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A copy of this manual is also available by accessing Grant Wood AEA’s website home page, 
select Staff, then select Business Services/Human Resources. 

 
 
 
 
 
 
 
 
 
 

 
This manual contains only general information and is provided as a guide. It is not intended to be 
a contract or any part of a contractual agreement between Grant Wood Area Education Agency 
and the employee. Grant Wood AEA reserves the right to modify, delete, or add to any processes, 
procedures, or statements made in this manual. Edits will be made annually and periodically, if 
needed. Some of the subjects described here are covered in detail in other official Agency 
documents or may be referenced in this manual. Please refer to other 
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Accident / Damaged Vehicle 
Account Number Use and Corrections 
Added Days 
Address Change of Employee 
Agency-Directed



Accident / Damaged Vehicle 
 

 
S I  T U A T I  O N A C T I  O N 

When reporting accident, 
weather, or vandalism damage 

Notify the Director of Business Services of circumstances surrounding the accident. 
 

Complete an accident report form and return it to the Director of Business 
Services within 24 hours. Report forms are available from the Agency website  
or the Director of Business Services (ext. 6704). 

 
Auto insurance identification cards are kept in each Agency vehicle. 

 
Vandalism will require police reporting through the Director of Business Services 
(ext. 6704). 







Added Days 
 

 
 

S I  T U A T I  O N A C T I  O N 
When time is to be 
compensated in addition to 
days outlined in an employee’s 
contractual agreement with 
Grant Wood AEA 

Added days is a term referring to time worked by contracted employees, in 
addition to their contractual agreement, that is to be compensated. Because added 
days are considered temporary/substitute, seniority and experience credit on the 
salary schedule are not applicable. A request for added days is initiated by the 
regional administrator/supervisor and is then forwarded to  to



Address Change of Employee 
 

 
S I  T U A T I  O N A C T I  O N 

When employee 
personal contact 
information changes 

Please see Employee Self Service (ESS) System 
to update your personal contact information 

https://app2.vista-iowa.com/ess/Login.cfm?dist=9210
https://business.gwaea.org/cfapps/gwess/Login.cfm


https://app2.vista-iowa.com/ess/Login.cfm?dist=9210
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=150090&revid=QZsdETebVfwovhg6W7HDJQ%3D%3D&ptid=amIgTZiB9plushNjl6WXhfiOQ%3D%3D&secid=muNUlKiR2jsXcslsh28JpBkiw%3D%3D&PG=6&IRP=0
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=150090&revid=QZsdETebVfwovhg6W7HDJQ%3D%3D&ptid=amIgTZiB9plushNjl6WXhfiOQ%3D%3D&secid=muNUlKiR2jsXcslsh28JpBkiw%3D%3D&PG=6&IRP=0
https://drive.google.com/file/d/1kjS9dmCklhWUTlrk-eYgRNCkR6oeeQMb/view?usp=sharing
https://drive.google.com/file/d/1kjS9dmCklhWUTlrk-eYgRNCkR6oeeQMb/view?usp=sharing


Agency-Directed Travel 
 

 
 
 
 
 

S I  T U A T I  O N A C T I  O N 
When employees wish to 

https://drive.google.com/file/d/1fGQl4-JAwHFyKn4cqqTKDqIloh81ICjY/view?usp=sharing


https://docs.google.com/document/d/1NVXF8JVhte3KS7gZOg8LEi83EGa28Q02S5AR2neuZR8/edit
https://docs.google.com/document/d/1pLfFCIrVHPLmegImR_XIXuxHTMRq1KrhKiSgoJA_gQs/edit


Bloodborne Exposure &  Follow-up 
 

 
S I  T U A T I  O N A C T I  O N 

Follow

https://drive.google.com/file/d/1Mn41tRPXjAzrEIe_-6vcnoDUVzWhVGWF/view?usp=sharing


Calendars 
 

 

S I  T U A T I  O N A C T I  O N 
Employee reporting of 
scheduled work days 

Staff employment calendars are available online by signing onto the Employee 
Self Service (ESS) system. The link may be found on the Agency website, or go 
to Sign in and choose calendar which is a link located under forms. Complete the 
calendar and submit. 

 
Calendars will  be reviewed by the administrative assistant and then forwarded to 
the supervisor for approval. Copies can be printed after the form has been 
approved. All staff working less than year round (260 days) are required to 
complete a calendar. 

 
Calendars for the upcoming school year are to be completed by staff and approved 
by supervisors before the end of the current school year. 

 
New staff will  work with supervisor/administrative assistant to determine 
scheduled work days and enter online calendar. 

When a change is requested or 
required on the employment 
calendar 

Employees may submit change requests online by choosing the Calendar link 
under the Forms section of the ESS. Make the necessary changes on the calendar; 
note the reason for the change and save changes. A message in blue will appear 
on the top right of the screen stating “record updated, change form generated.” 
The change form will  show as a PDF document in the Change Form History area. 
The online system will send an email to the employee once the calendar change 
request has been approved by the supervisor. 

 
Calendar changes may only occur within the same contract year, and the number 
of days changed is to be the same for work days and non-work days. 

When employees need to know 
Agency calendar information 

The Agency calendar is developed and posted online for staff to view and 
can be viewed on the Agency website. 



Cash Payments Received 
 

 
 
 
 
 

S I  T U A T I  O N A C T I  O N 
When collecting 
registration fees for 
an event or program 

All  fees are to be sent directly from the registrant to the GWAEA business 
services office. Therefore, when designing flyers, consider the following 
information. The return registration forms should be addressed directly to 
“accounts receivable (administrative assistant name)” and should include: 

 
the cost of the event 
the appropriate account number at the bottom 
the name of the person responsible for the program 

 
Other flyer considerations: equity statement 

cancellations and refunds 
copy of the flyer for the switchboard 
contact person’s name and phone number 

 
The accounts receivable technician (ext. 6705) also needs to receive a copy of the 
flyer and registration form at the time of the mailing to assure correct account 
deposit. 

 



Cash Purchases 
 

 
 
 
 
 
 

S I  T U A T I  O N A C T I  O N 
When vendors do not 
accept purchase 
order numbers 

Several options: Either choose a different vendor, use the charge card checkout 
process described in this manual, or see instructions following on this page in 
situation “when employees make cash purchases” (must be less than $50.00). 
All  cash purchases require supervisor approval prior to the purchase. 

When employees 
make cash purchases 

Cash purchases are to be used sparingly and for extenuating circumstances only. 
This purchasing method is not 



Charge Card Checkout 
 

 
 

S I  T U A T I  O N A C T I  O N 
When making 
purchases with 
vendor charge cards 
(Best Buy, HyVee,  
Wal-Mart) 

These cards shall generally not be used for expenditures that can be made through 
the normal purchasing process. 

 
• The administrative assistant processes a computerized purchase order to the 

vendor with a notation that the white copy needs to be returned to the 
administrative assistant. 

• When the white hard copy is returned to the administrative assistant, the 
employee may bring the processed white copy to business services for 
charge card checkout. The charge card will be given to them with 
accompanying brief instructions. 

• After the purchase has been made, the employee returns the charge card to 
business services with a detailed receipt or online confirmation indicating the 
date, purpose and nature of each expense. 

• The receipt will  be compared to the purchase order. 

• Business services will need to know immediately if the purchase was partial



Checks, Reissuing 
 

 
 

S



Compensatory Time 
 

 
S I  T U A T I  O N A C T I  O N 

When employees may earn and 
use comp time 

Contracted Staff: Employees are contracted for a professional service that often 
does not lend itself to a specifically-defined day. To meet work obligations and 
job responsibilities, professional staff may frequently work beyond 40 hours in a 
week. To recognize extended hours involved with professional services, comp 
time is provided in the Master Contract and is available for direct service client 
interactions that occur outside the regular business hours of 8:00 a.m.-4:30 p.m. 
Comp time is accrued on a straight-time basis and is to be earned and used in 
increments of 30 (thirty) minutes. 

 
Common examples for earning comp time include IEP meetings, 

https://drive.google.com/file/d/1HmdcOrgNUuuJ8RUrBi8KfbgIwYr5KPF0/view?usp=sharing
https://drive.google.com/file/d/1HE-j2aehsI3FEtvDPJYdLBLV5xQ8lFnZ/view?usp=sharing
https://drive.google.com/file/d/1HE-j2aehsI3FEtvDPJYdLBLV5xQ8lFnZ/view?usp=sharing


https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=150090&revid=tMWslsh0IgZqfTv7mlbUslshkURg%3D%3D&ptid=amIgTZiB9plushNjl6WXhfiOQ%3D%3D&secid=1tQnslsh8lOsp4g6nI9lJNOYQ%3D%3D&PG=6&IRP=0


Discrete Trial  Services 
 

 

S I  T U A T I  O N A C T I  O N 
When GWAEA has entered 
into an agreement with an 
LEA to provide discrete trial  
services to children age 3 
and above 

Business services invoices the school district for all expenses charged to their 
respective discrete trial account. The invoice does not provide additional support 
information (i.e., the number of hours each child was served during that time 
frame). Phone calls from schools desiring additional information will be 
forwarded to the appropriate regional administrator. See processing procedures 
on the following page. 

When GWAEA provides 
discrete trial services to 
children birth through 2 



 

Processing Discrete Trial  
 

Financial responsibility of LEAs OR Financial responsibility of GWAEA  

Criteria:  
• services for children age 3 and above 
• expenses will  be billed to LEA 
• contract between LEA & GWAEA 

Criteria:  
• services for children birth  through 2 years of age 
• no billing required 
• no contract required 

Process: 
• A separate account will  be set up for each school 

district. 
• All  expenses charged to district discrete trial accounts 

will be billed to that appropriate LEA quarterly for 
expenses paid the previous quarter. 

Process: 
• All  expenses should be charged to Part



Emergency 
 

 
S I  T U A T I  O N A C T I  O N 



Emergency 
 

 
 

S I  



Emergency Contact Information  
 

 
 
 
 
 

S I  T U A T I  O N A C T I  O N 
When employee emergency

https://app2.vista-iowa.com/ess/Login.cfm?dist=9210


Employee Assistance Program (EAP) 
 

 
 
 
 
 
 

S I  T U A T I  O N A C T I  O N 
When employees encounter 
personal/family problems 

The Agency provides an Employee Assistance Program (EAP) to support staff 
and family members. The EAP is provided through LifeWorks and includes 
professional and confidential counseling and referral service for a variety of 
personal problems. Use of the EAP is on a voluntary basis. When participating in 
the EAP, employees retain the responsibility for meeting acceptable work 
performance and attendance standards. 

 
At least annually, typically in November, the HR office distributes information 
regarding the EAP and how to access the program. EAP counselors are available 24 
hours a day, 7 days a week, by calling 1-888-267-8126. 

 
For more information, please refer to Policy and Regulation #4141or contact the 
HR office, (ext. 6703). 

https://grant-wood-aea.lifeworks.com/
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=150090&revid=dlz6gGBXToCouMb5CGplus7Wg%3D%3D&ptid=amIgTZiB9plushNjl6WXhfiOQ%3D%3D&secid=1tQnslsh8lOsp4g6nI9lJNOYQ%3D%3D&PG=6&IRP=0


Employee Self Service (ESS) System 
 

 
 

S I  T U A T I  O N A C T I  O N 
 

Access the following 
information through the ESS 
System: 

 
Employees have access to online services through the Employee Self Service 
(ESS) System which includes the ability to 1) view payroll information, leave 
balances, job history and license information, 2) request leaves and calendar 
changes, schedule meeting rooms and 3) update address and emergency contact 
information, 4) access Claims & Professional Leave systems. 

Click here to access ESS System 

 
My Information (Vista) 

https://app2.vista-iowa.com/ess/Login.cfm?dist=9210


 

Employee Self Service (ESS) System 
 

 



https://www.ipers.org/


Exiting Employees – Resignations 
 

 
S I  T U A T I  O N A C T I  O N 

Resignations – 
Business services process 
when an employee resigns 



Exiting Employees - Resignations - Summer (Health, Dental and Vision Insurance) 
 

 
 

S I  T U A T I  O N A C T I  O N 
 
 
 
 
 
 
 
 

Employee responsibilities 
 
 
 
 

Business services process 
when an employee resigns 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Employee responsibilities 
 
 
 

Business services process 
when an employee resigns 

 
When summer resignations/retirements/leaves occur for employees who work a 
traditional school-year schedule, it is important for employees to be aware that 
Agency-provided insurance ends retroactively when a resignation is effective 
retroactively. 

 
Contracted, Management and Salaried Employees 

 
• If  an employee is considering resignation, retirement or a leave of 

absence after June 30, the employee is to contact the 
payroll/benefits specialist (ext. 6706) immediately to ensure 
timely coordination of benefits. 

 
• For resignations/retirements/leave requests received after June 30, the 

last work day of regular employment determines the termination date of 
Agency-provided benefits. Examples: 

 
1. If an employee has worked no days during the new contract year 

(July 1- June 30), benefits terminate retroactive to the end of the 
month in which the last day of regular employment was worked 
(or to June 30 for contracted/management staff if contract days 
have been fulfilled).  

 
2. If an employee has worked 



Exiting Employees - Resignations - Summer (Health, Dental and Vision Insurance) 
 

 
 

S I  T U A T I  O N A C T I  O N 
  

2. If an employee has worked some days in the new school work 
year as part of their regular employment (this generally does not 
include sub/temp assignments), benefits terminate based on their 
last day of regular employment worked (detailed in Example 1). 

 
In these situations, employees are expected to provide a 
minimum of two weeks’ notice and provide a minimum of two 
weeks’ service in the new school work year (this does not 
include sub/temp assignments). At its discretion, Agency 
administration may waive all or a portion of the service 
requirement in consideration of timely notice, service needs and 
other related factors. 

 
• 



Exiting Employees – Retirements 
 

 
 

S I  T U A T I  O N A C T I  O N 
Retirement – 
Employee responsibilities 
when retiring 

 
• Provide timely notice to supervisor and human resources of intent



Exiting Employees – Retirements 
 

 
 

S I  T U A T I  O N A C T I  O N 

https://www.ipers.org/


Exiting Employees – HR Procedures 
 

 

S I  T U A T I  O N A C T I  O N 

HR
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Funding – Grants, Contracts and Agreements – referred to as “projects”  
 

 
 

S I  T U A T I  O N A C T I  O N 

When applying for project 
funding 

Prior to submitting an application for project funding, the project manager+ 
applying for the funds will  meet with the appropriate Director of Teaching 
& 



Funding – Grants, Contracts and Agreements – referred to as “projects”  
 

 
 

S I  T U A T I  O N A C T I  O N 

When determining appropriate 
administrative / indirect 
charges 



Business Applications 
 

 
S I      I    



Interoffice Charges 
 

 
 

S



Inventory – Equipment 
 

 

 
S I  T U A T I  O N A C T I  O N 

When purchasing GWAEA 
equipment valued at $1,000 
and above 

Purchases of equipment valued at $1,000 and above that will  be GWAEA 
property must be charged to an object code in the 700 series. 

 
731 Equipment 732 Vehicles 739 Computer Equipment 

 
All  equipment must be tagged during the month that it is paid. This is done by the 
mail clerk at the time of delivery. 

When purchasing computers 
and portable devices valued at 
$300 and above 

Purchases of laptops and other portable devices, such as iPads, will also be tagged 
and tracked in our inventory system for control purposes if they are valued at $300 
and above. 

When equipment and furniture 
are delivered 

Equipment and furniture valued at $1,000 and above that does not need to be 
installed should be delivered to “receiving” at the Sixth Street facility. The 
receiving clerk tags this merchandise for inventory at the point of arrival. If 
furniture (such as cubicles and desktops valued at $1,000 and above) is delivered 
directly to a work station/office, receiving must be notified immediately for 
inventory tag purposes. 

 
All  computers purchased by GWAEA and that will  be considered GWAEA 
property should be delivered to the Sixth Street Facility. 

When purchasing GWAEA 
equipment valued under 
$1,000 

Sometimes there is a need to tag equipment that is not a part of GWAEA’s 
inventory system. This is particularly true of mobile equipment that is taken out 
of the building or on loan. There are “Property of GWAEA” tags available in 
business services for that purpose. 

When equipment is donated to 
GWAEA 

Recipients of donated equipment should contact business services (ext. 6704) to 
obtain “Property of GWAEA” tags so that the equipment can be properly 
identified. Currently, the Agency is not required to include donated equipment in 
the GWAEA 



Inventory – Equipment 
 

 
S I  T U A T I  O N A C T I  O N 

When resigning or retiring - 
what to do with equipment 

The HR office shall notify technology support staff when they receive notice that 
an employee is retiring or resigning. Technology equipment (i.e., computer, 
printer, software) is to be returned to the technology support center prior to the 
last day of employment with the yment  



Invoices / Billing  
 

 
 

S I  T U A T I  O N A C T I  O N 
When seeking reimbursement 
from outside organization for 
services provided by Grant 
Wood AEA 

Contact the accounts receivable 





 

Leave Balances 
 

S I  T U A T I  O N A C T I  O N 
To view leave balances Please see Employee Self Service (ESS) System. 



 

Leave Forms 
 

S I  T U A T I  O N A C T I  O N 
When taking time off from a 
normal work schedule 

• All employees must complete an Employee Leave Form when taking 
time off from their normal work schedule as prescribed for their employee 
group, including 



Leave Forms – Extended Medical Leave 
 

 
 

S I  T U A T I  O N A C T I  O N 
 

When an employee anticipates 
extended medical leave 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the extended medical leave 
is anticipated to be greater 
than 90 consecutive calendar 
days 

 
The employee is to provide written notice to the supervisor of any anticipated 
medical leave at the earliest possible date. In the case of pregnancy, notice is to be 
provided no later than the end of the 4th month of pregnancy. Specific details and 
procedures concerning this notice are identified in the illness/disability section of 
the Master Contract Agreement and Terms and Conditions of Employment. 

 
In cases of scheduled surgery, or where it’s possible to project an anticipated leave 
greater than 21 calendar days, the employee is to notify the Human Resources 
Administrative Assistant (ext. 6748.) 

 
The Human Resources Administrative Assistant will then prepare a leave 
packet for the employee. The packet will consist of a letter summarizing the 
procedure, FMLA information sheet, and projected and actual physician 
statement forms. 

 
The projected employee leave form is to be submitted as the initial request prior to 
the start of the leave, or as soon as is reasonably possible. (This may satisfy the 
formal written notice to the supervisor.) The projected leave form is to be 
supported by the projected physician’s statement, which is personalized to the 
demands of the job. Illness/disability leave may be used only for the time period 
certified by the physician. 

 
The projected leave form will be adjusted to show the actual leave once the actual 
physician’s statement has been received. The actual physician's statement is to be 
submitted within 3 weeks of the beginning of the leave period. 

 
 

If the projected medical leave is anticipated to be greater than 90 consecutive 
calendar days, the employee is to notify the administrative specialist - 
payroll/benefits (ext. 6706). 

 
The administrative specialist - payroll/benefits will  provide the employee with 
long-term disability application forms to complete. 

 
Long-term disability benefits are administered in accordance to plan design. 



Leave 



Leaves – Agency Closings 
 

 
 

S I  T U A T I  O N A C T I  O N 
When the Agency closes for 
emergency purposes 

Please see Emergency. 

When the Agency announces 
an early release time 

In the event the Chief Administrator and/or Associate Chief Administrator(s) 
makes the decision to close the Agency early for an announced early release time 
(examples: day immediately preceding Thanksgiving Break, Winter Break, or 
Memorial Day), the following procedures apply: 

 
• An employee scheduled to work will  not be required to use paid leave during 

the time the Agency Center is closed. 
 
• 





License Information  
 

 
 

S I  T U A T I  O N A C T I  O N 
To view license information Please see Employee Self Service (ESS) System. 





Lunch Periods and Break Times (Hourly  Staff) 
 

 

 
S I  T U A T I  O N A C T I  O N 

Lunch periods – 
General description 

Lunch periods are meal 

https://www.gwaea.org/application/files/5416/1780/0964/Master_Agreement_Classified_2021-2022.pdf


Lunch Periods and Break Times (Hourly  Staff) 
 

 

 
S I  T U A T I  O N A C T I  O N 

  
The 15-minute break time provided within each 4 hours of scheduled work time is 
paid time whether employees choose to take their break or not. 

 
Unused breaks are not to be used for adjusting the daily work schedule, overtime 
or accruing comp time. 

 
Unused break time does not accumulate as time worked and does not result in 
additional pay. 

 
Break time is paid time, and employees are not to leave the work site during break 
times. 



 

Medicaid Claims 
 

S I  T U A T I  O N A C T I  O N 
When seeking reimbursement 
from Medicaid for services to 
IEP students 

Grant Wood AEA follows the procedures and guidelines in the AEA IEP 
Documentation Guide on page 





Payroll – Time Card Reporting 
 

 
 

 
S I  T U A T I  O N A C T I  O N 

Payroll Time Card System 
Log-In Instructions 

All full -time, regular part-time, and restricted part-time classified and 
management support employees report their hours worked by using the on-line 
time card system located on the Grant Wood AEA Employee Self Service (ESS) 
site. 

 
At the ESS Login Screen: Username: First Initial and Last Name 

Password: gwaea10 (default) 
School District: Grant Wood AEA 

 
Once signed in, under My Information, click Grant Wood Time Card System 

Employee 



Payroll – Overtime 
 

 
 

S I  T U A T I  O N A C T I  O N 
Overtime definition for hourly 
employees 

Per the Master Contract Agreement for Classified Staff and Management Support 
Terms and Conditions, overtime is defined as assigned work in excess of a normal 
forty-hour week. 

 
• Overtime pay will  be at the rate of one and one-half times the employee’s 

normal hourly rate. 
 
• Compensatory time may be computed at a rate of one and one-half hours of 

compensatory time off for each hour worked in excess of a forty-hour week. 
 
• Only with the mutual consent of the employee and his/her immediate 

supervisor 



Payroll – Tax Sheltered Annuities, 403b Program 
 

 
 

S I  T U A T I  O N A C T I  O N 
403b Program 

 
When enrolling or making 
changes to a 403b 

 
 

The





Professional Leave 
 

 
S I  T U A T I  O N A C T I  







Purchase Orders 
 

 
 
 

S I  T U A T I  O N A C T I  O N 
When proposing purchase of 
an individual good or service 
costing 

https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=150090&revid=gY2BE8DslshKDfZNz2JQy5h8g%3D%3D&ptid=amIgTZiB9plushNjl6WXhfiOQ%3D%3D&secid=muNUlKiR2jsXcslsh28JpBkiw%3D%3D&PG=6&IRP=0
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=150090&revid=NYvtibibpgAplus9it3rf31plusA%3D%3D&ptid=amIgTZiB9plushNjl6WXhfiOQ%3D%3D&secid=muNUlKiR2jsXcslsh28JpBkiw%3D%3D&PG=6&IRP=0


Purchase Orders 
 

 
 
 

S I  T U A T I  



Reimbursement Claims System 
 

 
 

S I  T U A T I  O N A C T I  O N 
When GWAEA employees seek 
reimbursements 

For definitions of acceptable mileage, travel, and cell phone reimbursements, 
please refer to the GWAEA Board Policies and Regulations - Series #7381A, B, 
and C. 

 
Mileage claims are made online by accessing ESS. 

  

The mileage description should include both starting point and destination. 
Employees are trained on the online reimbursement claims system process by 
support staff or the accounts payable technician (ext. 6707). 







Salary Lane Change – Contracted 
 

 
S I  T U A T I  O N A C T I  O N 

 
When contracted staff want to 
advance their placement on 
the Salary Schedule 

 
The Master Contract for Contracted Staff, (Article 8, Salary Schedule Placement, 
paragraphs E and F) addresses advancement on the salary schedule. 

 
Additional course credits (semester hours) are to be secured by September 1 of 
the contract year, and evidence of the additional course credits are to be submitted 
by October 1. Application form for Salary Lane Changes is available on the 
Agency website.



 

Salary Lane Change - Contracted 
 

 
SITUATION  ACTION  

When contracted staff want to 
advance their placement on the 
Salary Schedule 

4. Online coursework meets the requirement for regular and substantive 
instructor-student interaction. As an exception, correspondence/ 
self-paced courses through third-party private providers (such as 
VESI, Siedow Teacher Education, etc.) may be accepted up to a 
maximum of 6 credit hours. 

5. Online graduate credit taken through in-state providers (AEA PD 
Online, Drake, Morningside, etc.), where instruction requires some 
form of 



Salary Lane Change – Leave Guidelines 
 

 

S I  T U A T I  O N A C T I  O N 
 

Professional leave days used 
for coursework towards salary 
lane change. 

 
 

Professional leave monies 
used for coursework toward 
salary lane change. 

 
 
 
 

Coursework taken on Agency 
time outside of professional 
leave days. 

 
 
 
 

Agency-directed Activities 
(when employee wants to



Supplies 
 

 

S I  T U A T I  O N A C T I  O N 
When ordering 





Training,  Mandated 
 

 
 
 

S I  T U A T I  O N A C T I  O N 
When employees are required 
to complete mandated training 

Employees are informed upon hire of the trainings that are required for their 
positions. All  new hires are required to complete the Bloodborne Pathogens and 
the Right to Know training within their first 10 days of employment. Those 
positions providing direct student services also require the Mandatory Reporter – 
Child Abuse, Mandatory Reporter – Dependent Adult Abuse, Seclusion & 
Restraint overview, ACES, and Suicide Prevention/Postvention within the first 
10 days of employment. 

 
These trainings are available online through the AEA PD Online Training System. 
Instructions for accessing the trainings are provided at orientation or are available 
from the Professional Development office, (ext. 6771). 

 
The Professional Development office issues reminders for 



Vending Machines 
 

 
 

S I  T U A T I  O N A C T I  O N 
When money is lost in a 
vending machine, or a 
vending machine is not 
working properly 

6th Street Facility - See receptionist.  
 

The receptionist is not able to give reimbursement of money lost in vending 
machines. Information for a refund is available on the machine or at the front 
desk. The vendor will  respond in a timely manner. 

Southern Facility and 33rd Avenue sites– See an administrative assistant in the        
office. 

When needing change There is a change machine located in the Southeast break room at the 6th Street 
facility and vending machines are capable of giving change in various amounts. 
Agency offices do not keep extra cash on hand 



Worker  Compensation 
 

 
 

S I  T U A T I  O N A C T I  O N 
When an employee is injured 
while working 

Notify supervisor and business services (administrative specialist - 
payroll/benefits) within 24 hours of the injury. Explain circumstances 
surrounding the injury. 

 
Complete an Injury &  Illness Incident Report form and submit it to the 
payroll/benefits specialist within 24 hours of the injury. Seek medical attention, if 
necessary. While the Agency does not have a company doctor or facility that 
employees are required to see, the carrier advises employees go to an occupational 
health clinic for evaluation to facilitate timely communication and processing of 


