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Announcements
•Attached is Board policy information that 
is distributed on an annual basis. These 
policies relate to 1) equity in employ-
ment, programs and services, 2) harass-
ment and 3) substance-free workplace.  
If you have questions or need additional 
information, please contact Kim Martin, 
Board Secretary, at Ext. 6710. For ad-
ditional policy information, refer to the 
on-line policy manual accessible from the 
GWAEA Staff page on the agency web 
site.

Correct Area Education Agency Administrator 
Numbers
Following the Des Moines Register’s attack article on Iowa’s Area Education Agencies, Des Moines Register’s attack article on Iowa’s Area Education Agencies, Des Moines Register’s
the agencies’ Chief Administrators met with the Department of Education staff to clarify 
how all AEAs will count administrators from now on. 

The Register article stated that despite mergers reducing the number of AEAs from 15 The Register article stated that despite mergers reducing the number of AEAs from 15 The Register
down to 10 that the AEAs have “nearly four times as many (administrators) as they did 
fi ve years ago.” That statement was based on The Register staff misinterpreting job The Register staff misinterpreting job The Register
categories from BEDS and CAR reports or from some of the AEAs using the wrong 
category codes within these complex reports. category codes within these complex reports. 

After meeting with the DE staff, the Chiefs agreed to count licensed individuals who 
supervise licensed staff as “administrators.” As a result, the group was able to quickly 
summarize what has happened in terms of total administrative personnel in the last fi ve 
years. Although we have had numerous administrative changes in personnel and job 
titles at Grant Wood AEA in recent years, the net result has been no growth in adminis-
trators and managers. 

Statewide, the AEA system and the Department of Education agree that the number of 
AEA administrators has declined over the past fi ve years by 25.8 FTE, a decline of 14% 
in administrators.  The chart below summarizes the number of administrators over the 
past fi ve years. It should be noted that Heartland AEA has had a gain of an additional 
6,000 students in their service area over the past fi ve years.

Only Licensed Administrative Staff who Supervise Licensed StaffOnly Licensed Administrative Staff who Supervise Licensed Staff  Only Licensed Administrative Staff who Supervise Licensed Staff  Only Licensed Administrative Staff who Supervise Licensed Staff

  

The intent of the AEA mergers was to free up funding to provide more services to the 
schools and children that we serve. We know that these administrative reductions have 
allowed us to do that. This information was shared with key legislative leaders earlier 
this week.

2003-04 2007-08 Reduction
Keystone AEA 1(Elkader) 13 10 -3
AEA 267 (Cedar Falls) 26.2 17.4 -8.8
Prairie Lakes AEA 8 (Pocahontas) 12 12 0
NW AEA 12 (Sioux City) 15 13 -2
Mississippi Bend AEA 9 (Bettendorf) 24 15 -9
Grant Wood AEA 10 (Cedar Rapids) 19 19 0
Heartland AEA 11 (Johnston) 29 31 2
Loess Hills AEA 13 (Council Bluffs) 15 15 0
Green Valley AEA 14 (Creston) 7 5 -2
Great Prairie AEA 15 (Ottumwa) 19 16 -3
TOTAL 179.2 153.4 -25.8

http://www.aea10.k12.ia.us/portal/portalindex.html
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Budget Memo and FAQ's
The following FAQ is a result of the Janu-
ary 9 issue of the Bulletin Board which 
generated a number of questions from 
staff. In that issue, we reported Governor 
Chet Culver’s announcement of a 1.5 
percent across-the-board budget cut for 
this current year translates into an ap-
proximately $200,000 cut in state aid to 
Grant Wood AEA.

Selective Hiring PlanSelective Hiring Plan (from Jan. 9 Bul-
letin Board) 

The Agency has instituted a selective hir-
ing plan effective 12/19/08. Factors to be 
considered when determining the posting 
of a position are:

•Is the position funded by a grant or out-
side source?
•Is the position necessary to meet the 
requirements of an IEP/IFSP?
•Does the position meet a critical need for 
the Agency?

Some currently open positions will be 
changed to “Anticipated Vacancies”. This 
will allow the agency to continue to gather 
applications and conduct interviews. If 
circumstances allow, we can then move 
the position from an “Anticipated Va-
cancy” to a “Vacancy”, and move quickly 
to fi ll the position. Other open positions 
that meet the considerations noted above 
will remain open, and these positions 
will be fi lled when a qualifi ed applicant is 
located.

FAQ: What are the Agency's critical 
needs? (Bullet #3)

First of all, it’s important to recognize that 
all Agency staff do important work and 
employee contributions are valued. Tight 
economic times provide an opportunity, 
as well as an obligation, to reconsider 
how the Agency is conducting business 
and how we might deliver services in a 
more effi cient manner without compromis-
ing quality. If a decision is made not to fi ll 
a position that becomes open, this would 
be due to a change in priority or the need 
to re-allocate resources and the decision 
is not a refl ection of the person leaving 
the position.

“Critical needs” of the Agency evolve 
and change as we best try to 1) meet 
the needs of our schools, families, and 

clients, 2) comply with both state and 
federal mandates and requirements 
and 3) conduct business in a fi scally 
responsible manner. Each position that is 
vacated will be evaluated on a case-by-
case basis to determine the key aspects 
of the assignment and whether other 
alternatives or options can be identifi ed 
to meet the essential or immediate needs 
more effi ciently and effectively. It’s pos-
sible a critical need may be addressed 
by not fi lling FTE in some job categories 
and/or adding FTE in others, depending 
on the situation. 

Due to the fl uid nature of needs, it’s 
not feasible to provide a list, but some 
examples of current critical initiatives for 
the Agency include work around Iowa 
Core Curriculum, Instructional Decision 
Making, and transition. These are not the 
only critical needs in the Agency, but are 
provided as examples based on expecta-
tions for the Agency to support state ini-
tiatives and meet state performance plan 
requirements. These examples hopefully 
help promote a better understanding for 
the term “critical need.” 

FAQ: Should job categories typically 
not listed as service providers on 
IEP/IFSPs assume that their positions 
are at risk? We want to avoid the line 
of thinking that "I better get on more 
IEPs". (Bullet #2)

The Selective Hiring Plan is an evalua-
tion of positions as they become open 
and is not a strategy for reducing staff by 
layoff.  No job category is more or less 
at risk than any other and each will be 
weighed individually when determining 
how to fi ll positions. For example, while 
speech services may frequently be iden-
tifi ed on IEPs/IFSPs this does not mean 
an SLP position will automatically be 
posted if a current SLP resigns or retires. 
Rather, assignments and service strate-
gies will be reviewed to determine what 
other options may be viable for meet-
ing all IEP/IFSP needs in the region. In 
some situations adequate coverage may 
be possible with remaining FTE and in 
other situations it may be determined all 
IEPs/IFSPs cannot be satisfactorily ad-
dressed unless some of the exiting FTE 
is maintained. The input of the RA and 
management link for the discipline will be 
considered in these staffi ng decisions. 

Out of State Travel (from Jan. 9 Bulletin 
Board)

As of 12/19/08, the Agency has suspend-
ed all non-essential out-of-state travel 
that 1) was not approved by 12/19/08 
and 2) is not supported by grant funds or 
other outside sources. Agency Directed 
travel requests may still be made using 
the current process. If an Agency Di-
rected travel request is submitted and not 
approved, staff may apply to use Profes-
sional Leave dollars. This practice will be 
in effect for the next several months until 
we know more about budget projections 
for the 2009-2010 school year.

FAQ: How do we determine if profes-
sional leave expenses are approved 
or not? Staff have been “saving” 
professional leave dollars to attend 
a national conference with the activ-
ity supported by professional leave 
goals. Since the conference is out of 
state, is the request ‘at-risk’ for not 
being approved?  

The travel restrictions referenced in the 
previous memo are primarily directed at 
AGENCY-DIRECTED travel requests.  
Staff may continue to request use of Pro-
fessional Leave dollars for out-of-state 
travel. The restrictions for Agency-di-
rected out-of-state travel will be in effect 
for the next several months until we know 
more about the budget projections for the 
2009-2010 school year.

Other Budget QuestionsOther Budget Questions

FAQ: Is the expense of repairing the 
6th Street building due to fl ood dam-
age an area that can be considered 
when making budget cuts?

No, the expense of repairing 6th Street 
won’t be a primary consideration when 
making budget cuts. We are still antici-
pating FEMA (Federal Emergency Man-
agement Agency) will cover 90% and the 
State of Iowa will reimburse the remain-
ing 10% of the cost to repair our building. 
The following scenario may help further 
explain the issues around this question.

Some may suggest putting down a lower 
quality carpet in 6th Street in order to 
save money and put that savings toward 
fi lling an open position. If we replace 
with that lower quality carpet, FEMA will 
only reimburse us for the actual cost of 
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Facilities Update
A big thank-you to all staff as you con-
tinue to work through all of the changes 
and disruptions to our normal work fl ow 
and environment. We recognize that 
whether you have a “place” at one of the 
facilities or are working from other loca-
tions that this year has been a diffi cult 
and long one. Despite all of our diffi cul-
ties, our children, schools, teachers, and 
families continue to see our best and 
that we are committed to providing them 
with outstanding service. The staff work-
ing out at 6th street have been tremen-
dous in both managing the noise and 
fl urry of activity as we work to get our 
home back – we’re all grateful that they 
are fi nding ways to make this all work. 
We’re hearing more and more people 
getting anxious to “move home” and 
back to the building – even those who 
weren’t permanent or regular “residents.” 
The good news is that it won’t be long!

The back portion of the 6th street build-
ing – every area but the conference 
center – is rapidly transforming. Our goal 
of moving media, graphics, technology 
and IT back in late April is looking very 
do-able. Almost all of the walls are up 
and many are beginning to receive their 
fi rst coats of primer paint. We are in the 
process of beginning to put in a new 
data network system that will support 
our phone system and the demands for 
fast internet – a solution that is largely 
FEMA eligible. We are hoping that soon 
we will begin to provide opportunities 
for short, guided tours after the contrac-
tors end their work day so that staff may 
begin to see the progress and begin to 
envision the “new” building. The second 
fl oor design options are nearly complete 
and we should have 3-dimensional ren-
derings and layouts for the committee 
and staff to see very soon. From there 
the work will be to make the tweaks and 
adjustments necessary to accommodate 
as many needs as we can.

From the Payroll / Benefi ts Desk 
Form W-2 Wage and Tax Statements for 
2008 were mailed to employees on Janu-
ary 26, 2009.  

Now is a good time to review your tax 
withholding status.  If you’ve had a family 
change (marriage, divorce, birth of child, 
child no longer a dependent) you may 
want to update your W-4 tax withholding 
forms. 

For questions regarding your W-2 state-
ment or W-4 tax withholdings, contact 
Cathy Kearns, Business Services, Ext. 
6706 or e-mail ckearns@gwaea.org.

Congratulations!
  •to Sean and Lynn Bucheit, 
Speech/Language Pathologist, on the 
birth of their new baby girl. Harlow Mae 
Bucheit was born January 3 and weighed 
6 lbs. 7 oz.

 •to Michelle Pettitt, Clerk, who 
participated in the Iowa Winter Games, 
January 12-13 at Sundown Ski Resort 
in Dubuque. Michelle earned a Silver 
and Gold Medal in the Giant Slalom and 
Slalom events.

the lower quality carpet. We could not 
“pocket” the savings and put it toward 
the open position. Consequently, it is in 
the Agency’s best interest to replace the 
carpet with a durable product similar to 
what we had before the fl ood.  

FAQ: During stressful times, the un-
fortunate tendency may be self-pres-
ervation. The following “water cooler 
conversations” were identifi ed: 

•Staff with assignments in the schools 
may not see the direct impact of agency-
wide positions and when budget cuts are 
looming, it is the “unseen” that often are 
mentioned most at the water cooler. How 
can decision-making for hiring (or reduc-
ing) become more visible? 

 The Management staff will com-
municate as much as possible should 
a budget reduction become necessary. 
For confi dentiality purposes and to be 
sensitive to all affected employees, it is 
unlikely that the reasons for all staffi ng 
decisions will be visible or transparent but 
we will work hard to be as open as pos-
sible.

•Staff understand the funding sources 
for our budget, but may not understand 
why content consultant positions are fi lled 
using federal/state special education dol-
lars. Some support services have felt the 
‘pinch’ over the last few years when more 
content consultants are hired leaving less 
money to hire more psychologists, spe-
cial education consultants, etc. How can 
decision-making for hiring (or reducing) 
become more visible?

 Content consultant positions are not 
paid for with Special Education funding. 
The “pinch” that staff may be feeling is 
caused by a number of factors including 
increasingly complex cases, state/federal 
mandates, higher demands from mul-
tiple stakeholders and additional needs 
expressed by our districts and families. 
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Professional Development 
Opportunities
2/3/09 Parents as Allies
2/4/09 Accessible Instructional Materi-
als 101 Webinar
2/5/09 Exploring Diversity
2/5/09 Moving High Schools to 21st 
Century Learning Communities
2/6/09 Managing Stress in the Work-
place
2/9/09 Crisis Prevention Intervention 
Certifi cation
2/9/09 CBE: Written Language
2/10/09 Accessible Instructional Materi-
als 101 Webinar
2/10/09 Excel: Spreadsheet Basics
2/11/09 Web IEP 5 – Training Workshop
2/12/09 Excel: Beyond the Basics
2/16/09 Early Intervening and RtI for 
Speech Language Pathologists
2/17/09 Transition Assessment
2/18/09 Helping Districts Meet Federal 
and State Requirements for English 
Language Learners
2/18/09 Solving Behavioral Issues in 
Autism
2/21/09 Improving the Learning of Eng-
lish Language Learners in the Preschool 
Setting
2/23/09 The Healthy Workday
2/24/09 Outlook for Beginners

For location, more information, or to 
register, go to the Professional Develop-
ment web page.

Our Sympathy...
 •to Sally Hartman, School Psy-
chologist, whose mother, Mary Hartman 
passed away Jan. 26. Services were in 
Evansville, IN. 

American Cancer Society’s 
Daffodil Days

To purchase bunches of daf-
fodils, and make a contribution 
towards the fi ght against Cancer, 
please see, call, or e-mail Cathy 
Nelson at the 6th Street Facil-
ity front desk. (399-6700 or “0”, 
canelson@aea10.k12.ia.us)

•Bunch of Daffodils: $10.•Bunch of Daffodils: $10.
•Vase & a Bunch: $12.•Vase & a Bunch: $12.
•Dainty Daffodils: $15. •Dainty Daffodils: $15. 
•Bear Hugs for Hope: $25. Comfort a •Bear Hugs for Hope: $25. Comfort a 
child experiencing cancer with their very child experiencing cancer with their very 
own limited edition Boyd’s Bear. own limited edition Boyd’s Bear. NEW!
•Gift of Hope Bouquet: $25. These bou-•Gift of Hope Bouquet: $25. These bou-
quets are given anonymously to cancer quets are given anonymously to cancer 
patients.patients.
•Bear and a Bunch: $25. This is a •Bear and a Bunch: $25. This is a 
Boyd’s Bear and a bunch of daffodils, Boyd’s Bear and a bunch of daffodils, 
specially designed for American Cancer specially designed for American Cancer 
Society’s Daffodil Days. Society’s Daffodil Days. 
•Sunshine Bouquet: $75. A glass vase •Sunshine Bouquet: $75. A glass vase 
fi lled with brilliant yellow daffodils and fi lled with brilliant yellow daffodils and 
greenery to thank clients, customers, greenery to thank clients, customers, 
employees or vendors or decorate an employees or vendors or decorate an 
offi ce, lobby or church.offi ce, lobby or church.
•Half case: $250. •Half case: $250. 
•Case of daffodils: $500.•Case of daffodils: $500.

Pictures of these are at the 6th Street 
front desk.

Orders will be taken from now until 
February 11, 2009. Flowers can be 
picked up on or around March 12, 2009. 
(Please make checks payable to the 
American Cancer Society.)

Stop by the 6th Street Facility front 
desk, from 7:30 a.m. to 4:30 p.m. or call 
0/*6310 to place your order. Thank you 
for contributing.

February Blood Drives
Give the gift of life by donating blood. 
Call 1-800-GIVE-LIFE (1-800-448-3543) 
or visit www.givebloodgivelife.org for 
more information or to schedule an ap-
pointment. 

Computer Timesaver Tip
Splitting a Word Document

On occasion, such as typing a table or 
creating an executive summary, you may 
have a long document where you need to 
review text in one portion of the docu-
ment and then want to type it elsewhere 
in the same document. You can’t open 
two copies of the same document. How-
ever, you CAN split the document. Here’s 
how:

-Move your cursor to the end of your 
document (this is a learning example only 
– you can place the cursor anywhere in 
the document you want to do this).
-Look at the slider bar on the right-hand 
side of the screen.
-Above the top arrow of the slider, you’ll 
see a small horizontal box. Click and drag 
it down to midway in your Word docu-
ment.
-Your document is now divided in half, 
and if you have the ruler turned on, you’ll 
have two rulers on the screen – one at 
the top of each box.
-Move the cursor to the top half of the 
Word document and click anywhere in 
that space.
-Now select Ctrl Home. Notice how the 
text below remains at the END of the 
document.  
-To remove the split screen, move the 
mouse cursor to anywhere along the bar, 
click and drag it back to the top or to the 
bottom of the window. The split screen 
will disappear.
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Grant Wood Area Education Agency extends equal opportunities in 
its employment practices, educational programs and services, and 
does not discriminate on the basis of color, gender, race, national 
origin, religion, creed, age, sexual orientation, gender identity, 
marital status, disability, veteran status or as otherwise prohibited 
by law. If you believe you or your child has been discriminated 
against or treated unjustly, please contact the Agency’s Equity 
Coordinator, Maria Cashman, at 319-399-6847 or 1-800-332-8488 
or TDD 319-399-6766, Grant Wood AEA, 4401 Sixth St SW, Cedar 
Rapids, IA 52404.



 
01/30/09 

ANTICIPATED 

VACANCIES  
2009-2010 

 

MANAGEMENT 
 

Professional Development Coordinator (Closing date: January 30, 2009) (1.0) 
(Northern Facility/Professional Development)   

 

 CONTRACTED 
 

Curriculum Consultant Science  (1.0) 
(33rd Ave/Northeast Region)   
   
School Social Worker  (up to 1.6) 
(Northern Facility/Northeast Region)  (.6) 
(Northern Facility/Cedar Rapids Region)  (up to 1.0) 
   
Speech-Language Pathologist  (1.0) 
(Agency Center TBD/Region TBD)   
   
Teacher: Off-Site Programs  (1.0) 
(A.W.A.R.E/Off-Site Region)   

 

2008-2009 
CONTRACTED 

 
Occupational Therapist  (1.4) 
(Northern Facility/Cedar Rapids Region)  (.4) 
(Northern Facility/Agency-wide)  (1.0) 

 

SALARIED 
 

Programmer   (1.0) 
(Northern Facility/IMS)   

 

CLASSIFIED 
 

Paraeducator/Autism (Recommendation to the Board) (1.0) 
(33rd Ave/Central Region)   
   
Paraeducator   
(Off-Site/AWARE) (Recommendation Pending) (.72) 
(Off-Site/BLC) (Recommendation Pending) (.72) 
(37.5 hours/week; school year)   

 

 
 

ASSIGNMENT OPENINGS 
In addition to the vacancy posting, assignment openings may also be available to contracted staff members for a period of five 
days.  For a listing of those assignment openings, staff may call voicemail box x6302.  (In-house: 6555, x6302; Cedar Rapids 
calling area: 399-6555, x6302; WATS line: 1-800-798-9771, x6302).  Staffs wishing to be considered for a change in 
assignment are to submit the request in writing to both the identified Regional Administrator and the Associate Administrator.  
(For further information regarding assignment requests, please see Article 10, Paragraph D, of the Master Agreement for 
Contacted Staff) 



ANNUAL NOTICE TO ALL GWAEA STAFF 
Equity Policy 

 

Policy # 4119 - Equity in Employment, Programs and Services 
 
Related Regulation:  # 4119A - Equity in Employment, Programs and Services Complaint Procedure 
 
Date Adoption: October 15, 1987 Date Modified: May 15, 2002 
Date Modified: December 15, 1993 Date Modified: May 10, 2006 
Date Reviewed: May 21, 1997 Date Modified: July 18, 2007 (3000 Series) 
Date Modified: April 21, 1999 Date Modified: November 13, 2007 (4000 Series) 
 
The Grant Wood Area Education Agency shall extend equal opportunities in its employment practices, educational programs and 
services and shall not discriminate on the basis of color, gender, race, national origin, religion, creed, age, sexual orientation, gender 
identity, marital status, disability, veteran status or as otherwise prohibited by law. 
 
Any complaint of alleged discriminatory conduct shall be properly investigated as rapidly as possible in accordance with complaint 
procedures established by Administration.  If a complaint is not satisfactorily resolved at the Administrator level, the Board authorizes 
the timely use of a Board committee to hear the complaint, make a full determination for resolution of the complaint, and submit its 
recommendation to the Board of Directors. 
 
Discrimination by an Agency employee is misconduct.  An employee who violates this policy may be subject to disciplinary action, up to 
and including termination. 
 
Legal Reference: Iowa Code (2007) Ch 19B, 20, 35C, 73, 216, 256, 280. 
Sec 504, Vocational Rehabilitation Act of 1973, Sec 84.4(a) and 84.8(a). 
Title IX of the Educational Amendments of 1972, Sec 86.9(a). 
Office of Civil Rights Guidelines for Vocational Educ, Sec IV.  
 

Administrative Regulation # 4119A 
Equity in Employment, Programs and Services Complaint Procedure 

 
Related Policies: 
# 4119 - Equity in Employment, Programs and Services Complaint Procedure 
# 4120 – Equal Employment Opportunity and Affirmative Action 
# 4121 – Workplace Environment 
# 4122 – Complaint Procedure 
# 4123 - Harassment 
 
Date Adopted: October 15, 1987 Date Reviewed: May 10, 2006 
Date Modified: October 31, 1991 Date Reviewed: September 20, 2006 
Date Modified: December 15, 1993 Date Modified: November 13, 2007 
Date Reviewed: May 21, 1997 Date Modified: April 16, 2008 
Date Modified: May 15, 2002  
 
Any complaint of alleged discriminatory conduct or practices, or any dispute involving the interpretation or application of this policy shall 
be processed by the Agency in accordance with the following procedures and shall be executed as rapidly as possible: 
 
Level One –  
Employment Practices 
Employees with a complaint of discrimination in Agency employment practices shall follow the Agency’s complaint procedure outlined in 
Policy/Regulation #4122.  A job applicant with a complaint of discrimination in Agency employment practices shall first discuss it with 
the Human Resources Office.  If the matter cannot be resolved informally, the complaint may proceed to the Equity Coordinator for 
discussion and/or to initiate the formal procedure at the following levels. 
 
In the event the Equity Coordinator becomes aware of an issue for which no complaint has been made, the Equity Coordinator or 
designee has the authority to initiate an investigation in the absence of a complaint. 
 
Programs and Services 
Employees with a complaint of discrimination in Agency programs or services shall first discuss it with their immediate supervisor, with 
the objective of resolving the matter informally.  If the matter cannot be resolved informally, the complaint may proceed to the staff 
member’s Associate Administrator. A student, parent or volunteer with a complaint of discrimination in Agency programs or services 
shall first discuss it with the AEA staff member involved, with the objective of resolving the matter informally.  If the matter cannot be 
resolved informally, the complaint may proceed to the immediate supervisor.  If the matter cannot be resolved with the immediate 
supervisor, the complaint may proceed to the staff member’s Associate Administrator.  If the matter cannot be resolved with the 
Associate Administrator, the complaint may proceed to the Equity Coordinator for discussion and/or to initiate the formal procedure at 
the following levels. 
 
Level Two – If the complaint is not resolved at Level One and the complainant wishes to pursue the complaint, he/she may file a 
signed, written complaint with the Agency’s Equity Coordinator.  The complaint shall state the nature of the complaint and the remedy 
requested.  The filing of the formal, written complaint at Level Two must be within fifteen (15) business days from the date of the initial 
Level One meeting regarding the complaint.  The complainant may request that a meeting concerning the complaint be held with the 
Equity Coordinator or alternate.  A minor student may be accompanied at that meeting by a parent or guardian.  The Equity Coordinator 



or alternate shall investigate the complaint and attempt to resolve it.  A signed, written report from the Equity Coordinator regarding 
action taken shall be sent within fifteen (15) business days after receipt of the complaint. 
 
Level Three – If the complaint is not resolved at Level Two, the complainant may process it to Level Three by presenting a written 
appeal to the Administrator within ten (10) business days after the complainant receives the report from the Equity Coordinator.  The 
complainant may request a meeting with the Administrator or his/her designee.  The Administrator or his/her designee has the option of 
meeting with the complainant to discuss the appeal.  A decision shall be rendered by the Administrator or his/her designee within ten 
(10) business days after receipt of the written appeal. 
 
Level Four – If the complaint has not been resolved to the satisfaction of the complainant at Level Three, the complainant may file a 
notice in writing to the Administrator or designee within ten (10) business days of the decision at Level Three that the complaint be 
submitted to a Board Committee composed of at least two (2) Board members. Within fifteen (15) business days after receipt of the 
Level Four notice, the Board Committee shall meet to hear the complaint. 
 
After hearing the complaint, the Board Committee shall make a full determination for resolution of the complaint and submit its 
recommendation to the Grant Wood AEA Board of Directors at its next regular meeting. The decision shall be rendered in writing by the 
Administrator to the complainant within five (5) business days of the Board's action. The decision on the matter shall be final and shall 
not be precedential. 
 
This procedure in no way denies the right of the complainants to file formal complaints with the Iowa Civil Rights Commission, the 
Federal Office of Civil Rights or other agencies available for mediation or rectification of civil rights complaints, or to seek private 
counsel for complaints alleging discrimination. 
 
 Equity Coordinator: Maria Cashman  
 Office Address: 4401 6th St SW, Cedar Rapids, IA  52404 
 Phone Number 319/399-6847 
 Office Hours: 8 a.m. to 4:30 p.m., Monday through Friday 
 
Legal Reference: Sec 504 of the Vocational Rehab Act (1973) Sec 84.4(a) and 84.8(a). 
Title II of ADA, Title VII of the 1964 Civil Rights Act 
Title IX of the Educational Amendments of 1972, Sec 86.9(a) 
Iowa Code (2007), Ch 19B, 20, 35C, 73, 216, 256, 280 



ANNUAL NOTICE TO ALL GWAEA STAFF 
Harassment Policy 

 

Policy # 4123 - Agency Personnel:  Harassment or Bullying 
 
Related Policies: 
# 4119 - Equity in Employment, Programs and Services Complaint Procedure 
# 4120 – Equal Employment Opportunity and Affirmative Action 
# 4121 – Workplace Environment 
# 4122 – Complaint Procedure 
 
Related Regulations: # 4121A, # 4122A, #4123B 
 
Date Adopted: April 16, 1984 Date Modified: January 15, 2003 
Date Reviewed: April 20, 1994 Date Modified: May 10, 2006 
Date Modified: January 15, 1997 Date Modified: November 13, 2007 
Date Modified: December 15, 1999 
 
To promote a fair, supportive and safe work and school environment, harassment or bullying of individuals is prohibited by federal, state 
and local policy and shall not be tolerated in the Agency.  Agency employees, volunteers and students on Agency property, premises, 
vehicles or facilities or while engaged in Agency business or present at any Agency function or Agency-sponsored activity shall not 
engage in harassing or bullying behavior and shall not engage in reprisal, retaliation or false accusation against a victim, witness or an 
individual who has reliable information about an act of harassment or bullying.  (Volunteer means an individual who has regular, 
significant contact with students.)  This policy is also in effect if the misconduct directly affects the good order, efficient management 
and welfare of the Agency.   
 
The Agency shall take action deemed appropriate to protect individuals from harassment or bullying.   
 
The Agency shall promptly and reasonably investigate allegations of harassment or bullying.  The Equity Coordinator or designee shall 
be responsible for handling all complaints alleging harassment or bullying.  Any employee, volunteer or student whose behavior is 
alleged to be in violation of this policy shall be subject to an investigation procedure under Policy #4122 (allegations by employees), 
Administrative Regulation #4123B (allegations by students) or Administrative Regulation #4119A (allegations by volunteers), as 
appropriate.   
 
Any person who promptly, reasonably and in good faith reports an incident of harassment or bullying under this policy to an Agency 
official shall be immune from civil or criminal liability relating to such report and to the person’s participation in any administrative, 
judicial or other proceeding related to the report.    
 
Retaliation against any person because the person has filed a harassment or bullying complaint or assisted or participated in such an 
investigation or proceeding is also prohibited.  Individuals who knowingly file false harassment or bullying complaints and any person 
who gives false statements in an investigation shall be subject to discipline by appropriate measures, as shall any person who is found 
to have retaliated against another in violation of this policy. 
 
Harassment or bullying by an Agency employee is misconduct.  An employee who violates this policy may be subject to disciplinary 
action, up to and including termination.  A volunteer who violates this policy may be subject to measures up to and including exclusion 
from Agency property.  A student who violates this policy may be disciplined by appropriate measures up to and including suspension 
and expulsion. 
 
This policy shall be available on the Agency’s web site and, at least annually, the policy shall be communicated through the Agency 
newsletter. 
 
Legal Reference:  Sec 703, Title VII 29 Code of Federal Regulations 
Chapter XIV, Section 1604.11  
 

Administrative Regulation # 4123A 
Agency Personnel: Harassment or Bullying 

 
Related Policies: 
# 4119 - Equity in Employment, Programs and Services Complaint Procedure 
# 4120 – Equal Employment Opportunity and Affirmative Action 
# 4121 – Workplace Environment 
# 4122 – Complaint Procedure 
# 4123 – Harassment or Bullying 
 
Related Regulations:  4121A, 4122A, 4123B 
 
Date Adopted:   April 16, 1984 Date Modified:   January 15, 2003 
Date Reviewed: April 20, 1994 Date Modified:   May 10, 2006 
Date Modified:   January 15, 1997 Date Modified: July 18, 2007 
Date Modified:   December 15, 1999 Date Modified: November 13, 2007 
 



Harassment against individuals includes unwelcome behavior related to, but not limited to, color, gender, race, national origin, religion, 
creed, age, sexual orientation, gender identity, marital status, disability, veteran status or as otherwise prohibited by law.  Harassment 
against students also includes bullying, hazing or other victimization of students based on any of the following actual or perceived traits 
or characteristics, including but not limited to age, color, creed, national origin, race, religion, marital status, sex, sexual orientation, 
gender identity, physical attributes, physical or mental ability or disability, ancestry, political party preference, political belief, 
socioeconomic status or familial status.  Other types of harassment against individuals may include, but not be limited to, sexual 
harassment, jokes, stories, pictures, objects, verbal or nonverbal communications or actions that are offensive, tend to alarm, annoy, 
demean, intimidate, abuse, pose a threat of bodily injury or have the purpose or effect of causing injury, discomfort, fear or suffering to 
the victim(s). 
 
Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for sexual favors, or other verbal or 
physical conduct of a sexual nature when: 
 
 submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment or student’s 

education,  
 
 submission to or rejection of such conduct by an individual is used as the basis for employment or academic decisions affecting 

such individual; or 
 
 such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or student’s academic 

performance by creating an intimidating, hostile or offensive environment.  
 
The Agency’s complaint procedures provide a constructive means to consider complaints relating to alleged harassment and 
encourage open dialogue to seek a fair and reasonable solution.  (See Administrative Regulation #4122A for allegations by employees, 
Administrative Regulation #4123B for allegations by students or Administrative Regulation #4119A for allegations by volunteers.)  
Inquiries or complaints may also be directed to the Equity Coordinator or local, state or federal offices (Policy/Regulation #4121). 
 
Legal Reference: Sec 703, Title VII 
 



ANNUAL NOTICE TO ALL GWAEA STAFF 
Substance-Free Workplace Policy 

 
Policy # 4175 – Agency Personnel:  Controlled Substance/Alcohol-Free Workplace 

 
Related Regulation:  #4175A 
 
Date Adopted: November 20, 1989 
Date Reviewed: August 17, 1994 
Date Reviewed: January 15, 1997 
Date Modified: June 21, 2000 
Date Modified: April 16, 2003 
Date Reviewed: April 19, 2006 
 
The Agency recognizes substance dependency as a major health problem for an individual and a potential safety and security problem 
for the Agency in general.  To ensure a safe, supportive and secure working environment and also comply with the law, the Agency will 
provide a controlled substance/alcohol-free workplace for its employees. 
 
The Board expects the Agency and its employees to remain free from alcoholic beverages and illegal controlled substances on Agency 
premises or while conducting Agency business. An employee who violates this policy may be subject to disciplinary action, up to and 
including termination. 
 
Legal Reference:  Iowa Code Ch 123 and 124:  21 U.S.C. 812 
Sec 202, Controlled Substances Act 21 C.F.R. 
 

Administrative Regulation # 4175A 
 
Related Policy: #4175 
 
Effective Date: September 21, 1989 
Date Reviewed:  August 17, 1994 
Date Reviewed: January 15, 1997 
Date Modified: June 21, 2000 
Date Reviewed: April 16, 2003 
Date Reviewed: April 19, 2006 
 
Employees, as a condition of employment, must abide by the following provisions. 
 
No employee shall unlawfully manufacture, distribute, dispense, possess, use, or be under the influence of a controlled substance or 
alcoholic beverage on Agency premises or while conducting Agency business off the premises.  Such activity is absolutely prohibited.  
Controlled substance includes any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana or any other substance as 
defined by federal or state law. 
 
Employees with substance dependency problems are encouraged to use the employee assistance program (EAP) or other 
rehabilitation programs when appropriate.  Voluntary efforts to seek help are kept confidential. 
 
The supervisor shall determine whether to require the employee to undergo substance abuse treatment.  An employee who fails to 
participate successfully in a treatment program may be subject to discipline procedures, including termination. 
 
Employees must report any conviction under a criminal drug statute for violations occurring on Agency premises or while conducting 
Agency business off the premises within five days after the conviction.  The Agency will notify the federal contracting or granting 
agency, if applicable, within ten days after receiving notice of a conviction. 
 
At least annually, the Human Resources Office will disseminate the substance-free policy to employees. 
 
Legal Reference:  Iowa code Ch. 123 and 124:  21 U.S.C. 812 
Sec. 202, Controlled Substances Act 21 C.F.R. 


