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Who’s Who at Poudre School District 
Poudre School District Board of Education 
Rob Petterson, President 

 Nate Donovan, Director  

DJ Anderson, Director  

Jim Brokish, Director 

Kristen Draper, Vice President 

Carolyn Reed, Director 

Jessica Zamora, Director 

Superintendent of Schools 

Brian Kingsley 

Superintendent’s Cabinet 

Julie Chaplain 
Assistant Superintendent 
Traci Gile

  
 

Assistant Superintendent 

Insoon Olson 
Assistant Superintendent 

Erich WonSavage 
Chief Human Resources Officer 

Dave Montoya 
Chief Finance Officer 

Bud Hunt 
Chief Technology Officer 

Jeff Connell 
Chief Operations Officer 

Dwayne Schmitz 
Chief Institutional Effectiveness Officer 

Madeline Noblett 
Chief Communications Officer 

Lauren Hooten 
Chief of Staff 

Autumn Aspen 
Legal & Policy Counsel 

Employee Group Association Presidents 

John Robinson - Poudre Education Association (PEA) 

Bryan Davis - Poudre Association of School Executives (PASE) 

Joni Baker - Association of Classified Employees (ACE) 



/staff
/staff/employee-resources
https://psdschools.tedk12.com/
/sites/default/files/PSD/human_resources/Employee%20Agreement/Employee%20Agreement.pdf
/your-district/department-directory
/your-district/district-policies
/staff/employee-resources/benefits
https://poudreschools.sharepoint.com/DocLib/default.aspx
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Board of Education 
The Poudre School District Board of Education utilizes a policy governance model. The Board of 
Education establishes the vision, direction, and policies that the Superintendent implements. 
They are guided by the PSD Vision: Poudre School District exists to support and inspire every 
child to think, to learn, to care and to graduate prepared to be successful in a changing world. 
The District Ends are aspirational goals for PSD from which the Superintendent can generate 
programming. 

/your-district/board-of-education
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Policies, Laws, and Regulations 
It is the responsibility of each employee to be familiar with and to comply with 

the laws, Board policies, District policies, and building or department 
regulations related to the job assignment, particularly those that guide our 

behavior and protect us, our students, visitors, and vendors. 
The District has the responsibility to make these documents available to 

you, but the employee should read and seek answers to any questions 
about any law, policy, or regulation. One of the main purposes for this 

information guide is to provide new employees with important information. 
Being aware of the laws, policies, and regulations governing your employment will assist you in 
better knowing the responsibilities of your position and ensure PSD will continue to provide a 
safe and healthy environment for students and employees. A complete listing of District policies 
can be found on the website. 

 

1. Highlight Your District 
2. Click District Policies 

 

Site-Based School Management – District Policy CFD. 
PSD affirms the practice of site-based management at each of its schools. Under Policy CFD, 
principals shall have the authority to make decisions and take action at their schools including 
making hiring recommendations; whether stakeholder input is necessary or appropriate based 
on the circumstances of each site-based decision/action at their schools and if so, to what 
extent. The principal shall be accountable for both the implementation and results of his or her 
site-b

/your-district/district-policies
/sites/default/files/PSD/policies/CFD.pdf
/sites/default/files/PSD/policies/GBEC.pdf


/sites/default/files/PSD/policies/ADC.pdf
/sites/default/files/PSD/policies/JLCD.pdf
/sites/default/files/forms/GBEA.pdf
/sites/default/files/PSD/policies/GBEE.pdf
/sites/default/files/PSD/policies/EHA.pdf
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Educational Rights and Privacy Act, Colorado Open Records Act, and District Policy JRA/JRC. 
Employees shall also maintain the confidentiality of all personnel file information developed, 
sent, received and/or stored using District information technology as required under the 
Colorado Open Records Act and District Policy GBJ. 

 

Nondiscrimination/Equal Opportunity —District Policies 
AC, AC-E and AC-R 
No otherwise qualified person shall be denied access to, be excluded from participation in, be 
denied the benefits of, or be subjected to unlawful discrimination under, any District program or 
activity on the basis of race, color, religion, national origin, ancestry, sex, sexual orientation, 
marital status, veteran status, age or disability. Aggrieved individuals are encouraged to 
promptly report incidences of discrimination/harassment as provided in District Policy AC-R. All 
reports received by teachers, counselors, principals and other District employees shall be 
promptly forwarded to the appropriate Compliance Officer. The Compliance Officer for handling 
reports and complaints of unlawful discrimination/harassment against students and community 
members is the director of student services. The Compliance Officer for handling reports and 
complaints of unlawful discrimination/harassment against employees is chief human resources 
officer. The District shall take appropriate action to promptly and impartially investigate 
allegations of unlawful discrimination; shall promptly take effective action to stop unlawful 
discrimination when it is discovered and take steps to prevent a reoccurrence; shall impose 
appropriate sanctions on offenders in a case-by- case manner; shall take steps to protect 
anyone participating in good faith in an unlawful discrimination report, complaint or 
investigation from retaliation; and shall protect the privacy of all those involved in unlawful 
discrimination reports and complaints as required by law. 

 

/sites/default/files/PSD/policies/AC.pdf
/sites/default/files/PSD/policies/AC-E.pdf
/sites/default/files/PSD/policies/AC-R.pdf
/sites/default/files/PSD/policies/GBAA.pdf
/sites/default/files/PSD/policies/JBB.pdf
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Classified Employee Performance Trial Periods, Discipline and 
Dismissal – District Policy GDQD 
Classified employees serve performance trial periods of ninety (90) calendar days for each new 
position in the district. If at any time during the trial period the employee, in the judgment of 
the supervisor, fails to demonstrate his/her ability to perform the work assigned, or is otherwise 
unsuited for the position, his/her employment may be dismissed, transferred to another 
position within the District, or have their performance trial extended with or without cause or 
notice. 

 

A classified employee’s supervisor is authorized to issue oral and written reprimands and 
suspend an employee with pay pending possible further disciplinary action per Human 
Resources when discipline is warranted. Please refer to District Policy GDQD - Classified 
Employee Performance Trial Periods, Discipline and Dismissal and Article 6 – Classified 
Discipline and Grievance Procedures for more information. 

 

Governmental 

/sites/default/files/PSD/policies/GDQD.pdf
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Employee Agreement 

The Employee Agreement is the mutual agreement made between the 
three employee groups (ACE, PASE & PEA) and the Board of Education and 
is governed and construed according to the constitution, laws, and 
regulations of the State of Colorado and Poudre School District’s policies. 
More than any other publication, the Employee Agreement contains 
important information for you about every aspect of your employment 

with PSD. You can find the Employee Agreement on the PSD website. 
https://www.psdschools.org/careers/new-employee-orientation 

 

1. Highlight Careers and choose New Employees 
2. Under Important PSD Resources click 2022-23 Employee Agreement 

 

Employee Associations 

ACE 

The Association of Classified Employees (ACE) was established in 1991 and is recognized by 
Poudre School District’s Board of Education as the exclusive representative of all classified 
personnel employed by PSD. Membership is available to all classified employees who elect to 
pay monthly dues. For more information, go to the PSD website. 

 

1. Click Staff and log in. Highlight Employee Resources. Click Employee Groups 
2. Click Association of Classified Employees (ACE) 

PEA 

The Poudre Education Association (PEA) represents teachers and other licensed staff during 
negotiations, as well as the employee agreement. PEA officers are elected by dues-paying 
members and serve two-year terms. For more information, go to the PSD website. 

 

1. Click Staff and log in. Highlight Employee Resources. Click Employee Groups 
2. Click Poudre Education Association (PEA) 

PASE 

The Poudre Association of School Executives (PASE) negotiates on behalf of PSD 
administrators and professionals and makes sure th.000912 0 612 792 re
 tf7011E>4<65224.5 612 792 re
W502 reC422
[(. re
 )] TJ
ET
Q
q
0.00000Hs

/sites/default/files/PSD/human_resources/Employee%20Agreement/Employee%20Agreement.pdf
/careers/new-employee-orientation
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Workweek 
The workweek is defined as beginning at 12:01 a.m. Sunday and ending at 12:00 midnight the 
following Saturday. At PSD, hours taken as paid vacation, sick, or holiday are counted as hours 
worked for the purpose of overtime calculations.  
 
Work Schedule/Staff Calendars 

Staff calendars are separate from the Student Calendar; classified employee calendars and 
workdays per year can vary depending on job classification and are determined by each school 
or department. It’s important to know how many days per year your assignment is and 
understand which days are paid workdays and which are not. All staff calendars can be found 
on the PSD website. 

 

/careers/working-at-psd/staff-calendars/2019-20-staff-calendars
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Leave



 

 
PSD Employee Resource Guide 2023-2024           

 

13.8.3 When the Superintendent determines an early release for schools is necessary due 
to hazardous weather, building administrators shall ensure that sufficient staff remain on 
site until all students have been released to a parent/guardian or emergency contact. 
Staff who are permitted to leave early will not be required to enter leave time for their 
absence. 

13.8.4 Employees who are considered essential personnel may be required to work on 
school/facility/district closure, delayed start and early release days to conduct work 
activities that must occur in the event of hazardous weather. Those employees will be 
compensated in accordance with section 12.17 of this agreement. 

Additional compensation for non-exempt classified employees 
12.16.2 Compensation for work conducted on school/facility/district closure, delay 
start and early release days 

12.16.2.1 If a school/facility/district is still operational, such as open for remote learning 
and/or modified operations, double hourly rate of pay does not apply. 

12.16.2.2 When non-exempt classified employees who are considered essential personnel 
are required to work on days when school/facility/district closure has occurred they will 
be compensated for time worked at double their hourly rate of pay.  

12.16.2.3 When non-exempt classified employees who are considered essential personnel 
are required to report to work at their regular scheduled time when school/facility/district 
delay start has occurred they will be compensated for time worked at double their hourly 
rate of pay for any time worked when nonessential staff are not required to report their 
leave time for the absence. 

12.16.2.4 When non-exempt classified employees who are considered essential 
personnel are required to work when school/facility/district early release has  occurred 
and/or when district-wide afterschool and evening activities have been canceled due to 
hazardous weather or other emergency they will be compensated at double their hourly 
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Employees Healthy Families & Workplaces Act (HFWA) 

PSD complies with The Healthy Families & Workplaces Act (HFWA) as of January 1, 2021. HFWA requires 

employers with at least 16 employees 
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Leave Time Rollover Information 
 
 

Overview Employees with an ending balance in any leave category (i.e., sick, personal leave, and vacation) 
at the end of the current school year will see those same figures as their beginning balances in 
the appropriate leave categories at the beginning of the new school year. 

 
 

Sick Leave rollover 
information (all paid 
employees)

The sick leave ending balance at the end of the current school year will become the sick leave beginning 
balance at the start of the new school year.

 
 

Personal Leave rollover 
information (all paid 
employees) 

1. 
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Reporting Absences 
It is your responsibility as an employee to track and enter your own absences in advance for 
pre-planned days off or for sick days on the day of. Absences that are reported after they occur 
must be entered by your school or department Office Manager. Office Managers also may 
report absences for staff due Professional Development training, School Business/onsite 
activities, seminars and

/sites/default/files/PSD/policies/GBGF.pdf
/staff/employee-resources/absence-reporting
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Payroll 
 

The District’s Payroll Department is located in the lower level of the JSSC building next to Human 
Resources. Your total compensation package is a combination of your salary and benefits. Employee 
salary increases are determined during the annual negotiations process and must be approved by 
the Board of Education. District wide pay increases are based on funds available and allocated to 
each employee group. It is important to review your monthly Check Stub and understand your pay. 
For payroll questions you may contact or email payroll-l@psdschools.org. 

 
 
 
 

Payday 
Poudre School District employees are paid once per month. Payday is 
the last business day of the month. 

 
 
 
 
 
 
 
 

Salaries and Wages 
New hires are evaluated upon hire and placed in the pay range based on their related 
experience and education to the job description requirements. Such salary schedule 

mailto:payroll-l@psdschools.org
mailto:payroll-l@psdschools.org
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Pay Definitions and Options 
Classified Salaried Employee 
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12- month employees (260 working days) fall under one of the following pay options: 

A prorated employee working all scheduled contract days in the year will receive one- 
twelfth of the annual salary amount on the monthly payday. The monthly amount 
received is based on an hourly rate and includes scheduled pay amounts but does not 
reflect amounts earned as of the pay date. It also includes any exceptions (leave time 
taken, non-paid absences, and additional time) from the 16th of the previous month 
through the 15th of the current month. These employees are also eligible for overtime 
pay. 

Annual salary for employees based on an hourly rate is determined by multiplying the 
scheduled number of days to work, times the scheduled hours per day, times the hourly 
rate. For example: 

260 days per year X 8 hours per day X $12.00 per hour = $24,960. This amount is divided 
by 12 months to arrive at gross pay of $2,080 per month. 

A salaried, exempt employee is an employee who is not eligible for over-time pay. This 
includes administrative employees and classified employees paid from the “Y” salary 
schedule. The monthly pay for salaried, exempt employees is based on an annual rate 
from an annual salary schedule and paid over twelve months. 

 
Licensed Employee 

A teacher documented as probationary or non-probationary status and licensed to teach 
through Colorado Department of Education. These employees are salaried; therefore, 
they are exempt and not eligible for overtime pay. The monthly pay for salaried, exempt 
employees is based on an annual rate from an annual salary schedule and paid over 
twelve months. 

 
Special Service Professional (SSP) 

A licensed special service professional through the Colorado Department of Education. 
These employees are salaried; therefore, they are exempt and not eligible for overtime 
pay. The monthly pay for salaried, exempt employees is based on an annual rate from an 
annual salary schedule and paid over twelve months. 

 
Professional  
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Timecards 
All timecards should be completed from the 16th of the previous month through the 15th of 
the current month. 
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Check 

https://poudreschools.sharepoint.com/DocLib/SAFE/SitePages/SAFE.aspx
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Employee Online 
Using Employee Online you may: 

¶ View/print Check Stubs 

¶ View/print W2’s 

¶ View tax, direct deposit and deferred compensation information 

¶ View leave transaction information 
¶ Change emergency contact information 

¶ View job information 

¶ View leave time information 

¶ Link to required forms 

To access Employee Online go to the district’s website, click Staff and log in. 
1. Under Online Tools, Click Employee Online 
2. The first time you log in to Employee Online you will need to use your employee ID as 

your login and your social security number (no dashes) as the password. The system will 
prompt you to create a new password. Your employee ID number will always be your 
login for Employee Online. 

 

Tax-deferred Compensation Program 
In general, tax-deferred compensation programs allow employees to exclude a portion of their 
salary from current taxable income. State and federal income taxes are deferred on the excluded 
portion until it is with

https://employeeonline.psdschools.org/BusinessPLUS/EmployeeOnline/EOHomePage
https://employeeonline.psdschools.org/BusinessPLUS/EmployeeOnline/EOHomePage
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Contact Information  
The 401(k) plan is available through PERA and administered by Empower Retirement. 
Enrollment kits and information are available at www.copera.org or by calling 1-800- 759-7372. 
 
The 457(b) plan is available through Empower Retirement. Enrollment information is available at 
www.empower-retirement.com/participant or by calling 1-866-467-7756. 
 
Approved 403(b) plans are available through the following providers: 

¶ AIG, Lindsay Batezel (970-699-2849) or Craig Fischer (720-288-2780) 

¶ Equitable Advisors, Max Shaffer (970-224-2800) 

¶ Security Benefit, Matt Goodwin (970-223-2377) or Randy Petrilli (970-215-6149) 

¶ NEA Direct Invest, Self-Direct Option, no advisor contact – only available through Security Benefit 
 
Enrollment 
Participants in any of the deferred compensation plans are required to elect to defer (contribute) 
to the plan prior to the month in which the contribution is effective. For example, if an 
employee wishes to change a contribution amount or elect to contribute to a deferred 
compensation plan effective on the July payroll, the election must be made by June 30. This 
requirement is based on IRC 457 regulations. For consistency, the District is applying this 
regulation to the 403(b) and 401(k) plans as well. You may enroll in a deferred compensation 
plan anytime during the year as long as you meet the requirement stated above. 

¶ To enroll in PERA’s 401(k) plan, you may obtain an enrollment kit from PERA. 

¶ To enroll in a 403(b) plan, you must contact one of PSD’s Approved Providers listed above. The 
forms for enrolling are available through the representative, PSD Payroll Department, or online 
from the PSD website at www.psdschools.org -> Staff -> Quick Links -> S.A.F.E. -> Payroll Forms -> 
Voluntary Deduction Election. 

¶ To enroll in the NEA DirectInvest 403(b) option, you must contact NEA DirectInvest to setup your 
account and funding elections. You must then complete the NEA DirectInvest 403(b) Tax Sheltered 
Annuity Salary Reduction Agreement available by contacting PSD benefits at 
PSDBenefits@psdschools.org.  

¶ To enroll in the 457(b) plan, you must enroll by using the Empower Retirement online system at 
www.empower-retirement.com/participant or by 

http://www.copera.org/
http://www.empower-retirement.com/participant
http://www.psdschools.org/
mailto:PSDBenefits@psdschools.org
http://www.empower-retirement.com/participant%20or%20by%20calling%201-866-467-7756
http://www.empower-retirement.com/participant
http://www.psdschools.org/
mailto:PSDBenefits@psdschools.org
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Contribution Limits 
The following charts show a brief summary of the limits and catch-up provisions for each plan for 
the 2022 calendar year. Many of these provisions have specific limitations, and some provisions 
can be used in combination while others cannot. PSD cannot give financial or tax advice and 
strongly recommends that you discuss specific aspects of a plan with the respective plan 
representatives or a financial advisor. Employees using the catch-up provisions available under 
the 457(b) or 403(b) plans are required to submit a new calculation each calendar year. Please 
consult your plan representative to complete this form. 

 
Annual Contribution Limit 2023 

401(k) $22,500 

403(b) $22,500 

457(b) $25,500 

Age 50+ catch-up $7,500 

 
Combined Annual Limits 2023 

401(k) and 403(b) $22,500 

401(k) and 457(b) $45,000 

403(b) and 457(b) $45,000 

 

Combined Annual Limits 

with Age 50+ Catch-Up 
2023 

401(k) and 403(b) $23,000 

401(k), 403(b) and 457(b) $52,500 

 

“Standard” Catch-Up 

Elections 
401(k) 403(b) 457(b) 

15 years of services with 

the same employer 
Not available Up to $15,000 

lifetime 
No 

3 years before normal 

retirement age 
Not available Not available Up to twice the annual 

contribution limit 
 

Access to Retirement 

Savings 
401(k) 403(b) 457(b) 

10% early withdrawal 

penalty for withdrawals 

prior to age 59½ 

Yes

t o



/staff/employee-resources
https://psdschools-co.safeschools.com/
/staff/employee-resources/benefits
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Poudre 



/employeewellness
/employeewellness
/department/employee-assistance-services
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Employee Health Clinic 
PSD provides benefited employees and their dependents with increased access to care through 
an employee health clinic. Any PSD Employee on a regularly scheduled assignment can utilize 
this benefit, dependents must be enrolled in a PSD health plan to  be eligible for clinic services. 
Please note the clinic can't see patients 12-months-old and younger. 

/staff/employee-resources/employee-health-wellness/employee-health-clinic
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Lifestyle Health Program 
Everyone’s journey to health is unique. That is why we have created a team of healthcare 
professionals dedicated to helping you live your best life. 

 
The Lifestyle Health Program is available to assist benefited employees and dependents who 
are at risk for or have chronic health issues. The Lifestyle Health Program provides support and 
tools to improve nutrition, fitness, and overall health. The program is completely voluntary and 
confidential. Together with your team made up of a nurse, a dietitian, and an exercise 
physiologist, you will come up with a plan to improve and or manage the health outcomes that 
you want to focus on. The medical services provided through the Lifestyle Health Services 
program are completely voluntary and confidential. 

 

With support from UCHealth, the Lifestyle Health Program is available and includes: 

¶ Health assessments with a wellness coordinator 

¶ Individualized care plans 

¶ Nutrition, health and exercise coaching 

¶ Connection to and/or coordination with the primary care physician 

¶ Coordination with Employee Assistance Services for mental health support 

You can contact Lifestyle Health from the PSD website. 

1. Click Staff and log in 
2. Click Employee Health and Wellness 
3. Click on Lifestyle Health Program 
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Risk Management 
The Risk Management Department manages the district’s Workers’ Compensation program, 
including reporting of claims, reviewing of physician reports, assistance with modified duty, return 
to work physicals, and safety in the workplace. 

 

Your rights under the Workers’ Compensation Act 
Workers’ Compensation insurance provides employees with appropriate medical care and a 
portion of lost wages following a work-related injury, illness, or disease. This insurance is provided 
by employers at no cost to employees. If you have a work-related injury: 

1. Notify your supervisor immediately. You must also submit an Employee’s Report of a Work- 
Related Injury. Failure to report an injury to your employer within four working days may 
result in your compensation benefits being reduced. 

2. PSD will send the details of your injury, illness, or disease to their 3rd party administrator, 
who will file a “First Report of Injury” with the Colorado Division of Workers’ Compensation 
when required. You also have the right to file your own injury report directly with the 
Division. 

3. You are entitled to reasonable and necessary medical, surgical and hospital treatment for 
your injuries or occupational disease. The PSD Employee’s Report of a Work-Related Injury 
contains a list of at least four providers, as required by law, from which you may choose one 
to serve as the designated medical provider for your claim. If you require emergency medical 
attention, please proceed to Harmony Urgent Care or the nearest emergency room facility. 

4. Compensation payments made to you for lost wages resulting from an injury or occupational
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Mileage Reimbursement 
It is PSD’s policy to reimburse all employees for mileage claimed in the 
course of conducting necessary and legitimate district business. If you 
use your personal car for district business, you will be reimbursed for 
the use of your personal car, with the exclusion of any home-to-work 
mileage, at a rate established annually during the budget process. 

 

All employees shall receive their regular mileage reimbursement from 
either the Accounting Department or their site. To claim regular mileage 
reimbursement, follow these instructions: 

 

Use actual odometer miles, or use the mileage amounts on the current PSD Mileage Chart. The 
chart is provided as an aid only; it is not used to verify mileage amounts. This chart can be found 
on the PSD intranet. 

 

1. Click Staff and log in 
2. Highlight Staff Support and Resources 
3. Click S.A.F.E. 
4. Search Mileage in the upper left-hand corner 
5. Click Mileage Chart - to and from PSD sites 

 

Submit an approved Mileage Reimbursement Form to your site for reimbursement, or, submit 
the completed form to the Accounting Department for processing. 

 

The Mileage Reimbursement Form can be found online on the PSD intranet 
 

1. Click Staff and log in 
2. Highlight Staff Support and Resources 
3. Click S.A.F.E. 
4. Search Mileage 
5. Click Mileage Reimbursement Form 

 

Extra Duty 
Extra Duty coaching assignments, appearing on salary Schedule C and E, are appropriate and assignments 
may be set up for this duty. Non-exempt employees must receive approval from Human Resources 
before accepting an Extra Duty assignment.
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Financial 

mailto:fast@psdschools.org
https://fs.psdschools.org/adfs/ls/?SAMLRequest=hZJLb4MwEIT%2FCvI9mFdCagUkmhwaKW1RQnvopTJggiXjpV7Tx78vSfpIL%2Bl5Z2dmP%2B0Cead6lg221VvxMgi0znunNLLjICGD0Qw4SmSadwKZrdguu92wwPVYb8BCBYo4GaIwVoJegsahE2YnzKusxMN2k5DW2h4ZpT0MtRGuNYPQYGyrYC8rt4KO7lpZlqCEbV1EoIeAgOb3u4I4q7GR1Pzg%2FevUoNtjjVULoNAFs6e8bpAqpMRZrxLyPI2nMx7xeRNezUUZNKVfcz6deRGPYx6W4ShDHMRao%2BXaJiTwAm%2FixRM%2FLPyIRSELoifi5F%2F3XUtdS72%2FDKM8iZDdFEU%2BOZV%2FFAaPxUcBSRcHpOwYbM4gX7bl32RJ%2Bj9H%2FOG4oGdhp%2BSe3Y3u61UOSlYfTqYUvC2N4FYkxCc0Pa38%2FYX0Ew%3D%3D&RelayState=ss%3Amem%3Afc2eb26562a240d3acea140223be4e29f6176659add9f53ed49d62716abf45ad
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Your Department or School 
Your own department or school, via your immediate supervisor, determines your work schedule, 
when breaks and lunch occur, specific tasks and duties that may not be detailed on your job 
description, and site performance and safety standards. Your supervisor is responsible for 
providing you the tools, training, and resources to enable you to do your job well. He or she is 
there to answer your questions, evaluate your progress, and ensure that you work in a safe 
environment. If your supervisor does not have a copy of your job description, you can find it on 
the PSD website. 

 

1. Highlight the Careers page 
2. Click Working at PSD 
3. Under Quick Links Click on Job Descriptions 
4. Click on Job Category you are assigned 
5. Click on the applicable job family. Click your job title 

 

School Safety and Security 
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Customer Support Center 490-3333 
Customer Support Specialists are available 7:00 am to 5:00 pm, Monday through Friday, to 
handle: 

¶ Emergency calls 

¶ Maintenance requests 

¶ Estimates for new installations 

¶ Security requests 
¶ Facility rentals 

A 24-hour answering service handles after-hour emergency calls. 
 

Information Technology 
Information Technology is the team that plans, builds, implements, and maintains all 
technology systems throughout PSD. The IT Department is located in the district Information 
Technology Center (ITC) building within the Support Services Center complex. 

 

To learn more about the IT Department please visit their website. Go to: 
1. Highlight Your District 
2. Click Department Directory 
3. Click Departments E-L 
4. Scroll to and click Information Technology 

 

For staff resources related to Information Technology, such as links to various PSD Internal 
Applications, “How to” videos and resource guides, visit the IT Intranet: 

1. Click Staff and log in 
2. Highlight Staff Support and Technical Resources 
3. Click Technical Support 
4. 

https://it.psdschools.org/
mailto:helpdesk@psdschools.org
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Job Classification Information 
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Classified Staff 

Overtime and Compensatory Time (Classified) 
The U.S. Department of Labor’s Fair Labor Standards Act (FLSA) defines classified employees as 
either exempt or nonexempt. Exempt employees are not subject to the minimum wage and 
overtime provisions of the FLSA. Exempt employees have a fixed salary and do not receive 
additional wages for additional hours worked beyond their scheduled hours. If you are an 
exempt employee you do not earn overtime or compensatory time, and your job title and pay 
range is found on the Classified Exempt Salary Schedule (Y). 

 

Nonexempt employees are subject to the minimum wage and overtime provisions of the FLSA 
and are paid an hourly rate of pay for all hours worked. If you are a nonexempt employee your 
job title and pay range is found on the Classified Hourly Salary Schedule (H). 
Nonexempt employees are also eligible to earn overtime. Overtime, at time-and-one-half, 

https://poudreschools.sharepoint.com/DocLib/SAFE/SitePages/SAFE.aspx
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Classified Professional Growth (Classified) 
The Classified Professional Growth program rewards learning and acquiring new skills while 
fostering career development and performance improvement. Classified employees who 
participate in this program receive a monetary stipend and are automatically eligible for the 
program after completing one year of employment with PSD. Employees may begin taking 
classes upon initial hiring. Eligible classified employees may receive one stipend per school year. 
The stipend is a gross amount of $400 for 40 hours of class/training time. Applications are 
available online in the Document Library. A completed application must be submitted by October 
1st for payment on the November payroll check, or by April 1st for payment on the May check. 

https://psdschools.tedk12.com/
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Licensed Staff 
Teaching Conditions (Licensed) 
Profuide 202

/sites/default/files/PSD/human_resources/Employee%20Agreement/Employee%20Agreement.pdf
/sites/default/files/PSD/human_resources/Employee%20Agreement/Employee%20Agreement.pdf


/sites/default/files/PSD/human_resources/Employee%20Agreement/Employee%20Agreement.pdf
/sites/default/files/PSD/human_resources/Employee%20Agreement/2020.21%20EA%20Final.pdf
https://psdschools.tedk12.com/
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Lane Changes/Professional Growth (Licensed) 
NOTE: The lane change process is not synonymous with the Colorado Department of Education 
process for re-licensure. Timelines and requirements may be similar in some ways, but distinctly 
different in other ways. 

Licensed staff employed in Poudre School District are placed on the Licensed Salary Schedule 
according to level of experience (step) and level of education (lane). Course work beyond degrees 
may be accepted for horizontal movement on the salary schedule if the course work contributes 
to the professional assignment or professional growth of the staff member. 

Lane change for the first 



 

 
PSD Employee Resource Guide 2023-2024          

 

Lane Change/Salary
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Leave Time and Leaves of Absence (Licensed) 
What type of leave time do licensed teachers and SSP’s get? 
¶ Full-time teachers and SSP’s receive 5 days of Personal Time per school year. Please 

refer to Article 13.3 in the Employee Agreement for more information. 

¶ Teachers and SSP’s accrue Sick Leave at a rate of 1 day 
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Vacation (260, 12-month employees only) — Eligible 12-month employees earn paid vacation 
leave at the following rates: 

• One or more years of employment—the equivalent of approximately 20 working days per 
year 

Additionally, administrative or professional employees with 21 or more years of service receive 
added leave time equivalent to one additional day for each year of service to a maximum of 25 
days of vacation. 

 

Requests to use vacation leave must be appro  
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Important Contact Information  Phone 
Numbers, Websites, and  E-Mail Addresses 

Effective August 1, 2022 

 
BENEFITS CONTACT INFORMATION 

If you have questions 

mailto:dianed@psdschools.org
mailto:melj@psdschools.org
http://www.cigna.com/
http://eas.psdschools.org/
mailto:melj@psdschools.org
mailto:mcampos@psdschools.org
http://www.copera.org/
http://www.optumrx.com/
http://www.optumrx.com/
http://www.vsp.com/
mailto:mcampos@psdschools.org
mailto:melj@psdschools.org
mailto:PSDbenefits@psdschools.org
mailto:payroll-l@psdschools.org
mailto:dianed@psdschools.org
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Poudre School District’s 
Employee Quick Reference Guide to SmartFind Express (SFE) 

System Phone Number: 970-490-3475 | Web Browser URL: https://poudre.eschoolsolutions.com 

User/Access ID   

(YOUR PSD EMPLOYEE ID) 

Password/PIN  

For assistance in retrieving a misplaced Password/PIN, 
please contact your school’s office manager or the IT Help Desk at 970

https://poudre.eschoolsolutions.com/
https://poudre.eschoolsolutions.com/
https://poudre.eschoolsolutions.com/


 

 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Educate...Every Child, Every Day 
 

Poudre School District exists to support and inspire every child to think,  
to learn, to care, and to graduate prepared to be successful in a changing world. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 


