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It is the board of education's belief that a capable, well trained, and student-oriented staff is of prime importance in maintaining a quality learning environment.  To that end, the board of education endorses hiring procedures which involves a competitive interview process and will ensure that the best personnel available will be employed.  The school district will participate in staff development and evaluation practices which will maintain quality employees. 


The superintendent of schools is responsible for overseeing the recruitment, hiring, assignment, evaluation, staff development, and termination procedures which will harmonize with board of education policies.  


No board member shall vote on the hiring or reemployment of an individual employee who is related to said board member by blood or marriage.  However, a board member may vote on the hiring or reemployment of a group of teachers notwithstanding the fact that one person within that group may be related by blood or marriage.

Legal Reference:
79-441

District Boards, Hiring of Superintendent, Teachers and Personnel.





79-1004

Board of Education, Power to Select Officers and Employees.





79-1249

District Board, Employment of Teachers and Administrators, Prohibitions.
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Notice of Nondiscrimination
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This school district does not discriminate on the basis of sex, race, national origin, religion, marital status, age, or handicap in admission or access to, or treatment or employment in, its programs and activities.


Sexual harassment by and of school employees and students, as defined by the Federal Office of Civil Rights, is regarded as a discriminatory act.  Also refer to Policy 4010, Sexual Harassment.


Students (or parents on behalf of a student) or employees who suspect that they have become the victim of a discriminatory act, intentional or unintentional, because of a school employee or policy should:  

1.
Discuss the grievance with the teacher or the building principal within ten (10) school days of the alleged situation.  

2.
If the matter is not resolved to the satisfaction of the complainant, the complainant should contact the superintendent of schools and submit the nature of the grievance in writing to the superintendent of schools within ten (10) school days of receiving an oral response from the principal or teacher.  The superintendent of schools will, within ten (10) school days of receiving the written grievance, interview the complainant, investigate the nature of the grievance, and submit in writing to the complainant a proposed resolution.  

3.
If not satisfied with the superintendent of schools' response, the complainant should submit a written request for a board hearing on the grievance to the president of the board of education within ten (10) school days of receiving the superintendent of schools' response.

4.
The board of education will convene a hearing on the grievance within twenty (20) school days of receiving a written request for a hearing and reserve the right to solicit evidence and testimony from all pertinent sources.  

5.
The board of education will submit a written resolution of the grievance to the complainant within twenty (20) school days of conducting the hearing.  The decision of the board of education will conclude the grievance procedure.


If the grievance procedure should occur or extend into a period of time that school would not be in session any reference to 'days' will refer to week days, Monday through Friday, excluding holidays.  If a principal or the superintendent of schools is the focus of the initial grievance, the procedure should be initiated 
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at the next higher step.  If a board of education policy is the 

focus of the grievance, the procedure should be initiated with the superintendent of schools.


Students or employees may be represented by advocates or legal counsel at any or all steps of the grievance procedure, and they may have access to school records or documents that are not otherwise protected by privacy statutes.

Legal Reference:
48-1219





through





48-1227

Discrimination, Wages, Sex.





79-3001





through





79-3201

Equal Opportunity in Education.





Title IX, 1972 Federal Education Amendments,  Section 504, 1973 Federal Rehabilitation Act, Title VI, VII, 1964 Federal Civil Rights Act.

Policy  Approved: 2/13/95
Family and Medical Leave                                    4007


Family and medical leaves shall be allowed under the terms and conditions of the Family and Medical Leave Act of 1993 (FMLA) as amended.


The “leave year” for purposes of the FMLA shall be a “rolling” twelve-month period, measured backward from the date of any FMLA leave usage.


Substitution of accrued paid leaves for otherwise unpaid FMLA leaves may be required in the discretion of the Superintendent or the Superintendent’s designee.  The employee may also have paid leave run concurrently with unpaid FMLA leave entitlement, provided the employee meets applicable requirements of the leave policy.


Employees shall be required to submit medical certifications to support a request for FMLA leave because of a serious health condition, or a sick leave, when such leave is for a duration in excess of five (5) successive days, and in such other cases as deemed appropriate by the Superintendent or the Superintendent’s designee based on the nature of the illness or other circumstances surrounding the leave.  Second and third medical opinions may, in the discretion of the Superintendent or the Superintendent’s designee, be required.  Employees shall be required to report periodically, at such times as requested by the Superintendent or the Superintendent’s designee, on their intent to return to work from FMLA leaves and other leaves.  Employees shall be required to submit a fitness-for-duty certification from their health care provider as a condition of returning to work from a FMLA leave taken because of the employee’s serious health condition, or from a sick leave taken by reason of the employee's illness, when such leave was of a duration in excess of five (5) successive days, and upon request of the Superintendent or the Superintendent’s designee when such is deemed appropriate by the Superintendent or the Superintendent’s designee based upon the nature of the illness or other circumstances surrounding the leave.


An “equivalent position” for FMLA restoration purposes shall, in the case of certificated employees, be any administrative, teaching, or instruction related position for which the employee is qualified by reason of endorsement, college preparation, or experience, or other indicia; in the case of coaching or other similar extracurricular duty assignments, be any extracurricular duty assignment, and in the case of other employees or positions, be in a position with or at equivalent pay, benefits, and working conditions, involving 
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similar or related duties, as determined by the Superintendent or the Superintendent’s designee.

Legal Reference: 

29 USC Sections 2611 to 2618 and






29 CFR Part 82 

Policy Approved:  __5-11-2009____
Sexual Harassment
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Sexual harassment of any employee, classified or certified, by any individual under the jurisdiction of Gage County School District No. 15, is expressly prohibited as a violation of law and of board policy.  Persons determined to have engaged in sexual harassment shall be reported to the superintendent of schools.  Should the superintendent of schools be the focus of any accusation, a report of the incident should be made to the president of the board of education.  The report of any incident must be in writing and signed by the person filing the report. 


Regarding school employees, unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a sexual nature shall constitute sexual harassment when:

1.
Submission to sexual conduct is made, either explicitly or implicitly, a term or condition of an individual's employment.

2.
Submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting such individual.

3.
Such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile, or offensive working environment.


The services of the person that is the subject of the accusation may be temporarily suspended, with or without pay, while the accusation is being investigated.  If, after review of any report, it is determined that the accusation is valid, action taken by the superintendent of schools and/or by board of education may range from a simple reprimand to the separation of employment with the school district.  The action taken will depend upon the severity of the incident.

Legal Reference:
79-3001





through





79-3201

Equal Opportunity in Education.





Title IX, 1972 Federal Education Amendments, Section 504, 1973 Federal Rehabilitation Act, Title VI, VII, 1964 Federal Civil Rights Act.

Policy  Approved: 2/13/95 

Child Abuse
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The board of education directs the superintendent of schools or his or her designee to develop administrative procedures to advise staff members of their responsibilities and procedures to be followed as described by statutes relating to child abuse.


Abuse or neglect shall mean knowingly, intentionally, or negligently causing or permitting a minor child or an incompetent or disabled person to be:

1.
Placed in a situation that endangers his or her life or physical or mental health.

2.
Cruelly confined or cruelly punished.

3.
Deprived of necessary food, clothing, shelter or care.

4.
Left unattended in a motor vehicle, if such minor child is six or younger.

5.
Sexually abused.

6.
Sexually exploited by allowing, encouraging, or forcing such person to solicit for or engage in prostitution, public indecency, or obscene or pornographic photography films or depictions.

Procedures For Reporting Abuse or Neglect
1.
The requirements under this policy shall apply to all minor children enrolled in Gage County School District No. 15 reporting or claiming abuse or neglect.  Minor child shall be defined as any unemancipated person under the age of nineteen.

2.
Any employee who has reasonable cause to believe that a minor child has been abused or neglected shall report such abuse of neglect.

3.
The employee shall notify his or her immediate supervisor.  On the same day the complaint by the minor child is made, the supervisor or the employee or both shall report or cause an oral report to be made the Child Protective Service Unit of the Nebraska Department of Social Services or to the Beatrice Police Department.  The oral report shall be followed by a written report, and to the extent available it shall contain the address and age of the abused or neglected child; the address of the person or persons having custody of the abused or neglected child; the nature and the extent of the abused or neglected or the conditions and circumstances which would reasonable result in such abuse or neglect; any evidence of 
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previous abuse or neglect, including the nature and extent; 


and any other information which may be helpful in establishing  
the case of such abuse or neglect and the identity of the perpetrator or perpetrators.

4.
Any employee participating in an investigation or the making of a report pursuant to the provisions of the Nebraska statutes relating to child abuse or neglect or participating in a judicial proceeding resulting therefrom shall be immune from any liability, civil or criminal, that might otherwise be incurred or imposed, except for malicious false statements.  No employee shall be terminated from employment or be otherwise subject to reprisals because the employee participated in the reporting or made the actual report of such child abuse or neglect.

5.
Any employee who willfully fails to make any report required by statutes or knowingly releases confidential information shall be subject to the penalties as set forth by Nebraska Statute Chapter 28, Article 7.

6.
All reports shall be confidential and shall not become a part of a student's educational record.

7.
The parents or guardians of the abused or neglected child need not be notified.

8.
It the employee considers the situation to be critical and possibly life threatening and when the Child Protective Services Unit cannot respond promptly, the employee in cooperation with the supervisor shall obtain assistance by calling 911 and requesting the Beatrice Police Department or an ambulance to respond as appropriate.

9.
A representative, properly identified, from the Child Protective services Unit or from the Beatrice Police Department shall be allowed to interview the child at the school facility following a report of child abuse or neglect. The employee may be present during the interview.

10.
Photographic evidence may be obtained only by law enforcement personnel.

11.
Nothing in this policy shall be construed to prohibit employees from the professional sharing of observations and information about a student or requesting the same from other employees; however, once the observation and information causes an employee to become aware of any abuse or neglect, the obligation to report becomes mandatory.
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Legal Reference:
28-710

Child Abuse, Reports, 





through

Investigation, Liability.





28-717





43-2101

Persons Declared Minors, Marriage Effect.

Policy  Approved: 1/19/98
Use and Care of School Equipment and Facilities
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All employees are responsible for overseeing the care, inventorying, and security of equipment, materials, and facilities associated with their job assignment.  Any damaged or non-functioning items vital to job performance should be reported immediately to the building administrator so that repairs or replacements can be made.  Further, if valuable items of equipment or material are not able to be reasonably protected, the situation should be reported to the building administrator for appropriate action.  Moreover, any incident of theft or vandalism involving school property should be reported immediately to the appropriate administrator, and that administrator should file a written report with the superintendent of schools.  


No school-owned property shall be used for private entrepreneurial activity.  If any school equipment is used for any personal, nonprofit activity, such as copying machines, computers, shop tools, etc., such use must have the prior  approval  of the

building administrator.  A fee shall be determined which will fully reimburse the school district for any supplies used and for the use of the equipment.  Building administrators may allow staff or students to check out and use some equipment, such as a computer, if the use will enhance the skill of the individual or if the use of the  equipment will benefit the school district.  No equipment shall be removed from school buildings or the school campus without permission from the administrator responsible for the equipment.  All equipment should be checked out and signed for by the person that will be using the equipment and shall be returned in a specified period of time.  Equipment should not be checked out if it will in any way interfere with the educational process of the students.

Legal Reference:
79-443

Board Authority for Supervision and Control

Policy  Approved: 1/19/98
Insurance
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In accord with state and federal statutes, all classified and certified staff are insured against work related injury and consequent disability by workers compensation insurance.


Gage County School District No. 15, from time to time, resulting through negotiations, may carry hospitalization insurance, term life insurance, and income protection insurance for its employees.

Legal Reference:
44-1615

Public Employees, Insurance Authorized.





48-106

Employer, Workers Compensation Act.





79-442.01

School District, Insurance Coverage.





79-1501





through





79-1566

School Retirement System.
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Work Area Safety and Accident Reporting
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The board of education and the employees of Gage County School District No. 15 encourage the patrons of the district to visit the district facilities and observe the educational programs as they are in progress.  The parents of the students are especially urged to visit their child's classroom.  To ensure the safety of the visitors and to safeguard the welfare of the students, all visitors are asked to stop at the principal's office before proceeding to the classroom.  Children may visit classes only when accompanied by an adult.


Instructors or sponsors of groups using laboratories, including science, art, or shop areas will be responsible for seeing that individuals or groups working with the following materials or in the following areas will wear the appropriate eye and/or face protection.

1.
Hot molten materials.

2.
Milling, sawing, turning, shaping, cutting, grinding, or stamping of solid materials.

3.
Heat treatment, tempering, or kiln firing of any metal or other materials.

4.
Gas or electric arc welding or other forms of welding processes.

5.
Repair or servicing of any vehicles.

6.
Caustic or explosive materials.

7.
Hot liquids or solids, injurious radiation or other hazardous materials.


Eye protection devices used shall meet the standard of the American National Standard Practice for Occupational and Educational Eye and Face Protection, Z 87.1 (1979) as approved by the American National Standards, Inc.


All employees share in the responsibility for maintaining a safe and healthy school environment.  Any unsafe or unhealthy conditions in the immediate work area, building, or on the school campus should be reported immediately to the building principal.  In the event of an accident to an employee, student, or visitor, the safety and care of the injured individual should be of primary concern.  A report of the incident should be made to the appropriate building principal as soon as possible.  Any incident which requires the attention of medical personnel and any other incident deemed important by the building administrator, should be 
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reported to the superintendent of schools.

Legal Reference:
79-4,144

Eye Protective Devices, Required, When, Term Defined.

Policy  Approved: 1/19/98
Health Related Absences
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Any employee who is unable to report to work because of a health related condition shall contact his or her building administrator or designated supervisor at the earliest opportunity.


If any employee experiences a health related absence of three days or more or demonstrates a pattern of frequent health related absences, the board of education reserves the right to require the employee to present school officials with a physician's statement for documenting either (1) the need to remain absent from work or (2) the employee's fitness to return to work.  The school district further reserves the right to require a second opinion on such medical circumstance from a physician chosen and reimbursed by the school district.


Should an employee have a prolonged health-related absence beyond provisions as set forth by school district policy or refuse to cooperate in securing physicians' statements as described above, the board of education reserves the right to terminate the employment. 


In the event an employee contracts a communicable disease, continued employment decisions will be based on guidelines established by the Nebraska State Department of Health.

Legal Reference:
79-12,110

Certified Employee, Contract Cancellation.

Policy  Approved: 2/13/95
National Guard/Reserves and Jury Duty
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Employees who are members of the National Guard or Reserves should attempt to schedule time for the normal annual active duty during a time when school is not in session.  If it becomes necessary for a school employee to serve on active duty during the school year, the employee shall not lose pay or benefits for time spent on active duty, up to 15 days in a calendar year.  Beyond 15 days, if on active duty upon the call of the Governor of the State of Nebraska, the district will add compensation to the activity-duty pay to the amount of the employee's regular salary level.  


Employees called for jury duty will be excused without loss of pay or benefits.  The employee will receive  regular salary and may keep any expense money paid by the court, but shall remit jury pay to the school district.  

Legal Reference:
25-1640

Employee, Jury Service, Penalties Prohibited.





55-160

National Guard/Reserve, Absence Without Loss of Pay.
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Military and Family Military Leave
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Military leave and family military leave will be granted to the extent required by state and federal law.

Employees must notify the Superintendent as soon as they receive notification of activation.

Employees will attach a copy of their orders to a district leave request form when they prepare the request for military leave.

Employees requesting to take family military leave must notify the Superintendent at least 14 days in advance of taking such a leave if the leave will be for 5 or more consecutive days, consult with their supervisor to schedule the leave so as to not unduly disrupt operations of the school, and for leaves of less than 5 days, notify the Superintendent of the leave request as soon as practicable.

Family military leave under the Family and Medical Leave Act: (FMLA) will be provided in accordance with the law and subject to the provisions of the Board policy pertaining to FMLA leave.
Legal Reference:  



Neb. Rev. Stat. §§ 455-160 to 55-166 and LB 497

38 USC Sections 4301 to 4333

Policy Approved: 10/13/08
Assignments, Transfers, Posting Vacancies
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The superintendent of schools shall, after consulting with building principals and other personnel, assign employees to positions described in board policy and, should staffing needs dictate, transfer employees to different positions for which they are qualified.  In making assignments consideration shall be given to academic qualifications, preparation, and the contribution the employee can make to the overall education of the students.


Unless emergency situations prevail, all staff vacancies, classified and certified, will be posted in designated offices or work areas.  Current employees may apply for existing vacancies by writing a letter of interest to the administrator identified on the posting notice.


If the situation permits, current employees will be granted an interview for other positions for which they are qualified.  However, the board of education does not regard it an obligation to guarantee  current employees priority consideration over candidates not currently employed by the school district.

Legal Reference:
79-1004

Board of Education, Power to Select Officers and Employees.

Policy  Approved: 2/13/95  

 Pay Periods, Classified and Certified
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Monthly payments for classified employees will be made on the 20th day of each month, starting the month following commencement of employment.  


The pay period for certified employees shall be on the 20th day of each month, starting with the month of September or as set forth in the terms of the contract.  The annual salary will be divided into twelve nearly equal payments.  


All salary deductions for both classified and certified employees shall be made on the basis of one day of the total contract days, for unexcused absences.

Policy  Approved: 8/9/96
 SEQ CHAPTER \h \r 1Social Security Numbers







4057


Employee social security numbers shall be kept confidential to the extent required by law.  Use of more than the last four digits of an employee’s social security number shall be made by the District only for:

1. Legal Mandates. Compliance with state or federal laws, rules, or regulations.

2. Internal Administration. Internal administrative purposes, including provision of employee social security numbers to third parties for such purposes as administration of personnel benefits and employment screening and staffing. However, the internal administrative uses shall not permit use of employee social security numbers:

a. As an identification number for occupational   licensing.

b. As an identification number for drug-testing purposes except when required by state or federal law.

c. As an identification number for District meetings.

d. In files with unrestricted access within the District.

e. In files accessible by any temporary employee unless the temporary employee is bonded or insured under a blanket corporate surety bond or equivalent commercial insurance.

f. For posting any type of District information.

3. Voluntary Transactions. Commercial transactions freely and voluntarily entered into by the employee with the District for the purchase of goods or services.

The District will not use or require an employee to use more than the last four digits of an employee’s social security number District for:

1. Public Posting or Display.  Any public posting or display available to the general public or to an employee’s co-workers.

2. Internet Transmission.  Transmission over the Internet unless the connection is secure or the information is encrypted.

Policy 4057, Con’t.

3. Internet Access.  To access an Internet web site unless a password, unique personal identification number, or other authentication device is also required to access the Internet web site.
4. Identifier.  As an employee number for any type of employment-related activity.
Full implementation of this Policy shall occur by September 1, 2008.
Legal Reference:



Laws 2007, LB 674

5 USCS § 552a (note) (Privacy Act of 1974)
Policy Approved:  11/12/07
Personnel Records
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The superintendent of schools shall be responsible for maintaining personnel records for all classified and certified personnel.  All personnel records shall contain, as a minimum, the following basic items:

1.
Initial date of employment.

2.
A Federal withholding tax certificate.

3.
Appropriate retirement information.

4.
Current sick leave and vacation leave information.

5.
Any other information deemed pertinent by the board of education or the superintendent of schools for the employment of the individual with Gage County School District No. 15.

All certified personnel records shall contain the following additional information:

1.
A valid teaching certificate, or a copy of the same, which covers the entire period of the employee's contract.

2.
A complete transcript of all college credits showing degrees granted, etc.  

4.
A record of each individual's teaching experience.

5.
Any other information deemed pertinent by the board of education or superintendent of schools for the employment of the individual with Gage County School District No. 15.


The board of education may withhold the salary of any certified employee until a valid teaching certificate has been registered with the office of the superintendent of schools and with the Office of the County Superintendent of Schools.

Legal Reference:
79-1239

Teacher's or Administrator's Certificate, Registration with County Superintendent Required, Certification of Delinquency, Effect, Withholding of Funds of District.





79-1240

Teachers or Administrators Without Certificates, Employment Prohibited, Effect.

Policy  Approved: 2/13/95
Employee Access to Personnel Files
   



   4060.1

Any teacher, administrator, or full time employee of this school district shall, upon request, have access to his or her personnel file maintained by the district and shall have the right to attach a written response to any item in such file, and  he or she may, in writing, authorize another person to have access to such file, and such authorization shall be honored by the district. In the event an employee provides written authorization for another person to have access to his or her files, school officials shall be relieved from any liability in the event the person designated in the request discloses any information obtained by him or her in the course of examining the employee's file.


Such access and right shall not be granted with respect to any letters of recommendation solicited by the employer which may be in the file.


Additionally, before a teacher can review the files, he or she must first secure permission from his or her respective administrator.  The file may not be removed from the room where it is kept, and there must be a witness present when it is reviewed. Items cannot be removed from the file.

Legal Reference:
79-4,156

Teacher, Administrator, Full-Time Employee, Personnel File, Access, Written Response, Attach.

Policy  Approved: 2/13/95
Tobacco Use Prohibited
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In order to promulgate a healthy environment for students and staff and to encourage healthy behavior in students, it is the board of education's policy that there will be no tobacco use, (including smokeless), in any school buildings or school vehicles at any time.  Furthermore, in a like manner, tobacco use is prohibited on school grounds.  This regulation applies to all students, staff, patrons, and visitors.  School administrators are charged with the responsibility of administering this policy including, if necessary, the disciplining of violators.


Refer to Policy 5555, Drugs, Tobacco, and Alcohol.

Legal Reference:
79-443

District Board, Schools, Supervision and Control.
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*Drug Free School and Community Policy
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1.

The Gage County School District No. 15 is committed to providing an employment environment that is safe and provides appropriate motivation to ensure a creative and productive work force.  To this end, the school district unequivocally endorses the philosophy that the workplace should be free from the detrimental effects of illicit drugs and alcohol.



It is unlawful and, therefore, absolutely prohibited for any employee of the school district to engage in the unlawful possession, use, or distribution of illicit drugs and alcohol on school premises or as a part of any of the school's activities.


DEFINITION OF TERMS


As used in this policy, prohibition against the unlawful possession, use, or distribution of illicit drugs and alcohol on the school premises or as a part of any of the school's activities shall mean, but not be limited to the following:


A.
The possession, use, or distribution of any substance which is declared by the State of Nebraska or any other applicable law to be an illicit substance.


B.
The possession, use, or distribution of alcohol on the school premises or as a part of any of the school's activities.



As used herein, the term "school premises" shall mean any property whether owned, leased, or in other manner under the control of the Board of Education of Gage County School District No. 15.



As used herein, the phrase "as a part of any of the school's activities" shall mean any activity or enterprise carried out in whole or in part under the auspices of Gage County School District No. 15.


PROCEDURES

A.
All employees and each new employee will receive a copy of this policy.


B.
Each employee will acknowledge receipt of this policy and will sign such form acknowledging receipt and acknowledging the school district's policy of absolutely prohibiting conduct as Policy 4070, Con't.

Policy 4070, Con't.



set forth in this policy, and further acknowledging that serious sanctions can and will be taken against an employee, including termination of employment and referral for prosecution for any failure to comply with the above-stated standards of conduct and further acknowledging that such compliance is mandatory, and further acknowledging that this policy is adopted pursuant to P.L. 101-226, 34 C.F.R., Part 86, and other applicable statutes, and will further acknowledge that failure to comply with such federal requirements may put the school district's receipt of federal funds in jeopardy.


C.
In the event the employee does not understand the terms and conditions of this policy, it shall be the duty of the employee to ask for such points of clarification from the superintendent of schools or his or her designee at the time this policy is distributed to the employee.  If no question is directed by an employee to the superintendent of schools or his or her designee, it shall be the legal position of the school district to presume that the employee has understood and will abide by this policy.


D.
In the event of any non-compliance by any employee with this policy it shall be the duty of the superintendent of schools or his or her designee to inform any employee not in compliance about any drug and alcohol counseling and rehabilitation and re-entry programs that are available to employees within fifty miles of the administrative offices of the school district.  If no such programs are available within fifty miles, then such other programs as may exist in the State of Nebraska shall be made known to such employee.  The superintendent of schools or his or her designee shall maintain a list of such available services and shall from time to time update such list.


E.
Sanctions which may be taken against an employee for non-compliance with this policy may be any one or more of the following:



1.
An oral reprimand.



2.
A written reprimand.
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3.
Suspension with pay.



4.
Suspension without pay.



5.
Termination of employment.



6.
Cancellation of employment.



7.
Non-renewal of employment.



8.
Referral to appropriate authorities for criminal prosecution.



9.
Mandatory enrollment in inpatient care or otherwise as a term and condition to any continuing employment by the school district.


    10.
Mandatory enrollment in any training programs that




are or may be provided by the school district or others relating to any of the activities prohibited by this policy.


F.
Disciplinary action sought to be imposed by the superintendent of schools or his or her designee shall be carried out in accordance with the established policies of the school district.  However, nothing in this policy shall be construed to vest any right in any employee beyond that required by law and the manner in which each case shall be handled shall be in the sole discretion of the superintendent of schools or his or her designee subject to the superintendent's approval, provided only that such action shall be carried out within the bounds of applicable law.


G.
Conviction of an employee of the school district of any criminal statute relating to the unlawful use, possession, or distribution, of any controlled substance or alcohol, may result in disciplinary action being taken against such employee.  When such conviction shall come to the attention of the superintendent of schools or other official of the school district, any employee convicted as above described may be disciplined in any manner provided by statute, the contract of the employee, any existing policy of the school district, or any other applicable body of law.  As used herein "applicable body of law" 
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shall mean, but shall not be limited to, state and federal statutes, state and federal regulations, and any applicable case law.


H.
As an alternative to discipline or as a concurrent requirement to the disciplinary action less severe than the maximum disciplinary action that may be carried out against an employee as referred to in the immediate preceding paragraph, the school district by and through 



its superintendent of schools or his or her designee may require the employee to successfully finish a drug abuse program.  As used herein, the term "drug abuse program" shall mean a drug abuse program sponsored by an approved private or governmental institution.  The superintendent of schools or his or her designee may require the employee to provide the superintendent of schools or his or her designee written documentation satisfactory to the superintendent of schools or his or her designee that the employee has successfully finished such program.  If aftercare is recommended by such institution, then the superintendent of schools or his or her designee at his or her sole discretion may require the employee to enroll in such aftercare program and to participate in a manner satisfactory to the provider of such aftercare program. The superintendent of schools or his or her designee may require ongoing reporting of such participation as a term and condition of continuing employment by such employee with the school district.


I.
It shall be the policy of this school district to require an employee who has been charged or convicted of a violation of any statute as hereinabove referred to in this policy to report such charge or conviction to the superintendent of schools or his or her designee.  Any information received pursuant to this policy may be used in any lawful manner.  Any employee having concerns about an admission hereunder constituting self-incrimination shall bear the burden of seeking his or her own legal advice regarding any such potential self-incrimination.

2.
It shall be the policy of the Gage County School 
District 
No. 
15 to provide information to all students concerning 
available drug and alcohol counseling, rehabilitation, and 
re-entry program within fifty miles of the administrative 
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offices of this school district or, where no such services are 
found, within the State of Nebraska.  Information concerning such resources shall be presented to all of the students of this school district.


In the event of disciplinary proceedings against any student 
for any school district policy pertaining to the prohibition 
against the unlawful possession, use, or distribution of 
illicit 
drugs or alcohol, appropriate school personnel 
shall confer with any such student and his or her parents or 
a guardian concerning available drug or alcohol counseling, 
rehabilitation, and re-entry programs that appropriate school 
personnel shall consider to be of benefit to any such student 
and his or her parent, parents, or guardian.

3.
It shall be the policy of the Gage County School District No. 15, in addition to standards of student conduct elsewhere adopted by school board policy or administrative regulation, to absolutely prohibit the unlawful possession, use, or distribution of illicit drugs or alcohol on school premises or as a part of any of the school's activities.  This shall


include such unlawful possession, use, or distribution of illicit drugs or alcohol by any student of this school district during regular school hours or after school hours, at school sponsored activities on school premises, or at school sponsored activities off school premises.


Conduct prohibited at places and activities as herein above


described shall include, but shall not be limited to, the


following:


A.
Possession of any controlled substance, possession of which is prohibited by law.


B.
Possession of any prescription drug in an unlawful fashion.


C.
Possession of alcohol on school premises or as a part of any of the school's activities.


D.
Use of any illicit drug.


E.
Distribution of any illicit drug.


F.
Use of any drug in an unlawful fashion.


G.
Distribution of any drug or controlled substance when 
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such distribution is unlawful.


H.
The possession, use, or distribution of alcohol.


It shall further be the policy of this school district that violation of any of the above prohibited acts will result in disciplinary sanctions being taken within the bounds of applicable law, up to and including short term suspension, long term suspension, expulsion, and/or referral to appropriate authorities for criminal persecuting.

4.
It shall be the policy of the Gage County School District No. 15 to provide each student of this school district with a copy of the standards of conduct for student behavior in the district which prohibits the unlawful possession, use, or distribution of illicit drugs and alcohol on school premises or as a part of any of the school's activities.  Such standards of conduct and the school district's policy of disciplinary sanctions that may be taken for violation of such standards of conduct shall be given to each student and his or her parents or a guardian prior to the commencement of each school year on a form to be developed by the administration or the board of education.

5.
It shall be the policy of the Gage County School District No. 15 to provide age appropriateness and developmentally based drug and alcohol education and prevention program for all students of the schools.  It shall be the policy of this school district to require instruction at each grade level concerning the adverse effects resulting from the use of illicit drugs and alcohol.  Such instruction shall be designed 
by affected classroom teachers or as otherwise directed by the board of education to be appropriate to the age of the student exposed to such instruction.  Such instruction should be described in any curriculum guides of the school district and should have as one of its primary objectives the prevention of the use of illicit drugs and alcohol by such students.  It shall further be the policy of this school district to encourage the use of outside resource personnel such as law enforcement officers, medical personnel, and experts on the subject of drug and alcohol abuse, so that its economic, social, educational, and psychological consequences may be made known to the students of this school district.
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through the instruction earlier herein referred to as well as by information and consistent enforcement of the school 


board's policy pertaining to student conduct as it relates to the use of illicit drugs and the unlawful possession and use of alcohol, that drug and alcohol abuse is wrong and is harmful both to the student and this school district, and its 


educational programs. Each  building  shall establish guidelines for parents wishing to "opt" their children out due to questionable subject matter.

Legal Reference:
Federal Drug Free Schools and Communities Act, 1986, Amendments, 1989, P.L. 101-226.

Policy  Approved: 2/13/95
Alcohol and Drug Testing for School Bus Drivers
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It is the policy of the Beatrice Public Schools that its drivers should be free from drug and alcohol abuse.  Consequently, the use of illegal drugs or improper use of alcohol by drivers is prohibited.  The overall goal of drug and alcohol testing is to insure a drug-free and alcohol-free transportation environment and to reduce accidents, injuries and fatalities.  The requirements of this policy are in addition to other requirements established by federal and state law and board policy regarding the use of alcohol and drugs.  In some instances, those laws of policies may be more restrictive than the requirements set out in this policy.


The Beatrice Public Schools is required under the provisions of the federal Onmibus Transportation Employee Testing Act of 1991 to implement a drug and alcohol testing program for all persons subject to commercial driver's license requirements.  This comprehensive program must include conducting pre-employment, reasonable suspicion, random, post-accident, return to duty and follow-up testing for use of alcohol or drugs by such drivers, notifying drivers of the requirements and consequences of the program, and maintaining appropriate records.

IMPLEMENTATION DATE

The testing program referred to in this policy shall be implemented on January 1, 1996.

DEFINITIONS

For the purpose of this policy, the following terms are defined:

Alcohol -- The intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular weight alcohol including methyl and isopropyl alcohol.

Driver -- Any person who operated a commercial motor vehicle.  This includes full time, regularly employed drivers; casual, intermittent or occasional drivers; leased drivers and independent, owner-operated contractors.

Drug -- For purposes of this policy includes any of the following controlled substances:  Marijuana, cocaine, opiates, amphetamines and Phencuyclidine.

Medical Review Officer -- A licensed physician (medical doctor or doctor of osteopathy) responsible for receiving laboratory results generated by an employer's drug testing program who meets the qualifications as listed in 49 C.F.R. 10.3.
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Safety-Sensitive Function -- Includes all on-duty functions performed from the time a driver begins work or is required to be ready to work until he or she is relieved from work and all responsibility for performing work.  It includes, driving; waiting to be dispatched; inspecting and servicing equipment; supervising, performing or assisting in loading and unloading repairing or obtaining and waiting for help with a disabled vehicle; performing driver requirements related to accidents; and performing any other work for the district or paid work for any other entity.

Substance Abuse Professional -- A licensed physician or certified psychologist, social worker, employee assistance professional or certified addiction counselor with knowledge of and clinical experience in the diagnosis and treatment of alcohol and drug-related disorders.

Program Coordinator

The Board shall designate the superintendent or designee as the program coordinator to implement the alcohol and drug testing program of the district within the guidelines of this policy.

Alcohol and Drug Prohibitions

No driver shall report for duty or remain on duty requiring the performance of safety-sensitive functions while having an alcohol concentration of 0.04 or greater.  No driver shall be on duty or operate a commercial motor vehicle while the driver possesses alcohol.  No driver shall use alcohol while performing safety-sensitive functions.  No driver shall perform safety-sensitive functions within four hours after using alcohol.  No driver required to take a post-accident test shall use alcohol for eight hours following the accident or until he or she undergoes a post accident alcohol test (whichever comes first).


No driver shall report for duty or remain on duty requiring the performance of safety-sensitive functions when the driver uses any drug, except when the use is pursuant to the instructions of a physician who has advised the driver that the substance does not adversely affect the driver's ability to safely perform the function.  No driver shall report for duty, remain on duty or perform a safety-sensitive function if the driver tests positive 

for drugs.
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Pre-Employment Tests

An alcohol and drug test shall be conducted in accordance with federal regulations before any bus driver is permitted to perform a safety-sensitive function for the district.  Testing for newly hired drivers shall be conducted after the offer of employment but before employment commences.  Offers of employment are contingent on these test results.  A refusal to submit to 

drug and alcohol testing and/or refusal to release information as required by the district shall remove the applicant from employment consideration.  Such testing will also be required of any employee transferring into a covered position.


Exceptions may be made for drivers who have had the alcohol test required by law within the previous six months and participated in the drug testing program required by law within the previous 30 days, provided that the district has been able to make all verifications required by law.

Post-Accident Tests

Alcohol and drug tests shall be conducted as soon as practicable after an accident on any driver:


1.
Who was performing safety-sensitive functions with respect to the vehicle, if the accident involved loss of human life; or


2.
Who receives a citation under state or local law for a moving traffic violation arising from a recordable accident.  A recordable accident includes:  (a) a fatality; (b) bodily injury requiring treatment away from the accident scene and (c) disabling damage to one or more vehicles requiring the vehicle to be towed or transported away from the scene of the accident.


Drivers shall make themselves readily available for testing, unless such driver has the need for immediate medical attention.


No such driver shall use alcohol for eight hours after the accident, or until after he or she undergoes a post-accident alcohol test, whichever occurs first.


Post accident testing requirements may be fulfilled by properly administered tests conducted by federal, state an/or local law enforcement officials as long as the results of those tests are provided to the district.
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Random Testing

Alcohol and drug testing shall be conducted on a random basis at unannounced times throughout the year in accordance with federal regulations.  Tests for alcohol shall be conducted just before, during or just after the performance of safety-sensitive functions.  Drivers shall be selected by a scientifically valid random process, and each driver shall have an equal chance of being tested each time selections are made.

Reasonable Suspicion Tests

Any qualified supervisor or district administrator who has reasonable suspicion to believe that a bus driver has violated the alcohol or drug prohibitions of the district shall require the driver to submit to reasonable suspicion testing.  A qualified supervisor or administrator must be a person who has been properly trained, in accordance with federal regulations, to make a determination that reasonable suspicion exists.  This reasonable suspicion must be based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech or body odors of the driver.  The observations may include indications of the chronic and withdrawal effects of drugs.


Alcohol testing is authorized for reasonable suspicion only if the required observations are made just before, during or just after the period of the workday when the driver must comply with alcohol prohibitions.  An alcohol test may not be conducted by the person who determines reasonable suspicion exists to conduct such a test.  If an alcohol test is not administered within two hours of a determination of reasonable suspicion, the district shall prepare and maintain a record explaining why this was not done.  Attempts to conduct alcohol tests shall terminate after eight hours, and the district will state in the record the reasons for not administering the test.  


A qualified supervisor or district administrator who makes observations leading to a reasonable suspicion test shall make a written record of his or her observations within 24 hours of the observed behavior or before the results of the drug test are released, whichever is earlier.

Return-to-Duty Tests

An alcohol or drug test shall be conducted when a driver who has violated the district's alcohol or drug prohibition returns to performing safety-sensitive duties. 
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Employees whose conduct involved alcohol cannot return to duty in a safety-sensitive function until the return-to-duty test produces a verified result that meets federal and district standards.


  Employees whose conduct involved drugs cannot return to duty in a safety-sensitive function until the return-to-duty test produces a verified negative result.

Follow-up Tests

A driver who violates the district's alcohol or drug prohibition and is subsequently identified by a substance abuse professional as needing assistance in resolving an alcohol or drug 

problem shall be subject to unannounced follow-up testing as directed by the substance abuse professional in accordance with law.  Follow-up alcohol testing shall be conducted just before, during or just after the time when the driver is performing safety-sensitive functions.

Refusal to Submit to Tests

No driver shall refuse to submit to any of the tests.  An employee will be considered to refuse to submit when he or she fails to provide adequate breath or urine for testing when notified of the need to do so, or when he or she engages in conduct that clearly obstructs the testing process.  Such refusal will be treated as if the district received a positive test.

Testing Procedures

The employer shall follow the federal guidelines and standards of the Department of Health and Human Services regarding testing and laboratory procedures.  This shall include a selection of sites with appropriately trained personnel for alcohol and drug testing, selection of a laboratory certified by the Department of Health and Human Services to conduct drug specimen analysis, and selection of a Medical Review Officer to verify laboratory drug test results.  The drug and alcohol testing program of this school district shall provide individual privacy in the collection of specimen samples to the maximum extent possible.  The specimen collection procedures and chain of custody shall ensure that specimen security, proper identification and integrity are not compromised.
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Enforcement

Employees whose conduct involved alcohol or drug use cannot 

return to duty in a safety-sensitive function until the return-to-duty test produces the required result.  A driver who is tested and found to have an alcohol concentration of 0.02 or greater but less than 0.04 shall not perform or continue to perform safety-sensitive functions until the start of the driver's next regularly scheduled duty period but not less than 24 hours after the test was administered.  Further employment actions up to and including termination may be instigated in accordance with the Drug Free Workplace Act of 1988 (P.L. 101-226) and other state and federal laws.

Rehabilitation

An employer shall provide for the identification and opportunity for treatment of covered employees who are determined to have used, in violation of federal law or regulations, alcohol or drugs.  This information shall include the names, addresses and telephone numbers of substance abuse professionals and counseling.

and treatment programs.

Employee Records

Employees' alcohol and drug test results and records shall be maintained in strict confidentiality and released only in accordance with law.  Upon written request, a driver shall receive copies of any records pertaining to his or her use of alcohol or drugs, including any records pertaining to his or her tests.  Records shall be made available to a subsequent employer or other identified persons only as expressly requested in writing by the driver.  Test records shall be maintained with the separate medical files of each employee.

District Records and Reports

The district shall maintain records of its alcohol and drug prevention programs as required by federal law in 49 CFR 382.401.

Notification

Each driver shall receive educational materials that explain the requirements of the Code of Federal Regulations Title 49, Part 382, together with a copy of the district's policy.  The program coordinator shall ensure that all covered employees receive written materials explaining the district's drug and alcohol Policy 4072, Con't.

misuse prevention program requirements including:

1.
The identity of the program coordinator, a contact person


knowledgeable about the materials, policy, administrative

 
regulations and the Omnibus Act;

2.
The categories of employees covered;

3.
Sufficient information about the safety-sensitive functions


performed by drivers to make clear what period of the work 


day the driver is required to comply with Part 382,

4.
Specific information concerning prohibited conduct;

5.
The circumstances under which employees will be tested;

6.
Procedures used in the testing process;

7.
The requirement that a driver submit to alcohol and drug test


administered in accordance with federal law;

8.
An explanation of what constitutes a refusal to submit to a 


drug and/or alcohol test;

9.
The consequences for drivers found to have violated the drug


and alcohol prohibitions of Part 382, including the require-


ment that the driver be removed immediately from safety


sensitive functions and the procedures for referral, 


evaluation and treatment;

10.
The consequences for drivers found to have an alcohol 


concentration of 0.02 or greater, but less than 0.04; and

11. 
Information on the effects of drug use and alcohol misuse on


personal life, health and safety in the workplace.


Drivers shall also receive information about legal requirements, district policies and disciplinary consequences related to the use of alcohol and drugs.


Employees shall sign a statement certifying that they have received the materials.


Before any driver operates a commercial motor vehicle, the district shall provide him or her with post-accident procedures that will make it possible to comply with post-accident testing Policy 4072, Con't

requirements.


Before drug and alcohol tests are performed, the district shall inform drivers that the tests are given pursuant to the Code of Federal Regulations, Title 49, Part 382.  This notice shall be 

provided only after the compliance date specified in law.


The district shall notify a driver of the results of a pre-employment drug test if the driver requests such results within 60 calendar days of being notified of the disposition of his or her employment application.


The district shall notify a driver of the results of random, reasonable suspicion and post-accident drug tests if the test results are verified positive.  The district shall also tell the driver which controlled substances(s) were verified as positive.


NOTE:  Federal law requires that testing programs must begin on January 1, 1995, for those school districts that had 50 or more drivers on March 17, 1994, and on January 1, 1996, in those districts that had fewer than 50 drivers on March 17, 1994.  Districts which fall in the latter category should specify an implementation date of January 1, 1996.  Department of Transportation (DOT) regulations expressly state that they do not authorize testing before the effective date.  School districts quite possibly have the authority under state law to require drug and alcohol testing for school drivers.  However, any such testing must be conducted in a manner which is consistent with the requirements of the U.S. Constitution and state law.  Limitations 

on drug and alcohol testing by states and their political subdivisions are not clearly defined in all instances.  Therefore, those school districts which had fewer than 50 drivers on March 17, 1994, but nevertheless wish to voluntarily implement a drug and alcohol testing program prior to January 1, 1996, should consult with legal counsel before doing so.


NOTE:  Under 49 CFR 382.605, the choice of substance abuse professional and the assignment of costs shall be made in accordance with the employer/driver agreements and employer policies.  For those districts which bargain collectively with drivers, the assignment of costs of the substance abuse professional may be a matter within the scope of negotiations.


NOTE:  Pursuant to 49 CFR 382.601, materials supplied to drivers may also include information about other policies and disciplinary consequences based on the district's authority independent of 49 CFR 382 and described as such.  Districts should insure that drivers receive copies of such policies (e.g. the Drug Free Workplace policy). 

Policy Approved: 12/11/95
Human Immunodeficiency Virus (HIV)
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 The following guidelines apply to personnel known to be infected with HIV.  This includes personnel with Acquired Immune Deficiency Syndrome (AIDS); AIDS Related Complex (ARC); or personnel who are diagnosed by their physicians as being infected with HIV.  These persons shall be referred to as HIV infected persons in the following guidelines:

1.
It is the goal of the Gage County School District No. 15 for all infected persons to be able to work and participate in an unrestricted setting as long as such participation does not create imminent danger to the students or other individuals in the school setting.  However, exceptions may be made for persons with impairments resulting in the lack of control of body secretions, persons having oozing lesions, or behavioral disorders.  The need for a restrictive environment will be assessed on a regular basis.

2.
A team approach will be used to determine the most appropriate employment conditions for said person.  Refer to administrative regulation AR-5425, Communicable Disease Control for information relating to the purpose of a review panel, establishing the panel, and procedures for hearings by and with the review panel.

5.
Failure to report and release health information could result in suspension, with pay, or other employment sanctions including termination of employment.  Prior to any suspension taking effect, the employee will be given related information that the district has and the employee will be presented with an opportunity to respond through avenues set forth by the policies of the school district.

6.
Hygiene instruction shall be provided for those with direct exposure with the HIV infected person in order to protect said person and those having direct contact with said person.  

7.
The HIV infected person's right to privacy will be preserved by all team members involved in the care and education of said *person.  The Gage County School District No. 15 will develop administrative procedures for staff contact with HIV infected persons, confidentiality of records, and information released.

8.
Efforts will be made to educate parents, students, school district personnel and school district patrons about HIV infections.
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Refer to AR-4075, Routine Procedures For Sanitation and Handling Body Fluids.

Policy  Approved: 1/19/98
Routine Procedures For Sanitation And Hygiene

When Handling Body Fluids





AR-4075
PURPOSE


To ensure that body fluids involving blood, vomit, urine, feces, semen, saliva, and nasal discharges are handled properly.

DEFINITIONS

I.
Occupational Exposure - For the purpose of this administrative regulation 'Occupational Exposure' means reasonable anticipated skin, eye, mucous membrane, or parental (piercing mucus membranes or the skin barrier through needle sticks, human bites, cuts, abrasions, etc.) contact with blood or other potential infectious materials (OPIMS) that may result from the performance of the employees duties.  OPIMS include body fluids such as semen, vaginal secretions, respiratory discharge, tears, vomit, urine, feces, saliva, etc.  

For the purpose of this regulation, employees of the school district, by job classification have been divided into three categories:

I.  CATEGORY I:
All employees in the following job classifications in this school district have occupational exposure and should be issued a first aid kit containing the necessary protective clothing and disinfectants needed to render first aid or for cleaning up after a body spills;





Custodians, secretaries, school nurses, athletic director, trainers, coaches, special education teachers, and para-educators who work with exceptional children who may  render first aid, and supervisors of playgrounds.

II.  CATEGORY II:
Some employees in the following classifications in this school district may have an occasional exposure and should have ready access to a first aid kit with protective clothing and disinfectants available should exposure be eminent:




*
Principals, teachers, teachers aides, para-educators, cooks and persons who occasionally render first aid.
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III.  CATEGORY III:
Some employees in the following classifications in this school district are 





unlikely to have any exposure: Central office 





administration and clerical personnel.


The following is a list of tasks and procedures or groups of closely related tasks and procedures in the school district which are to be followed when occupational exposure occurs or is likely to occur:

EQUIPMENT NEEDED:

	PRIVATE 
Hand Soap
	Dust Pans
	Disposable Plastic Bags

	Paper Towels
	Water
	Disposable Rubber Gloves

	Mops
	Buckets
	Non-Disposable Household Gloves


Disinfectant:
Use a tuberculocidal germicidal disinfectant which has been EPA approved to be effective with both the Human Immunodeficiency Virus (HIV) and the Hepatitis B Virus (HBV) or a solution of 5.25% sodium hypochlorite (household bleach) diluted 1:100 (approximately ? cup of bleach per one gallon of water).?
PROCEDURES

I.
General


A.
Wash hands and wear disposable gloves before making contact with body fluids during care, treatment, and all cleaning procedures.


B.
Wear new disposable gloves each time and discard contaminated gloves after each use.


C.
Wash hands each time after handling fluids and contaminated articles, whether or not gloves are worn.


D.
Discard disposable items including: tampons, used bandages, and dressings into plastic-lined trash containers with lid.  Close all bags, label, and discard daily.


E.
Do not reuse plastic bags.


F.
Use disposable tissues, not handkerchiefs, for nasal drainage or wiping saliva.   Dispose of used tissues 
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properly and do not reuse.


G.
Use paper towels to pick up and discard solid waste materials such as vomit or feces.


H.
Use disposable items to handle body fluids whenever possible.

REMINDER:
All disposable items and supplies used to handle OPIMS body fluids should be bagged, labeled, and disposed of daily.

II.
Hand Washing


A.
Use hand soap and warm running water.  Soap suspends



easily removable soil and microorganisms allowing them to be washed off. 


B.
Rub hands together for approximately ten seconds to work up a lather.


C.
Scrub between fingers, knuckles, back of hands, and around nails.


D.
Rinse hands under warm running water.  Running water is necessary to carry away debris and dirt.


E.
Use paper towels to thoroughly dry hands.  Turn off water faucet using the paper towel.

III.
For Washable Surfaces


A.
For tables, desks, etc.



1.
Wear non-disposable/household gloves.



2.
Use a tuberculocidal germicidal disinfectant which has been EPA approved to be effective with both the Human Immunodeficiency Virus (HIV) and the Hepatitis B Virus (HBV) or a solution of 5.25% sodium hypochlorite (household bleach) diluted 1:100 are suitable for use.

 

3.
When a tuberculocidal germicidal disinfectant is 
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used, handle with care:




a.
Gloves should be worn since the solution is irritating to the skin.




b.
Avoid applying on metal since it will corrode most metals.



4.
Apply with a sponge or cloth applicator.  Thoroughly wetting the surface.   Rinse applicator in disinfectant solution.  If necessary, polish  surface with a dry cloth.



5.
Allow to air dry.


B. 
For floors.



1.
Wear non-disposable/household gloves if fluids could get on hands.



2.
Use tuberculocidal disinfectant. 



3.
Use the two bucket system -- one bucket to wash the soiled surface and one bucket to rinse as follows:




a.
In bucket #1, dip, wring, mop up body fluid spill.




b.
Dip mop in bucket #1, wring and mop once more.




c.
Dip, wring out mop in bucket #1.




d.
Put mop in bucket #2 (rinse bucket) that has a clean tuberculocidal disinfectant.




e.
Mop area with clean disinfectant solution.




f.
Return mop to bucket #1, rinse and wring out. This keeps the rinse bucket clean for second spill in the area.




g.
Place used mops in plastic bag, label appropriately, and send to laundry.



4.
Disposable cleaning equipment and water should be placed in a toilet or plastic bag as appropriate.



5.
Rinse non-disposable cleaning equipment (dust pans, buckets) in disinfectant.



6.
Dispose disinfectant solution down sanitary drain.



7.
Wash gloves in disinfectant solution or with soap 
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and water.  Hang up to air dry.



8.
Wash hands as previously instructed.

IV.
For Use on Non-washable Surfaces (rugs, upholstery) or in School Transportation Vehicles:  


A.
Wear household or disposable gloves if fluids could get on hands.


B.
Apply a sanitary absorbing or encapsulating agent, let dry or solidify, vacuum or remove with a dust pan and broom or a spatula.  (Note:  The combination of the 



spill and the chemical agent could result in a very slippery encapsulated waste product.  Care should be taken to limit traffic in the area to authorized clean-up personnel.)


C.
Apply rug or upholstery shampoo as directed.  Vacuum again according to directions on shampoo container.


D.
If a sanitizing carpet cleaner is available, use with



water extraction method.  Following the directions on the label.  (An appropriate sanitizing carpet cleaner is Sanex - 2 ounces per gallon of water.)


E.
Clean dust pan and broom, if used.  Rinse in disinfectant solution.


F.
Air dry.


G.
Wash hands as previously instructed.

V.
For Soiled Washable Materials:  (clothing, towels, etc.)


A.
Rinse item under running water using gloved hands



(household or disposable).


B.
Place item in plastic bag, label and seal until item is



washed.  Plastic bags containing soiled washable material must be clearly identified if outside laundry service is used.


C.
Wash hands as previously instructed.


D.
Wipe sink with paper towels, discard towels.
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E.
Wash soiled items separately, using hot water and bleach if possible.


F.
Discard plastic bag in regular trash container.


G.
Wash hands as previously instructed after handling soiled items.

VI.
For Diaper Change:


A.
Gather equipment.


B.
Wash hands and wear disposable gloves.


C.
Perform diaper change and do thorough genital cleaning.


D.
Dispose of soiled diaper and gloves in a labeled plastic bag.


E.
Dispose of plastic bag in regular trash.


F.
Wash hands.

VII.
For Dish Care:


A.
In special areas where extra sanitation precautions must
be taken the following procedures are to be followed:



1.
Wear non-disposable gloves to protect hands from chapping and hot water.



2.
Dish Washing:




a.
Dish pans must be used.




b.
Use hot, soapy water.




c.
Dip in sanitizing solution.  (An appropriate food contact surface sanitizer is F-25 sanitizer - 1 ounce per 4 gallons of water.




d.
Drain dry.



3.
The dish washing area should be separate from hand washing and diapered areas.

References:
U.S. Department of Labor-OSHA, Washington, D. C.




OSHA Instruction CPL 2-2.44B.  February 1990.




U.S. Department of Labor-OSHA, Washington D. C. OSHA Instruction CPL 2-2.44C.  February 1990.




U.S. Department of Health and Human Services, Public Health Service, Centers for Disease Control, Atlanta, Georgia.  Guidelines for Prevention of Transmission of Human Immunodeficiency Virus and Hepatitis B Virus to Health-Care and Public-Safety Workers.  February 1989.




Federal Register, 29 CFR Part 1910.1030, Pages 64175 thru 64182. Occupational Exposure to Bloodborne Pathogens; Final Rule.  December 6, 1991.

1.
OSHA Instruction CPL 2-2.44C states:  "Products registered by the EPA as HIV-effective are not necessarily tuberculocidal and are therefore not necessarily effective against HBV which is more resistant to inactivation than is HIV...."
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Student Punishment/Corporal Punishment
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Each teacher is responsible for the conduct of all students. Any discipline problem with which the teacher feels inadequate or may need assistance should be immediately referred to the building principal or his or her designee.


Disciplinary conferences including the student, parents or guardian, and school personnel, called to consider a pupil's misbehavior in school shall always focus on the education and welfare of the student.  These shall never be punitive in nature, nor to the extent possible, resemble adversary proceedings.  It is the intent of the board of education that due process in the school district shall evince high regard for the best interest and welfare of each student.


Discipline should not be considered a group matter.  A whole group of students should not be disciplined for the misdeeds of one or a few students.


Discipline should not be confined to the classroom.  Certified staff members are responsible for assisting with the discipline of students between classes, before and after school, and at school activities.

*
It is the policy of the board of education that corporal punishment may not be administered to a student.  A staff member may, however, use reasonable physical force against a pupil, without advance notice of the building principal or designee when:

1.
It is essential for self defense.

2.
It is for the preservation of order.

3.
It is for the protection of other persons or property of Gage County School District No. 15.


Refer to AR-4050, Teachings Duties.

Legal Reference:
28-1413

Use of Force With Responsibility for Care, Discipline or Safety of Others.
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All employees are expected to observe and maintain professional boundaries between themselves and students.  A violation of professional boundaries will be regarded as a form of misconduct and may result in disciplinary action.

The following non-exclusive list of actions will be regarded as a violation of the professional boundaries that employees are expected to maintain with a student:

· Using e-mail, text messaging, instant messaging or social networking sites to discuss with a student a matter that does not pertain to school-related activities.  Appropriate discussion would include the  student’s homework, class activity, school sport or club, or other school-sponsored activity or activities related to a student’s disability as identified on their IEP/504 plan.  Electronic communications with students are to be sent simultaneously to multiple recipients, not to just one student, except where the communication is clearly school-related and inappropriate for persons other than the individual student to receive (for example, e-mailing a message about a student’s grades).  

· Material that employees post on social networks that is publicly available to those in the school community and that does not reflect the professional image applicable to the employee’s position and that impairs the employee’s capacity to maintain the respect of students and parents or impairs the employee’s ability to serve as a role model for children.  

· Engaging in sexual activity, a romantic relationship, or dating an elementary, middle school or high school student.

· Making any sexual advance – verbal, written, or physical – towards a student.

· Showing sexually inappropriate materials or objects to a student.

· Discussing with a student inappropriate sexual topics that are not related to a specific curriculum.

· Telling sexual jokes to a student. 
Policy 4090, Con’t.
· Physical contact with a student that is initiated by the employee when the student does not seek or want this attention.

· Allowing a specific student to display misbehavior that is not tolerated from other students, except as appropriate for students with an IEP or 504 Plan. 

· Discussing with the student the employee’s personal problems that would normally be discussed with adults (e.i., marital problems). 

· Giving a student a ride in the employee’s personal vehicle without expressed permission of the student’s parent/guardian or school administrator unless another adult is in the vehicle.  

· Taking a student on a school outing without obtaining prior expressed permission of the student’s parent/guardian and school administrator.  

· Inviting a student to the employee’s home without prior expressed permission of the student’s parent/guardian and school administrator.

· Going to the student’s home when the student’s parent/guardian or a proper chaperone is not present.

· Giving gifts of a personal nature to a specific student.  Hats, coats, gloves, shoes, and other basic need items are acceptable gifts.

Appropriate exceptions are permitted to the foregoing for legitimate health, safety or educational purposes and for reasons of familial relationships between employees and their children who are students in the District.

Policy Approved: 7/12/2010

PERSONNEL-CLASSIFIED STAFF

Introductory Statement and Description
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The board of education believes that the classified staff are an integral part of an effective and efficient school system.  They are, therefore, to be selected and trained with the same care and attention afforded the school district's administrators and teachers who are employed as certified staff.


Classified staff includes:  custodians, maintenance workers, building secretaries, central office secretaries and bookkeepers, bus drivers, teacher assistants, cafeteria workers, or others who might be recommended by the superintendent of schools.

Policy  Approved: 2/13/95  

"At Will" Employee Status
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In accordance with Early Common Rule, American Rule, and accepted practice in Nebraska labor relations, classified staff members are regarded as "at will" employees, meaning that they are hired for an indefinite period of time and may be terminated at any time or without cause.  However, no employee can be terminated for reasons that would violate an employee's civil rights as extended to them by the United States Constitution and other state and federal statutes.

Policy  Approved: 2/13/95
Work Day-Classified Personnel
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*
The normal work day for all full-time classified employees shall be 8 1/2 hours unless otherwise assigned.  The beginning and ending times will be arranged by the immediate supervisor.  Within the 8 1/2 hours, one-half hour is allowed for lunch, plus two other breaks, not to exceed 15 minutes each.  Overtime must receive prior approval of the superintendent of schools or his or her designee.  


Overtime is any time over 40 hours in a work week and is computed at one and one-half times the regular hourly rate.  Vacation days, compensation time, time off for jury duty, holiday pay, and unscheduled absences or time off for sickness, personal leave, or other personal reasons will not be calculated as hours worked for overtime calculations.


Classified employees will turn in time cards or work sheets as designated by the superintendent of schools.  The employees shall be responsible for the accuracy of information on the time card/sheets and the immediate supervisors shall be responsible for verifying these cards/sheets by signature and for submitting these time cards/sheets to the office of the director of business affairs. 


Refer to Policy 6005, School Calendar and Work Day.

Policy  Approved: 2/13/95  

Fair Labor Standards Act (Minimum Wage & Overtime)
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Workweek: 


The workweek is defined as seven (7) consecutive days.  For maintenance staff, the workweek is 12:00 a.m. Thursday through 11:59 p.m. Wednesday.  For all other staff the workweek is 12:00 a.m. Sunday through 11:59 p.m. Saturday.

Overtime:


Overtime will be paid to non-exempt employees as required by law.  Compensatory pay in-lieu of overtime pay may be implemented in accordance with law. A non-exempt employee shall not work overtime without the express approval of the employee's supervisor.

Salaried Basis:  


The District's policy is to not permit improper deductions from the salary of exempt employees who are required to meet a "salaried basis" test for the exemption to be applicable.  (Teaching professionals are not subject to the "salaried basis" test).  An employee who feels an improper deduction affecting exemption status has occurred may, submit a complaint to the Superintendent or the Superintendent's designee, who shall promptly investigate the complaint.  Reimbursement shall be made and a good faith commitment to comply in the future will be given in the event it is determined that an improper deduction affecting overtime exemption has been made.


The District's policy is to authorize unpaid disciplinary suspensions of a full day or more for infractions of workplace conduct rules to apply such policy uniformly to all similarly situated employees, including exempt employees who are required to meet a "salaried basis" test for the exemption to be applicable.  Unpaid disciplinary suspensions of a partial day or a full day or more may be implemented for infractions of safety rules of major significance.  Deductions of pay of a partial day or a full day or more may be made for FMLA leaves and in the first and last weeks of employment.  In addition, based on principles of public accountancy, deductions from pay of a partial day or a full day or more will be made for absences for illness, injury or personal 

Policy 4211, Con't.

reasons when accrued leave is not used or not available, and for  absences due to any budget-required furlough.

Legal Reference:
Fair Labor Standards Act, 29 U.S.C. 201 et seq.;29 CFR 541.303; 541.602; 541.603; 541.710; 553.20-28; and 771.105

Policy Approved:  __7-12-04_

 Leave Provisions-Classified Personnel
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The superintendent of schools shall be responsible for recommendations to the board of education for its approval, and he or she shall be responsible for overseeing the administration of a district-sponsored leave and/or insurance program for the classified employees.  Classified employees shall be made aware of these benefits in an employee manual. 

Policy  Approved: 11/11/02   

Sick Leave Donation
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The purpose of sick leave donation is to provide some protection for employees (who are eligible for sick leave) from financial loss should a catastrophic illness, injury or disability occur to the employee their spouse, child or parent.  The procedures the sick leave donation process will adhere to are as follows:

· At the beginning of the year,(September 1 – August 31) any employee, at his/her discretion, may donate up to one (1) full day of sick leave to the sick leave bank to be accessed by another employee who is in need, due to a catastrophic illness, injury or disability during the school year. The maximum amount of sick days an employee may donate during any given school year is one (1) day. 
· Sick leave donation days may be used only in the case of a catastrophic personal illness, injury or disability of the employee or the catastrophic illness, injury or disability of the employee’s spouse, child or parent. 

· Maternity leave shall not be part of the sick leave donation process. 

· To take part in the sick leave donation process an employee must have

A.  Used all of his/her sick leave

B.  A certificate from a physician setting forth the   nature and extent of the catastrophic illness, injury or disability

· The total available sick leave may not exceed an accumulated amount of 60 days (this includes both the employee’s sick days and donated days).

· Use of sick leave donation days shall automatically cease upon the employee becoming eligible for benefits under the long-term disability policy maintained by the District.

· At the time that the employee becomes aware of the medical condition for which they are seeking the use of the sick leave bank, the employee must provide the Board Office the completed form requesting sick leave donations.  This form shall contain at a minimum the following information:

A.
Total number of days requested and donated. 

B.
Copy of the physician’s certificate setting forth the nature and extent of the catastrophic illness, injury or disability.

C.
Any additional information that the Beatrice School District may require from time to time.

D.
After a review by the board office, payroll adjustments will be made in the July and August paychecks of the employee using donated sick leave days during the school year.

· A committee consisting of the BEA president, a support staff member and the superintendent will review each sick leave donation form that is submitted.  The superintendent will make the final determination for approval or denial of each request with input from the BEA president and a support staff member. 

Policy Approved:  8-14-2006 

Revised:   11-14-11 

Staff Development
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Administrators who are designated by the superintendent of schools to supervise classified staff will be responsible for providing routine orientation and explaining the day-to-day work responsibilities for new personnel or for seeing that the immediate supervisor, such as head cook or head custodian, performs these functions.


To the extent schedules and budgeting will allow, classified employees will be expected to attend workshops or seminars that will better prepare them to perform their assigned tasks.  Requests to attend these activities should be made to the immediate supervisor and are to be approved by the designated administrator.  The designated administrator will notify the superintendent of schools in writing of the attendance of classified personnel to workshops or seminars so that a record of the attendance can be placed in each individual's personnel file.


The school district will pay the tuition or enrollment fee, room, board, and will either pay mileage or provide transportation for attendance to workshops or seminars which relate to the assigned activity which have been approved prior to attendance.  


Refer to Policy 3605, Travel and Reimbursement.

Policy  Approved: 2/13/95  

Evaluation
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*
Probationary classified employees shall receive an evaluation at the end of the sixth month of service and he or she shall be advised of his or her progress upon successful completion of their probationary period.  Evaluations of regular classified  employees will be on an annual basis thereafter.  Evaluations will be done by an administrator or staff member designated by the superintendent of schools.  All evaluation forms will be designed by school administrators, subject to the approval of the superintendent of schools.  One copy of the completed evaluation will be provided to the employee and one copy will be kept in a confidential file in the office of the superintendent of schools. If they so decide, employees may append materials to the file copy of the evaluation.  Refer to AR-4225, Classified Personnel Evaluation Form.

Policy  Approved: 2/13/95  

Classified Personnel Evaluation Form




AR-4225
Introduction

All classified personnel employed by the school district will be evaluated annually by the administrator or supervisor to whom the employee reports.  The evaluator will hold a conference to review the performance evaluation with the employee.


New personnel will be evaluated during their probationary period.  A copy of the written evaluation must be given to the employee and the original must be sent to the office of the superintendent of schools.  The evaluator may keep a copy for his or her files.

Rating Categories
  I.
Performance is fully acceptable and responsibilities are consistently satisfactorily.

 II.
Performance usually meets expectations, but performance occasionally falls below acceptable standards.  (The needed improvements must be explained to the employee in writing.)

III.
Performance is consistently poor.  Improvements are necessary for continued employment.  (A written statement identifying the areas of improvement must be presented to the employee.)

AR-4225, Con't.

BEATRICE PUBLIC SCHOOLS

CLASSIFIED EMPLOYEE EVALUATION FORM

NAME  ____________________________
DATE _____________________

POSITION  __________________________  SCHOOL/DEPT._______________

EVALUATOR  __________________ EVALUATION PERIOD  ______ TO ______

  I.
Performance is fully acceptable and responsibilities are consistently satisfactorily.

 II.
Performance usually meets expectations, but performance occasionally falls below acceptable standards.

III.
Performance is consistently poor.  Improvements are necessary for continued employment. 

GENERAL PERFORMANCE:

  I.
JOB KNOWLEDGE





     
______












Rating


Understands duties and responsibilities of the position as set forth in the written job description.


Comments:___________________________________________________


____________________________________________________________

 II.
QUALITY OF WORK






______












Rating


Accurate, thorough, attentive to detail, meets high standards.  Carries out all written and oral directions.


Comments: __________________________________________________


____________________________________________________________

III.
QUANTITY OF WORK






______












Rating


Output within a given time period is adequate.  Completes work on time.


Comments: __________________________________________________
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 IV.
INITIATIVE







______












Rating


Self starter, self directed, ability to anticipate upcoming tasks and the capacity for independent action.  Finds other work when normal work pressure decreases.


Comments: __________________________________________________


____________________________________________________________ 

  V.
RESPONSIBILITY







______












Rating


Willingness to accept and seek additional responsibility.


Comments: __________________________________________________


____________________________________________________________

 VI.
INTERPERSONAL RELATIONS





______












Rating


Friendly, caring, relates well to students, parents, staff, and the public.  Is courteous and demonstrates a cooperative attitude.


Comments: __________________________________________________


____________________________________________________________

VII.
COMMUNICATION:







______












Rating


Expresses one's self appropriately in oral and written communications.  (Telephone etiquette, written skills.)


Comments: __________________________________________________


____________________________________________________________

VIII.RESPONSE TO WORK DEMANDS





______












Rating


Adjusts to changes in daily routines and additional responsibility.  Performs more difficult or less desirable tasks when necessary in a positive manner.
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Comments:  _________________________________________________


____________________________________________________________

 IX.
OBSERVES SCHOOL DISTRICT POLICIES



______












Rating


Understands and observes district policies and procedures.


Comment:  __________________________________________________


____________________________________________________________

  X.
APPEARANCE







______












Rating


Attentive to personal hygiene and appropriate dress.


Comment: ___________________________________________________


____________________________________________________________

 XI.
DEPENDABILITY







______












Rating


Reports to work on time and leaves on time.  Observes time allotted for lunch and breaks.


Comment: ___________________________________________________


____________________________________________________________

XII.
OTHER COMMENTS:  ___________________________________________________________


____________________________________________________________


____________________________________________________________

XIII.RECOMMENDATION


________________  ______________________  __________________


Advance On Scale  Retain at Present Step  Probation

Conditions that need to be met to move off probation or to be recommended for advancement on scale:  _________________________________________________________________

AR-4225, Con't.

_________________________________________________________________

_________________________________________________________________

Date for Review:  ____________________

I have been given a copy of this evaluation and had an opportunity to discuss it with my evaluator.

Do you agree with this evaluation?  Yes  ________  No  ________

If the employee disagrees with any information contained within this appraisal, he or she is encouraged to express his or her concern on a separate piece of paper and attach it to this form.

Employee's Signature  _________________________  Date  __________

(Employee's signature does not necessarily indicate agreement with the evaluation.)

Evaluator's Signature  _______________________  Date  ___________

AR-4225  Approved: 5/11/98




 

Termination Procedure
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Any classified employee who is discharged from a position or whose position is eliminated will receive two weeks (ten (10) working days) notice of the decision from the administrator supervising the employee.  The notice will be conveyed verbally and in writing, with the written notice containing reasons for the decision.  The administrator will inform the superintendent of schools of the decision and the pertinent circumstances, and the employee may request a meeting with the superintendent of schools to review the administrator's decision.


If the employee is requested to vacate the position immediately, he/she will receive two weeks pay but will lose accumulated vacation time.  If an employee quits without notice, he or she will be paid to date and will  lose all accumulated vacation time.  If an employee leaves a position at his or her discretion after receiving a termination notice, he or she will paid for the time worked but will lose all accumulated vacation time.  If an employee has been given two weeks notice of discharge because of his or her inability to perform certain assigned jobs satisfactorily when working to the best of his or her ability, he or she shall receive full pay and full accumulation of vacation time.

When an employee decides to resign, written notice of resignation should be given to the immediate supervisor at least two weeks prior to the effective date.  A forwarding address should be given to the Business Office to ensure proper delivery of any checks or statements.  

Policy  Approved: 2/13/95
Grievance Procedure For Classified Personnel
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Any classified employee who has a work-related grievance shall first discuss the nature of the grievance with his/her supervising administrator.  If not satisfied with the suggested resolution of the problem, the employee shall, within ten (10) working days of having received the administrator's decision, send a written grievance to the superintendent of schools.  Upon receiving the written grievance, the superintendent of schools shall, within ten (10) working days, meet with the employee and attempt to resolve the grievance.  If not satisfied with the superintendent of schools decision, the employee shall, within ten (10) working days, request in writing to the superintendent of schools that a board of education committee be convened to hear the grievance.  The superintendent of schools shall, within fifteen (15) working days, schedule a meeting for the board committee to hear the grievance.  Said meeting will be held in closed session, unless the employee requests a public hearing, and will be attended by the superintendent of schools, the supervising administrator, the employee and, at the employee's discretion, an advocate for the employee.  The board committee will render a decision at the meeting, and said decision will terminate the grievance procedure.


If more than one employee has a grievance of similar nature, they may, as a group, invoke the grievance procedure described above.

Policy  Approved: 2/13/95
PARA PROCEDURE
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Lunch & Library Paras

Every 25 Students = 20 Minutes

Calculations for paras in classes is by sections.  Estimates of amount of para time will be made in May.  Final computation of hours will be made the first week of school.  Classroom paras are to be used primarily for student contact time.

Grade:
Kindergarten

13-16 Students = 3 hours







17-20 Students = 4 hours







21-24 Students = 5 hours







25-28 Students = 6 hours

Grades
1-2



13-15 Students = 1 1/2 hours







16-20 Students = 2 hours







21-25 Students = 2 1/2 hours







26-28 Students = 3 hours

Grades 
3-5



16-20 Students = 1 hour







21-25 Students = 2 hours







26-28 Students = 3 hours

This proposal addresses:


(a)
greater hours of para support at grades 1 and 2


(b) 
support of classes when enrollment is high


(c)
elimination of weighted formulas


(d)
equitableness between buildings


(e)
adjustment capability for low or high enrollment

After para hours per building are determined, principals still have the flexibility of scheduling para duties from the building allotment.

Approved 11/11/02

Job Descriptions, Classified Personnel
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The superintendent of schools shall be responsible for developing job descriptions for all general categories of classified personnel.  These job descriptions shall become a part of the administrative regulations.


Refer to the following administrative regulations: 


AR-4245.1,
Job Description, Building Custodians.


AR-4245.3,
Job Description, Building Secretaries.


AR-4245.5,
Job Description, Central Office Secretaries.


AR-4245.7,
Job Description, Teacher Aides.


AR-4245.9,
Job Description, Bus Drivers.


AR-4245.11,Job Description, Cafeteria Workers.

     AR-4245.13,Job Description, Director of Buildings and Grounds

Policy  Approved: 11/14/05
Job Description, Building Custodians



AR-4245.1

Building custodians will be assigned by the superintendent of schools or his or her designee, after consulting with the building principal.  The building custodians will be assigned to, supervised, and evaluated by the building principal.  Their duties shall include, but not be limited to, the following:

I.

Efficient cleaning of assigned area.

II.

Accomplishing minor repair work of school property and equipment.

III.

Safe caring and storing of all equipment and materials related to the job assignment.

IV.

Litter control of grounds and limited snow removal.

V.

Maintaining a cooperative working relationship with all personnel, students, and patrons.

VI.

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

30 ft.
	
	X
	
	

	Manual Dexterity Tasks?
	
	
	X
	



1
Operate various manual tools and electrical appliances (vacuum cleaners, buffers, mowers, tractors, hand tools, etc.).  Knowledge of minor repair of equipment necessary.
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VII.

Responding to needs of building administrator and teaching staff.

VIII.

Performing other tasks and duties as assigned.

IX.

Minimum educational preparation requirements and experience.



A. High School Education, preference will be given to individuals with previous custodial experience.

X.

This position requires individual to work in extreme climatic or temperature conditions.  Frequent work outside during inclement weather.

XI.

This position will require the individual to attend some evening activities, both in the building and at athletic events.  Some overtime hours may be necessary.

XII.

This position may result in exposure to solvents, dust, operating power equipment, hot surfaces, water pressure, steam, and drafts.


During the summer months, the supervision and assignment of building custodians may be transferred to the director of building and grounds in order to effectively prepare buildings and campuses for the ensuing school year.

AR-4245..1  Approved: 2/13/95





 

Job Description, Building Secretaries



AR-4245.3

Building secretaries will be assigned, supervised, and evaluated by the respective building principals, and their duties shall include, but not be limited to, the following:

I.

Making, requesting, up-dating, or sending student cumulative records.

II.

Maintaining attendance records.

III.

Maintaining confidentiality of sensitive information related to staff, students, and parents;

IV.

Maintaining cordial contacts with all personnel, students, patrons, and vendors.

V.

Attending to minor health needs in the absence of the school nurse.

VI.

Developing and up-dating forms necessary for the operation of the building.

VII.

Collecting money for school lunch meals and other building fees.

VIII.

Assisting teachers with student reporting.

IX.

Regulating building inventory of supplies, textbooks, and workbooks.

X.

Checking incoming supplies against orders, invoices, and billings.

XI.

Assisting staff in maintaining up to date property accounting. 

XII.

Assisting staff in scheduling of parent-teacher conferences.

XIII.

Preparing local, state, and federal reports.

XIV.

Preparing bulletin board.

XV.

Relaying messages to staff, students, and parents.

XVI.

Greeting and directing visitors.

XVII.

Performing other tasks and duties as assigned.

XVIII.
Physical Activities.
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	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

25# Max.
	
	X
	
	

	Carrying

25 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Operate typewriter, computer, telephone, and coping machines.

XIX.

Minimum educational and preparation requirements.



A.
High school diploma with strong background in business education.  Previous secretarial experience.  



B.
Must be able to type 50 words per minute.  Knowledge of computer and word processing essential.



C.
Two year Associate degree with major emphasis on secretarial education preferred.



D.
Must possess a strong command of the English language.



E.
Must possess qualities of leadership, decision making, organization, and priority setting.

ÁÑ-4245.3 Approved: 2/13/95






 

Job Description, Central Office Secretaries


AR-4245.5

Central office secretaries will be assigned, supervised, and evaluated by the superintendent of schools, or by a person designated by the superintendent  of schools.  Their duties shall include, but not be limited to, the following:

I.

Transcribing correspondence and handling of messages.

II.

Opening, perusing, routing, and marking important sections of the mail for the attention of the superintendent of schools or forwarding to appropriate personnel.

III.

Filing and retrieving of correspondence, reports, and other data as necessary.

IV.

Maintaining cordial contacts with all personnel, students, patrons, and vendors.

V.

Maintaining confidentiality of sensitive information related to staff, students, and parents.

VI.

Assisting in preparing payroll information.

VII.

Preparing documents for ordering of supplies, requesting of bids or price quotations. 

VIII.

Works with building secretaries and administrators in regulating building inventory of supplies, textbooks, and workbooks.

IX.

Checking incoming supplies against orders, invoices, and billings.  Routes incoming orders to appropriate buildings.

X.

Assisting staff in maintaining up-to-date property accounting. 

XI.

Assisting in preparation of budgets.

XII.

Preparing local, state, and federal reports.

XIII.

Preparing documents and agenda for board meetings.

XIV.

Coordinating daily office activities allied with the superintendent's office.

XV.

Greeting and directing visitors.

AR-4245.5, Con't

XVI.

Performing other tasks and duties as assigned.

XVII.
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

25 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Operate typewriter, computer, telephone, calculator, and coping machines.

XVIII.
Minimum educational and preparation requirements.



A.
High school diploma, strong background in business education.  Three years secretarial experience.  



B.
Must be able to type 60 words per minute.  Knowledge of computer and word processing essential.



C.
Two year Associate degree with major emphasis on secretarial education preferred.



D.
Must possess a strong command of the English language.
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E.
Must possess qualities of leadership, decision making, organization, and priority setting.

Policy Approved: 2/13/95









 


Job Description, Teacher Assistants




AR-4245.7

Teacher assistants will be assigned by building principal and supervised, and evaluated by the supervising teacher(s) in conjunction with the building principal.  Their duties shall include but not be limited to the following:  

I.

Assisting teachers in preparing instructional materials, correcting papers and grade recording, student attendance, and room preparation.

II.

Tutoring and small group instruction as directed and supervised by a teacher.

III.

Assisting students with make-up work.

IV.

Performing supervisory duties, such as lunchroom, playground, halls, and classroom.

V.

Typing, drawing, writing and duplicating materials, preparing bulletin boards, and writing instructional material on chalk boards.

VI.

Maintaining a cooperative working relationship with all personnel, students, and patrons.

VII.

Assisting with inventory and ordering of supplies.

VIII.

Assisting with the completion of attendance forms, cumulative records, and report cards.

IX.

Performing other tasks and duties as assigned.

X.

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
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	PRIVATE 

ACTIVITY
	SELDOM

0-10%
	OCCASIONAL

10-35%
	FREQUENT

35-65%
	CONSTANT

OVER 65%

	PRIVATE 
Driving
	X
	
	
	

	Lifting

40# Max.
	
	X
	
	

	Carrying

25 ft.
	
	X
	
	

	Manual

Dexterity Task 1
Task
	
	
	
	



1
Operate A-V equipment (TV, VCR, various projectors, recorders, calculator and telephone).  Knowledge of computer helpful.

XI.

Minimum educational preparation requirements.



A.
High school diploma.  Some college work preferred.



B.
Previous successful work with school-age children preferred.



C.
Must possess effective oral and written communication skills.



D.
Must be skilled in human relations, leadership, and conflict management.

XII.

Work environment includes both inside and outside.  May be exposed to some inclement weather.

XIII.

May be exposed to dust, including chalk dust, and communicable diseases.

XIV.

Elementary assistants or those assistants assigned to staff working with students with handicapping conditions may have to assist students with buttoning coats, tying shoes, putting on overshoes, etc.

Legal Reference:
79-1233

Employment of Teacher Aides.

AR-4245.7  Approved: 2/13/95






 

Job Description, Bus Drivers





AR-4245.9

Bus drivers will be assigned, supervised, and evaluated by the director of building and grounds.  Their duties shall include, but not be limited to, the following:

I.

The annual passage of state required licensing and physical examinations.

II.

Operating the school vehicle in a safe and legal manner at all times.

III.

Maintaining the cleanliness of the school vehicle inside and out.

IV.

The care and discipline of student riders.

V.

Communicating immediately to the director of building and grounds any problems concerning a vehicle's operation, patron complaints, or student discipline problems.

VI.

Maintaining a cooperative working relationship with all personnel, students, and patrons.

VII.

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

10 ft.
	
	X
	
	

	Manual Dexterity 

Tasks1

	
	
	X


	



1
Operate motor vehicle.  Familiar with radio communication procedures.

VIII.
Minimum educational preparation requirements.



A.
High school diploma. 



B.
Most pass test and possess a Nebraska's school bus driver's permit covering the type of vehicle assigned to.



C.
Previous bus or truck driving experience preferred.



D.
Some motor mechanical knowledge helpful.

IX.

This position may require the individual to be exposed to varying climatic conditions.

X.

This position may result in the individual being exposed to exhaust fumes, gasoline fumes, solvents, traffic noises, and children with communicable diseases.

XI.

This position may require the individual to work both day and evening schedules.

XII.

This position requires strong leadership, communication, and disciplinary skills in order to promote safe bussing conditions.

Legal Reference:
79-328(13)

State Board of Education, Powers and Duties.





79-488.06


Pupils, Transportation, Buses.

AR-4245.9   Approved: 2/13/95 




 

Job Description, Cafeteria Workers




AR-4245.11

Cafeteria workers will be assigned, supervised, and evaluated by the building principals and/or, the food service director.  Their duties shall include, but not be limited to, the following:

I.

Preparing main dishes, sandwiches, vegetables, soup, salads, deserts, etc.

II.

Assisting in cleaning kitchen and kitchen equipment, and dining area.

III.

Maintaining personal hygiene and sanitary environment of the kitchen.

IV.

Assisting in serving meals.

V.

Maintaining a cooperative working relationship with all personnel, students, and patrons.

VI.

Adjusting recipes to produce desired quantities.

VII.

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

40# Max.
	
	X
	
	

	Carrying

25 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	X
	
	


AR-4245.11, Con't.


1
Operates electrical utensils and appliances.  Operates gas stove and oven.

VIII.
Minimum educational preparation requirements.



A.
High school diploma.  Cooking experience in a cafe or institutional setting preferred.

IX.

May be working with escaping steam, water pressure, high temperatures, hot grease, slippery floors, moving machines, and sharp objects.

X.

Must be able to work under pressure and stress due to time schedules and crowded working conditions.

ÁR-4245.11 Approved: 2/13/95





  

Job Description of the Director 




AR 4245.13

of Building and Grounds



The director of buildings and grounds shall be responsible to and evaluated by the superintendent of schools but shall cooperate and work with administrators and staff in the use and maintenance of the buildings, grounds, and equipment belonging to the school district.  The job description of the director of building and grounds shall include, but not be limited to:

I.

Seeing that all buildings, equipment, and grounds are maintained in safe and functional conditions.

II.

Hiring, supervising, evaluating, and recommending assignments to the superintendent of school or his or her designee, of all district-wide maintenance personnel.

III.

Training, or seeing that all district-wide maintenance personnel are properly trained, for the safe operation and care of their assigned equipment.  Assisting building principals with in-service training of the custodians assigned to the various buildings.

IV.

Working effectively with the building principals in the hiring and training of custodial staff.

V.

Organizing, prioritizing, and implementing to the extent possible all maintenance and repair requests from building principals.

VI.

Directing, supervising, and scheduling all maintenance and custodial staff during the summer months.

VII.

Working with the director of business affairs to design, recommend, and implement major maintenance and/or building projects.

VIII. 
Developing and maintaining replacement schedules for major equipment, maintaining and inventorying supplies, monitoring the budgeting and purchasing of maintenance of custodial supplies.

IX.

Examining all school buildings on a regular basis.  Works with the administrative team in determining short and long-range replacement of buildings and major equipment items.  Keeps the superintendent of schools informed of all major building and grounds concerns.

X.

Assumes responsibilities for developing a budget for his or her area.  Establishes job priorities in line with the adopted budget.

XI.

Working with contractors on all district projects.

XII.

Manages the school district's transportation vehicles.

XIII.

Assumes responsibilities for supervising and evaluating custodial personnel and bus drivers.

XIV.

Must have a thorough knowledge of cleaning solvents, the operation of power cleaning equipment, working with steam and hot water systems, and be familiar with the handling of hazardous materials associated with the operation of a school system.

XV.

Must be able to work under extreme environmental conditions.  Occasional outside work during inclement weather.  Occasional work inside in heated, non-air-conditioned areas.

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

60# Max.
	
	X
	
	

	Carrying

30 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Repair of heating, plumbing, and electrical equipment.  Prefer some computer and typing skills.

XVII.

To possess educational training and background



experience to perform the functions as required by the job description.

XVIII.
Recommending for employment of all classified personnel assigned directly to the operation of the building and grounds program, all school bus drivers, and building and grounds personnel not directly assigned to a specific building.  He or she shall work with the building principals in the employment of building and grounds personnel that may be assigned directly to a specific building.

XIX.

Evaluating all personnel directly assigned to the operation of the building and grounds program and the school transportation program.  He or she shall work with the building principals in the evaluation of building and grounds personnel that may be assigned directly to a specific building. 

XX.

He or she shall report to and be evaluated by the superintendent of schools 
XXI.

Performing other tasks and duties as may be assigned.

AR-4245.13  Approved: 11/14/05






 


PERSONNEL-CERTIFIED STAFF

Introductory Statement and Description




4500

A certified, or certificated, employee is any individual who has earned and holds a current and valid teaching certificate as set forth by statutes and issued or approved by the Nebraska State Board of Education.  


The board of education believes that the successful functioning of the certified staff is the key ingredient in producing positive learner outcomes in the educating of the district's youth.  To the extent that teachers are knowledgeable as to the content of the material they are presenting, if teachers believe that all students can learn, and as long as teachers are enthusiastic about their profession and the learning process, the board of education believes that students will respond and achieve to the extent that their ability will permit.


Certified staff include;  Classroom teachers, special education teachers, librarians, or others so designated by the superintendent of schools.  For policies concerning certified administrative staff, refer to Article 2.

Legal Reference:
79-1247.04





through





79-1247.16

Teaching  Certificates.

Policy  Approved: 2/13/95  

Work Day-Certified Personnel






4505
The school day for teachers is typically eight (8) hours except when meetings are scheduled which require staff to remain past the dismissal time.  On the last school day of the week teachers are permitted to depart thirty minutes prior to the regular scheduled dismissal if there are not any meetings scheduled.  Teacher attendance and supervision responsibilities may also be required at evening events such as open houses and scheduled activities.  These assignments will be distributed on as nearly an equal basis as possible.


Refer to Policy 6005, School Calendar and Work Day.

Legal Reference:
79-1254.10

Teachers, Lunch Period.

Policy Approved: 11/11/02
*Leave Provisions-Certified Personnel




4510

LEAVE-AS A PART OF THE NEGOTIATED AGREEMENT--Except for leave time granted through the Family Medical Leave Act all leave policies, professional, sick, and personal leave, as set forth in the negotiated agreement shall be administered by the superintendent of schools or his or her appointed representative under the direction of the board of education.

*See Family and Medical Leave Act (4007)

Legal Reference:
P.L. 103-3

Family and Medical Leave Act.

Policy  Approved: 2/13/95  

Sick Leave Donation

  




        4511

The purpose of sick leave donation is to provide some protection for employees (who are eligible for sick leave) from financial loss should a catastrophic illness, injury or disability occur to the employee their spouse, child or parent.  The procedures the sick leave donation process will adhere to are as follows:

· At the beginning of the year,(September 1 – August 31) any employee, at his/her discretion, may donate up to one (1) full day of sick leave to the sick leave bank to be accessed by another employee who is in need, due to a catastrophic illness, injury or disability during the school year.  The maximum amount of sick days an employee may donate during any given school year is one (1) day. 

· An employee may use sick leave donation days in the case of a catastrophic personal illness, injury or disability or the catastrophic illness, injury or disability of the employee’s spouse, child, or parent.

· Maternity leave shall not be part of the sick leave donation process. 

· To take part in the sick leave donation process an employee must have

A.  Used all of his/her sick leave

B.  A certificate from a physician setting forth the nature and extent of the catastrophic illness, injury or disability

· The total available sick leave may not exceed an accumulated amount of 60 days (this includes both the employee’s sick days and donated days).

· Use of sick leave donation days shall automatically cease upon the employee becoming eligible for benefits under the long-term disability policy maintained by the District.

· At the time that the employee becomes aware of the medical condition for which they are seeking the use of the sick leave bank the employee must provide the Board Office the completed form requesting sick leave donations.  This form shall contain at a minimum the following information:

A.
Total number of days requested and donated. 

B.
Copy of the physician’s certificate setting forth the nature and extent of the catastrophic illness, injury or disability.

C.
Any additional information that the Beatrice School District may require from time to time.

D.
After a review by the board office, payroll adjustments will be made in the July and August paychecks of the employee using donated sick leave days during the school year.

· A committee consisting of the BEA president, a support staff member and the superintendent will review each sick leave donation form that is submitted.  The superintendent will make the final determination for approval or denial of each request with input from the BEA president and a support staff member. 

Policy Approved:  8-14-2006

Revised: 11-14-11
Salary Guides









4515

The board of education recognizes the "salary schedule" and related provisions for compensation currently in effect resulting from negotiations between the board of education and the local education association.  The salary schedule shall serve as a guide for the board of education in determining salaries.  Teachers coming into the system will be granted an entrance level, as determined by the superintendent of schools, with the approval of the board of education.  Ordinarily no entry level will be granted in excess of actual experience.  However, the board of education reserves the right to deviate from the schedule when, in their opinion and upon the recommendation of the superintendent of schools, it is necessary to do so to obtain the qualified personnel needed for a specific position.  Factors affecting this decision may include supply and demand, years of experience, and salaries commensurate with the caliber of work performed.  


Advancement on the schedule will be made upon the evaluation of such factors as training, experience, skills, ability, professional competence, and cooperation. 


College hours for graduate credit are to be established by a transcript as certified by the registrar's office of an accredited college or university.  This record shall be filed in the office of the superintendent of schools by September 1.  Failure to do so will forfeit the teacher's right to the next salary schedule increment.


The superintendent of schools shall review and approve all requests for advancements on the salary schedule resulting from a teacher acquiring additional teaching experience or for completion of college courses and shall annually report all changes to the board of education. 


Refer to AR-4515, Advancement on Salary Schedule.

Policy  Approved: 2/13/95
Tax-Sheltered Annuity







4520

The board of education will cooperate with any staff member who chooses to participate in an investment program which may require some special arrangements regarding payroll deductions.


The superintendent of schools shall develop administrative regulations regarding the method of handling such financial arrangements providing that the method of withholding does not require an unreasonable amount of additional accounting time.

Policy  Approved: 2/13/95
Teacher Selection








4525

It shall be the responsibility of the superintendent of schools with input from the other school administrators to determine the teachers needed by the school district, to locate suitable candidates, and to recommend them for approval by the board of education.  There shall be no discrimination in terms of race, religion, gender or national origin exercised in the screening of applicants and the selection of teachers.


Each teacher selected to teach in the Gage County School District No. 15 shall meet the requirements and job descriptions as set forth by the State statutes, the Nebraska Department of Education, and the board of education.


After recommendation by the superintendent of schools for final approval, a majority vote of the board of education will confirm the appointment.  


Each teacher shall be responsible for maintaining an up-to-date official transcript of all college courses taken.  This record shall be kept in each individual's personnel file maintained in the office of the superintendent of schools.  No credit for advancement on the salary schedule shall be authorized unless a complete transcript is a part of each teacher's record and has been approved by the superintendent of schools.  

Legal Reference:
79-1233

Nebraska Certificate,





through

Prerequisite to Teaching

 



79-1247.16

Requirements, Registration With  
County Superintendent.





79-1248

Schools, Contract of Employment, Writing Required.

Policy  Approved: 2/13/95
Teacher Contract
 







4530
     The Board of Education shall allow time and funds to enable the Superintendent to select and recommend competent people for employment in the Beatrice Public School District.  All applicants so selected and recommended must satisfy the standards as set by the Board and the laws of the State of Nebraska.

     All personnel applying shall be recommended for hiring by the Superintendent with the final approval by the Board of Education prior to hiring.  Final approval must be made by formal motion of the Board of Education.  The final approval by the Board of Education should follow closely the recommendation of the Superintendent whenever possible, but such approval of recommendation is not mandatory on the Board of Education.

     No money shall be paid for teaching to any teacher except those individuals who are legally qualified to teach.  The board of education shall not enter into contract with any teacher who is known to be under contract to another board of education in the State.


Any probationary or permanently certified employee will be notified in writing by the secretary of the board of education on or before April 15 concerning any amendment, termination, or non-renewal of a contract for the ensuing year.  Unless continued by written agreement between the certified employee and the board of education, or their representatives, final action must be taken by the board of education on or before May 15 of each year.


The board of education may amend or terminate the contract of a permanent employee for reasons as set forth by the statutes.

Legal Reference:
79-501

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





79-818

District Board, Employment of Teachers.





79-820

School, Contract With Employees of Another District.





79-827

Certified Employee, Contract





through

Amendment, Termination, Non-





79-835

renewal, or Cancellation, Notice of Hearing, Informal Hearings, Procedures.

Policy  Approved: 8/8/05  

Extra Duty Assignments







4535
*
Payment for extra-duty assignments shall not be considered as a part of the gross contractual salary shown on any teacher's contract.  Each teaching contract shall show an amount for teaching as determined by the placement of the employee on the salary schedule.  All extra-duty assignments shall be considered as 'at will' assignments.  Extra-duty assignments shall be entered into as amendments to the contract and shall not fall under the continuing contract statutes. The superintendent of schools shall approve extra duty assignments.

Policy Approved: 11/11/02  

Contract Year and Extended Contracts




4540

The board of education shall establish annually the number of contract days for certified staff in order to encompass legally required student hours, instructional objectives, and necessary staff development activities.  


The board of education will exercise its discretion in determining whether any additional days will be made up at the end of the school year due to loss of days from inclement weather.  


The superintendent will determine those staff members who are to receive extended contracts for completion of professional obligations, which do not normally fall within the parameters of a regular contract year. Extended contracts will be paid on a prorated basis as determined by the per day base pay of the staff member.

Legal Reference:
79-101

Terms, Defined.





79-201

Compulsory Education, Length of School Year.

Policy Approved: 11/11/02  

Release From Contract







4545

On or before April 15, any certified employee may secure a release from said contract. After April 15, requests for release from a contract will be given only if a suitable replacement can be found.  The board of education reserves its right to contact the Nebraska Professional Practices Commission for those certificated personnel who may breach their contract obligations after the afore-mentioned date.

Policy  Approved: ___6-8-2009___
Certified Staff Supervision and Evaluation 
4550
Certified Staff appraisal is a cooperative endeavor requiring commitment by both evaluator and the certified staff member being evaluated and is a matter of importance in providing a quality instructional program for the students in the school district. The primary purpose of certified staff evaluation is to ensure quality performance by each certified staff member.   In addition, certified staff member evaluations will be used for, but not limited to, the following purposes:
1.  To provide objective feedback on professional practices.
2. 
To diagnose and solve professional performance   deficiencies.
3.  
To assist the Certified Staff member in developing skills in using effective professional practices.
4.
To assist the certified staff member in developing a positive attitude related to professional development.
5. 
To evaluate the certified staff member for re- employment, tenure, or termination.
Procedure
During each school year the responsible school administrator will notify in writing those certified staff members who are to be evaluated and the process and procedures to be used to conduct the evaluations. To provide a greater understanding of the process and purposes, copies of the evaluation instrument and policies will be given to each certified staff member. The evaluation instrument and policies have been designed to reflect the district's instructional goals.
Tenured certified staff members shall be evaluated at least once formally every three (3) years. Probationary certified staff members will be evaluated formally at least once each semester for the first three (3) years.  The formal evaluations will be at least one instructional period long. For certificated staff members whose classes are held during defined periods of time (e.g., senior high classes), an entire instructional period consists of one such time period.   For those whose time periods are not so defined (e.g., elementary classroom teachers), an entire instructional period consists of 40 minutes.  The instructional period for those whose work does not necessarily involve continuous instruction for 40-minute periods (e.g., librarians or speech therapists) consists of no less than 40 minutes total during the semester.
Policy 4550 (Con’t.)

The formal visitations of the probationary certified staff members will be comprised of one announced visitation utilizing a pre- and post- conference regarding the evaluation, and one unannounced visitation followed by a post-evaluation conference.
Additional evaluation sessions may be necessary to assist a thorough evaluation of the instruction.  The purpose of these evaluations does not imply that deficiencies exist.  These additional sessions will be at the discretion of the responsible school administrator.   The evaluation results will be filed in each certified staff member’s confidential file.
Evaluation Criteria
*    The Gage County School District No. 15 will use an evaluation instrument to evaluate its certified staff.  The evaluation criteria will include, but not be limited to the following  categories:
1.   Knowledge of subject area.
2.   Preparation of well planned lessons.
3. 
Instructional performance.
4. 
Demonstration of the belief that students of all abilities can learn.
5.   Demonstration of positive classroom organization and
management skills (Applicable to teachers only).
6. 
Demonstration 
of the 
ability 
to interact 
well 
with 
staff, students and parents.
When a certificated staff member does not have classroom responsibility (e.g., librarians or speech therapists), the requirement of "actual classroom observation" will be satisfied by observing the certificated employee performing activities that are typical of his or her position.
Conferences
*    Following the formal visitations, the evaluator will have a post-conference with the certified staff member evaluated for the purpose of discussing the evaluation. A written Policy 4550 Policy 4550 (Con’t.)

communication regarding the visitation will be provided to the certified staff member during the post-conference.  If any deficiencies are noted in the communication, a means of correcting them and a time line for implementation of the corrections will be provided with certified staff member involvement.  In addition, all certified staff member will, in cooperation with the administrator, develop professional goals. 

The certified staff member will be given the opportunity to provide a written response to the evaluation.  Signature of both the staff member evaluated and the evaluator will be required as evidence of documentation of the evaluation.
Evaluator In-Service
The superintendent of schools will be responsible for providing the training necessary for use of the evaluation instrument of the school district.  The superintendent of schools may also utilize any workshops, college classes, or other activities as provided by the educational service unit, institutions of higher learning, professional organizations, or other organizations in giving the training necessary to utilize the evaluation instrument provided by the school district.  All evaluators of the school district shall possess valid Nebraska Administrative and Supervisory Certificates.
Refer to AR-4550, Teacher Evaluation Form.

Legal Reference:    
79-828 
Probationary 
Certified
Employee, Probationary Period,
Evaluation, Contract Amendment
or Renewal Procedure.
79-318 
State 
Board 
of 
Education;
powers; duties.
Policy Approved: 2/13/95

Revised:  12/22/11

Teacher Evaluation Form 






AR-4550

A COPY OF THIS FORM IS AVAILABLE FROM THE BUILDINGS OR SPECIAL SERVICES.

Libraian/Media Specialist Evaluation Form



AR 4550.1

A COPY OF THIS FORM IS AVAILABLE FROM THE BUILDINGS OR SPECIAL SERVICES.

Counselors/School Pyschologists Evaluation Form

AR-4550.3

A COPY OF THIS FORM IS AVAILABLE FROM THE BUILDINGS OR SPECIAL SERVICES.

Nurses Evaluation Form






AR-4550.5

A COPY OF THIS FORM IS AVAILABLE FROM THE BUILDINGS OR SPECIAL SERVICES.

Outside Employment








4555

The board of education shall have the right to restrict or prohibit outside employment of any nature which, in the opinion of the board, interferes with the efficiency of the employee or is in any way detrimental to the school system.

Legal Reference:
79-443

District Board, Schools, Supervision, Control.

Policy  Approved: 2/13/95  

Job Descriptions, Certified






4560

The superintendent of schools shall be responsible for developing job descriptions for all general categories of certified personnel.  These job descriptions shall become a part of the school district's administrative regulations.


Refer to the following administrative regulations:


AR-4560.1,   Job Description, Teacher.


AR-4560.3,   Job Description, Counselor.


AR-4560.5,   Job Description, Media Specialist/Librarian.


AR-4560.7,   Job Description, Speech Pathologist.


AR-4560.9,   Job Description, Coach. 


AR-4560.11,  Job Description, Athletic Director.


AR-4560.13,  Job Description, Substitute Teacher.


AR-4560.15   Job Description, School Nurse

AR-4560.17   Job Description, Psychologist
Legal References:
79-101

Teaching Defined.





79-441

District Boards, Hiring of Superintendent, Teachers, and Personnel.





79-1004

Board of Education, Power to Select Officers and Employees.





79-1233





through

Certification Requirements.





79-1247.16





79-1248

Schools, Written Contracts Required.





79-1280





through

Professional Practices





79-1286

Commission.

Policy  Approved: 2/13/95 

Job Description, Teacher






AR-4560.1

Teachers shall be assigned, supervised, and evaluated by the building principals, and their duties shall include, but not be limited to, the following:

I.

Meeting or exceeding district evaluating standards in the areas of instructional performance, classroom organization and management, professional conduct, and personal conduct as outlined in the teacher evaluation form.

II.

Adhering to the code of ethics established by the Nebraska State Board of Education's Professional Practices Commission;

III.

Planning instructional objectives and activities consistent with district approved curriculum guides.

IV.

Directing and supervising the learning activities of assigned students.

V.

Supervising behavior in the school environment to maintain the safety and well being of the students and staff.  In addition to classroom activities such supervision may also includes playground, cafeteria, and halls. These supervision duties may take place before school, during school, during the noon hour, or after school.  Except in emergency situations teachers should not leave students unattended.

VI.

Be informed and enforce the policies, rules, and regulations established by the board of education and school administration.

VII.

Be responsible for teaching common honesty, morality, courtesy, obedience to law, respect for the national flag, the Constitution of the United States, the Constitution of State of Nebraska, respect for parents and the home, the dignity and necessity of honest labor, and other lessons of steadying influence which tend to promote and develop an upright and desirable citizenry.

VIII.

All teacher are expected to attend all general teachers' meetings called by the superintendent of schools or building administrator and all regularly scheduled meetings of the building staff unless excused by the 



superintendent of schools or the building principal.
AR-4560.1, Con't.

IX.

The school day for District teachers is typically eight (8) hours, except when meetings are scheduled which 



require staff to remain past the dismissal time.  On the last school day of the week teachers are permitted to depart thirty minutes prior to the regular scheduled dismissal if there are not any meetings scheduled.

X.

Schedule personal appointments and conduct personal business outside of scheduled school hours.
XI.

Selecting material suitable to the educational objectives.

XII.

Utilizing a variety of analytical and evaluative techniques suitable to the curriculum content.

XIII.

Communicating a positive support of the students in their educational development.

IX.

Recognizing the exemplary influence of the educator over the student.

XIV.

Relating with staff, parents, and community through positive professional cooperation.

XV.

Keeping accurate records of each student's attendance and progress.

XVI.

Suggesting positive recommendations for the continuing review and development of curriculum.

XVII.

Actively participating in scheduled staff meetings and serves on educational committees.

XVIII.
Recognizing the extracurricular program as an integral part of the educational development of the child.

XIX.

Participating, as requested, in the budget formation and



acquisition process as it relates to the individual's position.

XX.

Demonstrating an effective and articulate use of the English language in both oral and written communications.

XXI.

Dealing with stressful situations.

AR-4560.1, Con't.

XXII. 
Reports to and is evaluated by the building principal.

XXIII. 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

25 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Operate A-V equipment (TV, VCR, various projectors, 



recorders, and telephone).  Knowledge of computer necessary in some areas.

XXIV.

Minimum educational preparation requirements.



A.
Nebraska Bachelor's degree in education, or equivalent.  Master's degree preferred.



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



C.
Previous successful teaching experience preferred.

XXV.

Teachers in lower grades must be able to assist students with clothing, such as putting on coats, overshoes, mittens, etc.

AR-4560.1, Con't.

XXVI.

Shall perform such other tasks and duties as may be assigned.

Legal References:
79-101

Teaching Defined.





79-441

District Boards, Hiring of Superintendent, Teachers, and Personnel.





79-1004

Board of Education, Power to Select Officers and Employees.





79-1233





through

Certification Requirements.





79-1247.16





79-1248

Schools, Written Contracts Required.





79-1280





through

Professional Practices





79-1286

Commission.

ÁR-4560.1 Approved: 11/11/02 


Job Description, Counselor





AR-4560.3

The school counselor shall be assigned, supervised, and evaluated by the building principal, and the duties shall include, but not be limited to the following:

I.

Performing those applicable duties described in the teachers' job description in AR-4560.1.

II.

Advising and assisting on class schedules and student assignments therein, and maintaining current records pertinent to each student.

III.

Assisting students in evaluating their aptitudes and abilities through the interpretation of individual standardized test scores and other pertinent data. 

IV.

Coordinating contacts between parents and school personnel and non-school agencies which provide student services.

V.

Assisting and advising on the attainment of an emotionally healthy school climate.

VI.

Coordinating and advising on implementation of the student assessment program and maintaining records pertinent to the student and the school.

VII.

Enhancing an effective communications network, formal and informal, between students, staff, and parents.

VIII.

Developing and implementing orientation programs for new students and students in transition between school buildings and school administrators.

IX.

Advising and assisting students and their parents in making post-secondary career decisions.

X.

Supervising the preparation and processing of college, scholarship, and employment applications.

XI.

Initiating, assembling, maintaining and interpreting accurate health records, attendance records, cumulative progress records, activity records, and uniform transcript records for  individual students.

XII.

With the approval of his or her principal, reporting achievement test results and other pertinent information  which may serve as an indication as to the level of student performance as it may relate to state or national norms to staff, board of education, and community.

XIII.
Demonstrating an effective and articulate use of the 
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English language in both oral and written communications.

XIV.
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

25 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Operate A-V equipment (TV, VCR, various projectors, recorders, and telephone).  Knowledge of computer necessary in some areas.

XV.

Minimum educational preparation requirements.



A.
Nebraska Master's degree in guidance and counseling, or equivalent.



B.
Holds a Nebraska teaching certificate with endorsement as school guidance counselor, or equivalent



C.
Two years previous successful teaching experience.
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XVI.

Performing other tasks and duties as assigned.

Legal References:
79-101

Teaching Defined.





79-441

District Boards, Hiring of Superintendent, Teachers, and Personnel.





79-1004

Board of Education, Power to








Select Officers and Employees.





79-1233





through

Certification Requirements.





79-1247.16





79-1248

Schools, Written Contracts Required.





79-1280





through

Professional Practices





79-1286

Commission.

AR-4560.3  Approved: 2/13/95





 

Job Description, Media Specialist/Librarian


AR-4560.5

The media specialist/librarian shall be assigned, supervised, and evaluated by the building principal, and the duties shall include, but not be limited to, the following:

I.

Performing those applicable duties described in the teachers' job description in AR-4560.1;

II.

Evaluating, selecting, and upon the approval of the building principal, requisitioning of new library materials.

III.

Assisting teachers in the selection of books and other instructional materials.

IV.

Informing teachers and other staff members concerning new materials the library has acquired.

V.

Maintaining a comprehensive and efficient system for cataloging of all library materials and instructing teachers and students on the use of the system.

VI.

Working with teachers to develop units of instruction which involve the use of library resources.

VII.

Promoting appropriate conduct of students using library facilities.

VIII.

Helping students to develop habits of independent reference work and to develop skill in the use of reference materials in relation to planned assignments.

IX.

Arranging for inter-library loan of materials of interest or use to teachers.

X.

Presenting and discussing materials with a class studying a particular topic, upon the request of the teacher. 

XI.

Participating in curriculum meetings.

XII.

Arranging library-related displays and exhibits used to promote interest in the use of the library.

XIII.

Counseling with and giving reading guidance to students who have special reading problems or unusual intellectual interests.

XIV.

Preparing the library budget.

XV.

Supervising library aids and assisting them in the performance of their duties.
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XVI.

Introducing students to other library resources via



computer networks.

XVII.

Performing other tasks and duties as assigned.

XVIII.
Possessing strong written and oral communication skills.

XIX.

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

25# Max.
	
	X
	
	

	Carrying

50 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Operate A-V equipment (TV, VCR, various projectors, recorders, microfiche/microfilm readers, and telephone).  Knowledge of computer necessary.

XX.

Minimum educational preparation requirements.



A.
Nebraska Bachelor's degree in education, or equivalent.  Master's degree preferred.



B.
Holds a Nebraska teaching certificate with endorsement as educational media specialist, or equivalent
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C.
Previous successful teaching experience preferred.



D.
Ability to perform minor repairs on media equipment




preferred.

Legal References:
79-101

Teaching Defined.





79-441

District Boards, Hiring of Superintendent, Teachers, and Personnel.





79-1004

Board of Education, Power to Select Officers and Employees.





79-1233





through

Certification Requirements.





79-1247.16





79-1248

Schools, Written Contracts Required.





79-1280





through

Professional Practices





79-1286

Commission.

AR-4560.5  Approved: 2/13/95 






  

Job Description, Speech and Language Pathologist

AR-4560.7

The speech pathologist shall be assigned, supervised, and evaluated by the superintendent of schools or his or her designee. The duties shall include, but not be limited to, the following:

I.

Performing those applicable duties described in the teacher's job description in AR-4560.1.

II.

Serving as a resource to school staff members in the development of a balanced program for oral communication and speech development.

III.

Providing a therapeutic program to meet individual needs of speech handicapped children.

IV.

Assisting and guiding teachers in observing, describing, and referring students with suspected and identified speech and language impairments.

V.

Providing a thorough assessment and diagnosis of students with speech, voice, hearing, and language impairments. 

VI.

Providing screening to identify speech handicapped students at regular intervals and at all levels of the school's program.

VII.

Providing teachers and families of children receiving either center-based or home-based services with assistance when needed regarding the writing of specific speech and/or language stimulation programs.

VIII.

Assisting in the proper referrals of individuals to agencies and specialists in the community as appropriate.

IX.

Providing appropriate programs of therapy to meet the needs of individual students and correcting existing speech or language handicaps.

X.

Participating as a part of the school's interdisciplinary team, holds conferences with classroom teachers and other school staff members to implement therapy and prescribe daily programs to meet the needs of the speech or language handicapped student.

XI.

Demonstrating an effective and articulate use of the English language in both oral and written communications.
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XII.

Providing information, support, and counseling to parents or guardian when appropriate.

XIII.

Providing inservice education and serving as a consultant to teachers and other staff members on topics concerning speech improvement.

XIV.

Keeping complete and up-to-date records for individual students receiving therapy or other school-related speech services.

XV.

Maintaining lists of referred, screened, and eligible students, as well as a directory of outside agencies, consultants, specialists, or related services.

XVI.

Preparing an annual budget for the speech therapy program and is responsible for all expenditures from this budget.

XVII.

Performing other tasks and duties as assigned.

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

25# Max.
	
	X
	
	

	Carrying

100 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
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1
Operate various audio equipment used in evaluation and speech therapy. Frequent use of the telephone.  Knowledge of computer helpful.

XIX.

Minimum educational preparation requirements.



A.
Nebraska Master's degree in speech pathology, or equivalent.



B.
Holds endorsement as set forth by the Nebraska Department of Education, or equivalent



C.
Previous successful teaching experience preferred.

XX.

Occasional carrying equipment up stairs, from building to building, or vehicle to building.

Legal References:
79-101

Teaching Defined.





79-441

District Boards, Hiring of Superintendent, Teachers, and Personnel.





79-1004

Board of Education, Power to Select Officers and Employees.





79-1233





through

Certification Requirements.





79-1247.16





79-1248

Schools, Written Contracts Required.





79-1280





through

Professional Practices





79-1286

Commission.

AR-4560.7  Approved: 2/13/95





 

Job Description, Coach






4560.9

The board of education expects that all persons who are assigned as coaches will have a sincere interest in relating with students in a non-classroom setting and, if appropriate, with a participative experience in the particular sport during their high school or college student career; have a balanced perspective toward the role of student activities in an academic setting; have an appreciation for the value of student activities in a student's school and family life; and are advocates for children who take on a dual role of activity participant and student.


The coach shall be assigned, supervised, and evaluated by the athletic director and the duties shall include, but not be limited to, the following:

I.

Performing those applicable duties described in the teachers' job description in AR-4560.1.

II.

Coaching individual participants in the skills necessary for excellent achievement in the activity involved.

III.

Communicating with parents, principals, athletic director, and teachers regarding participation requirements, scheduling of practices, meetings, events, transportation requirements, and the progress or status of students with regard to the particular activity.

IV.

Maintaining necessary attendance forms and where applicable, insurance records, or other pertinent records.

V.

Maintaining an inventory of equipment and material as they relate to his or her assigned program.

VI.

Working with the athletic director in the scheduling of  intrascholastic or interscholastic activities. 

VII.

Overseeing the safety conditions of the facility or area in which activities are conducted during the time students are present.

VIII.

Being trained in first aid, including CPR, and training procedures.  The health and safety of the students shall be of prime importance.  He or she shall be responsible for caring for injured athletes performing under his or her direction until additional medical assistance is secured.  In the absence of a nurse or other medical personnel, he or she shall see that the injured individual is adequately supervised and, if necessary accompanied to the hospital.  The coach will 
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see that the injured student's parents or guardian are notified.  For all injuries which require the attention of additional medical personnel, a written report shall be made to the



athletic director and school nurse.

IX.

Establishing performance criteria for eligibility in interscholastic participation in his or her activity.

X.

Enforcing discipline and teaching sportsmanlike behavior at all times and shall be responsible for establishing and overseeing penalties for breach of such standards by individual students.  Each coach shall be responsible for seeing that all rules or penalties are applied consistently between all participants.

XI.

Assisting in the preparation of an annual budget for the activity program and shall be responsible for all expenditures from this budget as it pertains to his or her program.

XII.

Submitting a year-end summary to the athletic director, documenting participant numbers, accomplishments, and any other pertinent information requested.

XIII.

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# 
	
	X
	
	

	Carrying

25 ft.
	
	X
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	PRIVATE 
Manual Dexterity Tasks1
	
	X
	
	



1
Operate A-V equipment (TV, VCR, various projectors, and



recorders.)  Use telephone.  Knowledge of computer helpful.

XIV.

Minimum educational preparation requirements.



A.
Nebraska Bachelor's degree in education, or equivalent.  Master's degree preferred.



B.
Holds a Nebraska teaching certificate with endorsement in coaching, or equivalent



C.
Previous successful teaching experience preferred.

XV.

Spending time outside during inclement weather possible.

XVI.

Performing such other tasks and duties as may be assigned.

Legal References:
79-101

Teaching Defined.





79-441

District Boards, Hiring of Superintendent, Teachers, and Personnel.





79-1004

Board of Education, Power to Select Officers and Employees.





79-1233





through

Certification Requirements.





79-1247.16





79-1248

Schools, Written Contracts Required.





79-1280





through

Professional Practices





79-1286

Commission.

AR-4560.9  Approved: 2/13/95   






 

Job Description of Athletic Director



AR-4560.11

The board of education expects that the person who assigned as athletic director will have a sincere interest in relating with students in a non-classroom setting and will have participated in sports, both at the high school level and at the college level.  He or she shall have had experience as a coach.  The person serving as athletic director shall possess a balanced perspective toward the role of student activities in an academic setting and have an appreciation for the value of student activities in a student's school and family life.  


The athletic director shall be assigned, supervised, and evaluated by the building principal and the duties shall include, but not be limited to the following:

I.

Performing those applicable duties described in the teacher's job description in AR-4560.1.

II.

Developing, maintaining, and updating athletic policies and the athletic handbook.  He or she shall be responsible for seeing that all athletic participants receive copies and are made aware of the school district athletic participation policies after these policies have been approved by the school administration and board of education.

III.

At administrations request, assists in selecting and interviewing of applicants for coaching positions.

IV.

Responsible for assigning and evaluating coaches.

V.

Continually assessing athletic program needs.

VI.

Overseeing the proper maintenance of playing fields, gymnasiums, and other athletic equipment.

VII.

Coordinating all co-curricular and extra-curricular athletic activities.

VIII.

Preparing and managing the total athletic budget.

IX.

Maintaining an up-to-date inventory of athletic equipment and supplies.

X.

Scheduling all athletic activities and keeping the administration informed of the schedule and any change in the schedule.  This shall include the signing and executing of all written contracts for athletic events and officials.  All activities should be scheduled so that there is a minimum of interference with the regular school program.

XI.

Ordering and purchasing all athletic equipment as 
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needed with counsel from coaches and with the approval of the building principal.

XII.

Developing, maintaining, and updating the athletic calendar for the complete school year.  This shall include keeping all educational service employees and certified employees appraised of both near-term and future events.

XIII.

Publishing co-curricular and extra-curricular athletic schedules with the media.

XIV.

Promoting staff relations through regular meetings with all coaches and sponsors of athletic events.

XV.

Promoting extra-curricular activities through public relations by informing the media of all home scores, providing the media with information relating to school activities.  Maintaining a positive working relationship with booster clubs.  Maintaining records and awards for athletics, and other public relations tasks that may arise.

XVI.

Representing the school at all conference, state, or district meetings at the discretion of the principal.

XVII.

Arranging for transportation as needed for activities.

XVIII.
Scheduling and maintaining a calendar of all community and 'outside' organizational use of school facilities.

XIX.

Assigning supervisory personnel, ticket sales, security personnel, and other workers needed for all home athletic activities.

XX.

Being responsible for all monies received as admission or entry fees for home activities and seeing that these are identified and deposited in the proper school account.

XXI.

Demonstrating an effective and articulate use of the English language in both oral and written communications.

XXII.

Visual acuity in judging work performed.  Possesses ability in the assessment and evaluation of skills.

XXIII.
Assisting coaches in preparing year-end reports to be presented to the administration.  This report should include an inventory of equipment.

XXIV.

Performing such other tasks and duties as may be 
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assigned.

XXV.

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

40# Max.
	
	X
	
	

	Carrying

25 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Operate A-V equipment (TV, VCR, various projectors, recorders), calculator, and telephone).  Knowledge of computer necessary in some areas.

XXVI.

Minimum educational preparation requirements.



A.
Nebraska Bachelor's degree in education, or equivalent.  Master's degree preferred.



B.
Holds a Nebraska teaching certificate with endorsement in coaching, or equivalent



C.
Previous successful teaching and coaching experience.

XXVII.
Spending time outside during inclement weather possible.

AR-4560.11  Approved: 2/13/95





 

Job Description, Substitute Teacher



AR-4560.13

The substitute teacher shall be assigned and supervised by the building principal.  A formal evaluation shall only occur after consultation between the school administration and the individual to be evaluated.  The duties of the substitute teacher shall include, but not limited to, the following:

I.

Maintaining, as fully as possible, the established routines and procedures of the school and classroom to which he or she is assigned.

II.

Teaching the lessons outlined and described in the substitute teacher's guide as prepared by the absent teacher.

III.

Consulting with the building principal before initiating any teaching routine or other procedures not specified in the substitute teacher's guide.

IV.

Reporting, in writing on the form provided by the principal's office, on the day's activities at the conclusion of each teaching day.

V.

Verifying with the principal's office that his or her attendance will or will not be required on the following teaching day.

VI.

Following all policies, rules, and procedures to which regular teachers are subject and to which good teaching practice dictates.

VII.

Performing other tasks and duties as assigned.

VIII.

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
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	PRIVATE 

ACTIVITY
	SELDOM

0 -10%
	OCCASIONAL

10-35%
	FREQUENT

35-65%
	CONSTANT

OVER 65%

	Lifting

30# Max.
	
	X
	
	

	Carrying

25 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Operate A-V equipment (TV, VCR, various projectors, recorders, and telephone).

IX.

Minimum educational preparation requirements.



A.
Nebraska Bachelor's degree in education, or equivalent. 



B.
Hold a valid Nebraska teaching certificate.

AR-4560.13  Approved: 2/13/95




 

Responsibilities of the School Health Nurse


AR-4560.15
*
The school health nurse shall be responsible to the superintendent of schools but shall cooperate and work with the building principals, other administrators, and staff in performing his or her duties.  The responsibilities of the school health nurse shall include but not be limited to the following:

 1.
Conducts state mandated school health programs including physical examinations, hearing, scoliosis and visual examinations, and immunization status evaluations.

 2.
Performs individual student health assessments which may include height and weight measurements; behavioral, social, and physical coordination observations; and nutritional evaluations.

 3.
Serves as a liaison to parents, school personnel, physicians, clinics, and other agencies on school medical matters, including referrals following health examinations.

 4.
Maintains up-to-date cumulative health records on all students.

 5.
Assumes authority, in the absence of a physician, for the care of a student or staff member who has suffered injury or emergency illness.  This will include notification of parents, guardian, or spouse; notification of appropriate school personnel; arranges appropriate and safe transportation; conducts follow-ups to include completing and filing accident reports.

 6.
Participates with school staff in developing and implementing total school health program.

 7.
Prepares and submits reports to school administrators and State Department of Health.

 8.
Authorizes exclusion and readmission of students in connection with infectious or contagious diseases according to the policies set forth by Gage County School District No. 15 and the State Department of Health.

 9.
Advises teachers and administration on health matters, particularly regarding screening of student health defects.

10.
Assists school personnel in establishing and maintaining sanitary conditions in school.

11.
Attends school committee meetings and conferences regarding


health service and health curriculum.

12.
Participates in inservice training programs, as requested.

AR-4560.15,  Con't.

13.
Serves as an instructional resource in regular classrooms on health careers and health-related topics.

14.
Maintains a daily log of individuals, time of visit, reason for visit, and treatment given by the school health nurse.  

15.
Participates in the delivery of special exercises for children with special needs.  The parent, occupational or physical therapist will instruct the nurse in the proper procedures.

16.
Obtains medical and developmental history at the time of the initial enrollment of all students.

17.
Participates in kindergarten round-up day.

18.
Counsels teachers, parents, and peer groups regarding the acceptance of the disabled child.

19.
Participates in parent conferences if necessary.

20.
Is responsible for contacting parents or guardians when a student is absent from school on a daily basis.

21.
Is responsible for representing various health related programs to students, such as dental health awareness, pre-adolescent films, scoliosis screening, HIV, drugs, etc.

22.
Distributes medication to children during the school day as needed.

23.
Orders supplies that are needed for use in the nurse's office.

24.
Examines for head lice on a regular basis.

25.
Transports children home, when necessary, if the parents or a guardian does not have a telephone.

26.
Assists the administrator or teacher when working on a suspected sexual or physical abuse concern.

27.
Knows the protocol of notifying specific parents or guardians in case of an emergency.

28.
Serves on the school district's drug free action team.

29.
Advises teachers and administrators on specific illnesses that 

AR-4560.15,  Con't.


are common to the students of the school.  Knows the specifics for each child and his or her treatment.

30.
Shall be familiar with and comply with the school district


policies, state school law, regulations, and recommendations as they relate to the school health nurse.

31.
Holds inservice workshops for all school personnel on the  recommended procedures for administering first aid to


individuals.  Instruction shall be given on how to handle  body fluids and on treating open wounds.  Personnel shall be instructed on precautions to take to protect oneself when administering first aid to victims who may be infected with HIV.  The nurse shall advise and assist in the development of all first aid kits.

32.
Shall prepare a biosafety manual for the nurse's office.  This manual shall be submitted to the board of education for its approval once each five years, or updated as frequently as deemed necessary.

33.
Performs such other tasks and duties as may be assigned.

Legal Reference:
79-4,133





through





79-4,138

Pupils, Physical Examination

AR-4560.13 Approved: 2/13/95








Job Description, Assessment Coordinator
     

AR-4560.19

The assessment coordinator shall be responsible to and evaluated by the director of Special Education and Curriculum 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 assessment coordinator shall include but is not limited to the following:

I.

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

II.

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

III.

Assisting in the formulation of philosophy, objectives, and committees as they relate to the assessment. 

IV.

Effectively guiding the development, implementation, and evaluation of the assessment program.

V.

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

VI.

Facilitating the district assessment program including national and criteria referenced tests.

VII.

Providing technological leadership for the benefit of the school districts educational process.

VIII.

Assisting in the recruitment, screening, hiring, training, and development of teaching staff and teacher aides as it relates to technology and assessment.

IX.

Advising the superintendent of schools and other administrators regarding applicable state and federal statutes and policy implications as these relate to the assessment.

X.

Assisting the director of special education and curriculum in the coordination of the in-service programs for teachers and teacher aides as these relate to the assessment programs.

AR-4560.19, Con't

XI.

Assuming the role as the school districts facilitator for the gifted and talented program and overseeing its 



budget and building coordinators.

XII.

Presenting reports to the board of education at the 



request of the superintendent of schools.

XIII.

Performing other duties as assigned.

XIV.

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

30Max.
	
	X
	
	

	Carrying

2 ft.
	
	X
	
	

	Manual Dexterity Tasks1
	
	
	X
	



1
Use telephone.  Prefer some computer and typing skills.

XV.
Minimum education preparation requirements.



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



B.
Must have a minimum of three years successful teaching experience.
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Legal References:
79-101

Teaching Defined





79-441

District Boards, Hiring of Superintendent, Teachers, and Personnel.





79-1004

Board of Education, Power to Select Officers and Employees.





79-1233





through

Certification Requirements.





79-1247.16





79-1248

Schools, Written Contracts Required.





79-1280





through

Professional Practices





79-1286

Commission.

AR-4560.19  Approved: 10/09/00    






  

Certified Personnel Relations

Collective Bargaining







4605

The board of education recognizes the right of staff members to belong to organizations for bargaining purposes pursuant to the state statutes.


The board of education will annually, unless otherwise mutually agreed upon, negotiate a collective bargaining agreement with the Beatrice Education Association or its legitimate successor, that is established in accordance with the Nebraska public employee bargaining statutes.  Items generally covered in the negotiated agreement will include salary and benefits, insurance coverage, leave provisions, individual contracts, grievance procedures, or other items deemed by statutes to be mandatory subjects for bargaining.  A copy of the most current negotiated agreement will be kept in the office of each building principal and in the office of the superintendent of schools. 


Agreements between the board and employee association shall be printed at the expense of the board of education.  Copies of the applicable agreement shall be presented to all certified personnel currently employed, hereafter employed, or considered for employment by this school district.


The Beatrice Education Association or any legitimate successor may, with prior approval of the building principal or his/her designee, have access to the use of school facilities and equipment, including typewriters, mimeographing machines, or other duplication equipment, calculating machines, all types of audio-visual equipment at reasonable times when such equipment is not otherwise in use.  The association will pay for any supplies used, damage incurred, and any loss or theft of borrowed property.  No equipment shall be removed from school property without approval by the building principal.  Association meetings and use of school district equipment for association purposes shall not take place during the normal school work day.  Permission to use the school district equipment or facilities shall not be withheld unreasonably.  

    The local association may post notices of meetings and other information on bulletin boards designated by, and with the approval of the building principal.  The local association may use local building mail boxes for delivery of information.

Policy 4605, Con't.

Legal Reference:
48-816

Collective Bargaining.





48-837

Public Employees, Employee Organization.





79-441

District Board, Property, Care and Custody.

Policy  Approved: 5/11/98 

*Disciplinary Action/Termination





4610

The superintendent of schools, or his or her designee, may take action concerning a certificated employee's performance or conduct which is deemed reasonably necessary to assist the employee and further school purposes, including:  (1) counseling, (2) oral reprimand,  (3) written reprimand, and  (4) suspension with or without pay, not to exceed thirty (30) working days.  The employee may contest such disciplinary action via the grievance procedure and may, upon request, in the instance of suspension without pay, be granted a formal due process hearing before the board of education. 


Upon the superintendent of school's recommendation, the  board of education may elect to amend or not renew the contract of a probationary certificated employee for any reason deemed sufficient, if such action is constitutionally permissible and in accord with state statute.  An employee subject to such recommendation shall, upon request, be granted an informal hearing before the board of education or a committee of not less than five board members.  


Upon the superintendent of school's recommendation, the  board of education may elect to amend or terminate the contract of permanent certificated employee for any reason so set forth by statutes.  An employee subject to such recommendation shall, upon request, be granted a formal due process hearing before the board of education.

Legal Reference:
79-12,109
Certified Employee, Disciplinary Action, Superintendent, Powers, Procedures.





79-12,110
Certified Employee, Contract Cancellation or Amendment.





79-12,111
Probationary Employee, Contract Amendment or Nonrenewal.





79-12,112
Permanent Certified Employee, Contract Amendment or Termination, Reasons.





79-12,114
Notification and Hearing 





through
Procedures Regarding Contract 




79-12,117
Decisions.
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Hearings involving the non-renewal of a probationary certified employee's contract or the non-renewal of the contract for the superintendent of schools shall not be due process hearings and shall not meet the requirements of a due process hearing.  For certified employees other than the superintendent of schools, these hearings may be held before a committee of the board of education consisting of not less than five of the board of education's total members.  Notice of such hearing shall be sent to all members of the board of education five (5) days prior to a hearing.  If a hearing is held before a committee of the board of education, the committee shall make a recommendation to the board of education with the final determination being made by a majority of the entire board of education.


Such hearings shall be held in closed session at the request of the certified employee or the superintendent of schools involved, or his or her representative, and upon affirmative vote of a majority of the members of the board of education present and voting, but the formal action of the board of education for renewal or nonrenewal a contract shall be taken in open session.


Legal Reference:
79-12,116

Informal Hearing, When Held, Procedures. 






79-12,117

Probationary Certified Employee, Superintendent, Special Procedures.
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All permanent certified personnel shall be granted a formal due process hearing with the board of education for those reasons and in the manner so stipulated by the statutes.  All due process hearings will be held as prescribed by statute.

Legal Reference:
79-12,114

Certified Employee, Contract Amendment, Non-renewal,








Cancellation, Notice, Hearing.





79-12,115

Formal Due Process Hearing, Employee's Rights, How Conducted.





79-12,119

School Board, Subpoena Power.
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  I.
Purpose


The purpose for which these grievance procedures are established are:


A.
To reduce the potential area of conflict among students, certified, classified (non-certified), administrators, and the board of education.


B.
To provide communication through recognized channels among students, certified, classified (non-certified), administrators, and the board of education.


C.
To develop improved morale and effectiveness of the school.

 II.
Definition of Terms


A.
"Grievance" shall mean a claim based upon a violation or alleged violation of the negotiations contract or a dispute regarding the interpretation, meaning or application of any of the policies, rules, or regulations of the school district and rules and regulations relating to Section 504, Rehabilitation Act of 1973 and Title IX, Education Amendments of 1972.


B.
"Aggrieved Person" shall mean any person covered by the provisions of the negotiations contract or a dispute regarding the interpretation, meaning or application of any of the policies, rules or regulations of the school district, and rules and regulations relating to Section 504, Rehabilitation Act of 1973 and Title I Education Amendments of 1972.


C.
"Party of Interest" shall mean the aggrieved person and any other person who might be required to take action, or against whom action might be taken, in order to resolve the claim.

III.
Procedures


A.
Level I



1.
A person who believes that there is grounds for a grievance, to discuss the matter with the building administrator or immediate supervisor in an effort to resolve the problem.
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2.
The Aggrieved Person may have a representative assist in an effort(s) to resolve the problem. 




informally with the building administrator or immediate supervisor.


B.
Level II



Step One



1.
If an Aggrieved Person is not satisfied with the disposition of the problem, or if no decision has been rendered following five (5) school days, after stating the grievance in the formal procedure, the Aggrieved Person may submit the claim as a formal grievance, in writing, specifying the policies, rules, and regulations or contractual provisions alleged to have been violated, to the building administrator or immediate supervisor.  The written grievance shall be filed no later than ten (10) school days after the grievance in the informal procedure.  The grievance should be filed on Grievance Form A.  Refer to AR-4625, Grievance Forms for all grievance forms.



2.
The building administrator or immediate supervisor shall, within three (3) school days, render a decision and the reasons  therefore, in writing on Grievance Form B, to the Aggrieved Person and to the superintendent of schools.



Step Two



1.
If the Aggrieved Person is not satisfied with the disposition of the grievance at Step One, or if no decision has been rendered within three (3) school days after the presentation of the grievance in writing, the Aggrieved Person may appeal the written grievance to the superintendent of schools. In the case that no decision is rendered, the appeal shall be filed on Grievance Form B no later than ten (10) school days.



2.
The superintendent of schools shall act for the administration as Step Two of the grievance procedure.  Within (10) school days after receipt of the written appeal for a hearing by the 
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superintendent of schools, he or she shall meet with the Aggrieved Person for the purpose of hearing and resolving the grievance.  A record of such hearing shall be kept by the superintendent of schools, and made available to the parties involved upon request.  The superintendent of schools shall, within three (3) school days following the hearing, render a decision and reasons therefore, in writing on Grievance Form C, to the Aggrieved Person.



Step Three



1.
If the Aggrieved Person is not satisfied with the disposition of the grievance at Step Two, or if no decision has been rendered within thirteen (13) school days after submission to the superintendent of schools, the Aggrieved Person may appeal the grievance to the board of education.  In the case that no decision is rendered, the appeal shall be filed on Grievance Form C, no later than eighteen (18) school days after submission of the grievance to the superintendent of schools.



2.
Within thirty (30) school days after receiving the written appeal, the board of education  shall meet with the Aggrieved Person for the purpose of hearing and resolving the grievance.  Within five (5) school days following the submission of the matter, the decision of the board of education shall be rendered in writing on Grievance Form D.


C.
Level III



1.
If the Aggrieved Person chooses not to accept the decision of the board of education, the Aggrieved Person may, within five (5) school days of receipt of the decision, challenge the decision on Grievance Form D.  The challenge shall be filed with the superintendent of schools.



2.
Within five (5) school days following receipt of the written challenge, the board of education and the aggrieved person shall select a fact-finding board, if appropriate, in the following manner:  one member will be selected by the board of education; one member by the Aggrieved Person, and 
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a third member selected by the two members so appointed.  If the members appointed by each part fail to agree upon a third party within five (5) school days after their selection, they shall request the Nebraska Department of Education to submit a list of five (5) persons being qualified to serve as members of such board.  Upon receipt of such list, the members selected by the parties 




shall alternately strike names until one name remains and the person not stricken shall become the third member.  The Aggrieved Person shall





strike the first name.  Such fact-finding board shall hear and review the matters relating to the grievance and shall within fifteen (15) school days after the hearing, render a report of its decision.  Such recommendations shall receive good faith consideration of the parties as a method of settling the dispute.



3.
The cost of fact-finding shall be shared equally by the board of education and the person grieved.

 IV.
Rights of the Aggrieved Representative



Any party of interest may be represented at all stages of the grievance procedure by a representative of his or her own choosing.

  V.
General Provisions


A.
If the written grievance is not filed within thirty (30) school days after the Aggrieved Person knew, or should have known, of the act or condition on which the grievance is based, then the grievance shall be waived.


B.
A grievance may be withdrawn at any level with the Aggrieved Person retaining the right to refile, subject to the provision of paragraph 1 above.


C.
No reprisals of any kind shall be taken by the board of education, by any member of the administration, or by the Aggrieved Person, against any party in interest, or any other participant in the grievance procedure by such reason of such participation.


D.
The forms found in AR-4625, Grievance Forms, shall be used for the processing of any grievance.
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E.
If, in the event the administration or the board of education shall fail to follow or meet the time limits set forth herein, the grievance shall automatically move to the next step.


F.
In the event the Aggrieved Person shall fail to follow the agreed upon procedure, the grievance shall be waived.

 
G.
An Aggrieved Person shall continue to follow administrative directives and policies, and continue to work under the direction of the superintendent of schools and other school administrators, regardless of the pendency of any grievance, until such grievance is properly determined.

 VI.
Personnel File


The board of education and the Beatrice Education Association recognize that it is the students, certified, and non-certified employees responsibility to review all materials in their file.


Although the board of education agrees to protect the confidentiality of personal references, academic credentials, and other personnel file items it shall not establish any separate personnel file which is not available for the students, certified, and non-certified employees inspection.


Person or persons of limited English language skills may request publication or translation of the Grievance Policy in his or her native language.
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BEATRICE PUBLIC SCHOOLS

GRIEVANCE FORM A

FORMAL GRIEVANCE PRESENTATION

(Level II - Step One)

(To be completed by aggrieved person no later than ten (10) school days after stating the grievance in informal procedure)

AGGRIEVED





DATE OF

PERSON  __________________________
PRESENTATION  _____________

HOME ADDRESS OF

AGGRIEVED

PERSON  _________________________________________________________

SCHOOL  _________________________________________________________

BUILDING PRINCIPAL OR IMMEDIATE SUPERVISOR

__________________________________________

EMPLOYEES:  Certified or Non-Certified___________________________

STUDENTS: _______________________________________________________

STATEMENT OF GRIEVANCE:

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

ACTION

REQUESTED:  _______________________________________________________

_________________________________________________________________

_________________________________________________________________
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BEATRICE PUBLIC SCHOOLS

GRIEVANCE FORM B

DECISION OF BUILDING PRINCIPAL OR IMMEDIATE SUPERVISOR

(Level II - STEP ONE)

(To be completed by building principal or immediate supervisor, within three (3) school days of formal grievance presentation.)

AGGRIEVED 

PERSON __________________________________________________________

DATE OF PRESENTATION ____________________________________________ 

SCHOOL  _________________________________

BUILDING PRINCIPAL OR IMMEDIATE SUPERVISOR

_________________________________________________________________

DECISION OF BUILDING PRINCIPAL OR IMMEDIATE SUPERVISOR AND REASONS THEREFOR:

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

DATE OF DECISION  _________________   ___________________________








   Signature

AGGRIEVED PERSON'S RESPONSE:  (to be completed by aggrieved not later than ten (10) days after presenting the formal grievance to the building principal or immediate supervisor.)

_____
I accept the above decision of the principal or immediate supervisor.

_____
I hereby appeal to the superintendent of schools for review of the grievance.

DATE OF

RESPONSE  _________________________  ___________________________ 







Signature
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BEATRICE PUBLIC SCHOOLS

GRIEVANCE FORM C

DECISION BY SUPERINTENDENT

(Level II - Step Two)

(To be completed by the superintendent of schools within three (3) days after hearing the Aggrieved Person; hearing to be held within ten (10) days after receipt of appeal.)

AGGRIEVED 

PERSON___________________________________________________________

DATE APPEAL RECEIVED

BY SUPERINTENDENT________________________________________________

DATE HEARING HELD

BY SUPERINTENDENT________________________________________________

DECISION OF SUPERINTENDENT AND REASONS THEREOF:

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

DATE OF

DECISION  _________________________  _________________________

AGGRIEVED PERSON'S RESPONSE:  (To be completed by aggrieved not later than eighteen (18) days after presenting the grievance to the superintendent.)

_____
I accept the above decision of the superintendent of schools.

_____
I hereby appeal, to the board of education, for a review of this grievance.

DATE OF

RESPONSE  ________________________  ___________________________








 Signature
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BEATRICE PUBLIC SCHOOLS

GRIEVANCE FORM D

REVIEW BY BOARD OF EDUCATION

(Level II - Step Three)

(To be completed by the board of education within thirty (30) school days after receipt of appeal.)

AGGRIEVED

PERSON __________________________________________________________

DATE APPEAL RECEIVED

BY BOARD OF EDUCATION ___________________________________________

DECISION OF BOARD OF EDUCATION AND REASONS THEREFOR:

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

DATE OF DECISION OF

BOARD OF EDUCATION  _______________     ________________________









Signature

AGGRIEVED PERSON'S RESPONSE:   (To be completed by aggrieved within five (5) school days of decision.)

_____
I accept the above decision of the board of education.

_____
I hereby request submission of this grievance to fact finding.

DATE OF 

RESPONSE  _________________________
_________________________









Signature
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Anything in this policy to the contrary notwithstanding,  shall specifically permit and allow reductions in force to occur which deal with total elimination or termination or amendment of contracts or positions, which deal with reductions in force from full-time to part-time, which deal with reductions in force from part-time to a lesser part-time, or which deal with any other reductions in force, which result in the termination or amendment of a certificated employee's contract or employment position.


Reductions in force of certificated staff members may be required due to decreasing enrollment, limited financial support, changing programs, or other changes in circumstances.  If such changes occur and a reduction of certificated staff is necessary the superintendent of schools shall recommend to the board of education those certificated employees to be terminated under the reduction in force provisions of the continuing contract laws; provided, however, that no permanent employee may be terminated through reduction in force while a probationary employee is retained to perform a service that the permanent employee is qualified by certification and endorsement to perform or where certification is not applicable, by reason of college credits in the teaching area.


Due to the often intimate, confidential, and unique personal working relationship necessary between the administration and the board of education, a certificated employee who is not currently serving in a predominantly administrative capacity shall have no right under this policy to any administrative position within the school system.

*
The process of selecting personnel for reduction in force will involve consideration of (not listed in order of importance) the following:  (1) programs to be offered;  (2) areas of certification and endorsement which may be required to maintain accreditation;  (3) state and federal regulations which may mandate certain employment practices;  (4) special qualifications that may require specific training and/or experience;  (5) contributions to activity programs;  (6) qualifications based on past performance and competence as determined by the principal and/or superintendent of schools through employee evaluation procedures;  (7) the organizational and educational impact  created by multiple part time certificated employees; and (8) any other reasons which can be rationally related to the instruction in or administration of the school system.


Employee evaluations (including frequency of evaluations, evaluation forms, and number and length of classroom observations, 
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if applicable) used for purposes of this policy shall conform to 

the board policies and administrative rules, regulations, and.

practices (in effect at the time) related to the periodic 

evaluation of certificated staff members.


If, after consideration of the above, it is the opinion of the superintendent of schools that no significant difference exists between certificated employees being considered for reduction in force, the employee with the longest uninterrupted service to the district shall be retained.


Any certificated employee whose contract is terminated because of reduction in force shall be considered to have been dismissed with honor and shall, upon request, be provided a letter to that effect.  Such employee shall have preferred rights to re-employment for a period of twenty-four months commencing at the end of the contract year and the employee shall be recalled on the basis of length of service to the school to any positions for which he or she is qualified by endorsement or college preparation to teach.  The employee shall, upon reappointment, retain any benefits which had accrued to said employee prior to termination, but such leave of absence shall not be considered as a year of employment by the district.  An employee under contract to another educational institution may waive recall but such waiver shall not deprive the employee of his or her right to subsequent recall.


It shall be the responsibility of each certificated employee to file with the superintendent of schools a copy of said employee's teaching certificate (including endorsements) upon initial employment with the district.  On or before March 15th of each year thereafter, for as long as the employee is employed in this school district, or for as long as the person has rights of recall, each certificated person shall file with the superintendent of schools any changes which have occurred in his or her teaching certificate (including endorsements), or changes in his or her teaching certificate (including endorsements) which may be pending, since March 15th of the previous school year.


Any certificated employee whose employment contract is terminated as a result of reductions in forces shall, during his or her period of recall, report his or her current address to the superintendent of schools and shall inform the superintendent of schools of any changes of address thereafter.  If a vacancy in the system occurs for which said employee has rights of recall, the offer of such employment may be sent by the superintendent of schools to the employee's last known address.  If no acceptance  of such offer is received from the employee within fourteen (14) 
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days of mailing and the superintendent of schools has no personal knowledge of the whereabouts of the employee, other than said last known address, the employee shall be deemed of having waived his 

or her rights to recall to said employment position.


Certificated employees who are notified that they may be considered for termination or contract amendment shall be given an opportunity for a hearing before the board of education prior to the time that the final action is taken.

Legal Reference:
79-1245.05

Reduction in Force Policy, through

Requirements, Board of





79-1254.08

Education and Administrative Duties, Contract Terminations, Recall Rights, Compliance with Federal and State Law.
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The board of education of Gage County School District No. 15 recognizes that the methods and philosophies change frequently in the field of education.  Teaching concepts are re-evaluated in subject matter areas as new information and materials become available.  Teachers must be alert to the need for adjustment to these changes and they must want to take advantage of opportunities for self-improvement.  The board of education, pupils, and parents have the right to expect that teachers will be familiar with these developments, so instruction will keep pace with the rapidly expanding amount of knowledge.  In keeping with this philosophy, all tenured professional personnel (administration excepted) will engage in a professional growth plan designed to fit each employee's needs.  Specific details of the professional growth plan are set forth in AR-4635-Professional Growth Plan.

Legal Reference:
79-12,113

Permanent Certificated Employee, Evidence of Professional Growth Required.
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Professional Growth Plan
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Professional growth activities shall refer to the kinds of professional work or activities herein listed which contribute to professional growth.  The conditions and limitations under which such activities are performed and accepted may be reviewed and changed by resolution of the board of education from time to time. Unless the board of education shall by resolution give direction to the contrary, credit for engaging in a newly approved activity shall be allowed only for work done after the date of approval of the activity.  If activities are stricken from the list or conditions made more stringent, such changes shall not be retroactive with regard to work already begun.  Changes in professional growth requirements will be implemented in such a way as to cause no penalty to those staff members who are currently working on professional growth requirements of the present period.


Persons contemplating professional growth requirements for a given six-year period must submit professional growth applications showing completion of acceptable professional growth activities totaling sixty points.


Building administrators will approve professional growth plans as outlined and periodically review progress with teachers.


The following activities are acceptable for professional growth credit:

  I.
College Course Work - College credit earned in accredited colleges - 10 points per semester.  Applicants must submit proof showing that credit has been earned. 

 II.
Auditing College Courses - 4 points per semester hour.


Applicants must submit a statement from an official of the institution showing the number of class sessions attended together with total number of sessions held.  The number of points allowed shall be 2/3 the number which would ordinarily be accredited for completing the course in a course, unless the number of sessions attended is at least 90 percent of the total number held.

III.
College Work Done In Specialized Training Schools - 10 points per semester hour or hours equivalent.


Examples of this type of work would be foreign language institutes or training courses for driver education teachers.  The applicant must submit a statement from the institution certifying that the work has been done.
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 IV.
Adult Education Classes - 5 clock hours time equal 1 point.


Professional growth credit for taking adult classes will be allowed only under specific conditions.


A.
The work to be done must contribute significantly to the professional growth of the person involved and to the assigned position of that person.


B.
The application must have prior approval verified by the building principal.


C.
Credit for taking adult classes will be allowed only once for any one applicant.

  V.
Workshops or Institutes - 5 clock hours of time equal 2 points.


Examples are short-term art workshops, music workshops, curriculum and administrative institutes, state and regional collegian, professional conferences, and national conventions.


If special institutes or workshops are set up for which there is no college credit given, the basis for evaluation shall be the same as that for formal college work.


If special institutes or workshops are set up for which there is no college credit given, the basis of evaluation shall be determined by 5 clock hours of time equals 2 points.

 VI.
Curriculum Workshops - 5 clock hours of time equal 2 points.


Committee work to be accredited for professional growth must involve the planning and development for curriculum or specific projects or activities designed for the betterment of the instructional program.

VII.
Supervising Student Teacher - 5 points for each student teacher in an elementary or secondary school subject.


The above standards apply to all student teachers assigned for a quarter.

VIII. Professional Publications


Publication of any piece of professional writing shall entitle the author to a maximum professional growth credit of 10 
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points.

IX.
Educational Travel


Professional growth credit under this classification may be allowed under one of two categories:


A.
Sponsored tours with academic credit - educational travel to be accepted under this section must be under the direction of an accredited college or university which grants college credit.  The number of professional growth points allowed will be described under "College Credit."


B.
Tours without academic credit or independent travel must have prior approval by the building principal and shall be evaluated on the basis of educational worth.  As a general rule, tours or travel outside the United States and of not less than two weeks duration will be granted up to a maximum of 20 points.  Up to 10 points will be granted for travel within the United States.  In order for credit to be allowed for travel in the United States and places visited must be shown to have value related to the assignment for the applicant.  A report of how the travel experience will be integrated into the classroom activity or assignment should be made to the building principal.

Legal Reference:
79-12,113
Permanent Certificated Employee, Evidence of Professional Growth Required.
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