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I. Knowledge of Policy and Rule: The employeeisresponsibleto know and abide by all Policies and
Rules of Millard Public Schools. The employee shall acknowledge, in writing, that he or she hasreceived a
Policy Document which outlinesthe major policiesfor the District and states employees ar e responsible for
knowing all District Policiesand RulesIn the event such employeeisunclear about the Policies, Rules,
and/or procedures provided in Policy Document, the employee shall seek an interpretation and clarification
from hisor her immediate supervisor and/or the Human Resour ce Office.

II. Days Scheduled to be Worked: Each employee shall beinformed of hisor her projected work
schedule. The District reservestheright to change the work schedule with respect to scheduled days, the
hours of work, number of daysworked, or toincrease or decreasethe extent of thework provided in the
employee’sjob description. An employee’ swork schedule is not a guar antee of continued employment nor a
contract of employment and is provided to the employee only for the purpose of informing the employee as
to the days and hoursthe employeeisto perform hisor her duties.

lll. Job Responsibilities: An employee’ sresponsibilities and duties are contained in thejob description
provided to the employee. All employees may be assigned additional responsibilities and duties as may be
deemed necessary by the District.

IV. Hours of Work for Non-Exempt Employees: Each employee or other employees not exempt from the
overtime provisions of the Fair Labor Standards Act shall be paid for each hour or fraction thereof the
employee works. Each employeeisto work those hours asrequested by hisor her supervisor and as
approved by the Human Resour ce Office pursuant to the following rules:

A. Hoursworked areto berecorded accurately on timerecordsissued by the District;

B. Each employee who, with supervisor approval worksmoreor lessthan hisor her normal hourson any
given day may be given an equal number of hours off or work an equal number of make-up hourson
another day during the samework week if the“flexed time” isequal to or lessthan two hours per work
day;

C. If an employee, with supervisor approval, workslessthan hisor her normal work hourson any given
day, the employee will take appropriate leave if the time change is more than two hoursin the given day;

D. If an employee, with supervisor approval, works morethan hisor her normal work hours, the employee
shall not take a corresponding equal number of hours off in the same work week, if the time off ismorethan
two hoursin any given day;

E. Each employeerequired to work beyond forty hoursin one week shall be compensated for such
additional time at the rate of one and one?half of hisor her normal hourly rate;



F. The District does not per mit accumulation of “compensatory time” (vacation time) in lieu of overtime;

G. Employee breaks (including, but not limited to, unpaid lunch breaks and paid breaks) shall not be taken
during thefirst or last hour of thework day;

H. Paid break times, when applicable, are as scheduled by the supervisor and may not be used to extend the
employee' slunch period;

I. An employeeisnot to work morethan the hours assigned;

J. The District’s Human Resour ces Office may grant exceptionsto SubsectionsB, C, D, G, and H of this
Section when the needs of the District are best served through an exception.

V. Dress: Employees areresponsiblefor providing a positive professional image to studentsand the
community. If, in the opinion of the employee'sdirect supervisor, an employee’ s dress and grooming do not
present a positive professional image, it will betheresponsibility of that supervisor to encourage the
employee to change hisor her dressand grooming habits.

VI. Job Responsibilities: An employee' sresponsibilities and duties are contained in the job description
provided to the employee. Employees may be assigned additional responsibilities and duties as may be
deemed necessary by the District.

VII. Evaluation Process: Each employeeisresponsible for hisher successful participation in the District’s
per sonnel evaluation process.
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