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INTRODUCTION

This handbook provides information to persons who are employed by
the school district and are referred to in this handbook as employees, staff,
or staff members. It is designed to provide practical information about the
daily operation of the schools in the district and contains building and district
directories, safety and emergency information, as well as district policies and
procedures. Each staff member should carefully review this handbook. The
administration and the board of education continually review policies and
procedures, so staff members should discuss comments, concerns, or
suggestions about this handbook with their building principal or another
member of the administrative staff.

This handbook does not create a “contract” of employment. Staff
positions and assignments that do not require a teaching certificate or are
not otherwise governed by the teacher tenure laws may be ended or
changed on an at-will basis notwithstanding anything in this handbook or
any other publication or statement, except a contract approved by the board
of education.

Many situations may arise that are not covered by this handbook. In
those instances, staff members should use their own good judgment or
consult with the administration. If any information contained in this
handbook conflicts with board policy or state statute, the policy or statute
will govern.

The provisions in this handbook are subject to change at the sole
discretion of the Superintendent and the Board of Education. From time to
time, you may receive updated information concerning changes in the
handbook. These updates should be kept within the handbook so that all
procedures can be kept up to date. If you have any questions regarding this
handbook, please ask your supervisor or the Superintendent for assistance.

Your suggestions about ways to improve the school are welcome and
will always be considered.



Notice of Nondiscrimination

The school district does not discriminate on the basis of race, color, national
origin, sex, disability, or age in its programs and activities and provides
equal access to the Boy Scouts and other designated youth groups. The
school district prohibits sex discrimination in any education program or
activity in any education program or activity that it operates.

Individuals who believe that they have been the subject of unlawful
discrimination or harassment due to their disability, or that have other
related concerns or questions, should contact the ADA/Title II Coordinator:
Jon H. Rother at (402) 921-0187, jon.rother@jccentral.org or in person at
school.

Individuals who believe that they have been the subject of unlawful
discrimination or harassment due to their sex, or that have other related
concerns or questions, should contact the Title IX Coordinator: Jon H. Rother
at (402) 921-0187 , jon.rother@jccentral.org, 358 N 6th St. PO Box 338,
Tecumseh, NE 68450 or in person at school. The School District’s specific
Notice of Nondiscrimination on the Basis of Sex may be accessed at the
following link:
https://www.jccentral.org/vimages/shared/vnews/stories/60537fc4030f1/Titl
e-IX-Policy.pdf

Individuals who believe that they have been the subject of unlawful
discrimination or harassment due to their race, color, or national origin, or
that have other related concerns or questions, should contact the Title VI
Coordinator: Jon H. Rother at (402) 921-0187, jon.rother@jccentral.org, 358
N 6th St. PO Box 338, Tecumseh, NE 68450 or in person at school.

Individuals who believe that they have been the subject of any other
unlawful discrimination or harassment should contact the Superintendent at
(402) 335-3320, jon.rother@jccentral.org or in person at school. Students
may report discrimination or harassment to any staff member who will then
forward it on to the appropriate coordinator or administrator. The staff
member will follow school district policies to respond to the report.

For additional prohibited discrimination and related information, please
review school district Policy 3053 - Nondiscrimination.
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DRUG-FREE WORKPLACE REQUIREMENTS

It is vitally important to have a healthy workforce that is free from the
effects of illegal drugs. The use or possession of unlawful drugs in the
workplace has a very detrimental effect upon safety and morale of the
affected employee, coworkers, and the public at large; and on productivity
and the quality of work.

Federal law requires this school district, as a recipient of federal funds, to
maintain a drug-free workplace. The unlawful manufacture, distribution,
dispensing, possession, or use of a controlled substance in the district's
workplace is prohibited. The term "workplace" includes every location where
district employees may be found during their working hours or while they
are on duty, regardless of whether the location is within the geographic
boundaries of the district. Any employee who violates this policy will be
disciplined with measures up to and including discharge. The district may, in
its sole discretion, require or allow an employee who violates this policy to
participate in and satisfactorily complete a drug abuse assistance or
rehabilitation program.

The district shall provide every current employee with a copy of this policy,
and shall provide each newly hired employee with a copy upon hiring. Every
employee shall be required to signify receipt of a copy of the policy in
writing. All district employees must abide by this policy, including those who
are not directly engaged in the performance of work pursuant to a federal
grant.

An employee must notify his/her supervisor of any conviction of a criminal
drug statute for a violation occurring in the workplace within five days. The
failure to report such a conviction will be grounds for dismissal. If the
employee convicted of such an offense is engaged in the performance of
work pursuant to the provisions of a federal grant, the district shall notify
the grant agency within 10 days of receiving notice of a conviction from the
affected employee or of receiving actual notice of such a conviction.



POLICIES AND PROCEDURES REGARDING ALL STAFF

Accidents and Injuries
Staff must inform the building office immediately of all accidents and/or

injuries to students or staff, and complete the appropriate accident form that
is available from the office secretary. The accident form must be returned to
the office within twenty-four hours.

Activity Accounts and Fundraising
Activity accounts are handled through the superintendent’s office. No
student or sponsor may make any purchase without a signed purchase order
from the superintendent. Purchases made without permission are the
personal obligation and responsibility of the purchaser.

The superintendent is responsible for authorizing any fundraising on the part
of student activities. No fundraising may occur without express
administrative permission.

Activity Tickets
All staff, spouses, and their school-age children will be admitted to home
games free of charge. Activity tickets in the form of the staff ID card will be
issued to staff through the building offices.

Agents, Salesmen and Other Business Representatives
All business representatives calling on school matters must obtain

permission from the superintendent or building principal before conferring
with staff. Staff must determine whether the business representative has
been granted permission before discussing business matters. Classroom
teachers may not interrupt class work to confer with such representatives.

Staff may not use school time or school facilities for any personal activity for
personal financial gain or confer with any business representative for
personal business during school time.

Announcements and Circulars
No announcements shall be made before any school group without
authorization of the principal or superintendent.

Any circulars or advertising displayed within the school shall have the
approval of the building principal or superintendent before posting.
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Bell Schedule - High School

Begin End
First Period 8:00 8:50
Second Period 8:53 9:43
Third Period 9:46 10:36
Fourth Period 10:39 11:29
1%t Lunch 11:29 11:59
Fifth Period 11:32 12:52
2" Lunch 12:22 12:52
Sixth Period 12:55 1:45
Seventh Period 1:48 2:38
Eighth Period 2:41 3:31
Study Session 3:34 4:00

Bell Schedule - Middle School

Begin End
First Period 8:00 8:49
Second Period 8:52 9:41
Third Period 9:44 10:33
Fourth Period 10:36 11:25
Fifth Period 11:28 12:17
Lunch 12:17 12:47
Sixth Period 12:50 1:39
Seventh Period 1:42 2:31
Eighth Period 2:34 3:23
STAR 3:26 3:55

Board Policies, Rules, and Directives
The board of education has adopted policies that govern the operation of the
school district. A complete policy manual is available on the district’s website
or in the main administrative office. These manuals will be updated as the
board adopts new policies or modifies existing policies. In particular, the
4000 series deals with policies that affect personnel. Additionally, the Board
has authorized the Superintendent and his or her designee to adopt rules
and directives regarding the conduct of students, staff, and other persons.
Many of these rules and directives are published in the Student Handbook,
Staff Handbook, and Activity Handbook, respectively. Each of these
handbooks are available on the district’'s website and in the main
administrative office. By signing below, you agree that you have read and
understood these policies, handbooks, rules, and directives, their application

11



to you, and that you have had an opportunity to discuss any questions with
the administration.

Child Abuse
School employees who have reasonable cause to believe that a child has
been subjected to child abuse or neglect or observe a child being subjected
to conditions or circumstances which reasonably would result in child abuse
or neglect will report the suspected abuse or neglect according to the
following procedure.

1. Any school employee who has reasonable cause to believe that a
child has been abused or neglected shall report the suspicion to
the building principal immediately. Employees shall also
personally report or cause a report to be made to local law
enforcement or to the Department of Health and Human

Services.

2. When the principal makes a report of suspected child abuse or
neglect, he/she shall inform the employee(s) who made the
initial report.

3. Nothing in the paragraph above shall hinder a school employee

from fulfilling his/her/their obligation to report suspected abuse
or neglect if he, she or they have reasonable cause to believe
that a child has been abused or neglected.

4, Any doubt or question in reporting such cases shall be resolved
in the favor of reporting the suspected abuse or neglect.
Consultation between the administrator and school employee is
encouraged, keeping in mind that prompt reporting is essential.

Complaint Procedure
Good communication helps to resolve many misunderstandings and

disagreements. This complaint procedure applies to complaints unless the
complaint is subject to a different procedure required by law, policy or
contract. Individuals who have a complaint should discuss their concerns
with appropriate school personnel in an effort to resolve problems at the
lowest level of the chain of command. When those efforts do not resolve
matters satisfactorily, including matters involving discrimination or
harassment on the basis of race, color, national origin, sex, marital status,
disability, or age, a complainant should follow the procedures set forth in any
specific policy addressing those areas or the procedures set forth below.
Allegations of sex discrimination covered by Title IX will be addressed
through the board’s Title IX policy.
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References to "“coordinator” in this policy refer to the board-designated
coordinator for the applicable area, such as the Section 504 Coordinator for
allegations of disability-based discrimination.

Under this policy, factual conclusions will be based on a preponderance of
the evidence.

Complaint and Appeal Process.

1.

The first step is for the complainant to speak directly to the person(s)
with whom the complainant has a concern. For example, a parent who
is unhappy with a classroom teacher should initially discuss the matter
with the teacher. However, the complainant should skip the first step if
complainant reasonably believes speaking directly to the person would
subject complainant or complainant’s student to discrimination or
harassment.

The second step is for the complainant to speak to the building
principal, coordinator, superintendent of schools, or president of the
board of education, as set forth below. = Anyone with questions about
the appropriate person to speak with may request clarification from
the superintendent.

a) Complaints about the operation, decisions, or personnel within
a building should be submitted to the principal of the building.

b) Complaints about the operations of the school district or a
building principal should be submitted in writing to the
superintendent of schools.

C) Complaints about the superintendent of schools should be
submitted in writing to the president of the board of education.

d) Complaints involving discrimination or harassment on the basis
of race, color, national origin, sex, marital status, disability, or
age may also be submitted at any time during the complaint
procedure to the applicable coordinator. Complaints involving
discrimination or harassment may also be submitted at any time
to the Office for Civil Rights, U.S. Department of Education: by
email at OCR.KansasCity@ed.gov; by telephone at
(816) 268-0550; or by fax at (816) 268-0599.

When a complainant submits a complaint to an administrator or

coordinator, the administrator or coordinator shall first determine

whether another applicable procedure is required by policy or law and
13
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if so, direct the complaint to the appropriate person to follow that
procedure. If not, the administrator or coordinator will promptly and
thoroughly investigate the complaint, and shall:

a)

b)

d)

Determine whether the complainant has discussed the matter
with the respondent.

1)

2)

If the complainant has not, urge the complainant to
discuss the matter directly with the respondent,
if appropriate.

If the complainant refuses to discuss the matter with the
respondent, the administrator or coordinator shall, in his or
her sole discretion, determine whether the complaint
should or must be pursued further.

Strongly encourage the complainant to reduce his or her
concerns to writing.

Interview the complainant and, if necessary, the respondent
against whom the complaint is filed, to determine:

1)

2)

3)

All relevant details of the complaint;

All witnesses and documents which the
complainant believes support the complaint;

The action or solution which the complainant seeks.

Respond to the complainant. If the complaint involves
discrimination or harassment, the response shall be in writing
and shall be submitted within 180 calendar days after the
administrator or coordinator receives the complaint.

If either the complainant or the respondent is not satisfied with the
decision he or she may appeal the decision to the superintendent. The
superintendent may assign a qualified designee to hear any appeal.
This provision applies to appeals under the board’s policies governing
complaints of discrimination or harassment, including Title IX and any
other policy with a separate grievance or complaint procedure, unless
that other procedure includes its own appeal process. All requirements
for appeals within any other policy apply, and in addition to those
requirements, the following also apply.
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a) The appeal must be in writing.

b) This appeal must be received by the superintendent no later
than three (3) calendar days from the date of the decision.

C) For complaints addressed through other applicable procedures
that do not include a separate investigatory process, the
superintendent will investigate as he or she deems appropriate..

d) The superintendent will prepare a written decision and provide it
to the complainant and any other person entitled by law to
receive the appeal decision. For complaints involving
discrimination or harassment, the superintendent shall submit
the decision within 180 calendar days after the superintendent
received complainant’s written appeal. Appeals to the
superintendent from complaints involving discrimination or
harassment are final once the superintendent delivers the
written decision, as are all other appeals/complaints to the
superintendent unless the complaint can be appealed on the
limited grounds to appeal to the board below.

The board’s role is to set policy, establish and implement a budget,

and evaluate the superintendent. The board does not manage the
daily operations of the school district entrusted to its administration
unless required by law or policy. Because of the board’s statutory

roles, it does not hear complaints or appeals that may involve
oversight or discipline of students, staff, or others, unless those
involve the superintendent as discussed below. The board does not
hear complaints or appeals based on allegations of discrimination or
harassment unless otherwise required by law. The board will hear
appeals only in the following circumstances:

a) When the complaint is about a board policy, not implementation
of the policy;

b) When the complaint involves the budget or school
expenditures that have been or must be approved by the
board; or

C) When the board is required by law, policy, or contract to hear a
complaint or appeal.

If a complaint involves those limited grounds and a party is not
satisfied with the superintendent’s decision regarding the complaint or

appeal, he or she may appeal the decision to the board.
15



d)

f)

g)

h)

This appeal must be in writing.

This appeal must be received by the board president no later
than ten (10) calendar days from the date the superintendent
communicated his/her decision to the complainant.

This policy allows, but does not require the board to receive
statements from interested parties and witnesses relevant to the
complaint appeal. However, all matters involving discrimination
or harassment allegations against the superintendent shall be
promptly and thoroughly investigated by the board president or
a designee.

The board president will notify the complainant and any other
person legally required to receive the decision in writing of its
decision. If the complaint involves discrimination or harassment
allegations against the Superintendent, the board president shall
submit the decision within 180 calendar days after receiving the
written appeal.

There is no appeal from any decision of the board unless
authorized by law.

Formal complaints about the superintendent shall be filed with the
president of the board. However, complaints about the superintendent
do not include disagreement with the superintendent’s decision on
appeal based on a complaint of discrimination, harassment, or action
of any other employee who is not the superintendent. Upon receipt of
a complaint, the board president or his or her designee shall promptly
and thoroughly investigate the complaint, and shall:

a)

b)

Coordinate with school district staff, other than the
superintendent, to determine if another procedure in policy or
law requires the complaint against the superintendent to follow
another procedure. If so, the board president will coordinate
handling the complaint through that procedure. If another
procedure applies, such as in the case of allegations of sex
discrimination against the superintendent, the board president
or, at his or her discretion, the full board will serve only to hear
any appeal by a party to the complaint.

Determine whether the complainant has discussed the matter
with the superintendent.

16



1) If the complainant has not, the board president or
designee will urge or require the complainant to discuss
the matter directly with the superintendent, if appropriate
or required.

2) If the complainant refuses to discuss the matter with the
superintendent, the board president shall, in his or her sole
discretion, determine whether the complaint should or
must be pursued further.

C) Determine, in his or her sole discretion, whether to place
the matter on the board agenda for consideration at a
regular

or special meeting by the full board.

d) Respond to the complainant or appeal. If the complaint or appeal
involves discrimination or harassment, the response shall be in
writing and shall be submitted within 180 calendar days after the
president received the complaint.

e) Appoint or contract with other individuals qualified to assist the
board through this process or any other applicable procedure
used to address allegations against the superintendent.

No Retaliation. The school district prohibits retaliation against any person
for filing a complaint or for participating in the complaint procedure in good
faith.

Special Rules Regarding Educational Services and Related Services
to Students with Disabilities. Students with disabilities and their families
have specific rights outlined in state and federal law, including administrative
processes by which they may challenge the educational services being
provided by the school district. Therefore, the appeal process contained in
this policy may not be used to challenge decisions made by a student’s
individualized education plan (IEP) team or 504 team.

Complaints about the educational services provided a student with a
disability, including but not limited to services provided to a student with an
IEP, access to curricular and extracurricular activities, and educational
placement must be submitted to the school district’s Director of Special
Education. The Director of Special Education will address the complaint in a
manner that he/she deems appropriate and will provide the complainant

with a copy of the Notice of IDEA Parental Rights promulgated by the
17



Nebraska Department of Education.

Complaints about the educational services provided a student with a
disability pursuant to a Section 504 plan must be submitted to the school
district’s 504 Coordinator. The 504 Coordinator will address the complaint in
a manner that he/she deems appropriate and will provide the complainant
with a copy of the Notice of Section 504 Parental Rights adopted by the
board of education.

Complaints about the educational services provided to a student who is
suspected of having a disability must be submitted in writing to the school
district’s Director of Special Education or to the district’'s 504 Coordinator.
The Director of Special Education or 504 Coordinator will either refer the
student for possible verification as a student with a disability or will provide
prior written notice of the district’s refusal to do so.

Bad Faith or Serial Filings. The purpose of the complaint procedure is to
resolve complaints at the lowest level possible within the chain of command.
Individuals who file complaints (a) without a good faith intention to attempt
to resolve the issues raised; (b) for the purpose of adding administrative
burden; (c) at a volume unreasonable to expect satisfactory resolution; or
(c) for purposes inconsistent with the efficient operations of the district may
be dismissed by the superintendent without providing final resolution other
than noting the dismissal. There is no appeal from dismissals made pursuant
to this section.

Computers and the Internet: Acceptable Use by Staff

Internet access is an important tool for communicating, keeping up-to-date
with current developments in education, and for conducting research to
enhance management, teaching, and learning skills. Staff members must
refer to and comply with the board policy regarding Staff Internet and
Computer Use. A copy of this policy is attached below. Staff should also refer
to and comply with the board policy regarding Staff and District Social Media
Use.

Conflict of Interest
All staff members are subject to the board’s policy governing conflict of
interest. That policy provides, in part, that no employee shall solicit or
accept anything of value, including a gift, loan, contribution, reward, or
promise of future employment based on an agreement that the vote, official
action, or judgment of the employee would thereby be influenced.

18



Contact Information
Staff are required to keep the district informed of any change in their name,
address, telephone or other contact information. Contact the building
secretary to report a change.

Copyright and Fair Use
The school district complies with federal copyright laws. Staff members must

comply with copyright laws when using school equipment or working on
behalf of the district. Federal law prohibits the unauthorized reproduction of
works of authorship, regardless of the medium in which they were created.

The “fair use” doctrine allows limited reproduction of copyrighted works for
educational and research purposes. “Fair use” of a copyrighted work includes
reproduction for purposes such as criticism, news reporting, teaching
(including multiple copies for classroom use), scholarship, or research. Staff
who are unsure whether their proposed reproduction of copyrighted material
constitutes “fair use” should consult with their building principal, review the
school district’s copyright compliance policy, and review Reproduction of
Copyrighted Works by Educators and Librarians from the

U.S. Copyright Office found at https://www.copyright.gov/circs/circ21.pdf
and Copyright for Students found at
https://www.whoishostingthis.com/resources/student-copyright/. You can
find more information on copyright compliance requirements and permitted
uses from the U.S. Copyright Office and the Library of Congress at the
following site:
http://www.loc.gov/teachers/usingprimarysources/copyright.html.

Corporal Punishment

Corporal punishment is the infliction of bodily pain as a penalty for
disapproved behavior, and is prohibited by law. Some physical contact is
inevitable, and most of it is appropriate. Corporal punishment does not
include the use of physical force that is reasonable and necessary to (1)
protect school employees; (2) protect students or property; or (3) remove a
student from a situation that endangers the student, persons, or property.
Staff members should promptly report any event that required the use of
physical force to their building principal.

Crisis Response Team
Any staff member appointed by the district administration will serve on the

Crisis Response Team as outlined in the board policies. The Crisis Response
Team serves a vital role in supporting the district’s staff and students. It is
the responsibility of the appointed staff member to discuss with the district
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administration any circumstances that may affect the staff member’s ability
to perform the tasks required by board policy.

Disability Leave (Short-Term)
Short-term disability leave will be treated in the manner required by state
and federal law and consistent with the negotiated agreement with the
school district’s local education association. Short-Term Disability leave will
run concurrently with FMLA leave.

Discrimination and Harassment

The school district prohibits discrimination and harassment based upon or
related to race, color, national origin, sex, religion, marital status, disability,
age or any other unlawful basis that (1) has the purpose or effect of creating
an intimidating, hostile, or offensive school environment, (2) has the
purpose or effect of substantially or unreasonably interfering with an
employee’s school performance, or (3) otherwise adversely affects an
employee’s employment opportunities. Employees who believe that they
have been the subject of unlawful discrimination or harassment due to their
disability should contact the building principal. Employees who believe that
they have been the subject of unlawful discrimination or harassment due to
their sex should contact the following Title IX Coordinator: Jon H. Rother at
402-921-0187, jon.rother@jccentral.org, PO Box 338, Tecumseh, NE 68450,
or in person at school. Employees who believe that they have been the
subject of any other unlawful discrimination or harassment should contact
the Superintendent at 402-335-3320, jon.rother@jccentral.org or in person
at school. Employees may report discrimination or harassment to any staff
member who will then forward it on to the appropriate coordinator or
administrator. The staff member will follow school district policies to respond
to the report.

Driving (both school and personal vehicles)

Staff members who drive school vehicles or volunteer to use their personal
automobile to transport students must have a valid driver's license and proof
of insurance. Staff members will be provided a Driver’s Certification form to
verify this information. Staff members who drive school vehicles or transport
students in their personal vehicles are responsible for following safe driving
practices, including use of seat belts by all occupants, and are responsible
for any injury or accident. Staff members are not to use cell phones while
driving a school vehicle or while transporting students. Please see the school
district’s policy on school vehicle use for further information.

Drivers for the school district must be free from drug and alcohol use or
abuse. The school district will test drivers as permitted under state and
federal law and in accordance with board policy.

20


mailto:rick.lester@jccentral.org
mailto:jon.rother@jccentral.org

Dress Code
The attire worn by staff members conveys an important image to students
and the general public. The appearance of professional staff members shall
be appropriate to their assigned duties and indicative of their professional
standing in the school and community.

Certified staff, paraeducators, and office staff should generally dress in
business casual attire that is clean and professional.

The following are examples of unprofessional attire which should not be
worn by classroom staff during the traditional school day, when students or
visitors are in attendance, or when the employee is supervising, directing,
or coaching students when the public is in attendance:

e For men: shirts without collars, unless the shirt can be
deemed professional by other standards.

e Athletic wear, including sweat, jogging and wind suits, except when
teaching a physical education activity in the gymnasium, on a playing
field, or at athletic or other activity practices.

e Shorts, except when teaching physical education class or at athletic
or other activity practices.

e Blue jeans, except at athletic or other activity practices, or on days
considered to be “dress down” days.

e Hats, except when worn outside for sun coverage.

e Rubber soled *flip flop’ thong sandals, rubber “croc” style shoes.

e Any attire which is excessively wrinkled or torn, so that it is no
longer neat and professional.

e Any attire which is immodest or may distract other employees or
students in the learning environment.

Custodial, maintenance, kitchen and transportation staff should dress in
attire appropriate to the work they are performing.

The superintendent or principal shall maintain the discretion to make
determinations on staff dress and appearance. Administrators may
temporarily suspend all or a portion of the dress code when other factors
support a lower dress expectation for school employees (e.g., special “casual
days” or field days). Any violation of school policy and rules may result in
disciplinary action.

Drug and Alcohol Testing
School district administrators who suspect that drugs or alcohol may be

present in a staff member’s system may require the staff member to provide
a body fluid or breath sample as provided in Nebraska law. Staff members
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who refuse a lawful directive to provide a body fluid or breath sample may
be subject to disciplinary or administrative action by the employer, including
denial of continued employment.

Duty to Report
School personnel shall self-report any of the following to the District’s

Superintendent within 24 hours of its occurrence or at the beginning of the
next school day, whichever is earlier:

e Any criminal citation if the alleged offense is a misdemeanor or felony

under federal or Nebraska law or in the state in which the alleged

offense occurred;

Any arrest for any reason;

Any criminal conviction;

Any sentence of incarceration;

Any criminal or civil filing or Department of Health and Human

Services or law enforcement investigation for child abuse and/or

neglect;

e Any complaint or other administrative that could impact any certificate
or professional license held by the employee;

e Any action or threat of action by any entity against the employee’s
driver’s license or ability or authority to operate a motor vehicle if the
employee’s job duties may require the operation of a motor vehicle.

The failure to make a report required by this section may result in
disciplinary action up to and including cancellation, termination, and
non-renewal.

Electronic Communication While Driving
Except as provided below, school personnel shall not use any electronic

communication device to read a written communication, manually type a
written communication, send a written communication, verbally
communicate with others, or otherwise communicate with others while
operating a school vehicle or while using a school-issued electronic
communication device while operating a private vehicle. This prohibition
includes but is not limited to answering or making telephone calls not related
to the transportation and reading or responding to emails, instant messages,
or text messages.

The superintendent or building principal may grant exceptions and allow

verbal communication on an as needed basis for specific district-related work
based upon employees’ duties and responsibilities.
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Expenses
The board will reimburse staff for all approved expenses incurred in

attending to school business. Reimbursement for mileage, supplies,
overnight travel expense, and credit course reimbursement fees are
processed on an expense report form that is available from each building
secretary. Appropriate receipts must be attached.

To be reimbursed for an item or for personal vehicle use, staff members
must complete a reimbursement claim form, attach receipts and submit it to
the Superintendent for approval.

All claims for reimbursement must be approved by the board, so some delay
is probable. Mileage reimbursement will be denied if a school vehicle was
available.

Family and Medical Leave (FMLA)
Qualified employees will be provided leave under the Family and Medical
Leave Act (FMLA) as provided in board policy. The school district will utilize
the “rolling” 12-month period measured backward from the date an
employee uses any FMLA leave.

In-School Communication
Every staff member will be assigned a mailbox in the building where he or
she works. Staff members are expected to check their mailboxes for
messages in the morning upon arrival at school, at lunch time, and/or at the
end of the day before departing.

A great deal of information is distributed to staff via the school’s email
system. Each staff member must check his or her e-mail account frequently
throughout the school day. Staff members are allowed to use their school
email accounts for a moderate amount of personal email correspondence.
However, sending or receiving personal email during class time is prohibited,
regardless of whether that personal email is received on the staff member’s
school email account or a personal account.

Intellectual Property
All written or artistic works, instructional materials, inventions, procedures,

ideas, innovations, systems, programs, or other work product created or
developed by any employee in the course and scope of performance of his or
her employment duties on behalf of the district, whether published or not,
shall be the exclusive property of the district. The district has the sole right
to sell, license, assign, or transfer any and all right, title, or interest in and
to such property.
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ry and Witn Duty Leav

An employee who has been called to serve as a juror will be granted paid
leave. Employees must sign over to the district the compensation they
receive for jury duty, but not compensation for expenses.

An employee who has been subpoenaed to testify as a witness in a court
proceeding shall be entitled to one day of paid leave. To receive paid leave,
the employee must sign over to the district his or her witness fee.

Keys
Staff will not lend or have any duplicate keys made of any school key. Staff
will make sure all doors are locked when they enter or leave the building
other than regular school hours.

Staff members are responsible at all times for all keys issued to them and
must keep their keys in a secure location or on the employee’s person. Each
classroom teacher must check that the doors and windows in his or her room
are closed and locked at the end of the school day. Staff must report lost or
stolen keys to the building principal immediately.

Locker Room Supervision
Staff members must review and comply with the board’s policy regarding
locker room supervision.

Maintenance & Cleaning Requests

Staff members should email maintenance just as soon as they need or see a
maintenance problem. Administration will be included in email requests.

Meals Program
Staff may take advantage of meals offered through the district’'s foods
program. Staff may purchase lunches from the school cafeteria for $4.90 per
day. The lunch price includes one carton of milk. Extra cartons cost 55 cents.
Staff members must deposit funds in their lunch accounts before purchasing
meals. Staff members will not be allowed to run a deficit in their lunch
accounts.

Military Leaves of Absence
Leaves of absence without pay for military or Reserve duty are granted to all

employees as required by law. An employee who is called to active military
duty or to Reserve or National Guard training or who volunteers for the same
should submit copies of the military orders to the Superintendent as soon as
is practicable. An administrator, at his or her discretion, may require an
employee who requests leave under the Nebraska Family Military Leave Act
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to provide certification from the proper military authority to verify the
employee’s eligibility for the leave requested.

Military Leave under the Federal Family and Medical Leave Act (FMLA) and
the Nebraska Family Military Leave Act will be governed by the board’s
policies.

Milk Expression
Except as otherwise provided by law, the district will provide reasonable

break time for an employee who wishes to breastfeed or express breast milk
for her nursing child each time such employee has the need to do so. The
district will provide a place, other than a bathroom, which is shielded from
view and free from intrusion from co-workers and the public. These
accommodations will be provided for one year after the child’s birth, unless
otherwise required by law.

News and Press Releases
Only individuals who have prior administrative approval may issue press
releases or other official communications regarding school activities and
events in furtherance of the individual's official responsibilities. The
superintendent may delegate responsibility for communicating with the
media to building principals, the activities director, event sponsors, and other
staff on an ad hoc basis.

Activity sponsors and other staff who are involved in newsworthy activity
should submit typed press releases to the office for distribution to the media
when noteworthy events have occurred. Coaches must communicate with
local TV, radio, and print media promptly after matches or games to
disseminate the results.

Newsletters
The district secretary will inform staff of the relevant deadlines for each
newsletter. Staff members are encouraged to submit articles for the
newsletter that reports recent classroom activities and emphasizes positive
aspects of the district’s mission.

Obligations Related to American Civics Instruction
All staff members shall be familiar with, and comply with, the requirements

of state law, board policy, and district curriculum to properly instruct
students regarding American Civics, Social Studies, American History, and
appropriate patriotic exercises on particular days of the year. Neglect of any
such responsibilities by any employee may be considered just cause for
dismissal.

25



Outside Employment
No full-time staff member may accept any other employment or carry on any

business or activity for profit that interferes with the complete and
competent discharge of his or her responsibilities to the school district.

Political Activities

District employees retain all rights of citizenship, including, but not limited
to, engaging in political activities. An employee of the District may
participate in the political process, including seeking an elective office,
provided that the staff member does not campaign on school property
during working hours, and provided all other legal requirements are met.
The District assumes no obligation beyond making such opportunities
available.

While the District supports its employees by allowing them to exercise their
rights, any impact on the employee’s ability to perform his or her functions
as required by the district is grounds for discipline. For further guidance
regarding political conduct on school grounds, contact the superintendent
and consult the board policies.

Pregnant or Parenting Students

The school district encourages students who are pregnant or parenting are
encouraged to continue to participate in the district’s educational and
extracurricular programs. Students who anticipate deviations from their
regular school experience or accrue absences due to pregnancy or parenting
have been told to notify their building principal as early as possible to
discuss their educational programming. The building principal will work with
the student and appropriate district staff to develop a plan to assist the
student in participating in district curriculum and extra-curricular activities.
Such a plan may include:

1. If the student cannot regularly attend classes, the provision of
online courses;

2. The arrangement of meeting times with teachers;

3 If the student has not identified appropriate childcare, the

identification of child care providers that meet statutory
requirements for quality and care; and

4, All other curricular adjustments, modifications, and means of
supplementing classroom attendance deemed appropriate by the
school administrators including, but not limited to, modification
of attendance policies.
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Professional Boundaries Between Staff and Students

All district employees must follow board policy when interacting with
students in any way. School district employees are responsible for
conducting themselves professionally and for teaching and modeling high
standards of behavior and civic values, both at and away from school.
District employees must be aware of professional boundaries between
students and staff, and they must never blur the boundaries. These
standards of behavior apply to social networking sites, such as Facebook,
Twitter, Instagram, etc., along with communications and interactions of any
kind between staff and students.

Examples of unprofessional misconduct include: inappropriate sexual
communications or interactions with students, meeting with students in
private outside of school, and intruding on a student’s personal space. These
are a few examples of inappropriate behavior, not an exhaustive list. For
further guidance, refer to the district’s policies regarding professionalism and
staff-student interactions.

Any teacher or student who witnesses or knows information about a district
employee violating board policy should report the violation to the district
administration immediately. Minor violations and questionable violations
should be reported as soon as possible, but always within 24 hours.

A violation of board policies for professionalism will form the basis for
employee discipline up to and including termination or cancellation of
employment, filing a report with law enforcement officials, and filing a report
with the Commissioner of Education.

Professional Growth
All tenured, certified employees must complete 60 professional growth
points over the course of a 6-year period and shall be provided opportunities
for the development of increased competence beyond that which they may
attain through the performance of their assigned duties.

In addition to this requirement, the superintendent will select in-service
programming to provide additional professional growth activities for certified
and classified staff.

Purchasing
All requisitions for books and school supplies must be filed with the building

principal. The requisition must include the name of the article being
requested, where it may be purchased, how many articles are required and
their cost. Requisition forms are available from the office. Orders should not
be placed until the district office has issued a printed purchase order. Once
an order has been received, the staff member must notify the building
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secretary so payment can be processed. Failure to follow the procedure for
requisitions may prevent the staff member from receiving the items
requisitioned. All orders or supplies must be authorized by the
administration. Staff may be personally liable for any orders placed without
such authorization.

When routine supplies are needed for immediate use, staff should contact
the building secretary. When it is necessary to make a special or emergency
requisition for supplies or equipment, staff should contact the principal for
the necessary forms. The superintendent will either approve or disapprove
the request through the principal.

Records and Reports
Staff members must refer to and comply with Board Policy No. 5016

regarding the management and maintenance of student records.

All staff members shall promptly furnish the administration with any
information relating to their professional training, experience, activities or
work required for reports to county, state or federal officials or for official
school records. Personal information will be treated confidentially by school
officials.

Recordings of Students and Classrooms
Staff members may make audio and video recordings of classroom
instruction and school activities upon authorization of the superintendent or
supervising administrator. Staff should refer to Board Policy 5063 for
information on recording by students.

School Calendar
The official school calendar is maintained in each building office. All activities
and events must be scheduled and approved by the building principal. To
avoid conflict, a sponsor should not call a meeting of any activity until the
schedule has been checked and the meeting approved by the office.

School Property
School property is not to be lent to individuals except by permission of the

superintendent.
Staff or groups who wish to use school facilities should make requests to the
building principal as early as possible so that they may be placed on the
school calendar.

Staff must inform the building principal of any school property that needs
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repair or that is lost, stolen, or damaged beyond repair. Matters regarding
custodial service in the building should be handled through the principal's
office.

School Vehicle Use

The transportation of students in a pupil transportation vehicle is governed
by the rules of the Nebraska Department of Education and the district’s safe
pupil transportation plan or safety and security plan. School district
employees, board members, and other elected or appointed school district
officials who are not transporting children are authorized to use a school
district vehicle to travel to a designated location or to their home when the
primary purpose of the travel serves a school district purpose. Staff should
refer to the board policy regarding the use of school vehicles.

Security
Each staff member is responsible for the security of his/her own classroom

or work area. Staff must lock the doors and windows of their classrooms
and/or other work areas each night unless otherwise instructed by
administration.

Staff members who use the building after it has been locked by the
custodian or on weekends are responsible for turning off all lights and
locking all windows and doors that they or students under their supervision
may have used.

Under no circumstances are pupils to be allowed in the building after school
hours without faculty supervision. Keys to any school areas are not to be
loaned to students under any circumstances.

Smoking on School Premises or at School Activities
The use or possession of any tobacco product, including cigarettes, cigars, or
other tobacco or tobacco derivative products; vapor products or electronic
nicotine delivery systems; alternative nicotine products; or any other such
look-alike or imitation product, is not permitted on school property at any
time.

Sniffer (Drug) Dogs

The administration is authorized to use sniffer dogs to minimize the presence

of illicit items on school grounds. Students and staff are specifically notified

that:

1. Lockers and backpacks may be sniffed by sniffer dogs at any time.

2. Vehicles parked on school property may be sniffed by sniffer dogs at any
time.

3. Classrooms and other common areas may be sniffed by sniffer dogs at

any time students and staff are not present.
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4. If contraband of any kind is found, the student or staff member shall be
subject to appropriate disciplinary action.

Social Media Usage by Staff

Social media is an important tool for communicating, keeping up-to-date
with current developments in education, and for conducting research to
enhance management, teaching, and learning skills. The district also uses
social media accounts to provide information to district stakeholders. All staff
members must refer to and comply with the board’s policies regarding Staff
Internet and Computer Use and Staff and District Social Media Use. Staff
members who are uncertain about the applicability of board policy to a
particular situation must confer with their supervising administrator prior to
posting on social media.

Solicitation and Distribution of Merchandise
In the interest of maintaining a proper school environment and preventing
interference of school purposes, employees may not sell merchandise, solicit
financial contributions, solicit, or distribute literature or printed material for
any non-school related cause during working time or on school grounds
except as approved by the administration.

Staff Room
The staff room is maintained for the exclusive use and convenience of the
staff. It is not for student use and staff members should not hold student
conferences there. Each staff member will assume responsibility in keeping
the staff room in an orderly and presentable condition.

Student Interviews
Employees shall refer any police officer, child protective service worker, or
other similar individual seeking to speak to or interview a student to an
administrator.

Telephones
School telephones are maintained for the primary purpose of conducting
school business. Staff members should limit their use of school phones to
brief conversations. Teachers will not be called to the telephone during class
time except in the case of an emergency.

Staff members may not use personal cell phones to make or receive calls or
to send or receive text messages during instructional time.
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Threat Assessment and Response

The board of education is committed to providing a safe environment for
members of the school community. Students, staff and patrons are urged to
immediately report any statements or behavior that makes the observer
fearful or uncomfortable about the safety of the school environment.

1. Definitions

a. A threat is an expression of a willful intent to physically or
sexually harm someone or to damage property in a way that
indicates that an individual poses a danger to the safety of
school staff, students or other members of the school
community.

i. The threat may be expressed/communicated behaviorally,
orally, visually, in writing, electronically, or through any
other means.

ii. A transient threat is an expression of anger or frustration
that can be quickly or easily resolved.

iii. A substantive threat is an expression of serious intent to
harm others which includes, but is not limited to, any
threat which involves a detailed plan and means.

b. A threat assessment is a fact-based process emphasizing an
appraisal of observed (or reasonably-observable) behaviors to
identify potentially dangerous or violent situations, to assess
them and to manage/address them. Threat assessment is the
process of identifying and responding to serious threats in a
systematic, data-informed way.

i. The threat assessment process is distinct from student
disciplinary procedures. The mere fact that the district is
conducting a threat assessment does not by itself
necessitate suspension, expulsion or emergency exclusion
without complying with state law and board policy related
governing those actions.

il. The threat assessment process is distinct from specialized
instruction which a student with a disability may receive
from the school district. The school district will not change
a student’s educational placement as that term is used in
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the Individuals with Disabilities in Education Act solely as
part of a threat assessment.

2. Obligation to Report Threatening Statements or Behaviors.

All staff and students must report substantive threats to a member of the
administration immediately and comply with any other mandatory reporting
obligations. Staff and students who are unsure whether a threat is
substantive or transient should report the situation. Staff and students must
make such reports regardless of the nature of the relationship between the
individual who initiated the threat or threatening behavior and the person(s)
who were threatened or who were the focus of the threatening behavior.
Staff and students must also make such reports regardless of where or when
the threat was made or the threatening behavior occurred.

THREATS OR ASSAULTS WHICH REQUIRE IMMEDIATE INTERVENTION
SHOULD BE REPORTED TO THE POLICE AT 911.

3. Threat Assessment Team

The threat assessment team (team) shall consist of the superintendent,
principals and administrators, school counselors, activity director and local
law enforcement. Not every team member needs to participate in every
threat assessment. If the threat has been made by or is directed towards, a
student with a disability, the threat assessment team must include a staff
member who is knowledgeable about special education services or Section
504 of the Rehabilitation Act, as appropriate. Neither the student nor their
student’s family members are part of the threat assessment team.

The team is responsible for investigating all reported threats to school
safety, evaluating the significance of each threat, and devising an
appropriate response. The threat assessment team shall work closely with
the crisis team in planning for crisis situations. The threat assessment team
shall be familiar with mental health resources available to students, staff and
patrons and shall collaborate with local mental health service providers as
appropriate.

4, Threat Assessment Investigation and Response

When a threat is reported, the school administrator shall initiate an initial
inquiry/triage and, in consultation with members of the threat assessment
team, make a determination of the seriousness of the threat as expeditiously
as possible. The school administrator must contact law enforcement if the
administrator believes that an individual poses a clear and immediate threat
of serious violence.
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If there is no reasonably apparent imminent threat present or once such an
imminent threat is contained, the threat assessment team will meet to
evaluate and respond to the threatening behavior. The team may, but is not
required to, review the following types of information:

e Review of the threatening behavior and/or communication;

e Interviews with the individuals involved including students, staff
members, and family members as necessary and/or appropriate;

e Review of school and other records for any prior history
or interventions with the students involved;

e Any other investigatory methods that the team determines to be
reasonable and useful.

At the conclusion of the investigation, the team will determine what, if any,
response to the threat is appropriate. The team is authorized to disclose the
results of its investigation to law enforcement and to the target(s) of any
threatened acts. The team may refer the individual of concern to the
appropriate school administrator for consequences under the school’s
student discipline policy or, if appropriate, report the results of its
investigation to the student’s individualized education plan team.

Regardless of threat assessment activities, disciplinary action and referral to
law enforcement will occur consistent with board policy and Nebraska law.

5. Communication with the Public about Reported Threats

The team will keep members of the school community appropriately
informed about substantive threats and about the team’s response to those
threats. This communication may include oral announcements, written
communication sent home with students, or communication through print or
broadcast media. However, the team will not reveal the identity of the
individual of concern or of any target(s) of threatened violence unless
permitted by law.

6. Coordination with the Crisis Team After Resolution of Threat

The threat assessment team will confer with the district’s crisis team after a
threat has been investigated to provide the crisis team with information that
the crisis team may use in assessing or revising the district’s All-Hazard
School Safety Plan.

Ticket Taking

All staff will be expected to take tickets at one time or another at home
events. Staff members who coach a sport may take tickets at an event they
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do not coach. Staff members who are unavailable to take tickets at the event
they are assigned to work must find their own replacements and notify the
athletic director of who will be taking their place.

Transportation Request Forms
Staff members must complete transportation request forms as soon as they
know they need school-provided transportation to allow the transportation
director adequate time to schedule drivers and vehicles.

Visitors
Staff should welcome members of the public who wish to visit school, but
should ensure that visitors follow the district’s requirements.

All visitors must report to the building office before visiting any classroom or

other areas of the building.

Visitors must comply with the following guidelines:

e if a visitor wishes to observe a specific skill or subject, he or she will be
asked to observe during a specified time period

e children under the age of 10 years must be accompanied by a parent or
guardian

e all visitors must have the prior approval of the principal or superintendent

e salespeople and other such agents will not be allowed to solicit staff
members during school hours

e visitors must wear the visitor’s badge supplied by the building office

Wage and Salary Payments
Staff members are paid on the 20th of each month. The district provides

direct deposit of paychecks to designated financial institutions. Otherwise,
paychecks will be delivered personally at school or mailed to the address on
file in the district office. Staff who wish to activate or modify their direct
deposits or who wish to have paychecks mailed to a different address must
contact the district office. The school district will mail staff paychecks to the
last address on file for each employee during months when school is not in
session. Employees shall not be paid in advance under any circumstances.

All required deductions, such as for federal, state, and local taxes,
retirement contributions, and all authorized voluntary deductions, such as
for insurance or union dues, will be withheld automatically from your
paychecks. Garnishments are legal proceedings imposed by a court of law
upon the school district requiring payment to a third party of monies earned
by district employees. The school district will accept all legal garnishments
and tax levies against wages in compliance with state and federal law. An
employee’s pay will be held upon receipt of a garnishment until a court order
is issued indicating satisfaction of the indebtedness or until ordered to
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surrender the monies to the court or its agent. The school district prohibits
improper pay deductions, and employees shall be reimbursed for any
improper pay deductions. If you believe that an improper deduction has
been made to your pay, you should immediately report this information to
your direct supervisor, payroll personnel, or the Superintendent.

Staff members, by their signature on the acknowledgement page of this
handbook, authorize the school district to withhold such sums from their
paychecks as necessary to cover property damage, cash shortages or other
amounts owed to the school district by the employee.

Weather-Related Closings
If school is called off because of bad weather or for any other reason, it will

be announced on radio stations KOLN/KGIN, KNCY/KLKN and television
stations KETV, WOWT and Facebook and Twitter.

Parents may decide to keep their children at home in inclement weather
because of personal circumstances. Students absent because of severe
weather when school is in session will be marked excused absence. Staff
members should treat the absence like any other absence for legitimate
causes provided parents properly notify the school of their decision. Parents
may pick up their children in inclement weather (except in case of a tornado)
at any time during the school day. Students will not normally be dismissed
from school during severe weather on the basis of a telephone request.

Workplace Searches

To safeguard the property and interests of our students, employees, and
patrons; to help prevent the possession, sale, and use of illegal drugs on
school grounds, and in keeping with the spirit and intent of the district’s
drug-free workplace policy and other policies, the school district reserves the
right to question employees and all other persons entering and leaving our
premises, and to inspect any packages, parcels, purses, handbags,
briefcases, lunch boxes, or any other possessions or articles carried to and
from school when it has reasonable grounds to do so. The school also
reserves the right to search any employee's office, desk, files, locker, or any
other area or article on school grounds. All offices, desks, files, lockers, and
so forth, are school district property and are issued or provided for the use
of employees only during their employment with the district. Inspections
may be conducted at any time at the discretion of the administration.
Employees who refuse to cooperate with this provision will be subject to
disciplinary action up to and including discharge.
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POLICIES AND PROCEDURES REGARDING CERTIFIED STAFF

Absences
The accumulation of leave for teaching staff is governed by the Negotiated
Agreement between the Board of Education and the Education Association.
This handbook sets forth the process for using that leave.

1.

Sick Leave
Certified staff members who are too ill to perform their teaching duties
should contact their building principal by 6:00 a.m.

Personal Leave

Certified staff who wish to take personal leave should submit a leave
request to their building principal at least three days in advance of the
proposed leave. Building principals may deny personal leave requests
if the school district is unable to secure the services of a qualified
substitute teacher on the day of the proposed leave.

Professional Leave

The board and administration recognize the value of continuing
education and encourage certified staff to participate in seminars,
workshops and other activities which will continue their professional
growth. Certified staff members who wish to take professional leave
must submit a leave request to their building principal, along with a
description of the proposed event and any written materials about the
event. Building principals may deny requests for professional leave if
they are unable to secure the services of a qualified substitute or if the
principal determines that the activity will not enhance the certified
staff member’s effectiveness as an employee of the district. Certified
staff members who feel they have been unfairly denied professional
leave may grieve the principal’s decision, pursuant to the grievance
procedure contained in the district’s Negotiated Agreement.

Substitute Folders

Each teacher must prepare a substitute folder and keep the completed

folder in the upper right-hand drawer of his/her desk. The folder must

contain:

) the current seating chart for each class;

) the daily routine followed by each class;

) all schedules (fire drill procedures, lunch schedule, etc.);

) a copy of this handbook; and

) plans for the day if the teacher’s absence was anticipated.
(These plans are in addition to the teacher’s regular lesson plan
book.)
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Assemblies
Classroom teachers and instructional staff must attend assemblies and pep rallies
and sit with students to help maintain order.

All certified staff members should attend school assemblies and should try to
attend as many of the school functions as possible regardless of whether
they have specific assigned duties or not.

Assignment of Teachers
The administration will assign certified staff to individual duties. Certified
staff will also be assigned for various forms of hall, extracurricular, recess,
traffic, lunch period and other noontime duties, and athletic events.

Certificates, Teacher Contracts, Salary Information

Teaching certificates must be registered with the Superintendent before they
may legally be paid. It is the certified staff member’s responsibility to make
sure this is done.

Each certified staff member must provide the superintendent’s office with
the following information:

social security number,

retirement number,

withholding form W-4, and

authorization to withhold for insurance benefits.

Q0 oo

Each new certified staff member must fill out forms for retirement benefits
before the first pay day as well as the family coverage of the district
hospital/medical insurance program.

It is the sole responsibility of the certified staff member to inform the
superintendent of any changes, including but not limited to changes in
certification, endorsements, benefits plans, and salary payment information.

Cheating
Students caught cheating (including plagiarizing) may be sent to the building

principal for administrative discipline. The classroom teacher may also give
the cheating student a zero grade for the test or assignment.

Check-out Forms
All certified staff must complete a check-out form and obtain the building
principal’s signature on the form prior to departing for the summer.
Classrooms must be tidy to allow the custodial staff to clean classrooms and
work areas. Certified staff members who do not clean their work area before
departing for the summer will not receive their paychecks until the
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work is completed.

Class Record Books

A class record book is the school’s official record of matters relating to each
student in each teacher’s class. It may be maintained in paper or electronic
form and must be complete in scope and accurately maintained. All
classroom teachers are required to keep class record books which list
students in each class in alphabetical order and show the attendance and all
grades earned by each student. At the end of each school year, classroom
teachers must turn their record books into the building office. Record books
are subject to examination by the building principal or superintendent at any
time.

| room Man ment an nt Disciplin
Classroom discipline is first and foremost the responsibility of the classroom
teacher. Individual teachers are expected to assume responsibility for good
discipline throughout the school system. However, if a certified staff member
needs assistance with student discipline, they should seek the advice and
counsel of the principal or superintendent.

Classroom teachers may not leave their classrooms unless the students are
supervised by a competent adult.

Classroom teachers should have a well-defined discipline plan that is known
to the students. Rules and consequences should be stated clearly and posted
where appropriate.

Each building has its own specific procedures concerning student discipline.
Classroom teachers should consult with their building principal for more
information.

Teachers may remove a student from the classroom for failure to comply
with established rules of conduct. Only an administrator can suspend or
expel students from class or school and due process must be followed.

Students may be kept after school for matters relating to discipline or to
assist in their academic progress. Certified staff should allow all elementary
students and junior/senior high students who ride the bus to arrange
parental transportation for the next day with their parents. Students who do
not have transportation concerns may be kept without delay. Students may
not avoid being kept after school because they have an after school practice
or other school activity.

Both elementary and secondary certified staff are responsible for assisting
with hallway discipline between classes and in the school lunchroom.
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Classes should begin on time and end promptly. Work should continue
throughout the period assigned for it. Classroom teachers have no right to
waste the pupils’ time. Classroom teachers may not dismiss classes early
except by permission of the building principal.

Staff members may never send a student off school grounds without the
authorization of the building principal.

Classroom teachers may not admit tardy students to class without an admit
slip from the principal’s office or the student’s teacher from the previous
period.

Classroom Sanitation

1. Handling of Body Fluids

All body fluids of all persons should be considered to potentially contain
infectious agents (germs). Hand washing after contact with a school child is
recommended if physical contact has been made with any child's blood or
body fluids. The term "body fluids" includes: blood, semen, drainage from
scrapes and cuts, tears, feces, urine, vomit, respiratory secretions, and
saliva.

2. Infectious Diseases

Certified staff should promptly report any indication of an infectious or
contagious disease to the school nurse or building principal. Certified staff
should report to the school nurse or the student’s parents any pupil whom
they suspect of having been exposed to any infectious or contagious disease.

Coaching Supplies
Coaching supplies will be distributed by the athletic director. Such items

include tape, pre-wrap, heel pads, band aids, ankle braces, game balls, etc.
Coaches should request additional supplies from the activities directory only
when they have run out of supplies.

Coaches must fill out and submit inventory forms to the activities director
immediately after the season is complete.

Collection of Student Money
Staff members must comply with the school district’'s student fee policy

before collecting any funds from students.

Money collected from students should be turned into the office on the day it
is collected for deposit in the proper activity or school district fund. Any
checks written by students or parents for various payments should be made
out to Johnson County Central Public Schools, unless otherwise instructed.
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Certified staff must submit a financial accountability form when they turn
funds into the office.

When students purchase items such as coats, rings, etc., through the school
district, they must pay for these and other major items before the order is
sent. The sponsor of any school organization is not to give merchandise to
students; items will be distributed by the office after proper payment.

Community Involvement
Certified staff are encouraged to take part in civic affairs in the community

and must do so when required by state law and board policy.

Computer Lab
Students and staff who use computers owned by the district must abide by

the district’s acceptable use policies. Students may use the computer lab
during lunch and after school. Classroom teachers may not send students to
the computer lab during study sessions or class unless they have made prior
arrangements for student supervision.

Classroom teachers who wish to bring classes to the computer lab must sign
up as far in advance as possible with the lab coordinator. Absolutely no food
or drink is allowed in the computer lab.

Display of Classroom Work in the School and the Community
Classroom teachers are encouraged to display student work for public
viewing. Students and parents enjoy viewing the display and may be even
more supportive of their school because the display shows them many of the
things the students do. Classroom teachers may use the window area of the
central office or the commons area to display students. Certified staff must
contact the principal before displaying student work at an evening activity.

Down Slips
Down Slips are due by 8:30 AM on the first day of the week for the reporting

period.

Duties of Certified Staff
The duties of certified staff include, but are not limited to, the following:

a) Becoming acquainted with board policies, district rules and
regulations, and the state laws concerning teachers and pupils.

b) Attending such education conferences as are required by law or
administrative directives.

C) Attending school assemblies unless excused by the principal.

d) Instructing pupils in the proper use of equipment and
instructional supplies.
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f)

g)

h)

j)
k)
1)

Reporting in writing to the principal any injury to any child while
under the jurisdiction of the school, including athletic injuries.
Complying with the Teachers Professional Code of Ethics which
has been promulgated by the Nebraska Department of Education
(92 Neb. Admin. Code § 27) and adopted by the Board of
Education of the district.

Discussing a student only with the child’s parents and the
superintendent, principal, guidance counselor or classroom
teachers who may know the circumstances and have a need to
know. It is unprofessional and inappropriate to discuss students
or other staff members in the staff lounge.

Being responsible for students whom they keep in school at
times other than during regular school time. Certified staff will
be responsible for any special work done by their students,
including field trips, joint assemblies, school programs, etc.
Refraining from joining book clubs or film clubs using the school
name.

Turning in all monies collected to the main office by the end of
the school day.

Clearing all class meetings or trips through the principal's office.
Participating in Student Assistance Teams pursuant to board
policy.

Assisting with the administration of standardized testing as
assigned by the administration.

Provide homebound instruction as assigned by the
administration.

Performing additional duties as assigned by the administration.

Eligibility Grades 7-12
Student academic eligibility for participation in extracurricular activities will

be determined on a bi-weekly basis. A student will become ineligible by
maintaining an average of less than sixty percent (60%) in one or more
classes bi-weekly. However, each failing grade will be re-evaluated at the
end of the first week and if the student’s grades are all sixty percent (60%)
or higher, the student will become eligible the following week to participate
in extracurricular activities. The grading period will end at the conclusion of
school on Monday of the following week. At the discretion of the sponsor,
ineligible students will be allowed to participate in practice. Activities
affected by the eligibility rule are:

1. All interscholastic contests, including but not limited to, athletics, FFA,
FBLA, speech contests, and similar organizations or events.

2. Cheerleading.

3. Music competition (unless the competition is part of a student grade),
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performances (except Christmas and Spring concerts), and clinics.
4. All school dances.
5. Other activities deemed appropriate by the principal.

Extracurricular Activities
Staff must schedule all events and other extracurricular activities at the
office with the use of an activity request form to avoid conflicts. Activities
must be put on the school calendar at least one week before the activity.
Staff should avoid or shorten practices and activities on Wednesday evenings
and Sundays, in order to give students sufficient time away from school for
family-related activities.

Certain activities require time to be scheduled outside regular school hours.
Any school sponsored activity involving students must have approval of the
principal prior to the activity, including all fund raising activities.

Regular classroom work in all grades will have precedence over any other
activity. Students will not be dismissed from classes to participate in
extracurricular activities without permission from the principal. All evening
activities, except practices, must have at least one school sponsor.
Non-school sponsors must be approved by the administration. If vehicles are
used for transportation, the drivers must be adults who have been approved
by the school.

The activities director has the responsibility for all activities. Therefore, any
ruling or handbook decision he/she makes will be school regulation in lieu of
further board action.

No student may participate in a field trip off school property without written
permission of his or her parent or guardian.

Evacuations
Early in the semester, classroom teachers should review instructions for
leaving the classroom with all of their students. Classroom teachers should
also periodically review with each class what to do in case of fire, tornado or
other emergency. Instructions for evacuations must be posted in each room
by the door.

1. Fire Drills

Fire drills will be held on a regular basis. Certified staff may or may not be
notified in advance. These drills are important exercises that help ensure the
safety of students in case of an emergency.

When the fire alarm is sounded, all students and staff immediately must
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cease the activity in which they are engaged and leave the building at once,
following these regulations:

a) Students nearest the windows will close them before leaving.

b) The classroom teacher will be the last to leave the room. He or
she will turn out all the lights and close the door as he or she
leaves.

C) Classroom teachers will take their fire drill packets and class
grade books with them when they leave their classrooms.

d) The first two students reaching the exit doors will hold the doors
wide open until everyone has filed out.

e) Staff and students will move far enough away from the building
to avoid possible injury from fire and falling embers, and also, to
remain clear of emergency vehicle traffic.

f) Once outside, each teacher must account for every student in
the class. Classroom teachers will take roll for their class and;

1) hold up a Green Card (all students accounted for)
2) hold up a Red Card (missing student (s) listed)
3) hold up a Yellow Card (extra students listed)

Administration, or their designee, will signal the return to the school
building. Students will return in an orderly manner.

2. Tornado Drills
When a tornado warning has been issued, the school will evacuate
classrooms and move students to the designated tornado shelters. Tornado
alerts will be given via the intercom system. When a tornado alert is given,
all students and staff immediately must cease the activity in which they are
engaged immediately and seek shelter, following these regulations:
a) All students and staff should proceed to the designated tornado
shelter.
b) Once in the designated shelter, each teacher must account for
every student in the class.
C) Classroom teachers should be sure that each student is sitting
with his or her back to the wall, their knees up and their heads
should be between their legs.

3. Protocol for all Evacuations

Upon evacuation signals, all students and staff must exit each building.
Classroom teachers should do the following:

1) Take the class roster;
2) Lock the classroom door after all occupants have exited the room;
3) Keep the class together and move promptly in an orderly fashion; and
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4) Upon arriving at the evacuation point, take roll, maintain order, and
supervise students.

Evaluations
The appropriate district administrator will evaluate tenured and probationary
teachers as required by law and district policy. Additional evaluations, both
formal and informal, may be conducted as the district administration deems
appropriate. Copies of the district’s evaluation forms are contained at the
end of this handbook.

Examinations
Semester examinations will be given in all core curriculum classes at the
senior high level. All other teachers have the discretion of issuing semester
examinations. Tests and final exams will not be given ahead of time.
Students are not to type tests or grade any major tests.

Faculty Meetings
The superintendent and principals will call meetings as needed. Certified

staff are required to be present at all faculty meetings unless excused by the
administration.

Field Trip Request Forms
Certified staff who wish to take students off school property must submit a

request to the superintendent at least ten calendar days prior to the date of
the requested activity.

Elementary grades will be limited to one field trip per year. Additional
requests may be granted on a case by case basis.

Grading Policy
Failing reports for Jr.-Sr. High School students must be turned into the office

on or before 8:30 a.m. on each Monday of the grading period.

Grades are given as a letter or percentage as requested by the building
principal. No incomplete or condition grades will be given, but grades may be
changed by request of the classroom teacher to the principal. If a student
fails the first semester and passes the second semester, a classroom teacher
may pass a student for the full year.

A student is to be graded on academic performance. A student's grade is not
to be reduced for discipline. Prejudice or favoritism has no place in grading a
student. All grading should be explained in simple, understandable terms to
the student.
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Classroom teachers should provide students and parents with frequent
updates regarding the student’s progress during the quarter. At the
conclusion of each quarter, students will receive an end-of-quarter report
card. Classroom teachers should use the following symbols for each subject
area:

MS/HS Grading Scale

A+ 98-100 4.0
A 93-97 4.0
A- 90-92 3.667
B+ 87-89 3.333
B 83-86 3.0
B- 80-82 2.667
C+ 77-79 2.333
C 73-76 2.0
C- 70-72 1.667
D+ 67-69 1.333
D 63-66 1.0
D- 60-62 0.667

F 59 and Below 0

In the elementary grades, students will receive letter grades only in
designated “core” curricular subjects. Elementary teachers should report
student progress on grade reports using the following system:

Kindergarten-2nd Grade
BG, PG, PF, EA

Reading

Language

Math

Social Science

Writing

3rd Grade 4%-5% Grade
A B C D, F A B C D F
Reading Reading
Math Math
Spelling Spelling
Language Language
Science Science

P/F Social Studies
Physical Education P/F

Social Studies
Music
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Penmanship

Guest Lecturers
Guest lecturers must be approved by the administration before they are
asked to address a class. The guest lecturer must have a specific, relatable
objective in his/her lecture.
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Hall Duty
Every classroom teacher is on hall duty before school in the morning and

between classes. Classroom teachers are responsible especially for the part
of the hall adjacent to their classrooms.

Homework Policy
Homework is an important part of student learning. When parents, teachers,

and students work together, out-of-class assignments are a valuable part of
the instructional program. Homework should provide opportunities for
students to practice acquired skills, develop initiative, form independent
study habits, and use community resources.

Instructional Materials
Instructional materials are made available through the Education Service
Unit. A catalog and order forms will be made available to all members. Films
should be used as instructional materials. All media must be previewed for
suitability by the classroom teacher and the principal before being shown to
students.

Lesson Plans
Each teacher will prepare and complete a proper lesson plan on Friday for
the following week. These plans must be written so that they are clear to
any substitute teacher and readily available to any teacher. An up-to-date
seating chart of the class or classes shall be part of the lesson plan book.
Other regulations relative to lesson plans will be made by individual building
principals. The lesson plans of all classroom teachers are subject to review of
the building principal or other members of the school district’s administration
at any time.

Lesson plans must identify major instructional objectives and show page
assignments and general direction that might be followed by anyone who
might be called upon to teach the classes.

Lesson plans for the upcoming week must be completed by 4:00 p.m. on
Friday of each week or the last day of the week if it ends earlier and made
available to administration upon request.

Media Center
The media center is set up to serve the needs of certified staff and students.
Certified staff who need assistance with textbooks, literature sets,
magazines and other reference materials should consult with the media
specialist assigned to their building.

Students may use the media center during study sessions, at lunch, after
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school and in the evenings. Classroom teachers may send individual
students to use the media center during class time, but should contact the
media staff before sending a group of students during class. The media staff
may send disruptive students back to class or study session, or may exclude
unruly students from the media center for a specified period of time.
Classroom teachers who send their entire class to the media center must
accompany and supervise the students, unless prior arrangements have
been made with the media specialist.

Paraeducators

Paraeducators provide valuable assistance in the educational process and
allow teachers to carry out their responsibilities in a more efficient and
effective manner. A paraeducator must not, however, assume teaching
responsibilities. The classroom teacher must maintain the role of leadership
and responsibility for the students, with the teacher aide in a supportive
role. Paraeducators may be used to assist the classroom teacher by, among
other tasks, assisting with instructional activities under the direction of the
teacher, helping to supervise students, copying tests and other written
material, organizing class materials, preparing bulletin boards.
Paraeducators are to work only on and within their assigned work days. If
the classroom teacher desires the paraeducator to work hours other than the
assigned work hours or assigned work day, he or she must contact the
administration for approval.

Parent-Teacher Communication

Students’ academic success has been closely linked to parental involvement
in school. Certified staff should strive to develop open and supportive
relationships with parents and guardians. Each classroom teacher is
responsible for keeping a student’s parents informed about the student’s
progress. This may be done by letter, telephone, e-mail, or personal
conference. Certified staff must attend parent teacher conferences, promptly
return phone calls, participate in teacher events for students and parents,
and where necessary utilize a planner as a communication tool. Certified
staff who need additional support in communicating with parents should
contact their building principal or guidance counselor.

Parking
Parking is available for all staff in designated parking lots at both sites.
Parties
1. No activities or picnics shall be held by an organization of the school
without the presence of the sponsor or sponsors.
2. The number of activities and the closing hour for activities will be

determined by the building principal and organization sponsor.
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3. In making arrangements for activities and picnics, staff must avoid
disturbing the routine of the school.
4. Cleaning up after the activity is the responsibility of the sponsor.

Planning Time
Each classroom teacher is provided with duty-free time for planning,

preparation of school-related materials, and a brief respite from the duties of
the day.

The Board defines planning time as time for educational planning and other
task-related functions that cannot normally be accomplished during
instructional periods. Planning time should not be confused with personal
time. Planning time is not to be used for running personal errands,
conducting personal business, or pursuing non-school hobbies and/or
interests.

PowerSchool and PowerGrade
All teachers/classroom aides will be required to use PowerSchool and
PowerGrade. Attendance will be taken as follows: Elementary - at the
beginning of the morning, and right after lunch; and Secondary - at the
beginning of every period. Attendance must be taken within the first five
minutes of each period / beginning session. Lunch count will also be taken
with PowerGrade.

Classroom teachers will be required to synchronize the PowerGrade
application weekly with the main PowerSchool server.

A "comment bank" will be developed for comments on progress reports,
report cards, and discipline reports at a later date. You may use the
"comment bank" or enter your own free-form comment.

Classroom teachers are not permitted to install PowerGrade on their home
computer.

Certified staff who have trouble/problems with PowerSchool/PowerGrade,
should contact the Technology Coordinator.

Private Tutoring
Classroom teachers must provide individual assistance to students as a part

of their duties. Any certified staff member who engages in private tutoring

for pay (compensation of any kind from a source other than the District) is

subject to the following rules:

e Certified staff may not arrange to provide private tutoring for any child
enrolled in the staff member’s class.
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Certified staff are not to provide private tutoring in a school building.
Certified staff are not to provide private tutoring during duty time.
Certified staff are prohibited from advertising or promoting the private
tutoring services in the school or in the school’s communications systems
except with the express permission of the Superintendent or designee.

Projection Maps
The school district will only use the Gall-Peters projection map or a similar
cylindrical equal-area projection map or the AuthaGraph projection map for
display or use in the classroom. Use of the Mercator projection map is
prohibited unless:

1.

The Mercator projection map is used in conjunction with other
projection maps in a teaching exercise to demonstrate that all maps
are flawed in some way and different map projections serve different
functions and may affect how individuals view the world; or

The Mercator projection map is part of any:

a. book or material obtained prior to July 19, 2024; or
geographic information system; or computer program that
renders a
three-dimensional representation of Earth based primarily on
satellite imagery, such as Google Earth or similar software; and

b. a Gall-Peters projection map or similar cylindrical equal-area
projection map or an AuthaGraph projection map is displayed in
the classroom or shown to students during the lesson in which a
Mercator projection map is used.

Pupils’ Records

1.

Each classroom teacher must keep a set of records in the daily class
record book of the class recitations, tests, exams, daily work,
notebook, etc. This serves as a justification of the final grade in case of
dispute between teacher and pupil, or teacher and parent, and assists
in making out the final grades. This book must be turned into the
principal at the end of each school year.
Report cards will be issued within one week following the end of the
quarter unless otherwise announced.
a) Reports should be conscientiously and accurately made because
they are a serious estimate of the degree of success of the pupil.
b) Each classroom teacher should be adequately prepared to defend
all decisions given on the report card.
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C) Each classroom teacher is responsible for distribution of class
cards on time.

d) Classroom teachers must confer with the principal before
recording any incomplete, failing, or conditional grades on report
cards.

Rights of Certified and Probationary Teachers

Certified and probationary teachers are entitled to the legal and procedural
rights outlined in the board policies and state and federal law with regard to
the amendment, cancellation, or termination of the teacher’s employment
contract. For specific questions relating to those procedural or legal rights,
please refer to the district’s board policies.

School Day

All certified staff must be at school or on duty between the hours of 7:45
a.m. and 4:15 p.m., Monday through Friday. On Fridays and days preceding
certain holidays or vacation periods, certified staff are permitted to leave
after the students are dismissed. Under special circumstances, certified staff
may seek permission from their building principal to vary these duty hours.
In addition, certified staff may be assigned responsibilities at other hours by
the principal or superintendent for supervising or directing school activities
or affairs or for participation in affairs under the direct sponsorship of the
school.

Each teacher will be in his or her classroom and ready to teach at 7:55 a.m.
each day. Classroom teachers will stand at their doors when class is
dismissed and must be outside their classroom doors before each class
period. Classroom teachers must be physically present in their classrooms at
all times during class periods and conference periods.

Personal work may not be done on school time.

Sponsors
Certified staff members are assigned by the superintendent as class and club

sponsors. Sponsors must be present at all meetings and activities of the
sponsored group. The procedure for activity accounts and meetings can be
found in the student manual. Purchasing of supplies must be approved by
the Superintendent.

Student Activities
Staff members who sponsor extracurricular activities such as athletics, class
plays, and class activities may leave the school building only after making
sure that all students and other individuals have left the building. No student
is to be left unattended in the school building at any time.
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School-owned clothing or equipment that is checked out to students remains
the property of the school. The clothing or equipment is not to be used or
worn by the student except for its intended use. Each piece of equipment or
clothing is to be returned to the instructor or coach when the season or the
use for such clothing or equipment is over. Certified staff will be held
responsible for clothing and equipment that is not returned.

Student Aides

Student aides are to be directly supervised by the certified staff member and
are not to leave the building or be in the halls or anywhere they are not
being supervised. Student aides are not to be used to assist the certified
staff member by helping supervise another student, grade tests or class
work, calculate student grades, or record grades. Keys are NEVER to be
given to students, whether they are student aides or not. A student aide
should not be present and assisting a certified staff member without another
adult present after the end of regular teacher duty hours.

Student Attendance
Students are expected to arrive at each class, be seated and ready for
instruction prior to the beginning of the class day or class period, as
appropriate. Student tardiness is the classroom teacher’s professional
responsibility. Classroom teachers must insist that students be on time.

Each teacher must maintain an accurate record of student attendance each
day. Classroom teachers must carefully check and record attendance
information at the beginning of each school day and, in upper grades, at the
beginning of each period. Students and student assistants are not permitted
to check attendance. Excessive absenteeism should be reported to the
building principal or guidance counselor.

Students returning from an absence must report to the office prior to going
to class. A returning absentee must show each classroom teacher the
admittance pass that was issued by the school office. No student should be
accepted back into class after an absence without this pass.

A student who departs school during the school day must report to the office
and sign out before leaving the building. A student who returns during the
school day must sign in at the building office before returning to class.

Student Attire
The responsibility for proper daily grooming and dress is primarily the
responsibility of students and parents/guardians. However, certified staff
members must insist that students do not remain in school while wearing
attire that violates the dress code set forth in the Student Handbook.
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Classroom teachers must report students who are not in compliance with the
dress code to the building principal. The final decision on what is considered
proper grooming and appearance is the responsibility of the building
principal.

Student Iliness
In the event of student illness or injury, classroom teachers should notify the
building principal or superintendent immediately. Staff should never send a
pupil home without notifying school officials and checking to see if his/her
parents are home.

Student Medication
Student medications should not be dispensed by staff members unless they
follow the following procedures.

No staff members other than the school nurse may dispense medications
(prescription or over-the-counter) to students at any time. Students may,
with written parental or guardian permission, self-administer medications
such as aspirin and cough syrup or cough drops.

Staff members are not authorized to dispense prescription medicine without
an agreement with a parent or guardian to provide a prescription container
for the medicine that includes a pharmaceutical label, the physician’s name,
a child guard cap and directions for administering the medication.

After receiving the medication, the school employee should lock the
medication in a cabinet or place it in an area where access is restricted to
school employees only.

Student Searches
Certified staff members may not search students or their belongings. If a
staff member suspects that a student is in possession of contraband, he/she
should immediately contact a member of the administration and supervise
the student until the administrator arrives. Students who are suspected of
having an item in violation of school rules may be directed to wait with a
staff member.

Substitute Teaching During Planning Period
Certified staff may be required to substitute during their planning period.

Certified staff will be paid for substitute teaching during their planning period
as outlined in the negotiated agreement.
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Teaching Controversial Issues

Teachers may teach or lead discussions about controversial issues if they
comply with the following criteria:

The issues discussed must be relevant to the curriculum and be part of
a planned educational program.

Students must have free access to appropriate materials and
information for analysis and evaluation of the issues.

The teacher must encourage students to consider and discuss a variety
of viewpoints.

The topic and materials used must be within the range, knowledge,
maturity, and competence of the students.

The teacher must inform parents and the building principal before
discussing sensitive or controversial issues.

The teacher must keep detailed, documentary evidence to prove that
both sides and/or all facts available were presented.

Teachers must refrain from advocating partisan causes, sectarian
religious views, or selfish propaganda through any classroom or a
school device; however, a teacher shall not be prohibited from
expressing a personal opinion as long as the student is encouraged to
reach his/her own decision independently.

Textbooks
Classroom teachers may issue textbooks to the pupils, keeping a record of
the number and condition of the book assigned to each pupil. If the books
are new, classroom teachers must make sure the books are stamped and
numbered before distribution.

Textbooks are to be stored in the classroom or storeroom. Textbooks are to
be checked out to the students with teachers keeping an accurate record of
each book by number in the place provided in grade books. Pupils are to pay
for lost or damaged books. Student textbooks are encouraged to be covered
with a book cover.

Workbooks do not become the property of the students and in most cases
should be retained by the school.
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POLICIES AND PROCEDURES REGARDING CLASSIFIED STAFF

At-Will Employment
Classified staff members are employed “at-will.” Either you or the school

district may terminate your employment at any time, for any reason, with or
without cause or notice. This handbook is not a contract, express or implied,
guaranteeing employment for any specific duration.

Bereavement Leave
Classified employees will be granted bereavement through the use of
personal, vacation or sick leave. All requests for bereavement leave should
be submitted to the Superintendent.

Holidays
Eligible employees will receive paid time off on the following holidays: New
Year's Day, Memorial Day, Independence Day, Labor Day, Good Friday,
Thanksgiving and the day after Thanksgiving, and Christmas (3 days).

Holidays falling on a Saturday are normally observed on the preceding
Friday. Holidays falling on a Sunday are normally observed on the following
Monday.

Classified employees will generally be required to work their regularly
scheduled hours the workday preceding and workday following the holiday in
order to be eligible to receive holiday pay.

Hours
Work hours vary with the classified staff member’s department and position.
Meetings will occasionally be scheduled before or after normal working
hours.

It is vital that the district’'s employees arrive at work punctually and
consistently. Staff members who are chronically late or excessively absent
will be disciplined, up to and including discharge.

Overtime and Compensatory Time
All classified staff members must keep an accurate record of all hours

worked for the district. The only exceptions are those who have been
notified in writing that they are exempt from this time-keeping requirement.
Classified staff should not work more than forty hours in a given week
without the express permission of their immediate supervisor. Those who
accrue more than forty hours in a given workweek will receive overtime or
compensatory time, pursuant to board policy.
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Personal Leave
Ten month classified employees will receive up to 3 days of paid personal
leave each school year for personal business that cannot be taken care of
outside regular business hours and other events of personal significance.
Personal leave must be approved in advance by the employee’s immediate
supervisor or the Superintendent. There shall be no carryover of personal
days from year to year.

Reporting When School is Closed
Unless the superintendent directs otherwise, staff shall not be required to
report when school is canceled due to inclement weather.

Sick Leave

Twelve month classified employees will receive 7 days of sick leave
cumulative up to 60 days. Ten month classified employees will receive 5
days of sick leave cumulative up to 30 days. A staff member who is too ill to
come to work, or who has a qualifying family member who is too ill to be left
alone, must notify his or her immediate supervisor at least three hours prior
to the time he/she regularly reports to work. Classified employees shall not
be paid for accrued unused sick days at the end of the school year or in the
event of termination of employment.

Vacation
Eligible classified employees will receive paid vacation each school year.
Employees should consult with their immediate supervisor for vacation
information.

New employees will not be entitled to any vacation leave for the first six
months of employment. After the completion of the last day of the sixth
month of employment, new employees will be awarded one-half of the total
vacation days provided for their job assignment. After the completion of the
last day of the ninth month of employment, new employees will receive the
remaining days of vacation provided for their job assignment.

Employees may not accrue vacation days.
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STAFF DIRECTORY

Members of the Board of Education:

Kim Wellensiek. President
Justin Beethe... Vice-President
Gail Hutt... Treasurer
Dan Jones Member
Jon Schmid. Member
Sarah Weber Member
Administrative Staff:
JoNn H. ROther e e Superintendent
JUSEIN DammMIe. .. e High School Principal
Marsha Bacon.......ccvviiiiiiiiii i e cnaee s Middle School/4-5 Principal
Beckie RODESON.......coo i PK-3 Principal
Laura Rademacher....cccvieeeveeeiieeeiiee e Director of SPED/Student Services
Garrett Collin.....o e Activities Director
Teaching Staff:
Maggie BadertSCher. ... .....ooei e, 2" Grade
Amber Baehr.......oeeeeee e HS Special Education/Life Skills
Connor Bartels.........cccuee.... Middle School and High School Agriculture Science
JUdi BOFrenPORNL.. ... e .K-3 Title
Michelle BOrrenpohl.........ooi oo Kindergarten
Neil BOWMaAN........coooiie e e HS Health/Physical Education
Garrett Collin......ccocovviieeeieee, PK-3 Physical Education/Activities Director
TANYA CrOLY ..o vttt ettt et beeae e e aeeteereas . 5" Grade
Matt DIierking....ooccoee oo 4-5/MS Special Education
KaylEEN DOBAEGN......cuiceieieeeee et et 2" Grade
KEIIT DOFSEY....ocveieeceeeteeeeeeeee et ettt eae et e steste et eteetestesaesseeseereeeeneeaeeaen 4™ Grade
[ = L =TSR URRRR . High School Mathematics
RODYN FAiS.. .ottt ettt e e e re e eneeenes 1% Grade
Cody Franklin........ccooeeiiiiie e . Middle School Mathematics
EMIlY FriCKe. ..o e .MS/HS Vocal Music
Brad Gabriel.......cccoeeiie e High School Industrial Arts
Jami Gabriel. ... Kindergarten
Reid GENUCKHI......eiii i HS Special Education
EMILY GISE.oo e e 5th Grade
Mandy Goodrich.........ccccooiiiiiie Middle School Mathematics/Science
Skye Grafton.....cccccei i 4-5/MS Special Education
FAN g ] o= I €)Y o | = TSR 3rd Grade
Ryan Haughton.........cccooiviiis e, MS Health/Physical Education
Braden Hawley.......cccoooiieiie e .MS/HS Instrumental Music
TimM HeAgEer ..ot 4-5, Middle School Counselor
Elizabeth Herbert..........ccooieeiiii, Jobs for America’s Graduates (JAG)
Christy HOAQeS......ccvveieeeeeceee e e High School Agriculture Science
Karen Hunzeker........cccooooiiiiiiiiiece e Technology Integration Specialist
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ANGIE HUSKEY.....ceeiieeeee e High School Business

Ashley JUIIFS......ooo e K-3 Special Education
Keaton KIEESPIES.......ccociiii e MS Social Studies
Rebecca Kling.................. K-3 Special Education/Special Education Coordinator
Amy Little ..o High School English/Journalism
LiNS@Y MEINES... .o . Media Specialist
Lisa Othmer.....coooiiee e Early Childhood Coordinator
Cheryl PankKo. ... ... Preschool
Leah PRIlIPS. .o e Middle School
Science
Brianna Pfeiffer......co i Middle School Language Arts
ZAAIE Plageri ...ttt .3 Grade
JACY POIAId. ... e Preschool
Olivia REULET ... s PK-3/High School Counselor
Tina Richardson.......cccceevveviiiiiennn, HS Mathematics/Academic Decathlon
=TV 2 0] o 11 o OO TRRR 4™ Grade
Maggie ROLNEI.......coiiii e e High School Science
Carroll SEgriSt......uuvi i High School Spanish
Eryn SNELNEN......oo s .1st Grade
Freedom Steele...... e High School English
Jennifer Straka.........ccoce i Middle School Language Arts
Ben SWaNSON.....cooii e High School Mathematics
Brittney Teeman.. ... .MS/HS Art
Ashley TWORNIG. ..o EL/MS Title I Reading/Math
NICK WEDEF... ..o . High School Social Science
Lisa Weber.......ccccceoieiiiee e, K-12 English as a Second Language(ESL)
Support Staff:
Carolyn Badberg. Paraprofessional
Nicole Beck... Paraprofessional
Ann Britt... Paraprofessional
Cortney Brown... Paraprofessional
Ciera Bryant... Paraprofessional
Tiffany Delonge... Paraprofessional
Lavinia Doeden... Paraprofessional
Brenda Frank... Paraprofessional
Kim Guenther Paraprofessional
Andrea Jaquez... Paraprofessional
Elizabeth Jett... Paraprofessional
Candy Laue... Paraprofessional
Jackie Parrish... Paraprofessional
Shirley Schwartzkopf Paraprofessional
Vanessa Sell... Paraprofessional
Linda Stone... Paraprofessional
Mikaela Thomas... Paraprofessional
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Office Staff

Laurie Badertscher............coovviveeii Bookkeeper/Superintendent’s Secretary
Tonia MannschrecK........cooviiiiiiiiiii e Cook Site Office Manager
Kendra Gottula..........oovviiiiiiiiiiiinn, Tecumseh Site EL Office Manager/Nurse
Jillian Jensen........eecceiiieeiiiiiieeee Cook Site Registered Nurse/Office Assistant
Jennifer Moss........ccuue....... High School Office Manager/Asst. Business Manager
Sandra  OF0ZCO.....ccccoiveiuieiee e s . Tecumseh Site EL Office
Manager
Jeanne WolKen........ccovviiiiiie e Tecumseh Site Registered Nurse
Child Nutrition Program
Y 11 YA €] =1 1= o o T Cafeteria Manager
Raeanna MOSS-BUESING.........cccuuiiiiiiiiiiiieee e Assistant Cook
EmMily LUDDEN. ..o e Assistant Cook
Melybeth RuUmery... .o e Cook Site Cook
Katerine Reyes-Bernard.......cooiiiiiiiiiiiii i i v neee s Assistant Cook
LOF ParriSh.......cooee e e Assistant Cook
Maintenance
RUSS WariNg....oueiiiiiiiiiiiiiee ettt e Director of Operations
Custodians
Casey FriCKe...ouiii i Director of Janitorial Services
Michael Bernadt............ooo i Custodian
Kyle Laue. Custodian
Mike Melson. Custodian
Martha Moreno Custodian
Sergio Valles... Custodian
Technology Department
MarCUS SCREEN......cii it Director of Technology
Transportation Department
JON ROthEr . Director of Transportation
Ken Mandl......ccccoooiiiiiiiiiee e, Asst. Director of Transportation/Driver
Maggie NiXON....ccccoiviiiiiiieeeeiieee s Asst. Director of Transportation/Driver
Dennis Gottula... Driver
GV AT o T =1 1 = P URR USSP Driver
Kristine Loeck... Driver
Bob Lueders... Driver
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SCHOOL INTERNET USAGE

Internet access is an important tool for communicating, keeping up-to-date
with current developments in education, and for conducting research to
enhance management, teaching and learning skills. The following procedures
and guidelines are intended to ensure appropriate use of the Internet at the
school by the district’'s faculty and staff. Staff should also refer to the
district’s policy on Staff and District Social Media Use.

I. Staff Expectations in Use of the Internet

A. Acceptable Use While on Duty or on School Property

1.

Staff shall be restricted to use the Internet to conduct
research for instructional purposes.

Staff may use the Internet for school-related e-mail
communication with fellow educators, students, parents,
and patrons.

Staff may use the Internet in any other way which serves a
legitimate educational purpose and that is consistent with
district policy and good professional judgment.

Teachers should integrate the use of electronic resources
into the classroom. As the quality and integrity of content
on the Internet is not guaranteed, teachers must examine
the source of the information and provide guidance to
students on evaluating the quality of information they may
encounter on the Internet.

B. Unacceptable Use While on Duty or on School Property

1.

2.

Staff shall not access obscene or pornographic material.

Staff shall not engage in any illegal activities on school
computers, including the downloading and reproduction of
copyrighted materials.

Staff shall not use school computers or district internet
access to use peer-to-peer sharing systems such as
BitTorrent, or participate in any activity which interferes
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with the staff member’s ability to perform their assigned duties.

4, The only political advocacy allowed by staff on school
computers or district internet access is that which is
permitted by the Political Accountability and Disclosure Act
and complies with district policy.

5. Staff shall not share their passwords with anyone,
including students, volunteers or fellow employees.

II. School Affiliated Websites

Staff must obtain the permission of the administration prior to creating or
publishing any school-affiliated web page which represents itself to be
school-related, or which could be reasonably understood to be
school-related. This includes any website which identifies the school district
by name or which uses the school’s mascot name or image.

Staff must provide administrators with the username and password for all
school-affiliated web pages and must only publish content appropriate for
the school setting. Staff must also comply with all board policies in their
school-affiliated websites and must comply with the board’s policy on
professional boundaries between staff and students at all times and in all
contexts.

Publication of student work or personality-identifiable student information on
the Internet may violate the Federal Education Records Privacy Act. Staff
must obtain the consent of their building principal or the superintendent
prior to posting any student-related information on the Internet.

III. Enforcement
A. Methods of Enforcement

The district owns the computer system and monitors e-mail and
Internet communications, Internet usage, and patterns of Internet
usage. Staff members have no right of privacy in any electronic
communications or files, which are stored or accessed on or using
school property and these are subject to search and inspection at any
time.

1. The district uses a technology protection measure that
blocks access to some sites that are not in accordance with
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the district’s policy. Standard use of the Internet utilizes a
proxy server-based filter that screens for non-curriculum
related pages.

2. Due to the nature of technology, the filter may sometimes
block pages that are appropriate for staff research. The
system administrator may override the technology
protection measures that block or filter Internet access for
staff access to a site with legitimate educational value that
is wrongly blocked.

3. The district will monitor staff use of the Internet by
monitoring Internet use history to ensure enforcement of
this policy.

B. Any violation of school policy and rules may result in that
staff member facing:

1. Discharge from employment or such other discipline as the
administration and/or the board deem appropriate;

2. The filing of a complaint with the Commissioner of
Education alleging unprofessional conduct by a certified
staff member;

3. When appropriate, the involvement of law enforcement
agencies in investigating and prosecuting wrongdoing.

IV. Off-Duty Personal Use

School employees may use the internet, school computers, and other school
technology while not on duty for personal use as long as such use is (1)
consistent with other district policies, (2) consistent with the provisions of
Title 92, Nebraska Administrative Code, Chapter 27 (Nebraska Department
of Education “Rule 27"), and (3) is reported as compensation in accordance
with the Internal Revenue Code of 1986, as amended, and taxes, if any, are
paid. All of the provisions of Rule 27 will apply to non-certificated staff for
the purposes of this policy. In addition, employees may not use the school’s
internet, computers, or other technology to access obscene or pornographic
material, sext, or engage in any illegal activities.
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2025-2026 School Calendar

Su M Tu W Th F Sa 4 Independence day Su M Tu W Th F Sa 1 New Year's Day
1 2| 3] 4] 5 e G 5 Teacher In-Service - NO SCHOOL for students.
6 7 8 9 10 | 11 | 12 8 9 10 19 Martin Luther King Jr. Day

13 14 | 15 16 | 17 | 18 | 19
20 21| 22 23 24| 25 26
27 | 28 | 29| 30 3

15 | 16 | 17 19 Teacher In-Service - NO SCHOOL for students.

29 | 30 | 31 Student Days = 16
Teacher Days =18

August 2025 August February 2026 February
W Th

Su M Tu W Th F Sa 6-8 Teacher In-Service Su M Tu F Sa
1 2 11 NSAA Official Start of Fall Practice 1 - 3 4 5 6 7 2 ESU4 Engaging Educators Conf. - NO SCHOOL.
3 4 5 el o 11 First Day For Students - 1:00 PM Dismissal 8 10 | 11 | 12 | 13 | 14 14 Valentines Day
101112 13 | 14 (4580 16 @ 15 Teacher In-Service 15 [46Y 17 | 18 | 19 | 20 21 = 16  NO SCHOOL Parent-Teacher Conferences
17 B8l 19 20 21| 22 23 19 First Day For Preschool 22 W28l 24| 25| 26 | 27 | 28
24 B25° 26 | 27 | 28| 29 | 30 25 Teacher In-Service - NO SCHOOL for students.
31 Student Days =12, Teacher Days = 17 Student Days = 16 Teacher Days =18
Su M Tu W Th F Sa 1 Labor Day - NO SCHOOL W Th F Sa 2 Teacher In-Service - NO SCHOOL for students.
3 4 5 6 8 Teacher In-Service - NO SCHOOL for students. 4 5 6 7 13 End 3rd Quarter
10 | 11| 12 | 13 22 Teacher In-Service - NO SCHOOL for students. 11 13 14 16 Teacher In-Service - NO SCHOOL for students.
14 SN 16 | 17 | 18 | 19 | 20 15 460 17 | 18 | 19 | 20 | 21 Student Days = 18 Teacher Days =20
21 220 23 24 | 25| 26 | 27 22 B28 24 25| 26 | 27 | 28 | Total 3rd Qtr. Student Days = 40
26 EEl 30 Student Days =17 29 13 | A Total 3rd Qtr. Teacher Days =45

Teacher Days = 19

October 2025 October April 2026 April
Su M Tu W Th F Sa 6 NO SCHOOL Parent-Teacher Conferences Su M Tu W Th F Sa 3-6 NO SCHOOL - Easter Break
1 2 3 4 11 AM- 7 PM 1 2 el 4 13 Teacher In-Service - NO SCHOOL for students.
5 6N 7 8 9 10 11 10 End 1st Quarter 8 9 10 | 11 20 NO SCHOOL for students - District Music

12 8l 14 | 15 20 Teacher In-Service - NO SCHOOL for students. 15| 16 | 17 18
19 21| 22| 23 24 25 Student Days = 19 Teacher Days = 21 22 23 24 25 Student Days =17
26 2@ 28 29 | 30 | : Total 1st Qtr. Student Days = 36 29 | 30 Teacher Days =19
Total 1st Qtr. Teacher Days =44
November 2025 November May
Su M Tu W Th F Sa 3 Teacher In-Service - NO SCHOOL for students. Su M Tu W Th F Sa 9 JCC High School Graduation
1 17 Teacher In-Service - NO SCHOOL for students. 1 2 13 Last Day for 3-year old Preschool
2 B3 4 5| 6|7 8 26-28 NO SCHOOL - Thanksgiving Break s B 5 6 7| 8 E 14 NO SCHOOL for students - District Track
9 11112 |13 14 | 15 10 11 | 12 [ 13] 15 | 16 21 Last Day for Students - 11 AM Dismissal
16 4% 18 | 19 | 20 21 | 22 17 18 [ 19 20 21| 23 End 4th Quarter/2nd Semester
23 24 | 25 |EGHIEEIEEE 25  Student Days =14 24 | 25| 26| 27| 28 | 29 30 22 Teacher In-Service
30 Teacher Days = 16 31 Total 4th Qtr. Student Days = 40, Teacher Days =45
Total 2nd Sem. Student Days = 80, Teacher Days = 90
Docomber June
W Th F 1 Teacher In-Service - NO SCHOOL for students. Su M Tu W Th F Sa
2 3 4 6 19 NO SCHOOL for students/End 2nd Quarter/1st Sem. 1 2 3 4 5 6
9 10| 11 13 19 Teacher Work-Day/JCC Wrestling Invite 7 8 9 10 11|12 13 2025-2026 TOTAL = 154 Student Days
17 | 18 20 22-31  NO SCHOOL - Winter Break 14 15| 16 | 17 | 18 | 19 | 20 2025-2026 TOTAL =177 Teacher Days
24-28 NSAA Winter Moratorium 21 22| 23 24 25| 26 27
Student Days =12 28 29 | 30
Teacher Days = 14
Total 2nd Qtr. Student Days = 38
Calendar Template © 2021 by Vertex42.com. Free to print. https:/fiwww.vertex42.com/calendars/school-calendar.html|
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Johnson County Central Teacher Evaluation
Formal

Teacher:

Date:

Subject/Grade Level:
Administrator:

Performance Levels/Code
1. Does Not meet school district expectations. (Unsatisfactory)
2. Needs improvement: Deficient but close to meeting minimum
standards of school district. (Basic)
3. Meets the standards of the school district. (Proficient)
4. Exceeds the standards of the school district. (Exemplary)
**A rating of 1 or 2 will receive corrective feedback.

INSTRUCTIONAL PERFORMANCE

[I11 []12 []13 []14 A.Teaches to standards and objectives.
[11 []12 []13 []4 B. Displays knowledge of subject material.
[]11 [12 [13 []14 C. Utilizes a variety of teaching techniques.
[J1 []12 []13 []4 D. Motivates students.

[J1 []2 []13 []4 E.Demonstrates effective planning skills.
[J1 []12 []13 []4 F.Adapts plans, materials and techniques
to meet individual student needs.

[11 [12 [13 []4 G. Demonstrates effective communication
skills.

[11 []12 [13 []4 H. Encourages student participation.

[J1 []12 []13 []4 1I. Provides students with specific
evaluative feedback.

[11 []12 []13 []4 J. Assesses student performance and makes
that information available to administrators, students and parents.
Comments:

ORGANIZATION AND CLASSROOM MANAGEMENT

[J1 []12 []13 []4 A. Establishes and clearly communicates
parameters for student behavior.

[]11 [12 []13 []4 B. Manages disruptive behavior
constructively and effectively.
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[11 []2 []13 []4 C. Helps students develop efficient learning
skills and work habits.

[]1 [12 [13 []14 D. Begins class work promptly and
minimizes transition time.

[11 [12 [13 []4 E. Reinforces students who are spending
time on task.

[11 []2 []13 []4 F.Develops a positive working relationship
with students.

[11 []12 []13 []4 G. Uses various grouping techniques for
effective instruction.

Comments:

PROFESSIONAL CONDUCT
[11 []12 []13 [14 A.Works well with other teachers and the
administration.
[J1 []2 []13 []4 B. Shares ideas, materials and methods with
other teachers.
[11 []2 []13 []4 C.Provides aclimate which opens up
communications between the teacher and the parent
and responds appropriately to parental

concerns.
[J11 []2 []13 []4 D.Demonstrates sensitivity in relating to
students.
[11 []2 []13 []4 E.Promotes a positive self-concept for all
students.

= Acknowledges student ideas.

= Praises and encourages all students.

= Provides opportunity for all students to achieve

recognition.
= Provides opportunity for each student to meet
success regularly.

= Promotes student self-control.
[]1 [12 [13 []4 F. Promptness.
[11 []12 [13 []4 G. Promotes school morale and is
supportive of school district.
[11 []12 [13 []4 H. Accepts criticism and seeks suggestions.
[11 []12 []13 []4 I. Selects appropriate channels for
resolving concerns/problems.
[11 [12 [13 []14 J. Engages in professional growth
activities.
[]1 [12 []13 []4 K. Provides administration with materials
and information as requested.
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Comments:

PERSONAL CONDUCT

[11 [12 [13 []4 A. Displays enthusiasm.

[11 [12 [13 []4 B. Demonstrates emotional control and
poise.

[11 []12 [13 []4 C. Accepts student feelings.

[]1 []12 [13 []14 D. Shows interest in school activities
outside the classroom.

[11 []12 [13 []4 E. Exhibits characteristics to be a positive
role model in and out of school.

[11 []2 []13 []4 F. Exercises discretion when speaking of
colleagues in and out of school.

Comments:

Staff member’'s comments (optional):

I have read this evaluation and have had an opportunity to discuss it
with the principal (a signature only indicates receipt of this
evaluation summary).

Teacher Signature Date

Principal Signature Date
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ACKNOWLEDGMENT OF RECEIPT

I acknowledge that I have received a copy of the Johnson County
Central School District Staff Handbook which includes the district’s drug-free
workplace policy statement. I understand that, as a condition of my
employment, I am required to read and abide by the provisions of the
handbook and by all board policies governing my employment. Further, if I
have any questions about any provision of this handbook or any board
policy, I should confer with my supervisor or building principal.

Signature Date
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