NON-AFFILIATED SUPPORT BENEFITS/POSITION INFORMATION SHEET

	 1.  Position:
	

	 2.  Immediate Supervisor:
	

	 3.  Work Year:
	As determined.



	 4.  Daily Work Hours:
	As determined.  Benefits will be prorated based on daily hours worked.



	 5.  Sick Leave:
	The equivalent of one (1) day of sick leave per month worked (maximum of 10 per year) accumulative to a maximum of eight hundred-eight (880) hours.  Employees may annually utilize up to a total of six (6) days of sick leave for illness in the employee’s immediate family, which will be deducted from the employee’s sick leave.  Immediate family, for purposes of sick leave, is defined as spouse, child, stepchild, grand child, foster child, parent, stepparent, grandparent, or a relative living with and making his/her home in the employee’s household.  A record of absence form must be completed in all cases when sick leave is used.  An employee may be required to present a certificate of disability to the Employer when absent in excess of three (3) consecutive workdays.  All sick leaves will be computed (earned and used) on an hourly basis (based on an individual’s workday).  Employees may not use sick leave in less than increments of 15 minutes.



	 6.  Sick Leave Reserve:
	When an employee’s sick leave has been exhausted, an employee may be granted the equivalent of up to thirty (30) additional sick leave days, as available and approved, from the sick leave reserve plus the days which the employee has contributed to the sick leave reserve.  In order to be eligible to draw from the reserve, the employee must be eligible for sick leave and must have contributed to the sick leave reserve.  To be eligible to draw from the sick leave reserve, the employee must present a doctor’s certificate of injury or illness to the Human Resources office with the request to use the sick leave reserve.  The sick leave reserve shall be available only for major personal illnesses and injuries and not on a daily basis.  An employee may not draw in excess of thirty (30) days from the sick leave reserve in any one (1) school year. An employee who has used the equivalent of thirty (30) sick leave days shall not draw additional hours from the sick leave bank in a subsequent year until such time as the employee has contributed the equivalent of at least one additional day to the sick leave reserve.



	 7.  Bereavement:
	Employees shall be allowed up to six (6) workdays for bereavement without loss of salary as funeral leave for death in the immediate family.  It is understood that an employee will use only as many of the six (6) days as is necessary.  Death in the immediate family is defined as spouse, parent, step-parent, brother, stepbrother, sister, stepsister, child, step-child, grandchild, grandparent, current in-law, or a relative living with and making his/her home in the employee’s household.  For death of an individual not included in the immediate family, an employee may take a personal business leave day if available.  If no personal business day is available, an employee may request from the immediate supervisor to grant a personal sick day or compensatory time.



	 8.  Personal Business Leave:
	Employees may be granted one (1) day to be used as a business leave each year, without loss of pay, to transact non-social, non-recreational personal business which cannot reasonably be done during non-working hours.  No business leave day shall be taken on a workday immediately before or after a holiday or vacation period, except in emergencies and at the sole discretion of the Employer.  Unused business leave days will be added to the employee’s accumulated sick leave.

	 9.  Leave of Absence:
	A leave of absence may be granted by the Employer for medical or educational reasons.  To be eligible for an unpaid leave of absence, an employee must have been employed for a minimum of four (4) consecutive years.

	10.  Medical Insurance:
	Employees must be assigned to work 30 hours per week or more to be qualified for medical insurance. Please refer to the Non-Affiliated Benefits section on the TCAPS website (Departments, Human Resources, Employee Benefits) for detailed costs.

	11.  Dental and Vision:
	School year employees who are assigned and work at least thirty (30) hours or more per week may purchase at their own expense, optional vision insurance. Premium payments for this optional insurance will be made by payroll deduction through a Section 125 plan. Dental insurance is provided and paid for by the Employer.

	12.  Cash in Lieu of Insurance:
	Employees may choose to receive cash in lieu of insurance benefits.  In order to participate in this benefit, the employee must annually show proof of health insurance under another plan.  Responsibility in enrolling in this benefit rests with the employee.

	13.  Life Insurance:
	The Employer will pay the premium for a $5,000 life and $5,000 accidental death and dismemberment policy for the employee.

	14.  Family Medical Leave Act
	Employees are eligible for 12 weeks of unpaid, job-protected leave if they have worked for the District for at least one year and have worked at least 1,250 hours within the twelve months prior to the beginning of the leave. Employees may request leave for the following reasons:  incapacity due to pregnancy, prenatal medical care or child birth; to care for the employee’s child after birth, or placement for adoption or foster care; to care for the employee’s spouse, son or 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. FMLA also offers leave benefits for employees with a spouse, son, daughter, or parent in the military. FMLA leave will be paid time if the employee has accrued but unused sick time, sick bank, personal business days and paid vacation days. Please contact the Human Resources department for more information.

	15.  Medical & Dependent Care 
	Employees may choose to set aside pre-tax dollars through payroll deductions to pay for unreimbursed medical and dependent care expenses.  Employees may elect up to $5,000 in an IRS Section 125 Plan Medical Reimbursement Account and/or up to $5,000 in an IRS Section 125 Plan Dependent Care Reimbursement Account.  Employees must enroll in these plan/s during the open enrollment period (as communicated by the District) and elections may not be changed or revoked unless the employee experiences a qualifying event.  Any money set aside in the plan that is not reimbursed to the employee by the end of the plan reverts back to the District (as required by the IRS) to reimburse the District for administrative costs associated with the plan.



	       Reimbursement Accounts:
	

	16.  Holidays:
	Paid holidays for school year employees who work four (4) hours or more per day shall be as follows:  New Year’s Day, Good Friday, Memorial Day, Fourth of July (only if the employee works the entire week of July 4), Labor Day (only if the employee’s return to work date is on or before September 15), Thanksgiving Day, the day before Christmas, Christmas Day, and the day before New Year’s Day.

	17.  Continuing Education:
	To assist employees with career development, continuing education is offered and reimburses up to one-half of tuition charges (pro-rated based on full time equivalency) at State-supported accredited institutions for classes related to the position or in a field of education.

	18.  Employee Assistance Program:
	All employees have access to an Employee Assistance Program (EAP).  The EAP provides professional counseling to help the employee and employee’s immediate family resolve marital, emotional, drug or alcohol related and other problems.  Initial assessment and referral provided at no cost.  Additional or long-term counseling provided under the employee’s medical insurance plan.  Employees are responsible for deductibles or co-payments.



	19.  Jury Duty:
	Paid jury duty time is granted and employees receive an amount equal to the normal rate of pay less the amount received from jury duty, excluding the amount for travel or meal expenses.



	20:  Retirement Pay:
	Employees will participate in the MPSERS retirement system and be eligible to receive a pension and medical insurance benefit consistent with MPSERS eligibility requirements. Retirement pay from TCAPS (amount based on percentage of accrued but unused sick time) with ten years of consecutive service and MRSERS retirement eligibility also available. 



	21.  Rate of Pay:
	As posted or contact Human Resources  



	22.  Longevity Pay:
	Non-affiliated employees shall receive longevity pay as follows:

9th-14th years     $.25/hour

15th-19th years   $.30/hour

20+ years          $.40/hour


