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The mission of the Lamar R-1 School District is to provide quality education for each student that will 

impact his or her life with meaningful purpose and successful direction. 

 

This Employee Handbook is not comprehensive. For additional information please refer to Lamar R-I 

District Policies at https://eboard.eboardsolutions.com/ePolicy/PolicyOverview.aspx?S=22&Sch=22 . 

https://eboard.eboardsolutions.com/ePolicy/PolicyOverview.aspx?S=22&Sch=22
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OVERVIEW 
 

The information found in this handbook is intended to be helpful to new employees as well as a 

reference for returning employees.  Other sources, such as board policies, performance responsibilities, 

job descriptions, and building level handbooks, may contain a more complete explanation of pertinent 

information.  Some sections of this handbook will require yearly updates.  Questions about this 

information or other job related concerns should first be addressed with each employee’s immediate 

supervisor. 
 

 

DUTIES, ASSIGNMENTS, AND TRANSFERS 
 

The Lamar R-I School district recognizes the importance of having well-qualified and well-trained 

personnel in support staff positions to assure an effective overall educational program.  Up-to-date job 

descriptions and performance responsibilities will be maintained for all support staff positions.  The job 

descriptions and job responsibilities are available in the superintendent’s office during regular business 

hours.  Appropriate training is provided for all new employees. 

 

Assignments and transfers will be made by the superintendent, in consultation with administrative and 

support staff for the efficient operation of the schools.  The requests and preferences of employees will 

be taken into consideration when making assignments and transfers; however, the best interests of 

students and efficient operation of the district must be given priority.  Within an individual school, a 

principal or supervisor may assign support staff members to tasks appropriate to the positions and 

qualifications.                                                            
 

 

EVALUATION 
 

The development of a strong support staff and the maintenance of such a staff are necessary to the 

Lamar R-I School district.  A program of continuous evaluation is necessary in fulfilling these 

responsibilities.  All supervisors and/or principals will complete a written evaluation on all support staff 

under their supervision.  All support staff employees will be evaluated at least once every year. This 

evaluation will be used to increase job proficiency, and also to determine eligibility for re-employment.  

The supervisor and/or principal will evaluate the performance of employees under their supervision in 

the following areas: 

 

 Job Knowledge  Quantity of Work  Cooperation 

 Quality of Work  Attendance/Dependability  Other as appropriate 

 

WORKPLACE TRAINING AND IN-SERVICE REQUIREMENTS 
 

As part of your employment workplace training and in-service will be required from time to time.  These 

sessions are required by insurance, board policy, and/or legal regulations.  This training is an expectation 

of your employment. 
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NON-SCHOOL EMPLOYMENT 
 

Support staff employees shall engage in no outside employment, which, by nature or duration, will 

impair the effectiveness of their assigned duties. 
 

 

RESIGNATION AND RETIREMENT 
 

Any support staff member who desires to resign must submit a resignation at least two weeks prior to 

the effective date of resignation.  Support staff members are participants in the Public Education 

Employee Retirement System of Missouri (PEERS) as allowed by law.  A retired employee, as well as 

his or her dependents, surviving spouse and children, shall be allowed to remain or become members in 

health insurance plans by qualifying for the coverage in the manner prescribed by law under the 

provisions of such plan and paying the premiums for such plan. 
 

 

SUSPENSION AND DISMISSAL 
  

Support staff employees may be terminated or suspended without pay by the superintendent.  The 

superintendent’s decision may be appealed to the board of education.  Support staff has no contractual 

right to continued employment from one year to the next.  Support staff employees may reasonably 

expect continued employment until notified otherwise. 
 

 

DRUG FREE WORKPLACE 
 

Student and employee safety is of paramount concern to the Lamar R-I School district.  Employees 

under the influence of alcohol, drugs, or controlled substances are a serious risk to themselves, to 

students, and to other employees.  The Lamar R-I Board of Education will not tolerate the manufacture, 

use, possession, sale, distribution, or being under the influence of controlled substances or alcoholic 

beverages on any school property or on any school-approved vehicle used to transport students to and 

from school or school activities; off school property at any school-sponsored activity, event or function 

where students are under the jurisdiction of the school district; or any period of time such employee is 

engaged in school district business.  Each employee of the school district as a condition of employment 

must abide by the terms of this policy.  Any employee who violates this policy will be subject to 

disciplinary action, which may include employment suspension, termination, and referral for 

prosecution. 

 

 

NONDISCRIMINATION 

 

Applicants for admission or employment, students, parents of elementary and secondary school students, 

employees, sources of referral and applicants for employment, and all professional organizations that 

have entered into agreements with the Lamar R-I School District (“School District”) are hereby notified 

that the School District does not discriminate on the basis of race, color, national origin, sex, age, or 

disability in admission or access to, or treatment or employment in, its programs and activities.   
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Any person having inquiries concerning the School District’s compliance with the laws and regulations 

implementing Title VI of the Civil Rights Act of 1964 (Title VI), Title IX of the Education Amendments 

of 1972 (Title IX), the Age Discrimination Act, Section 504 of the Rehabilitation Act of 1973 (Section 

504), Title II of the Americans with Disabilities Act of 1990 (ADA) or the Boy Scouts of America Equal 

Access Act is directed to the respective Compliance Coordinator listed below, who oversees the School 

District’s efforts to comply with the laws and regulations implementing the laws and regulations cited 

above. 

 

The School District has established grievance procedures for persons unable to resolve problems arising 

under the statutes above.  The School District’s Compliance Coordinator will provide information 

regarding those procedures upon request. 

 

Any person who is unable to resolve a problem or grievance arising under any of the laws and 

regulations cited above may contact the Office of Civil Rights, Region VII, 8930 Ward Parkway, Suite 

2037, Kansas City, Missouri 64114; telephone (816) 268-0550. 

 

Compliance Coordinator: Piper Stewart, Executive Director of Special Services 202 W. 7th Lamar, MO 

64759.  Phone (417) 682-3527 

 

 

EMPLOYEE CONCERNS/COMPLAINTS/GRIEVANCE PROCEDURE 

 

DEFINITION: A complaint may be about a concern or problem that exists or is encountered by a 

classified employee of the district during the pursuit of his or her employment. A complaint may be 

about a problem or concern which is not addressed in board policy GBM. ONLY complaints that allege 

a violation, misinterpretation or misapplication of a published district policy, procedure or regulation, or 

of an employee handbook, employee contract or existing law may be appealed to the Board of 

Education.  

 

PURPOSE: The primary purpose of the procedure is to establish open lines of communication among 

district employees. When a complaint arises, a sincere effort should be made by all persons concerned to 

resolve the problem to minimize frustration and promote good will.  

 

GENERAL ASSURANCES: (1) A complaint may be filed by an individual employee or by a group of 

employees. (2) The employee may drop the complaint at any level. (3) None of the documents, 

communications and records dealing with the processing of a complaint shall be filed in the personnel 

files of professional employees.  

 

GENERAL PROCEDURES: The following procedures are established in order to assist in the fair 

resolution of classified employee complaints. A complaint is defined as a claim by a professional 

employee (complainant) that a problem or concern has occurred during the pursuit of the complainant’s 

employment. When a complaint is filed, the following procedure will be followed; and every effort will 

be made to secure an appropriate resolution as early as possible.  

 

1. A complaint will be recognized only if it is filed at the appropriate level within 10 school days 

after the occurrence of the event which is the subject of the complaint.  
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2. The inclusion of time limits is for the purpose of ensuring prompt action. In circumstances where 

the complainant does not pursue the next step of the complaint procedure within the time period 

specified, unless there is a mutually agreed extension of time, the complaint shall be deemed to 

have been settled and no further action shall be required. If the appropriate administrator fails to 

give a written reply to a complaint within the required time period (Level One excluded), the 

complaint shall be considered to have been denied and the complainant may submit the 

complaint in writing to the next level.  

 

PROCEDURES: LEVELS ONE THROUGH FOUR:  

 

1. Level One: A complainant shall, within 10 days after the occurrence of the event which is the 

subject of the complaint, make an appointment and discuss the matter with his or her immediate 

supervisor. Every effort will be made to resolve the complaint informally at this level. Within 5 

days after the initial discussion, the supervisor shall make an appointment with the complainant 

to give an oral response.  

2. Level Two: In the event the complainant is not satisfied with the resolution of the complaint at 

Level One, a written complaint shall be filed on the district’s Staff Complaint Form within 5 

days after the oral response at Level One. A detailed description of the factual circumstances 

upon which the complaint is based shall be included. The immediate supervisor must submit a 

written answer within 5 days after receipt of the written complaint.  

3. Level Three: In the event the complainant is not satisfied with the disposition of the complaint at 

Level Two, the complainant may submit a written complaint to the superintendent within 5 days 

after receipt of the written response of Level Two. The superintendent may confer with all 

parties involved to determine the possible resolution of the problem. The superintendent will 

meet with the complainant and discuss the findings. A resolution of the complaint will be placed 

in writing to the complainant, his/her supervisor within 5 days after receipt of the written 

complaint at Level Three.  

4. Level Four: If the complaint has not been resolved at a lower level and it deals directly with a 

board policy or existing law, the complainant may submit a letter to the president of the board 

within 5 days after receipt of the superintendent’s written response, requesting a review of the 

complaint by the school board.  

 

Patrons who accuse employees of wrong-doing are asked to fill out a written complaint form stating the 

facts of their allegations. The superintendent will evaluate the facts and give a written response 

concerning resolution to the complaint.  

 

 

BENEFITS 

 

Benefits in addition to hourly and/or salary are recognized as an integral part of the total compensation 

plan for support staff members.  The benefits extended to regular full-time support staff members will be 

designed to promote the economic security of those employees.   

 

Fringe benefits will be provided to all support staff employees who work 30 hours or more per week and 

to full-time bus drivers by offering participation in a group insurance plan.  Any plan of group health 

insurance shall include a provision allowing persons who retire to become members of the plan if they 
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are eligible to receive benefits under the Public Education Employee Retirement System, by paying 

premiums at the same rate as other members of the group.  A listing of benefits provided for and/or 

available to support staff employees is listed below.  All employees are covered under Workers' 

Compensation Insurance. 

 

Health Insurance Benefit: The board pays $493.60 per month for the district health insurance plan. If an 

employee does not enroll in the district health plan, s/he forfeits the $493.60 per month. Employees 

hired prior to the 1995-1996 school year, were grand-fathered in an annuity plan. Once a grand-fathered 

employee chooses to leave the annuity plan, s/he forfeits the right to go back into the annuity plan.  

 

Life Insurance: The board pays for a $30,000 life insurance plan.  

 

Sick Leave: The annual number of sick leave days and total accumulation depends on the number of 

months worked. 9 months = 09 days annually, maximum accumulation of 80 days, 10 months = 10 days 

annually, maximum accumulation of 89 days, 11 months = 11 days annually, maximum of 97 days, and 

12 months = 13 days annually, maximum accumulation of 106 days.  

 

Payment for Excess Carry-Over Days: The annual number of sick leave days and total 

accumulation depends on the number of months worked. 9 months = 9 days annually, 

maximum accumulation of 80 days, 10 months = 10 days annually, maximum accumulation of 

89 days, 11 months = 11 days annually, maximum of 97 days, and 12 months = 13 days 

annually, maximum accumulation of 106 days. The district pays $65 per day total accumulation 

upon retiring or leaving the district after ten years of service in Lamar R-1 schools. 

 

 

SUPPORT STAFF LEAVES AND ABSENCES 

 

Consistent staffing is important to the learning environment and district operation and therefore is 

an essential duty of all employees. When an employee is routinely tardy, frequently absent or is 

absent for an extended period of time, the learning environment and district operations deteriorate, 

and the students suffer. 

 

Employees may be terminated for excessive absences or tardiness. Unless authorized by the Board 

or superintendent, or otherwise authorized by law, an employee's absence or tardiness is 

considered excessive if it: 

  

1.  Is for a reason not granted as paid or protected leave under Board policy. 

2.  Exceeds the number of days allotted by the Board for that particular leave. 

3.  Is for a reason authorized by Board policy but exceeds five (5) days a month, 20 days in a 

semester or 40 days per school year. 

 

The employee's salary will be docked if the absence or tardiness occurs for a reason not granted as 

paid leave under Board policy or if it exceeds the number of days the employee has been granted 

under a designated leave, even if the absence or tardiness is authorized by the Board or the 

superintendent. 
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No employee will be disciplined or terminated for absences qualifying for protection under the 

Family and Medical Leave Act (FMLA) or other applicable law (see Board policy GBBDA). 

 

The district may require an employee to provide the district a doctor’s note or other verification of 

illness before the district applies sick leave or other applicable paid leave to the absence. The 

district may require an employee to present a certification of fitness to return to work whenever 

the employee is absent from work due to the employee's health. 

 

The following leaves with pay will be provided to full-time support staff employees. Part-time 

support staff employees will receive these leaves on a pro rata basis: 

 

Policy GDBDA lists the details of each board provided leave.  

 

1. Sick Leave – Classified staff who are full-time employed during the regular school term are 

entitled to 9 days of sick leave. Leave for part-time people shall be prorated based on their 

full-time equivalent. Unused sick leave will accumulate up to a maximum of 80 days for 9 

month employees. An absence of one through four hours shall be counted as a half-day of 

sick leave. The district pays $65 per day total accumulation upon retiring or leaving the 

district after ten years of service in Lamar R-1 schools.  

2. Personal Leave – Classified staff are granted four (4) days of personal leave per school 

year. Leave for part-time people shall be prorated based on their full-time equivalent. 

Personal leave days do not accumulate, however they do convert to sick leave days at the 

end of the school year. 

The use of personal leave during the month of May shall be limited to emergencies or 

personal business that cannot be handled outside of school hours.  

Personal leave shall not be used to extend holiday or spring break, except in extenuating 

circumstances approved by the superintendent. The four days can only be used 

consecutively with prior authorization from the superintendent.  

3. Vacation – All support staff employed on a 12-month basis will receive 10 days of vacation 

per year. An employee must submit a written request for vacation to his or her supervisor 

and receive written authorization before taking vacation days. If the employee's absence 

may disrupt district operations, the supervisor has the discretion to deny a request for 

vacation or to limit the time of year the employee may take his or her vacation. Vacation 

days will not accumulate but must be used in the fiscal year they are received. 

A district employee may not use vacation days during the period the employee receives 

Workers' Compensation for time lost to work-related incidents. 

4. Bereavement Leave – When a death occurs in an employee’s immediate family, up to five 

(5) days of leave may be used. Bereavement leave is deducted from sick leave.  

5. Professional Leave – Professional leave must have prior approval and be arranged well in 

advance. Administratively, “well in advance” means two-week’s prior approval.  

6. Other Leaves include: Military Leave, Election Leave, Leave to Vote, Jury Duty Leave, 

Leave for Court Subpoena, Firefighter Leave, Crime Victim Leave, and Pregnancy, 

Childbirth and Adoption Leave. For definitions and explanations refer to policy GDBDA.  
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NONEXEMPT EMPLOYEE SUPPLEMENTARY PAY PLANS 

 

It may occasionally be necessary for non-certificated persons to work more than forty (40) hours during 

a given work week.  Whenever such overtime situations occur, the following provisions will be 

applicable to non-certificated persons employed in nonsupervisory positions.  (District Uses 

Compensatory Time) 

 

Exempt Employees – Those employees whose duties and compensation meet the requirements to be 

an exempt executive, administrative, professional or computer employee as defined in federal law. 

 

Hours Worked – For the purposes of this policy, hours worked means all hours during which the 

individual is required to be on duty—generally from the required starting time to normal quitting 

time—and all hours an employee is permitted to work, in accordance with law. Meal periods of 30 

minutes or longer and break periods of 20 minutes or longer do not count as hours worked as long as 

the employee is relieved of all duties and is free to leave his or her duty post. Breaks for nursing 

mothers to express breast milk are also not considered as hours worked. 

 

Nonexempt Employees – This includes all district employees not specifically identified as exempt 

under federal law. This generally includes non-certificated staff; however, in some circumstances 

non-certificated staff members may qualify for exempt status. The Board directs the superintendent 

to ensure that job positions are classified as exempt or nonexempt and that employees are made 

aware of these classifications. Employees in doubt about their status should contact their immediate 

supervisor. 

 

Overtime Compensation 

The following provisions apply to nonexempt staff who work more than 40 hours during any 

workweek: 

1. The Board discourages overtime work by nonexempt employees. A nonexempt employee 

shall not work overtime without the express approval of his or her supervisor. 

Nonexempt employees who begin work earlier or work later than their assigned hours 

without prior authorization from their immediate supervisor are subject to discipline, 

including termination. 

2. Unless the district and the employee have an agreement or understanding in advance that the 

employee will be given compensatory (comp) time off for overtime work, he or she will 

be paid one and one-half (1½) times his or her regular rate of pay for each hour of 

overtime. 

 

 

Compensatory Time 
The district uses compensatory time in lieu of overtime for the following classifications of 

employees: noncertified, non-salaried. 

 

This policy constitutes an agreement or understanding in advance that these employees will be given 
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comp time off for overtime work. Employees will be awarded such comp time off at the rate of one 

and one-half (1½) hours for each hour of overtime worked. 

 

The following provisions apply to comp time: 

1. Comp time may be accrued up to 240 hours (160 overtime hours). Overtime work beyond 

this maximum accrual will be monetarily compensated at the rate of one and one-half 

(1½) times the individual's regular rate of pay. The district may require an employee to 

use accrued comp time to avoid excessive accumulation or monetary liability. 

 

2. Every effort will be made to permit the use of comp time at a time mutually agreed upon by 

the individual and his or her supervisor. However, when the individual's absence would 

unduly disrupt the district's operations, the district retains the right to postpone comp 

time usage. 

 

3. Upon leaving the district, individuals will be paid for any unused comp time at a rate not less 

than the higher of the average regular rate received by the employee during his or her last 

three (3) years of employment or his or her final regular rate of pay. (If overtime hours 

have not been converted to comp time, the employee will be paid one and one-half [1½] 

times his or her final regular pay rate for each such hour of overtime.) 

 

Individuals covered by this policy are required to complete a daily time record showing actual hours 

worked. Failure to maintain or falsification of such records may be grounds for disciplinary action.  

 

Required Breaks 

In accordance with law, the district will provide a reasonable break time for an employee to express 

milk for her nursing child each time the employee has a need to express for one (1) year after the 

child's birth. The district will provide a location, other than a bathroom, that is shielded from view 

and free from intrusion from coworkers and the public that employees may use to express milk. 

 

 

 

 

To view the approved Lamar R-I school calendar for 2018-2019, 

please visit www.lamar.k12.mo.us 

 

 

http://www.lamar.k12.mo.us/

