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What Does HR Do?
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Introductions

Human Resources Department 
Benefits, HCRT, ADA

•Kyla Jensby, Employee Benefits Specialist

•Laurie Oxley, Employee Benefits Specialist

•Marla Styles, HR Specialist, ADA Coordinator, HCRT

•Kim Miller, Director of Risk Management, HCRT

HR Supervisors

•Dr. Nicole Regan, Secondary Certificated 

•Dr. Kay Byers, Elementary Certificated 

•Dr. Eric Weber, Administrators

•Genelle Moore, Various Building Technicians, Coaches 

•Kevin Johnston, Transportation, Custodial, Nutrition Services, Office

•Marla Styles, Paras

•Robbie Seybert, LPSDO Technicians

•Jessi Stilwagon, Building Technicians
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Family & Medical Leave Act (FMLA)

Eligible employees can take up to 12 weeks of job-protected leave for the 

following:

•Birth/adoption/foster care placement

•Care for a spouse, son/daughter or parent with a serious health condition 

•The employee’s serious health condition

•A qualified exigency for covered military member on active duty or to care for 

the service member with a serious illness or injury if next of kin

A serious health condition includes a period of incapacity requiring absence 

of more than three calendar days from work that involves continuing treatment 

by (or under the supervisor of) a health care provider; also maternity, chronic 

conditions such as diabetes, asthma and also Alzheimer’s, stroke, 

chemotherapy, etc. 
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FMLA (Cont.)

• FMLA can be used intermittently.  (Tracking intermittent FMLA 

can be a challenge!)

• Employees must use appropriate paid leave prior to using unpaid 

FMLA.  

• Paid leave (and if paid leave is exhausted), unpaid leave runs 

concurrently with FMLA, including:

• Workers’ comp absences, sick leave, annual leave, vacation, 

etc.

• Employees must have worked at least 12 months and 1,250 hours in 

the previous 12 months to be eligible for FMLA.
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FMLA (Cont.)

• Contact Human Resources if an employee you supervise is 

gone more than a few days for a serious health condition 

OR if the employee has been hospitalized. 

• HR is required by federal law to send appropriate FMLA 

notices to the employee and will notify Payroll to ‘code’ the 

leave as FMLA.  

• E-mail kjensby@lps.org or loxley@lps.org or call 402-436-

1593 or 402-436-1595.

mailto:kjensby@lps.org
mailto:loxley@lps.org
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Americans with Disabilities Act (ADA)

• Coverage under ADA requires the employee to have a 

physical or mental impairment that substantially limits one 

or more major life activities.  This includes persons with a 

record of having such an impairment or those who are 

regarded as (treated as though they do) having an 

impairment.  

• Employee must be able to perform the essential functions of their 

position with or without accommodations.

• May also apply to an applicant.  Important to have applicants 

review job description (including essential physical functions).
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ADA (Cont.)

• In making a request for an accommodation, the individual 

may not mention ADA or the phrase “reasonable 

accommodation”.  

• May use plain language e.g., mention an illness when discussing 

their positions and possible changes.

• When discussing job performance concerns, may use an illness or 

permanent restriction as justification.

• Concern may be shared with or shift from HCRT, thus the 

importance of notification.
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ADA (Cont.)

• ADA Coordinator will engage the interactive process to 

clarify what the individual needs and identify the 

appropriate reasonable accommodation for employees 

with disabilities.  This will not include eliminating or 

reassigning essential functions of the position.

• Medical documentation may be needed as additional support for 

accommodation request.  

• The appropriate supervisors (including Human Resources) will be 

included in the interactive process.
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Health Care Response Team (HCRT)

• The purpose of the Health Care Response Team (HCRT) is to review 

information regarding employees’ physical or mental conditions which 

might negatively impact their ability to perform the essential functions 

of their position. 

• The HCRT is composed of the Director of Risk Management, the 

Americans with Disabilities Act (ADA) Coordinator, the appropriate 

Human Resources supervisor and other members as deemed 

necessary by the Associate Superintendent for Human Resources or 

designee.

• If an employee is a qualified individual with a disability within the 

meaning of the ADA, the ADA requires his or her employer to make 

reasonable accommodations, barring undue hardship.  The HCRT 

process fulfills the recommended interactive process. 
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HCRT (Cont.)

• The Director of Risk Management or the ADA Coordinator will make the 

determination of when it is necessary to convene all or part of the HCRT. The 

HCRT performs the following:

• Review existing documentation.

• Collect additional or new information.

• Analyze information.

• Confer with employee, supervisors and appropriate experts.

• Evaluate the information provided compared to the essential functions and 

duties of the current assignment.

• Provide summary information to the Associate Superintendent for Human 

Resources or designee regarding the employee’s ability to perform the 

essential functions of the position with or without reasonable 

accommodations.
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HCRT (Cont.)

When to contact Risk Management:

•Employee asks for assistance, can’t do or is avoiding performing an     

essential function of their position 

• Employee mentions cancer, hospitalization or mental health issues

• Employee has surgery or medical procedure

• Employee is on crutches, in a sling, boot or brace

• Employee has multiple absences relating to a medical issue
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Workers’ Compensation

• The District is self-insured for workers’ compensation

• Handles all claims in-house – no outside TPA/insurance company

• All information is confidential and separate from personnel file

• What Does Workers’ Compensation Cover

• All costs of an approved claim related to an injury or occupational 

disease

• Doctor, hospital, pharmacy, chiropractor, therapy, radiology and 

any approved lost time from work

• Report any injury/occupational disease to your supervisor and Risk 

Management immediately

• Complete the appropriate, required paperwork

• Complete the Declination of Treatment form if you do not miss work 

and are not seeking medical attention



Lincoln Public Schools                  Lincoln, Nebraska

Workers’ Compensation (Cont.)

• Blood Borne Injuries (transmission of body fluids, scratches, bites, etc)

• Complete the appropriate, required paperwork

• Treatment at designated treatment facility only

• If you receive medical treatment and/or miss any work, you must have a 

Release to Return to Work completed by your treating physician.  You should 

not be at work without this form.

• If the form lists restrictions, you and your supervisor will review the 

restrictions.  Your supervisor will contact Risk Management prior to your 

return to work to discuss any modified duty due to restrictions.  LPS does 

allow employees to return to work in a modified duty capacity.  

• If the claim is approved, enter related absences as WC in TAS.

• Do not use your health insurance prescription card for wc prescriptions.
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Communication on 

FMLA, HCRT, or ADA issues
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Classified Employee Groups

• Office Professionals

• Paraeducators

• Custodians

• Nutrition Services

• Transportation

• Facilities and Maintenance

• Technicians
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Handbooks & Agreements
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Reminders…Recruit & Hire 
(Online Application System)

Human Resources Screening Results
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Recruit & Hire

Interview Results
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Interview Results (continued)
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Interviewing for Classified Staff
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Link to Document

• https://docushare.lps.org/docushare/dsweb/Get/Documen

t-

2362497/Conducting%20the%20Lawful%20Interview%20

(3).pdf
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Appraisals of 

Classified Staff

Importance of Appraisals



Lincoln Public Schools                  Lincoln, Nebraska



Lincoln Public Schools                  Lincoln, Nebraska

Classified Employee 

Handbook (Revised January 2017)

•Classified employees are to be appraised during the first year and every 

third year thereafter.  At the discretion of the supervisor, the employee 

may be evaluated more often than this schedule.  If an employee has 

not received an appraisal within the time frame described, one may be 

requested from his/her supervisor.

•The appraisal form for classified employees is attached in Appendix J. 

This form may be modified to accommodate specialized job positions 

within the district.

•At the discretion of the district, the evaluations may be completed, 

delivered and stored electronically.

•The appraisal schedule and format are subject to change at the 

discretion of the district. 

•See also Board Policy 4960 – Appraisal 
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•Policy 4640   Absences From Work

• Regulations  4640.1-4640.9

•Policy 4740   Duties and Hours of Work –

Classified and Hourly Employees
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Classified Employee Handbook 

Revised January 2017

Professional Attire 

It is important for employees to project a professional image to students, parents and co-

workers. Appropriate attire and grooming is one of the means of projecting a professional 

image. Employees are expected to maintain modest professional attire and grooming 

when on duty. As professionals, employees are expected to be aware of the standard to 

be maintained. As a minimal guide, employees should not wear clothing which students 

would not be permitted to wear at school. The school administration may establish more 

detailed guidelines for attire. 
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• Policy 4910 – Employee Fitness for Duty 

• Policy 4920 – Employee Health Issues 

• Regulation 4920.1 - Communicable or Infectious Disease  

• Regulation 4920.2 - Other Illnesses, Injuries or Conditions  

• Regulation 4920.3 - Health Care Response Team  

• Regulation 4920.4 - Emergency Medical Treatment 
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• Policy 4630.1 – Employee Assistance Program 
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Group Discussion

• Think about all of the appraisals that you have 

conducted in the past and pick out a couple that 

were really difficult or challenging?

• What made them difficult or challenging and 

how did you get through it?

• Was the appraisal process helpful in changing 

the employee’s behavior?
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• Policy 4770 - Standards for Classified and Hourly Employees

• Policy 4790 - Notification of Arrest, Criminal Charges, Licensure, 

Child Abuse Complaints, Etc. 
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Remember to look at essential functions/skills in the job description. 
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• Policy 4770 - Standards for Classified and Hourly Employees
• Policy 4780 – Staff Relationships with Students

• Regulation 4780.1 - Professional Boundaries Between Employees and 
Students 

• Policy 4790 – Notification of Arrest, Criminal Charges, Licensure Child Abuse 
Complaints, Etc. 
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• Policy 4330 – Personnel Records
• Regulation 4330.4 - Social Security Numbers 
• Regulation 4330.5 - Workplace Privacy
• Regulation 4630.1 - Employee Assistance Program 

• Policy 4790 – Notification of Arrest, Criminal Charges, Licensure, Child Abuse 
Complaints, Etc. 

• Policy 4920 – Employee Health Issues
• Regulation 4920.1 - Communicable or Infectious Diseases
• Regulation 4920.2 - Other Illnesses, Injuries or Conditions
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Group Discussion

• Think about all of the appraisals that you have 

conducted in the past and pick out a couple that 

were really a pleasure to give? (model employee)

• What about the employee made it a pleasure to 

give? 

• How was the appraisal process helpful in 

demonstrating the employee’s strengths?

• As a supervisor, how do you lead a model 

employee differently from a difficult one?
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• Policy 4770  Standards for Classified and Hourly Employees

• Policy 4750  Civility of Employees

• Policy 4780  Staff Relationships with Students

• Policy 4880  Anti-Discrimination and Harassment

• Regulation 4880.1- Anti-Discrimination and Harassment 

• Regulation 4880.2 – Discrimination and Harassment Reporting Process 
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•Policy 4880  Anti-Discrimination & Harassment
• Regulation 4880.1- Anti-Discrimination and Harassment 
• Regulation 4880.2 – Discrimination and Harassment Reporting Process 
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Group Discussion

• What part of the LPS appraisal document is the most 

helpful and meaningful to you as a supervisor?

• What ideas/improvement plans have you used in the past 

to help difficult employees grow?

• What ideas have you used in the past to help model 

employees develop?

• What is the greatest lesson you have learned about the 

appraisal process…the good, the bad, and the 

memorable?
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Classified Performance Appraisal

TalentEd Perform

 Access from Human Resources webpage

 Contact Jessi Stilwagon (1586, jstilwa@lps.org)

mailto:jstilwa@lps.org
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What Really Happened?
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Importance of Documentation

• Increased litigation involving alleged 

discrimination/harassment or wrongful termination –

employee claims fired for performance or disciplinary 

problems.

• Two sides to every story - Solid documentation proves our position 

and supports our testimony.

• Know your audience.

• Educate employee on nature and seriousness of the 

issue, expectations moving forward, and likely 

consequences if not followed. 

• Tell the story – be factual and explain the who, what, 

where, when, and why…Background/context matters.

• Logistics matter.
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Performance & Behavioral Issues

 Informal
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Performance & Behavioral Issues

(continued)

 Formal – Classified Notice of Performance Concerns
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Performance & Behavioral Issues
(continued)

Employment Action
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Questions?
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Thank you for 

attending 

our session!

We hope it was 

insightful…


