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 INTRODUCTION 
  

The purpose of this document is to provide the staff members of Manitou Springs School District 14 with                  
general information about your school district. It is hoped that you will keep this for future reference, as it                   
should answer most of your questions about the district and your position within it. 
  
Manitou Springs School District 14 consists of Green Mountain Falls, Chipita Park, Cascade and Manitou               
Springs, with the west boundary being essentially contiguous with the El Paso County boundary at Crystola                
and the east boundary at the dividing line between Colorado Springs and Manitou Springs. The district also                 
includes the Cedar Heights subdivision, which is in the city limits of Colorado Springs, and the Crystal Park                  
area to the south of Manitou Springs. Our enrollment is about 1,500 students. Our district was organized in                  
1872. The Green Mountain Falls and Cascade school districts joined us in the late fifties, and Crystal Park                  
residents voted to join the district in the mid-eighties, completing our current boundaries. We are fully                
accredited with the Colorado Department of Education and our schools are also accredited by the North                
Central Association of Colleges and Secondary Schools. 
  

FACILITIES AND STAFF 
  

School District 14 is operated under the direction of a five member Board of Education, elected by the people                   
of the district at large. Members are listed on the District website, ​www.mssd14.org​. School Board meetings                
are normally held the third Monday of each month at 6:30 p.m. in the Multipurpose Room on the first floor of                     
the Shared Integrated Learning Center (SILC), 405 El Monte Place, Manitou Springs. 
  
The district administrative team is located at the Shared Integrated Learning Center (SILC) and consists of                
Elizabeth Domangue, PhD, Superintendent; Suzi Thompson, Chief Financial Officer. Additionally, the following            
employees are also located in the SILC building: Kolleen Johnson, Director of Student Success; Cat Olimb,                
Director of Technology; Mat Krutka, Hardware/Database/Network Specialist; Jane Squires, Assistant Director           
of Partners for Healthy Choices; Angela Gieck, Student Liaison for Partners for Healthy Choices; Melissa               
McElhaney, Administrative Assistant to the Superintendent; Patti Hickox, Accounting Specialist; Kendal Kelly,            
Payroll Specialist; Marsha Weimer, Human Resources Specialist; Christina Baker, Data Specialist; Gayle            
Mendoza, AP Specialist/Building and Grounds Secretary; Joye Levy, Connect14 Director.  
 
The school district also employs four directors to operate its support service programs, which include Buildings,                
Grounds & Security, Nutrition Services, Transportation, and Technology. The Director of Buildings and             
Grounds/Security is Danny Gieck, assisted by David Payne, Coordinator of Custodial Services and Stuart              
Cross, Coordinator of Buildings & Grounds Services. The Director of Nutrition Services is Paula Faucette. The                
food service program offers breakfast and lunch to students and staff. The Director of Transportation is John                 
Harden. The transportation department provides busing to and from school for district residents and also               
provides transportation for our students participating in athletics or extracurricular activities. The Director of              
Technology is Cat Olimb. The technology department is responsible for all district technology including iPads,               
computers, telephones, wireless internet for staff and students. 
  
The SILC is located at 405 El Monte Place and is utilized for instruction by both the middle school and high                     
school for courses in vocal music, instrumental music, art, theater, dance, yoga, computer science, SMARTE               
Design (science, math, art, research, technology, and engineering), and Connect14. The central administration             
offices are located on the first floor.  
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The District operates four schools: Ute Pass Elementary, Manitou Springs Elementary, Manitou Springs             
Middle, and Manitou Springs High. 
  
Ute Pass Elementary School serves approximately 160 students and offers programs from Preschool through              
6​th grade. The principal of Ute Pass Elementary School is Chris Briggs-Hale. The school secretary is Dani                 
Hainds.  The school address is 9230 Chipita Park Road, Chipita Park, CO, 80809. 
  
Manitou Springs Elementary School serves approximately 460 students and offers programs from Preschool             
through 5​th grade. The principal of Manitou Springs Elementary school is Russ Vogel. The Assistant Principal                
is Maria Masone. The school secretaries are Julie Meier and Caitlin Morissette. The school address is 110                 
Pawnee Avenue, Manitou Springs, CO, 80829. 
  
Manitou Springs Middle School serves approximately 380 students and offers programs from 6​th through 8​th               
grade. The principal of Manitou Springs Middle School is Ron Hamilton. The Assistant Principal is Areashera                
Bartlett. The school secretaries are Jenny Guynn and Lynda Strickland. The school address is 415 El Monte                 
Place, Manitou Springs, CO, 80829. 
  
Manitou Springs High School serves approximately 500 students and offers programs from 9​th through 12​th               
grade. The principal of Manitou Springs High School is Markus Moeder-Chandler. The Assistant Principal is               
Jesse Hull. The Athletic/Activities Director (K-12) is Cameron Jones. The school secretaries are Wendy              
Skokan, Meleah Perkins, and Angie Glass. The school address is 401 El Monte Place, Manitou Springs, CO,                 
80829. 
        
LeAnn Sharon and Alice Barnett are our District nurses. They are assisted by Lisa Kadlec, paraprofessional                
health tech. The nurse schedule is posted in each school office and the nurse has a mailbox in each school for                     
messages. 
  
Maggie Ellias and Christina Zakrzewski are the District’s social workers. Joyce Stafford is the District’s               
psychologist.  
  
The school district is also a member of the Ute Pass BOCES (Board of Cooperative Educational Services),                 
which provides services to our students with special needs. The Ute Pass BOCES office is located on the first                   
floor of the SILC. Marcy Palmer is the Executive Director. Rhonda May is the Assistant Director. Amber                 
Baldus is the administrative assistant for Ute Pass BOCES. Traci Woofter is the Medicaid Coordinator.  
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FINANCES 
  

The school district operates within a budget of approximately $22 million. Included in this figure is the general                  
fund, capital and insurance reserve funds, governmental grants, bond redemption, and food service. Over 75%               
of general fund expenditures go to support of instruction in the schools, with the balance going to                 
administration, transportation, and central support. 
  
Most of our revenues come from state funds and local property taxes. In addition, district voters approved mill                  
levy overrides in 2000, 2006, 2015, and a mill levy cap removal in 2018 to support district operations. Also in                    
2000, a bond issue was passed by the voters to fund the new Shared Integrated Learning Center, classroom                  
additions to both elementary schools, and renovations in all four school buildings. 
     
Each building principal has a budget for textbooks, technology supplies, library materials, instructional             
supplies, and or equipment. In the high school, contact your department chair about purchases. Final approval                
in all buildings are through the principal. 
  
Classified employees in need of supplies or with equipment difficulties should see their supervisor for approval. 

  
PROGRAMS 

  
Manitou Springs School District 14 has formed various partnerships and created programs to offer more               
support for its students.  The following are brief descriptions of such partnerships/programs: 
  
As described above, MSSD 14 belongs to the Ute Pass Board of Cooperative Educational Services. The Ute                 
Pass BOCES is a cooperative effort of three local school districts to provide Special Education services as                 
specified in the Colorado Educationally Handicapped Children’s Act. The school districts forming the Ute Pass               
BOCES are Manitou Springs School District 14, Cripple Creek/Victor School District, and Woodland Park              
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School District. For further information about this aspect of our program, contact Marcy Palmer or your building                 
principal. 
  
MSSD 14 operates a targeted assistance reading program with federal funding from Title I, Title II and Title IV                   
of the Every Student Succeeds Act. Classes are held at the elementary level.  
  
Manitou Springs High School works cooperatively with Career Start conducted at Pikes Peak Community              
College. Our partnership enables junior and senior students to attend courses at Pikes Peak Community               
College. 
  
MSSD 14 offers services for children identified as gifted and/or talented. The district employs full time gifted                 
and talented teachers to coordinate services. Ms. Elizabeth Litzelman serves secondary students as             
Exceptional Scholars Program Coordinator (6-12). Increased rigor may be sought by students at MSHS and               
MSMS by taking honors classes as well. High school students may also participate in AP classes and the                  
Post-Secondary Options program and earn college credit while attending MSHS. 
 
We also offer a variety of extracurricular programming for our students at all levels. Programs include but are                  
not limited to the following: football, basketball, volleyball, soccer, track, wrestling, baseball, swimming,             
cheerleading, cross country, and golf. We have exceptional experiences available for students in fine arts as                
well including dance, drama, art, instrumental music, and vocal music. Our district has created the Connect14                
program to provide after school programs, athletics and activities for students at little or no cost. For more                  
information, please contact Ms. Joye Leve, Connect14 Director, at jlevy@mssd14.org. 
  
MSSD 14 employs Ms. Laurie Wood, Ms. Angela Gieck, and Ms. Jane Squires to operate the Partners for                  
Healthy Choices (PHC) program. Ms. Wood, Ms. Gieck, and Ms. Squires work directly with various agencies                
within district boundaries and across Colorado to assist children and their families to choose to be healthy.                 
PHC is in charge of our district wellness program, our expelled student program, and is involved in numerous                  
initiatives associated with the school district.  PHC is located on the first floor of the SILC building. 
 
 
  
MSSD 14 is committed to serving the needs of the whole school, whole community, whole child – a                  
collaborative approach to learning and health. We are uncommon in our ability to quickly identify needs of                 
students and form programs to adequately support them. We encourage staff members to innovate and               
design relevant, engaging, and effective programs for children. Please contact Dr. Elizabeth Domangue,             
Laurie Wood, or your building principal if you have ideas regarding making the Manitou experience even more                 
exceptional for students—we stand ready to listen and support 21​st​ Century ideas! 
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GENERAL POLICY INFORMATION 

  
PERSONNEL GOALS 
  
The Board of Education and the staff of Manitou Springs District 14 are dedicated to serving children by                  
providing an extraordinary educational experience. The foundation of this experience is undoubtedly strong             
relationships. We strive to recruit and retain employees who are passionately committed to serving students,               
who are relentless in their pursuit of delivering a relevant, rigorous learning experience, and who are creative                 
and innovative in designing opportunities that engage and connect children to a whole, new child learning                
system. This will require individuals to function in interdependent teams—depending on one another for              
support, for reflection, and for growth. 
  
EQUAL OPPORTUNITY 
  
The Board subscribes to the principle of the dignity of all people and their labors. It also recognizes that it is                     
both culturally and educationally sound to have persons of diverse backgrounds represented on the school               
district’s staff. It is, therefore, the district’s policy to offer equal opportunity in the selection, development,                
promotion, and dismissal of personnel. Equal employment opportunity shall apply to all people without regard               
to race, color, national origin, ancestry, creed, religion, sex (which includes marital status), sexual orientation               
(which includes transgender), disability, age, genetic information, and conditions related to pregnancy or             
childbirth. 
  
Every available opportunity will be used to ensure that all traces of discrimination are eliminated from all                 
activities associated with our school system. 
  
EMPLOYMENT REQUIREMENTS 
  
Upon securing employment with the school district, employees are required to provide the following information               
to satisfy employment requirements: 
Licensed Employees: 

● Official transcript(s) 
● Copy of current Colorado Teacher License or Special Services License/Certificate 
● Completed fingerprint/background check (Photo ID and Social Security card required) 

  
Classified Educational Support Personnel: 

● Completed fingerprint/background check (Photo ID and Social Security card required) 
  
 
 
 
SAFETY AND HEALTH 
  
The safety and health of district employees is given paramount consideration and attention at all levels. The                 
District encourages employees to develop and maintain practices that promote health and safety programs.              
The District also recognizes that certain positions require physical examinations and expects both the              
employee and supervisor to ensure that this requirement is met in a timely manner. 
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REPORTING AN ABSENCE 
  

Instructional Staff, Secretaries, and Paraprofessionals 
 

● Outside of Normal School Hours:​  All instructional employees, secretaries, and 
paraprofessionals are required to contact their designated substitute caller to arrange for a 
substitute for the absence(s). He/she should also contact his/her building principal to notify of 
the absence(s). 

  

● During Normal School Hours: All instructional employees, secretaries, and paraprofessionals          
are required to contact their building principal to request absence from work. The administrator              
will then notify the employee if permission has been granted for the absence from work. Once                
permission has been granted, the employee will then contact the designated substitute caller to              
arrange for a substitute for the absence(s). 

  

● The designated substitute caller will email the teacher, secretary or paraprofessional with the             
name of their substitute and the day(s) absent. The designated substitute caller will daily              
prepare a summary report containing the name of the absent employee, the portion of the day                
absent, and the scheduled substitute. 

  

● The school administrator or designee will obtain the teacher and substitute signatures on the              
sub form and submit it to the Central Office. In order to pay substitutes in a timely manner, it is                    
necessary to submit completed substitute forms on a daily basis via the in-district mail system. 
 

● Enter all previously approved leaves using the Employee Service Portal.  
  

Non-Instructional Staff 
● Non-instructional staff shall contact their immediate supervisor to request leave from work. 

  
Failure of employees to request/report absences may result in disciplinary action up to and including               
termination of employment 
 
  
 
TOBACCO USE BY STAFF 
  
Use of all tobacco products by staff members of Manitou Springs School District 14 shall be prohibited at all                   
times on school property, in all school-owned buildings, and in any vehicle owned or leased by the school                  
district. Staff members are also prohibited from using any tobacco products, to include vapor tobacco and                
chewing tobacco, while on duty in the presence of students, including trips away from school district property. 
  
ALCOHOL AND CONTROLLED SUBSTANCES USE AND ABUSE 
  
The unlawful manufacture, distribution, dispensing, possession or use of alcohol or a controlled substance is               
prohibited in Manitou Springs School District 14. This policy shall apply to all school district employees. The                 
definition of a controlled substance shall be the same as that found in the policy regarding student alcohol                  
use/drug use. Observance of this policy is a condition of employment. 
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PERSONNEL RECORDS 
  
Personnel records will be maintained in the Central Office for all regular employees. An employee can make an                  
appointment to review his/her file. This appointment is necessary to schedule time with a Central Office                
representative. If an employee drops by without an appointment, he/she may have to wait until a representative                 
is available to assist the employee. It is incumbent upon the employee and his/her supervisor to provide the                  
Central Office with appropriate records and documents in accordance with local and state statutes and district                
policy. It is the responsibility of each certified/licensed staff member to provide a copy of their current                 
certificate/license to the Central Office for their personnel file. ​The Central Office will not release               
information about employees unless written authorization is provided by the employee or the data is               
requested by officials who have legal authority to have access to such information. 
  
REIMBURSEMENT FOR EXPENSES 
  
Mileage for approved use of private vehicles will be reimbursed by the district at a rate equivalent to the state                    
employees’ reimbursement rate. Reimbursement is requested by filling out a mileage log and attaching a map                
showing actual miles. Your school location is always the starting and ending point on the map. Submit the                  
mileage log and map to your immediate supervisor for pre-approval. The reimbursement will be processed               
when the travel has been completed and sent to the business office for payment. 
 
The district will not reimburse employees for any other expenses. Employees must get pre-approval from a                
principal or supervisor for all school purchases and must use a district issued purchase card, petty cash or                  
purchase order. Any expenses incurred by an employee with personal finances will not be reimbursed. 
 
 
PER DIEM 
 
Per diems for meals, parking and incidentals are allowable for district-approved travel. Employees must              
request per diem from building principal or supervisor prior to departure. Per diem rates are based on travel                  
location and can be found on the U.S. General Services Administration website.  
 
Employees will only be given per diem for meals that are not included at the hotel and/or conference/meeting.                  
Receipts for per diem expenditures do not need to be given to the business office. 
  
TECHNOLOGY GUIDELINES 
  
Our District is becoming increasingly dependent upon technology and we are very excited about the skills,                
creativity, and ambitions of our employees as we move forward. As the District computer/technology              
capabilities grow and develop, it becomes more critical that employees adhere to the following regarding the                
use of hardware, software, and websites. This document is not intended to stifle or restrict employees, but is                  
being put into place to help all of us do our jobs more effectively. Employees are required to complete an                    
Acceptable Use of Technology form annually.  ATTACHMENT A 
  

The intent is to: 
● Provide maximum efficiency in purchasing, maintenance, and repair. 
● Insure maximum efficiency in the operation of the District network. 
● Insure all software is legally licensed and supported through professional development. 

10 
 



● Promote MSSD 14 to future students/parents. 
● Comply with all State and Federal laws and District Administrative Policy. 

 
Hardware 

● Computer or peripheral (printers, scanners, cameras, etc.) purchases shall be processed           
through, and approved by, the Director of Technology. 

● Only District-purchased and/or approved computers are to be connected to the District network.             
See your building computer technician before connecting any device to the network. 

● Only District-purchased and/or approved computers or peripherals will be supported/repaired by           
the District. 
 

Software 
● Any software installed or downloaded onto a District computer must be approved by the Director               

of Technology. To begin the process, employees should confer with the building computer             
technician or the building principal. 

● Only District-purchased and/or approved software may be installed or downloaded onto District            
computers or onto the District network. 

● Only District-approved software will be supported. 
 

Websites 
● Employees wishing to create a website for their classroom or department should begin by              

speaking with their principal first, followed by the Director of Technology. We are currently using               
Canvas, and prefer teachers use that for their website. 

● All content has to be ADD compliant and we have to follow strict FERPA regulations. 
● No last names of students or directory information of students (phone numbers, addresses,             

names of parent/guardians) may appear on the websites (Canvas). Posting of student photos             
must be checked against the media release signed by parents. 

 
Disposal 
Law prohibits the disposal of computer hardware through “traditional” means like tossing them in the               
trash dumpster! They must be disposed of according to Colorado rules and regulations. Please check               
with the building computer technician, principal, or Director of Technology regarding the appropriate             
disposal of any computer hardware. 

  
EVALUATION OF STAFF 
  
Supervision and evaluation of School District 14 staff shall take place in accordance with the procedures stated                 
in the Performance Evaluation Handbook (located on the District website, Staff page). This document specifies               
the procedures to be carried out annually for both certified and classified staff. A copy of the employee’s                  
evaluation shall be on file in the Central Office. For a copy of the staff evaluation handbook contact your                   
immediate supervisor. 
  
 
GRIEVANCE PROCEDURE  
  
The grievance procedures are outlined in the Administrative Policies. All district employees should follow Policy               
GBKA, GBK, and GBKA-R (and other related policies).  
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LICENSED CONTRACTS 
  
It is the responsibility of all certified/licensed employees to ensure that their certificate/license is current at all                 
times, and to provide a copy of the certificate/license to the Central Office, to be placed in their personnel file.                    
Failure to maintain a current certificate/license will be handled in accordance with state statute. 
  
Licensed teachers new to Colorado or the teaching profession must have three (3) consecutive years of                
“effective” ratings on the yearly evaluation to move from probationary to non-probationary status. 
  
Licensed teachers who have achieved non-probationary status may enter into a probationary period once              
again by receiving two (2) consecutive years of “ineffective” ratings on the yearly evaluation. 
  
OVERTIME/COMPENSATORY TIME FOR CLASSIFIED PERSONNEL 
  
All classified employees must submit time sheets to the District business office. These are due by the fifth day                   
of the month. Overtime for any classified employee must be pre-authorized by the Superintendent. When a                
supervising administrator requests approval of work beyond a 40 hour work week or 12 hours in any given day                   
for a classified employee, the supervisor must contact the Superintendent for justification of the additional               
expense prior to the work being completed. 
  
Overtime will be granted only for emergencies or workloads clearly beyond the original assignment.              
Compensation will be in the form of overtime pay at the time-and-a-half rate. All approved overtime will be paid                   
to the employee during the next normal payroll cycle. 
  
COMPENSATION 
 
The Board of Education normally reviews the salary schedules on an annual basis and adopts schedules                
based upon resources, recommendations compared to surrounding districts, and the consideration of the             
district’s fiscal limitations. Increases to the salary schedules, if granted, occur in July for year-round employees                
and September for all additional personnel of the district. Increases to the activities and coaching salary                
schedule will be considered separately from the other salary/wage schedules.  
 
Pay dates are the closest business day to the 25th of the month. Pay dates for the year are listed below. 
 

Month Pay Date  Month Pay Date 

July July 25  January January 24 

August August 26  February February 25 

September September 25  March March 20 

October October 25  April April 24 

November November 22  May May 22 

December December 20  June June 25 
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Mandatory Reporter 
 
According to Colorado’s Mandatory Reporting law, all officials and employees of a public school are required to 
report child abuse if they “have reasonable cause to know or suspect that a child has been subjected to abuse 
or neglect.” C.R.S. § 19-3-304. 

 
EMPLOYEE BENEFITS 

  
LIFE INSURANCE 
  
Any employee who is at least .50 FTE is provided, at the district’s expense, with a $20,000 term life insurance                    
policy and accidental death and dismemberment policy; reduction to this amount begins at age 65. Any                
administrator and/or director in the District shall receive life insurance coverage equal to the employee’s salary                
rounded to the nearest thousand dollars. 
  
DISABILITY PROGRAM 
  
The Public Employees Retirement Account (PERA) provides programs for short-term disability and disability             
retirement for vested members who meet the requirements. Contact PERA for more information. 
  
WORKERS’ COMPENSATION 
  
All district employees are covered by workers’ compensation insurance. This insurance is provided by the               
district at no cost to you. If you are injured on the job, you must report it to your supervisor and to the CFO in                         
writing immediately (always within 24 hours after the injury). If you need medical treatment, Concentra,               
Healthquest, Integrity Urgent Care, and EmergiCare are the district’s designated providers (always within 24              
hours after the injury). You must use one of these providers in order to be covered by our worker’s                   
compensation insurance, unless your injury is life threatening, in which case you should seek medical attention                
at the nearest hospital emergency room.  
  
ATTACHMENT B: Pinnacol Assurance First Report of Injury (pg. 29) 
ATTACHMENT C: Workers Compensation: Designated Medical Providers for Work Related Injuries (pg. 
31) 
  
 
UNEMPLOYMENT INSURANCE 
  
The school district carries unemployment insurance at no cost to employees. Employees who terminate              
employment with the school district may be eligible for unemployment insurance benefits. 
  
FLEXIBLE BENEFIT (CAFETERIA) PLAN 
  
The Flexible Benefit Plan allows you to pay for certain eligible health care expenses which are not reimbursed                  
by any health care plan and/or child care expenses on a tax advantaged basis. You may direct that a portion of                     
your salary be deducted before taxes to reimburse yourself for any of these expenses. Contact the finance                 
office for further details. 
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HEALTH SAVINGS ACCOUNT (HSA) 
  
A health savings account (HSA) option is available to employees who are enrolled in the United Health Care                  
HDHP plan. 
  
 
PAYROLL DIRECT DEPOSIT PROGRAM 
  
District employees must participate in the District’s payroll direct deposit program. This will be established with                
the employee’s primary financial institution, bank or credit union where they maintain checking and/or savings               
accounts. 
  
TAX SHELTER PLANS 
  
Colorado PERA [401(k) Plan / 401(k) Roth Plan / 457 Plan / 457 Roth Plan] 
Public Employees’ Retirement Association 
1300 Logan Street 
Denver, CO  80203-2386 
(800)759-7372 
www.copera.org 
  
Discontinued Plans: 

● AIG VALIC (Discontinued due to low participation. Current participants are eligible to continue.) 
● Ameriprise Financial Services (Discontinued due to lack of participants.) 
● AXA Advisors, LLC 

  
MEDICAL COVERAGE 
  
Manitou Springs School District 14 sponsors two DHMO plans and one HDHP plan with United Health Care.                 
Classified employees who work twenty hours or more and 0.5 FTE certified or licensed employees are eligible                 
and encouraged to participate in a district-sponsored health insurance plan with at least an individual               
coverage. 
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All new employees who choose medical coverage must enroll in a plan they select within 30 days of their date                    
of employment. If an employee chooses not to enroll in the district health plan, the district will require a                   
signature for refusal of coverage. 
  
A change of enrollment period is held annually each spring for a July 1st effective date. During this change of                    
enrollment period, all participating employees have the option to change enrollment in the district-sponsored              
health insurance plan. If a dependent is added by marriage or birth of a child, the employee has 30 days to                     
add this dependent to the plan coverage. 
  
Any health insurance premiums deducted from an employee’s paycheck are to pay for the following month’s                
coverage. 
 
PROFESSIONAL LIABILITY 
  
The Board of Education of Manitou Springs School District 14 has purchased a school entity liability policy for                  
the district with the Colorado School District Self Insurance Pool. 
  
This policy provides: 
  
Bodily Injury/Property Damage - The school district and all of its employees are covered in suits of bodily                  
injury/property damage which arise out of the operation of the school district while the employee is acting in the                   
scope of his/her duty and under the direction of the school district. This also includes personal injury claims -                   
libel, slander, defamation of character, wrongful eviction (suspension/expulsion), false arrest, and corporal            
punishment. 
  
Teacher Liability Insurance - All professional staff are protected against bodily injury/property damage             
claims, and personal injury claims that arise out of the performance of “professional services” while acting in                 
the scope of their duty at the direction of the school district. 
  
Wrongful Acts Policy - The school district and all of its employees are protected against any suits of wrongful                   
acts for which the employee/school district is legally liable. This coverage includes the cost of any judgments,                 
settlements, court costs, costs of investigation, and defense. 
  
Excluded from this coverage would be those involving contractual liability (failure to provide a contracted               
service), acts resulting in personal profits/advantage, various criminal acts (please contact the Assistant             
Superintendent for more clarification), and any other liabilities uninsurable by law. Any punitive damages              
(fines) resulting from a suit also are not covered. 
  
ANNUAL LEAVE 
  

● Licensed/Certified Staff - ​Full time District teachers, counselors, and media specialists receive 8 days              
of annual leave each year.  

● Classified Staff - ​Classified employees who work more than 202 days per year receive 12 days annual                 
leave each year. Classified employees working 202 days or less receive 8 days of annual leave yearly.                 
A day of leave per employee is defined as the same number of hours as a work day for the employee.                     
Thus, an employee who works 4 hours per day for 180 days per year receives 8 four-hour days of                   
annual leave per year. 

● Administrators - ​All District administrators receive 12 days of annual leave each year.  
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Annual leave will be prorated for any staff contracted for less than full time. Annual leave may be used for any                     
purpose by the employee. Unused annual leave will accumulate indefinitely as accumulated leave.  
 
During any given year, all employee absenteeism will first be deducted from that year’s annual leave. After                 
that, given the current year’s annual leave is exhausted, employee accumulated leave, if available, may be                
used for further absenteeism due to illness. It is the District’s ​recommendation that employees save annual                
leave days in order to build up accumulated leave for use in emergency or unexpected situations. 
 
ACCUMULATED LEAVE 
  
If an employee has used up all annual leave and needs to be absent due to a family emergency, accumulated                    
leave, if available, may be used. Employees must email the Director of Human Resources to approve use of                  
accumulated leave. When all accumulated leave is exhausted, further absenteeism will be charged against the               
employee at the daily rate of compensation for that employee. 
  
The Director of Human Resources may investigate the appropriateness of the use of leave for either illness or                  
family emergency, and deny the use if such leave by the employee is determined inappropriate, at which time                  
the leave would be charged against the employee. 
  
VACATION 
  
Year-round classified employees are eligible for 10 days vacation each year during the first 5 years of                 
employment with the district, and 15 days each year thereafter. 
  
Vacation days must be approved prior to being taken.  
  
During the first year of employment, vacation days will be prorated from the date of employment through                 
June 30​th​. During the employee’s fifth year of employment, days will be prorated from July 1​st through the                  
five-year employment anniversary date based on 10 days, and from the employment anniversary date              
through June 30​th​ based on 15 days. 
  
Vacation days may not be accumulated. If they are not used during the July 1 - June 30 work year, they                     
are forfeited unless special arrangements are approved by the employee’s direct supervisor. 
  
Classified employees resigning their employment with the district, having given two-weeks notice, will be              
entitled to receive payment for any unused prorated earned vacation time. If the employee has taken more                 
vacation time than would have been earned on a prorated basis on their resignation date, then the employee                  
will owe to the district the corresponding per diem pay for the excess days. 
 
LEAVE BANK 
  
A leave bank is established in the district for all classified employees who work 20 hours or more per week and                     
all certified employees who work halftime or more. Employees not meeting this minimum requirement who               
were members of the bank in December 2008 may remain in the bank. The purpose of the bank is to provide                     
additional leave days for participants who have extended illnesses and extenuating circumstances causing             
them to use all annual and accumulated sick leave. Any district employee, as defined above and new to the                   
district, may join the leave bank by donating one day of leave to the bank within 30 days of their initial                     
employment. No employee may join the bank after their initial 30 days of employment, except those whose                 
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employment status increases from less than half time to half time or more (certified) or from less than 20 hours                    
per week to 20 hours per week or more (classified). In such cases, the employee must join the bank within 30                     
days of this change of employment status. The Director of Human Resources may be contacted for approval                 
for use of leave bank days when extenuating circumstances merit such a request. Participants may not                
withdraw days from the bank more than twice during any school year.  
  
Participants will add days to the leave bank through the “one day” yearly donation until a reserve of 200 days is                     
accumulated in the bank. No further days will be added to the bank until the reserve has dropped to 150 days.                     
Then, at the beginning of the school year immediately following the date the bank’s reserve has dropped to                  
150 days, a further day will be assessed each participant until the reserve is again at or above 200 days. The                     
employee must contribute additional days as needed in order to remain a participant in the bank and shall                  
designate if the added days are to be deducted from annual or accumulated leave. 
  
A participant may withdraw from the bank at any time by submitting his/her intention to the Director of Human                   
Resources in writing. Any participant who withdraws, forfeits all days he or she previously donated to the bank.                  
The Board of Education will review the operation of the leave bank periodically to determine it is in the best                    
interests of the district’s fiscal management to continue the bank. Should the Board rescind this policy and                 
dismantle the employee leave bank, each participant shall have the balance of his or her non-used contributed                 
day(s) credited back to his or her individual accumulated leave account. 
  
In order to apply for days from the bank, the member must first have depleted all annual and accumulated                   
leave days. In case of sickness, the participant must also provide a statement from his or her physician stating                   
the nature of the illness and prognosis of time needed for recovery. The number of days available for each                   
member of the bank will be determined by the status of the member’s annual and leave accumulation when the                   
extended illness occurs. The table below depicts the number of eligible days for a member based on leave                  
status. 

Days of leave  
(annual + accumulated)  
on first day of illness 

Number of leave bank 
days which may be 

requested 

0 4 

1 8 

2 5 

3 10 

4 12 

5 14 

6 16 

7 18 

8 or more 20 
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PROFESSIONAL LEAVE 
  
Absence from regular assigned duties for participation in professional activities shall not be charged to an                
employee’s Annual Leave days, provided the employee has received the prior approval of his/her principal or                
immediate supervisor, and provides supporting documentation to the Central Office. 
  
LEAVE WITHOUT PAY 
  
Any staff member may request a leave of absence without pay from the District. The request must include the                   
reason, along with the starting and ending dates of the leave. The District shall determine if the leave is to be                     
granted and, if so, for what period of time based upon the staff member’s request and the needs of the district.                     
Requests must be submitted to the Director of Human Resources. Health and life insurance sponsored by the                 
District may be continued during the leave of absence at the employee’s expense. 
  
MATERNITY/PATERNITY LEAVE 
  
Employees who become pregnant or whose spouse becomes pregnant may use unused and accumulated              
leave days (after annual leave is exhausted) for a maximum of 30 school days beginning with the birth of the                    
child. These 30 school days must fall within 42 calendar days of the birth of the child. If the employee chooses                     
to stay at home with the baby beyond the 30 days allowed by this policy, he/she must apply for a leave of                      
absence without pay. The District will determine the dates of this leave, if granted, based on the employee's                  
request, requirements of the Family Leave Act, and the needs of the district.  
  
REIMBURSEMENT FOR UNUSED ACCUMULATED LEAVE 
  
To qualify for reimbursement for unused accumulated leave, the employee must apply for and be approved for                 
their PERA retirement. Employees retiring from School District 14 shall be reimbursed for accumulated leave               
as follows: 
 

          5-9 years of service  20% of the base per diem pay up to 40 days total  

10-14 years of service  30% of the base per diem pay up to 50 days total  

15-19 years of service 40% of the base per diem pay up to 60 days total 

    20 or more years of service 50% of the base per diem pay up to 100 days total 
  
Teachers: ​Minimum B.A. teacher salary as it appears on the salary schedule divided by the number of                 
contract days. 
  
Administrators/Directors: ​The minimum Administrator and Director Salary Schedule salary for the position            
the employee holds at the time of retirement. The per diem will be determined by dividing that minimum pay by                    
the number of contract days specified for the administrator/director. 
  
Classified: ​The minimum hourly rate for the classification the employee holds at the time of retirement times                 
the number of hours per day the employee worked at the time of retirement. 
  
The district will endeavor to pay employees for unused accumulated leave in the month following retirement. 
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RETIREMENT PLAN 
  
All Manitou Springs School District 14 employees are automatically enrolled in the state retirement program               
through Public Employees’ Retirement Association (PERA), rather than through the federally sponsored Social             
Security Plan. Under the PERA plan, the employee contributes 8.75% of their gross monthly income toward                
the retirement fund. The school district contributes an amount equal to 20.4% (effective July 1, 2019) of the                  
employee’s monthly salary. The PERA rate has increased annually from 10.15% in 2005-2006. The 20.15%               
consists of the statutory employer rate of 10.15%, Amortized Equalization Disbursement (AED) of 4.5% and               
Supplemental Amortized Equalization Disbursement (SAED) of 5.5%. Employers have the ability to use funds              
otherwise permitted for compensation to fund SAED. For further information about the benefits PERA has to                
offer, please  contact  PERA  at 1-800-759-7372 or ​copera.org 
  
 
 
TRANSITIONAL RETIREMENT 
  
Retired employees may apply to the Board of Education for a transitional retirement year. The application and                 
approval process will be consistent with Administrative Policy GCQEB and PERA guidelines. If approved,              
employment will be on an “at will” basis and the employee will receive no district benefits except health                  
insurance in accordance with Board Policy for regular employees. 
 
DISTRICT HOLIDAYS 
  
The following 14 holidays are established for school year 2018-2019 by Manitou Springs School District 14 for                 
the ​full-time, twelve-month employees of the district. ​196 day building secretaries receive 13 holidays              
(excluding Independence Day): 
 

● Independence Day, July 4 
● Labor Day, Sept. 2 
● Thanksgiving Holiday, Nov. 21 - 22 
● Christmas, Dec. 23 - 27 
● New Year’s, Dec. 31 and Jan. 1  
● Martin Luther King Day, Jan. 20 
● Washington’s Birthday, Feb. 17 
● Memorial Day, May 25 

  
When a holiday occurs on Saturday or Sunday, the district will close on a weekday to be determined by the                    
Superintendent to observe that holiday. Should the Board of Education's yearly adopted school calendar              
designate any of the above holidays as student attendance days, then all staff shall be expected to work on                   
those days. 
  
Nine- and ten-month employees shall follow the holiday schedule as established in the yearly school calendar. 
  
Note: ​There are 14 paid holidays in a 260-day work year, 15 holidays (14 paid, 1 unpaid) in a 261-day work                     
year, and 16 holidays (14 paid, 2 unpaid) in a 262-day work year. A work year consists of all Mondays through                     
Fridays, from July 1 through June 30. 
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MISCELLANEOUS 
  

PONY MAIL 
  
The “Pony” is the District's internal mail service. District mail is picked up and delivered on a daily basis. Most                    
items are delivered through the Pony in one or two days. 
  
  
USE OF SOCIAL MEDIA (GUIDELINES)  
District 14 encourages the use of the district-issued staff and student email accounts as the primary means for                  
communication between teachers and various staff members and students. Additionally, the use of blog pages               
and wiki sites are appropriate means to communicate information that is connected to instruction, student               
learning and/or classroom assignments. Given the enormous popularity of social media such as FaceBook and               
Twitter, the district ​strongly encourages its employees to use extreme caution and care when accepting               
students as friends and/or followers when utilizing personal social media accounts. The district supports and               
encourages the use of school- or district-sponsored services such as email and School Messenger to               
communicate with students and parents regarding school or district issues. When communicating with a              
student, the student’s parent/guardian should be included in the communication. 
  
District 14 has a long-standing history of developing strong, appropriate relationships between staff and              
students. We believe this must continue in order to support the widely diverse needs of our children. Equally                  
important to our mission is the utilization of technology in innovative ways to expand learning beyond the                 
classroom, making learning the constant and time/support the variables. It is imperative; however, that each               
staff member carefully consider how such powerful tools are used and the intended and unintended exposure                
of one’s personal life it may create.  
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STAFF LICENSURE 
  

CONSOLIDATED STATE PLAN UNDER THE EVERY STUDENT SUCCEEDS ACT (ESSA) 

Please click on the link below to download the current CDE Handbook on ESSA 

http://www.cde.state.co.us/fedprograms/co-consolidatedstateplan-final-websitepdf 

Please visit the Chief Instructional Officer with any questions on ESSA. 

 
COLORADO EDUCATOR LICENSURE 
The Professional Development Program has been authorized by CDE to approve inservice credit for              
recertification purposes. 
  
Teacher licensure is the educator’s individual responsibility. A valid and current Colorado license is required for                
employment as a teacher, counselor, principal, administrator, or Special Services provider in the public schools               
in Colorado. Failure to maintain a valid license may result in loss of pay and jeopardize employment with a                   
school district. 
  
This licensing system for educators in Colorado is a two-tiered system, beginning with an Initial License for                 
educators new to the state or profession, and a Professional License for experienced educators who have                
completed an approved Induction Program. Prior to receiving an Initial License, a candidate must demonstrate               
proficiencies in appropriate areas through the PLACE or PRAXIS assessment system. CDE will evaluate              
teacher transcripts to determine any necessary/needed testing requirements for teachers moving to Colorado             
from any other state, added endorsements, or for other special circumstances. 

  
Professional Licensure Flowchart 
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https://www.cde.state.co.us/educatortalent 
 
Please visit the link above to obtain or renew your teaching license.  Please visit the HR Department 
with any questions regarding licensing. 

  
 
  
SALARY ADVANCEMENT 
  
MSSD 14 Certified staff may receive credit for salary advancement by passing ​graduate level coursework               
(500 level or higher) at an accredited college or university. Additional credit for advancement may be gained                 
for courses taken and passed that are not graduate level by acquiring pre-approval by the Chief Financial                 
Officer. 
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QUICK REFERENCE PHONE EXTENSIONS  
  

THE CENTRAL OFFICE SUPPORT STAFF IS ALWAYS AVAILABLE TO ANSWER QUESTIONS AND            
STRIVES TO BE RESPONSIVE TO EMPLOYEE QUESTIONS AND CONCERNS. WE HOPE THE            
FOLLOWING QUICK REFERENCE GUIDE WILL BE OF ASSISTANCE TO YOU. (PLEASE DIAL 685             
FOLLOWED BY THE EXTENSION NUMBER IF YOU ARE NOT CALLING FROM A DISTRICT PHONE.) 
  
 
Call ​MELISSA McELHANEY (EXT. 2000)​ with questions regarding: 
• Business pertaining to the Chief instructional Officer  • General district information 
• District calendar  • School closings  • Weekly Activity Report   • Transcripts of district graduates  
• Business pertaining to the Superintendent  • Board of Education policies 
  
  
Call ​CHRISTINA BAKER (EXT. 2003)​ with questions regarding: 
• PowerSchool/PowerTeacher/Registration Portal     • Canvas     • SchoolMessenger  
• Alpine     • Student assessment       • Student state/federal reporting 
  
  
Call ​KENDAL KELLY (EXT. 2026)​ with questions regarding: 
• Payroll   • Annual leave/professional leave/vacation time  
• Tax shelters/401K/457   • Leave bank    • Workman’s Compensation 
  
  
Call ​PATTI HICKOX (EXT. 2027)​ with questions regarding: 
• Monthly financial reports/budgets  • Deposits   • Online Payments   • Cash receipts 
• Account detail and maintenance   • Sales tax   • PCard administration  • District Notary Public 
  
  
Call ​MARSHA WEIMER (EXT. 2028)​ with questions regarding: 
• Contracts  • Licensure  • Fingerprint/background checks  • Personnel files  
• Archived employee records  • Professional development credits/classes  
• Mentorship program  • Benefits  • Vacancy announcements  • HR state/federal reporting  
  
  
Call ​GAYLE MENDOZA (EXT. 2664)​ with questions regarding: 
• Purchase orders • Invoices/packing slips  
• Vendor maintenance • PCard purchases 
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MANITOU SPRINGS DISTRICT 14 
WORKERS’ COMPENSATION DESIGNATED MEDICAL PROVIDERS 

FOR WORK-RELATED INJURIES 
(Effective April 1, 2016) 

All employees must immediately report any work related injury to their supervisor (for assistance, if necessary, and to initiate 
a First Report of Injury form), and must obtain treatment for work-related injuries from: 

 
Concentra Medical Centers  Integrity Urgent Care PC – West - 1058899 

Colorado Springs – North  1035 Garden of the Gods Rd., Suite 120 
5320 Mark Dabling Blvd.  Colorado Springs, CO  80907 

Colorado Springs, CO  80918  719-329-1000 
719-592-1584  8:00 a.m. – 8:00 p.m., M-F 

8:00 a.m. – 8:00 p.m., M-F  8:00 a.m. – 6:00 p.m., Sat-Sun 
 

OR  OR 
 

HealthQuest Medical, Inc.  Emergicare 
1495 Garden of the Gods Rd., Suite 102  402 W. Bijou 

Colorado Springs, CO  80907   Colorado Springs, CO 80903 
719-260-9797   719-302-6942 

8:00 a.m. – 8:00 p.m., M-F   8:00 a.m. – 8:00p.m., M-F 
 

If an unauthorized medical provider treats an employee, the employee will be responsible for payment of said treatment. 
 

In the event of a non-emergency after hours work-related injury, contact one of the providers at the non-emergency 
numbers listed above. 

 
At any time, in the event of a life-or-limb threatening emergency or other serious work-related injury, your first 

objective is to seek medical treatment, which may be at the nearest emergency medical facility. You must inform the 
caregiver that you are a Manitou Springs School District 14 employee, that you were injured on the job, and that the 
school district’s workers’ compensation carrier is Pinnacol Assurance so that you will not be held responsible for 

payment of treatment. One of the medical providers listed above must provide all follow-up care. As soon as 
possible, either before or after emergency treatment, you must notify your supervisor of the injury. 

 
An injured employee has the right to make a one-time change between an employer’s two designated medical providers by 

providing written notice within 90 days of the injury, but before reaching maximum medical improvement. 
 

The injured employee must provide notice of the change in writing by submitting an approved Colorado Division of 
Workers’ Compensation form to: 

•    MSSD14 workers’ compensation carrier (Pinnacol Assurance) 
•    The initial authorized treating physician (Concentra, HealthQuest or Emergicare) 
•    The newly authorized treating physician (Concentra, HealthQuest or Emergicare) 

•    The MSSD14 business services office 
 

The address for MSSD14’s workers’ compensation carrier is: 
Pinnacol Assurance, 7501 E. Lowry Blvd., Denver, CO  80230-7006 

Phone: 800-873-7242 / 303-361-4000   
 

A COPY OF THIS NOTICE WAS PROVIDED TO ME ON: _______________________________ 
 (Date) 

NAME___________________________________SIGNATURE__________________________ 
 
 

(always seek medical attention if needed, within 24 hours after the injury) 
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