
ADMINISTRATION
PRIVATE 

Administrative Staff Organization 

Administrative Organization, Authority, and Responsibility
2005

The board of education endorses an administrative organization known as the 'single executive' type of school administration wherein the board of education acts as the elected governing body and places all school district functions and programs under the direction of the board's chief executive officer, the superintendent of schools.


The superintendent of schools and administrative staff are authorized to, and are responsible for, designing, implementing, managing, and evaluating programs and activities that culminate in an effective educational experience for the district's students.  In so doing, the board expects that all administrators will work within established board policies and school-related statutes, be appropriately trained and certified, and be skilled in communicating and problem solving.


The salary range for all administrative positions shall be sufficiently broad to permit adequate compensation on the basis of both the responsibility involved and the performance of the individual.

Legal Reference:
79-501

Board Care and Custody of Property, Hiring Superintendent and Personnel.





79-526

Board Authority for Supervision and
Control.





79-534

Board Control, Pupils Entitled to Attend School.

Policy Approved: 9/12/94
SUPERINTENDENT OF SCHOOLS
Employment of the Superintendent of Schools
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As chief executive officer of the board of education, the superintendent shall be responsible, either directly or by delegated authority from the board of education, for the general operation and administration of the school district.  The board of education is responsible for employing, working with, and evaluating the performance of the superintendent of schools.


In the absence of board policy, the superintendent of schools is authorized to use administrative discretion.  Subsequently, the board of education is to be advised of the particular circumstances prompting such action and of the merits of drafting policy to address similar situations.


The superintendent of schools shall be properly certified in accord with the legal requirements established by the Nebraska State Board of Education and the accreditation standards of the North Central Association of Colleges and Schools or must be able to show evidence of being able to qualify for Nebraska certification.  In addition, the superintendent of schools shall have such other educational and experiential training and skills deemed appropriate by the board of education.

*
The superintendent of schools shall be employed for not less than twelve months nor more than 36 months, with the annual term of employment running from July 1 to June 30.  An exception to this would be if the position of superintendent of schools would become vacant at a time other than July 1.  If this would occur the position shall be filled for the remainder of the current year and could include up to an additional 24 months beyond the end of the current year.  In accord with state statute, the superintendent is regarded as a probationary employee and can not accrue tenure in the district.


The salary and benefits shall be established annually by the board of education.  The superintendent of schools shall be on a twelve month (245 day) contract.

Legal Reference:
79-501

Board Care and Custody of Property, Hiring Superintendent and Personnel.





79-594

Superintendent, Appointment, Salary, Term.





79-801

Administrative and Supervisory Certificate Required.





79-828

Annual Evaluation of Probationary Certified Employees.

Policy  Approved: 9/12/94  

Superintendent Responsibilities
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The superintendent of schools' general responsibilities shall include, but not be limited to:  Maintaining personal, ethical, and professional standards;  demonstrating leadership  and managerial ability; providing executive service to, and maintaining an effective working relationship with the board of education; promoting positive school-community relationship; providing leadership to the board of education in long and short-range planning, overseeing the effective development of curriculum, instruction and in-service, staff recruitment and evaluation, fiscal procedures, auxiliary services, and student programs.




Refer to AR-2110 for a listing of the responsibilities of the superintendent of schools.

Legal References:
79-501

Board Care and Custody of property, Hiring Superintendent and Personnel.





79-526

Board Authority for Supervision and Control.

Policy  Approved: 9/12/94  

Job Description of the Superintendent
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Job description of the superintendent of schools:

I.

Serves as the chief executive officer of the board of  education.

II.

Serves as the educational leader of the school district. 

III.

Shall administer the school in conformity with the adopted policies of the board of education, the rules and regulations of the State Department of Education, in accordance with state law, and in accordance with the guidelines set forth by the North Central Association of Colleges and Schools.

IV.

Defines educational needs, formulates proposed policies and plans, and makes recommendations to the board of education for the implementation of programs.

V.

Shall make board of education policies accessible to school board members and interprets these policies to school personnel and the general public.

VI.

Shall supervise, either directly or through the delegation of authority, all activities of the school system and sees that these activities are carried out in compliance with the policies established by the board of education.

VII.

Shall inform the board of education concerning decisions that are made which are not covered in board of education policies.

VIII.

Shall prepare and send out agenda, special reports, and minutes for board of education meetings on Friday before the second Monday of each month.

IX.

Shall attend and participate in all regular and special board meetings unless excused at his or her request, except for those executive sessions in which his or her own re-election is under discussion.  Makes recommendations and advises the board of education on subjects affecting the school district.  

X.

May request, at his or her discretion or at the request of the board of education, the attendance of school district personnel at meetings of the board of education to explain programs in use or planned for use by the school district.

XI.

Shall keep up-to-date on trends and laws in education by 
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attending local, district, state, and national meetings



or conferences with prior board of education approval. 



(The expenses incurred by attending these meetings will be paid by the school district.)

XII.

With the assistance staff members the superintendent of schools is responsible for the preparation of the annual budget for the ensuing year and submits this budget to the board of education for review and approval.  After adoption he or she should make every attempt possible to operate within the limits set forth by the budget.  

XIII.

Shall be responsible for establishing and maintaining efficient procedures and effective controls for all expenditures of school funds in accordance with accounting procedures set forth by the Nebraska Department of Education, the Office of the State Auditor, and as may be recommended by the auditor retained by board of education.

XIV.

Shall direct the annual audit of school district funds: General Fund, Sinking Fund, Activity Fund, School Lunch Fund, Building Fund, Asbestos and American Disabilities Fund, all Federal Programs, and the special education program, and any other funds authorized by the board of education.

XV.

Shall establish and oversee keeping an up-to-date inventory of textbooks, library books, moveable equipment, AV equipment, athletic equipment, music equipment, uniforms, typewriters, computers, etc.

XVI. 

With the board of education's approval, he or she shall authorize the advertising, oversee the holding of interviews, and recommend to the board of education the offering of contracts to teachers.

XVII.

Shall provide final approval for the assignment or transfer of all school personnel to their particular school, jobs, and responsibilities as may be best for the school system and in conformance with each individual's qualifications.

XVIII.
Recommends to the board of education for their final action the promotion, demotion, dismissal, or salary changes for all employees.

XIX.

Represents the board of education as liaison between the school district and the community.  Establishes and
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maintains a program of public relations that will keep



district patrons well informed of the activities of the school district.  Maintains a public relations program which will result in  a wholesome and cooperative working relationship between the school and the community.

XX.

With the assistance of other administrators and staff members, develops the school calendar and presents it to the board for board of education approval.

XXI. 

Shall oversee the completion of all forms required by Federal, State, or County agencies or as may be required for local needs and sees that they are properly filed before their due date.

XXII.

Shall be responsible for all short term and long-range planning concerning school facilities.

XXIII.
Shall be responsible for overseeing the development of procedures for the classification and advancement of students and for the transfer of students from one building to another in accordance with guidelines set forth by the Nebraska Department of Education and existing policies of the board of education.

XXIV.    Shall call, or cause to be called, meetings of school  district employees as may be necessary to efficiently  and effectively carry out the educational program of the school district.

XXV. 

Shall be responsible for the general operation of the school system, for the development of the staff, and for the educational growth and welfare of the students. 

XXVI.

Shall be responsible for establishing and approving a method for maintaining an accurate accounting of all district people under the age of twenty-one whose parents or guardians live within the boundaries of this school district. 

XXVII.
Shall be directly responsible (or responsible through the delegation of responsibility) for scheduling the use of buildings and grounds by all groups and organizations.

XXVIII. Shall perform such other tasks as may, from time to time, be assigned by the board of education.

XXIX.

Shall adhere to the "Code of Ethics" set forth by the American Association of School Administrators.

AR-2110, Con't.

XXX.
     Physical, Mental, and Moral Criteria



A.
Prior to employment as the superintendent of schools by this school district the board of education may require a candidate to submit himself or herself to a physical examination by a licensed physician mutually agreed upon by the superintendent candidate and the board of education.  This physical examination will be repeated annually.  The cost of this examination will be paid for by the school district.  The minimum requirements of the examination shall include the following, plus other requirements as may be determined by the board of education and/or the attending physician.  The failure to meet any of these requirements may result in a review of the overall qualifications of and individual for the position of superintendent of schools, by the board of education:




 1.
Visual acuity:
20/40 vision in each eye, with or without corrective lens.




 2.
Peripheral vision of at least 70E in each of both eyes.




 3.
Hearing loss should be no greater than 40 decibels at 500 Hz., 1000 Hz., and 2000 Hz. with or without a hearing aid when tested with an American National Standard calibrated audiometric device.




 4.
Blood pressure above 160/90 mm. Hg. should be reported.




 5.
Stethoscopic examination shall be required. Murmurs or arrhythmias and any past history of cardio-vascular diseases should be reported.  

 


 6.
Any abdominal wounds, injuries, scars, or weakness of muscles of abdominal walls sufficient to interfere with normal activity should be reported.  Any hernia should be reported, if present.




 7.
A urinalysis shall be required.  Any acute infection of the genito-urinary tract, any indications of uncontrolled diabetes, symptomatic albumin-urea in the urine, or other findings should be reported.




 8.
Any established medical history or clinical diagnosis of rheumatic, arthritic, orthopedic, muscular, neuromuscular, or vascular disease which may interfere with the performance of the individual should be reported.




 9.
The indication of use of an amphetamine, narcotic, or other habit-forming drug, or any clinical diagnosis of alcoholism should be reported. 
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10.
Any established medical history or clinical



diagnosis of a communicable disease or of the



Human Immunodeficiency Virus (HIV) should be reported.



B.
Physical Activity

	PRIVATE 

	SELDOM

0 –10%
	OCCASIONAL

10-35%
	FREQUENT

35-65%
	CONSTANT

OVER 65%

	Standing
	
	X
	
	

	Walking
	
	
	X
	

	Sitting
	
	
	X
	

	Bending/

Stooping
	
	X
	
	

	Reaching/

Pulling
	
	X
	
	

	Climbing
	X
	
	
	

	Driving
	
	X
	
	

	Lifting

30# Max.
	
	X
	
	

	Carrying

20 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	

	
	
	
	
	



1
Use telephone and calculator.  Prefer some computer skills with spreadsheet, and word processing knowledge.



C.
Prior to the employment of a candidate as the superintendent of schools the board of education will request a criminal records check of the candidate from the Nebraska State Patrol, Criminal Investigation Division, 14th and Burnham Street, P.O. Box #94907, Lincoln, NE 68509-4907 and a 




record of satisfactory driving from the Nebraska  Department of Motor Vehicles, Driver Records Section, 301 Centennial Mall South, P.O. Box 


94789, Lincoln, NE 68509-4789, or from the comparable agency from the State in which the candidate resides.



D.
Prior to the employment of any candidate as the




superintendent of schools the board of education will provide the candidate with a copy of the school district's Policy 4070, Drug Free School and Community.
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The board of education reserves its right to require any school district employee to undergo a substance abuse test at any time, at the discretion of the board.

XXXI

Minimum educational preparation requirements.



A.  Nebraska Educational Specialist Certificate, or 



    equivalent,



B.  Holds a Nebraska administrative certificate with



    endorsement as superintendent, or equivalent.



C.  Must have successful classroom teaching experience



    and a minimum of two years prior administrative 



    experience.


XXXII.
Must be able to deal with stressful situations.

XXXIII.
Perform other duties as requested by the board of education.

XXXIV.
Reports to and is evaluated by the board of education.

Legal Reference:
73-101 





through

Public Lettings.





73-106







79-520

Rules and Regulations





79-578

School Census.

AR-2110  Approved: 12/15/97  






  
Administration Evaluation Procedures
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Evaluation of Superintendent, Principals, Assistant Principals and Other Certificated Administrative Personnel

1.
Objectives

The Board recognizes that the roles of a school superintendent, principal, assistant principal, and other certificated administrative personnel of the School District (hereinafter collectively referred to as “Administrators”) are varied and complex requiring an appraisal of process that accurately measures performance and provides support for the continued growth and improvement of the Administrator.  The general job description and an evaluation instrument with performance standards for each administrative position shall be promulgated under the direction of the Superintendent of Schools and approved by the Board of Education.  The appraisal process for each Administrator and administrative position shall serve these purposes:


a.
To raise the quality of administration and educational service to the children of our community.


b.
Clarify for the Administrator their respective role in the school system as seen by the Board.


c.
Clarify for all Board members the role of the administration and the immediate priorities among each Administrator’s responsibilities.


d.
Develop harmonious working relationships between the Board and administrative supervisors for each Administrator and each Administrator.


e.
Aid the individual Administrator to grow professionally.

The evaluation of administrative performance is intended to be a cooperative and continuing process designed to improve the quality of the educational program. 

2.
General Procedures

The formal Administrator appraisal is based primarily upon the procedures and processes defined below.  The procedures provide for a consistent and equitable appraisal of important aspects of the Administrator’s duties and responsibilities.  They do not, however, specifically include the total range of expectations of the effective performance of the administrative duties of each 
administrative position or the Administrator assigned to such position.  As a result, additional data and information related to the respective administrative role may be utilized to generate a comprehensive appraisal.

Policy 2115 (Con’t.)

3.
Appraisal Cycle

All Administrators shall be observed and evaluated at least once per year, except the Superintendent, who shall be observed and evaluated by the Board of Education once each semester in the first and second contract years of employment, and once per year, to take place in December each contract year thereafter. Observations and evaluations of greater frequency or number than required may be conducted and made at the request of the Administrator or in the discretion of the appraiser.

The appraisal cycle and appraisal process for an administrator is intended for the direction of the responsible evaluator.  A failure to complete evaluations within the designated cycle or in the manner directed by this policy shall not give the permanent Administrator rights, but may be addressed in evaluating the responsible evaluator’s performance. 

The entire instructional period for administrators cannot be defined in terms of an instructional period and shall be satisfied by the actual observation of an administrator's work for no less than fifty (50) minutes during the period being evaluated.

4.
Appraisal Process

The appraisal process is the responsibility of the Administrator and the Administrator’s immediate supervisor as determined by the Board Policy/or the Superintendent of Schools, provided the supervisor of the Superintendent of schools shall be the Board of Education.  In the event the responsible evaluator has not initiated the appraisal process within the time or in the manner required, the administrator has the responsibility to timely notify the responsible evaluator.

Performance standard categories set forth in the evaluation instrument for each administrative position, as adopted and amended from time-to-time, shall serve as the basis for the formal appraisal.  During the formal appraisal, data is collected as required to provide a basis for appraising the 
performance categories.  The data will relate to each indicator identified in the performance standard category.  Data collection may include, but is not limited to, surveys (formal or informal information gathering from staff, students, parents, community members, and other administrators), statistics received by routine reports; statistics generated by reports specifically designed for the appraisal; review of sample written materials of the Administrator (such as for example a Principal’s evaluations of teachers) and observations of performance.  The Administrator may be assigned responsibility to assist with data collection and shall have the duty to provide such assistance as is requested.

The collected data along with the professional opinions of the responsible appraiser shall serve as the basis for the final appraisal report.  In addition to the final report, each 
Policy 2115 (Con’t.)

Administrator will receive or may request a detailed version of the data results as related to each performance standard and indicator.  This review will include the appraiser’s perceptions of whether or not the given expectation indicator was met.

5.
Final Summative Evaluation

The appraisal process culminates in a final summative evaluation.  The final evaluation consists of a rating of each performance category identified in the evaluation instrument, identification of whether the Administrator’s performance meets or does not meet district standards of performance, a list of deficiencies in the Administrators’ performance, suggestions and plans for improvement to assist the Administrator in overcoming such deficiencies, and follow-up evaluations as appropriate in order to correct performance below district standards.  As a professional, the Administrator may be assigned responsibility to provide suggestions for improvement plans or similar job growth strategies and shall have the duty of complying with such requests.  Further, in the event improvement plans or other similar performance measures are implemented, the Administrator shall have the duty to comply with such plans.  The Administrator is expected to be cooperative, professional, and to exhibit a willingness to improve performance and to accept the constructive criticisms and suggestions of the appraiser. The Board shall provide to the Superintendent a written critique on or before the January Board Meeting.  All other administrator’s final evaluations shall be completed annually before the end of July.    

See:
Evaluation instruments for each administrative position.

Legal Reference:
79-828

Annual Evaluation of Probationary Certified Employees.

                    79-318

State Board of Education;      powers; duties.

Policy Approved: 12/15/97  

Revised: 12/22/11
Superintendent's Evaluation Instrument



AR-2115
A copy of the evaluation instrument was approved on July 11, 2005 and is on file at the Central Administration Office – Board Policy Book

Employment of Administrators Other Than the 

Superintendent of Schools
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All administrative positions shall be authorized by the board of education upon the recommendation of the superintendent of schools.  All administrators shall be properly certified so as to conform with standards established by the Nebraska State Board of Education and the North Central Association of Colleges and Schools and shall have such training and experience as deemed appropriate by the superintendent of schools. Unless otherwise indicated, administrators are assigned, supervised, and evaluated by the superintendent of schools.  At the regular February board meeting the Superintendent of Schools will share job performance summaries of all administrators with the board of education.


All administrators will be members of the administrative team and shall be called upon from time to time to make reports to the board of education.


Refer to AR-2205 for the administrator’s performance appraisal instrument.

*
The Administrative positions are as follows:

Position




Contract

Evaluated By 

Superintendent of Schools
      12 month

Board

High School Principal (9-12)
 12 month

Superintendent 

High School Asst. Prin.(9-12) 12 month

Superintendent

Middle School Principal (6-8)
 12 month

Superintendent 

Middle School Asst. Prin.(6-8)12 month

Superintendent

Elementary Principals (K-5)
 12 month

Superintendent 

Director of Business Affairs
 12 month

Superintendent 

Director of Student Programs
 12 month

Superintendent

and Special Education

Director of Curriculum and
 12 month

Superintendent

Assessment


Policy Approved: 3/8/10
Administrator's Performance Appraisal Instrument

AR-2205
ADMINISTRATOR'S PERFORMANCE APPRAISAL INSTRUMENT


GAGE COUNTY SCHOOL DISTRICT NO. 15

BEATRICE, NEBRASKA

NAME
____________________

POSITION ____________________

DATE ____________________

BUILDING/SCHOOL _____________

Instructions


Each school administrator, regardless of assignment, must recognize that there are many qualifications and characteristics which must be exhibited if success is to be achieved in the performance of their professional responsibilities as educational leaders.


An enumeration and appraisal of the more significant responsibilities and qualities are included within this appraisal instrument.  The responsibilities being appraised shall be those as listed in the Job Description, as established for that particular administrative positions.  The evaluator shall clearly indicate whether or not the administrator is performing the listed responsibilities in an acceptable fashion by a "1", "2", or "3" in relation to acceptability.

 Policy Approved: 9/12/94

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DIRECTOR OF CURRICULUM AND INSTRUCTION & SPECIAL EDUCATION

Major Duties as Specified in the Job Description
1 = Needs Improvement 
2 = Meets District Expectations

3 = Exceeds District Expectations

____   1.
Effectively assists in the formulation of a philosophy and objectives for the instruction programs.


(Comments)

____   2.
Effectively guides the development, implementation, and evaluation of curriculum and instructional services. 


(Comments)

____   3.
Develops, coordinates, and manages the funds of the budget allocated to curriculum and special education. 



(Comments)

____   4.
Provides leadership in researching, developing, and implementing concepts of educational relevance for the benefit of the school district. 



(Comments)

____   5.
Demonstrates skill in the recruitment, screening, hiring, training, assessing and assigning of instructional personnel.



(Comments)

______ 6. Coordinates the development, implementation,  and evaluation of the school district’s in-service program. 
____   7.
Effectively works with staff in curriculum planning and is efficient at communicating short and long range plans to administration and staff.



(Comments)
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____   8.
Is an effective leader and proponent of the school districts special education program.


(Comments)

____   9.
Provides input to the superintendent on all questions regarding curriculum and instruction and special education.


(Comments)

____  10.
Is a productive member of the administrative team.



(Comments)

____  11.
Completes all state forms in a timely manner.



(Comments)

AR-2205,Con’t.

DIRECTOR OF BUSINESS AFFAIRS

Major Duties as Specified in the Job Description
1 = Needs Improvement 
2 = Meets District Expectations

3 = Exceeds District Expectations

____   1.
Shall effectively supervise the management of the financial affairs of the school district.



(Comments)

____   2.
Assumes responsibility for budget development and long-range financial planning.



(Comments)

____   3.
Supervises all accounting operations.



(Comments)

____   4.
Supervises all collection, safekeeping, and distribution of all funds.



(Comments)

____   5.
Effectively manages the school district's real estate, insurance, and investment programs.



(Comments)

____   6.
Provides effective supervision of the school district's supporting services through the director's of property services, purchasing, food services, and business services.



(Comments)

____   7.
Develops a facility expansion program and works effectively with the Department of Buildings and Grounds in supervision of plan construction.



(Comments)
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____   8.
Administers a budget control system for the school district.



(Comments)

____   9.
Provides input to the superintendent of schools on all questions relating to the business and financial affairs of the school district.



(Comments)

____  10.
Is adept at recruiting, hiring, training, supervising, and evaluating all clerical, financial, and support staff personnel.



(Comments)

____  11.
Effectively interprets the financial affairs of the district to the community.



(Comments)

____  12.
Is a productive participant in the staff negotiations.



(Comments)

____  13.
Completes all state required forms and oversees the grade reporting system in a timely and effective manner.



(Comments)

Principal's Performance Appraisal Instrument

        AR-2205
PRINCIPAL'S PERFORMANCE APPRAISAL INSTRUMENT




GAGE COUNTY SCHOOL DISTRICT NO. 15

BEATRICE, NEBRASKA

NAME
____________________

POSITION ____________________

DATE ____________________

BUILDING/SCHOOL _____________

Instructions


Each school principal, regardless of assignment, must recognize that there are many qualifications and characteristics which must be exhibited if success is to be achieved in the performance of their professional responsibilities as educational leaders.


An enumeration and appraisal of the more significant responsibilities and qualities are included within this appraisal instrument.  The responsibilities being appraised shall be those as listed in the Job Description. The evaluator shall clearly indicate whether or not the administrator is performing the listed responsibilities in an acceptable fashion by a "1", "2", or "3" in relation to acceptability.

 Policy Approved: 9/13/04
AR – 2205

PRINCIPAL EVALUATION OF PERFORMANCE OF DUTIES 

AS SPECIFIED IN THE JOB DESCRIPTION

Rating Criteria for level of performance exhibited by Administrator:

1= Does Not Meet District Standards

2= Meets District Expectations

3= Exceeds District Expectations

1.
Develops and supervises the total instructional program.

	Rating 
	Comments

	1
	2
	3
	


2.
Demonstrates skill in the interviewing and hiring of new staff members. 

	Rating 
	Comments

	1
	2
	3
	


3.
Works with all staff to ensure maximum opportunity for success. 

	Rating 
	Comments

	1
	2
	3
	


4.
Effectively develops and manages the budget.

	Rating 
	Comments

	1
	2
	3
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5.
Advocates school improvement/reform and encourages staff to be innovative in their delivery of education. 

	Rating 
	Comments

	1
	2
	3
	


6.
Leads productive faculty meetings to ensure that lines of communication are open.

	Rating 
	Comments

	1
	2
	3
	


7.
Is an effective evaluator of instruction and able to make objective decisions regarding the retention or dismissal of personnel.

	Rating 
	Comments

	1
	2
	3
	


8.
Effectively manages an efficient office and record keeping system.

	Rating 
	Comments

	1
	2
	3
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9.
 Demonstrates care and concern for the well being of all students and staff. 

	Rating 
	Comments

	1
	2
	3
	


10.
Develops a fair and consistent system for student discipline.

	Rating 
	Comments

	1
	2
	3
	


11.
Effectively develops and administers an objective system for the evaluation of all classified staff.

	Rating 
	Comments

	1
	2
	3
	


12.
Establishes positive public relations within and outside the school. 

	Rating 
	Comments

	1
	2
	3
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13.
Maintains professional currency through attendance at selected conferences, readings of professional journals or memberships in professional organizations.

	Rating 
	Comments

	1
	2
	3
	


14. 
Is successful in developing and achieving annual personal and professional goals.

	Rating 
	Comments

	1
	2
	3
	


15.
Develops and executes plan to monitor and evaluate the effectiveness of programs.

	Rating 
	Comments

	1
	2
	3
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EVALUATION OF PERSONAL/PROFESSIONAL QUALITIES
Rating Criteria for level of performance exhibited by Administrator:

1= Does Not Meet District Standards

2= Meets District Expectations

3= Exceeds District Expectations

1.
Defends principle and conviction in the face of pressure and partisan influence.

	Rating 
	Comments

	1
	2
	3
	


2.
Maintains high standards of ethics, honesty, and integrity in all    personal and professional matters.

	Rating 
	Comments

	1
	2
	3
	


3.
Earns respect and standing among professional colleagues.

	Rating 
	Comments

	1
	2
	3
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4.
Devotes time and energy effectively to the position. 

	Rating 
	Comments

	1
	2
	3
	


5.
Is a team player and contributor.

	Rating 
	Comments

	1
	2
	3
	


6.
Exercises good judgment and the democratic processes in arriving at decisions.  

	Rating 
	Comments

	1
	2
	3
	


7.
Possesses and maintains the health and energy necessary to meet with the responsibilities of the position.

	Rating 
	Comments

	1
	2
	3
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8.  
Is professionally attired and well groomed.

	Rating 
	Comments

	1
	2
	3
	


9.
Demonstrates effective command of language (written and oral) in dealing

 
            with staff, board members, and the public.

	Rating 
	Comments

	1
	2
	3
	


10.
Speaks well in front of large and small groups, expressing ideas in a logical and forthright manner.

	Rating 
	Comments

	1
	2
	3
	


11.
Maintains professional development by reading, course work, conference attendance, work on professional committees, visitations to other schools, and meetings with other administrators.

	Rating 
	Comments

	1
	2
	3
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12. 
Demonstrates loyalty to the organization and to colleagues.

	Rating 
	Comments

	1
	2
	3
	


13.
Is progressive in his/her thinking and effectively plans for organizational improvement.

	Rating 
	Comments

	1
	2
	3
	


14. 
Is a positive emissary for the District within the community. 



	Rating 
	Comments

	1
	2
	3
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GROWTH PLAN

NAME___________________________________________ YEAR ______________

	Objective/Steps
	Resources
	Timeline

	
	
	

	
	
	

	
	
	


EVIDENCE OF PERFORMANCE:_____________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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ADMINISTRATOR PERFORMANCE

APPRAISAL SUMMARY

I. 
Comments about factors bearing on Administrative Performance which are supplementary to areas identified previously in this document:

II. 
Summary of Appraisal of Administrative Performance: 

III. 
Verification and Acknowledgment of Appraisal:

A.  I hereby verify that this Appraisal is accurate, to the best of my judgment, and reflects my true professional opinion of the administrative performance of the herein-names administrator.

Date______________Signed _______________________________________________

Position ________________________________________________________________

B.   I hereby acknowledge that I have been advised and informed of the contents of this appraisal of my administrative performance.

Date______________  Signed ______________________________________________

Position ________________________________________________________________

C.  I hereby exercise my right to respond to the appraisal of my administrative performance:

Date____________  Signed _________________________________________________

---------------------------------------------------------------------------------------------------------------------

Recommended for Continuing Employment: _____YES   ____NO

Date ________________  Signed___________________________________

Policy Approved: ___9-13-04______
Building Principals
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Principals are the educational leaders of their buildings.  They are responsible to the superintendent of schools for maintaining an orderly and effective teaching and learning environment for faculty and students.  


The superintendent of schools shall evaluate each principal at least twice each year during the individual's first three years of employment in the school district as a principal.  After an employment period of three consecutive years the principal will be evaluated at least once each year.  More frequent evaluations may occur if deemed necessary.  The salary and benefits for each principal shall be determined annually.  


Refer AR-2210 for the responsibilities of the principals.

Legal Reference:
79-801

Administrative and Supervisory Certificate.





79-824 





through

Tenure.





79-839
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Job Description of the Building Principals 
 

AR-2210

The building principals shall be responsible to and evaluated by the superintendent of schools but shall cooperate and work with other administrators and staff while implementing the program of his or her building.  The job description of the principals shall include but not be limited to the following:

I.

Keeping the superintendent of schools informed of the school's activities and problems.

II.

Working with various members of the central administrative staff on school problems of more than of an in-school nature, such as transportation, special services, and the like.

III.

Establishing and maintaining an effective learning climate in the school.

IV.

Programming classes within established board policies, administrative regulations and guides, and available district resources to meet student needs.

V.

Supervising the guidance program to enhance individual student education and development.

VI.

Developing and maintaining the cumulative records for each student.  Is responsible for overseeing and maintaining the security of these records.

VII.

Sending out and collecting student transcripts as students move into or out of his or her building.

VIII.

Updating courses of study, student handbooks, and course descriptions.

IX.

Establishing guides for proper student conduct and for maintaining student discipline.

X.

Initiating, designing, and implementing programs to meet specific needs of the school.

XI.

Establishing and maintaining favorable relationships with local community groups and individuals to foster understanding, and solicits support for overall school objectives and programs, to interpret school board policies and administrative directives, and to discuss and resolve individual student problems.  Serves as the public relations director within his or her building.

XII.

Setting up parent-teacher conferences and issuing 
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reports of student progress.

XIII.

Maintaining a record of all discipline cases.

XIV.

Orienting newly assigned staff members and assisting in their development, as appropriate.

XV.

Coordinating and supervising such support services as maintenance, security, food services, recreational programs, financial and accounting functions, library activities, etc., as applicable to the building site.

XVI.

Keeping the activities calendar up-to-date (setting up a tentative calendar for the ensuing school year).

XVII.

Building a master schedule for the building and is responsible for the scheduling of the students assigned to his or her building.

XVII.

Setting up a testing schedule for the year and maintains individual, class, and building records of the testing program.

XIX.

After working with and after consulting with the students, parents, and teachers, the principal shall be responsible for recommending the promotion or retention of students within his or her building.  For additional guidelines on student progress, promotion, and retention refer to Policy 5210.  

XX.

Implementing and supervising the school's special education program as it pertains to the students within the given building.

XXI.

Preparing or supervising the preparation of reports, records, lists, and all other paper work required or appropriate to the school's administration as it pertains to his or her building.

XXII.

Participating in principal's meetings, local administrative team meetings, and other meetings as are required or is appropriate.

XXIII.
Preparing and submitting his or her school building's budgetary request and monitoring the expenditures of funds.  

XXIV.

Working with the school district's director of curriculum and instruction and coordinating the 
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curricular programs in his or her building with the programs of other buildings.

XXV.

Attending those school sponsored activities and special events held to recognize the achievement of the students within his or her building.

XXVI.

Cooperating with college and university officials regarding teacher training and preparation.

XXVII.
Conducting staff meetings to keep members informed of policy changes, new programs, etc.

XXVIII.
Keeping abreast of changes and developments in the profession by attending professional meetings, reading professional journals and other publications, and discussing problems of mutual interest with others in the field.

XXIX.

Preparing, maintaining, and updating the inventory of equipment, textbooks, and supplies.  A copy of this inventory will be made and submitted to the office of the superintendent of schools in June of each year.

XXX.

Preparing an annual written report for the superintendent of schools covering the activities of the school year and shall make recommendations for the future.  These recommendations should include building alterations, additions, new equipment, and improvements of the grounds. 

XXXI.

Recommending for employment of all teachers assigned directly to his or her building, after consultation with the superintendent of schools.  He or she will be responsible for the selecting or replacing of all classified officer personnel assigned to his or her building.  He or she shall be responsible for employing of all custodial personnel directly assigned to his or her building, after consultation with the director of buildings and grounds.

XXXII.
Evaluating all classroom teachers assigned directly to his or her building.  He or she shall also evaluate those classified office personnel assigned to his or her building.  He or she shall be responsible for evaluating custodial personnel directly assigned to his or her building, but will consult with the director of building and grounds in performing this evaluation.

XXXIII.
Must be able to deal with stressful situations.

XXXIV.
Performing such other tasks and duties as may be assigned.

XXXV.
Physical Activities.

	PRIVATE 

ACTIVITY
	SELDOM

0-10%
	OCCASIONAL

10-35%
	FREQUENT

35-65%
	CONSTANT

OVER 65%

	Standing
	
	X
	
	

	Walking
	
	
	X
	

	Sitting
	
	
	X
	

	Bending/

Stooping
	X
	
	
	

	Reaching/

Pulling
	
	X
	
	

	Climbing
	X
	
	
	

	Driving
	X
	
	
	

	Lifting

30# Max.
	
	X
	
	

	Carrying

20 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Use telephone.  Prefer some computer and typing skills.

XXXVI.
Minimum educational preparation requirements.



A.
Nebraska Masters in education administration, or equivalent,



B.
Holds a Nebraska administrative certificate with endorsement in area of assignment, or equivalent



C.
Must have a minimum of two years successful teaching experience in area of assignment.
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 *Director of Business Affairs






2215

The position of director of business affairs shall be authorized by the board of education upon the recommendation of the superintendent of schools.
He or she shall serve as the  school district's fiscal officer.  The director of business affairs shall attend all monthly board meetings of the board of education, unless otherwise excused, and shall present a monthly report concerning the financial condition of the school district. He or she shall attend other meetings as requested by the superintendent of schools or the board of education.  The director of business affairs shall have an annual 245-day, non-tenured contract which runs from July 1 through June 30.  


The superintendent of schools shall evaluate the director of business affairs at least twice each year during the individual's first year of employment in the school district. These evaluations shall occur in October and February.  After the first year of employment the director of business affairs will be evaluated at least once each year.  This evaluation will be in February.  More frequent evaluations may occur if deemed necessary.  After each evaluation the superintendent of schools will hold a conference with director of business affairs.  A written summary of the superintendent of schools' written evaluation will be given to the individual evaluated, and, unless the person's contract is not recommended for renewal, will be shared with the board of education at the regular February board meeting.  The salary and benefits of the director of business affairs shall be determined annually. The director of business affairs' contract shall be considered for renewal by the board of education in February of each year.  The position of director of business affairs shall be considered as a  non-tenured position.


The director of business affairs shall hold a minimum of an earned Master's Degree with a major in either educational administration or a related business field.  If he or she holds a degree in educational administration he or she shall possess, or show evidence of being able to secure, a valid Nebraska Administrative Certificate.  He or she shall have at least three years administrative or supervisory experience in a public school or in a comparable administrative and supervisory position. The individual shall have such other experience as determined by either the board of education or the superintendent of schools.  

Refer AR-2215 for the responsibilities of the director of business affairs.


Legal Reference:
79-12,111

Annual Evaluation of 









Probationary Certified 
Employees.

Policy  Approved: 9/12/94  

Job Description of the Director

of Business Affairs






       AR-2215

The director of business affairs shall be responsible to and evaluated by the superintendent of schools, but shall cooperate and work with other administrators and staff in the implementation of business and financial programs of the school district.  The job description shall include but not be limited to the following:

I.

Supervising the management of the financial affairs of the school district.

II.

Developing and administering all budgeting, payroll, purchasing, accounting procedures, and for developing long-range financial plans for the school district.

III.

Supervising of the accounting operations of the school district, seeing that the accounting procedures are in compliance with state and federal regulations.

IV.

Supervising the collection, safekeeping, and distribution of all funds.

V.

Managing the school district's real estate, insurance, and investment programs.

VI.

Supervising the school district's supporting services through the director's of building and grounds and food services.

VII.

Developing a facility expansion program and working with the department of buildings and grounds in the supervision of a plan for construction.

VIII.

Administering a budget control system for the school district and is responsible for coordinating the annual school district audit.

XI.

Providing input to the superintendent of schools on all questions relating to the business and financial affairs of the school district.

X.

Effectively interpreting the financial affairs of the school district to the community.

XI.

Serving as a productive participant in staff negotiations.

XII.

Overseeing and/or completing all required state and federal forms and the grade reporting system in a 
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timely manner for the school district. 

XIII.

Developing specifications and coordinating bidding 



procedures for all major equipment purchases,



maintenance, and building projects.  On large items in which the board requests bids, the board of education shall determine the bid to be accepted.

XIV.

Developing and coordinating schedules for equipment replacement and maintenance projects, to include assisting building principals in administering scheduled equipment and furniture replacement.

XV.

Acts as the purchasing agent for the board of education and orders or approves the ordering of all supplies, textbooks, library material, AV materials, equipment furniture, etc., when covered by the budget or by specific order of the board of education.

XVI.

Managing all investment, debt retirement, and insurance programs.

XVII.

Assisting the superintendent of schools in preparation of the monthly school board agenda.

XVIII.
Physical Activities.

	PRIVATE 

ACTIVITY
	SELDOM

0-10%
	OCCASIONAL

10-35%
	FREQUENT

35-65%
	CONSTANT

OVER 65%

	Standing
	X
	
	
	

	Walking
	
	X
	
	

	Sitting
	
	
	
	X

	Bending/

Stooping
	X
	
	
	

	Reaching/

Pulling
	
	X
	
	

	Climbing
	X
	
	
	

	Driving
	X
	
	
	

	Lifting

20# Max.
	
	X
	
	

	Carrying

20 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	
	X



Uses telephone, computer, calculator, microfilm reader.



Must have a working familiarity with building blue prints, computerized spreadsheets, and word processing software programs.  Prefer some typing skills.  

XIX.

Minimum educational preparation requirements.



A.
Master's Degree with a major in educational administration or in a related business field, or equivalent.  Prefer an Educational Specialist Certificate.



B.
If candidate holds a degree in education, he or she shall also hold a Nebraska administrative certificate with endorsement in area of administration, or the equivalent.



C.
Must have a minimum of three years successful  experience in an educational setting.

XX.

Must have strong skills in oral and written communications.

XXI.

Employing all certified and classified personnel assigned directly to the operation of the office of the director of business affairs. He or she shall be responsible for the employment, after consultation with the superintendent of schools, of the director of buildings and grounds.

XXII.

Evaluating all certified and classified personnel assigned directly to the operation of the office of the director of business affairs. He or she shall be responsible for the evaluation of the director of building and grounds.

XXIII.
Must be able to deal with stressful situations.

XXIV.

Shall perform other tasks and duties as may be assigned.
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*Director of Special Education/Curriculum & Instruction  
2225

Duties of Special Education Director

The position of director of and special education shall be authorized by the board of education upon the recommendation of the superintendent of schools.
He or she shall be responsible for administering and overseeing the school district's special education program.  From time to time the director of special education may be requested by the board of education or the superintendent of schools to present information at school board meetings, concerning the operation of the district's special education program.  The director of special education shall have an annual, 12-month, non-tenured contract which runs from July 1st through June 30th.  


The superintendent of schools shall evaluate the director of special education at least twice during the individual's first year of employment in the school district.   After the first year of employment the director of special education shall be evaluated at least once each year.   More frequent evaluations may occur if deemed necessary.  After each evaluation the superintendent of schools will hold a conference with the director of special education.  A written summary of the superintendent of schools' written evaluation will be given to the individual evaluated. and, unless the person's contract is not recommended for renewal, will be shared with the board of education at the regular February board meeting.  The salary and benefits of the director of special education shall be determined annually. The director of special education's contract shall be considered for renewal by the board of education in February of each year.  The position of director of special education shall be considered as a non-tenured position.


He or she shall possess an earned Master's Degree, hold a valid Nebraska Administrative and Supervisory Certificate, and be endorsed in one or more areas of special education.  He or she shall have at least three years of experience teaching in a special education program.  The individual shall have such other experience as determined by either the board of education or the superintendent of schools.  


Refer AR-2225 for the responsibilities of the director of special education.

Legal Reference:
79-12,111

Annual Evaluation of Probationary Certified Employees.

Policy  Approved: 9/12/94
Job Description of the Director of Special Education
AR-2225

The director of special education shall be responsible to and evaluated by the superintendent of schools, but shall cooperate and work with the building principals, and other administrators and staff in performing his or her duties.  The job description shall include but will not be limited to the following:

I.

Must work closely with director of business affairs in developing, supervising, and administering the budget and financial accounting of all reimbursable special education programs.

II.

Preparing necessary reports as they relate to the special education program.

III.

Assisting in the formulation of the philosophy and objectives as they relate to the special education program.

IV.

Administering and coordinating all special education referrals, diagnostic testing, student placement, and Individual Education Plans (I.E.P.'s).

V.

Administering the logistics and contracts with all support agencies.

VI.

Advising the superintendent and other administrators regarding applicable state and federal statutes and the policy implications.

VII.

Coordinating staff development programs for special education staff.

VIII.

Effectively working with other staff members in the coordination of the special education program with the over-all educational program of the school district.

IX.

Shall be available to present reports to the board of education at the request of the superintendent of schools.

X.

Collaborating with building principals in the selection of all special education teachers.  He or she will be responsible for the selection or replacement of all classified personnel assigned to his or her program.
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XI.

Collaborating with building principals in the evaluation of all special education teachers.  He or she shall also evaluate those classified office personnel assigned to his or her program.

XII.

Physical Activities.

	PRIVATE 

ACTIVITY
	SELDOM

0-10%
	OCCASIONAL

10-35%
	FREQUENT

35-65%
	CONSTANT

OVER 65%

	Standing
	
	
	X
	

	Walking
	
	
	X
	

	Sitting
	
	X
	
	

	Bending/

Stooping
	
	X
	
	

	Reaching/

Pulling
	
	X
	
	

	Climbing
	X
	
	
	

	Driving
	
	X
	
	

	Lifting

50# Max.
	
	X
	
	

	Carrying

20 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Use telephone, computer, AV equipment, and copier.

XIII.

Requires considerable lifting and positioning of students as the person works with special education teachers.

XIV.

Minimum educational preparation requirements.



A.
Nebraska Masters in education administration, or equivalent,



B.
Holds a Nebraska administrative certificate with endorsement in area of assignment, or equivalent.



C.
Must have a minimum of three years successful 
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teaching experience in area of assignment.

XV.

Must be able to deal with stressful situations.

XVI.

Effectively communicate with the Nebraska State Board of Education to keep up to date on legislation and funding issues.

XVII.

Responsible for securing and writing competitive and non- competitive grants on the federal, state and local level.

XVIII.    Performing such other tasks and duties as may be                   assigned.

AR-2225  Approved: 10/9/00






 


*Duties of Director of Curriculum and Instruction

     2230



The position of director of curriculum and instruction shall be authorized by the board of education upon the recommendation of the superintendent of schools.
He or she shall be responsible for administering and overseeing the school district's curriculum development and the improvement of instruction. From time to time the director of curriculum and instruction may be requested by the board of education or the superintendent of schools to present information at school board meetings, concerning proposals related to curriculum and instruction.  The director of curriculum and instruction has an annual 12-month, non-tenured contract, which runs from July 1st through June 30th.    


The superintendent of schools shall evaluate the director of curriculum and instruction at least twice during the individual's first of year employment in the school district.  After the first year of employment the director of curriculum and instruction shall be evaluated at least once each year.  More frequent evaluations may occur if deemed necessary.  After each evaluation the superintendent of schools will hold a conference with the director of curriculum and instruction. A written summary of the superintendent of schools’ written evaluation will be given to the individual evaluated, and unless the person’s contract is not recommended for renewal, will be shared with the board of education at the regular February board meeting.  The salary and benefits of the director of curriculum and instruction shall be determined annually. The director of curriculum and instruction’s contract shall be considered for renewal by the board of education in February of each year.  The position of director of curriculum and instruction shall be considered as a non-tenured position.  


He or she shall possess a minimum of an earned Master's Degree, hold a valid Nebraska Administrative and Supervisory Certificate.  He or she shall have at least three years of teaching experience.  The individual shall have such other experience as determined by either the board of education or the superintendent of schools.  


Refer AR-2230 for the responsibilities of the director of curriculum and instruction.

Policy  Approved: 9/12/94
Job Description of the Director of Curriculum and Instruction AR- 2230

The director of curriculum and instruction shall be responsible to and evaluated by the superintendent of schools but shall cooperate with the director of business affairs, building principals, and other administrators in the performance of his or her duties.  The job description of the director of curriculum and instruction shall include but is not limited to the following:

I.

Developing, supervising, and administering the budget and financial accounting associated with curriculum and instruction.

II.

Assisting teachers in developing, supervising, and administering their budgets and financial accounting.

III.

Preparing necessary local, state, and federal reports in a timely manner and assists the teachers in the preparation of their reports as they relate to curriculum  and instruction.

IV

Assist the director of special education in securing and writing competitive and non-competitive grants on the federal, state and local level. 
V.

Assisting in the formulation of philosophy and objectives  as they relate to the curricular and instructional programs. 
VI.

Effectively guiding the development, implementation, and evaluation of the curricular and instructional programs. 

VII.


Effectively serving as co-leader and co-facilitator of the school district’s District Advisory Committee,     Curriculum Council and School Improvement Process.

VIII.

Providing leadership in researching, developing, and implementing concepts of educational relevance for the benefit of the school district.

IX. 

Assisting in the recruitment, screening, hiring,            
training, assessing, and assignment  of teaching staff      
and teacher aids.

X.  

Directing the Title I Program and budget.

XI.

Advising the superintendent of schools and other 




administrators regarding applicable state and federal 



statutes and policy implications as these relate to the 
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curricular and instructional programs.

XII.

Assisting in the coordination of the in-service programs for teachers and teacher aids as these relate to the curricular and instructional programs.

XIII.

Effectively working with other staff members in the coordination of the curricular and instructional programs as these relate to the over-all operation of the school district.

XIV. 

Presenting reports to the board of education at the request of the superintendent of schools.

XV.

Performing other duties as may be assigned.

XVI.

Physical Activities.

	PRIVATE 

ACTIVITY
	SELDOM

0-10%
	OCCASIONAL

10-35%
	FREQUENT

35-65%
	CONSTANT

OVER 65%

	Standing
	X
	
	
	

	Walking
	
	
	X
	

	Sitting
	
	
	X
	

	Bending/

Stooping
	X
	
	
	

	Reaching/

Pulling
	X
	
	
	

	Climbing
	X
	
	
	

	Driving
	X
	
	
	

	Lifting

30# Max.
	
	X
	
	

	Carrying

20 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	


1
Use telephone.  Prefer some computer and typing skills.
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XVII.

Minimum educational preparation requirements.



A.
Must possess a Nebraska Masters in education administration, or equivalent,



B.
Must hold a Nebraska administrative certificate with endorsement as curriculum specialist.



C
Must have a minimum of three years successful teaching experience.

AR-2230  Approved:  10/9/00




 

PROFESSIONAL GROWTH
Attending Professional Growth Meetings




2305

The board of education expects its administrative staff to be informed on contemporary educational issues, and therefore encourages active participation in the respective professional administrative organizations, including state, regional, and national associations for the superintendent and principals.  Accordingly, the board of education authorizes and will fund, within budgetary limits, attendance to state, regional, and national conferences sponsored by professional administrative organizations, curriculum groups, institutions of higher education, legislative bodies, and other agencies having a relationship which is in agreement with the school district's educational objectives.


The superintendent of schools may attend a national convention annually and will establish and administer an itinerary for conference attendance by other district administrators.  (Exceptions may be allowed if an administrator is appointed or elected to an office requiring national conference attendance, or invited to give a major presentation at a national convention.)


The board of education may request periodic reports be given to the board regarding administrator attendance at conferences, including prior announcement of attending any national conferences.  Ordinarily, the board of education will automatically authorize conference attendance with adoption of the annual budget, but it may, in its discretion, limit or deny administrator conference attendance as the school year progresses.

Policy  Approved: 12/15/97
EMERGENCIES

*Emergency Responses
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In any crises or emergency circumstances, the immediate concern is securing the safety and welfare of students and staff. A second priority, if appropriate, will be the securing and salvaging of property.  The superintendent of schools will be in charge of administering and monitoring any emergency event, unless the situation is confined to a particular building; then the  principal will be in charge with the superintendent of schools advising on necessary decisions.  


In the event the superintendent of schools is absent from the community at the time of an emergency, the responsibility for administering and monitoring the event shall be by the superintendent's designee.


Once the nature of the emergency is determined and the immediate concerns for students and staff are addressed, the superintendent of schools will:

1.
Determine the need to involve other agencies and/or officials (e.g., police, fire and emergency personnel, counseling services, or insurance representatives).  All administrators will maintain an accessible, emergency phone list.

2.
Decide whether or not to convene or postpone school, with attendant adjustments in transportation and activity schedules.

3.
Alert board members.

4.
Notify students, staff, and patrons via appropriate media.


Inclement Weather:
Due to inclement weather or for some other circumstance, the superintendent of schools may determine that the safety of the students would be endangered by attending school or that school should be closed for an activity which would affect a high percentage of the students in the school district.  When this occurs the following local or area radio and television stations will be contacted and asked to relay this information to the patrons of Gage County School District No. 15.


Radio Station - KWBE


Television Station - KOLN/KGIN Channel 10/11

The decision to close the schools shall be made by the superintendent of schools or the superintendent's designee.  Only in extreme emergency will the complete system be dismissed at another time.

Policy 2405, Con't.


If the schools are officially closed to protect the students, teachers will not be required to be in attendance for any in-service activity.  The only employees who may continue on duty will be those custodial and maintenance employees, so designated by the superintendent of schools, that may be needed to prepare the schools to resume operation.  When school is canceled all scheduled activities, meetings, practices, or other functions within the school may be cancelled for the calendar day(s) of closure.  


In cases where employees are absent due to weather, or road conditions, and where the public schools are open, deductions in employee salary shall be made and shall be based  on the fraction of contract days in the year that are missed.  It is the employee's responsibility to be on the job when school is in session.


The closure of school for inclement weather does not supersede the parents' responsibility for the safety and welfare of their children.  Any parents who feel that their children would be safer in the home than in attendance at school are encouraged to come to the school and withdraw their child from school.  If inclement weather exists before school opens any parents who feel that their children would be safer at home than in school are encouraged to keep their children at home.


Rural bus students may be dismissed at any time of the day when the Nebraska State Patrol, or other reliable sources, inform school officials that road conditions are such that rural students should be sent home.


Building principals will utilize 'phone trees' to alert staff, and the superintendent of schools shall inform the local media.  The board of education may determine at a later date if the time missed for inclement weather or other emergency school closings shall be made up.


Fire, Tornado, and Gas Leaks:  Principals shall design and keep current drill and evacuation plans, to include emergency shelter, and publish them in staff and student handbooks.  Teachers will post said plans in their classrooms and educate students on their implementation.  Special emphasis will be given to conducting fire and disaster drills at the beginning of the school year, and monthly drills shall continue thereafter, while school is in session.


Student or Staff Deaths:  When notice is received of a student or staff death, the involved administrators will inform Policy 2405, Con't.

and consult with the superintendent of schools.  Ordinarily school will be convened; however, appropriate modifications in daily

school activities which are sensitive to the incident can be made. School officials will attempt to balance funeral accommodations with the need to convene school with minimal disruption.  If deemed necessary, counseling services will be provided to students and staff from school and areas resources.  The professional staff from other schools or substitute teachers may be employed as deemed appropriate.

*
Civilian Emergencies:  The school buildings are designated as emergency shelters by the Gage County Red Cross.  School officials, to the extent possible, will cooperate with other civil authorities in making school facilities available during any civilian emergencies.

Legal References:
79-501

Board, Property, Care and Custody.





79-706

Fire Prevention, Instruction in








Public Schools.





81-527

State Fire Marshal, Fire Drills.
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