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Nashua School District
Non-affiliated Employee Handbook

Introduction

This handbook is intended to serve as a general guide to personnel policies, and salary and benefit compensation
for non-affiliated staff of the Nashua School District (“NSD™). This handbook is not intended for those staff whose
positions are otherwise covered through collective bargaining agreements.

We depend on the dedicated efforts of District employees working together to provide the best possible
education for Nashua students. The NSD has developed a strong culture and reputation as a caring, hardworking
and innovative educational institution. Critical to this success is a strong sense of teamwork, open
communication, and respect for the rights and feelings of fellow employees, students and families. The
contributions of each employee, regardless of position, are vital in continuing the tradition of providing a quality
education for all students.

Employees are encouraged to read this handbook carefully. Should you have any questions please feel free to
contact the Human Resources Department at 966-1000.

At-Will Employment

Employment
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Personnel File

Employees are entitled to review their personnel files during normal office hours with an advance appointment
with the Department of Human Resources. Employees shall have the right to comment on any material contained
in their respective personnel files, and their comments shall be affixed to the pertinent material.

Probationary Status

New employees in administrative/support positions shall be considered probationary employees for the first sixty
(60) calendar days of employment. New employees in technical/management positions shall be considered
probationary employees for the first one hundred twenty (120) calendar days of employment. At the discretion
of the superintendent a probationary period may be extended for an additional thirty (30) calendar days based on
reasons such as extended leave time or a change in supervisors. A listing of administrative/support positions and
technical/management positions can be found under Position Classifications in Appendix A.

The purpose of the probationary period is to provide a reasonable period of time for an employee to learn the
fundamental requirements of the position, and for management to assess an employee’s potential for successful
performance in the position. Supervisors shall provide close supervision of employees during their probationary
period.

The Superintendent may dismiss an employee during the initial probationary period for any reason. An employee
who was employed with the District immediately prior to assuming a new position may be returned to his or her
former position or a comparable position if such a position is available.

Discipline

The NSD has the right to discipline or discharge employees for cause. Discipline shall be corrective in nature and
ordinarily utilized progressively. Disciplinary actions normally follow the order of (1) verbal warning, (2) written
warning, (3) suspension without pay, and (4) discharge. The severity of any particular infraction may warrant an

immediate disciplinary consequence at a higher level, up to and including termination. All disciplinary actions
shall be placed in the employee’s personnel file.

In those instances when an employee’s job performance consistently fails to meet minimum performance
expectations despite prior counseling and/or warnings from the employee’s supervisor, the employee may be
placed on a written plan of remedi-1.9 (e)-3 ()JJ-0.004 (e)-3 ()7J-0.004 Tc 0.006 Tw 4 fr
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the nature and extent of the alleged injury, loss or inconvenience; and the desired remedy. The supervisor
shall have ten (10) working days to render a written response to the employee.

If the employee is dissatisfied with the written decision of his/her supervisor, the employee within ten (10)
working days of receipt of the decision may file a written complaint with the Superintendent of Schools. The
Superintendent shall have ten (10) working days to render a written response to the employee.

If the employee is dissatisfied with the written decision of the Superintendent, the employee within ten (10)
working days of receipt of the decision may file a written complaint with the President of the Board of
Education. The Board
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Longevity

Longevity payments shall be provided to qualifying individuals in the employ of the District based on the Longevity
Schedule listed in Appendix B.

Severance — Administrative/Support Positions

Upon the retirement or death of a full or part time employee who has at least ten (10) years seniority in the
District, the District shall pay to that employee or the employee's estate, in the case of death, $50 per day of
accumulated sick leave, up to a maximum of one hundred (100) days; upon the resignation or layoff of a full or
part time employee who has at least ten (10) years seniority in the District, the District shall pay to that employee
$25 per day of accumulated sick leave, up to a maximum of one hundred (100) days.

Severance for part-time employees will be prorated based on the Standard Hours for the position. Secretaries in
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accrual of vacation days in instances where unusual District requirements reasonably prevent an employee from
taking vacation time.

Accrued, but not used vacation time up to a maximum of forty (40) days, shall be paid in a lump sum when an
employee terminates employment with the district or transfers into another position not eligible for vacation.

Vacation leave and accruals for part-time employees will be prorated based on the Standard Hours for the
position. School year employees do not receive vacation leave. Secretaries in the employ of the District on
June 30, 2011 shall be grandfathered on the vacation schedule contained in the NTU Clerical Contract.

Sick Leave

Employees shall be entitled during each fiscal year to annual sick leave as follows:
= Fifteen (15) days cumulative to one hundred sixty-five (165) days for full year employees
e Eleven (11) days cumulative to one hundred forty (140) days for school year employees

Employees in technical/management positions in the employ of the District on June 30, 2011 shall be
grandfathered in at a maximum accrual of one hundred eighty-five (185) sick days.

Sick leave may be used for absences caused by illness or accidents of the employee, or the employee’s spouse,
children or parents.

For employees starting mid-year, sick leave accruals will be prorated in the first year to the closest full day. Sick
leave and accruals for part-time employees will be prorated based on the standard hours for the position.

Sick Bank

Employees may elect to participate in a non-affiliated sick leave bank. The terms and conditions of membership in
the bank are attached as Appendix C.

Family Medical Leave Act

Family and medical leave is granted for the serious health condition of the employee; in order for the employee to
care for a spouse, child, or parent who has a serious health condition; the birth of a child and care of the newborn
child; or placement of a foster/adoptive child. Military family leave entitlements allow leave for qualifying
exigencies and/or the care of a covered service member with a serious illness or injury received in the line of duty
or active duty. An employee who has been employed for at least twelve (12) months and worked at least one
thousand two hundred fifty (1,250) hours during the prior twelve (12) month period is eligible for twelve weeks of
leave during the twelve (12) month period measured forward from the day leave begins. FMLA occurs concurrently
with any paid leave policies included herein. The District requires an employee to use any eligible accrued leave
time available while on FMLA Leave. Employees shall notify the District of his/her request for leave, if foreseeable,
at least thirty (30) days prior to the date when the leave is to begin, or if not foreseeable, as soon as
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School-year employees do not receive paid holidays. Full year employees (including part time employees) shall
receive those paid holidays falling on their regular work schedules.

Personal Days

During each fiscal year, full year employees shall be entitled to four (4) paid personal days; school-year employees
shall be entitled to three (3) paid personal days (for days in which they are scheduled to work).

While this list is not all inclusive, paid personal days may be taken for the following reasons:
< Marriage of children, parents, or immediate family members
« Graduation exercises or college events of employee’s children or spouse
* Required court appearances
« Observance of a recognized religious holiday of a recognized religion practiced by the employee
e Compelling personal business that cannot be accomplished outside of the employee’s work day
« Snow days when conditions create concerns for the safety of travel

For employees starting mid-year, personal day accruals will be prorated in the first year to the closest full day.
Personal days must be approved in advance by the employee’s supervisor. Personal leave for part-time employees will
be prorated based on the standard hours for the position. Personal days are not accruable to the next fiscal year.
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the last day of the month following the month the non-affiliated employee terminates employment with the
District.

The District shall contribute seventy (70%) of the premium for a point-of-service plan, and eighty (80%) of the
premium for an HMO and High Deductible plans. All plans offered by the district shall have the following co-pays
and deductibles:

1.

POS and HMO:

Twenty Dollars ($20.00) per medical visit;

One Hundred Dollars ($100.00) per emergency room visit;

Two Hundred Fifty Dollars ($250.00) per person, Five Hundred Dollars ($500.00) per two (2) person/Family
Inpatient/Outpatient Facility Deductible; and

Three (3) Tier Pharmacy Benefit of five dollars ($5)/fifteen dollars ($15)/thirty-five dollars ($35). Mail order:
five dollars ($5/thirty dollars ($30)/seventy dollars ($70).

The following co-pays and deductibles below will become effective on July 1, 2022.
Twenty-five Dollars ($25.00) per medical visit;

One Hundred Dollars ($100.00) per emergency room visit;

One Thousand Five Hundred Dollars ($1500.00) per person, Three Thousand Dollars ($3000.00) per two (2)
person/family Inpatient/Outpatient Facility Deductible; and

Three (3) Tier Pharmacy Benefit of ten dollars ($10)/thirty dollars ($30)/fifty dollars ($50). Mail order: twenty
dollars ($20)/sixty dollars ($60)/one hundred dollars ($100).
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employees working between twenty (20) and thirty (30) hours per week. Health insurance is not available for
employees working less than twenty (20) hours per week.

Specific provisions of each plan, including pharmacy benefits, will be provided to each employee at the time of
hire, upon request, or in advance of any changes to the benefits provided by a plan.

Dental Insurance — Administrative/Support Positions

The (s)-4.3 -0.001 Tc 0.001 Tw 0.728 0 Td[(s)-4.3 6h 0 Td..)[d)-0.7 29.163 0 TMC /P AVCI8918 0 Td[A)-1.1 (d)-0.su(i)-3.2 (n)-0(n
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Appendix A
Non-Affiliated Employees Position Specifications

Job Title Classification| # EE| Board SY/FY| Standard | Exempt/Non | Days/Yr
Approval Hrs/Week Exempt
for Hiring
Assistant Superintendent Management Yes FY 40 260
Career Center Coordinator Support No SY 35 194

Chief Operating Officer

SY = School Year; FY = Full Year

The “Support” classification includes administrative/support positions; The “Management” classification includes

technical/management positions.
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Appendix B

Longevity Payment Schedule

The schedule for longevity payments below applies to individuals in the employ of the District prior to July 1, 2011

for only those positions noted.

Yearsof
Continuous Payment
Position Held on January 1 Employment at July 1

Administrators (district-wide) (see Note) 15 $500
Assistant Superintendent 20 $1,200
21t Century Building Coordinators 25 $1,700
Career Center Coordinator
Secretaries 10 $750
(based on the NTU Clerical contract) 15 $1,250

20 $1,750

Note: District-wide administrative positions include director of HR, HR specialists, HR manager, and Chief

Operating Officer.
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(7) In no instance shall the physician’s estimate of the period during which the individual may be medically
unable to perform his/her normal job responsibilities be considered binding.

(8) No withdrawals may be granted during the period an eligible member is on an unpaid authorized leave of
absence.

(9) Withdrawals shall be granted only for scheduled working days missed because of continuous illness or an
incapacitating accident.

Applicants are encouraged to apply to the bank as soon as they become aware they will require a prolonged leave
of absence for medical reasons and may require days from the bank. Approved withdrawal of days from the bank
will only begin after the exhaustion of other available accrued time as outlined in (2) above, or on the day of
approval of withdrawal from the bank by the Committee, whichever comes later.

Enrollment Forms and Withdrawal Applications for withdrawal should be forwarded to the Human Resources
Office at the Nashua School District’s Administrative Offices.

Member Entitlement:

For a single prolonged or continuing illness or incapacitating accident within a fiscal year:
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