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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 and is subject to change  

by local, state or federal regulations. 

For additional information, please refer to Lamar R-I District Policies 

  

https://simbli.eboardsolutions.com/SB_ePolicy/SB_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. 

 

Contract Length 

The salary schedule is based on a teaching contract of 178 days, of which a minimum of 167 

days must be instructional/ student contact days.  

 

Work Day, Meetings and Building availability:  

 Arrival and Departure Time:  For the 2021-2022 school-term the work day will be the same 

in all buildings. It is 7:30 AM to 3:15 PM.  

 Meetings – Unless excused by the person in charge, each certified employee shall be present 

at all certified employee meetings called by the Board of Education, Superintendent, or 

Building Administrator.  

 All district buildings will be locked and have limited access from 11:00pm – 5:00am.  

Employees should not be in district buildings during this time unless authorized by the 

Building Administrator. 

 

 

Advancement on the Salary Schedule 

Transcripts must be submitted by September 1 for advancement on the salary schedule. 

 

Normally, certified employees shall move vertically on the schedule with each additional year of 

experience. Moves will be made horizontally when additional hours of education credit have 

been acquired, moving directly across to the next schedule and then down one step for the 

service increment.  

 

The hours above a degree must be taken after the degree was granted and toward an advanced 

degree, be graduate hours, or be approved by the superintendent. The move from one position to 

another, both vertically and horizontally, will be made once a year, at the beginning of the 

contract year. Hours earned during the summer prior to the beginning of the school year will 

count in determining the salary step at which the certified employee will be assigned.  

 

Professional development hours that are converted to college hours and used for movement on 

the salary schedule must have superintendent approval. The conversion ratio shall be 15 PD 

hours to 1 credit hour. Only PD hours acquired outside the contract day and paid for by the 

individual can be used for movement.  

 

 

Leaves and Absences 

Short-Term Leaves and Absences:  As per board policy GCBDA, absences are excessive when 

they:  
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1. Are for reasons not granted as paid or protected leave under board policy. 

2. Exceed the number of days allotted by the board for that particular leave. 

3. Are for a reason authorized by policy but exceeds five days a month, 20 days in a semester, 

or 40 days per school year. 

 

Policy GCBDA lists the details of each board provided leave:  

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

are entitled to 9 days of sick leave.  An absence of one through four hours shall be counted as 

a half-day 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, see Benefits section below for additional information.    

 

2. Personal Leave – Certified employees 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. 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.  

 

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

advance. Administratively, “well in advance” means two-weeks prior approval.  

 

5. 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 GCBDA.  
 

Certified employees are responsible for lesson plans, grading and report cards for all scheduled 

personal or professional leaves. 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). 

 

Benefits 

Health Insurance: The board pays $562.68 per month for the district health insurance plan if the 

employee participates in the Health Risk Assessment (HRA).  If the employee does not 

participate in the HRA, the board will pay $537.68. If an employee does not enroll in the district 

health plan, s/he forfeits the $562.68 per month.  
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Life Insurance: A $30,000 life insurance policy is provided by the district until the employee 

reaches the age of 65 where an age reeducation factor is implemented. 

 

Tuition Reimbursement:   The board will reimburse certified employees $80 per credit hour for 

additional college hours approved by the superintendent. These hours should be graduate classes 

related to the content area of assignment or as approved by the superintendent. If in doubt you 

should ask for prior approval before enrolling in the class. These credits cannot also be used for 

Extended Learning. Employee must be employed during the time the classes were taken as well 

as when the reimbursement is made.  Transcripts must be submitted by September 1 to receive 

reimbursement.  

 

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, 

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 10+ 

years of service in Lamar R-1 Schools.  The district pays $25 per day total accumulation upon 

retiring or leaving the district for less than 10 years of service in Lamar R-I Schools. 

 

 

Supplemental Pay: The 2021-2022 supplemental schedule will become the basis of a flat fee for 

each duty currently authorized. The supplemental schedule will be evaluated annually the Board 

of Education.  

 

 

Travel 

See District DLCA policy for additional information. 

Daily Food Allowance (When travelling outside the county): The maximum reimbursement for 

daily food expenses shall be $25 per day, per person. Prior approval from the Building 

Administrator is required when anticipating out-of-county food expenses.  

 

 

District Personnel Files 

Lamar R-1 maintains a district personnel file for each employee, which is located in the 

superintendent’s office. Personnel files are accessible for inspection during reasonable school 

business hours to the individual and upon written request to the custodian of records.  

 

 

Performance-Based Educator Evaluation 

See the PERFORMANCE-BASED EDUCATOR EVALUATION procedures for additional 

information. 

 All certified employees shall be formally evaluated at least once per year using the district 

evaluation process.  
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Release From Contract 

 When a certified employee asks to be released from a contract with the district, the BOE’s 

first obligation is to the children in the district.  

 If a suitable replacement can be found and it is felt that the educational program of the school 

will not be impaired, a certified employee may be released from the obligations of a contract 

providing the certified employee pays for the liquidated damages at the time such request is 

made.  

 In the event said release from contract is granted after June 1 and prior to July 1, the certified 

employee shall pay a sum of $500 toward expenses involved in securing a satisfactory 

replacement.  

 In the event said release from the contract is granted July 1 or after, the certified employee 

shall pay a sum of $750 toward expenses involved in securing a satisfactory replacement.  

 A check made out to Lamar R-1 must accompany a written request for release in the 

appropriate amount.  
 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. 
  

 

 

Transporting Students 

Driver License Requirements for Transporting Students: 

 State statutes require drivers of any vehicle (including a personal vehicle) who are being 

compensated for transporting students to/from ANY school event/program to have an “S” 

endorsement on their license.  

 District employees (i.e., certified employee, coaches, administrators, secretaries, school 

nurses, custodians, etc.) who transport students as an “incident” to employment (i.e., student 

illness, etc.), are required only to have a valid Class E operator’s license.  

 District employees who are hired knowing they will be transporting school children as part of 

their job (i.e., regularly scheduled field trips, school sponsored activities, etc.) must have a 

Class E (for higher) license with a school bus (S) endorsement on their license. Vehicles 

must weigh less than 26,001 lbs. and be capable of transporting 15 or less including the 

driver.  

 In addition, parents or individuals who enter into a contract with the district to transport 

students in a district owned/district leased vehicle and who are paid a lump sum amount, an 

hourly wage, or more that the AAA cost per mile must have a Class E license with an S 

endorsement. These parents or individuals must agree to provide transportation in a safe, 

inspected, insured, licensed vehicle.  

 Any vehicle that is capable of transporting 11 or more including the driver must be a yellow 

school bus that complies with Missouri Minimum standards for School Buses.  

 

Transporting Students in a Mini-bus, Van or Car: Drivers transporting students will be 

reimbursed at the rate of $10 per hour which includes drive time and activity time unless the 
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driver is contracted for other duties.  Other duties may include:  daily contracted time for school 

employees (7:30 AM to 3:15 PM), coaching, sponsorship or supervision, etc. 

EXAMPLES: 

Scenario:  Vehicle leaves at 2:30p and returns at 8:30p.  Actual drive time = 1 hour each way 

 Driver only:  Driver paid for 6 hours= $60 

 Driver + another duty (Certified Employee):   Driver paid for the drive time after contract 

time (7:30 AM to 3:15 PM).  Paid for time of 3:15-8:30= 5 hrs 15 min - $52.50 

 Driver + multiple duties (Coach & Certified Employee):  driver paid for drive time only 

outside contract hours.  3:15-3:30 & 7:30 – 8:30 = 1 hr 15 min - $12.50 

 

All drivers must complete the Driver Trip Report (Mini Bus and other vehicles transporting 

students) and return to Julie Whyman at the High School for Mini-bus and to Claire Plank at the 

Superintendent’s office for van/car by the 15th of each month. 

 

 

Dual Credit Instructors 

Certified employees authorized by the superintendent and an institution of higher education who 

are teaching a dual credit course shall be paid half of the college/university stipend and the other 

half is retained by the school district (payment is of course subject to appropriate tax deductions). 

 

 

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  
The Lamar R-I School District Board of Education is committed to maintaining a workplace and 

educational environment that is free from illegal discrimination, harassment and retaliation in 

admission or access to, or treatment or employment in, its programs, services, activities and facilities. 

In accordance with law, the district strictly prohibits discrimination and harassment against 

employees, students or others on the basis of race, color, religion, sex, national origin, ancestry, 

disability, age, genetic information or any other characteristic protected by law. The Lamar R-I 

School District is an equal opportunity employer.  Please refer to Policy AC for additional 

information. 
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The board designates the following individual to act as the district's compliance officer: 

 

Executive Director of Special Services 

202 W. 7th Street 

Lamar, MO 64759 

Phone: (417) 682-3527 / Fax: (417) 682-6013 

 

In the event the compliance officer is unavailable or is the subject of a report that would otherwise be 

made to the compliance officer, reports should instead be directed to the acting compliance officer: 

 

Superintendent 

202 W. 7th Street 

Lamar, MO 64759 

Phone: (417) 682-3527 / Fax: (417) 682-6013 
 

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. 

 

 

Professional Employee Concerns/Complaints/Grievances 

The Lamar R-I School District is interested in employee concerns and ideas for improving the 

district. District employees are encouraged to discuss concerns with supervisors and the 

administrative staff so that issues may be addressed in a timely fashion. 

 

Please refer to Policy GBM: Staff Grievances for definitions and process. 

 
 

https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=22&revid=yjZt8oQYdiVtzXp5C2OaslshA==&ptid=amIgTZiB9plushNjl6WXhfiOQ==&secid=ruE8yj8gaZHBkLjNHWmKZw==&PG=6&IRP=0

