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Personnel – Certified/Non-Certified
Appointment and Conditions of Employment
The Union Board of Education delegates the Superintendent the authority to hire certified (except administration), and supplementary positions. In the case of administrative or supervisory personnel, the Superintendent shall nominate a candidate to the Board.

The Superintendent also has the authority to hire support and substitute personnel. On a monthly basis at a minimum, the Superintendent shall notify the Board of those individuals who have been hired.

The Superintendent shall make it an object of paramount interest to secure competent teachers and other employees for the schools. For each vacancy, the Superintendent shall select the most able and best qualified candidate available. The Superintendent shall ensure that all certified personnel to be employed meet state requirements for the position.

The Superintendent shall conduct an annual review of supplemental pay positions to determine their continued need.

The following guidelines shall be observed in hiring personnel:

1.
Residence shall not be a factor.

2.
No member of the immediate family of any member of the Board of Education shall be employed in any continuing capacity by the Board. This is not to be construed as requiring the resignation of any employee should a member of his/her immediate family be elected to the Board of Education.

3.
Relatives of professional administrative or supervisory personnel shall not serve under the supervision of the administrator or supervisor to whom they are related. This is not to be construed as requiring the resignation of any person already in the employ of the Board of Education.

4.
Temporary appointments of a relative as described in paragraphs 2) and 3) above may be made.

Legal Reference:
Connecticut General Statutes


10-151 Employment of teachers. Definitions. Notice and hearing on failure to renew or termination of contract. Appeal.


10-153 Discrimination on account of marital status. 


10-155f Residency requirement prohibited.


46a-60 Discriminatory employment practices prohibited.


Title VII, Civil Rights Act as amended by Title IX, Equal Employment Opportunity
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Personnel – Certified/Non-Certified
Non-Union Personnel
The Superintendent of Schools is responsible for the annual review of all non-union personnel employed by the Board of Education. The Superintendent will make recommendations to the Board concerning all working conditions for non-union personnel.
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Personnel – Certified/Non-Certified
Health Examinations
Each new employee, other than day-to-day substitutes, tutors, support staff working less than 20 hours per week, and those individuals who fill supplemental pay positions exclusively, shall have a physical examination by the physician of his/her choice prior, if possible, to assuming his/her duties within the school system or in any case within 30 days of assumption of duties. All new certified personnel shall submit to the Office of the Superintendent of Schools evidence of a physical examination obtained no earlier than six months prior to the date of employment and no later than thirty days after the date of employment. The Union Board of Education will pay up to $75.00 per required physical examination. The results of such examination shall be recorded by the examining physician on the form provided by the school and the completed form shall be retained in the employee’s personnel file.

The information provided by the physician shall be limited to a statement indicating the physical capability of the employee to perform his/her assigned tasks. Health history, general physical examination, chest x-ray or tuberculin test and urinalysis should be included in this examination. Blood tests would be conducted at the discretion of the examining physician.

When there has been a warning given to the employee that his/her performance has been unsatisfactory, the Superintendent of Schools may require additional medical examinations, as he/she deems necessary, to evaluate the employee’s ability to perform assigned duties. Such additional medical examination will be performed by a physician selected by the Superintendent of Schools and the Board of Education will bear all costs of these examinations.

Food Handlers

All personnel working in cafeterias shall be required to have a physical examination within 30 days of the assumption of duties, regardless of the number of hours worked.

Food Handlers and cafeteria workers shall not be allowed to work if they are ill with intestinal or respiratory illness, or streptococcal infection. The School Medical Adviser reserves the right to require medical examination before any such employee may return to work.

Legal Reference:
Connecticut General Statutes 




10-207(c) Duties of medical advisers



Americans with Disabilities Act of 1990
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4212.4
Personnel -- Certified
Health Examination
All employees upon initial employment shall present evidence of a health examination and a chest x-ray, skin test, or other tests designated as acceptable by the chief school medical advisor to determine that they are free of active tuberculosis.

All employees are urged to keep themselves in good physical condition so that they will be a good example to the students and so that they will be able to perform their duties effectively.

All employees are advised to have a health examination at least once every three years.

The Superintendent may require an independent medical examination of any employee by a physician selected by the Board, under the following conditions, subject to the limitations set forth, if any, in the applicable bargaining unit agreement:

a) whenever the Superintendent has grounds to believe that the performance of the employee is adversely affected by illness of any kind;

b) whenever the Superintendent has grounds to believe that the health/safety of students or other employees may be at risk due to the illness of an employee;

c) whenever the Superintendent has grounds to believe the employee may have abused sick leave or other leave policies;

d) as a condition of approval for a medically-related leave of absence such as sick leave, maternity leave, FMLA or worker’s compensation leave;

e) as a condition of approval for continuation or extension of such leave;

f) as a condition of approval for return to duty from such leave.

School volunteers who work with students on a regularly scheduled basis may be required to have a tuberculin test at the discretion of the Superintendent and the chief school medical advisor.

(cf. 4118.14 - Disabilities)
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Form

Union School District

Health Examination Report

Individual Name __________________________________ Date of Examination ______________

Address ________________________________________________________________________

School Position _______________________________

To The Examining Physician:


The Union Board of Education requires that all applicants for employment receive a pre-employment physical examination, and then one every three years thereafter.


The Board of Education states that the physical examination include the following:

Check:

 FORMCHECKBOX 

1.
Health History











 FORMCHECKBOX 

2.
General physical and health examination






 FORMCHECKBOX 

3.
Urinalysis










 FORMCHECKBOX 

4.
A chest x-ray (preferably a 14” x 17” celluloid film)    

Note type of test and result 


A serologic test for syphilis, and other blood tests should be included at the discretion of the examining physician. Any additional examination would be at your discretion. Thank you for your cooperation.

_________________________________

Superintendent of Schools

 FORMCHECKBOX 

In my opinion the examinee is physically and mentally capable of performing the duties assigned to him/her within this school system.

 FORMCHECKBOX 

In my opinion the examinee is physically and mentally capable of performing the duties assigned to him/her but has the following disabilities or limitations:  (Please indicate whether they are correctable or if a modification in the work program should be made.)


_________________________________________________________________________


_________________________________________________________________________

 FORMCHECKBOX 

On the basis of this examination, I feel the examinee is not presently capable of performing the work assigned to the above school position for the following reason(s).


_________________________________________________________________________


_________________________________________________________________________

 FORMCHECKBOX 

I certify that the examinee is free of communicable disease which might be transmitted to the school population.

Signed ______________________________M.D.


Address:


4112.61(a)

4212.61
Personnel-Certified/Non-Certified

HIPAA Privacy Policies

The Union Board of Education (“the Board” or the “Plan Sponsor”) sponsors a group health plan that provides medical and dental benefits (the “Plan”). These Privacy Policies have been adopted by the Plan and the Board in order to ensure the privacy of protected health information (“PHI”) that they receive in connection with the Plan in accordance with the provisions of the Health Insurance Portability and Accountability Act of 1996 and the regulations thereunder (“HIPAA”) and other applicable laws. In these Policies, “Plan Participant” refers to a covered employee or retiree of the Board and his or her covered spouse and dependents; “we” refers to the Plan and the Board; and “employee” means all members of the Board’s workforce. Other terms in these Policies have the meanings set forth in HIPAA, unless otherwise defined herein.

We are committed to maintaining the privacy of PHI and complying with all applicable laws and regulations relating to such information, including HIPAA. Accordingly, employees of the Board who have access to PHI created or received by the Plan shall comply with these Policies, and any additional policies and procedures that we may establish from time to time in order to comply with any changes in applicable law. We reserve the right to modify and amend these Policies from time to time, subject to applicable law. Such changes may be made with or without notice unless otherwise required by law.

These Policies are intended to serve as a practical guide to our privacy policies and practices and, as such, are not intended to cover all topics or circumstances. We reserve the right to respond to specific situations in a manner that best suits our needs and the needs of the individuals involved. Where there are differences between the provisions of these Policies and the provisions of applicable law, the provisions of applicable law will control.

Nothing in these Policies is intended to create or increase the rights or remedies of any Plan Participant or other third party or create any express or implied contract with any Plan Participant or other third party, other than as expressly set forth herein or contemplated hereby or in our Notice of Privacy Practices. Nothing in these Policies is intended to address any rights or obligations of the Board with respect to information that is not PHI.

Generally speaking, the PHI of a Plan Participant may be used or disclosed for payment purposes, such as determination or provision of benefits under the Plan; determination of eligibility or coverage under the Plan; adjudication and payment of claims; and for health care operations of the Plan, such as reviewing plan performance and business management and general administrative purposes. We may use and disclose PHI relating to Plan Participants only in accordance with these Policies, our Notice of Privacy Practices (described below) and applicable law. Moreover, a Plan Participant’s PHI may be used or disclosed only for a permitted purpose and only the minimum amount of PHI necessary to accomplish the intended purpose may be used or disclosed. Reasonable precautions should be taken to prevent inadvertent or unnecessary disclosures.

4112.61(b)

4212.61
Personnel-Certified/Non-Certified

HIPAA Privacy Policies  (continued)
Should you have any questions about these Privacy Policies or their application to particular circumstances, please contact the Superintendent.
Privacy Notice

We will provide Plan Participants with a Notice of Privacy Practices describing how the Plan may use and disclose individually identifiable health information and setting forth their rights and our obligations under the law and these Policies. The Notice of Privacy Practices will be sent to each Plan Participant. Plan Participants who join the Plan on or after the effective date will be provided with the Notice of Privacy Practices upon enrollment. 

Should there be a material change in the privacy rights of the Plan Participants or our policies or obligations under the law, the Notice of Privacy Practices will be promptly revised and redistributed as set forth above.

Use and Disclosure of PHI

We will use and disclose PHI in a manner that is described in the Notice of Privacy Practices, and only as permitted by HIPAA and other applicable laws. We will take appropriate steps to request, use or disclose no more than the minimum amount of PHI that is necessary to accomplish the purpose for which such information is sought. This minimum necessary standard does not apply, however, to the following uses or disclosures:


1. 
Uses by, or disclosures to, the Plan Participant;


2. 
Uses or disclosures pursuant to a valid authorization;


3. 
Disclosure to the U.S. Department of Health and Human Services (“HHS”); and


4. 
Uses and disclosures that are required by applicable law.

The Board will not use PHI in connection with any employment-related functions or decisions or in connection with any of its other benefit plans that are not health plans under HIPAA, such as our workers’ compensation and life insurance plans, unless the Plan Participant has provided a valid authorization for such use or disclosure or such use or disclosure is required by applicable law. Only the Privacy Officer and those employees of the Board designated in the Plan Amendment shall be authorized to access PHI for the purpose of performing administrative functions on behalf of the Plan (such individuals are referred to as “Authorized Employees”). No other employee of the Board shall have access to PHI except in connection with exercising the right to access their own PHI as further described in the Right of Access policy described below.

If we no longer need PHI that is in our possession, we will destroy the information. 

4112.61(c)
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HIPAA Privacy Policies  (continued)
Disclosure of PHI to Business Associates

Where it is necessary to employ a third party, such as a third party administrator, to carry out payment or health care operations of the Plan and to communicate PHI to or authorize receipt of PHI by such third party for the performance of its duties, the Plan must enter into a written agreement that obligates the third party (“Business Associate”) to appropriately safeguard the information. Before disclosing PHI to a Business Associate and before the Business Associate can be authorized to receive PHI on behalf of the Plan from any source, the employee making disclosure must confirm with the Privacy Officer that a Business Associate Agreement with such party has been signed. If an employee of the Board learns that a Business Associate has engaged in an activity, pattern or practice that constitutes a material breach of its Business Associate Agreement, the employee shall notify the Privacy Officer who will take immediate steps to initiate remedial action. Such action shall include requiring the Business Associate to cure the breach or end the violation and, if such steps are unsuccessful, to terminate the Business Associate Agreement or notify the Secretary of HHS.

If PHI is to be used or disclosed for purposes other than treatment, payment or operations (and certain other permissible purposes identified in these Policies and our Notice of Privacy Practices), the Plan Participant’s written authorization must first be obtained. The form and contents of the authorization will comply with the requirements of HIPAA and other applicable laws. All uses and disclosures made pursuant to an authorization must be consistent with the terms and conditions of the authorization. We will not condition enrollment or eligibility for benefits upon the Plan Participant’s signing an authorization. Requests for disclosures for purposes other than treatment, payment or operations without an authorization must be coordinated by the Privacy Officer.

Individual Privacy Rights

Right of Access to PHI

A Plan Participant has the right to review his or her PHI contained in a designated record set, and to receive copies of such information in accordance with applicable law. We do not intend to maintain a designated record set; however, we will take reasonable steps to ensure that the third party administrator of the Plan will accommodate Plan Participants’ requests to receive their PHI by any reasonable and appropriate means. However, a Plan Participant’s request for access to his or her PHI may be denied where such denial is permitted by law. Additionally, a Plan Participant may be required to make a request for access to his or her PHI in writing and may be charged a reasonable fee for the copying and mailing of such information.

4112.61(d)
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HIPAA Privacy Policies  (continued)
Right to Request Amendment of PHI

A Plan Participant has the right to request an amendment of his or her PHI contained in a designated record set. If the record is inaccurate, and the law permits an amendment, it will be corrected. We will take reasonable steps to ensure that the third party administrator of the Plan will accommodate Plan Participants’ requests for amendment of PHI as permitted by applicable law.

Right to Request an Accounting of Disclosures of PHI

A Plan Participant has the right to obtain an accounting of any disclosures of his or her PHI, except disclosures:

1.
to Business Associates or Authorized Employees of the Board who are performing payment or health care operations;

2.
to the Plan Participant;

3. 
made pursuant to the Plan Participant’s authorization;

4. 
for national security or intelligence purposes;

5. 
to a health oversight agency or law enforcement official; or

6. 
incident to a permissible use or disclosure identified in our Policies or in HIPAA.

We will take reasonable steps to ensure that the third party administrator of the Plan meets the following standards: It will respond to a Plan Participant’s request for an accounting within 60 days, or if it is unable to comply with such request within 60 days, it may extend the period by an additional 30 days, provided that it gives the Plan Participant notice (including reasons for the delay and the date that the information will be provided) within the original 60-day period; and the accounting will include the date of disclosure, the name of the receiving party, a brief description of the information disclosed, and a brief statement of the purpose of the disclosure (or a copy of the written request for the disclosure, if any). The first accounting in any 12 month period will be provided free of charge. The third party administrator may impose reasonable production and mailing costs for subsequent accountings.

Right to Request Alternate Means of Communication or Locations

Plan Participants may ask to receive communications regarding their PHI by alternative means or at alternative locations. For example, a Plan Participant may ask to be called only at work rather than at home. We will accommodate the request of any Plan Participant if he or she clearly provides information that the disclosure of all or part of that information could endanger the participant. Other requests will be considered but cannot be accepted without consultation with the applicable third-party administrators and may be denied. The Privacy Officer or an Authorized Employee designated by the Privacy Officer shall be responsible for administering requests for confidential information and coordinating such requests with the applicable third party administrator.
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HIPAA Privacy Policies  (continued)
Right to Request Additional Privacy Protections

A Plan Participant has the right to request that the use and disclosure of his or her PHI for purposes of treatment, payment or operations, or disclosures to individuals involved in their care be restricted further than the restrictions already imposed by these Policies and applicable law. However, there is no obligation to agree to any requested additional restrictions. The Privacy Officer or an Authorized Employee designated by the Privacy Officer will need to coordinate with the Plan’s third party administrator prior to agreeing to an additional restriction. Any restrictions that are agreed to must be documented in accordance with our policies on documentation.

Personal Representatives of Plan Participants

For a Plan Participant who is an adult or emancipated minor, we will recognize a person who has legal authority to make health care decisions for the Plan Participant as his or her personal representative for purposes of exercising the Plan Participant’s privacy rights and making decisions regarding the use and disclosure of the Plan Participant’s PHI.

For a Plan Participant who is an unemancipated minor, we generally will recognize his or her parent, legal guardian or other person acting in loco parentis (in place of the parent) as the personal representative of the Plan Participant with respect to the exercise of privacy rights and the use and disclosure of the Plan Participant’s PHI. We will not, however, recognize such person as a personal representative in those circumstances, acknowledged in HIPAA and set forth in other applicable laws, where a minor may obtain health care for himself or herself absent parental consent or notification.

For a deceased Plan Participant, we will recognize the executor, administrator or other legal representative with authority to act on behalf of the decedent or the decedent’s estate as having the authority to exercise the Plan Participant’s privacy rights and to make decisions regarding the use and disclosure of the Plan Participant’s PHI.

Verification of Persons Requesting PHI

We will take reasonable steps to verify the identity and legal authority of any person requesting PHI if his or her identity and authority is not otherwise known.

4112.61(f)
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HIPAA Privacy Policies  (continued)
Legal Reference:
42 U.S.C. 1320d-1320d-8, P.L. 104-191, Health Insurance Portability and Accountability Act of 1996 (HIPAA)


65 Fed. Reg. 50312-50372


65 Fed. Reg. 92462-82829


63 Fed. Reg. 43242-43280


67 Fed. Reg. 53182-53273
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Personnel ‑‑ Certified/Non-Certified

Nepotism:  Employment of Relatives
It is the intent of this policy to avoid any situation where a conflict of interest can arise either on the part of the members of the Board of Education or a member of the staff.

1.
No member of the immediate family (spouse, civil union partner, child, parent, sibling, or household member) of a Board of Education member shall be appointed to a full-time position in the school district.

2.
Persons related otherwise by blood, marriage or civil union partner, to a Board of Education member may be employed following full disclosure of the relationship by the Board of Education member in a public meeting.  For appointment of the Superintendent, sufficient vote of appointment shall be without counting the vote of the related Board of Education member.

3.
A spouse or civil union partner, or child of a Board of Education member may be employed for limited term or short-term employment on a competitive basis among persons who are eligible.

4.
Employees whose employment predates the election of a relative to the Board of Education are exempt from the provisions of this policy.

5.
Persons related by blood or marriage, or civil union partner to members of the staff shall not be appointed to a position that is in a line relationship involving supervision and evaluation of the position.

6.
Members of the same family may be employed at the same department or work location when approved in writing by the Superintendent or the Superintendent's designee (Exception:  members of the same family shall not be approved in direct line of supervision.)

(cf. 9270 - Conflict of Interest)

Legal Reference:
Connecticut General Statutes

7-479 Conflicts of interest

46b-38nn Equality of benefits, protections and responsibilities (civil unions)

46b-38oo applicability of statutes to civil unions and parties to a civil union.
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