defined by Idaho Code Section 37-2701 et. seq., or any 
other substance which is used to alter or change the mood of an individual, or anabolic steroids.  An 
illegal drug does not include over the counter drugs or prescriptions for the person in possession of 
the drug when prescribed by the person’s doctor or dentist. 
Under the Influence:  This definition covers not only all well-known and easily recognized conditions 
and degrees of intoxication but any abnormal mental or physical condition which is the result of 
indulging to any degree in alcohol or illegal drugs, and which tends to deprive one of that clearness 
of intellect and control of himself or herself which he or she would otherwise possess.  
Alcohol:  Any alcoholic beverage as defined by Idaho Code Sections 23-105 and 23-1001. 
Unlawful Alcohol Use: Being under the influence, using, possession or distribution of alcohol on any 
school premises or at any school activity when students are present. 
 
Violations:  The commission of an act of illegal drug use or unlawful alcohol use by an employee. 
 
DISCIPLINARY ACTION 
1. Any certificated or non-certificated employee who violates the terms of the District’s drug and 

alcohol policy may be discharged, and not re-employed, and/or may be placed on probation at 
the discretion of the Board. 
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2. Procedures set forth in Idaho Code Section 33-513 (certificated personnel) and Section 33-517 

(non-certificated personnel) will be followed. All employees must notify their supervisors in 
writing of any conviction under any criminal drug/alcohol statute within five (5) calendar days 
after such conviction. 

 
3. Notwithstanding the above paragraph, a district bus driver will be suspended from all duties 

pending investigation when reasonable suspicion exists that the driver may be under the 
influence of illegal drugs or alcohol. If a bus driver is found to have violated this policy, he or she 
will be immediately terminated from district employment and the incident will be reported to 
the State Department of Education. A recommendation for license revocation will be made to 
the Idaho Department of Transportation. 

 
4. If reasonable suspicion exists that federal, state or local laws have been violated the district will 

notify the appropriate law enforcement agencies. 
 
Drug and Alcohol-Free Workplace Procedures 5320P & 5320P1 in its entirety may be found online 
via https://www.cdaschools.org/domain/2968 
 
  
SUBSTANCE ABUSE RESOURCES – Counseling, Treatment, and Rehabilitation 
 
Inland Northwest Behavioral Health:  509-992-1888 
 

Port of Hope: 208-664-3300 
 

Care Unit – Deaconess Medical Center: 509-458-2273 
 

Alcoholics Anonymous: 208-667-4633 or 800-326-2164 
 

Al-Anon (for family and friends of alcoholics): 208-676-0549 
 

Narcotics Anonymous: 888-624-3577 
 

Alcohol Abuse Addition/Treatment (24 hour info): 800-821-4357 or 800-527-5344 

https://www.cdaschools.org/domain/2968
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TOBACCO USE 5310 
 

The State Board of Education of the State of Idaho has declared by Resolution that smoking is 
prohibited in all buildings and all property owned, operated, leased or used by school districts.  
 
The District maintains tobacco free buildings and grounds. Use of tobacco will not be allowed in any 
buildings or grounds, or on any school property, buses, vans, or vehicles that are owned, operated, 
leased, used, or controlled by the District. Nor will employees be allowed to use tobacco while on 
duty. New employees of the District will be hired with the understanding that they will be directed 
not to use tobacco in school buildings or grounds or on any school property, buses, vans, or vehicles 
that are owned, leased, or controlled by the District. Limitations or prohibitions on tobacco use are 
applicable to all hours.  
 
“No Smoking” signs shall be displayed in all buildings and on all property owned, leased, or used by 
the District, and upon request in an area nearby.  
 
For the purposes of this policy, tobacco use shall be defined as the use of a cigarette, cigar, pipe, 
smokeless tobacco in any form, other matter or substance which contains tobacco, and other 
smoking products specifically including electronic cigarettes, electronic nicotine delivery systems, or 
vaporizer smoking devices. Smoking and the use of all tobacco products shall also include but not 
limited to the actual inhaling or exhaling of particulate and gaseous matter as a byproduct of 
tobacco or tobacco related products, or other substance which may be used in a similar manner to 
the consumption of tobacco by combustion. 
 
Tobacco Use Policy 5310 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 
 
 

INVESTIGATING & REPORTING SUSPECTED CHILD ABUSE, ABANDONMENT OR 
NEGLECT 5260 
 

Any school district employee or volunteer having reason to believe that any child under the age of 
eighteen (18) has been abused, abandoned or neglected, or who observed the child being subjected 
to conditions or circumstances which would reasonably result in abuse, abandonment or neglect, 
shall report or cause to be reported within twenty-four (24) hours such conditions or circumstances 
to the proper law enforcement agency or the Department of Health and Welfare. 
 
Failure to report abuse, abandonment or neglect is a misdemeanor. 
 
Investigating & Reporting Suspected Child Abuse, Abandonment or Neglect 5260 in its entirety may 
be found online via https://www.cdaschools.org/domain/2968. 

 

 

https://www.cdaschools.org/domain/2968
https://www.cdaschools.org/domain/2968
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INVESTIGATING & REPORTING SUSPECTED CHILD ABUSE, ABANDONMENT OR 
NEGLECT PROCEDURES 5260P 

 
DEFINITIONS: 
Abused:  Any case in which the child has been the victim of: (1) conduct or omission resulting in skin 
bruising, bleeding, malnutrition, burns, fracture of any bone, subdural hematoma, soft tissue 
swelling, failure to thrive, or death, and such condition or death is not justifiably explained, or 
where the history given concerning such condition or death is at variance with the degree or type of 
such condition or death, or the circumstances indicate that such condition or death may not be the 
product of an accidental occurrence; or (2) sexual conduct, including rape, molestation, incest, 
prostitution, obscene or pornographic photography, filming or depiction for commercial purposes, 
or other similar forms of sexual exploitation harming or threatening the child’s health or welfare or 
mental injury to the child. 
 
Abandoned:  The failure of the parent to maintain a normal parental relationship with the child, 
including but not limited to reasonable support or regular personal contact. Failure to maintain this 
relationship without just cause for a period of one (1) year will constitute prima facie evidence of 
abandonment. 
 
Neglected:  A child who is without proper parental care or control, or subsistence, or education, or 
medical or other care or control necessary for his or her well-being because of the conduct or 
omission of the parents, guardian or other custodian or their neglect or refusal to provide them; 
however, no child whose parent or guardian chooses for such child treatment by prayers through 
spiritual means alone in lieu of medical treatment will be deemed for that reason alone to be 
neglected or to lack parental care necessary for his or her health and well-being. 
 
PROCEDURE FOR REPORTING:  
 

1. Any school district employee or volunteer shall report or cause to be reported any 
suspected child abuse, abandonment or neglect within twenty-four (24) hours to the 
appropriate agency (law enforcement or the Department of Health and Welfare). The 
employee or volunteer may ask the building principal or designee to call the appropriate 
agency on his/her behalf. 

 
2. The reporting party (district employee or volunteer initiating the report) shall complete a 

written report setting forth the reasons believed that a child has been abused, abandoned 
or neglected. The date and time shall be set forth on the written report. 
 

3. The agencies contacted and the names of the individuals with whom the reporting party 
spoke shall also be set forth on the written report.  

 
4. Any prior suspicions will also be set forth. 
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The written report will be delivered to the building principal, who shall then deliver a copy of the 
written report to the superintendent.  In all cases, the building administrator or program supervisor 
will be notified as soon as possible. 
 
INVESTIGATION: Because of the specialized training that may be necessary to conduct an 
investigation of alleged child abuse, abandonment or neglect, any formal investigations of the 
matter will be conducted by the Idaho Department of Health and Welfare or the local law 
enforcement agency. All District employees and volunteers will cooperate with these organizations 
in their investigatory capacities. 
 
REPORTING IMMUNITY: Any person, who has reason to believe that a child has been abused, 
abandoned or neglected and, acting upon that belief, makes a report of abuse, abandonment or 
neglect as required, shall have immunity from any liability, civil or criminal, that might otherwise be 
incurred or imposed. Any such participant shall have the same immunity in respect to participation 
in any judicial proceedings resulting from the report. Any person who reports in bad faith or with 
malice will not be protected. Any privilege between husband and wife, or between any professional 
person, except the lawyer-client privilege, including, but not limited to, physicians, counselors, 
hospitals, clinics, day care centers, and schools and their clients, shall not be grounds for excluding 
evidence in any proceedings regarding the abuse, abandonment or neglect of the child or the cause 
thereof. 
 
FALSE REPORTING: Any person who makes a report or allegation of child abuse, abandonment or 
neglect knowing the report to be false, or who reports or alleges such in bad faith or with malice, 
will be liable to the person or parties against whom the report was made for the amount of actual 
damages sustained or statutory damages of five hundred dollars ($500), which ever is greater, plus 
attorney fees and costs of suit. If a court finds that the individual acted with malice or oppression, 
the court may award treble actual damages or treble statutory damages, whichever is greater. 

Investigating & Reporting Suspected Child Abuse, Abandonment or Neglect Procedures 5260P in its 
entirety may be found online via https://www.cdaschools.org/domain/2968 

 
FORMS FOR REPORTING AN INCIDENT CAN BE OBTAINED AT ANY BUILDING, THE DISTRICT OFFICE 
OR ONLINE AT: https://www.cdaschools.org/domain/2968. 
 
 

REPORTING OF CRIMINAL OFFENSE 5275 
 

Any employee of the district who is arrested, charged, or indicted on any criminal offense, whether 
misdemeanor or felony, and regardless of the jurisdiction, is required to immediately report the 
same to their Supervisor, or designee.  The report must occur within twenty-four (24) hours of such 
arrest, charge, or indictment, unless the employee is unable to do so, in which instance, the 
employee must report the incident as soon as practicable. 
 
The employee is not required to report minor traffic infractions that are not classified as a 
misdemeanor or felony. 
 

https://www.cdaschools.org/domain/2968
https://www.cdaschools.org/domain/2968
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The employee is required to report to the Supervisor designee the final disposition of the criminal 
matter, whether the employee was acquitted, convicted of the charge, or entered into a plea 
agreement.  Such report must occur within one (1) Business day of an order being issued, unless the 
employee is unable to do so, in which instance, the employee must report the disposition as soon 
as practicable. 
 
Any employee who fails to report an arrest, charge, or indictment, or fails to report the final 
disposition thereof, may be subject to disciplinary action, up to and including dismissal. 
 
Depending on the nature of the criminal offense, the district may take action relative to the 
individual’s employment status, up to and including dismissal. 
 
If an employee has a protection order served against him or her, the employee shall follow the 
same reporting requirements as outlined above. 
 
Reporting of Criminal Offense 5275 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968 
 

PREVENTION OF DISEASE TRANSMISSION 5610  
 

In order to protect the rights of all individuals within School District 271 during the course of normal 
school-related activities, the District recognizes the need to adopt specific policies as they relate to 
faculty, staff and students.  This policy and the district procedures which accompany it are intended 
to reduce the potential for employee and student exposure to communicable diseases and/or 
blood-borne diseases while in performance of the daily duties and responsibilities, or while 
attending school.  It is the policy of the District to provide a reasonably safe work environment with 
the right of the District to make appropriate work assignments.   
 
This District will not require disclosure of a student, staff or faculty member’s communicable 
disease status. Any information, known to the District or its employees, regarding an individual’s 
communicable disease status will be confidential unless (1) the employee gives his/her prior 
approval for disclosure, or (2) such disclosure is required by law. 
 
As a general rule, no work restriction will be placed on an infected employee unless the employee 
has contracted, or is in danger of contracting or transmitting, a transmittable secondary disease. 
Any work restriction requested by or imposed on an employee as a consequence of his/her disease 
status must be initiated or approved by the employee’s physician, the employee's supervisor, and 
the District Superintendent. 
 
Any employee who violates any portion of this policy or who refuses to work with another 
employee or a student, who has a communicable disease, may be disciplined. Such disciplinary 
action may include suspension or dismissal. 
 
All District personnel shall be advised of routine procedures to follow in handling body fluids. These 
procedures shall provide simple and effective precautions against transmission of diseases to 
persons exposed to the blood or body fluids of another. These procedures shall be standard health 
and safety practices. No distinction shall be made between body fluids from individuals with a 
known disease or infection and from individuals without symptoms or with an undiagnosed disease. 

https://www.cdaschools.org/domain/2968
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Prevention of Disease Transmission 5610 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968 
 
 

PREVENTION OF DISEASE TRANSMISSION PROCEDURES 5610P 

 

For all practical intents and purposes, most personnel would be classified as having "reasonably 
anticipated" or "Good Samaritan" exposure potential, not "occupationally exposed."  Some 
personnel are trained first aid providers but are not required by job description to provide first aid 
nor does their job exist for the sole purpose of providing medical care.  However, trained personnel 
are expected to help out and assist in any emergency situation at any time. 
 
Medical records are considered confidential and may not be revealed without written permission.  
Disclosure of student personal information including medical records is governed by federal and 
state laws.  Confidential information cannot be disclosed to third parties without first securing the 
written consent of the parent, unless the exceptions set forth in the law are applicable. 
 
WORK PLACE CONTROLS: All district employees and volunteers will take all reasonable precautions 
to avoid direct contact with blood, blood products, or other infectious fluids.  Universal precautions 
and common sense will be observed and relied upon for exposure control.  Treat all blood as being 
infected. 
 
Whenever district employees or volunteers are required to assist ill or injured persons, the 
following procedures must be followed to minimize direct contact with blood or bodily fluids: 
 
1. Appropriate barrier precautions will be used when contact with blood or other bodily fluids is 

anticipated. Latex gloves will be worn whenever blood and body fluids, mucous membranes or 
non-intact skin must be touched. Gloves will also be worn when handling items or surfaces 
soiled with blood or body fluids. Gloves must be changed whenever a new person is handled. 

2. Hand and other skin surfaces will be washed with soap and water immediately and thoroughly 
whenever contaminated with blood or other body fluids. 

3. Extra precautions will be taken to prevent injuries caused by needles or other sharp instruments 
or devices while using public cleaning or disposing of these sharp objects. 

4. Soiled clothing, uniforms, and linen will be handled as little as possible so as to prevent 
microbial contamination of air and other persons. Contaminated clothing and cloth materials 
will be washed separately using hot water and detergent. Dry cleaning will also inactivate 
known pathogens. 

5. Surfaces that are contaminated with blood will be decontaminated with a 10:1 (ten to one) 
chlorine bleach solution, a seventy percent (70%) alcohol solution, or three percent (3%) 
hydrogen peroxide solution. Care should be taken to avoid contaminating the solution or the 
container of the solution. Sufficient contact time (three (3) to five (5) minutes) should be 
allowed to insure surfaces are adequately disinfected. 

 
School District 271 will comply with policies and procedures of the Idaho High School Activities 
Association regarding student athletics to prevent the spread of disease at school.  The District will 
also follow the most current Center of Disease Control's (CDC) "Universal Precautions for 
Prevention of Transmission of Human Immunodeficiency Virus, Hepatitis B Virus, and Other Blood 

https://www.cdaschools.org/domain/2968
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Borne Pathogens in Health-Care Settings." District Food Service will follow Panhandle Health 
Department guidelines. 
 
Whenever possible, reasonable accommodations will be made for students, staff or faculty who are 
positively diagnosed with infectious disease.  Decisions about an individual who is infected shall be 
made on a case-by-case basis, relying on the best available scientific evidence and medical advice.   
An individual infected with a blood-borne disease is also expected not to engage in any practices 
that would pose a threat of transmission of the virus to others. 
 
CLEAN UP/DISPOSAL: Procedures appropriate for preventing transmission of blood-borne infectious 
diseases should be rigorously observed.  Any material such as bandages, rags, blankets, pillows, 
clothing, etc. and personal protective equipment that contacts blood must be accumulated and 
placed in a bag for proper disposal.  Any used needles and/or sharps must be placed in a hard 
container labeled as "BIOHAZARD" for proper disposal at a local hospital or clinic prepared to 
handle these wastes. 
 
HEPATITIS VACCINATION: Although most employees are not "occupationally exposed," there is 
potential for exposure due to the mere nature of the job and the number of personnel and students 
in each building.  Employees who routinely work in higher risk situations should be vaccinated 
against Hepatitis B through their individual physicians. 
 
POST EXPOSURE: In the event an employee is exposed to possible infection, the following actions 
must be taken: 
1. Notify building principal or program director immediately. 
2. Select a physician of choice to take charge of the situation (i.e. documentation, blood testing, 

counseling, reporting, etc.) 
3. All follow-up actions shall remain confidential. 
4. The physician of choice must be given a copy of the Board's policy on blood- borne pathogens, 

this exposure control plan and the complete OSHA standard. 
 
TRAINING: Training will be given to personnel annually.  All training must be documented. Coeur 
d’Alene Public Schools will base its employment, promotion and tenure decisions on its current 
criteria of qualifications.  Every attempt will be made to ensure essential job functions are carried 
out in a manner that reasonably accommodates the infected individual and others. 
 
Prevention of Disease Transmission and Procedures 5610P in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.cdaschools.org/domain/2968
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WORKERS’ COMPENSATION 5460 
 

Workers’ Compensation Insurance provides medical benefits for expenses resulting from work 
related injuries; and provides income benefits in cases of extended absences from work as a result 
of injury on the job.  
 
The District is subject to the Idaho Workers’ Compensation Law. The District’s designated workers’ 
compensation insurance carrier is the Idaho State Insurance Fund. All employees and volunteers of 
the District; classified, full-time, part-time, or temporary; are covered by Workers’ Compensation 
benefits pursuant to and in accordance with the terms of the District Workers’ Compensation 
insurance policy 
 
Workers’ Compensation 5460 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 
 
 

WORKERS’ COMPENSATION PROCEDURES 5460P 
 

The following procedures apply to all industrial accidents: 
 

1. The injured employee shall immediately report the accident and injury to his or her immediate 
supervisor. 
 

2. The injured employee shall immediately obtain first aid or emergency medical care as necessary 
to stabilize their medical condition. This treatment shall, to the extent possible, be in accordance 
with the requirements of the District’s Workers’ Compensation insurance policy. 
 

3. The employee shall, if possible, immediately remediate the hazardous condition. If immediate 
remediation is not possible, the employee (or their supervisor) shall report the hazardous condition 
so it can be remediated as soon as possible. 
 

4. The employee shall complete the District’s Workers’ Compensation report of injury forms with 
the District’s Human Resources Department within forty-eight (48) hours of the date of the 
industrial accident (unless prohibited by the employee’s medical condition, in which case the forms 
shall be completed as soon as the employee’s medical condition reasonably allows). 
 

5. On behalf of the employee, the District’s Human Resources Department shall immediately report 
the injury and claim to the District’s Workers’ Compensation carrier to coordinate income, medical, 
and other benefits available to the employee under Idaho’s Workers’ Compensation Law. 
 

6. In the event the employee is unable to work, the District shall allow the employee to take 
available sick leave benefits until the date that Workers’ Compensation income benefits are made 
available to the employee under the District’s Workers’ Compensation insurance policy. 
 

https://www.cdaschools.org/domain/2968


  

21 

 

The District’s Human Resources Department shall notify the immediate supervisor of the 
accident/injury report, and shall consult with the immediate supervisor when completing the 
required reports. 
 

An employee who is injured in an industrial accident may be eligible for Workers’ Compensation 
benefits. Workers’ Compensation benefits include but may not be limited to medical, income, 
rehabilitation, temporary partial disability, permanent partial disability, and death benefits to family 
survivors. The scope of available benefits are described and defined by Idaho’s Workers’ 
Compensation Law, and this District Policy neither increases nor decreases the scope or availability 
of such benefits. 
 

Upon receipt of a report of an industrial accident, the District shall conduct an investigation to 
determine: 

1. Whether continuing hazardous conditions exist that require remediation; and  
2. Whether the employee’s work environment caused or contributed to the reported 

industrial accident. 
 

The employee is required to cooperate with the District’s Workers’ Compensation insurance carrier 
to coordinate and effectuate appropriate medical treatment and to secure other available Workers’ 
Compensation benefits, including but not limited to income benefits.  
 

Employees are entitled to receive Workers’ Compensation income benefits and leave/vacation pay 
simultaneously; however, total income shall not exceed one hundred percent (100%) of the 
employee’s normal pay. All time missed due to a work related injury is included in the calculation of 
the employee’s leave available under the American Family Medical Leave Act (FMLA). 
 

After the employee's leave is exhausted and the employee remains unable to return to work, the 
employee may request a Leave of Absence without pay or benefits. Otherwise, employment will be 
terminated. 
 

In all instances where an employee was unable to work as a result of an industrial injury, the 
employee must obtain a written work release from their treating licensed physician prior to 
returning to work. This release shall be provided to the employee’s immediate supervisor who will 
make a copy and provide the original to the Human Resources Department for placement in the 
employee’s personnel file. 
  
Workers’ Compensation Procedures 5460P in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 
 
Coeur d’Alene Public Schools provides a Safety Handbook for more details regarding employee 
reporting and safety procedures. 
 
 
 
 
 
 
 

https://www.cdaschools.org/domain/2968
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STAFF USE OF TECHNOLOGY 5330F 
 

On-campus use of technology and the Internet is part of the working environment.  Equipment 
users should take personal responsibility for behavior while online.  It is expected that School 
District 271 employees will conduct their on-campus technology and Internet activities under the 
following guidelines: 
 

 All use of school technical resources such as computers, cell phones, DVD players, and 
technology used to access the Internet must be in support of and consistent with the 
educational objectives of the school district. 

 Personal use such as personal e-mail, personal word processing, personal web surfing, should 
be limited and during non-working times.  

 Users will not plug in devices to the district network or equipment without permission. 

 Staff will protect the security of district resources by safe-guarding their user names and 
passwords and not sharing them with other staff or students. 

 Employing the Internet for commercial purposes is prohibited. District e-mail services may not 
be used for: a mass mailing not of District or educational business, messages which promote a 
political view or candidate, commercial activities not approved by appropriate supervisory 
District personnel (i.e., sale of personal items, etc.); personal financial gain; uses that violate 
other District policies; uses that are inconsistent with state or federal law. 

 Using the system for a forum for the expression of personal opinions is not permitted. 

 Transmitting any material in violation of a U.S. or state regulation or School Board policy is 
prohibited.  This includes, but is not limited to copyrighted material and threatening or obscene 
material. 

 Hate mail, harassment, discriminatory remarks and other antisocial behaviors are unacceptable 
in Internet communications.  Use of, perusal of, or dissemination of said materials is a serious 
abuse. 

 Any information accessible via the Internet should be assumed to be private property and 
subject to copyright laws unless otherwise clearly indicated. 

 Users have a responsibility to respect the privacy and property of other users.  Users should not 
intentionally seek information about, obtain copies of, or modify files, data or passwords of 
other users. 

 For their own safety, users should not reveal any personal information such as addresses or 
phone numbers on the Internet. 

 Users should not expect that files stored on school district servers will always be private.  School 
network administrators may review files and communications to maintain system integrity and 
to ensure that the network is being used responsibility. 

 Extreme care should be taken with student information and only applications and sites which 
comply with our Student Data Privacy and Security policy 3575 should be used. 

 E-mail uses are expected to be ethical and responsible in their use and to comply with state and 
federal laws. 

 Users must understand that communications created, received or backed-up on the system are 
public documents.  Nothing should be transmitted in an e-mail message that would be 
inappropriate in a letter or memorandum.  Although the district does not routinely monitor all 
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messages, it does have the authority, at any time, to inspect the contents of any district 
equipment, files, or mail on its system for any legitimate business, legal or disciplinary purpose. 

 E-mail related to a student is considered part of an educational record.  As long as an e-mail 
message or any attachment related to a student is maintained on a computer or server, it 
constitutes an educational record and is subject to FERPA (Family Educational Rights and Privacy 
Act) until it is permanently deleted. 

 Users are expected to delete files on a regular basis in an effort to keep storage manageable. 

 Users may not download unauthorized software. 

 Users should respect copyright and software license agreements. 

 Users may not bring their own Internet access (hot spot, USB modem or any other device) to 
avoid the district Internet filter. 

 Users agree to follow School Board policy. 
 
Users agree to follow School District Web Site Guidelines: 
 
District/school/department/classroom web sites must comply with guidelines for school district 
web sites in the areas of: 

 Quality of content 

 Student/staff safeguards 

 Web cam guidelines 

 Copyright laws, ownership, disclaimers 

 Technical and design standards with the following modifications: 
Each district/school/department/classroom homepage should contain: 

 a blanket copyright statement covering all subsidiary pages 

 a link to the district or school’s homepage 

 the name and e-mail address of the department/classroom web editor 

 the last date of modification clearly displayed 
 
Violation of Technology/Internet Responsibilities: 

 Failure to follow appropriate practices may result in disciplinary action.  Any violation of 
procedures will subject the user to discipline, which may result in revocation of e-mail service 
privileges, up to and including termination of employment, referral to law enforcement 
agencies, or other legal action. 

 Serious abuses may result in dismissal. 
 
Staff Use of Technology 5330F in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 
 

 
 
 
 
 
 
 
 

https://www.cdaschools.org/domain/2968
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COPYRIGHT 2150 

 
It is the intent of Coeur d'Alene Public Schools, its Board of Trustees, staff and students, to adhere 
to the provisions of the Copyright Law of 1976, related amendments, and guidelines.  
Employees and students are to adhere to all provisions of Title 17 of the United States Code, 
entitled “Copyrights,” and other relative federal legislation and guidelines related to the 
duplication, retention, and use of copyrighted materials.  
 
Copyright materials, whether print or non-print, will not be reproduced by administrators, 
employees, or students unless such reproduction is allowed by copyright laws, the “fair use” 
standards, license or contractual agreements, or written permission has been received from the 
copyright holder.  
 
The District does not sanction illegal use or duplication in any form. Unlawful copies of copyrighted 
materials may not be produced or used on District-owned equipment, within District-owned 
facilities, or at District-sponsored functions. The legal and insurance protection of the district will 
not be extended to employees who unlawfully copy and use copyrighted materials. Employees who 
knowingly and/or willingly violate the District’s copyright policies do so at their own risk and may be 
required to remunerate the District in the event of a loss due to litigation.  
 
Copyright Policy 2150 and Procedures (2150P) in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 
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DIRECT DEPOSIT OF PAYCHECKS 
 

We encourage all employees to sign up for direct deposit of their paycheck.  Sign-up forms are 
available at each site from the secretary, or the District Office.   If you choose to enroll, please fill 
out the form and attach a voided check.  You will need to make sure your bank has direct deposit 
capabilities.  If you have any questions concerning your bank number or account number, contact 
your bank for assistance.  Direct deposit forms must be turned into the payroll department no later 
than the 1st of the month you are to start direct deposit.   Direct deposit into your bank account 
means 100% of your net check goes to the bank.  You will be provided with a deposit advice 
statement each month.  We also encourage you to view and print that information from Skyward 
Employee Access.   
 

If you participate in direct deposit and change banks or account numbers you will need to send in a 
new direct deposit form with the new account numbers and attach a blank check marked "void" 
from the new account. Direct deposit will resume the payday following the change.  Once you are 
enrolled, direct deposit will continue until you cancel it. 

 
SKYWARD EMPLOYEE ACCESS 
 

Employees will access payroll and time off information via Skyward Employee Access. An online 
resource that allows employees to view payroll history, estimate checks, print W2’s or check stubs, 
add and view time off and more.  A username and password is required to access this site.  New 
employees are usually set up within a week of hire and should reach out to the building Office 
Manager for login assistance or help obtaining your username and password.     

 

TIMESHEETS/ELECTRONIC TIME 
 

Timesheets and/or electronic time keeping are required for all hourly employees and need to be 
filled out correctly by the employee.  Timesheets need to be used to report all types of time 
worked, including overtime, comp-time, and all leaves taken.  Please follow the districts payroll 
schedules when completing your timesheet.  Timesheets must arrive on time or your check could 
be delayed as law permits.   
 

Timesheets should NEVER have estimated time on them.  Your timesheet should be filled out daily.  
Payroll will not accept early timesheets with time reported after the date received.  Any type of 
emergency could change your "estimated" time and this constitutes fraudulent reporting.  All 
timesheets/changes are the employee's responsibility.  Timesheets will be verified by the 
employee’s immediate supervisor and must have employee and supervisor's signature/electronic 
approval. 
 

Falsification of timesheets is prohibited and may be grounds for disciplinary action, up to and 
including termination.  
 

TIME SHEETS CAN BE OBTAINED AT ANY BUILDING, THE DISTRICT PAYROLL DEPT OR ONLINE AT: 
https://www.cdaschools.org/Page/8121. 

 

https://www.cdaschools.org/Page/8121
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COMPENSATORY TIME & OVERTIME FOR CLASSIFED EMPLOYEES 5810 
 

No overtime is authorized for any classified employee without the specific prior approval of his or 
her immediate supervisor. 
 

Classified employees who work more than forty (40) hours in a given work week will have the 
choice of receiving: 
1. Comp time at the rate of one and one-half (1½) hours for each hour worked over forty (40) hours 
(the agreement to allow comp time must be entered into before the work is performed); or 
2. Overtime pay for the additional hours worked over forty (40) hours a week at a rate of one and 
one-half (1½) times the normal hourly rate. 
 

The maximum compensatory time which may be accrued by any affected employee shall be 90 
hours, accrued by working 60 hours of overtime. Overtime pay is computed on a seven (7) day time 
period. The time period begins at 12:00 AM on Saturday morning and ends at 12:00 AM the 
following Saturday morning. 
 

An employee who has worked more hours than is allocated to that position, but less than forty 
(40) hours a week will be allowed to take the extra-duty hours as “comp time” at the rate of one 
hour for each extra-duty hour. Documentation will be maintained by the employee and given to the 
payroll clerk verifying the additional hours worked. 
 

In June payroll, all remaining comp time will be paid (in full) to the employee from the appropriate 
building/department budget. 
 

A classified employee may not volunteer work time in an assignment similar to his or her regular 
work without pay, and a non-exempt employee who works overtime without authorization maybe 
subject to disciplinary action. 
 

Employees covered by collective bargaining as well as salaried administrative personnel are exempt 
from this policy. 
 
This District will follow all requirements set forth in the Fair Labor Standards Act. Compensatory 
Time and Overtime for Classified Employees 5810 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968 
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MEDICAL, DENTAL, VISION AND LIFE INSURANCE 

Group medical, dental, vision, and life insurance plans are offered to all benefited staff members.  
To be considered eligible for benefits, an employee must customarily work or be projected to work 
20 or more hours per week and at least 5 consecutive months per fiscal year.  Substitutes and 
employees working in positions which are temporary in nature or less then 5 months in duration 
are not eligible for benefits even if they are working in excess of 20 hours per week.   

Coeur d’Alene Public Schools contributes sums for the benefit of its employees for health/dental 
/vision insurance based upon the plan(s) underwriter(s) premium structure.  The District’s 
contributions may vary from year to year but they have traditionally offered a contribution for 
single/individual coverage plan or family coverage plan.  Employees working in a position at a 
reduced FTE may have their district contribution prorated accordingly. 

Employees are eligible to enroll upon hire into a benefited position.  Insurance for new employees 
will be effective the first of the month following the first month of which they work the major 
portion.  Changes to benefit elections can be made during the annual open enrollment period from 
August 1 – August 10.  Open enrollment changes are effective September 1st of each year.  Outside 
of open enrollment, dependents can only be added to a members plan if they have an involuntary 
loss of other coverage, adoption or new baby, or marital status change.  Check with the Human 
Resource Department immediately after one of these life events occurs as strict deadlines apply.   
Dependents may be dropped from the employees plan during the year upon the completion of new 
enrollment in the benefits online portal.  Changes received after the 15th of the month may be 
subject to a double premium payment effective the following month. 

Detailed benefit information is on our website:  http://www.cdaschools.org/Page/2115 or our 
online benefits portal; https://www.employeenavigator.com/benefits/Account/Login 

Our current carriers are as follows.  Please contact them at the following numbers to inquire about 
claims issues, ordering new cards, verify coverage, etc. 

MEDICAL  
Blue Cross of Idaho 800-627-1188

DENTAL 
Blue Cross of Idaho 800-627-1188
Willamette Dental   855-433-6825
Northwest Dental Benefits 208-772-4066

VISION INSURANCE 
United Heritage 800-877-7195

LIFE INSURANCE 
United Heritage 800-255-4931

Employee Assistance Program (EAP) 
ComPsych  
(Online: guidanceresources.com Company Web ID: EAP4UH

866-511-3361

http://www.cdaschools.org/Page/2115
https://www.employeenavigator.com/benefits/Account/Login
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COBRA 
 

Coeur d’Alene Public Schools benefit program complies with the federal COBRA law, which requires 
that companies continue health coverage under certain circumstances explained in this notice.  If 
you have health coverage under our benefit plan, and if that coverage ends for a reason listed 
below, you may be able to continue your health coverage for a certain period of time.  It is 
important that you, your covered spouse, and any covered children over the age of 26 read this 
notice carefully as it outlines both your rights and your responsibilities under the law. 
 
 What is a qualifying event? 
 
A qualifying event is an event that causes you or your 
dependents to lose health benefits.  The law defines 
qualifying events as: 
Termination of employment (voluntary or involuntary 
except for gross misconduct) 
Reduction in work hours 
Death of employee 
Divorce or legal separation 
Medicare entitlement of the employee 
A child no longer satisfying the eligibility requirement of a 
plan (for example a child no longer qualifying as a 
dependent because of age or student status) 
 
When Does Continued Coverage Apply? 
 
If you are an employee or dependent of an employee you 
may elect up to 18 months of continued health coverage if 
you lose coverage due to the employee’s:  
 
Termination of employment (voluntary or involuntary 
except for gross misconduct) 
Reduction in work hours to less than the minimum needed 
to remain covered by the plan 
 
If you are an employee’s spouse or dependent child and 
already enrolled in Cobra, you may elect up to 36 months 
of continued health coverage if you lose coverage due to: 
 
Death of the employee, or 
Divorce or legal separation, or 
Medicare entitlement of the employee. 
 
If you are a dependent child, you may elect up to 36 
months of continued health coverage if you lose coverage 
due to: 
 
No longer satisfying the dependent eligibility requirements 
of a plan. 
What Coverage is Continued? 
 
COBRA continuation rights apply only to health coverage 
as defined by the law (typically medical, dental and vision).  
Other coverage provided by your employee benefit plan 
are not included in these continuation rights. 
 

Your continued health coverage will be the same as the 
health coverage provided for similarly situated employees 
or dependents that have not had a Qualifying Event.  Any 
future plan or rate changes affecting the benefit plans for 
current employees will affect your continued coverage as 
well. 
 
Continuation is available only for coverage that you or 
your dependent, were enrolled in at the time of the 
Qualifying Event.  However, you may enroll your new 
dependents acquired while you are covered under COBRA 
in the same manner as similarly situated employees.  A 
child born to, or placed under adoption with, an employee 
covered under COBRA is considered a qualified 
beneficiary, provided the child is enrolled under COBRA, 
and may have additional COBRA extension rights.  The 
covered employee or family member must notify the plan 
administrator (Blue Cross) within 30 days of the birth or 
adoption, in order to enroll the child on COBRA. 
 
How Long Can Coverage Continue? 
 
There are three potential durations of COBRA coverage, 
depending on the type of qualifying event. 
 
18 Months:  Termination of the employee’s employment 
or a reduction in the employee’s work hours 
36 Months:  Death of the employee, divorce or legal 
separation of the employee, losing dependent status, or 
Medicare entitlement of the employee.  In addition, if you 
become entitled to Medicare, and within 18 months, 
experience a termination of employment or reduction in 
hours resulting in a loss of coverage, your covered 
dependents may elect to continue coverage for the period 
ending 36 months after the date you became entitled to 
Medicare. 
 
Extension Beyond 18 Months:  There are three additional 
circumstances when you can potentially continue COBRA 
beyond 18 months.   
 
If you or your dependents have a subsequent qualifying 
event during the initial 18 months of continuation 
coverage, dependents of the original employee may  
continue coverage for up to 36 months total, from the 
date of the initial qualifying event. 
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If you or any family member are determined to have been 
disabled (for Social Security disability purposes) on the 
date of the original qualifying event (termination of 
employment or reduction of hours) or within the for 60 
days of COBRA coverage, all qualified beneficiaries may 
extend COBRA coverage for up to 29 months total, from 
the date of the qualifying event.  Non-disabled family 
members on COBRA coverage may also be eligible for this 
extension.  To receive such an extension, you must notify 
the plan administrator of your disability determination 
before the end of the initial 18-month period and within 
60 days of the Social Security determination date.  If Social 
Security makes a determination of disability prior to the 
date of the qualifying event, then you must notify the plan 
administrator within 60 days of the date of the qualifying 
event. 
 
When Does Coverage End? 
 
COBRA coverage can be terminated before the maximum 
coverage period expires.  Continuation coverage will 
terminate on the earliest of the following dates.  In no 
event can coverage continue beyond the 36 months from 
the original qualifying event date. 
 
When no health coverage is provided by your employer for 
any employees; or when premium payment for your                                            
continued coverage is not make on time; or 
After electing COBRA coverage, when you become covered 
under another group health plan.  Exceptions to this rule 
include if the new group plan contains any exclusion or 
limitation with respect to any pre-existing condition that 
applies to you; or 
After electing COBRA coverage, when you first become 
entitled to Medicare; or 
 
After electing COBRA coverage, the date you or your 
dependent is no longer disabled if you have extended 
coverage for up to 29 months due to your disability and 
Social Security has made a final determination that you or 
your dependent is no longer disabled.  (You must notify 
the plan administrator within 30 days of this Social 
Security determination).  
 

What Does it Cost?   
You are required to pay the entire cost of your continued 
health coverage premium to the Provider plus a 2% 
administration fee.  (The cost of coverage during the 19th 
through the 29th month extension period for individuals 
under the Social Security disability extension may be up to 
150% of the total cost.) 
 
You have 45 days from the day you elect COBRA to pay all 
current and retroactive premiums back to the day you lost 
coverage.  Thereafter, you have a grace period of 30 days 
for regularly scheduled premium payments.   
 
What Do You Have to Do? 
 
In the event of a divorce, legal separation or dependent 
child who is no longer eligible as a dependent, you or a 
family member must formally advise your employer of the 
qualifying event.  This notification must be received by 
your employer within 60 days of the date of the qualifying 
event or loss of coverage, whichever is later.  No 
exceptions can be made. 
 
In the event of a termination of employment, reduction of 
hours or death, The Murray Group will notify you of your 
rights to COBRA coverage and guidelines for electing 
coverage.   
 
If you decide to elect continued coverage, you must return 
your election form to The Murray Group within 60 days 
from the later of: 
 
The date your coverage would terminate due to the 
qualifying event; or the date on which you receive 
notification. 
 
You then have 45 days to pay all current and retroactive 
premiums.  Your coverage will be retroactively reinstated 
once the premium(s) and all required re-enrollment forms 
are received. 
 
Please contact The Murray Group at 208-765-2620 or the 
Human Resources Department of the Coeur d’Alene Public 
Schools with any questions regarding this information. 
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Coeur d’Alene Public Schools - NOTICE OF PRIVACY PRACTICES 

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE USED AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS INFORMATION. 
 

PLEASE REVIEW IT CAREFULLY. THE PRIVACY OF YOUR MEDICAL INFORMATION IS IMPORTANT TO US. 

 

Our legal duty 
We are required by applicable federal and state laws to maintain the 
privacy of your protected health information.  We are also required to 
give you this notice about our privacy practices, our legal duties, and your 
rights concerning your protected health information.  We must follow the 
privacy practices that are described in this notice while it is in effect.  This 
notice takes effect April 14, 2004, and will remain in effect until we 
replace it.  
 
We reserve the right to change our privacy practices and the terms of this 
notice at any time, provided that such changes are permitted by 

applicable law.  We reserve the right to make the changes in our privacy 
practices and the new terms of our notice effective for all protected 
health information that we maintain, including the medical information 
we created or received before we made the changes.   
 
You may request a copy of our notice (or any subsequent revised notice) 
at any time.  For more information about our privacy practices, or for 
additional copies of this notice, please contact us using the information 
listed at the end of this notice.   

 

Uses and Disclosures of Protected Health Information 
 

We will use and disclose your protected health information bout you for 
treatment, payment, and health care operation. 
 

Following are examples of the types of uses and disclosures of your 
protected health care information that may occur.  These examples are 
not meant to be exhaustive, but to describe the types of uses and 
disclosures that may be made by our office. 
 

Payment:  We may use and disclose your medical information to pay 
claims from doctors, hospitals, and other providers for services delivered 
to you that are covered by your health plan, to determine your eligibility 
for benefits, to coordinate benefits, to examine medical necessity, to 
obtain premiums, to issue explanations of benefits to the person who 
subscribes to the health plan in which you participate, and the like. 
 

Health Care Operations:  We may use and disclose your medical 
information to rate our risk, to conduct quality assessment and 
improvement activities, to credential providers, to engage in care 
coordination or case management, to manage our business, and the like. 
 

We will share your protected health information with third party business 
associates that perform various activities (e.g., billing, transcription 
services) for the School District.  Whenever an arrangement between our 
office and a business associate involves the use of disclosure of your 
protected health information, we will have a written contract that 
contains terms that will protect the privacy of your protected health 
information.   
 

Uses and Disclosures Based On Your Written Authorizations:  Other uses 
and disclosures of your protected health information will be made only 
with your authorization, unless otherwise permitted or required by law as 
described below.   
 

You may give us written authorization to use your protected health 
information or to disclose it to anyone for any purpose.  If you give us an 
authorization, you may revoke it in writing at any time. Your revocation 
will not affect any use or disclosure permitted by your authorization while 
it was in effect.  With out your written authorization, we will not disclose 
your health care information except as described in this notice. 
 

Coeur d’Alene Public Schools Personnel:  We may disclose your medical 
information to School District Personnel to permit them to perform 
administration functions relating to your Flexible Spending Account.  In 
addition, we may use or disclose your health information to assist you, or 
advocate for you, in getting health claims paid.  
 

Others Involved in Your Health Care:  Unless you object, we may disclose 
to a member of your family, a relative, a close friend or any other person 
you identify, your protected health information that directly relates to 
that person’s involvement in your healthcare.  If you are unable to agree  
 

or object to such a disclosure, we may disclose such information as 
necessary if we determine that it is in your best interest based on our 
professional judgment.  We may use or disclose protected health 
information to notify or assist in notifying a family member, personal 
representative or any other person that is responsible for your care of 
your location, general condition or death. 
 

Public Health and Safety:  We may disclose your protected health 
information to the extent necessary to avert a serious and imminent 
threat to your health or safety, or the health or safety of others.  We may 
disclose your protected health information to a government agency 
authorized to oversee the health care system or government programs or 
its contractors and to public health authorities for public health purposes.  
 

Health Oversight:  We may disclose protected health information to a 
health oversight agency for activities authorized by law, such as audits, 
investigations and inspections.  Oversight agencies seeking this 
information include government agencies that oversee the health care 
system, government benefits programs, other government regulatory 
programs and civil rights laws. 
 

Abuse or Neglect:  We may disclose your protected health information to 
a public health authority that is authorized by law to receive reports of 
child abuse or neglect.  In addition, we may disclose your protected 
healthy information if we believe that you have been a victim of abuse, 
neglect or domestic violence to the governmental entity or agency 
authorize to receive such information.  In this case, the disclosure will be 
made consistent with the requirements of applicable federal and state 
law.     
 

Criminal Activity:  Consistent with applicable federal and state laws, we 
may disclose your protected health information, if we believe that that 
use or disclosure is necessary to prevent or lessen a serious and imminent 
threat to the health or safety of a person or the public.  We may also 
disclose protected health information if it is necessary for law 
enforcement authorities to identify or apprehend an individual. 
 

Required by Law:  We may use or disclose your protected health 
information when we are required to do so by law.  For example, we 
must disclose your protected health information to the U.S. Department 
of Health and Human Services upon request for purposes of determining 
whether we are in compliance with federal privacy laws.  We may 
disclose your protected health information when authorized by workers’ 
compensation or similar laws. 
 
Process and Proceedings:  We may disclose your protected health 
information in response to a court or administrative order, subpoena, 
discovery request or other lawful process, under certain circumstances.  
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EMPLOYEE ASSISTANCE PROGRAM 
 

Personal issues, planning for life events or simply managing daily life can affect your work, health 
and family.  Your EAP benefit provides support, resources and information for personal and work-
life issues. This benefit is company-sponsored, confidential and provided at no cost to you and your 
dependents. 
 
For benefited staff: Receive up to four face to face counseling visits for you and each member of 
your household.  

UPRISEHEALTH  1-866-750-1327      
Web site: members.uprisehealth.com  (Code: LIFEMAP) 

 
All services are provided confidentially.  The district does not receive information regarding 
individual’s personal usage of this program.   

 

 

FLEXIBLE SPENDING ACCOUNT (FSA) 
 

Employees can elect to have some of their upcoming pay contributed to the Cafeteria Plan.  We 
currently offer Health Care Reimbursement and Dependent Care Assistance Accounts.  Our plan 
year runs from September 1 through August 31 of each year. 
 
HEALTH CARE REIMBURSEMENT:  enables you to pay for expenses which are not covered by our 
insured medical plan or privately held insurance policies and save taxes at the same time.  The 
account allows you to be reimbursed by the plan for out-of-pocket medical, dental, vision, 
deductibles, co-payments and coinsurance expenses incurred by you and your dependents.  A list of 
covered expenses is available from the Administrator on their website at www.peakoneadmin.com 
or by calling 866-315-1777.  For a full list of qualified expenses allowed by the IRS, see IRS 
Publication 502.1. In 2023/2024 SY, you may roll over up to $610 in unused funds to the next year 
for the Health Care account.  
 
The maximum contribution is $3050 per calendar year for eligible health-related expenses 
(expenses not reimbursed by health, dental or vision insurance). 
 
DEPENDENT CARE ASSISTANCE:  enables you to pay for out-of-pocket, work-related dependent day-
care cost with pre-tax dollars. The dependent care account allows you to save money on the cost of 
your child care or care for a dependent adult. If you claim tax credit for dependent care expenses 
on your tax return at year end, using the flexible spending account may save you money. 
 
The contribution limit is $5,000 per calendar year.  
 
Please contact our Plan Administrator, PeakOne Administration for additional information and details on any of these plans at 
www.peakoneadmin.com or by calling 866-315-1777. 

 

 

 

http://www.peakoneadmin.com/
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RETIREMENT (PERSI – Public Employee Retirement System of Idaho) 
 

The PERSI Base Plan provides a pension benefit to career public employees. The longer you work for 
a PERSI employer, the greater your retirement benefit will be. Although you may not remain a 
public employee your entire career, if you work for a PERSI employer and earn 60-months of service 
credit you will be vested and receive a lifetime benefit at retirement. The 60-month vesting period 
(5 months for elected and some appointed officials) does not have to be with the same PERSI 
employer. So unless you leave public employment altogether, changing jobs will not necessarily 
affect your PERSI membership.  You become a PERSI member when you go to work in an eligible 
position with a PERSI employer. Enrollment in the PERSI Base Plan is automatic. Both you and your 
employer make contributions to PERSI. Your contributions are credited to your personal account, 
while employer contributions are pooled in a trust fund to cover benefits. The actual value of your 
benefit exceeds your contributions. When you retire, PERSI will pay you every month for as long as 
you live — and if you select a retirement option with survivor benefits, your Contingent Annuitant 
will receive a benefit for life after your death. Within the first 3 to 5 years of retirement most 
members have already received all the money they contributed while working.  
 
If you leave PERSI-covered employment, you may withdraw your Base Plan money, plus any interest 
earned — although tax penalties and withholdings may apply, or you may roll over your money and 
interest to an Individual Retirement Account (IRA) or other qualified retirement plan. If you leave a 
PERSI employer, but keep your Base Plan money in PERSI and later work for another PERSI-covered 
employer, you retain the service credit earned in your previous job. All service credit you earn while 
working for a PERSI employer is automatically combined into a single account for you. 
 
PERSI CHOICE PLAN 401(k) 
The Choice Plan 401(k) is a defined contribution savings option for active members. It allows you to 
contribute a portion of your salary on a tax-deferred basis via payroll deduction. This means your 
contributions come out of your paycheck before income taxes, thereby reducing the 
amount of taxes you pay during the year. The Choice Plan has a loan provision where a member 
may take a loan for any reason as long as they have $2000 or more in their account, excluding 
gain sharing. The Choice Plan has several investment options. One of the most popular is the PERSI 
Total Return Fund (TRF), which mirrors the Base Plan investments. The TRF is the default 
investment fund.  Contributions are automatically invested in TRF unless the participant elects to do 
otherwise.  There is a small monthly administration fee for all investment options.  Unlike the Base 
Plan, you manage your Choice Plan funds. In most cases, you may change deferral amounts and 
investments at any time. The plan restricts a participant from making more than two transfers 
between the international funds within a 90-calendar-day period. PERSI manages the recordkeeping 
fees for active members. 
 
To learn more about PERSI, or for more detailed information about your retirement options and 
benefits, visit the PERSI Web site at www.persi.idaho.gov. You may also contact the PERSI 
Answer Center at (800) 451-8228. 
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CLASSIFIED PERSONAL LEAVE 5423 (certified staff, see negotiated agreement) 
Each benefited classified employee shall be allowed two (2) days of personal leave per school year.  
The employee shall notify the supervisor/director of the need to use the day in advance when 
possible but shall not be required to put the request in writing or to state the reason for the request 
unless: 

 
 An employee needs to use personal leave before or after a school break of any kind (holiday, 

vacation, non-paid day, etc.).  In such case, the reason must be stated in written form, 
approved by the supervisor/director, and is subject to final approval by the Superintendent of 
Schools. 

 
Personal leave shall be defined as time needed to conduct transactions that shall not include any 
activity that: 

 
a. is illegal, immoral, or unethical, and/or 
b. provides the employee with monetary compensation for work performed on the personal 

leave day from an employer other than the school district. 
 

Approved personal leave shall be reimbursed with full pay and benefits.  Personal leave is 
accumulated up to a maximum of five (5) days.   
 
Personal leave days are reported on the absence sheet as personal leave, which will not be 
deducted from the employee’s personal illness leave or vacation leave (if so entitled). 
 
Personal leave days will be awarded prior to the start of each school year to classified employees 
who are benefited.   
 
Upon approval of the Superintendent, three (3) additional days of emergency personal leave may 
be granted upon written request from the employee. 
 
Classified Personal Leave 5423 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 

 

JURY DUTY 5412 
 

Serving on a jury is a fundamental responsibility of citizenship, and Coeur d’Alene Public Schools 
supports this important role in our society. Upon receipt of the initial official notification, an 
employee selected for jury duty must submit a copy of such notice to the immediate supervisor and 
to the District office as soon as possible so that appropriate substitute needs can be met. If the 
absence would pose a significant hardship for the School District, the employee may be asked to 
request a postponement of jury duty from the court.  
 
Upon being excused from jury service during any day, an employee shall return to complete his or 
her assignment for the remainder of the regular work day.  
 

All employees serving on jury duty during their normal work time, will receive paid leave from the 
District for up to ten (10) work days. 
 
Jury Duty 5412 in its entirety may be found online via https://www.cdaschools.org/domain/2968. 

https://www.cdaschools.org/domain/2968
https://www.cdaschools.org/domain/2968
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BEREAVEMENT LEAVE 5403 
 

Up to ten (10) days Bereavement Leave will be granted for each occurrence of death in the 
employee’s immediate family. Immediate family is defined as spouse, child, step child, or a resident 
of similar relationship living in the same household. If a bereaved employee requests to the 
Supervisor to allow colleagues the opportunity to donate personal and/or incentive days to extend 
the paid leave, the District Human Resources Department will send out an email to certificated staff 
asking for donations of personal and/or incentive leave up to a maximum of ten (10) additional 
days. 

Up to five (5) days Bereavement Leave will be granted for each occurrence of death of an 
employee’s other family member to be defined as parent, sibling, uncle, aunt, niece, nephew, 
grandparent, grandchild, the same individual related by law, or a resident of similar relationship 
living in the same household.  

Bereavement leave must be used within ten (10) days of a death within the family, except in special 
circumstances with prior written authorization by the Superintendent or designee.  

Up to one (1) day Bereavement Leave will be granted for each occurrence of death of a personal 
friend or other relative not listed above. 

Bereavement Leave 5403 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968 
 

PERSONAL SICK LEAVE 5405 
 

The board, or its designee, may require medical verification from a licensed Physician for proof of 
illness and/or sickness for duty certification.  
 
Unused sick leave will be accumulated from year to year as provided in the negotiated agreement, 
as long as an employee remains continually in the service of this school district. 
 
All benefited employees of this district will be entitled to sick leave with full pay of one (1) day for 
each month of service, a major portion thereof as projected for the employment year. In no event 
will the board provide compensation for unused sick leave except as provided by Idaho Code, for 
retirement purposes. 
 
If a new employee has been employed by another Idaho School District, that individual’s 
accumulated sick leave will be credited up to the maximum as provided in the negotiated 
agreement and Idaho Code. 
 
Salary deductions shall be made for sick leave used in excess of that granted by this policy.  For all 
employees, daily salary deductions shall be based on dividing the annual salary by the number of 
days required to be on duty during the school year. 

In no event will the Board provide compensation for unused sick leave except as provided by Idaho 
Code for retirement purposes. 

https://www.cdaschools.org/domain/2968
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FAMILY ILLNESS: Each employee will be allowed to use personal illness for immediate family illness 
to include spouse, children, siblings, parents, grandparents, grandchildren, in-laws, same members 
of the spouse’s family, and dependents residing in the household.  Medical verification of the family 
member’s illness may be required to be provided to the District. 
 
Personal Sick Leave 5405 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 
 
 

CLASSIFIED SICK LEAVE BANK 5425 (certified staff -see negotiated agreement) 
 

The Board of Trustees hereby establishes a District Sick Leave Bank governed by and subject to the 
following philosophy and regulations. 
 

A. Purpose:  The purpose of the sick leave bank shall be to provide classified employees who 
qualify by membership in the bank with additional sick leave days needed to recover from a 
temporary illness. The bank shall not be used as a reserve for time lost due to short term 
illness which would normally be covered by the employee's accumulated sick leave; nor for a 
normal delivery recovery period of six (6) weeks; nor for time lost due to illness in the family, 
bereavement, or for any purpose other than the employee’s personal illness. 

 
B. Administration:  The Sick Leave Bank shall be administered by the Classified Sick leave 

Council, which shall be comprised of four (4) classified employees appointed by the Classified 
Advisory Council and one (1) administrator appointed by the Superintendent.  The Sick leave 
Bank shall be chaired by (1) of the (4) appointed classified employees. 

 
C. Eligibility for Membership:  Membership in the Sick Leave Bank shall be extended to any 

benefited (must work 20 or more hours per week) classified employee of the School District 
who has accumulated one (1) day of personal sick leave as defined by Idaho Code 33-1216 
and 33-1217.  Any employee under the care of a physician or medical practitioner for medical 
reasons prior to October 1, 1991 is not eligible to join the Sick Leave Bank. 

 
D. Membership:  After one (1) continuous school year of employment in School District No. 271, 

classified employees who donate (1) day of accumulated personal sick leave to the Sick Leave 
bank prior to October 1 of any year shall be members of the Bank and eligible for its services. 

 
E. Waiting Period:  The Sick Leave Bank will not approve requests for any pre-existing condition 

within a 12 month period after member's enrollment date.  A pre-existing condition is defined 
as a condition that, prior to a member's enrollment, required the care of a physician or 
medical practitioner. 

 
F. Donation: Donations to the Sick Leave Bank shall be governed to the following regulations: 

 
1. A classified employee donating one (1) day of accumulated personal sick leave shall be 

a current member and shall continue as a current member until a special assessment is 
called for; and 

2. Days donated to the Sick Leave Bank shall be non-returnable to the donor as 
accumulated personal sick leave in the event of loss of Bank membership or separation 
or transfer from the District. 

 
G. Maximum Capacity: The Sick Leave Bank shall accumulate unused Bank days from year to 

year to a maximum capacity which shall not exceed double the number of current classified 
members as defined in the above Section C, Eligibility for 7. If the employee's request is 
approved, immediate transfer of the approved number of days from the Sick Leave Bank to 
the employee shall be made. 

 

https://www.cdaschools.org/domain/2968
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H. Special Assessment: If, at any time during a school year, the Sick Leave Bank's accumulated 
unused days drops to one-half (1/2) the bank's current membership, the Classified Sick Leave 
Council will notify the District that a special assessment of one (1) day per current member 
needs to be made.  The District will distribute and collect donation forms which, shall then be 
transmitted to the Council. The Council will give a list of donors to the District's Human 
Resource office so they can deduct one sick leave day from each donor's personal account.  
Any current member not donating a day under the special assessment shall be removed from 
membership in the Sick Leave Bank.  Current members who have no accumulated personal 
sick leave days at the time of the special assessment shall continue as current members 
without penalty.  However, as soon as the member accumulates one sick leave day, it shall be 
donated to the Bank.  

I. Maximum Withdrawal: The maximum number of days that shall be available for withdrawal 
for any one employee's use in any one year shall not exceed a quarter (1/4) of the Sick Leave 
Bank's days available at time of request. 

 
J. Classified Employee Use of Sick Leave Bank: Members of the Sick Leave Bank shall conform to 

the following regulations when requesting use of Bank days: 
 

1. The District's Human Resource office will verify that the employee has used all of their 
personal illness days and all but two (2) of their other accumulated leaves, making the 
employee eligible to apply for use of Sick Leave Bank days; 

 
2. The classified employee, or the employee's supervisor when the employee is physically 

incapable, shall secure written proof of illness from a licensed physician adequate to 
protect the District against malingering and false claims of illness as provided by Idaho 
Code 33-1216 and 33-1218; 

 
3. The classified employee, or the employee's supervisor when the employee is physically 

incapable, shall request in writing for the use of Sick Leave Bank days accompanied by 
#2 above indicating with each request the number of days desired; 

 
4. The classified employee's supervisor shall forward the above numbers 2 & 3 statements 

with a personal recommendation for approval or disapproval to the District Human 
Resource Department in writing within three (3) days of receipt of items number 2 and 
3 above.   

 
5. The Classified Sick Leave Council shall give full consideration to the classified 

employee's supervisor's recommendation and to the accompanying statements and 
shall make a final approval or disapproval of the request in full or in part in writing to 
the employee within approximately six (6) working days of receipt of items number 1 - 
4 above; and 

 
6. If the classified employee's request is approved, the District Human Resource 

Department shall submit in writing the approved number of days to the District Payroll 
department for action. 

 
Classified Sick Leave Bank 5425 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 

 
Contact the Benefits Specialist in the HR Department for further assistance and instruction. 

 
 
 
 
 
 
 
 

https://www.cdaschools.org/domain/2968
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FMLA (Family Medical Leave Act) 5410 
 

In accordance with the provisions of the Family Medical Leave Act (FMLA) of 1993, a leave of 
absence of up to twelve (12) weeks during a twelve-(12)-month period may be granted to an 
eligible employee for the following reasons:  
 
1. The birth of a child; 
2. The placement of a child for adoption or foster care with the employee; 
3. A serious health condition that makes the employee unable to perform the functions of the job; 
4. To care for the employee's spouse, child, or parent with a serious health condition; or 
5. For any qualifying exigency arising out of the fact that a spouse, son, daughter, or parent of the 
employee is on active duty status, or has been notified of an impending call to active duty status, in 
the Armed Forces. 
 
An employee is eligible to take FMLA leave if the employee has been employed for at least twelve 
(12) months, and has worked at least 1,250 hours during the twelve (12) months immediately prior 
to the date when the leave is requested. Further, an employee may only be eligible if there have 
been at least fifty (50) District employees within a seventy-five (75) mile radius. 
 
An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered service 
member who is recovering from a serious illness or injury sustained in the line of duty on active 
duty is entitled to up to twenty-six (26) weeks of leave in a single twelve (12) month period to care 
for the service members. 
 
Employees will be required to use appropriate paid leave while on FMLA Leave. Workers 
Compensation absences will be designated FMLA Leave. The Board has determined that the twelve-
(12)-month period during which an employee may take FMLA leave is twelve (12) months forward 
from the date of a particular employee’s first FMLA leave day. 
 
Medical certification shall be required to determine FMLA initial or continued eligibility as well as 
fitness for duty.  
 
The Board may deny coverage under this policy to an employee whose salary is in the highest ten 
percent (10%) of the employees employed by the District if such denial is necessary to prevent 
substantial and grievous economic injury to the District's operations. 
 
Contact the Benefits Specialist in the HR Department for further assistance and instruction. 
 
FMLA 5410 in its entirety may be found online via https://www.cdaschools.org/domain/2968. 
 
 
 
 
 
 
 

https://www.cdaschools.org/domain/2968
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VACATION LEAVE 5450 
 

Staff eligible for paid vacation will be defined as any School District 271 employee whose school 
district salary is calculated for a minimum of 260 days. 

 
The Superintendent will develop a vacation schedule for eligible employees. 

 
CLASSIFIED STAFF PAID VACATION SCHEDULE 
Eligible Classified Staff who have completed twelve (12) consecutive months of employment 
with the district and who will be employed by the District for the succeeding school year, will be 
eligible for vacation leave.  If a legal holiday occurs during the vacation period, the vacation 
period will extend to cover the holiday.  All vacation requests shall be arranged two (2) weeks in 
advance and must be approved by the employee's immediate supervisor.  Classified staff who 
has established seniority through total number of service years to School District 271 will be 
given priority in order of seniority when requesting vacation periods. 
 
Paid vacation allowances may be taken in less than one week (5 working days) units and at times 
other than between June 10 and August 15, but only with the approval of the employee's 
immediate supervisor and if the District is not required to hire a substitute for the employee. 
 
Classified employees must work one full year before becoming eligible for any paid vacation.  
After the first full year of employment, the employee has earned 5 working days of vacation and 
at that point in time, will also be credited in advance with the 2nd year’s vacation benefit of 10 
days.  After the first year, subsequent vacation benefits are always credited in advance upon the 
anniversary of the hire date.  If employment is terminated for any reason prior to the end of the 
second or any subsequent year, the number of vacation days due will be prorated based on the 
number of full months worked after the anniversary hire date.  For example, if at the time of 
termination, an employee had completed 3 full months of work after their anniversary hire date, 
they would be entitled to 3/12 (25%) of their annual vacation benefits, (i.e. 3 months = .25 x 10 = 
2 1/2 days).  If an employee has expended more vacation time than the calculated prorated 
amount the difference will be deducted from his/her final payroll check.   
 
Classified staff shall be entitled to paid vacation as provided below: 
 
Yrs of Continuous Employment Vacation Allowance Maximum Vacation Accrual Allowed 
1 year  5 days (after 1st year) 5 days 
2 years through 5 years 10 15 
6 years through 10 years 15 22.5 
11 years and more 20 30  
 

ADMINISTRATIVE STAFF PAID VACATION SCHEDULE 
   The Superintendent of Schools shall approve the dates of administrative vacations. 

Administrative staff that is exempt status, per the Federal Fair Labor Standards, and work for the 
School District in a 12 month position will be eligible for twenty (20) days of paid vacation upon 
hire. 
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VACATION ACCRUAL 
Vacation days may be accrued to one and one-half (1.5) times the number of days that an 
employee is eligible for each year.  When accrued vacation days exceed the maximum accrual 
allowed, those days are lost to the employee. 
 
Beginning with the 1998-99 school year, vacation days may be accrued to two (2) times the 
number of days that an employee is eligible for ONLY during the 12 months prior to an 
employee’s retirement date.  The retirement must be submitted, in writing, to the District 
Human Resource Department before the start of the employee’s last year of employment.  The 
employee must also be eligible for retirement under the PERSI qualifications. 
 

Vacation Leave 5450 in its entirety may be found online via 
https://www.cdaschools.org/domain/2968. 
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42 

 

403(b) Announcement to Employees 
 

 

 

To:    All Employees 
 
From:  Eric Davis, HR Director 
 
Subject:     403(b) Plan Information 
 
  
Coeur d’Alene Public Schools maintain a 403(b) Plan for the benefit of its employees.  
Participation in this plan is voluntary.   
 
In 2007, the Internal Revenue Service issued regulations relating to the operation of the plans.  
These regulations became effective January 1, 2009, and require that the employer assume 
more responsibility over the administration of the plan.  Because of these requirements, we 
have taken steps to ensure that the plan is operated in compliance with Section 403(b) of the 
Internal Revenue Code.  To assist with the ongoing administration, the District has contracted 
with AFPlanServ™ to provide administrative services. 
 
One requirement of the 403(b) regulations is that all eligible employees must be given 
information on their eligibility to participate in the plan and that information must contain 
enrollment information.   The first notification is attached. 
 
Outlined in the notification are changes to procedures for plan transactions and possible 
changes to the list of vendors/providers allowed to receive contributions under the plan.  With 
the requirements of the new regulations, not all vendor/providers will be permitted or able to 
participate in the plan.  Please review the notice carefully.  If your current 403(b) contribution is 
to a vendor /provider not listed, your contributions will cease after January 1st and will stop 
until you activate a salary reduction agreement with an approved vendor.   
 
Thank you for your attention and cooperation.          
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Employee 403(b) Plan Eligibility Notice 
And Appendix I 

 
COEUR D’ALENE PUBLIC SCHOOLS 
 
We are pleased to offer employees the opportunity to participate in the Coeur d’Alene Public 
Schools 403(b) Plan.  The opportunity for eligible employees to participate is offered on a voluntary 
basis. 
 
What is a 403(b) Plan? 

A 403(b) Plan allows eligible employees the opportunity to save for retirement.  Amounts 
contributed to the Plan are, in general, contributed on a tax-deferred basis.  This means that 
the contribution is not subject to federal income tax or, in most cases, state income tax until 
distributed by the plan.  This tax deferral also applies to any earnings on the contributions.  
Because the Plan is intended as a means of saving for retirement, distributions are limited to 
certain events.   

 
Who is eligible to participate? 

All employees are eligible to participate in the Plan except those employees who normally 
work fewer than 20 hours per week. 

 
How much may be contributed to the Plan? 

The amount that may be contributed to the Plan is set by federal tax law.  The limit set is an 
annual contribution limit. 

 
When is a distribution allowed under the Plan? 
 The 403(b) Plan is intended as a source of retirement income so there are withdrawal 

restrictions on the funds, including earnings, until you reach age 59 ½.   
 
 A withdrawal or distribution may be taken prior to age 59 ½ for the following reasons: 

 Severance from employment 

 Total and permanent disability 

 Death 

 A “qualified reservist” distribution 
 
May I change investment options under the Plan? 
 Employees are permitted to move all or a portion of the value of one investment option 

under the plan for another approved investment option under the plan.  This transaction is 
called an exchange.  These exchanges may be subject to withdrawal or contingent deferred 
sales charges. 

 
What other transactions are permitted under the Plan? 

 Transfers into the Plan from another employer’s 403(b) Plan 

 Rollovers into the Plan from another eligible qualified plan 

 Loans from investment options permitting such transactions 
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       Providers authorized to receive Contributions, Exchanges, and Transfers 
 

Provider Name Provider Contact          Provider Telephone 
The Variable Annuity Life Ins. Co. Service Team 888-448-2542 
Waddell & Reed, Inc. Retirement Plans 888-923-3355 
Americo Financial & Annuities Greg Banach 800-231-0801 
AXA Equitable Life Ins. Co. Michael Locke 201-743-6816 
Security Financial Resources   800-888-2461 
VOYA ReliaStar Life Ins. Co Customer Service 877-884-5050 
National Life Group Plan Admin Unit 800-579-2878 
Horace Mann Life Ins. Co. Tricia Seifert 866-999-1945 
Ameriprise Financial Services Customer Service 800-862-7919 
American Fidelity Assurance Annuities 800-662-1113 
Aspire Finance Service Client Services 866-634-5873 

  
Important Notes: 

 As provided under the Plan, any authorized Vendor named in Appendix I has agreed 
to share information necessary for compliance purposes with Employer, an 
Administrator and/or with any other 403(b) provider as may be required to facilitate 
compliance with the Plan and all applicable laws and regulations. 

 Each Vendor named above is required to maintain records of the Funding Vehicles 
offered under the Plan to comply with the information sharing requirements of the 
Plan and applicable information sharing agreements. 

 
If you are participating in the 403(b) Plan and your current provider is listed above, no 
action is required and your contributions will continue until changed by you.  If you are 
participating and your current provider is NOT listed, you must contact a provider on the list 
and complete the proper forms to continue 403(b) contributions for the current plan year.   
 
If you are not a current 403(b) Plan participant and you wish to participate, you should 
contact a provider on the above list.  You must complete a salary reduction agreement 
authorizing your employer to reduce your salary for the contribution amount.  You must 
also complete the proper paperwork as required by the Provider to establish your account 
with that entity. 

 
If my current 403(b) provider is not on the list, am I required to move my account balance to an 
approved provider? 
 

No.  There is no requirement that you transfer your existing account balances to a provider 
on the list.  In fact, you should be very careful about entering into any transaction that 
would transfer balances to another provider.  No transaction should be entered into unless 
you have all of the information needed to determine if such a transaction is suitable for you 
and your retirement planning needs. 
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Is Plan approval required for transactions? 
 The Plan has contracted with AFPlanServ for selected plan administrative services.  Among 

the services provided by AFPlanServ is approval of salary reduction agreements for 
beginning or changing amounts and/or providers. 

 
The regulations require Plan approval of plan distributions and loans.  Forms are available at 
www.afplanserv.com, may be requested by calling 1-866-560-6415 (toll-free), or may be 
picked up at the District Office Payroll or HR Departments.  The proper form must be 
completed.  Certain transactions may require additional documentation.  Follow the 
instructions on the form and forward to:    

 
CdA School District Payroll department 

 
If approved is granted by the District office, the form will be faxed to AFPlanServ for 
their approval.   
 
If approval is granted by AFPlanServ, the form will be returned to the Coeur d’Alene 
Public Schools payroll office to begin your payroll deduction and forwarded to the 
provider.  The provider may or may not require additional provider’s forms be 
completed to effect the transaction. 

 
Who do I contact if I have questions? 

If you have questions concerning account balances, the status of approved transactions, or 
investment option details, contact your investment provider. 

 
 If you have questions on transaction approval, contact AFPlanServ. 
  AFPlanServ 
  P.O. Box 269008 
  Oklahoma City, OK  73126-9008 
  1-866-560-6415 (toll free) 
  1-866-578-0962 (fax) 
   
 
 

 
 
 
 
 
 
 
 
 
 

http://www.afplanserv.com/

