
SUWANNEE COUNTY SCHOOL BOARD 
WORKSHOP SESSION 

July 10,2018 

AGENDA 

9:00 a.m. Call to Order/Welcome/Pledge ....................... Jerry Taylor, Chairman 

9:02 a.m. FFA Program Update ....................................................... Bill Brothers 

10:00 a.m. Human Resources Department Update ..................... Walter Boatright 
• Minority Teacher Recruitment Plan 2018-2019 (pgs. 2-4) 
• Florida Educational Equity Act Plan Update 
• Suwannee County School District Employee Handbook for 

2018-2019 (pgs.5-47) 

11 :00 a.m. School Safety Department Update ............................... Malcolm Hines 
• Florida Safe School Assessment Tool (FSSAT) 

12:00 p.m. Lunch 

1 :00 p.m. Assistant Superintendent of Administration .................... Bill Brothers 
Department Update 
• Tabled Agenda Item from June 26, 2018, Regular Meeting 

~ Interlocal Agreement for Emergency Shelters In Suwannee 
County (Contract #2019-56, which replaces #2018-119) 
(pgs.48-52) 

2:00 p.m. Superintendent Update ........................................................ Ted Roush 

2:30 p.m. Adjourn 
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MINORITY TEACHER RECRUITMENT PLAN 2018-2019 

The Suwannee County School Board recognizes the need for greater diversity within the 
teaching force. This is important for several reasons, as research clearly indicates that all 
students benefit from educators of diverse backgrounds. Diversity promotes creativity, 
productivity and good citizenship. In addition, career development theory posits that 
students need to be able to see themselves in a career. If there are fewer role models for 
minority students to identify with, the shortage of minority teachers will likely get worse. 

In an effort to increase the diversity of the District's instructional and administrative 
workforce, the Suwannee County School Board has developed the following action plan 
for minority recruitment. 

ACTIONS 

1. The District will continue its recruitment program for the purpose of increasing the 
number of qualified minority applicants for instructional and administrative 
positions. Specifically, 

a. The District will continue to expand the geographical area of recruitment by sending 
notices to colleges and universities, including Historically Black Colleges and 
Universities (HBCU's) in Florida, Georgia and Alabama, of available teacher and 
administrative vacancies. 

b. The District will seek contacts from other community-based organizations, such as 
the NAACP and St. Luke's Episcopal Church, to help disseminate teacher and 
administrative vacancy notices. 

c. The District will identify additional recruitment fairs and sites, both within the state 
and out-of-state, that are the best sources for minority teacher and administrative 
applicants. 

d. The District will work with teacher education programs at college and universities 
and encourage pre service teacher field experiences and clinical experiences within 
our schools. 

e. The District will collaborate and network with organizations such as the local 
NAACP, United Teachers of Suwannee County, Suwannee and Lafayette Retired 
Educators, area churches and other appropriate local organizations to assist in 
identifying free or low-cost housing for student teachers interning in the district. 

2. The District will continue to provide training and professional development 
opportunities that promote diversity and multicultural competence. Specifically, 

a. The District will provide training for the superintendent, school board members, 
principals, and other individuals who have any role in recruiting or hiring teachers or 
administrators. The training will cover the importance of workforce diversity, the 
possible disparate impact of the employment criteria utilized for any particular 
vacancy, and the appropriate use of selection factors and interview techniques in the 
recruitment process. 
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b. The District will continue to provide training, such as Ruby Payne, which help 
reinforce multicultural understanding, competence and effective ESOL teaching 
strategies for teachers. 

c. The District will continue the practice of providing first year teachers with mentors 
to increase retention. 

d. The District will provide training and develop training materials for teachers of 
ESOL and ELL students. 

3. The District will continue seeking opportunities to attract and hire teachers at 
recruiting fairs. Specifically, 

a. The District will send hiring authorities (principals) to career fairs to interview on 
site at these recruiting fairs. 

b. The District will participate in virtual recruitment fairs. 

c. The District will utilize conditional contracts when making pre-employment job 
offers. 

d. District recruiters will continue to maintain a log of prospective candidates; and 
subsequently, follow up with them regarding the status of their application and any 
certification questions they may have. 

4. The District will continue to find ways to promote teaching as a positive career 
choice. Specifically, 

a. Guidance counselors and teachers will encourage students to pursue education as a 
major. There are several scholarships and loan forgiveness programs that are 
available to students. 

b. The District will continue to disseminate FFMT and other minority scholarship 
information to minority students interested in pursuing a career in teaching. 

c. The District will continue to seek resources and personnel to implement Teaching 
Assistant as a career academy. 

5. The District will continue seeking ways to continuously improve recruitment and 
retention efforts and to monitor progress. Specifically, 

a. The District will conduct a self-assessment to determine the overall success of its 
recruitment efforts. The self-assessment will include a comprehensive comparison 
of the racial and ethnic demographics ofthe District's current teacher and 
administrative staff to the racial and ethnic demographics of the relevant applicant 
pools and or qualified labor market. 
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b. The Superintendent will provide an annual update to the Suwannee County School 
Board regarding employment demographics. The public will be invited to address 
the Board regarding this plan. 

c. This plan will be reviewed annually, and modified as needed. 
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Welcome to 
Suwannee County 

School District 

Each employee contributes directly to the successful educational program for the 
children of Suwannee County as well as the organization's growth and success. We 
hope that you will take pride in being a member of our team of educational 
professionals. Please remember that you represent the Suwannee County School 
District while in the community as well as at schooL 

This handbook describes some of the expectations of our employees and outlines the 
policies, programs, and benefits available to eligible employees. Employees are 
encouraged to familiarize themselves with the contents of this handbook, for it will 
answer many common questions concerning employment with the Suwannee County 
School District. However, the handbook cannot anticipate every situation or answer 
every question about employment. As a result, the employee should consult with 
his/her worksite supervisor or the Human Resources Department regarding any 
questions not answered in the handbook. 

The information, policies, and benefits described here are subject to change. All such 
changes will be communicated through official notices, and revised information may 
supersede, modify, or eliminate existing policies. The employee handbook is not a 
contract of employment or a legal document. !tis, however, the responsibility of the 
employee to read and comply with the procedures contained in this handbook and any 
revisions made to it. A copy of the handbook can be found on the web site. 
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ADMINISTRATIVE ORGANIZATION 
Suwannee County School District 

2018-2019 

Superintendent 
Ted L. Roush 

(386) 647-4600 
ted.roush@suwannee.k 12.f1.us 

District 1 

District 2 

District 3 

District 4 

District 5 

School Board 

Jerry Taylor 

Catherine Cason 

Tim Alcorn 

Ed daSilva 

Ronald White 

BOARD MEETINGS take 
place the fourth Tuesday of 
each month at 6:00 p.m. in the 
Board Room at the District 
Office. The February and 
October board meetings are 
held in Branford on the fourth 
Tuesday at 6:00 p.m. 

District Administrators 

Bill Brothers Assistant Superintendent of Administration 

Janene Fitzpatrick Assistant Superintendent of Instruction 

Vickie Music DePratter Chief Financial Officer 

Walter Boatright Director of Human Resources 

Mark Carver Director of Facilities 

Lisa Dorris Director of Food Service 

Mary Keen Director of Career, Technical, & Adult Education 

Debra Land Director of Student Services 

Chris Landrum Director of Transportation 

Malcolm Hines Director of School Safety & Other Administrative Services 

Josh Williams Director of Information Technology 
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School 

Branford Elementary 
26801 SR247 
Branford 32008 

Branford High 
405 NE Reynolds St. 
Branford 32008 

RIVEROAK Technical College 
415 Pinewood Dr., SW 
Live Oak 32064 

Suwannee Elementary 
1748 S. Ohio / MLK Jr. Ave 
Live Oak 32064 

Suwannee High 
1314 Pine Ave., SW 
Live Oak, FL 32064 

Suwannee Intermediate 
1419 Walker Ave., SW 
Live Oak 32064 

Suwannee Middle 
1730 Walker Ave., SW 
Live Oak 32064 

Suwannee Primary 
1625 Walker Ave., SW 
Live Oak 32064 

Suwannee Virtual School 
415 Pinewood Dr., SW 
Live Oak, FL 32064 

Suwannee County School District 
1729 Walker Avenue, SW, Ste. 200 
Live Oak, FL 32064 

(386) 647-4600 

Phone/ Fax 

386/935-5700 
FAX: 386/935-6311 

386/935-5600. 
FAX: 386/935-3867 

386/647-4200 
FAX: 386/364-4698 

386/647-4400 
FAX: 386/330-1215 

386/647-4000 
FAX: 386/330-1215 

386/647-4700 
FAX: 386/364-2680 

Principal 

Jennifer Barrs 
Stephenie Busch, AP 

Terry Huddleston . 
Carl Manna, AP 
Angela Wood, AP 

Mary Keen 

Amy Boggus 
Keri Bean, AP 

Ronnie Gray 
Angie Stuckey, AP 
Tammy Boggus, AP 
Gary Caldwell, AP 

Jennifer Beach 
Joe Eakins, AP 

Center # 

0089 

0091 

0012 

0060 

0043 

0042 

386/647-4500 Jimmy Wilkerson 0051 
FAX: 386/208-1474 Laura Williams, AP 

386/647-4300 Marsha Tedder 0011 
FAX: 386/364-2667 Lisa Garrison, AP 

386/647-4243 Dee Dee McManaway 7023 

Grades 

PK-5 

6-12 

Vocational / 
Adult 

2-3 

9-12 

4-5 

6-8 

PK-1 

K-12 
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Mission Statement 

Suwannee County School District will educate all students in a safe and supportive learning environment that 
will develop life-long learners and productive citizens. 

Vision 
Suwannee County School District will be a system of excellence ensuring all students are prepared for personal 
success. 

Suwannee County School District Employee Workplace Safety Program 

The Suwannee County School Board is committed to providing employees with a safe and healthful workplace. 
It is the policy of the Suwannee County School District that employees report unsafe conditions and do not 
perform work tasks if the work is considered unsafe. Employees must report all accidents, injuries, and unsafe 
conditions to their supervisors. No such report will result in retaliation, penalty or other disincentive. 

Workplace safety and health orientation begins prior to the first day of initial employment or job transfer. Each 
employee has access to a copy of the safety manual through the website. 

Supervisors will ask questions of employees and answer employees' questions to ensure knowledge and 
understanding of safety rules, policies and job-specific procedures described in our workplace safety program 
manual. All employees will be instructed by their supervisors that compliance with the safety rules described in 
the workplace safety manual is required. 

Suwannee County School District Employee Wellness Program 

The Suwannee County School District Wellness Committee is committed to promoting healthier lifestyles for 
our employees. Please visit the Wellness website for information on wellness events, fitness partners and 
incentives for living healthier. In addition, the Suwannee County School District has teamed up with 
Humana Vitality to implement a wellness and rewards program for everyone - no matter your age or health 
status. It will put you on the path to healthier living whether you're a fitness buff, just working on losing a few 
pounds, or training for your first 5K race. It will also help you quit smoking, lower your blood pressure, and eat 
healthier. For more information, refer to the Employee Benefits Guide on the District website, under Staff 
Resources. 
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PERSONAL DATA CHANGE 

All employees are expected to use their legal names in dealing with the Board and other professional 
agencies. Employees' mailing addresses, telephone numbers, number and names of dependents, name 
changes due to marriage or divorce, individual to be contacted in the event of an emergency, educational 
accomplishments, and other such information should be accurate and current at all times. It is the 
responsibility of each employee to promptly notify the worksite secretary of any changes in status. The 
secretary will prepare a written personnel status form indicating the changes or will direct the employee 
to the appropriate resource. When changes in personal data occur, new forms (such as W -4 forms, 
retirement forms, insurance, a copy of the new social security card, and driver license) are required. 

VOLUNTARY TRANSFERS 

When an employee is voluntarily transferred to another school site or location in the district, the employee 
initiates the process. The releasing supervisor or principal signs the transfer form to acknowledge 
approval of the transfer. The receiving principal or administrator signs the transfer form accepting the 
employee. The accepting principal or administrator then completes an employee status form and sends 
all paperwork to the Human Resources Department. The Superintendent and Suwannee County School 
Board must approve the transfer. 

INVOLUNTARY TRANSFERS 

Involuntary transfers, between schools may be made to provide a more adequate instructional program. 
Such involuntary transfers shall be limited to no more than two (2) transfers that involve a change to a 
different grade or broad subject area within a five (5) year period. Changing back to an area or grade 
taught during the last five (5) years would not be considered a different grade or broad subject area. 
Written notice of such transfers will be given to the teachers concerned as soon as possible. When a 
reduction in the number of teachers in a school is necessary, all volunteers shall be given first 
consideration for transfer. The Superintendent and Suwannee County School Board must approve the 
involuntary transfer. 

ORIENTATION 

All new employees are expected to attend an orientation workshop, which is usually scheduled prior to 
preplanning. When a substitute employee is hired in a regular full-time position, this person becomes 
eligible for benefits and is invited to attend orientation. Mid-year appointees should complete the online 
training modules required for their position and attend the next scheduled orientation program, if they 
continue employment. Each principal/site supervisor shall conduct appropriate orientation activities for 
any employee hired after the first day of pre-planning. 

OATH OF LOYALTY 

Florida law requires that all employees sign an Oath of Loyalty. This form is a part of your employment
processing package and should be completed along with your other personnel papers at the time of 
employment. 
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IMMIGRATION LAW COMPLIANCE 

Suwannee County School District complies with the Immigration Reform and Control Act of 1986 and 
is committed to employing only United States Citizens and aliens who are authorized to work in the 
United States. As a condition of employment, each new employee must properly complete, sign, and 
date the fIrst section of the Immigration and Naturalization Service Form 1-9. Before commencing 
work, newly rehired employees must also complete the form if they have not previously fIled an 1-9 
with the Personnel Department, if their previous 1-9 is not more than three (3) years old. 

FINGERPRINTING 

Florida law requires that all school board employees and substitutes be fIngerprinted. It is the 
responsibility of the applicant to pay the processing fee that is established by the Florida Department of 
Law Enforcement (FDLE). Fingerprints are taken in the personnel offIce and sent to FDLE and the 
Federal Bureau of Investigation (FBI) for processing. 

If the fmgerprint report for an instructional/administrative employee fIling for initial certifIcation 
indicates a criminal history or if the applicant acknowledges a criminal history, the applicant's records 
shall be referred to the Bureau of Educator Standards for review and determination of eligibility for 
certifIcation. If the applicant fails to provide the necessary documentation requested by the Bureau of . 
Educator Standards within 90 days after the date of receipt of the certifIed mail request, the statement of 
eligibility and pending application shall become invalid. 

Effective July 1, 2004, school districts are required to conduct national criminal history checks every 
five years on their current employees. The District shall assume the expense for this requirement. 

SELF-REPORTING RULE 

All employees are required to comply with the "Self-Reporting Rule" for arrests and convictions. The 
"Rule" requires employees to self-report to the Director of Human Resources within 48 hours any 
arrests/charges involving the abuse of a child or the sale and/or possession of a controlled substance. In 
addition, the employee is required to report any conviction, fInding of guilt, withholding of adjudication 
commitment to a pretrial diversion program, or entering of a plea of guilty or Nolo Contendere for any 
criminal offense other than a minor traffic violation within 48 hours after the fInal judgment. Bus 
drivers are required to report a DUI or alcohol related arrest by the next shift. 

CODE OF ETIDCS 

The code of ethics governs professionalism through integrity and consists of those principles of 
professional conduct that govern the education profession in Florida. The State Board of Education 
approved the principles of professional conduct on July 21, 1992 (Rule 6B-1.006, FAC). Violation of 
any of the principles of professional conduct shall subject the individual to sanctions against the 
certifIcate, which may include revocation or suspension of the individual educator's certificate, or the 
other penalties as provided by law. All employees are encouraged to read, understand and become 
familiar with these principles (Rule 6B-l.00, F AC). CertifIed employees may become ineligible for 
employment should they commit any ofthe felonies or misdemeanors listed in FS. 1012.315 (*Note
current employees who have committed one of these felonies in the past will also be disqualifIed from 
employment.) 
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PROFESSIONALISM 

Each employee (bus driver, food service or maintenance worker, classroom aide or teacher, administrator 
and all other classifications of employees) is expected to demonstrate professional and appropriate 
behavior. Each employee is expected to abide by school and Suwannee County School District rules, 
and state and federal laws. Because employees of a school system serve as role models for students, 
employees are held to the highest standard of conduct (Adams vs. Turlington). In a school district such 
as ours, the community holds school personnel as examples for children. 

OUTSIDE EMPLOYMENT 

Outside employment or "moonlighting" on the part of an employee shall not violate the moral standards 
of the community, or the Code of Ethics of the Education Profession in Florida. Under no conditions 
shall outside employment conflict with the employee's performance ofhislher professional duties or with 
the extracurricular activities related to hislher position. 

Suwannee County School District employees shall not conduct a private enterprise on school time. 
District equipment or supplies, including technology, computers, and other equipment such as copiers, 
facsimile machines and cell phones, may not be used for a private business or personal gain of the 
employee, or for the benefit of private, "for profit", or "not for profit" organizations, unless expressly 
authorized by the Superintendent or the Superintendent's designee. 

EMPLOYEE RELATIONS 

The employer believes that the work conditions, wages, and benefits that are 
offered to its employees are competitive with those offered by other school districts in this region. If 
employees have concerns about work conditions or compensation, they are encouraged to voice these 
concerns openly and directly to their immediate supervisors. 

If employees prefer to exercise the right to be represented by a collective bargaining agent, the school 
board will respect that choice. 

GRIEVANCE 

If an employee has a complaint, which he/she believes may become the basis for a grievance, the 
employee shall discuss the complaint, in an informal manner with hislher immediate supervisor. If the 
problem is not resolved, the employee may file a formal grievance. Procedures for filling a grievance 
are contained in the collective bargaining agreement and SCSB Policy 6.50. 

The purpose of the grievance procedure is to resolve at the lowest possible level and in the most 
expedient and impartial manner, any dispute between members of the bargaining unit and management, 
concerning the terms of the contract. Employees are encouraged to read the collective bargaining 
agreement and may refer to the grievance procedure/form in the contract should it become necessary. 

PUPIL SUPERVISION 

Proper supervision of a pupil shall be provided while the student is under the immediate control of the 
school. Supervision shall be maintained on the school grounds, in classrooms, on the bus, in pupil 
occupied areas of buildings, on field trips, during any extracurricular activity, at school-sponsored 
functions, and at any other school related sponsored activity. 
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Any employee who has responsibility for the supervision of pupils in the performance of their normal 
duties, or who is assigned duty requiring the supervision of pupils needs to be diligent in supervising 
each child. Obviously we want each child to be safe. An employee who fails to provide such student 
supervision by failing to report for duty or by leaving hislher post of duty without being properly 
relieved of such duty shall be deemed guilty of neglect of duty. Any person charged with such neglect 
of duty shall be subjected to disciplinary action up to and including termination. 

SOCIAL MEDIA 

All employees are expected to serve as positive ambassadors for our schools and to remember they are 
role models to students in this community. Because readers of social media networks may view the 
employee as a representative of the schools and the District, it is in the employee's best interest to observe 
the following rules when referring to the District, its schools, students, programs, activities, employees, 
volunteers and communities on any social media networks: 

It is in the employee's best interest when using any social media network or electronic communication 
(including texting) and postings, displays, or communications on any social media network, to comply . 
with all state and federal laws and any applicable District policies. Following Florida Administrative 
Code 6B-l.OO 1 and 6B-l.006, it is in the employee's best interest to be respectful and professional in all 
communications (by word, image, or other means). 

Employees should not use their District e-mail address for communications on public social media 
networks that have not been approved by the District. Employees must make clear that any views 
expressed are the employee's alone and do not necessarily reflect the views of the District. Employees 
may not act as a spokesperson for the District or post comments as a representative of the District, 
except as authorized by the Superintendent or designee. 

Employees may not disclose information on any social media network that is protected by law, 
confidential or proprietary to the District, its students, or employees or that is protected by data privacy 
laws. 

Employees may not use or post District, school or departmental logos on any social media network 
without permission from the Superintendent or designee. 

This policy will continually evolve as new technologies and social networking tools emerge. It is each 
employee's responsibility to be familiar with this policy. This policy is guided by the principle of 
personal responsibility and accountability, what you write is ultimately your responsibility. This policy 
is not intended to restrict participation but rather to provide both a caution and guidance for employees 
who choose to engage in online activities 

CHILD ABUSE 
Each school district employee is considered a "mandated reporter." All employees have an affIrmative 
duty to report all cases of actual or suspected cases of child abuse or neglect, and shall have immunity 
from liability if such cases are reported in good faith. The failure of an employee to report suspected 
cases of child abuse shall subject the employee to disciplinary measures. 
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CLEAN INDOOR AIR ACT 

Suwannee County School District supports the Clean Indoor Air Act, which prohibits the use of all 
tobacco products in classrooms; pupil occupied areas, the gymnasium or auditoriums of the Suwannee 
County School District by any person. 

WEAPONS PROIDBITED 

No one, except a law enforcement officer, may bring a weapon on campus. Employees, students and 
parents are prohibited from carrying any gun, pistol, sword, knife, razor, or any other item which may 
be used as a weapon on the school grounds, into any school building, or on a school bus, or who conceals 
such items on the school grounds, within a school building, on a school bus or in an automobile or other 
vehicle parked on the school grounds or adjacent thereto. Employees, students and parents who fail to 
comply with this policy may be arrested, suspended from duty or expelled. 

PROFANE OR OBSCENE LANGUAGE 

Up.der no conditions shall any School Board employee be permitted to use profane or obscene language 
in hislher relationship with students. Any employee who uses profane or obscene language while 
speaking to, communicating with, or in the presence of students shall be deemed guilty of misconduct. 

ALCOHOL & DRUG-FREE WORKPLACE 

No employee or student shall manufacture, distribute, dispense, possess, or use in or on the work place, 
or be under the influence of any alcoholic substance, any intoxicating or auditory, visual, hallucinogenic 
drug, amphetamine, barbiturate, marijuana, or any other controlled substance, in the work place, as 
defined by Federal Law or Florida Statute Ch. 893, or any counterfeit of such drugs or substances, all 
being collectively referred to as drugs. 

Alcohol beverages in any form, drugs and controlled substances (except as defined by School Board 
policy 6.45 and 6.46) are barred from all school property, buildings, and functions sponsored by the 
public schools of Suwannee County. 

The appropriate use of legally prescribed drugs and nonprescription medication is not prohibited. 
However, it is the employee's responsibility to inform the physician of the employee's job duties and to 
ask the prescribing physician to determine whether or not the prescribed drug may impair the employee's 
job performance. It is the employee's responsibility to remove himsel£'herselffrom service if unfit for 
duty. An employee in a safety sensitive position must obtain a written release from the prescribing 
physician if he/she has prescribed any substance that carries a warning label indicating that mental 
functioning, motor skills or judgment may be adversely affected. The release must state that the 
employee is able to perform safety sensitive functions. 

"Workplace" is defmed as the site for the performance of work done in connection with the duties of an 
employee of the School Board. That term includes any place where the work of the school district is 
performed, including a school building or other school premises; any school-owned vehicle or any other 
school-approved vehicle used to transport students to and from school or school activities, off-school 
property during any school-sponsored or school-approved activity, event or function, such as a field trip, 
workshop or athletic event. 
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Each job offer is contingent on a negative drug test. When reasonable suspicion exists, employees may 
be required to submit to a drug test. Refusal to test or positive results are grounds for termination. 
Random drug testing is required for transportation personnel. 

DRUG-FREE EMPLOYEE ASSISTANCE 

The District shall offer assistance and information on drug abuse in order to maintain an alcohol and a 
drug-free workplace. Employee assistance will be available through the Human Resources Department 
or referral to a program which will provide assistance. 

TOBACCO FREE FLORIDA 

All uses of tobacco products in any form are prohibited in any District-owned facility or vehicle. Staff 
who violate the policy will be provided cessation resources. 

BLOODBORNEPATHOGENS EXPOSURE PLAN 

Universal precautions will be observed by all-employees to prevent contact with blood or other 
potentially infectious materials. Annual training will be provided to employees who are employed in an 
identified occupational exposure position. The Principal/Supervisor is responsible for monitoring this 
process and ensuring that universal precautions are observed. Employees who have been identified as 
working in occupations that expose them to blood or other potentially infectious materials will be offered 
the Hepatitis B vaccine at no cost to the employee. Vaccines will be given through an agreement with 
the Suwannee County Health Unit. 

DISCRIMINATION 

The Suwannee County School District does not discriminate on the basis of race, color, national origin, 
sex, disability, or age in its programs and activities and provides equal access to the Boy Scouts and other 
designated youth groups. The following person has been designated to handle inquiries regarding the non
discrimination policies: 

Walter Boatright, Director of Human Resources 
Address: 1729 Walker Ave., SW, Ste. 700, Live Oak, FL 32064 
Telephone.: (386) 647-4633 

REASONABLE ACCOMMODATIONS IN EMPLOYMENT 

In accordance with the Americans with Disability Act (ADA) of 1990, an employee may request 
reasonable accommodations when he/she meets the criteria of a disability as defined by ADA. ADA has 
a three-part definition of disability. Under ADA, an individual with a disability has: 

• A physical or mental impairment that substantially limits one or more major life activity; 
• A record of such an impairment; or 
• Is regarded as having such impairment. 

Employees desiring reasonable accommodations in employment may contact the Human Resources 
office. 
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Reasonable Accommodations shall be provided that will not impose undue hardship to the school or 
district. Reasonable accommodations can involve the following: 

a. Modifications or adjustments to a job application process that enable or qualify an applicant with 
a disability to be considered for the position such qualified applicant desires; or 

b. Modifications or adjustments to the work environment or to the manner or circumstances under 
which the position held or desired is customarily performed, that enable a qualified individual with 
a disability to perform the essential functions of that position; or 

c. Modifications/adjustments enabling employees with disabilities to enjoy equal benefits and 
privileges of employment as are enjoyed by other similarly situated employees without disabilities 
(i.e. making existing facilities readily accessible and usable by individuals with disabilities, job 
restructuring, etc.). 

PROBATIONARY PERIOD 

First year instructional employees are on a probationary contract for the first year. The probationary 
period is intended to give new employees the opportunity to demonstrate hislher ability to achieve a 
satisfactory level of performance and to determine whether the new position me~ts hislher expectations. 
Upon satisfactory 'completion of the probationary period, the person may be recommended as a regular 
employee. 

During the initial 97 days of employment, either the non-instructional employee and/or the employer 
may end the employment relationship without a breach of contract and without cause. 

During the probationary period, new employees are eligible for those benefits that are required by law, 
such as workers' compensation insurance and social security. They may also be eligible for other 
employer-provided benefits, subject to the terms and conditions of each benefit program. Employees 
should read the information for each specific benefit program for the details on eligibility requirements. 

EXPERIENCE VERIFICATION 

Each year of experience to be counted for salary purposes must meet the criteria prescribed by law. 
Experience credit may not exceed the limits established by the board or the terms of a negotiated 
agreement. All experience verification must be: 

a. Provided on Experience Verification Form or on business stationary by former employers or by a 
notarized affidavit(s), 

b. Specify the date(s) of employment, job title, and whether the position was full-time or part-time 
employment, 

c. The number of hours worked per week must be included for part-time employment, 
d. Self-employed experience (i.e. family business) must be verified by an individual knowledgeable 

of the applicant's service. 

Certificated employees (i.e. teachers, administrators) who have worked in a public school system and 
have applicable experience will receive 100% experience credit for salary purposes. 

No experience credit is approved for substitute or part-time teaching experience unless the service 
was rendered under contract in excess of one-half the days (99 days) or hours (785 hours) required for a 
year of service in a full-time position. 
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Instructional personnel will be paid according to their highest degree earned, in accordance with the 
master contract. However, for personnel hired after 2011 to qualify for an advanced degree payment, the 
advanced degree must be in an academic subject area that is on their teaching certificate. 

During the year of initial employment, the HR office will process the experience verification paperwork 
and authorize the employee's salary. As experience verifications are received in the Human Resources 
Office, new salary authorizations are made retroactive to the employee's effective date of hire. 
Additional salary for experience that is documented after the first year of employment shall not be 
retroactive. 

SEXUAL HARRASSMENT 

The Suwannee County School District forbids sexual harassment in any form, whether by an 
administrator, teacher, any other adult, or any student on school property or at any school related activity. 
Sexual harassment consists of unwelcome sexual advances, requests for sexual favors and other 
inappropriate oral, written or physical conduct of a sexual nature when: 

a. Such conduct is made either explicitly a term or condition of an individual's employment; 
b. Submission to or rejection of such conduct by an individual is used as the basis for employment 

decisions affecting such individuals; or 

c. Such conduct has the purpose or effect of unreasonable interfering with an individual's work 
performance or creating an intimidating hostile or offensive working environment. 

Persons who allege sexual harassment may report such actions to a principal, administrator or other 
responsible person within the school/work site where the action occurred. All complaints shall be 
reported to the Director of Human Resources and investigated as promptly as practicable. Filing a 
Complaint of sexual harassment will not reflect upon the individual's status, future employment, work 
assignments, future grades or extracurricular activities. A substantiated charge of sexual harassment shall 
subject the individual to disciplinary actions. Employees are encouraged to read the sexual harassment 
policy. 

BULLYING 

It is the policy. of the Suwannee County School District that all of its students and school employees have 
an educational setting that is safe, secure and free from harassment and bullying of any kind (SCSB Policy 
5.101). The District will not tolerate bUllying and harassment of any type. Conduct that constitutes bullying 
and harassment is prohibited. 

Bullying includes cyberbullying and means systematically and chronically inflicting physical hurt or 
psychological distress on one or more students or employees. It is further defmed as unwanted and 
repeated written, verbal, or physical behavior, including any threatening, insulting, or dehumanizing 
gesture, by a student or adult, that is severe or pervasive enough to create an intimidating, hostile, or 
offensive educational environment; cause discomfort or humiliation; or unreasonably interfere with the 
individual's school performance or participation; and may involve but is not limited to: 

a. teasing, 
b. social exclusion, 
c. threat, 
d. intimidation, 
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e. stalking (including cyberstalking), 
f. physical violence, 
g. theft, 
h. sexual, religious, or racial/ethnic harassment, 
i. public humiliation, or 
J. destruction of property. 

The term bullying shall include cyberbullying whether or not specifically stated. 

Harassment means any threatening, insulting or dehumanizing gesture, use of data or computer software, 
or written, verbal or physical conduct directed against a student or school employee that: 

a. places a student or school employee in reasonable fear or harm to hislher person or damage to 
hislher property; 

b. has the effect of substantially interfering with a student's educational performance, opportunities, 
or benefits; or 

c. has the effect of substantially disrupting the orderly operation of a school. 

Bullying arid harassment also include: 
a. retaliation against a student or school employee by another student or school employee for asserting 

or alleging an act of bullying or harassment; reporting an act of bullying or harassment that is not 
made in good faith is considered retaliation; 

b. perpetuation of conduct listed in the definition of bullying or harassment by an individual or group 
with intent to demean, dehumanize, embarrass, or cause emotional or physical harm to a student or 
school employee by 

1. incitement or coercion; 
2. accessing or knowingly and willingly causing or providing access to data or computer 

software through a computer, computer system, or computer network within the scope of 
the District school system; 

3. acting in a manner that has an effect substantially similar to the effect of bullying or 
harassment. 

REPORTING MISCONDUCT 

All employees shall be responsible for reporting misconduct by School Board employees that affects 
the health, safety or welfare of a student. Reports should be made to immediate supervisor, or by using 
the following procedures. . 
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SUWANNEE COUNTY SCHOOL DISTRICT 
Reporting Of Wrongdoing 

The employees of the Suwannee County School District have a number of options and methods of 

reporting wrongdoing in the workplace. An employee may report the wrongdoing verbally or in written 

form to the following: 

A. Any school level administrator or administrative supervisor 

B. Equity Coordinator - Walter Boatright .... 386-647-4633 

C. Any district level administrator including the Superintendent and 

School Board Members 

D. The Collective Risk Management Team: 

J anene Fitzpatrick -647-4647 ........................................ District Administrator Rep. 

Kecia Robinson - 647-4638 ......................................... District Administrator Rep. 

Ronnie Gray - 647-4035 .............................................. School Level Administrator Rep. 

Theda Roper- 647-4701 ............................................... VTSC Representative 

Robyne Edwards - 647-4435........ .................... ............ Teacher Representative 

Sharon Braun - 647-4128 ............................................. Transportation Representative 

Dana Tidwell- 647-4604 ............................................. School Related Representative 

E. Employee Protection Line® 
Call (800) 576-5262 and enter the organizations code number (30079 for Suwannee) without giving 
your name. 
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FLORIDA CERTIFICATION REQUIREMENTS 

(for instructors and administrators) 

APPLICATION FOR 
CERTIFICATION 

The certification office will assist you with the certification process. For an initial certificate, you must: 

a. Complete an application form CG-lO online. http://www.fdoe.org/edcert/apply.asp 
b. Pay processing fees of $75.00 per subject/endorsement requested. 
c. Submit an official transcript that reflects a bachelor's or higher degree from an accredited or 

approved institution. 
d. Submit a fingerprint report that has been processed, submitted by the school district to DOE, and 

cleared. 

For additional information, contact Mary Ann Chaney at (386) 647-4627 or visit the Bureau of Educator 
Certification web site at http://WWw.fldoe.org/edcert/:. 

INITIAL CERTIFICATION REQUIREMENTS 

For a three (3) year non-renewable temporary certificate, you must: 

a. Complete all application process requirements. 
b. Hold a Bachelor's degree or higher. 
c. Demonstrate mastery of subject area knowledge or meet subject specialization with a 2.5 GPA for 

a requested. 
d. Submit a fingerprint report that has been processed, submitted by the school district to DOE, and 

cleared. 

PROFESSIONAL CERTIFICATE REQIDREMENTS 

For a five year Professional Certificate, you must: 

a. Complete the application process (apply online http://www.fldoe.orgledcertlapply.asp) 
b. Hold at least a bachelor's degree 
c. Demonstrate Mastery of Subject Area Knowledge for a requested subject 
d. Demonstrate Mastery of General Knowledge 
e. Demonstrate Mastery of Professional Preparation and Education Competence 
f. Fingerprint report that has been processed, submitted to DOE and cleared 
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E~LOYMENTCATEGOruES 

In order to clarify the defmition of employment classifications so that employees understand their 
employment status and benefit eligibility, each employee is designated as either NONEXEMPT or 
EXEMPT from federal and state wage and hour laws. Overtime work must be authorized in advance 
by the worksite supervisor in order to receive compensation. 

NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and state 
law. If there is a bargaining agreement or contract, the employer is obligated to follow the terms of the 
agreement. Examples of job types classified under this category include: bus drivers, food service 
workers, custodial workers, aides, clerical workers, secretarial staff, bookkeepers, clerks, skilled 
laborers. 

EXEMPT employees are excluded from minimum wage and overtime specific provisions of the Fair 
Labor Standards Act. Examples of job types classified under this category include: teachers, directors, 
supervisors, principals, administrators, attorneys, and other employees designated as professionals. 
These employees do not have to be paid overtime when they work more than 40 hours in a workweek. 

In addition to the above, each employee will belong to one other employment category: 

TE~ORARY employees are those who are hired as interim replacements, to temporarily supplement 
the work force, or to assist in the completion of a specific project. Employment assignments in this 
category are of a limited duration. Employment beyond any initially stated period does not in any way 
imply a change in employment status. Temporary employees retain that status unless and until notified 
of a change. While temporary employees receive all legally mandated benefits (such as workers' 
compensation insurance and social security), they are ineligible for the entire employer's other benefit 
program. Substitute employees are an example. 

PROBATIONARY employees are those whose performance is evaluated to determine whether further 
employment in a specific position or with the organization is appropriate. Employees who satisfactorily 
complete the probationary period will be notified of their new employment classification. 

REGULAR FULL-TIME employees are those who are not in a temporary or probationary status and 
who are regularly scheduled to work the organization's full-time schedule. Generally, they are eligible 
for the employer's benefit package, subject to the terms, conditions, and limitations of each benefit 
program. 

REGULAR PART-TIME employees are those who are not assigned to a temporary or probationary 
status and who are regularly scheduled to work less then the full-time work schedule. Regular part-time 
employees are eligible for some benefits sponsored by the employer, subject to the terms, conditions, 
and limitations of each benefit program. 
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PERFO~CEEVALUATION 

The performance of each employee is the key to the overall success of the Suwannee County School 
District in carrying out its mission, goals, and programs. Each employee of the School District shall 
receive at least one annual evaluation by his / her immediate administrative supervisor. The purpose of 
the evaluation shall be to improve the services of personnel in all departments. 

Supervisors and employees are strongly encouraged to discuss job performance and goals on an 
informal, day-to-day basis so the employee can better understand what the job requires as well as what 
the supervisor expects of himlher in their job. The success of the school system depends upon the 
combined efforts of employees, managers, supervisors, and administrative staff. The performance 
evaluation system is designed to provide both supervisors and employees the opportunity to discuss job 
tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, 
purposeful approaches for meeting goals that would improve student performance, job performance, and 
the quality of service provided. Job descriptions and evaluation forms are available on First Class. 

TERMINATION 

When an employee resigns or retires from the Suwannee County School District, a letter of intent must 
be provided to the principal or administrator, with a copy to the Human Resources Department for Board 
acceptance. In the interest of better personnel management, it is important to know the reason employees 
leave their job and how they feel our programs and services might be improved. If you decide to leave 
the Suwannee County School District, you are encouraged to have a personal exit interview with your 
supervisor. The Department of Education requires an exit form to be completed by each teacher and 
submitted to the personnel department, which in tum, submits the exit information to DOE. 

ACCESS TO PERSONNEL FILES 

Personnel files are the property of the employer. Access to the information contained in the personnel 
file of each employee is open to public inspection, with the exception of those restrictions set forth in 
F.S. 1012.31 and 119. With reasonable advance notice, an employee may review material in a personnel 
file in the personnel offices and in the presence of the individual appointed by the employer to maintain 
the file. Information exempt from public inspection consists of the following: 

a. Complaints or material relating to an on-going investigation. 
b. Performance evaluations prepared before July 01, 1983. 
c. Current performance evaluations and the evaluations from the previous year. 
d. Derogatory material to an employee until 1 0 days after the employee has been notified pursuant to 

Chapter 119 Florida Statutes. 
e. Payroll deduction records. 
f. Medical records, including psychiatric, psychological, and/or mental health counseling. 
g. District employees' name and home address relating to HRS, Law Enforcement, active firefighter; 

court justice; appeal, circuit or county judge. 
h. Any information revealing undercover personnel of a criminal justice agency, law enforcement 

personnel and HRS. 
i. References prior to employment that are marked confidential. 
J. Confidential information can be shared with another person or agency when required by law and 

when the employee gives written consent for release of information. It is the employee's 
responsibility to let us know if they are exempt. 
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Notification of Social Security Number Collection and Use 

In compliance with Florida Statute 119.071(5), Suwannee County School Board issues this notification regarding 
the purpose of the collection and use of an individual's Social Security Number. 

The Suwannee County School Board recognizes that an individual's social security number is a unique form of 
identification that can be utilized to obtain sensitive information regarding that particular individual. However, as 
required by Florida Statute 1008.386, the Board must request that each student enrolled in the district provide his 
or her social security number and must use the Social Security Number in the management information system. 

The Board further recognizes that under certain circumstances, both as an employer and an education institution, 
the collection of social security numbers is necessary to be able to properly perform its duties and functions and to 
ensure that such duties and functions are performed accurately and efficiently. Due to the sensitive nature of an 
individual's social security number, the Board will secure Social Security Numbers from unauthorized access and 
will never release them to unauthorized parties. Each student and employee will be issued a unique identification 
number for reporting purposes unless otherwise prescribed by law. 
The Suwannee County School Board collects your social security number only for the following purposes: 

Purpose. Statutory Authority Mandated, Authorized or 
Business Imperative 

Identification and verification - Sec. 119:071(5)(a)(2)(a)(1ll), Fla. Stat. Mandated 
Identity management 1008.386, Fla. Stat. 

Benefit processing Sec. 6109, LR.C. Mandated 
Data collection, reconciliation, Sec. 6109, LR.C. Mandated 

and tracking 
Tax reporting Sec. 6109, LR.C. Mandated 
Criminal background checks Sec. 119.071(5)(a)(2)(a)(1ll), Fla. Stat. Business Imperative 
Billing and payments Sec. 6109, LR.C. Mandated 
Payroll administration Sec. 6109, LR.C. Mandated 
Garnishments Sec. 6109, I.R.C. Mandated 
State and federal educational and Sec. 6109, LR.C. Mandated 

employment reporting 
Financial aid programs Sec. 6109, I.R.C. Mandated 
Vendor applications Sec. 6109, LR.C. Mandated 
Independent contractors Sec. 6109, I.R.C. Mandated 
Employment applications Sec. 6109, I.R.C. Mandated 
Student admissions - Student Sec. 119.071(5)(a)(2)(a)(1ll), Fla. Stat. Business Imperative 

record management 1008.386, Fla. Stat. 
Volunteer applications Not applicable Authorized - SCSB Policy 6.78* 

Additionally, Federal Legislation relating to the Hope Tax Credit requires that all postsecondary institutions report 
the Social Security Number of all postsecondary students to the Internal Revenue Service. This IRS requirement 
makes it necessary for RIVEROAK Technical College (RTC) to collect the Social Security Number of every 
postsecondary student enrolled. A student may refuse to disclose his/her Social Security Number to RTC, but 
refusing to comply with the federal requirement may result in fmes established by the Internal Revenue Services. 

All Social Security Numbers are protected by federal regulations and are never released to unauthorized parties. 
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BENEFITS 

Eligible employees of the Suwannee County School District are provided a wide range of benefits. A 
number of the programs, such as social security, workers' compensation, state retirement, disability, and 
unemployment insurance cover all employees in the manner prescribed by law. Benefit eligibility is 
dependent upon a variety of factors, including employee classification. Some benefit programs require 
contributions from the employee. Your supervisor can identify the programs for which you are eligible. 
Details of many of these programs can be found elsewhere in the employee handbook. 

The following benefits are available to eligible employees: 
Auto Mileage Insurance 
Credit Union COBRA 
Holidays Workers' Compensation 
Annual LeaveN acation Unemployment Compensation 
Sick Leave Benefit Pay Training Opportunities 
Sick Leave Bank Critical Teacher Shortage 
Uniform and Uniform Maintenance Direct Deposit 
RetirementlDrop Program Employee Assistance 
Terminal Leave Pay Employee Leave Sell Back Option 

AUTO MILEAGE 

Reimbursement is provided to employees for authorized travel when approved by the employee's 
supervisor, superintendent and/or the School Board. Law establishes rates for travel. No reimbursement 
is given for travel between the employee's home and workstation. 

In-district travel is computed in accordance with the district mileage schedule, or the odometer reading 
from the point of departure to point of destination. Out-of-district travel is established by official state 
road maps. When employees are traveling extended distances in a county car, a fuel or credit card from 
the district office should be checked-out for use. Persons traveling to the same meeting are encouraged 
to travel together. 

Reimbursement may be requested for taxi, and ferry fares; bridge, road, and tunnel tolls; storage and 
parking fees; communication expense and convention registration fees when properly supported by 
receipts. No reimbursement may be authorized for gratuities. 

UNIFORM AND UNIFORM MAINTENANCE 

The School Board appropriates funds for the purchase and maintenance of specialized clothing, 
footwear, uniforms and protective paraphernalia for certain categories of employees (i.e. food service 

-29-



workers, bus drivers, custodians, etc.) because of required regulations and daily exposure to hazardous 
working conditions. 

RETIREMENT 

All new employees in regularly established positions automatically become members of the Florida 
Retirement System (FRS) and are covered by Federal Social Security. The district contributes to the 
Florida Retirement System fund as provided by law. The district matches your social security 
contributions. The State offers a choice of two retirement options; the pension plan or the investment 
plan. You will have five months from the date you are first employed by an FRS employer to make your 
selection. When an employee is ready to retire, he/she should contact the benefits office. Employees may 
receive federal social security benefits in addition to state retirement. 

Eligible employees may apply for enrollment in the Deferred Retirement Option Program (DROP) with 
the Division of Retirement. Contact the FRS Benefits Office for information. 

Employees may also participate in the Board approved tax shelter annuity programs [403(b), 457 and 
401(k)]. The employee may select from several companies approved by the Board. The contributions to 
an annuity must be payroll deducted. 

In order to obtain FRS information, please either create a LOG IN or use the toll free MyFRS Financial 
Guidance Line: 1-866-446-9377 (TTY: 1-888-429-2160) 9 a.m. to 8 p.m. ET, Monday -Friday (except 
holidays ). You can speak to an unbiased Ernst & Young financial planner for help in choosing your FRS 
retirement plan using MyFRS.com, and personal financial planning. Also, get detailed information about 
the Pension Plan, Investment Plan, enrolling your Personal Identification Number (PIN), and more. 
Creating a LOG IN to MyFRS.com allows you to manage your FRS retirement benefits, learn about 
risks, compare the two FRS retirement plans, and forecast your retirement income (including Social 
Security). Use your PIN the first time you access your account and create a personal User ID and 
password. You can also get a PIN or password reminder from MyFRS.com or the MyFRS Financial 
Guidance Line. 

TERMINAL LEAVE PAY 

Upon retirement from the district, any employee or hislher beneficiary, if service is terminated by death, 
shall receive terminal leave pay for accumulated sick leave up to the maximum allowed by law. 
Employees transferring to other districts or terminating for reasons other than retirement have the option 
of receiving terminal leave pay for accumulated sick leave earned in Suwannee County based on policy 
or transferring their sick leave balance to another district. The employee shall indicate hislher preference 
by submitting a request to the Board in writing during hislher last month of employment. 

INSURANCE 

Full-time employees are provided an opportunity to participate in Board approved insurance plans that 
offer a variety of covered services. Employees are encouraged to select the benefit package that best 
meet their family's needs. The board authorizes pre-tax payroll deductions as well as makes a 
contribution to each full time employee who selects health insurance coverage. You will also receive a 
package describing available insurance plan coverage after the Board has approved your employment. 
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If you are an eligible employee, you can enroll in benefits on the first of the month following 30 days of 
employment, the date you become benefit eligible due to a change in status, or the date of a Qualifying 
Event. You can also enroll or change benefits during our annual Open Enrollment period each year. 

Availability of Summary Health Information 

As an employee of SCSB, the health benefits available to you represent a significant component of your 
compensation package. They also provide important protection for you and your familY.in the case of 
illness or injury. 

Your plan offers a series of health coverage options. Choosing a health coverage option is an important 
decision. To help you make an informed choice, a Summary of Benefits and Coverage ("SBC") is 
available, which summarizes important information about any health coverage option in a standard format, 
to help you compare across options. 

The SBC and SBC Glossary is available on the web at: www.suwannee.k12.fl.us. To view documents, 
please click on the Resources tab, and go to Staff. 

Other important insurance information is also available in this location, including Marketplace Notice and 
COBRA Continuation Coverage Rights. 

Paper copies of these documents are available, free of charge, by calling Teri Jones at (386) 647-4616 to 
request them. 

COBRA 

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their 
qualified beneficiaries the opportunity to continue certain insurance coverage under an employer
sponsored plan when a "qualifying event" would normally result in the loss of eligibility. Some common 
qualifying events are resignation, termination of employment, or death of an employee; a reduction in 
an employee's hours or a leave of absence; an employee's divorce or legal separation; and when a 
dependent child no longer meets eligibility requirements. It is the employee's responsibility to notify the 
School Board, in writing, should there be a qualifying event that will result in loss of coverage. Under 
COBRA, the employee or beneficiary pays full cost of coverage at the employer's group rates plus an 
administration fee. Please refer to the General Notice o/COBRA Continuation Coverage Rights on page 35 
for important information regarding COBRA. 

WORKERS' COMPENSATION INSURANCE 

Suwannee County School District provides comprehensive workers' compensation insurance program at 
no cost to employees. This program covers any injury or illness sustained in the course of employment 
that requires medical treatment. Any employee who sustains a work-related injury or illness should 
inform his or her supervisor immediately. No matter how minor an on-the-job injury may appear, it is 
important that it be reported immediately. This will enable an eligible employee to qualify for coverage 
as quickly as possible. When a case is turned over to workers' compensation, the insurance carrier, in 
accordance with Florida Statute, will determine eligibility and benefits available. Medical expenses and 
travel for doctor appointments are assumed by workers' compensation. 
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UNEMPLOYMENT COMPENSATION 

Unemployment compensation provides temporary income payments to make up a part of the wages lost 
to workers who lose their jobs through no fault of their own, and who are able and available for work. It 
is a temporary income to help individuals absorb some of the shock of unemployment. Employees may 
be eligible for unemployment compensation benefits ifthey: 

• Are terminated or partially unemployed through no fault of their own; and 
• Are able to work and available for work; and are registered for and seeking employment. 

To qualify for benefits the employee must file a claim, have the necessary wage credits, and not be 
subject to any of the disqualification's provided for in the law. Ten-month employees are not eligible for 
unemployment compensation during the summer. Employees interested in requesting unemployment 
compensations should contact the Florida Department of Labor and Employment Security, Division of 
Unemployment, at (352) 376-4691 or 336-2215. 

PROFESSIONAL DEVELOPMENT 

A variety oftraining activities are provided throughout the year so employees will have the 
opportunity to keep abreast of changes in the field of education. The inservice programs are designed 
to help employees improve student performance, their job performance, foster personal growth and 
development, as well as assist employees in meeting professional regulations and standards. Using 
http://navplus.nefec.org, employees may also search for inservice opportunities and track hislher own 
inservice records. Each school has a designated Professional Development Council (PDC) 
representative who serves as liaison between the personnel department and the school. Credit for 
participation in inservice activities is granted in accordance with the Board's approved Master 
Inservice Plan for and State Board of Education regulations. 

The Department of Curriculum and Instruction disseminates information concerning inservice training 
activities to each school, as well as keeps track of all employees' inservice points for certification 
purposes. 
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Employee Leave 
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LEAVE REQUESTS 

Any absence shaII be cOvered by leave duty 
authorized and granted. Leave may be with or 
without pay as provided by law and regulations 
of School Board Policy. Leave requests shaH be 
in writing on the fonns prescribed by the Board. 
The employee is responsible for completing the 
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appropriate paperwork requesting leave. All 
requests for leave, except for sickness and 
emergencies, must be requested and approved 
by the supervisor, Board or Superintendent in advance. 
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PERSONAL LEAVE 

The School Board allows six (6) days of personal leave with pay for all employees for each fiscal year 
for personal reasons, including emergencies. These days are non-cumulative and are charged to sick 
leave. All personal leave, except emergencies, must be requested and approved in advance. 

LEAVE OF ABSENCE 

A leave of absence is permission granted by the Board, or allowed under its adopted policies for an 
employee to be absent from duty for a specified period of time, with the right to return to employment 
upon the expiration of the leave. Employees returning from leave will retain full credit for years of 
service credited to them prior to the leave. 

If the employee is on an approved leave of absence for a full contracted year and the employee wishes 
to return to work the following year, the employee must notify the principal/supervisor in writing of their 
intent by the time frame specified. Failure of the employee to notify the principal/supervisor ofhislher 
intent to return to employment may result in termination of employment 

ABSENCE WITHOUT LEAVE 

Any employee who is willfully absent from duty without leave shall interrupt continuity of service, and 
shall forfeit compensation for the time of the absence and hislher employment shall be subject to 
termination by the Board. 

SICK LEAVE 

The School Board grants eligible employee's sick leave for periods of temporary absence due to illness 
or injury. Instructional employees, hired on a full-time basis, are entitled to four (4) days of sick leave 
as of the first working day and will then earn one (1) day per month credited at the end of the month for 
a total of 10 sick leave days. 

School related and administrative employees, employed on a full-time basis, will earn four (4) days of 
sick leave at the end of the first month of employment, and shall earn one (l) day per month credited at 
the end of the month for a total of 9 days for 9 month employees, 10 days for 10 month employees, 11 
days for 11 month employees, and 12 days for 12 month employees. 

Teachers and paraprofessionals who expect to be absent from duty on student contact days shall notify 
Kelly Educational Staffmg to arrange a substitute through the Kelly Automated Scheduling System 
(KASS) as soon as possible. 

All other employees should notify their direct supervisor/principal the evening immediately preceding 
the day of absence, if possible. Where an absence is due to an emergency, the employee shall notify their 
supervisor at the earliest possible moment. The notice of absence shall always be in advance unless 
conditions beyond the control of the employee make such advance notice impossible. The employee 
must complete the sick leave form within five (5) working days ofhislher return to duty. The sick leave 
form will be used as documentation to certify that the facts are true and correct, and that the claim is 
valid and legal. A false claim for sick leave shall be deemed cause for termination. 
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SICK LEAVE BANK 

The Sick Leave Bank was established to provide employees emergency sick leave for illness or injury 
beyond that available under provisions governing sick leave. Participation is voluntary and open to any 
full-time employee who has worked a full year with the school system and has accrued a minimum of 
seven sick days. Enrollment in the sick leave bank will be accepted during September 1 through 
September 15 of each school year. Employees must wait thirty (30) days after initial enrollment before 
being eligible to withdraw days from the sick leave bank. Participating employees are required to 
contribute one (1) sick leave day during the enrollment period, and one (1) sick leave day each time the 
bank is depleted to 10 days. 

The employee must make application to the Sick Leave Bank in order to receive benefits. All requests 
for withdrawal of days from the Sick Leave Bank shall be addressed to the Sick Leave Bank Committee 
on the official form provided for this purpose and forwarded to the Finance Office. 

Any leave withdrawn must be used for the employee's personal illness, accident, or injury. A limit of 45 
days is placed on anyone (1), accident, illness, injury, or resulting complications. The number of hours 
shall be equal to the hours that make up an employee's workday. Approval for sick leave from the Bank 
will not be granted unless the employee's accumulated sick leave and other leave has been exhausted, 
and the request is for absences totaling ten (10) continuous days or more. A participating employee is 
not required to replace the days he/she uses, except as a regular contributing member. Any leave donated 
by a participating employee will not be returned when the employee chooses to no longer participate in 
the Sick Leave Bank. If the membership falls below 10 the bank will automatically be dissolved. The 
remaining leave days will be equally proportioned to the remaining members. 

EMPLOYEE LEAVE SELL BACK OPTION 

The Employee Leave Sell Back Option was established to reward employees by being able to sell back 
accumulated leave time at specified intervals during the fiscal year, tied to an attendance incentive. 
Employees can sell back up to 5 days of sick leave time, twice per year, at 80 % of the daily rate of 
pay, at the time application for payment is made to the district. 

For eligibility guidelines please refer to the Collective Bargaining Agreement, which can be found on 
the district website under staff resources. 

ILLNESS-IN-LINE-OF-DUTY LEAVE 

Any full-time regular employee shall be entitled to illness or injury-in-line-of-duty leave for a period not 
to exceed ten (10) school days when he has to be absent from work because of a personal injury received 
in the discharge of his duties or because of illness from any contagious or infectious disease contracted 
in the performance of his / her duties. Illness-in-the-line-of-duty leave is intended to deal with the 
illnesses normally known as childhood diseases; such as, mumps, measles, and chicken pox. This leave 
does not include normal adult illnesses such as colds and influenza. This leave is non-cumulative. 
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ANNUAL LEA VEl VACATION 

Annual Leave or vacation time off with pay is available to 12-month employees only. The amount of 
annual leave employees receive each year increases with the length of their employment. Annual leave 
accrues at the close of each month, in accordance with the maximum allowed, and may not exceed 60 
days for a carryover at the end of the fiscal year. 

To use annual leave, the employee must get advance approval from hislher administrative supervisor, 
and it shall be scheduled as to cause a minimum disruption of the school program. Upon termination, 
retirement, or participation in the Deferred Retirement Option Program, an employee may receive a lump 
sum payment for accrued annual leave. If service is terminated by death, this benefit shall be paid to the 
employee's beneficiary. 

HOLIDAYS 

All ten (10) and eleven (11) months instructional personnel will be provided six (6) paid holidays as 
identified on the school calendar. 12 month personnel shall receive the same holidays, plus any additional 
holidays listed on the school calendar for the summer months. In addition, two (2) days each school year 
shall be provided for each teacher for religious holidays not otherwise provided in the school calendar. 
Such days shall be non-cumulative and shall be charged to sick leave provided the employee is a member 
of the religious faith for which the holiday was established. 

PROFESSIONAL LEAVE 

Employees may be granted professional leave under the following classifications: 

a. Extended professional leave 

Extended professional leave is leave in excess of 30 days. Extended professional leave for 
professional study may be granted by the Board upon recommendation of the Superintendent, for 
a period not to exceed one year to any member of the instructional staff who possesses Professional 
Service or Continuing Contract status or any member of the Superintendent's administrative staff, 
who has served continuously and satisfactory for a period of five years in the school system. Such 
leave shall be without pay. The request for extended professional leave shall be in writing and in 
the district office at least 30 days prior to the last day of the post school conference. Upon return 
to work the employee is required to submit documentation of credits earned while on leave. Failure 
to submit the required documentation will invalidate the leave of absence, and may result in 
termination of employment. 

b. PrelPost school planning leave to complete summer coursework 
When professional or certificated personnel request professional leave for any part of the pre
school or post-school planning period, the Board may grant professional leave with pay for a period 
not to exceed five (5) days provided that the teacher is attending class or taking examinations in 
course work related to the area(s) for which the teacher is responsible and that satisfactory evidence 
of such attendance or examination has been signed by the dean of the college or hislher 
representative. 

c. Leave for professional meetings, conferences, or conventions 
Professional leave with pay may be granted to any member of the instructional, supervisory, or 
administrative staff who finds it necessary to attend a professional meeting, conference or 
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convention, or who may be assigned by the Superintendent to be absent for professional reasons 
provided such request is made on the authorized form within the time frame specified by Board 
policy. A non-instructional employee may be granted professional leave to improve hislher job 
effectiveness, provided the Superintendent recommends such leave and approved by the Board. 

MILITARY LEAVE 

Employees are allowed to use military leave when they are required to serve in the armed forces, 
or because of membership in the reserves. Compensation allowed for military leave during 
peacetime shall not exceed 240 hours. When an employee enters voluntarily into any branch of the 
armed forces for temporary or an extended period of service, military leave shall be granted at the 
School Board's discretion. Compensation allowed for military leave for voluntary state duty shall 
be calculated based on the difference between military pay and School Board salary. 

Eligible employees whose spouse, son, daughter or parent is on covered active duty or call to 
covered active duty status may use their 12-weekleave entitlement to address certain qualifying· 
exigencies. Qualifying exigencies may include attending certain military events, arranging for 
alternative childcare, addressing certain fmancial and legal arrangements, attending certain 
counseling sessions, and attending post-deployment reintegration briefmgs. 

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 
weeks ofleave to care for a covered service member during a single 12-month period. A covered 
service member is: 

(1) a current member of the Armed Forces, including a member of the National Guard or Reserves, 
who is undergoing medical treatment ,recuperation or therapy, is otherwise in outpatient status, or 
is otherwise on the temporary disability retired list, for a serious injury or illness*;or (2) a veteran 
who was discharged or released under conditions other than dishonorable at any time during the 
five-year period prior to the first date the eligible employee takes FMLA leave to care for the 
covered veteran, and who is undergoing medical treatment, recuperation, or therapy for a serious 
injury or illness. * 

*The FMLA definitions of "serious injury or illness" for current service members and 
veterans are distinct from the FMLA definition of "serious health condition". 

JURY DUTY AND WITNESS LEAVE 

Employees are encouraged to fulfill their civic responsibilities by serving jury and witness duty 
when required. The employees shall make application for temporary duty. When the litigation or 
court action is of a personal nature, a request for personal leave shall be made. The original or a 
copy of the subpoena/summons must be attached to the application for leave. The employee shall 
receive hislher regular salary. All applications for jury duty and witness leave must be endorsed 
by the principal or supervisor. 

FAMILY MEDICAL LEAVE 

The Family Medical Leave Act of 1993 entitles eligible/qualified employees up to 12 weeks of unpaid 
leave per year for one (1) of the following reasons: 

• for incapacity due to pregnancy, prenatal medical care or child birth; 
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• to care for the employee's child after birth, or placement for adoption or foster care; 
• to care for the employee's spouse, son, daughter or parent, who has a serious health condition; 
or 
• for a serious health condition that makes the employee unable to perform the employee's job. 

To be eligible, an employee must have worked a full contract year (July through June) or must have 
worked for at least 1,250 hours during a 12-month period (July through June). An employee who wishes' 
to take Family Medical Leave must provide the supervisor with at least thirty (30) calendar days advance 
notice before the leave begins; or due to an emergency, a change in circumstances, or lack of knowledge, 
the notice of intent to take Family Medical Leave must be given as soon as possible and practical. 

Under Family Medical Leave, the Board's contribution for health insurance will continue to be paid, 
however, an employee on such leave will not earn retirement credit for any month(s) during which no 
salary is paid. If an employee desires, he/she may purchase retirement credit for the Family Medical 
Leave taken, provided the individual is in compliance with FRS laws. Eligible employees desiring such 
leave must complete the Family Medical Leave form and submit it for Board approval. 

At the discretion of the Board, and in accordance with Board policy, employees are allowed to use their 
accumulated sick leave, and/or Family Medical Leave for the purpose of parenting. The request for 
parenting leave should be made in advance and shall not exceed one (1) year. A physician's statement 
is required with the application for leave. 

TEMPORARY DUTY ELSEWHERE 

Any employee may be granted temporary duty when officially assigned short-term professional duties 
away from the regular job site. Employees granted temporary duty shall receive their regular pay and 
may be allowed expenses as provided by law and Board Policy. A request for temporary duty is subject 
to the approval ofthe employee's immediate supervisor. A leave form for temporary duty is required. 
When taking students on a field trip, a leave form and field trip request form are required to be completed 
in advance. TDE's need to be planned in advance and require approval of the employee's immediate 
supervisor and district staff. 
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Availability of Summary Health Information 

As an employee of SCSB, the health benefits available to you represent a significant component of your 
compensation package. They also provide important protection for you and your family in the case of 
illness or injury. 

Your plan offers a series of health coverage options. Choosing a health coverage option is an important 
decision. To help you make an informed choice, a Summary of Benefits and Coverage ("SBC") is 
available, which summarizes important information about any health coverage option in a standard format, 
to help you compare across options. 

The SBC and SBC Glossary is available on the web at: www.suwannee.k12.fl.us. To view documents, 
please click on the Resources tab, and go to Staff. 

Other important insurance information is also available in this location, including Marketplace Notice and 
COBRA Continuation CQverage Rights. . 

Paper copies of these documents are available, free of charge, by calling Teri Jones at (386) 647 -4616 to 
request them. 
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New Health Insuranoe Marketplace Coverage 
Options and Your .Health Coverage . 

PART A: General Information 

Form Approved 
OMB.No.121ll.0149 
(ellpires 5--31-2020). 

Whenkt'y parts of the healtli care law tal<e:effectln 2014, Iher~ will oaa liew way to buy health inSUf<l:!1Ce: the Health 
Insuram:eM·arkefplace, To. assist you as you 'evaluate oPtkr!'1s ior ~'ou and your family, this notice provides som€! basic 
jl'1fon:natlon abq.ll~ J1'le:newMarkei:plac~ande:mployment~ba.sEldhElaIYh cqvera~13o.ffer.e;;! by yoW employer. 

What Is the Health In$ijr(l;l'\Oil,\.Marketpla~? 
The ·l\tiarket.plaoe..ls .c!eslgnaO to help you find health insurance that meets your needs .?hd f·its your budget. rh~ 
Marketplaoe cffers'·.(me-csto:p shOpping'i to. Nnda,np oompare private nealttdns\;lranOE'f OPtiolis, You ma.y also. be ,eligible 
f~r a, newkit'ld .of tax :CJ~dit that lowers your monthly premium rl"ht.away. Open e~fonment for he~!!hinsura:n.ce 
o6vera'ge through the Mar.kEitptace begins In·o.otoOel' 20.1 ~ fo·r. coverage ·startingas earlys.s Jat'lt)ary 1, 2014. 

Can I Sav~ Money on my H$slth lr\$ul"(!incePremiums in the Marketplaee7 
You. rnay:qu.a:llfY to !!ayEi m0riey an;) Ipw~rycilJrtnonthlY pre:h'li\,liii~ butoi11y jf your gmployilr qc;:.es not·offEl.fcoiletage., of 
aHers ·Oqv$rage to .. t d,oe$rj'~ rneet .o,e.rt¢.\l"I slarics.rcls:, The sSid!'1gs.qh yoiJrpr<15TI lum ·t:h?fyOu're eliglbJ"i{or dept;lnos.:cih 
you[hQuseholc(incom<ll/·· .... .. .. 

Does employer HealthCOy~rage AffeotEligibility forPremi\JrtI Savings through the Marketplaoo1 

Y¢s. If YoU have an Qff:et' of h~alth coveraoe from YCM employer that rnEiet}:\¢ettairistandarCis.9bU will hot bs·eligible 
fora tax. br,e(,!it ~hro,ugh the MarkfftP19ce a,rid ri1~Y wi~h to. enroll in y'9ur.j1!mpI9Y~r',s M<\lthplan. H9wever, )'0·0 may be 
eiiQJble :fora'taxcreditth$.l lowers your m onth\y premium. ora r¢du~tj(..,nlii ceitain~ost-sharing if y.b\irempfpyer dcies 
ric>jqJf.~r(lov~~alJec t¢y'o~atallor?oe~ no~ bffe(6dverl;tge thatme~t~ o.ert.s;in st~da(dis.lf the o(:).sf ~raplan from your 
ei'rttdoyer th;;;;t w04lc'l¢bv~r yo\,! (amj rib.tany Qlhliir i'ritiimtiersj)f yoiJrfamify) Ir;;more tnan9.5.% of your n01,1senold 
income for the Year, Or if tha .. c;9verage your·.emploYef provides qoes not. meet the "mh,rmum value,~stfmd!'lrd$et by the 
Afiordable.·CareAct. you may be eliQlole. :for a tax cfedlL1 

Note~ If yoU purchase a ilea!th plah through the .. Marke'place instead cif accepting health ooveraoe offered b~ your 
em~16Yer,. then YoU May·,lose lfieetripJoYer oontribution Of any) to the employer-offered coverage: Also, this employer 
qoNrlbtm.qli -ClS well as your \!!m·p:loyee cc;jitriputiOJi to employ~r-offered coveraOtl- !Si oJtcir1 exeIUded·'from income tor 
Federal and Stale income tax ~urpoSeS. Ypurpaymenis tor coverage, through the Marketplace are made onal'1 after'
tax oa?!!? 

How Can I Get M(,)re Ii;romt?tk"n? 
For more lnibrrriati6n about your oOVerage oHered by your employer, please 'oheck yOUTsumm,ary pian desct\ptlonor 
oOl'1tactTeri Jones; (386) 647-4616· . . . ... .. . . 

The. Markefplace,oan hellO yOU evaiua'te.y6ur .cov.e~ai.1e optJons, includIng your e'iiQfblllty for coverage through the 
Marketplaoe and Its cost, ;;lea$evisltHea:tthCar.~~Q~:N.for more information, inotudinganonllneappl1cation ror health 
Insurnnca c6wirage and oontaot informatlo.n rora Health Insurance tVlarkeJpiace tn your area. . 

1M em.Pltiijf$:':'sp.onsC)r!ih.:he·alth ptan .meets. the :'mlnlm~m valuestanciard."if tile ~fari'.s share of thetota:I.,aJloWed benelilcosts·coYered 
by tll~ ·Pl~r.·lt 11<> l .. tiS· th;;'<iS(r~~~cent Qj ""ei, ~""tl...· .. . . .. . . . . .. .. . - .. ..... .... 
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.L 

PARTS: Inform·ationAbout Health Coverage Offered byVour Employer 
Thit; section contains information about anyhea:tth C<p'verao~·offei:.ed by your employer. jf'You d~Qlde·t~ .. borriPlete··an 
applioation forOQlleragein the Market¢lace, youwUibe askedJoproliide this. information. This tnf6r.mati~n ·isnumbf:ired 
to corresPofidto the Mar,ketp1ttpe appilcatlon; .' .' . . . .. .. 

U.PI'loriehU:mber{ifdlfferentJrqma!Jo.ve),.· ...... . ..• 12EinaU 'address' . '.' .'. .' .... ........' ..... . 
:··(·(~').·94t24~1~:::::i",·M:;;(:::;···);·: .•.. ". ··'::';Tt$re$a.joB~s@suwannee.ld2~fL4$; .. '.: ." 
Mere is some basic Information about health .coverage offerEldby this.employer! 

_As your em illoyer, we offer a health plan to: ... . .. 
. 'O':AU employees. ElIg.lbje:emplo~ees are: 

t:l Some' employees. Eilolble emp.loyaesare: 
All full-time employees wClrking minimally 20 hours per week • 

• Wlfl1're~pecno' ~e.Pend$nts: . 
. . 1iI . We do offer coverE;l.g~. Srglbledependents afe'~ 
Covered employee's legal spouse,atld/or dependent Child of the employ~e or employee's spouse. A dependant. 
child Is defineda$: Anatural child •• a stepchild, alegaUy adopted. child, a ohlld for whom legal guardianship has 
been awarded to covered employee or employee's spouse, or unmanied children ot any age Whobecarnementally 
.or nhv!::It" . .=d\v. rii~~hIM hRfnrA MAc'.liinn th", .Rn'" limit "f::\O 
. 0 We do nof6fferool{eraae~' . 

IE jf:.CKecked~ 'thls coverage meets the rtllnimum value standard, and the cost of t!tis c;;oVeragelo you is Intehded 
t-ptie. at.fordablGc, bas~d 00 emploYee WEl,g~s, .' . . 

*" E.ven.if youremployer.lntemdSyour covera,oetQ!:ie affordable, you may stJllb.e eligible fbr a premium 
·dlScount tf:lrous;;tl the Marketp,lai:e, TMMarl<etp]ac!;l:willus9 your houseDC?ld 'income, a]on~;!With 6therTactors, 
to de.term ina whetheryou m eiy be eligible for a prem h.uTi .disoount If, :forexarri pie. your Wages vary ·frGIT\ 

W$ek to week (p.erhaps you ar.e an hourly employ~ifcir YOll wor.k on a commis$fon·basrs),lf YO\.! 3re newly 
employed mid~ye:a:i,:Cirif you h~ve ether income ,losses, you may stili QuS:Ufy fC)f 'a premllJm~iscourit, .. 

Jfydu.deCldetostioP for.cover<\Qein the rvi.;trketpl~ce; :HealthCare, (JOVwili guide you throutih the p[Qcess.Her.e's the 
elTlPloye.r fnformatidhyc;iu'll 'enfer when you vrslt HealthCare.gov to find out rfyou· can Qat a ta~ ctedftto lower'your 
mOnthly premium·s..· . .' 
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TM .information belowcorrei;;ponds to the MarketplaoE! EmPloyer Oov!?rag(:l Tool. Oompleting this seotion Is optional for 
employers, but will help ensure employees und!;Jr$t~nd thein;overage choioes. 

13. IS the employ~c:urrentlvellgiblefpr coVerage offered by this employer, "Or will the employee be eligible In 
the ·next 3 'mon:ths?' . . . . 

lil. YeS (COntinue)' . 
13a~ If~e erripI6yeeiS·.nqteligll;,letoday, Including as a result of a waiting or probationary peri~t WheMis the 

employee eligible for eoverage?(mmfddfYWY) (continue) 
o No (STOP andretumtnis form tioerripiQyee) 

.. " : ... " .... ".,':.; .... ,.'.:.'.'" ... :::"::., ..... , ...... ,-";:.,'., ... : ..... : ... :. ', .. ,:.,.,.'., .... : .. ' ..... :: ....... : .. : :: .... ",'" , ...... ,.""' ... : -:": .. ,. ".: ................ ,"-." ... . 

.. if.~.;~pr~~;.~e=I~~nb~i~r:j~:t~.t.:,;~;!r;~p~:~~tt~~7.~We~~ .......... . 
::i:\ .niaXi.lJ1oi'1'l'dl .forariy:t:obac;.eo ~OI1Prt;l9~J1ls,.cjl'iddidn't.recefve anyoth~rdiS¢t?unts base~:H:m: . 

·.·':'·:·;.~·im~ ••. ~~?~~~~~~~"=.:t~~~~J~k1,~~a~1·~.[j.~o;W· ..... ··· :.6:~~.·;·bi(~:W;·~·· .. ·· 
n the pian year will. end sqo('l and YOJj know that thE! neE.!tth p!ansofferedwlll ohange; go to question 16; 11 you don 'f 
know;SIOP ahd return form to employee, . .. 

16. wtiat change will the em'ploy~r m<l~for uiElneWplanyear?-'-____ _ 
Cl Employe( wonltofferhealth coverage . 
o Employer will start offerlng h.ealth coyercige to employees or change !::he. premium for the lowest-c05t plan 

available cmly to the employee that meets the minimum valuestandard;* (PremiumShol.lld reflect the 
discount fOr weUness P"'9ramS~ See qu~on 15.) ... 

a, How much would the employee have to pay in premlumsfoi'thls plan? $= __ . __ -= 
b. How often? 0 W~y 0 Every 2 w~k$ OTw!i:e a month a·Monthly DQu"'rt~tty DYearly 

',An employer.,-sponsOredhealtllr:>lanmEiets the "mlnil'numvalue.slandard'< if the p!an'sshare 01 the:·total,a!lpWedbeOeflt costs covered by 
ihe plan i$ ni) !~s's::th~!1 50' percent of such costs (Sec\loI13f>.B(c}{Z)(C)(H) O'f l.he.lntemal~evenae code of 1985) . 
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TO; 
FRQ}.1: 
DATE:. 
RE; 

SUWANNEE COUNTY SCHOOL DISTRICT 

1729 WarkerAvenue~ SW~Suite 20Q· Live Oak, Florida 32Q64 
Telephone:· (3S6) 647-4600 •. Fax: (3.8~) 364~2635 

'W\"'w.suw£mnee.k12.fl.us 

TED L. ROUSH 
Superintendent (If Schools 

"Suwamli:e Cout/i)' Sdhoof District will be·a '!,wtciil ojexcellrmcecI1suri11g fill 
Slild(!llt,~ .crre prepared jarpil('srmalsl(&:esIJ;, ." . 

All 'District Employees 

JERRYTA,.YLOR 
~ISTRlCrJ 

CATHERINE CASON 
.. PISTJJ;I<:"'T2 

TIM ALCORN 
. DlSnuCTl 

.ED.DA SILVA 
nIsTRICT-l 

RONALD \\'HITE 
D!SnHcT.s 

LEONARD J;DIETZF;N,m 
llOARtf ATroRNEY 

Sti"'arihee County SchOol Board Ihsurance Department 
May 1, 2018 . ..... 
Required Notific:ationRegarQing the P~tient :Protection and ,Affordable Care Act 

Theattached·:Q.otification is being prQvided. to you in compliance\vith the Patient Protection and 
Affordable Care Act. This notification is strictly infonnation~regardfug th~ Health InsurEU).ce 
Marketpla,ce, 

Under the 'new health care jaw~ we are required to notify 'all employees about the Health Insurance. 
Matketpiace. The Marketplace is designed to help you find health insurance tluJ.t meets your needs 
and .515. yow budget Open Enrollment for health. ihSura,nce coverage through the· M~ketplace, 
begins in October, with covetage.starting' as early as Jan,uary 1st Some employees may be able to 
get lovier cbBtson private irisutance.1u the Marketplace based on their inc9me. However.bec!l,]lse 
SCSI:Jqffers c9yerage th~t meets th~ required smridar4si youWiil riot be eligible f6i'f:ffuxcredit 
thrQ:ughtheMa.rketplaf;e8.rldm~y'-erefore prefe.r to rejl1ain on SCSB;sgroup health.plan. 

If you. purc4ase tl· health plan ~oughthe Marketplace instead of accepting group health coverage 
offered by SeSB, then you :\\ri1l10se the :employer contrlhutiot;l to the employer-of feted coverage,. 
Our eUlployer contributiori~:aswel1asyout employee'contribution to SCSBgroup healthc.overag¢; 
is excluded front income for federallocon1e tax' purposes under current tax n::gulations. If yqu: 
c11.oqse co.v~I:a:gethrorigli the M~l\#place, yo.l,lfpi;yip,eilts. for coverage are·· made on an afte!~tax· 
ba~ht 

'The Marketplace. can help Y0J,leyaluate your cQverage options, including YQur eligibility for 
cove.rage throJ,lgh the Marketpla.ceand it$ cost Visitwwvv.HealthCare.gov for m.,or-e information, 
including all qDlmeapplication. rheattached document \\i11 provide you with information that 
you will n<;led ""hile on the Marketplace website. . 

SCSBifilpt :able to~ddres$ questi()l1$ teg~dinlfthe Health lris4tarice Marketplace; If yoil have; 
questionsregardiilg the Health InSUrance Marketplace, YoU should visit www.HealthCare.gov. 

A Fu1'l,Aacr:edited.3ahool S>'siem -SACS·CASl, eilJ Accr:edifing DMsiotl of Adl'l:ml:ED 
Equal Opportunity Emplgyi(tJ, . 
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SU\V ANNEECOUNTY SCHOOL DISTRICT 

Intl;'.oduetioD 

1729 Walker Avenlle, SW, Suite 200 • LjveOakj Florida 32064 
Telephone: (386)647 .. 4600 • Fax: (386) 364~2635 

W\vw.suwannee;kl2,.fl;us 

TEDL .• ROOSH 
Sttpetintent;1ent ofBchotils 

"Suw(J}:mel'! (oulIlySchool Distr.icT will b~'i1 "YJ!.YlemojtXcellence ensuring all 
studqrt(~ .atepf'i/parelf/or.persollfil !!Utce$S • .. 

General Nonce of COBRA Continuation CoverageRi~hts 

***Continuation Coverage Righfs Under COBRA"'** . 

JERRY TAYLOR 
. Pl~TRlCr! 

CATHERINE C .. ~SON 
DisTR1C'r~ 

TIMALCOlt~ 
.' D!STIuct~ 

EDDA.SILVA 
DlsmCT4 

~ONAWo~~~~~. 
LEONARD J. DIETZEN, ui 

\'I(){l.11,D A.Tf(l~EY 

yo.u arereceivlng thi~!1Qtice bc:cause you'T;ecently gained c.o:Verag~ under a. grCiup health plan (Florida Blue 
Group#7S1? 0) arid/or a group dental/vision pliin (The StaridardGroup #157141) ("the .l>lan·7)~ This notice 
has· il11:portant irifo:rrhfltion lIboutyour right to COBRA continuation coverage, which' isa temporary' 
extension ofcovera;ge underthePlan. Tilis notice explains COBRA. continuatioll CQventge1 when it may 
becQmeavailal;ile to you :and Your- family, and what you nee4to d9 to pr(,)tect your right to get it 
When you becomeeHgihle lor COBRA, you malalso become'eHgihle for other coverage opti9n~ that Iliay 
cost less than COBRAcontinuatiou coverage. . . . 

TIlerig;l:itto .cOBRA contiimation coverage was created by afederal1aw, the Consolidated Omnibus Budget 
Reconciliation Act of 198$ {COBRA}; COBRA continuation coverage can become available to you and. 
other members of your familywllen.grot,lphealth coyerage would 'OtherWise. end; For more fufonnatiqn 
aboutyoilr rights. under thePlllDand, under federal law. you should review the plan's. SUini:riary Plan 
Description 9rcontll;ctilie Plan Administrator. . 

You may. hR.veQtller options ~vailabl~ to y~u wllcnyou 'lose group health cQverage. For exampll.\ you 
may be eligible to buy an individual plan through the Health Insurance Marketplace. By enrolling in 
coverage tPrough the Marketplace; you may qualify for lo;wer costs on your monthly premiumsarid lower 
out-of-'pocket costs .. Additionally, you may qualify fora 30~dayspeQiatetfrollmentperi6d for another group 
health plan for' which you are e1igible(sticha~'a spouse's plan ),even Ifthat plan generally doet>n'tac.cept 
~-~ - .. 

What ~. CQBRA continuation coverage? 

CO.BRA continuation coverage is. a continuation of Plan coverage when it would otherwise end because of 
a life event This is also calJed a ~(qualifying 'ev.ent:' Specific qualifYing events are liSted below; Ail;er;a 
qualifying eV~nt,. COBRAcontmu'ati6n .coverage 'milst be. offered to. e.ac.h person who .is. a. "qualified 
bel1eficiary:' Y01;1., yqur spouse; an.d your dependentchildrencould become qualified beneficiarie.$ if 
cQvet~e under the Plail Is lost becatiseofthequalifyingevent. Under tbe Plan~ qu?Hfied ben~fiCia,ries who 
electCOBRA'Corttirtuation~overageml.lst pay fQr COBRA. c.onti:puationcQve~ag~. 

If you' are an employee, you witl become a qualified ~ellefici;:uy if you lose your coverage under the Pfan 
because of the foIl6viing qualifying events.! 

• Your hours of emploYn:ltmt are reduced. or 
• Your employment ends for any reason other than your gross misconduct 

A tul{v Acr.:redltcdScli'oci System - S4CS C:4SI,an.Acqreduing Dil'4~ioYJ ojAdl'ancED 
Eql101 OpporlUllitj' Employer.. 
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If you 'r~ the Spouse of an employee, you'll be¢.cmie a qualified beneficiary if you lose your coverage:under 
the.Plan because of the fQUowingqualifying events: .. 

• Your spouse dies; 
• Your spouse's hours of employ'mentare reduced; 
• Your spouse's employment ends for 'any reason other than his or her gross misconduct; 
• Your spouse becomes entitled tp MediCar'e bf:)nefits (und.erpattA" PaJt B,. or b.cith); or 
• You b~oon:ie !iiVQr<;:edQt l¢gally separatedfrdm tour spoUse~ 

Your dependent children wHl become qualified beI!efici,a,ries if th~y lqsecpverage under the. plan because 
of the foHowingquaJifying events: 

• The parent~employeedies; 
• rhepar~nt::emplqyee' s.hQ1.\fs ofemp'loymentare redu~ed; 
• Theparent-etnployee'semplciymenfends for anytea~onother fhanhis or her gross m:iSc()nduc:t; 
• The'paren~employ'ee. becomes entitled to. Medloate benefits (Part A.Part B~.6r both); 
• The parentS be¢ome divorced or le.gally separated; or . 
• The child stops being eligible for 90verage.under the Plan, ~ a "dependent ({hUd," 

When is COBRA c{lntinu:djon c9verage atailable? 

th~ Plan will . offer COBRAcoiltinuation coverage t6.qualified beneficiaries 'only .after the Plan 
Admini~trator h1ls been notified thlrtaqualifyin,g event hasocc.llrred. the empl9yer mUst notify the Plan 
A4ministratorofth~ fQllowing quallfyingeyents: 

• The ,end bf employment ofreductiQD ofh6.ur.s of employment; 
~. Death of the employee; '. . 
• The employee's becoming entitled to Medicare benefitS (under Part A. :Part B. or both). 

For lillothetqualifjiing eVents (diVOrce or legal separation of tlH~ employee and Spo)lse ora,qependelJt 
child's loslugeHgibiHty for coverage asa dependentchild).youJllUst llOtifYthe Plan. Aclmtnistrnior:withiri 
60 daysafterthequafifyins. event o~curs. 'please be advised. tberear~ two Plan Administrators; 
FloridaUlue is the Plan Administrator for FloridaBfue health c(}verage, an d Wage Works, Inc.! Is the 
Plan Admini(.;ttat()r nu'TbCf5tandard qenr,a.J amI vi~i.on covc;ragf!. You. m\l~t prcwide.,t!.11s ngtice tq: 

Florid.a Blue Coi'crag¢ Continuation Teiilil(855) 509~1678 
Email: c()ntinuntionof~o"erag;e@FloridaB]ue.colli 

WageWorks c.overage C~l1.lthiuation Team (877)266.,3947 
Website: https:/JCOBRAbenefits. w~gewor~s.com 

How is COBRAcontinuatiori cO\iehlg~ provided? 

Once the Plan Admin istrator receives notice that a qualif')4ngevent has occurred .. COBRA continuation 
coveragli) 'will be offered to each of the qualified beneficiaries. Each qualified beneficiary\\iill have an 
independent right to elect CQBRA continuationcoveiage. . Covered employees may elect CQBRA 
continuation coverage on behalf oftheitspouses~ and parentS may elect COBRA oontiriwitiort c.()verageori 
behaJfof tbeir chilqren. . 

COBRA COntinuation coverage is 11 temporary 'Continuation ofcoverageiliat generally lastS for 18 months 
d~e tQempIQ)'meI'lttermin~tion or reducttqn CJ,fnqUfs of work. Oert8i.n qualifying' event.S;, . OJ: a ,s~ond 
qualifYing event during the initial period of coverage; may permit a.benefi9iary to receiye amaxImum of 
36 mo~ths of c()yerage; 

There.are also \i;raysin which this·18.,rtiortt~ periOd of COBRA contiiniation coverage can be extended: 
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Dis:ability extensiOilo! is-month period of COBRA contin uationcovetage 

If you or anyone in your famiIycovered under the Plan is determined. by Social Security to be disabled arid 
you notify the Plan AdminIstrator inatimelyfashiont yOll and your entire family may be entitled to ge~ up. 
to an additionalll months of COBRA continuation coverage, for a maximum of 29 months; Tbedisability 
wpuM have to havest.ai1;~d at some timepefbre the 60th d~y o( CO~RA ~ntinuati9n coyer~geand m1Jst 
last at least tlntil the end ofthe 18-monthperiodofCOBRA o.ontinuatidrt·¢overage~ You must provide this 
notice to Florida Blue Coverage Continuation Team at (855) 5()9·1678. YOU, inay be r¢quited to provide 
documentation from the Social Security Administration reflecting your apprQ\ied disabiiity. Status. 

SecondquUIifyif1.Q event extenslo.n oj18wlnonth periodo! contiJiliatlon cover0t:s: 

If your family .experiences anofuer quaUfyfug event during the 1& montlis of COBRAcontinuatioh. 
coverage~the spouse and dependent ch11dren ii:t your family cart get up to 18 :additional months of COBRA 
oontinu~tion ~over~ge, for a maximum of?6 months., lithe Plan is properly tl0tifiedabout thei:lecortd 
qualifying event. Thi~.extension m~y be available to the spou~e and any dependent children getting 
COBRA continuation covera;ge if the employee or form.eremploye~ dies; becQme~ entitiec:i to Medic~ 
benefits {uhderRilrt A, PartB, ot botb);gets diVorced or legally separated; otif the depend~!1t'c.hild stops 
beingefigible I,IJlderthe pfanas ade.pendenfchild. This e}..:iension is only available ifthes~6hc:l quiilifying, 
event would have caused the spot!s~:or depend<mt chUd tp lose coverage. J.ll)de.rthe P.1~ had the first, 
qualifylhgevent not occurred. . 

Are there other c{}yer~geoptlons besides COBRA Continuation Coverage? 

Yes; IrtsteadOf enrolling in COBRActmtinuation'coveragej there inay be other coverage optionsfor you 
at)d your family thrqugh the. Health IrisuranceMatketplace. Medicaid, 9r other group bealtbplan coverage 
optionS {silchas. a sPbuse's pian). thtoughwhat is called a "spechilenrol1mentperiod.~! Some of th~stf 
opttonsmay cost less than COBRAcorttiriuation coverage. You cart learn more. abotlt many ofthese 
options at www:healfucare.goy, . . 

If you hl;WIl qlles~icins 

Questiorts cbncertlhig yom Plan or yourCOBRAcontlnuatibncoveragerights 5hou14 be addressed to the 
contact Of. contacts identified below. Foi-more; infonnation. about your rights under the Employee, 
RetirementIncorru'! S:ecurity Act (ERISA). iuClfidingCOSRA, the Patient Protection and A.ffordable Care 
Act, and other laws a£f:eitmggroup health plans~ contact the nearest Regional or District Office of the U.S. 
Department of Labor's Employee. Benefits Security Administration (EBSA), iIi your area or \!isit 
www.doLgov/ebsa. (Addresses and ·phone oumbersofReglonaJ aiid District EBSA Offices areava1Iable 
t\1rongh EBS.A's. website.) .For more inforination about the Marketpliice~ vlsitwww.HeahhCare.gov; 

K~p your .Plan informed ohddresscha:n~es 

To protect your family's righ't$; let the.PIan Admin:istrator know about any changes in. the,ad.dres~eso.f 
family members. Y au ~hould,also keep a copy, for your re¢.ords; orariy notices you send to the Plan 
Administratbr.. .. 

Plan contact information 

FloridaBlue GrQup # 78170 Hc¥-lth Insw·an(.~e 
The. Standar4J~uraficc GrQUl)# 157141 Denta1 and/or. Visi(m Insurance 

For further infO.rtnatiortabout the PJan(s)and CQBRAc.ontitlUation CQverage.please cqntact: 

Suwannee Cou.nty Sellou1 J~o~rd 
Attn: Ten Jones! Emp.loyee BenefitS $peCialist 
i729 Walk1W Al"enue. S.W •• Sllite2(10. Uve Oak, FL 320M 
Pbone! (386) 647~4616 e-mJ'lih teJ·esa,.jQn~@suwanne~.ld2.fl.us 
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SCSB 2019-56 (NEW/REVISED) 
(Replaces SCSB 2018-119) 

INTERLOCAL AGREEMENT 
FOR 

EMERGENCY SHELTERS 
IN SUWANNEE COUNTY 

THIS AGREEMENT made this day of , 2018, by and between the 
Suwannee County Board of County Commissioners, a political subdivision of the State of Florida, 
hereinafter referred to as the "County" and the Suwannee County School Board, a public agency 
of the State of Florida, hereinafter referred to as the "School Boardl/. 

WHEREAS, the County and School Board recognize their mutual obligations and 
responsibility for the sheltering of the citizens of Suwannee County during a state of declared 
local emergency, and 

WHEREAS, it is mutually beneficial for the County and School Board to support efforts 
that facilitate communications and coordination; and 

WHEREAS, the County and the School Board recognize the mutual benefits which will 
arise from the School Board providing facilities and staff to assist the County during a state of 
declared local emergency; and 

WHEREAS, Section 252.38 (d), Florida Statutes, provides for the use of School Board 
facilities and necessary personnel to staff such facilities during declared emergencies; and 

WHEREAS, Section 1013.372, Florida Statutes, requires the incorporation of Enhanced 
Public Shelter Design Criteria in new educational facilities to serve as public shelters for 
emergency management purposes; and 

WHEREAS, Section 1013.372, Florida Statutes, provides exemption criteria from using the 
Enhanced Shelter Design Criteria; and 

WHEREAS, Section 252.385, Florida Statutes, defines the State's intent to not have a 
deficit of safe public shelter space in any region of the State; and 

WHEREAS, through this agreement the County and the School Board wish to maintain 
and enhance their cooperative and productive relationship to serve the citizens of Suwannee 
County; and 

NOW, THEREFORE, by it mutually agreed between the Suwannee County School Board 
and the Board of County Commissioners of Suwannee County that the following requirements, 
criteria, standards and procedures shall be utilized in the preparing and coordinating the 
sheltering needs of the citizens of Suwannee County during a state of declared local emergency: 
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SCSB 2019-56 (NEW/REVISED) 
(Replaces SCSB 2018-119) 

1. This Interlocal Agreement is entered into pursuant to the provisions of Sections 163.01, 
Florida Statutes, commonly known as the "Florida Interlocal Cooperation Act of 1969" 
(the Act), and all applicable portions of the Act are made a part hereof and incorporated 
herein as if set forth at length herein, including, but not limited to the following specific 
provisions: 

(a) All of the privileges and immunities and limitations from liability, exemptions 
from laws, ordinance and rules, and all pensions and relief, disability, workers' 
compensations and other benefits which apply to the activity of officers, 
agents, or employees of the parties hereto when performing their respective 
functions within their respective territorial limits for their respective agencies, 
shall apply to the same degree and extent to the performance of such 
functions and duties of such officers, agents or employees extra-territorially 
under the provisions of this Interlocal Agreement; 

(b) This Interlocal Agreement does not and shall not be deemed to relieve any 
other parties hereto of any of their respective obligations or responsibilities 
imposed upon them by law except to the extent of the actual and timely 
performance of those obligations or responsibilities by one or more of the 
parties to the Interlocal Agreement, in which case performance provided 
hereunder may be offered in satisfactions of the obligation or responsibility; 

2. If any provIsions of the Agreement shall for any reason be held to be invalid or 
unenforceable, the invalidity or unenforceability of such provisions shall not affect any of 
the remaining provisions of this Agreement, and this Agreement shall be enforced as if 
such invalid and unenforceable provision had not been contained herein. 

3. Each party agrees that it will execute any and all documents or other instruments, and 
take such other action as is necessary to give effect to the terms and intent of this 
Agreement. 

4. No waiver by either party of any term or condition of the Agreement will be deemed or 
construed as a waiver of any other term or condition, nor shall a waiver of any breach be 
deemed to constitute a waiver of any subsequent breach, whether of the same or of a 
different section, subsection, paragraph, subparagraph, clause, phrase, or other provision 
of the Agreement. 

5. All School Board facilities, equipment, materials and personnel are authorized to assist 
the County for the duration of any state of declared local emergency. 

6. Throughout the year the School Board shall work cooperatively with the County to 
enhance the sheltering operations. 
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SCSB 2019-56 (NEWIREVISED) 
(Replaces SCSB 2018-119) 

a. The School Board will provide core shelter staff that will include administration, 
custodial, and food service personnel. In addition, district support teams from 
Information Services, Transportation, Maintenance, and Custodial may be 
required. 

7. In the event a state of local emergency is declared by the County: 

a. The Suwannee County Director of Emergency Management or his designee shall 
notify the School Board Superintendent of the declaration of a state of local 
emergency. 

b. The School Board shall, in a manner consistent with the County's Emergency Plan, 
render assistance to the County. 

c. The Suwannee County Director of Emergency Management or his designee shall 
coordinate the activities and services included in the Emergency Plan, pursuant to 
Section 252.38, Florida Statutes. 

d. Every attempt will be made to have a law enforcement or school safety officer 
present before opening a shelter. If one is not available a school administrator 
will be present before opening. 

e. In order to support shelter operations, the School Board shall provide a liaison in 
the emergency operations center or a direct contact, during the time shelters in 
schools are open. 

8. For the duration of such emergency, all School Board employees shall remain employees 
of the School Board for the purpose of maintaining medical and workers compensation 
insurance. 

9. The County shall reimburse the School Board for actual costs to the School Board for 
hourly 'Nages, overtime wages, including mandatory benefits, paid to School Board 
employees while assisting the County during a state of local emergency declared pursuant 
to Section 252.38 (5), Florida Statutes. Reimbursement shall be made in a lump sum 
amount a'nd shall be conditioned upon the School Board providing the County with the 
individual time records of said employees along with FEMA ICS - 214 form for each 
person. In addition, the School Board agrees to provide the County with all necessary 
documentation in the School Board's control or possession, to enable the County to be 
reimbursed from other sources. 
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SCSB 2019-56 (NEWIREVISED) 
(Replaces SCSB 2018-119) 

10. The County shall reimburse the School Board for actual costs to the School Board for all 
eligible supplies,.fee4 and eligible materials utilized for the operation of a shelter while 
assisting the County during a state of local emergency declared pursuant to Section 
252.38(5), Florida Statutes. Reimbursement shall be made in a lump sum amount and 
shall be conditioned upon the School Board providing the County with itemized records 
of said costs. In addition, the School Board agrees to provide the County with all 
necessary documentation in the School Board's control or possession, to enable the 
County to be reimbursed from other sources. Payment shall be made to the School within 
30 days, or as soon as possible. 

11. The School Board shall provide annual training for all staff members involved with shelter 
operations. Those staff members will include all primary and back-up staff members that 
could potentially be assigned to a shelter or involved with shelter operations. If requested 
by the District, the County shall assist with or take the lead in providing training to the 
District's shelter operation teams. The School Board and the County agree that the 
County may deem it necessary, after the first twenty four (24) hours to supplement 
shelter staff with trained county employees, and/or CERT (Community Emergency 
Response Team) members allowing some School Board staff to be released from duty. 

12. The County and the School Board agree that the County may designate one school 
specifically for Special Needs clients which will be staffed by the Suwannee County 
Department of Health and one shelter to be utilized as the Pet Friendly Shelter (PFS). The 
County agrees to operate the PFS facility by utilizing our County Sheriff's Animal Services 
Department. 

13. This Agreement shall at all times be subordinate to the authority of the State Division of 
Emergency Management to make available any equipment, services, or facilities pursuant 
to Section 252.42, Florida Statutes, and to the plans of the Federal Government and the 
State of Florida acting through the State Division of Emergency Management. 

14. Each party shall have the right to seek the judicial enforcement and interpretation of this 
Agreement, and to avail itself of all remedies available to it arising at law or in equity for 
the breach ofthis Agreement. Remedies are mutually available and include damages and 
specific performance, as appropriate. 

15. The term of this Interlocal Agreement shall be for a period oHive (5) years. The term may 
be C)(tended for an additional 5 years upon mutual agreement by the Board of County 
Commissioners and the School Board.six months. After six months both parties will make 
a unified decision to make any agreed upon changes. If no changes then the term may 
be extended for an additional 1 year upon mutual agreement by the Board of County 
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Commissioners and Suwannee County School Board. The agreement will automatically 
renew each year unless either party makes known needed changes. 

16. Pursuant to Section 163.01 (11), Florida Statues, this Agreement, executed by the parties 
hereto, shall be effective immediately upon filing with the Clerk of the Circuit Court of 
Suwannee County. 

IN WITNESS WHEREOF, the parties hereto have executed this agreement by their duly 
authorized officials on the date set forth below. 

ATTEST: 

By: _____________ _ 

ATTEST: 

By: _____________ _ 

Ted Roush, Superintendent 
School District of Suwannee County 

SUWANNEE COUNTY 

By: __________ _ 

SUWANNEE COUNTY 

By: __________ _ 

Jerry Taylor, Chairman 
Suwannee County School Board 
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