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Mission Statement 
“The Unity Point School, our families, and our wider communities embrace the mission to build upon our strong academic standards by providing all students an intellectual, emotional, and social climate that is safe and challenging.  Through our varied backgrounds, experiences, and knowledge we model and create an environment for life-long learning.”  
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Superintendent's Introduction
Welcome to the beginning of another new school year!  The Board of Education, Administration, Faculty, and Support Staff are excited about the upcoming school year.

Each year brings new challenges and expectations for everyone.  When we work together, as a team, we can meet such challenges and exceed our expectations.  Our primary goal is to always do what is best for all students.  Education is a team effort!

The mission statement of our school district states, “The Unity Point School and its wider communities embrace the mission to build upon our strong academic standards by providing all students an intellectual, emotional, and social environment that is safe and challenging.  Through our diversities we model and create a culture for life-long learning.”  In order to achieve this mission, District #140 will offer a balanced, well-rounded academic and extracurricular program of the highest quality possible while maintaining our fiduciary responsibilities.  The district also realizes the importance of having an energetic and dedicated faculty and staff.  Each and every employee is a valuable member of our team.

Please accept this handbook as a convenient reference and guide to performing the daily routines associated with our schools.  It will be annually revised to reflect district regulations and practices which most directly affect our instructional and support staff.

While this handbook should answer many questions, always feel free to discuss any policy matters with a building principal or myself in regard to clarity, interpretation and application.  Finally, we invite your suggestions for modification and improvement as we go about the business of implementing our mission statement.
As always, we look forward to working together for all students during the coming school year.  With excitement, I would like to welcome all staff to the new school year.

Yours in education,

Dr. Lori James-Gross
Unity Point School District 140

Mission Statement

"The Unity Point School, our families, and our wider communities embrace the mission to build upon our strong academic standards by providing all students an intellectual, emotional, and social climate that is safe and challenging.  Through our varied backgrounds, experiences, and knowledge we model and create an environment for life-long learning.”  
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This handbook serves as a convenient reference and guide to the procedures and daily activities that support the Board of Education’s policies regarding non-certified staff and does not act as a contract between employees and the Unity Point District.  
Schedules and Compensation
HOURS AND DAYS OF WORK 

Daily hours and workweeks will be assigned for each position.  Any changes in the determined schedule will need to be approved through Ms. Haar.
SCHEDULES AND EMPLOYMENT YEAR


Twelve-Month Employees



-  Twelve-Month employees work daily (Monday through Friday) except holidays and earned vacation time.



-  Personnel work a 40-hour week with the individual time schedule developed by the supervisor and subject to the District's needs.


Ten-Month/Eleven-Month Employees


- Ten-Month and Eleven-Month employees work a 40-hour workweek.  



- Start dates and ending dates are determined by the supervisor.


Nine-Month Employees



- Nine-Month employees work the school calendar year as teaching staff unless otherwise specified.

OVERTIME
Overtime must be approved in advance by the appropriate supervisor.  Overtime shall be paid at time and one-half for hourly wage workers.  Time and one-half will be paid only for hours worked exceeding 40 hours.

See the list below to determine the appropriate supervisor for overtime approval.

Overtime Approval from:



Position:





Superintendent





Custodian









Maintenance Director









Automotive Maintenance Worker









Food Service Director









Administrative Secretary









Secretary









Receptionist









Kidz Klub Director









Accountant


Principal





Assistant to the Principal








Principal's Secretary

Technology Coordinator




Technology Specialist

Food Service Director




Food Service Worker
PAYROLL

Payment procedures for non-certified staff mirror those of the contractual agreement between the Unity Point Education Association and the District.  Payroll periods are twice per month with paydays on the 15th and 30th of the month.

Payroll deductions for state and federal income taxes are made automatically.  Additional withholdings may be made upon request.

ILLINOIS MUNICIPAL RETIREMENT FUND

Employees who are working in a position requiring 600 or more hours per year are required to participate in the Illinois Municipal Retirement Fund (IMRF).  

W-4  FORMS

All employees must complete a W-4 form.  This form indicates to the district how many allowances an employee is claiming and the employee's marital status for Federal income tax reporting purposes.

An employee may change either the tax status or the number of dependents at any time during the year by completing a new W-4 form.  If any of the following occur, an employee may wish to complete a new W-4:  marriage, death of a family member, birth of a child, child that may no longer be claimed as a dependent, or enough withholding.  Changes will be processed as soon as possible.

Benefits
MEDICAL INSURANCE

Full-time employees (certified and non-certified) receive $404 towards their health insurance premium.  A non-certified employee must work at least 30 hours per week to be eligible for health insurance.  If an employee works less than a full school day but still qualifies, the Board paid amount is prorated based on hours worked per day.
*Life insurance is available as a paid benefit for those employees who qualify for health insurance.
SICK LEAVE/PERSONAL LEAVE/BEREAVEMENT LEAVE
To be eligible for sick leave, an employee must work at least 600 hours per year.
Ten-Month, Eleven-Month, and Twelve-Month employees are entitled to thirteen (13) sick days and two (2) personal days per year.  

Nine-Month employees are entitled to ten (10) sick days and two (2) personal days per year.

Personal days may be accumulated to a total of five (5) days.  Once five personal days have been accumulated, any unused personal days will be rolled over to sick leave.

The Illinois Municipal Retirement Fund (IMRF) allows a maximum of 240 sick days to be accumulated.

In addition to sick leave and personal leave, Unity Point School District grants employees two (2) bereavement days per year.  Bereavement days may not be accumulated.
VACATION/HOLIDAYS

Twelve-month employees are eligible for paid vacation days and holidays according to the schedule listed in the Board Policy Manual.  For more information concerning these days, a schedule can be obtained from Bill Laser.
Employee Evaluation
Employee’s supervisor will complete, at least annually, a performance report for the employees in his or her area of responsibility, using the form applicable to the job classification. A copy shall be given to the employee and it will be discussed with him/her in a private conference. The original should be signed by the employee and filed with the Superintendent.

Evaluations must be signed by both the supervisor and the employee. The employee’s signature indicates that the evaluation was reviewed with the employee. It does not necessarily indicate approval or concurrence with the evaluation. Evaluations shall be based on the job description and made with the objective of providing the employee with positive feedback and to assist the employee in improving his/her work techniques and skills, if necessary. Where areas of improvement are indicated, suggestions will be given to the employee as to how to improve job performance. If an employee feels that the evaluation is unfair, unjustified, or inaccurate he/she should discuss any concerns with the supervisor. If the situation is not resolved, the employee should express the concerns to the Superintendent who will attempt to resolve the concerns by meeting with both the employee and the supervisor.
General Procedures

ABSENCES

Planned Absence:  

For a planned absence, an "Absence Request Form" must be completed and turned into the appropriate supervisor (see list below).  
Unplanned Absence:

In the event of an unplanned absence please call the appropriate supervisor (see list below) as soon as you know you will be absent.  An "Absence Request Form" must also be completed upon returning from an absence not previously approved.
Position



Contact for Planned Abs.
Contact for Unplanned Abs.
Receptionist



Superintendent


Superintendent

Administrative Secretary

Superintendent


Superintendent
Secretary (main office)


Superintendent


Superintendent
Accountant



Superintendent


Superintendent
Maintenance Director


Superintendent


Superintendent
Food Service Director


Superintendent


Principal's Secretary
Technology Coordinator


Superintendent


Principal's Secretary
Principal's Secretary


Principal


Principal
Assistant to the Principal

Principal


Principal's Secretary
Kidz Klub Director


Principal


Principal's Secretary
Aides




Principal


Principal's Secretary
Food Service Workers


Food Service Director

Food Service Director
Automotive Maintenance Worker
Maintenance Director

Maintenance Director
Custodian



Maintenance Director

Maintenance Director
Bus Driver



Maintenance Director

Maintenance Director
Bus Aides



Maintenance Director

Maintenance Director
Technology Specialist


Technology Coordinator

Tech Coordinator
SUBSTITUTE
In order to provide consistency for the building and for minimal disruptions in the work day, always be prepared to be absent.  Please keep detailed schedules of your day and extra duties you may have in an area that is easy to find should a substitute be hired to fill in.

Aides, please submit a copy of your weekly schedule to the office by the end of the first full week of school.  Copies of the schedule will also be given to the Principal's Secretary to inform substitutes of their arrival time and early morning duties.
INCLEMENT WEATHER

Keeping you informed is a top priority at Unity Point School.  While your supervisor may employ an emergency phone tree, the District has adopted the ALERTNOW Notification Service which will allow us to send a telephone or e-mail message to you providing important information about school events or emergencies. We anticipate using ALERTNOW to notify you of school delays or cancellations due to inclement weather.  Of course, the successful delivery of information is dependent upon accurate contact information for each employee, so please make certain that we have your most current phone numbers and email address.  If this information changes during the year, please let us know immediately. 
You may also listen to the radio, TV or log on to our website for school closing information.  If you do not see or hear Unity Point mentioned, then you may assume there will be school.  School closing info can be found on the following stations:

KFVS TV - Channel 12              WSIL TV - Channel 3                WPSD TV - Channel 6                

RADIO - WCIL, WOOZ, WINI, WSIU, WDDD, WTAO, K103

DISCIPLINE

Every staff member is expected to know and enforce the Unity Point School Code of Conduct (see "Student/Parent Handbook").  As non-certified employees, you are expected to maintain a positive climate conducive to learning at all times.

When you witness an incident that requires corrective action, complete a "Discipline Notice" form and place the completed notice in the box of the Assistant to the Principals.

PARKING
All employees are expected to park in the new parking lot off of Boskeydell Road or behind the white house off of South Illinois Avenue.  This allows us to enforce our policy requiring parents, volunteers, and Family Circle families to park in the lot off of South Illinois Avenue.

LUNCH ACCOUNTS

Employees may charge lunch to their account, but may not exceed a total of fifty (50) dollars charged.
COPIES

Copiers are located in the teacher workroom, the junior high wing, and at Kidz Klub.  If more than 50 copies need to be made at one time, please use the Priport copier in the teacher workroom.
CUSTODIAL SERVICE REQUESTS

A "Request for Service of Custodians" must be completed and turned in to the building principal.  The custodian will sign the request form upon the completion of the request.

PURCHASE ORDERS

Purchase order forms are available to you on the Unity Point School District website.  E-mail completed forms to Pam at pstevenson@up140.jacksn.k12.il.us.  She will submit the requests to Ms. Haar and Dr. James-Gross for approval.  Maintenance purchase orders are available from Bill Laser.  
ACCIDENT REPORTS

An "Accident Report" should be filled out in the event of a student or employee accident or injury.  Please submit completed reports to the office.

CONFIDENTIALITY

All employees must maintain a level of professionalism concerning our students both at work and in the community.  It is unlawful to discuss a student with anyone who is not directly providing or planning for that student's education.  Please monitor what is revealed in conversations.  Be careful about the content of the messages left on answering machines and voice mail as it may be overheard by someone unrelated to that student.

MANDATED REPORTER

By law, every school employee is a mandated reporter.  Please insert your mandated reporter training materials into this binder for future reference.  If any questions should arise, please feel free to contact Ms. Haar or the Social Worker.
Frequently Asked Questions

1. As a support staff, do I need to attend the monthly faculty meetings?  No. Teacher’s aides are not required to attend faculty meetings as these meetings occur outside of their work hours; however, your attendance is always welcome.
2. As a teacher’s aide, do I need to attend teacher in-services?  All in-services occur within the work day; therefore, teacher’s aides are required to work until their usually scheduled dismissal time.  Work assignments for teacher’s aides on in-service days are at the discretion of the administration.  For example, aides may be required to attend the training, perform classroom duties, or work in Kidz Klub.
3. As a support staff, do I work evening parent-teacher conference nights?  Yes.  All employees work parent-teacher conference evenings until 8:00 p.m.  There are 4 parent-teacher conference nights that count as ½ of a work day.  In exchange for working these 4 evenings, there are 2 full days off of school that are built into the school calendar.  
4. Am I formally evaluated?  Yes. All non-certified staff is evaluated by an administrator annually.  The administration is currently reviewing and revising evaluation tools for custodians and some secretarial staff.  Current evaluations in place include some secretarial positions, cooks, and teacher’s aides. 
5. Do I receive a break during the work day?  Yes.  All full-time non-certified staff has schedules that are unique to their positions and should work with their direct supervisor in the design of that schedule.  Within that schedule, you are entitled to one hour of duty free time, inclusive of a lunch and breaks.
6. How do we determine outdoor/indoor recess during inclement weather?  The administration works in conjunction with the Assistant to the Principal to determine whether indoor or outdoor recess is appropriate.  The Assistant will turn the green (outdoor) and red (indoor) signs to indicate the decision.  These signs should NOT be changed without the direction of an administrator.
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