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CHAPTER I 

 

GENERAL INFORMATION 

 

Section 1 - Policy Statement/Preface 

 

Welcome to the Cañon City Schools family. We are pleased that you have decided to join our team to educate and 

serve children and their families. We are dedicated to providing the best education possible. Our district mission is: 

“The Cañon City School District is future-focused, providing educational opportunities to successfully prepare 

all students to meet any challenge they may face.” Our Core Beliefs are: 

1.  We meet the social-emotional needs of all students, putting Maslow’s Hierarchy of Needs before Bloom’s 

Taxonomy. 

2. We believe learning growth matters most, requires risk-taking, and the work we do in our schools has the 

greatest impact on this. 

3. We’re future-focused, believing the development of certain traits and skills will best prepare our students for 

ever-changing careers. 
4. We emphasize what is good for kids over the needs and comfort of adults. 

We value the efforts of all employees and we are counting on you to make positive contributions to the mission and 

our Core Beliefs.   

 

The following practices and procedures have been formulated to be used in conjunction with the CCESPA Master 

Agreement and the School Board policies of the Cañon City School District, so that we might more clearly understand 

one another and know what is expected, thereby enabling us to work together as a team. 

 

These practices and procedures are not all inclusive; therefore, supervisors should be asked questions concerning 

practices. Supervisors desire to work with their employees so we can achieve our mutual objective of providing to 

children the finest education possible. 

 
Section 2 - Qualifications and Appointment 

 

(Board Policy GDA): All Board Policies and Standard Operating Procedures (SOP’s) are available for 

examination and review on the District website. A hard copy is available in the Office of the Superintendent. 

 

A.  The specific qualifications of employees are determined by the work they do and are, in general, 

those qualifications which normally are necessary to carry on such work. In all classifications, all 

employees must furnish evidence of good moral character, stability, and sound mental and physical health. 

 

B.  No applicant will be considered for appointment without first filling out the necessary application 

and having a personal interview with a designated representative of the District. 
 

C.  All classified positions will be posted in all schools, the administration office, all other district 

buildings, and advertised as may be deemed appropriate. Applications are available via the District’s 

online application system. 

 

D.  All classified positions are appointed as primary employment unless otherwise specified, and as 

such, employees are expected to limit other employment activities when they interfere or otherwise 

adversely affect their primary employment. 

 

Section 3 - Appointing Authority (Board Policy File GDE/GDF) 

 

A. The appointing authority for the Cañon City School District is the Board of Education. 

 

B.  All potential classified appointments will be referred to the Director of Human Resources who will 

make recommendations through the Superintendent to the Board of Education. 

 

C.  The Board is committed to a policy of nondiscrimination.  In compliance with Titles VI & VII of the Civil 

Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act 

of 1973, the Age Discrimination in Employment Act of 1967, the Americans with Disabilities Act, the 

Genetic Information Nondiscrimination Act of 2008, and Colorado law, School District Fremont RE-1 does 
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not unlawfully discriminate on the basis of race, color, sex, religion, national origin, ancestry, creed, age, 

marital status, sexual orientation, genetic information, disability or need for special education services in 

admissions, access to, treatment, or employment in educational programs or activities which it operates.  

Respect for the dignity and worth of each individual shall be paramount in the establishment of all policies 

by the Board and in the administration of those policies by the administration. 

 Complaint procedures have been established for students, parents, employees, and members of the 

public.  Complaints may be filed verbally, in writing or anonymously.  If you wish to file a complaint using 

the district complaint form, please submit to: Mrs. Misty Manchester, Director of Human Resources, Title 

IX, Section 504, and Americans with Disabilities Act Coordinator, 101 North 14th Street, Cañon City, 

Colorado 81212 – Telephone: (719)276-5700 

D.  The unlawful manufacture, distribution, dispensing, possession, or use of alcohol or any controlled 

substance is prohibited in School District Fremont RE-1.  This policy shall apply to all school district 

employees and to all other persons using or working on school property and/or in school facilities. (Board 

Policy GBEC/GBEC-E) 

 

E.  In order to promote the general health, welfare and well-being of students and staff, smoking, 

chewing or any other use possession or use of any tobacco products by staff shall be banned from all school 

property. (Board Policy ADC) 

 

 

Section 4 - New Employees 

 

A.  New employees will make arrangements with the payroll office prior to their designated starting date to 

complete the necessary forms for employment. 

 

B.  All new employees must be fingerprinted at their expense. Fingerprinting is done only through an authorized 

facility (currently IDENTOGO located in Pueblo, Colorado). 

 

C.  Name, address, and telephone number changes should be reported to the department supervisor and payroll 

using the “Change of Address/Phone Number” form located on the District’s website. Employees should also 

report name and address changes to PERA and insurance on forms available at the payroll office. 
 

D.  All employees will receive either a copy or online access to this handbook, which includes our general 

personnel practices and procedures. Employees must sign the designated page signifying that they understand 

these policies and agree to abide by them. 

 

E.  New employees will receive a copy of General Safety Rules and must sign the designated page. 

 

F.  New employees will be afforded an orientation by the supervisor of the position they are filling. The 

orientation will include, but not be limited to, the expected duties to be performed, the facility, and the 

location of all materials the employee may need to complete their assigned duties. 

 

 

Section 5 - Promotions 

 

A.  Promotions made within the department are based on the needs of the district and the qualifications of the 

employee. 

 

B.  Seniority in itself is not a basis for promotion. 

 

C.  Salary step placement as a result of promotion will be step for step unless such increase is greater than 12%. 

In such cases placement will be at the step closest to, but not greater than, a 12% increase. At no time will an 

employee’s placement on the salary schedule be less than where a new employee would be placed who has 

similar experience. (Effective January 1, 2001) 
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Section 6 - Reclassification 

 

A.  Reclassification will be based on the need to recognize that a higher level of responsibility is required to 

successfully meet the obligations of the job in question. 

 
B.  Special training and experience will be considered but will be less significant than the required level of 

responsibility. 

 

C.  Reclassification requests must have input and signature of the immediate supervisor(s). 

 

D.  A classified employee’s request for reclassification will be granted or denied at the sole discretion of the 

district. 

 

 

Section 7 - Ethics and Conduct 

 

All employees are expected to model the District’s mission statement. 

 

Personal conduct is an individual's business except when it has an unfavorable effect upon an employee's work, fellow 

employees, or their employer. In addition, some rules are necessary to promote safety, reduce the possibilities of 

misunderstanding and to provide for the orderly conduct of any business. We have, therefore, set forth the  following 

common sense rules to govern daily relations with fellow employees: 

 

A.  Avoid tardiness or unnecessary absences. 

 

B.  Always notify the immediate supervisor as soon as possible in case of absence or lateness. 

 

C.  Abide by good housekeeping and safety practices. 
 

D.  Use appropriate and respectful language. 

 

E.  Properly use and maintain property, equipment, and supplies of the school district, and the belongings of 

fellow employees. 

 

F.  Report any problems within the scope of the position to the supervisor. 

 

G.  Drug use, other than that prescribed by doctors, is prohibited, and no employee shall be under the influence 

of any banned substance on District grounds. This includes marijuana – medical or not. 

 
H.  Posting, or removing notices, signs or written material on bulletin boards shall be permitted only after 

authorization of the building's administration. 

 

I. Each employee is held responsible for all duties assigned. 

 

J.  No firearms or other weapons shall be brought on District property or carried in District vehicles for any 

reason. 

 

K.  No possession, smoking or chewing of tobacco is allowed on any District property, at any time. 

 

L.  Do not leave before the end of or during the shift except by arrangement with your supervisor. 
 

M.  Employees reporting to work or on duty under the influence of alcohol, narcotics, mind-altering drugs or 

possession of same, or mistreating students or employees on the premises shall be subject to disciplinary 

action, suspension and/or dismissal. 

 

N.  It shall be the responsibility of each employee to report to his/her immediate supervisor any personally 

witnessed act of mistreatment by other personnel or employees, either verbally or physically, and to provide 

written declaration of same. Any purposeful disregard of this responsibility may result in corrective or 

disciplinary action including dismissal. 
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O.  School District telephones are intended for business purposes only. All personnel will limit incoming and 

outgoing personal calls to emergencies and extenuating circumstances only. 

 

P.  Soliciting is not allowed on District premises without the approval of the Director of Business Services. 
  

Q.  All transactions, whether buying or selling to employees/students must first be cleared through the office of 

the Director of Business Services. Personal financial transactions, such as borrowing and/or lending of money 

or other valuables, shall not take place between employees and students. Any deviation from this policy may 

be cause for disciplinary action. The purpose is to protect the interest of the students as well as those of the 

employees. 

 

 

Section 8 - Sexual Harassment (Board Policy GBAA) 

 

The district is committed to a learning and working environment that is free from sexual harassment. Sexual 
harassment is recognized as a form of sex discrimination and thus a violation of the laws which prohibit sex 

discrimination.  

 

It shall be a violation of policy for any member of the district staff to harass another staff member or student through 

conduct or communications of a sexual nature. Any conduct of a sexual nature directed toward students by teachers 

or others to whom this policy applies, shall be presumed to be unwelcome. Sexual harassment committed by an 

employee of the district in the course of employment shall be deemed a breach of duty, and as such, shall subject the 

offending employee to disciplinary action. This policy similarly applies to nonemployee volunteers or any other 

persons who work subject to the control of school authorities.  

 

Sexual harassment prohibited  

 
For purposes of this policy, unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct 

of a sexual nature constitutes sexual harassment if:  

 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of a person's 

employment or educational  

development.  

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

decisions affecting such individual.  

3. Such conduct has the purpose or effect of unreasonably interfering with an individual's work or education 

performance or creating an intimidating, hostile, or offensive working or educational environment.  

 
The prohibition against sexual harassment applies whether the harassment is between people of the same or different 

gender.  

 

Sexual harassment as defined above may include but is not limited to:  

 

1.   Sex-oriented verbal "kidding," abuse, or harassment.  

2.   Pressure for sexual activity.  

3.   Repeated remarks to a person with sexual or demeaning implications.  

4.   Unwelcome touching, such as patting, pinching, or repeated brushing against another's body.  

5.   Suggesting or demanding sexual involvement, accompanied by implied or explicit threats concerning one's grades, 

employment    
      status, or similar personal concerns.  

6.   Sexual violence.  

 

Reporting, investigation and sanctions  

 

It is the express desire of the Board to encourage victims of, or witnesses to, sexual harassment to report such claims 

through the district's complaint process (AC-R).  
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Employees who feel that their superiors are conditioning promotions, increases in wages, continuation of employment, 

or other terms or conditions of employment upon agreement to unwelcome conduct of a sexual nature, are encouraged 

to report these conditions to the appropriate administrator or to the district's compliance officer.  

 

All reports of sexual harassment received by any district employee shall be promptly forwarded to the compliance 
officer (AC-E-1). The compliance officer shall ensure that every complaint is promptly investigated and responded to 

as set forth in the district's complaint and compliance process (AC-R). No reprisals or retaliation shall be allowed to 

occur as a result of the good faith reporting of charges of sexual harassment. Requests for confidentiality shall be 

honored so long as doing so does not preclude the district from responding effectively to the harassment and preventing 

such conduct in the future.  

 

Any employee found to have engaged in sexual harassment shall be subject to sanctions, including, but not limited to, 

warning or reprimand, suspension, or termination, subject to applicable procedural requirements. Conduct of a sexual 

nature directed toward students shall, in appropriate circumstances, be reported as child abuse for investigation by 

appropriate authorities in conformity with policy JLF.  

 
All matters involving sexual harassment complaints shall remain confidential to the extent possible.  

 

Filing of a grievance or otherwise reporting sexual harassment shall not reflect upon the individual's status or affect 

future employment or work assignments.  

  

 

Section 9 - Health Requirements (Board Policies File GBGA) 

 

A.  A special health examination may be required of a classified employee whenever a physical or mental 

condition interferes or appears likely to interfere with the health and safety of the employee, other employees, 

or students. The examination fee will be paid by the district. The School Board has the right to stipulate the 

examining physician. 
 

B.  Bus drivers are required to take and pass a physical examination at a minimum of once every other year. In 

some cases, a physical examination may be required more frequently. This examination will be given by a 

physician designated by the school district and will be paid for by the school district. 

 

C.  Drug/Alcohol Testing is required for all Bus Drivers. 
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CHAPTER II 

 

 

COMPENSATION 

 

Section 1 – General Compensation Guidelines and Practices  

 

Salaries of classified personnel will be determined by proper placement on the adopted salary schedule. In general, a 

maximum of three (3) years outside service credit may be allowed on the beginning salary to any new employee who 

has had comparable outside experience. Outside service credit that is allowed will be recommended by the Director 

of the appropriate department and must be approved by the Director of Human Resources. 

 

The pay for Classified employees who are eligible for benefits will be spread over 12 months.  Classified employees 

who work 20 hours a week or more will have their salary spread over 12 months. 
 

After each calendar year of service, an employee may be advanced one (1) step if such step is available and if step 

increases are approved by the Association and the Board of Education (effective July 1, 2000; revised October 2011). 

 

When the employment date is prior to and including the fifteenth (15th) of the month, the step increase is effective the 

first of that month. When the employment date is after the fifteenth (15th) of the month, the step increase is the first 

of the following month. 

 

The employment date will remain the anniversary date for step increases, regardless of a promotion or reclassification. 

 

Employees working in excess of forty (40) hours a week, Saturday midnight to Saturday midnight, are paid at the rate 

of one and one-half (1½) times their hourly rate, or will be provided compensatory time at one and one-half (1 ½) 
times their hourly rate, for all hours in excess of forty (40). 

 

Overtime must have prior approval by the department supervisor for payment as such. 

 

Overtime will be recognized in 15 minute blocks of time; therefore, 1-7 minutes will not be recognized as payable 

overtime; 8-23 minutes will be paid as 15 minutes; 24-39 will be paid as 30 minutes and so forth. 

 

To be eligible for overtime, an employee must work in excess of 40 hours in a week. In a situation where an employee 

who normally works Monday through Friday eight hours a day but takes Wednesday as a sick day and works eight 

hours on Saturday, the employee would not be eligible for any overtime. Since the employee worked only 32 hours in 

this week, an additional eight hours on Saturday will not subject the employer to overtime liability. In this example, a 
sick day was used as a paid leave; however, this can be extended to vacation days, holiday days, snow emergency 

days, etc. The key ingredient is the term "hours worked."  

 

An employee may choose to accrue compensatory (or “comp”) time rather than being paid overtime. The use of comp 

time should be mutually agreed upon between the supervisor and the employee. Comp time cannot be required in lieu 

of paying proper overtime pay. Comp time must be used within two pay periods from when it is accrued or it will be 

paid out as additional or overtime pay. 

 

Volunteerism: Hourly wage earners may not do their job or extend their day on a volunteer basis. Doing so would be 

a violation of the Fair Labor Standards Act and may result in disciplinary action. 

 

Payday is the last District workday of the month. 
 

Payroll is paid through Direct Deposit only. 
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Section 2 – Lateral Pay Movement and Additional Trainings 

 

The District provides the opportunity for classified employees to move laterally on their corresponding pay rate 

schedule if they complete 60 contact hours (1 semester college credit = 15 hours) from the approved Classified 

Lateral Pay Movement Menu listing of approved trainings, courses and/or projects. 

Classified employees must submit the various documentations of completion attached to required Classified Lateral 

Pay Movement Approval Form to the Director of Human Resources. Classified employees may do this a maximum 

of three (3) times during their career in the District. 

This packet must be submitted to the Director of Human Resources for approval.  Forms submitted to Human 

Resources and subsequently Payroll BEFORE the 15th of the month enable the change to occur on the payroll that 

month.  If forms are submitted after the 15th of the month, employees will see the change the following month. 

If your supervisor requires you to attend a training listed on the menu, and that training is offered during your 

working day, you will be paid your typical hourly rate and the hours will count toward movement on the salary 

schedule. Attendance during your required working time must be pre-approved by your supervisor. If you choose to 

attend training outside your traditional workday, you will not be paid for class time. 

If you are directed to attend training by your supervisor, and there is a cost associated with the training, the 

department, building or district bears the responsibility for the cost. However, if you desire to take a specific training 

on the approved menu, whether approved by your supervisor or not, you are responsible for any costs associated 

with the training. 
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CHAPTER III 

 

 

INSURANCE AND BENEFITS 

 

The District will contribute a lump sum per employee in equal monthly installments to be applied first toward payment 

of the employee-only premium for the district's group health insurance program.  

 

Employees must qualify under Board Policy File GDBD. 

 

The district will provide a life insurance policy in the amount of $20,000.00. The full premium cost is paid by the 

district. 

 

Employees must qualify under Board Policy File GDBD. 

 

Workers’ Compensation Insurance is maintained by the district to pay costs and benefits in connection with accidents 
or approved occupational diseases to employees when they are on duty.  

 

Accidents resulting in personal injury or property damage must be reported immediately to the supervisor, and within 

24 hours to the Workers’ Compensation coordinator at the administration office. Please refer to SOP 25A, Reports of 

Injuries, for more detailed information. 

 

All classified personnel are required by law to join in the Public Employees Retirement Association (PERA). 

 

PERA membership requires an employee payroll deduction and a contribution by the school district as set by State of 

Colorado Statutes. 

 

Retirement compensation is determined by the Public Employees Retirement Association and is based on years of 
membership, salary received during employment, and options selected by the retiree. For further information contact 

the PERA office directly (303-832-9550 or 800-759-7372). 

 

The district carries a comprehensive general liability policy which has: 

 

1)  Coverage provided for the district and all employees and the Board of Education acting within the 

scope of their duties. 

 

2)  Coverage will be provided for personal injury including libel, slander, false arrest, detention, 

malicious prosecution and invasion of privacy. 

 
The district carries a fidelity bond on all employees in the amount of $25,000.00. 

 

All school owned equipment used for transporting pupils and/or adults connected with or authorized by the 

administration of the school district shall be adequately insured - i.e. insurance shall cover at least three major areas: 

 

1)  Public liability coverage will be $1,000,000.00 per accident. 

 

2)  Loss or any damage to the vehicles by fire, theft, accident, violent weather conditions, etc. 

 

3)  Protection in the way of medical care will be basic Colorado no fault in the amount of $50,000.00. 

An additional $50,000.00 will be provided for rehabilitation. 
 

4)  Actual determination of how coverage would apply to a specific claim will be determined by the 

insurance carrier based on the circumstances of the claim. 

 

Selected tax-sheltered annuities are offered to all school employees. Contact the payroll office for further details. 

 

Employees must qualify under Board Policy File GDBD. 
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CHAPTER IV 

 

 

EMPLOYEE PERFORMANCE/APPRAISALS 

 

Section 1 - Plan 

 

A.  Job descriptions will be utilized as the initial and basic plan of performance. 

 

B.  The Classified Employee Evaluation System will be utilized as the primary evaluation measure of a classified 

employee’s performance in conjunction with the employee’s job description.  

 

Section 2 - Periodic Update 

 

A.  Interim evaluations shall be made as needed and utilized as periodic updates to the employee plan of 

performance. 
 

Section 3 - Annual Review 

 

A.  Evaluation of employee performance will be done annually for the first two years of employment with the 

District. If the employee performs at the “meets” or “exceeds” levels on ALL standards following the second 

year of employment, then the employee may be evaluated every other year thereafter if his/her performance 

continues at the “meets” or “exceeds” level. 

 

B.  Employee evaluations may be initiated more frequently as deemed necessary by the employee’s supervisor 

or administrator. If an employee changes buildings or assignments, they will automatically be placed on the 

evaluation cycle for the year of change. 

 
C.  Performance evaluations will be based on the following criteria: 

 
Punctuality      Processes and Procedures 
 

Attendance      Use of Equipment 
 
Completion of Tasks in a Timely Manner  Rules and Regulations 
 
Ability to Manage Change    Appearance 
 
Quality of Work/Attention to Detail   Attitude 
 

Initiative      Teamwork/Cooperation 
 
Respect/Concern for Others    Develops and Works Within Schedules 
 
Working Relationships    *Work Planning and Direction 
 
Effective Communication/Rapport   *Employee Guidance and Supervision 
 

Public Relations     *Management Functions 
 
Safety      *Leadership Qualities 
 
Duties Within Job Description   * (If applicable to position) 

 

D.  Annual reviews will be discussed with and signed by employees. Signatures on these reviews only indicate 

that the review was discussed with the employee and does not necessarily indicate agreement. Employees 

who disagree may so indicate this in the "comment" section. Evaluations should be completed at least two 

(2) weeks prior to the employee’s last working day of the fiscal year. 

 

E.  Professional Growth Plans will be developed by the Supervisor and the employee at the end of each 
evaluation cycle and will be used as a guide for growth during the off-cycle year. 
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CHAPTER VI 

 

 

MASTER AGREEMENT 

 

 

The Classified Master Agreement is a mutual agreement of expectations, practices and procedures between the Cañon 

City Educational Support Professionals Association (CCESPA) and Cañon City Schools. It is the responsibility of 

every classified employee to read, understand and abide by the expectations set forth in the Classified Master 

Agreement as well as the District’s policies and procedures. All of these documents are located on the District’s 

website and may be accessed for review. Topics included the Classified Master Agreement are: 

A. Bargaining 

 

B. Dues Deductions 

 

C. Maintenance of Standards 

 

D. Leaves, Vacation and Rest Periods 

 

E. Issues Resolution 

 

F. Classified Staff Involvement in Selection of Administrative Staff 

 

G. Classified Dress Code 

 

H. Classified Employee Discipline / Due Process 

 

I. Salary and/or Fringe Benefits 
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CAÑON CITY SCHOOLS 

 

 

 

CLASSIFIED EMPLOYEE HANDBOOK ACKNOWLEDGEMENT 

 

 

I have received, read, understand and agree to abide by the Cañon City School District's Classified Handbook, 

Classified Master Agreement and District policies and procedures. I understand that any violation of these 

procedures may result in disciplinary action or dismissal. 
 

 

 

__________________________________ 

Employee’s Printed Name 

 

 

 

__________________________________ 

Employee’s Signature 

 

 
 

__________/__________/__________ 

Date Signed 

 


