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Administrative Roles
Dr. Kent Holbrook, Superintendent

Mr. Gruenberg, High School Principal
Ms. Heather Ellis, High School Assistant Principal
Mr. Unrau, Middle School Principal

Mr. Patrick Mullen, Middle School Assistant Principal
Ms. Rebecca Cutsinger, Elementary Principal

Ms. Patty Medill, Elementary Assistant Principal
Certification/License

Each teacher is responsible for his/her professional certification/license and assuring that it is current.  Warrants will not be issued to anyone whose certificate/license is not current.  According to law, inappropriate certification or expired certification is grounds for dismissal.  Teachers will be paid only if certificate is up to date, official transcript on file, and sick leave verified.

Arrival/Departure Times

Teachers need to report to school by 7:45 a.m. and remain until 3:15 p.m.  Scheduling times to give students extra help or make up work will be at your discretion. 

Preparation Period

This time should be used for lesson plan development, curriculum refinement, grading, parent conferences, making copies, or other school related business.   Since this is a part of the workday, one should refrain from doing personal business during this time.  If a need to leave during prep time arises, teachers must notify building principal.
Materials and Supplies

The office will supply dry erase markers and erasers, lesson-plan books, overhead pens, hard-copy grade books, staples, transparencies, paper clips, and rubber bands.  A completed purchase order should be turned in for additional instructional material requests.

Parent Communication

Each teacher is required to keep parents informed of behavioral problems by conference, note, phone call – document all contacts.  (Document, document, document…)  Notes sent home with the student need to be approved by the administration prior to being sent.

Teachers are expected to check their e-mail and phone messages daily.
Positive Communication – Letting parents or guardians know when their child does something right will ease the tension if a future call must be made to report a disciplinary infraction or poor grade.

Progress Reports – Progress reports need to be sent home on the sixth week of the trimester, preferably more frequently.  Parents or guardians need to know when their child is failing or could potentially fail a class.  MAS must be updated weekly beginning the second week of school.
Discipline – Parents need to know when their child is acting inappropriately in class.  When an administrator makes the initial contact, parents frequently ask, “Why did the teacher not let me know this before?”  Maintaining teacher/parent communication is essential in supporting a classroom environment conducive to learning.  Positive communication is worth a great deal to 0the relationship of the parent, student, and teacher.
Grade System
Teachers should record at least two grades per week.  Enough grades need to be given so that a student can improve their eligibility status, if necessary.

Retention of students:


1.
Parents should be notified prior to the final nine weeks or sooner, if possible.

2.
Teacher should have parent/teacher conference, discussing the retention or promotion of the child and have parents sign agreement form.


3.
If the above procedures have not been followed, the student will not be retained.


4.
Document, document, document ….

Online gradebook must be updated every week.  Grades of .5 of higher will be rounded up.
Student Discipline

Classroom rules need to be posted in the classroom and on file in the principal’s office.  These guidelines or rules should be applied in a firm, fair, and consistent manner.
Maintain good discipline in your room and hall at all times.  (Please avoid punishing the whole class – discipline individuals.)  Keep documentation of all disciplinary actions – include date, time, offense, and consequences assigned (document, document, document…)

The role of the teacher is to maintain a classroom that is conducive to learning and preservative to the integrity of each student.  Parents or guardians need to be notified when a student is disrupting the learning environment and negatively impacting his or her learning or the learning of others.  A serious offense needs to be immediately referred to the office.
Parent/Teacher conferences are mandated for persistent behavioral problems, any conference requested by the Administration and any behavior problem that may be detrimental to the child or cause a classroom disturbance.  When is doubt or question, contact the parent.  Document all conferences – phone, note, or in person.
Any student who is placed in in-house detention or out of school suspension will continue to have their grades recorded.  If a student is suspended out of school, all work assigned must be turned in the day the student returns.
Disciplinary Referrals

See Appendix A 
Hall Passes

Students in the halls during class time need to have either an agenda or a hall pass with designated location, time, and teacher initials or signature.

Students should remain in the learning environment unless an emergency exists.

If a student says that he or she is sick, or manifests physical symptoms of an illness, another individual should escort him or her to the office or restroom.  In the event a student is sent to the restroom because of an illness, the office should be notified or a student should be sent to follow up on the well being of this child. 
Those who need to do an assigned task in the library can be dismissed only for relevant academic purposes, such as research or checking out a book.
Learning Time

Teachers should begin class promptly after the bell.  Students should remain on task for the duration of the hour and you should emphasize that the bell at the end of the hour is signal for you that the hour is over.  The teacher dismisses the class, not the bell.  DO NOT dismiss early … students should not be allowed to leave one classroom and go to another classroom.

Lesson Plans

Teachers should file lesson plans for the upcoming week no later than Monday at 8:00 a.m. in the appropriate lounge.  Lesson plans should include the following:  dates, concept(s)/skill(s) being taught, Priority Academic Student Skills (PASS) addressed, teacher method(s), and homework assignments.

With the inception of the Achieving Classroom Excellence Art (ACE), it is critical that the teaching of PASS is documented.  To facilitate this process, teachers should place a copy of updated PASS in the front of their lesson plan file and note the dates each skill has been addressed.

Priority Academic Student Skills

Current copies of PASS can be accessed at the Oklahoma State Department website:  <http://www.sde.state.ok.us>.

Syllabus

A syllabus needs to be turned in to your building principal within the first week of each trimester for the courses being taught.
Care of Room and Equipment

Cleanliness of the building/classroom is a joint effort.  Teachers should require students pick up their trash in the classrooms and hallways.  Students should not be allowed to write on school property, nor will they be permitted to have food and drink, excluding water, in any classroom on the secondary campus.

Students should not be allowed to use liquid white out in the classroom.

Work orders are available in the middle and high school offices.  If repairs are warranted, a completed work order should be submitted to the building principal.

Standards of Performance and Conduct

See Appendix B
Social Networking Policy
Please add the number below as a contact on your cell phone.  This will be the number to use when you need to 'carbon copy' a text message you are sending to students (to be in compliance with the new Social Networking Policy).  You no longer need to carbon copy to your administrator or AD unless you feel they need the information.  By using this number, the text will be delivered to a secure file, stored, and can be retrieved if the information is needed.  If you are in doubt--Carbon Copy to the number!  By using this method, you will not be sending private information to anyone--the only time it will be viewed is if a question arises and the message needs to be retrieved.  But please keep in mind that if we need to retrieve the text and it is not there--according to the policy, there would have to be some disciplinary action.  

918-543-5273

Purpose
Inola Public Schools (IPS) recognizes the importance of electronic tools and social networks as communication and e-learning tools.  When used appropriately, these tools can significantly enhance IPS teaching and program effectiveness.  The purpose of this policy is to provide guidance and expectations for all IPS students, staff and patrons regarding the creation and use of emerging electronic tools used to facilitate collaboration and communication for both professional and personal use.  These tools include but are not limited to, websites, text messages, instant messages, blogs, online bulletin boards, video and photo sharing sites, wikis, social networks, and virtual worlds.

Permissions
Employees of IPS are responsible for the material they publish online as well as the messages sent via computers and wireless telecommunication devices.  Any conduct that negatively reflects upon the District or consists of inappropriate behavior on the part of an employee may expose that employee to disciplinary action up to and including discharge.  Inappropriate behavior is defined as any activity that harms students (including, but not limited to, demeaning statements or physical/emotional threats), compromises an employee’s objectivity, undermines an employee’s authority or ability to maintain control of students, contains sexual content, advocates the use of alcohol or drugs, or is illegal.  While you are not responsible for any inappropriate material that might be sent to you, you are responsible for anything you forward on or subsequently post (whether you created the information or not).  Please remember that all material passed through the school computer system is archived and retrievable.

Expectations of Staff
District employees are role models and must exemplify ethical behavior in their relationships with students, patrons, and other staff members.  Online activity, including personal online activity, is public and is therefore a reflection on IPS as an organization.  Employees should exercise good judgment and common sense, maintain professionalism, and address inappropriate behavior or activity discovered on these networks.

While the District encourages open communication both internally and externally in all forms, communication should not demean the environment.  Constructive criticism, both privately and publicly, is welcome; however, harsh or continuous disparagement is discouraged.  Material that is obscene, defamatory, profane, libelous, threatening, harassing, abusive, hateful, or embarrassing to another person or entity may not be posted.  If a public communication would impair the employee’s ability to amicably work with IPS colleagues, negatively affect the employee’s professional reputation and effectiveness as an employee with colleagues, students, parents or patrons, or damage the reputation of IPS or any affiliated organization, the action is inappropriate and in violation of this policy.


A.
Professional Use

1.
The line between professional and personal relationships can become blurred; therefore, District employees should exercise discretion and maintain professionalism when communicating with students via computers or wireless telecommunication devices.  Employees should limit this type of communication with students to matters concerning a student’s education or extra-curricular activities for which the staff member has assigned responsibility.  The District considers an employee’s use of any electronic media for the purpose of communicating with a student or a parent to be an extension of the employee’s workplace responsibilities.  Accordingly, the board expects school personnel to use professional judgment and appropriate decorum when using any social media in this fashion.



2.
District employees are prohibited from engaging in private exchanges with students, and should only communication with groups or in such a manner that the communication can be publicly viewed.  If the communication involves medical or academic privacy matters and can only be sent to an individual student or parents – it is required that the message be carbon copied to the Athletic Director and/or the school principal.  **



3.
Externally communicating any confidential information or information related to IPS not intended for public dissemination is always forbidden and may be grounds for immediate termination and legal action.  Public information will be released through the Office of the Superintendent.



4.
District personnel must respect copyright and fair use guidelines when posting material on social network sites or downloading material (including, but not limited to books, pictures, music, movies, and television shows), even those websites used and accessed for educational and classroom purposes.


B.
Personal Use



1.
Personal use of social media and other social networking activities should be done outside of the work day unless online activity has been assigned to an employee and is related to an employee’s scope of practice at IPS.  Use of an employee’s personal social media account to discuss school business with students and parents is prohibited.



2.
IPS employees may not use a personal social networking site to discuss students or fellow employees.  Employees may not submit or post confidential or protected information about IPS, its students, alumni or employees on any social networking sites.



3.
School personnel may not list students as “friends” on networking sites, unless the parent (if the student is under 18) or the student (if the student is 18 or over) has provided the student’s building administrator with written permission to do so.

Employees who engage in any of the above-referenced prohibited behaviors are subject to the possibility of penalties, including dismissal from employment, for failure to exercise good judgment in e-communication conduct.

**  Exceptions to item A.2:


1)
This rule obviously does not include communication with your own children or relatives that are enrolled.


2)
Employees are also allowed to communicate with friends of their own children, without having to carbon copy an administrator, as long as the communication is appropriate and does not violate any other part of this policy.


3)
If individual e-communication is an integral part of a class (e.g. Newspaper class, Yearbook class), with prior administrative approval, the teacher may include that statement on their syllabus as long as parent signatures are required.  They would then not be required to carbon copy every communication to an administrator.  Again, the communication must not violate any other part of this policy.
Basic Supervision Principles

See Appendix C

Teacher Evaluation Procedure and Instrument

District uses TLE Model.
Fundraisers

All fundraisers must have prior approval from the Inola Board of Education.  Please turn in requests for Board consideration as early as possible – preferably prior to the July 1st Board Meeting.  Fundraisers will be approved on a ‘first-come, first-served’ basis (unless a fundraiser has traditionally belonged to a particular organization.  In that instance, the first organization must be notified and would have the right to retain it if they so desired).  Please check the IPS website under the ‘Fundraiser’ link to determine if your request will duplicate another group’s prior-approved fundraiser.  We try to not run them concurrently.

Monies collected through fundraisers must be turned into the activity fund coordinator.  Purchase orders must be turned in the same time as the fundraiser forms.  NO MONEY should be left in the classroom.  Money should be placed in the school vault at the end of each day.  The principal’s secretary must be notified if collecting and/or storing money in the vault.  
All money in excess of $100.00 needs to be deposited within 24 hours.  If it is less than $100.00, one week is the maximum any money can be held.

General and Activity Funds

Purchase orders must be completed in entirety, including a percentage for shipping and handling and approved by the building administrator and central office administration prior to purchases being made.  If not completed prior to ordering, YOU will be responsible for the purchase.

Transportation Requests

Transportation Requests are available in the office and must be approved by the building administrator and scheduled through the transportation secretary.  Do not contact the Bus Barn directly.  Requests must be submitted at least one week in advance, preferably earlier.  Out-of-state trips with students require approval from the Inola Board of Education.
All vehicles have a gas card assigned to that vehicle (usually found in the glove compartment or with the insurance verification).  This card must be used with a PIN number.  If you do not have a PIN number assigned to you, it is your responsibility to make sure you have one (contact the transportation secretary to get a temporary card to be used during your trip).  
Teachers’ Lounges

Everyone needs to take an active role in keeping the teachers’ lounges clean.  Before leaving campus on Fridays, teachers should check for perishables and remove them from the refrigerator.  School employees, please do not leave your dirty dishes for others to do.

Computer Usage
All teachers should check email regularly because important notifications from the office will be sent via email.  If you computer is not working properly, contact your building secretary or Mark Levings.  All computers must be turned off by 3:30 p.m. daily for backup.  See Appendix D.
School Phone and Cell Phone Usage
· You will not be called out of class to take a phone call during school hours, unless it is an emergency.  A message will be sent to you as soon as possible.

· Teachers with cell phones should have them turned off during scheduled teaching hours.  If you need to use a phone, you should do so in the office of teacher’s lounge.

· Do not talk on your cell phone during class time.
Teacher Appearance and Etiquette

· All teachers are expected to dress in a professional manner.  We will use Friday’s to be more casual with jeans.

· We are here for each other, not against each other.

· You are responsible for your own actions.

· Don’t worry about things you can’t control.

· Be willing to help each other in different ways and also be respectful of each others time at school.

· We should all be working for the good of the kids.

Talk over any problems about your work with the Administration, and then follow chain of command (Administration then School Board).  Follow the Master contract and State law.  If you have a problem with another teacher, please discuss it with that teacher first.
Seven Essentials of Good Teaching
· Knowledge of subject matter
· Presentation of subject matter
· Classroom management

· Discipline

· Common sense

· Flexibility

· Sense of humor
Drug, Alcohol and Tobacco Prevention

Smoking, distribution, and the use or possession of tobacco or tobacco products or paraphernalia used with tobacco and tobacco products is prohibited on school property, in school vehicles, or at or going to or from any school-sponsored or authorized function.

It is specifically directed that this ban on the use of tobacco products will be in effect 24 hours a day, seven days a week, and will apply to all students, employees, visitors, and anyone providing service to the schools.

Additionally, students are prohibited from possessing or distributing tobacco products or simulated tobacco products in school buildings, on school grounds, in school­owned vehicles, and at all school affiliated functions on or off school campus.

Employees are prohibited from use or distribution of, tobacco products or simulated tobacco products in school buildings, on school grounds, in school-owned vehicles, and at all school affiliated functions on or off school campus.

Definitions:

1. "School Property" is defined as all property owned, leased, rented or otherwise used by any school in this district, including but not limited to the following:

a. All interior portions of any building or other structure used for instruction, administration, support services, maintenance or storage.

b. All school grounds over which the school exercises control including areas surrounding  any building, playgrounds, athletic fields, recreation areas and parking areas.

c. All vehicles used by the district for transporting students, staff, visitors, or other persons.

2.    "Tobacco" is defined as cigarettes, cigars, pipe tobacco, snuff, chewing tobacco and all other kinds and forms of tobacco prepared in such manner to be suitable for chewing, smoking, or both.

3.   "Simulated  Tobacco Products" are defined as products that imitate or mimic tobacco products, including, but not limited to cloves, bidis, kretks, and vapor smoking with/without nicotine.

4.   "Use" is defined as lighting, chewing, dipping, inhaling, or smoking any tobacco as defined within this policy.

Advertising of tobacco products on school property, school publications, and video-TV productions is prohibited.  This prohibition also includes gear, paraphernalia, clothing, etc. that display and/or promote tobacco products.  

Signs will be posted in prominent places on school property to notify the public that smoking or other use of tobacco products is prohibited.  The success of this policy will depend on the cooperation and consideration of smokers/tobacco users and non­smokers/tobacco users.  All individuals on school property share in the responsibility for adhering to and enforcing this policy.  Those found in violation will be informed that they are in violation of board policy, and in the case of tobacco and/ or tobacco products, state law.

Disciplinary Action - Employees who violate these Standards of Conduct will be referred to the appropriate supervisor.  Continued violations will constitute willful neglect of duty and will be dealt with accordingly based on established policies and procedures for suspension, demotion, dismissal, and non-renewal of employee.
Thermostats

Thermostats need to be adjusted prior to departure each day:  in the summer-80 degrees; in the winter-70 degrees.

Building Security

The buildings are secured at 3:45 p.m. on a daily basis.  Before leaving each day, teachers should verify that their windows are locked.  If leaving after 3:45 p.m. or returning during the evening hours or on weekends, teachers should double-check to make sure the doors to the building are secure upon departure.
SAFETY PROCEDURES AT SCHOOL
A.
Bomb Threat


All bomb threats must be regarded as real. The school buildings will immediately be totally evacuated.  The alarm will be the same as for a fire alarm.  Students will then remain with their individual instructors and follow their directions.  Appropriate legal authorities will be immediately notified and the buildings checked by profes​sional personnel.  No person shall re-enter the building until cleared to do so by the authorities.  Teachers are to stay with their students and take a second head count after the building is evacuated.

1.
All personnel who are responsible for answering incoming telephone calls shall be required to use the prescribed form if a bomb threat is received. (See attached form)

2.
All personnel must try to remain calm and reassure students concerning their safety.

3.
It is imperative that each instructor have in their possession the class roll or grade book.

4.
If the evacuation occurs during inclement weather, the following procedures will be followed:

a. Weather permitting, Elementary (K-5) will proceed to the southeast corner of the baseball field.  If weather is inclement, Elementary (K-5) will load buses at the baseball field to be transported to the First Baptist Church.

b.   Weather permitting, Middle School students will proceed to the soccer field complex south of the school.  If the weather is inclement, Middle School students will be directed by their teachers to cross the road into the First Baptist Church parking lot and then into the building.

c.
Weather permitting, High School students will pro​ceed to the northeast corner of the campus (inter​section of Highway 33 and East Commercial). If weather is inclement, High School students will walk to the auditorium of the First Baptist Church.

NOTE:
 Any instructional time which is missed due to a bomb threat will be   made up.

B.
Civil Preparedness:

Inola Schools fully supports the civil preparedness concept. Our school's efforts are directed at two main purposes.  First, Inola Schools through the Board of Education, wants to provide our students and employees with a plan that outlines an effective and efficient method to deal with catastrophic emergency situations.  This plan is outlined in detail in our "Catastrophic Emergency" plan in this document.  And secondly, to assist this community in dealing with emergencies that affect the general community.  We realize that while the school, students and its employees are our primary responsibility, we have a responsibility to our community as well.  We accept those responsibilities and will cooperate with those concerned to assist when needed.

It is essential that a continuation of leadership be established to meet our purposes.  The following list shall constitute the schools hierarchy of leadership when matters of this nature are concerned:

1. Superintendent of Schools

 543-2255

2. High School Principal

 543-2404

3. Middle School Principal
 
 543-3130

4. Elementary Principal
 
 543-2271
C.
Fire Safety:


A fire alarm bell will initiate fire safety procedures.  The fire alarm bell will distinctive and easily recognizable.  Should this bell be incapacitated, fire alarm procedure will be initiated verbally by the building administrator in charge.  As outlined by school policy, teach​ers will, upon commencement of fire alarm procedure, evacuate the buildings at the affected site(s) in accordance with the fire alarm evacuation plan.  A copy of the plan will be posted in each classroom and available upon request in the office.  Teachers will take a head count of students as they leave the classroom and a second count after evacuation of the buildings to be sure their students are accounted for.  Teachers will take students by predetermined routes to a location no less than 100 feet from the buildings and remain with their students until instructed otherwise by the administrator in charge.  Fire drills will be scheduled periodically in accordance with state regulations.

D.
Tornado Safety:

A tornado alarm bell will initiate tornado safety procedure.  The tornado alarm bell will be distinctive and easily recognizable.  Should the bell be incapacitated, tornado alarm procedure will be initiated verbally by the building administrator in charge.  As outlined by school policy, teachers will, upon commencement of tornado alarm procedure, evacuate students to a predetermined area designated at each building site in accordance with the tornado safety plan.  A copy of the plan is posted in each classroom and available upon request in the office.  Teachers will evacuate the students as described and have them take a textbook with them to cover their head during the alert.  Teachers will have students remain under alert procedure until instructed otherwise by the administrator in charge.  Tornado drills will be scheduled in accordance with state regulations.

E.
Responsibility of School Personnel for Pupils Enroute To and From School:

All bus drivers are certified by the State Department of Education and have had instruction in safe driving practices.  Bus rider evacuation drills will be held at least once each semester of the school term as required by state regulations.

F.  Safety Responsibilities of School Employees:

1.  Student Safety:

a.
Vo-Ag and Tech-Ed Shops - Students shall follow the instructor rule book and be instructed and required to use eye protection when operating equipment.

b.
Art Education - Follow rules of instructor and wear eye protection when                                     required by the project.  Proper storage of paints and solvents are required in locked cabinets.

c.
Science Labs - Students will be instructed in safety procedures by the teacher and will be required to wear appropriate safety equipment.  Labs will have safety equipment immediately available to include fire extinguisher, eye wash stations and other equipment as appropriate.  Teachers will insure that students are trained in the use of this safety equipment.

2.
Chemical Storage:

a.
The following is a partial list of Chemicals Not Recommended for use in public schools.  These chemicals will not be stored or used in the classroom.   This list should be updated yearly.


Carbon Tetrachloride


Potassium Chlorate


Hydrogen Peroxide (full strength)


Calcium Oxide (to be kept in an air-tight, waterproof container)


Ammonium Dichromate


Metallic Sodium


Metallic Potassium


Calcium Carbonate


Chlorine Gas


Mercuric oxide
3.
Disposal and Handling of Hazardous Materials:

Hazardous materials must be handled and disposed of in accordance with approved procedures.  Each hazardous material comes with a Material Data Sheet delineating the hazard and giving disposal procedures.  These sheets must be kept on file and available in the immediate vicinity of the storage area.  Teachers using chemicals and other hazardous materials are responsible for their storage and disposal.

G.
Elementary School Safety:

Appropriate signs will be used to indicate danger areas (wet floors, etc.). Playground equipment will be maintained and safeguards taken to provide a safe and hazard free environment.  The playground supervisor will advise the principal of any potentially hazardous condition so it may be rectified.  Safety procedures (fire, storm, use of equipment, etc.) shall be discussed with students at the beginning of each school year and reviewed periodically during the year.  Safety procedures will be observed in Art and Science classes when working with paints, solvents, chemicals, etc.  Proper storage will be used.  Accidents shall be reported to the teacher and principal and each case will be handled as needed.  Regular fire and tornado drills will be held at least once each semester.  An evacuation plan will be posted.  Fire extinguishers will be maintained and of easy access.  The students and teachers of the building will help the custodian maintain a clean safe, well maintained building.

H.
Secondary School Safety:

1.
All accidents shall be reported to the building principal by the classroom teacher.

2.
Custodians shall insure that the main school building entrances are cleared of  snow and ice before student arrival during inclement weather.

3.
“Wet Floor” signs will be placed on any floors being mopped by the custodians.

4.  All hallways and exit doors will be kept clear of obstructions such as mop buckets, vacuum cleaners, etc.

5.
Fire and Tornado drills will be conducted on an irregular basis.  A building evacuation plan will be posted in each classroom.

6.
Fire extinguishers are to be serviced regularly and placed near exits for easy access in case of fire.

I.
Physical Education:

Instructors of physical education shall be certified teachers, with training in first aid and cardiovascular resuscitation.  Physical education classes are not to be left unattended.  Students will be instructed of the possible safety hazards of any particular sport.

J.
Home Economics Education:

Students shall be made aware of possible hazards of cooking (hot pans, hot grease, etc.) using a microwave oven, and use of sewing machines.  Students will be taught necessary safety precautions by the instructor.

K.
Vocational Shops:

Each instructor shall instruct students at the beginning of each term in safety procedures for the class and warn students of safety hazards of operating power equipment such as saws, sanders, routers and grinders.  Welders will not be operated by students until given proper safety instruction.  Appropriate eye protection will be worn at all times in the shop area.

L.
Photography Laboratory:

The chemicals used in this lab will be kept in a locked cabinet or closet when not in use.  The room shall have proper ventilation. (Exhaust fan, etc.)

M.
Vocational Agriculture:

Each project has its unique type of consideration regarding safety.  The handling of livestock and/or chemicals requires that the instructor warn and instruct students of possible hazards and give rules for safe handling of livestock, equipment and/or chemicals.  Eye protection will be worn whenever welding, metal cutting or grinding or other times as appropriate.
N.
Teacher Training and Liability:

Major areas resulting in judgments against the teachers and large settlements (in and out of court) that involved students were from teachers' failure to:

1.
Explain basic safety procedures.

2.
Warn of possible dangers.

3.
Anticipate unsafe events.

4.
Exercise reasonable care.  Examples: provide labeling and leaving class unsupervised.

5 
Provide proper supervision to pupils in the selection and handling of hazardous materials.

6.
See that pupils use safety equipment.  For example: safety glasses, hard hats, etc.

7.
Insist on the use of safety goggles.  Students who repeatedly fail to wear eye protection will be removed from the class and given a failing grade.

8.
Explain all potential hazards.  Any potential hazard to the health or safety of student shall be explained to the student at the beginning of the term in the class having such potential.  Example: Wear a hard hat while batting in baseball.

0.
Science Lab:

Science Lab chemicals may not be ordered until approved by the building Principal.  The list of needs will be reviewed first by the Chemistry teacher for the system and then presented to the Principal for final approval.  If there is doubt about the stability or safety of a chemical in question, the Oklahoma State Fire Marshall's office is a local source of information for approved chemicals for use in state institutions.  Material Data Sheets which are shipped with all chemicals must be filed and kept in the immediate vicinity of where the chemical is stored.  Teachers are cautioned about mixing chemicals without an understanding of what will happen.

P.
Eye Protection:

Eye protection devices shall be:

1.
Approved for the adequate protection against hazards for which they are designed.

2.
Comfortable, fit snugly, not unduly interfere with movement and durable.

3.
Capable of being disinfected and cleaned and in good repair.

4.  Safety glasses must be worn in each Vo-Ag shop, industrial arts shop, welding shop, paint shop, science lab, or any class of this type that is in session.

Q.
Overall Policies for School Safety:

1.
Classroom supervision - Teachers are not to leave students unsupervised in the classroom, shop, gym or laboratory.

2.
School grounds - Noon or lunch time supervision shall be accomplished by assigned staff or faculty to supervise students' free movement during the lunch break.

3.
Bus loading and unloading supervision shall be a team effort of bus drivers, teachers and administrators to provide for safe conditions for students.

4.  All accidents shall be recorded and a report given to the building Principal.

5. 
Safety is everyone’s responsibility.

R.
Record Keeping - School Personnel

1.
Each instructor will establish a file, listing all the chemicals used in their particular classroom, lab or shop.  This list will be kept up to date.  The instructor will retain a copy and turn in one copy to the central office file.  A file of the Material Data Sheets shipped with the chemical will be kept on file and available in the immediate vicinity if the chemical storage area.

2.
All accidents will be recorded and a full report made to the building Principal.

3.  
Building Principals will inform the Superintendent of any significant accident which requires medical care or causes major damage to facilities or equipment.

S.
Training and Testing:

Where classroom rules for safety are required, the instructor is responsible to train and test the students in safety proce​dures before operation of equipment or handling of chemicals.  Student safety test results should be kept on file for the duration of the course.

T.
Support Personnel Liability:

1.  A list of the chemicals used will be made and one copy retained and one copy turned in to the central office.  Material Data Sheets shipped with the chemicals must be filed and available in the immediate vicinity of the chemical storage area.

2.
A list of the chemicals not to be used should be placed on the custodian bulletin boards. These include:

a.
Flammable liquids - those with a flash point below 100 degrees F.

b.  Toxic - corrosive chemicals 


Carbon Tetrachloride


Potassium Chloride


Hydrogen Peroxide (full strength) 


Calcium Carbonate


Calcium oxide


Ammonium Dichromate


Chlorine Gas


Mercuric oxide

c.
Other important items for custodian’s bulletin boards:

1.
List of new chemicals being introduced.

2.
Copy of New Material Data Sheets (MSDS) or where kept.

3.
Emergency Telephone Numbers 1-800-424-9300 Washington D.C.


Chemical Emergency Control (have CAS# ready on chemical when placing call).

4.
Name, address and telephone number of chemical vendor or manufacturer.

5. General information pertaining to where certain pieces of equipment is/are  kept.

6.  Safety meetings and announcements.

d.
Keep all chemical supply rooms locked to prevent access by untrained
 personnel or students.    

e.
A copy of the OSHA law should be placed on custodian's bulletin board.

f.
Report any safety violations and/or accidents to the administration.

g.
Train new employees.

h.
Keep records on chemicals used.

i.   Read label on container of all products before use.

 U.  Placards and Safety Precautions Signs


Placards and Safety Precaution signs will be used for the following:

1.
Wet floors and restrooms closed for cleaning.

2.
Label each doorway as to where it goes; example “​restroom", “shop”, “storage” or “microwave in use”, etc.

3.
Electrical boxes (“high voltage” sign)

4.
Welding shops - “welder - high voltage” sign.

5.  Chemical storage, electrical/mechanical rooms (“no admittance” signs, chemical and electrical warning signs)

6.
Custodian cleaning cart (chemical labeled)

7.
Storage room (authorized personnel only)

8.
Baseball Field Area -- lights; switch box locked, high voltage signs.

9.
High voltage areas should be marked off-limits and behind a locked door.

10.
Showers -- hot and cold water should be marked.

11.
Label kiln in Art classes (Caution: extreme high temperatures)

12.
Chemical Storage rooms need definite storage instructions to indicate how to store chemicals - or teachers follow guidelines or list of what is to be stored and where it is to be stored.

13.
Out of Order signs - No machine is to be used that is in improper working order.

14.
Wear Eye Protection Signs - All employees or students shall wear proper safety equipment while operating any machine.  Eye protection or glasses are to be marked with the manufacturer's safety label which will be in accordance with the American National Standard and occupational and Educational Eye and Face Protection Act.

15.Equipment operators with long hair are required to contain their hair in hats or       hair nets.

V.
Kitchen Employees

The cooks, cooks helpers and dish washers are to be made aware of safety hazards in connection with their daily work schedule.

1.
Be aware of the possibility of slick floors when grease or soapy water is spilled.  These are to be cleaned up immediately to prevent liability of injury.

2.
Be aware of hot grease, extremely hot or boiling water, and the dangers in handling both.

3.  Take care when operating power or electrical equipment, not to be standing on a wet surface.  Check all electrical cords for worn or bad insulation.

4.
Be aware of hazards when working with sharp tools, knives or electric knives.

5.
Have adequate materials available to handle hot pots and pans to avoid burns.

6.  First Aid Kit, fire extinguisher and eye wash must be located in close reach to kitchen and cafeteria employees.

7.
The Head Cook is responsible to supervise other kitchen employees and make sure that they follow safety rules and that the work place is in order.

W.
Employees Rights to Records

1.
Employees and students have the right of access to written records.  This should be posted on the workers' bulletin board.

2.
The employer has a one day time limit to give the employee access and must provide a written copy within 15 days.

X.
Files Required 
1.
File containing hazards or risks including the potential fire, explosion, corrosion, and reactivity.

2.  File containing all employees names, addresses, and who to contact in case of an emergency.

3.
File containing list of names and social security numbers of persons educated in safety training procedure.

4.
File containing safety training programs for students as applicable.

Y.
Catastrophic Emergency

1.  A catastrophic emergency shall be defined as an emergency, real or potential, that has caused or would cause physical harm to the general school community which would include students and employees of Inola Schools.  This condition is exclusive from regular fire and tornado procedures. However, a fire or tornado could cause this to be invoked.

2.  Should the Superintendent of Schools, his designee, or the building administrator determine that a catastrophic emergency exists, that person will invoke the catastrophic emergency procedure developed at that building site. The catastrophic emergency alert will remain in effect until the Superintendent or his designee is advised by the proper authorities that the condition no longer exists.

3.  General procedure for a catastrophic emergency will be the same at all building sites.  Individual catastrophic emergency plans for each building site will include notifying the Superintendent of Schools of the emergency, establishing the Superintendent of Schools or his designee as response person for the school, providing appropriate information to the response person, and a procedure to deal with an emergency of this nature.  A copy of the catastrophic emergency procedure for each building site will be on file in the Superintendent's office and posted at each school site.

Duties

All teachers should be at their assigned duty station on time and remain until no students are present.  Teachers should move around and be visible at all times while on duty.  Use your own judgment and common sense when having to deal with situations that need your attention.  It is imperative that your focus be on the students at all times while you are on duty.
If you are not going to be at school on a day when you have a scheduled duty, it is your responsibility to find someone to cover your duty.  If you have to call in the morning for a substitute, let the secretary know that you have duty and need someone to cover.

Elementary School Duty 

Teachers will be expected to be on duty per the elementary schedule given from the building principal.
Middle School Duty

MORNING – Outside teachers need to divide duty by having one monitor the area by the media center and the other the tables and the backside of the asphalt area.


1.  Allowed on the blacktop and at tables only.  (NO SPORTS)

2.  Inside days

· 5th grades – 5th grade building

· 6th graders – middle school building

· 7th and 8th graders – cafeteria (west side)

3.  Students are not to be in ROTC, HS or GYM.
4.  Always walk on the sidewalk.

5.  No loitering in the bus area, around the fine arts building, gymnasium, or media center area.

6.  Students are not to stand in front of the school in the morning awaiting the arrival of friends.

7.  Students are not to leave campus upon arrival.

LUNCH – All middle school students are to report to the cafeteria at lunch and upon dismissal from the cafeteria, go to the asphalt or the field area.  Students are not to go to a classroom, lockers, or the library without specific permission.  Teachers are not to allow student(s) to be unattended in the classroom at noon.
LUNCH INSIDE –
1.  Teachers report to the cafeteria during the designated lunchtime, but are not responsible for cafeteria duty unless the lunch duty teacher is not present or a situation calls for the lunch duty person to need assistance.  The duty teachers will take the students out during the last fifteen minutes of the lunch break.

2.  On bad weather days, after the first fifteen minutes, lunch duty teachers need to move throughout the cafeteria watching for inappropriate behaviors.

LUNCH OUTSIDE –

Teachers need to divide the playground into two sections – asphalt area and field area.  One teacher needs to monitor asphalt area, and one needs to monitor the field area.


1.  The blacktop is for basketball and 4-square only.  (not for standing around visiting or wall ball)

2.  Do not go behind the cafeteria or 5th grade building.  Stay out from in   between the buildings. 

3.   The fence and bars are off limits.

4.   Do not stand in front of the cafeteria or sidewalk.

5.   Tables are for sitting only - on bench part.

6.   Hacky sack is to be played on the gravel.  Play football and soccer behind the blacktop.

7.    No tag – No Running – No Chasing

8.    Once you are outside, do not re-enter the buildings – any building.

9.    Students are not to be in any building except the cafeteria at noon.

10.  Pop is not allowed in any building except the cafeteria.

11.  There is to be no pop in lockers or outside, unless seated at the   tables.

AFTER SCHOOL –


1.  Walk bicycles on sidewalk until you have exited school property.


2.  Bus riders are released at 2:55 p.m., walkers at 3:00 p.m.

High School Duty

MORNING AND LUNCH
Sites:  Cafeteria, Gym Foyer, Grounds between the gymnasium and fine arts building.

High school students should only be in the cafeteria, gym foyer, or on the grounds between the gymnasium and fine arts building during lunch.  The library should be used only for legitimate library activities.  Students should not be allowed to hang out in teacher classrooms during lunchtime.  Middle school students are to be sent to the middle school.  They are not to be in these areas.  Teachers are not to allow student(s) to be unattended in their classrooms at noon.
Substitutes

As soon as you are aware that you are going to be absent from your classroom, please contact the AESOP program via telephone or computer and input your absence.  AESOP will then contact a substitute to fill your absence. 
When absences are known in advance, teachers should make the following preparations:

1. Leave detailed lesson plans with page references from textbooks and teacher editions.
2.  
Leave time schedules for various supervisions and duties in writing for the substitute along with emergency procedures.
3. 
Prepare in advance as much material requiring duplication as possible.  Provide master copies for all other duplicated materials to be used.

4.
Any videos or transparencies to be used should be included in written plans.  Let the substitute know where and how to get the necessary equipment.  Videos must be ‘G’ rated and should be in alignment with PASS.

Emergency Lesson Plans

A set of emergency plans must be on file in either the high school or middle school office by the time we get back from Labor Day.

In case of a sudden absence such as emergency leave, sickness in the immediate family, etc., at least some guidelines should be available to the last minute substitute.  The following should be the minimum:

1.
Lesson plans for two to three days in advance with textbook and teacher edition page references.
2.
All tests to be given should be duplicated at least one day in advance.  (Preferably, the substitute would not administer a test.)

3. 
Master copies of duplication materials should be available for two or three days in advance.  

4.   Suggestion:  In planning work for a substitute teacher, always write down more than you think can possibly be done.  The substitute may cover the materials faster than you.  Nothing can be more frustrating than to have the class and substitute run out of planned constructive activities.  Don’t expect your substitute to do a tremendous amount of improvising.
Activities

Each employee and immediate family will be admitted to all school sponsored activities (outside of the school day) free of charge.

School activities are to be held on Monday, Tuesday, Thursday or Friday nights whenever possible.  Wednesday nights are held open for church activities.

General Information
Children should never be left unattended except in emergencies.  Always tell students where you are going if you should leave your classroom or write it on the board.  Notify the teacher next to you or across from you so they will know where you will be and notify the office.  Students are to be under your direct supervision at all times.

The teacher shall not take school equipment or supplies off school grounds without written permission from the Principal.

Direct Deposit 
Inola Public Schools will use direct deposit exclusively to distribute payroll.
Records and Reports

Cumulative record folders containing personal and academic information on each pupil will be kept up to date by the teacher having the pupil in his/her room.  Revision of these folders will be made from time to time as the need arises.  The law states that nothing should be placed in cumulative folders indicating that a child is in special education.
The cumulative folders will be filed in fireproof files in the office during the year.  The teachers are to have access to these records at all times, but are to be returned to the office every day.  It is requested, however, that data and personal information be handled in a confidential manner.

Each teacher is to review all records and achievement tests of their students.

Special Ed folders must be signed and dated by certified persons reviewing folders.

Each teacher is to review I.E.P.’s of students in their class who have an active I.E.P. on file.  It is your responsibility to know their problems and make adjustments or whatever is needed to meet their needs.  You need to consult with the Special Ed or Gifted teacher.  This is a must for you to do.  It is for your protection.  If something happens and you are questioned about a Special Ed student and you have never reviewed their file or consulted with the Special Ed teacher or you have failed to implement modifications listed on I.E.P. you can be held personally liable.

Special Ed teachers are required to send modification sheets to regular education teachers within one week of the student’s enrollment (or after receiving the student’s paperwork from prior school).

Permanent grade reports are kept in the office.

Battelle for Kids (roster verification) is now required by State law.  You must accurately complete the report online before you check out at the end of the year.  Since this is part of your contractual duties, if done incorrectly, you will be required to return and complete.
Confidentiality and Its Application

Confidentiality is the most critical and important aspect of any school employee’s job.  It is a legal responsibility to observe both the rights of students and parents in regard to data privacy.  This is especially true in the case of Special Ed. Students.  If you violate the confidentiality of a student, you can be held personally and/or financially liable.  School employees have varying access to personal information about children and their families including these examples:
· The results of formal and informal tests;

· Behavior in classrooms and other educational settings;

· Disciplinary issues;

· Academic progress; and

· Family circumstances and family relationships.

Both the children and the family have the absolute right to expect that all information will be kept confidential, and made available only to personnel in school or another agency who require it to ensure that the rights, health, safety, and physical well-being of the children are safe guarded.  Confidentiality must be maintained and protected, and the rights of students to due process, dignity, privacy, and respect must be promoted.

Always ask yourself…


· What information would you want discussed with others regarding your child?

· What would you like said about yourself as a parent?

· What would you like said about your family, your values, your lifestyle?

Confidentiality Pointers

· Avoid using names if you are asked about your job.

· Suggest that questions about an IEP student are best directed to the special education teacher.

· Do NOT share other student’s names or information regarding their programs with parents during IEP meetings, conferences or informal conversations.

· Information regarding specific students and programs should not be shared in the lunchroom, staff room, office areas, out in the community or any other setting.

· When conferencing or writing information regarding a student or family that contains confidential information, be aware of those around you who may be within hearing distance.  Look for a more private place within the school building.

· No matter who asks you a question about a student, if you are unsure whether you should answer, DON’T.  You can do this gently and politely.  Remember only staff that has a need to know should be given information about a student.

· For consistency of program as well as confidentiality, paraprofessionals must support teacher techniques, materials and methods, especially in the presence of students, parents and other staff.  Questions should be directed to the specific teacher privately.

APPENDIX A
	DISCIPLINARY REFERRAL
Inola High School
	STUDENT'S NAME
	CLASS - GRADE
	DATE

	
	
	
	

	
	LOCATION
	TEACHER

	
	
	

	NOTICE TO PARENTS
The purpose of this report is to inform you of a disciplinary incident involving the student.

	

	REASON(S) FOR REFERRAL

	□   Excessive Tardiness
	□   Possess/Use of tobacco
	□   Leaving campus without permission

	□   Skipping Class
	□   Inappropriate language
	□   Obscene suggestions and actions

	□   Fighting
	□   Disrupting class / Disruptive Behavior
	□   Inappropriate attire

	□   Disrespect
	□   Refusal to work / Follow directions
	□   P.D.A.

	TEACHER ACTION(S) TAKEN PRIOR TO REFERRAL

	□   Held conference with student
	□   Changed student seat
	□   Verbal warning

	□   Consulted counselor
	□   Telephoned parents
	□   Staffing

	□   Other _______________________
	□   Held conference with parent/student
	

	COMMENTS: __________________________________________________________________________________________

	____________________________________________________________________________________________________

	ADMINISTRATIVE ACTION

	□   Detention
	□   Conference / warning
	□   Work room in office

	□   Corporal punishment
	□   Placed in ISP (_____ days)
	□   Telephoned parent(s)

	 
	□   Student suspended (_____ days)
	□   Student privileges removed

	COMMENTS: __________________________________________________________________________________________

	____________________________________________________________________________________________________

	ACTION TAKEN BY
	STUDENT

	
	

	White copy - Parent(s)          Yellow copy - Office          Pink copy - Teacher


	DISCIPLINARY REFERRAL
Inola Elementary School
	STUDENT'S NAME
	CLASS - GRADE
	DATE

	
	
	
	

	
	LOCATION
	TEACHER

	
	
	

	NOTICE TO PARENTS
The purpose of this report is to inform you of a disciplinary incident involving the student.

	

	REASON(S) FOR REFERRAL

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	TEACHER ACTION(S) TAKEN PRIOR TO REFERRAL

	 
	 
	 

	 
	 
	 

	 
	 
	 

	COMMENTS: __________________________________________________________________________________________

	____________________________________________________________________________________________________

	ADMINISTRATIVE ACTION

	 
	 
	 

	 
	 
	 

	 
	 
	 

	COMMENTS: __________________________________________________________________________________________

	____________________________________________________________________________________________________

	ACTION TAKEN BY
	STUDENT

	
	

	White copy - Parent(s)          Yellow copy - Office          Pink copy - Teacher


APPENDIX B

Standards of Performance and Conduct for Teachers 

Professional Services Division

Teachers are charged with the education of the youth of this State. In order to perform effectively, teachers must demonstrate a belief in the worth and dignity of each human being, recognizing the supreme importance of the pursuit of truth, devotion to excellence, and the nurture of democratic principles.

In recognition of the magnitude of the responsibility inherent in the teaching process and by virtue of the desire of the respect and confidence of their colleagues, students, parents, and the community, teachers are to be guided in their conduct by their commitment to their students and their profession.



PRINCIPLE I

COMMITMENT TO THE STUDENTS

Oklahoma Administrative Code (OAC) 210:20-29-3 – Effective June 25, 1993

The teacher must strive to help each student realize his or her potential as a worthy and effective member of society. The teacher must work to stimulate the spirit of inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation of worthy goals.

In fulfillment of the obligation to the student, the teacher:

1. Shall not unreasonably restrain the student from independent action in the pursuit of learning,

2. Shall not unreasonably deny the student access to varying points of view,

3. Shall not deliberately suppress or distort subject matter relevant to the student's progress,

4. Shall make reasonable effort to protect the student from conditions harmful to learning or to health and safety,

5. Shall not intentionally expose the student to embarrassment or disparagement,

6. Shall not on the basis of race, color, creed, sex, national origin, marital status, political or religious beliefs, family, social, or cultural background, or sexual orientation, unfairly

· Exclude any student from participation in any program;

· Deny benefits to any students; or

· Grant any advantage to any student.

· Shall not use professional relationships with students for private advantage,

· Shall not disclose information about students obtained in the course of professional service, unless disclosure serves a compelling professional purpose and is permitted by law or is required by law.



PRINCIPLE II

COMMITMENT TO THE PROFESSION

Oklahoma Administrative Code (OAC) 210:20-29-4 – Effective June 25, 1993

The teaching profession is vested by the public with a trust and responsibility requiring the highest ideals of professional service.

In order to assure that the quality of the services of the teaching profession meets the expectations of the State and its citizens, the teacher shall exert every effort to raise professional standards, fulfill professional responsibilities with honor and integrity, promote a climate that encourages the exercise of professional judgment, achieve conditions which attract persons worthy of the trust to careers in education, and assist in preventing the practice of the profession by unqualified persons.

In fulfillment of the obligation to the profession, the educator:

1. Shall not, in an application for a professional position, deliberately make a false statement or fail to disclose a material fact related to competency and qualifications;

2. Shall not misrepresent his/her professional qualifications;

3. Shall not assist any entry into the profession of a person known to be unqualified in respect to character, education, or other relevant attribute;

4. Shall not knowingly make a false statement concerning the qualifications of a candidate for a professional position;

5. Shall not assist an unqualified person in the unauthorized practice of the profession;

6. Shall not disclose information about colleagues obtained in the course of professional service unless disclosure serves a compelling professional purpose or is required by law;

7. Shall not knowingly make false or malicious statements about a colleague; and

8. Shall not accept any gratuity, gift, or favor that might impair or appear to influence professional decisions or actions.



PRINCIPLE III

Title 70, Oklahoma Statute, Section 6-101.22

Subject to the provisions of the Teacher Due Process Act of 1990, a career teacher may be dismissed or not reemployed for: 
1. Willful neglect of duty; 
2. Repeated negligence in performance of duty; 
3. Mental or physical abuse to a child; 
4. Incompetency; 
5. Instructional ineffectiveness; 
6. Unsatisfactory teaching performance; or 
7. Commission of an act of moral turpitude. 
8. Abandonment of contract.
Subject to the provisions of the Teacher Due Process Act, a probationary teacher may be dismissed or not reemployed for cause. 
A teacher shall be dismissed or not reemployed unless a presidential or gubernatorial pardon has been issued, if during the term of employment the teacher is convicted in this state, the United States, or another state of: 
1. Any sex offense subject to the Sex Offender Registration Act in this state or subject to another state's or the federal sex offender registration provisions; or 
2. Any felony offense. 
A teacher may be dismissed, refused employment or not reemployed after a finding that such person has engaged in criminal sexual activity or sexual misconduct that has impeded the effectiveness of the individual's performance of school duties. As used in this subsection: 
1. "Criminal sexual activity" means the commission of an act as defined in Section 886 of Title 21 of the Oklahoma Statutes, which is the act of sodomy; and 
2. "Sexual misconduct" means the soliciting or imposing of criminal sexual activity. 
As used in this Section, "abandonment of contract" means the failure of a teacher to report at the beginning of the contract term or otherwise perform the duties of a contract of employment when the teacher has accepted other employment or is performing work for another employer that prevents the teacher from fulfilling the obligations of the contract of employment. 
Signed into Law
April 25, 2006

Last updated on February 21, 2012
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APPENDIX C

INOLA SCHOOL DISTRICT

Basic Supervision Principles
· Know school rules and know how to respond to bullying when it is observed.
· Never ignore bullying.  Do not let any inappropriate behavior (regardless of severity) go uncorrected, but try to respond in an unemotional manner.  Enforce all behavioral expectations.  Immediately correct and, while using a professional tone of voice, state the desired behavior and follow the schools approve Bully Free Response Plan.  Younger students could be asked to state the rule being violated and the desired behavior.  However, position yourself so you can keep visually scanning the area with a glance.
· Step into the hallway and “visually scan” the halls and other areas between classes.  Be purposeful about scanning the area.  Be focused and pay attention to nonverbal signals of trouble.
· Intentionally monitor the behavior of those who bully others and those who are often targets of bullying.
· Do not stand in one area, but continuously move around.  If you have a large area, keep students guessing where you are by taking different routes – differ travel plans.
· When assigned to supervise an area during a specific time period, try to be a few minutes early.
· Do not leave your assigned area until it is time to do so.
· Do not let other adults or students distract you from your supervisory responsibilities.  If someone engages you in a conversation, it is best to stand to the side of the individual rather than standing directly in front of him/her.
· Don’t threaten or use sarcasm.
· Do not argue with students.
· Do not touch an agitated or angry student.
· Smile at students and make positive comments – but keep visually scanning the area.  Seek to make more positive comments than negative comments.  Greet students as they enter your area.  Try to be a friendly, but professional, adult presence.
· Sincerely praise students who practice the Golden Rule – treat others the way you want to be treated, or who engage in other appropriate behavior.
· When necessary, send another student for help.
When there is potential for a fight or there is a fight, walk toward the student with authority.  Quickly review the situation to determine what is happening and who is involved.  Also determine if weapons are being used.  Just the presence of an adult can stop the aggression.  Call the students by name and in a demanding voice, tell them to stop.  Never step between the students who are physically fighting.  Make a mental note of the onlookers and ask them to leave the area.  Send a student for help.  After the fight, document what happened and report it to the appropriate school personnel.  Provide emotional support to the victim.
APPENDIX D

INOLA SCHOOL DISTRICT

INTERNET ACCEPTABLE USE POLICY FOR EMPLOYEES
A.
Purpose Statement.  Independent School District No. 5 of Rogers County, Oklahoma (the "District") provides its students and employees with access to the District's computer network system, including Internet access, in an effort to expand informational and communication resources in furtherance of the District's goal of promoting educational excellence.  It is hoped that the expanded use of these resources will enhance students' research capabilities, increase faculty and staff productivity and result in better communication between the District and its patrons.

Through the Internet, the District will provide students and employees (“users”) access to:

· electronic mail (“e-mail”);

· information and news, including the opportunity to correspond with scientists at research institutions in the public and private sector, including NASA;

· public domain software and shareware;

· news groups, or discussion groups, covering a wide range of topics appropriate to the educational purposes of the District;

· access to university libraries, the Library of Congress and other repositories of information;

· World Wide Web access to information containing text, graphics, photographs, and sound on millions of topics

With access to such vast storehouses of information and instant communication with millions of people from all over the world, material will be available that may not be considered to be of educational value by the District or which is inappropriate for distribution to children.  The District has taken reasonable precautions, including but not limited to the use of filters that block access to obscenity, pornography and other materials harmful to minors.  However, on a global network, it is impossible to control all material, and an industrious user may obtain access to inappropriate information or material.  The District firmly believes that the value of the information and interaction available on the Internet far outweighs the possibility that users may procure material which is not consistent with the District’s educational goals.

The guidelines provided in this policy are designed to promote the efficient, ethical and legal utilization of network resources.  If a District user violates any of these provisions, his or her account will be terminated and future access could be denied.  The user's signature on the Employee Internet Access Agreement is a legally binding obligation, affirming that the user has read the terms and conditions of the Internet Acceptable Use Policy for Employees, understands the policies and agrees to abide by all terms and conditions described in the Policy or subsequently implemented by the District's Director of Technical Services.  Students' use of the District's system is governed by the Internet Acceptable Use Policy for Students as well as the student code of conduct.

B.
Network and Internet Access - Terms and Conditions.

LISTNUM 1 \l 1
Privilege of Use.  Use of the District’s computer network system and Internet access through it is a privilege, not a right.  Inappropriate use will result in termination of those privileges, and future access and use may be denied. Inappropriate use is any use prohibited by the terms of this Policy or use determined by the District's system administrators to be inappropriate under particular facts and circumstances.  Prior to receiving Internet access, all users may be required to successfully complete an Internet training program administered by the District.

LISTNUM 1 \l 1
Acceptable Use.  The use of the District’s system must be in support of education and consistent with the educational objectives of the District.  The system may only be used for educational, professional and career development activities.  The use of any non-District network or computing resource must comply with the rules and regulations appropriate for that network or resource.  All Internet use must comply with United States and state law and regulation, including copyright laws.  

LISTNUM 1 \l 1
Unacceptable Use.  Each system user is expected to comply with all District policies governing Internet access and to abide by generally-accepted  rules of network etiquette.  These rules apply to all use of the District’s computer system and access to the Internet, including but not limited to e-mail.  These policies and rules include, but are not limited to the following:

a.
Do not transmit, receive, access or view any material inconsistent with the educational objectives of the District.  This includes, but is not limited to:  copyrighted material or material protected by trade secret; and material that could be considered obscene,  indecent, lewd, profane, vulgar, libelous, defamatory, slanderous, unlawful, threatening, abusive, harassing, hateful, rude, disrespectful, disruptive or annoying.

b.
Do not transmit, receive, access or view any material in violation of any United States or state law or regulation.

c.
Do not use obscene, indecent, lewd, profane, abusive, rude or disrespectful language in messages to others.  Be polite.  Do not engage in personal attacks or activities intended to distress, harass or annoy another user.

d.
Do not use e-mail for private communications.  The District monitors all content on its network, including but not limited to e-mail, Internet browsing, and web posting.  Anyone using the District’s computer network system for any reason or accessing the Internet through the District’s system has no expectation of privacy.  Messages relating to or in support of illegal activities will be reported to the authorities.  A user will not be allowed access to the Internet, e-mail, or web-message boards until s/he consents in writing to School interception and review.

e.
Do not use the District system in a way that will disrupt the use of the network by other users.  The network may only be used for educational, professional and career development activities.  System users should refrain from downloading large files unless absolutely necessary, and then only when the system is not being heavily used.  Such files should be removed from the system computer to the user's personal computer as soon as possible.

f.
Do not use the District system to engage in commercial activities or transactions, including product or service advertising.  

g.
Do not use the District system for political lobbying.

h.
Do not plagiarize works obtained from the Internet.  Users must respect the rights of copyright owners and comply with all limitations imposed upon use of copyrighted material.

i.
Do not access or distribute inappropriate information or material, which includes but is not limited to the following:

i.
Obscene to minors, meaning (i) material which, taken as a whole, lacks serious literary, artistic, political or scientific value for minors and, (ii) when an average person, applying contemporary community standards, would find that the written material, taken as a whole, appeals to an obsessive interest in sex by minors.

ii.
Libelous, meaning a false and unprivileged statement about a specific individual which tends to harm the individual's reputation.

iii.
Vulgar, lewd or indecent, meaning material which, taken as a whole, an average person would deem improper for access by or distribution to minors because of sexual connotations or profane language.

iv.
Display or promotion of unlawful products or services, meaning material which advertises or advocates the use of products or services prohibited by law from being sold or provided to minors.

v.
Group defamation or hate literature, meaning material which disparages a group or a member of a group on the basis of race, religious affiliation, ethnic or national origin, gender identity or preference, or handicapped condition or advocates illegal conduct or violence or discrimination toward any particular group of people.  This includes racial and religious epithets, "slurs", insults and abuse.

vi.
Disruptive school operations, meaning material which, on the basis of past experience or based upon specific instances of actual or threatened disruptions relating to the information or material in question, is likely to cause a material and substantial disruption of the proper and orderly operation of school activities or school discipline.

j.
Do not use any instant messenger program or chat program.  

k.
Do not engage in off-campus Internet use that may cause or create a significant risk of on-campus disruption.  A user who does engage in off-campus Internet use that causes or creates a significant risk of on-campus disruption will be punished.  

l.
Do not access any web site, forum or other part of the Internet that provides term papers, book reports, “canned” assignments, or other materials which can be used to avoid creating original work.

m.
Do not engage in activities that threaten the security of the District’s computer system or the Internet.  Users are responsible for their individual account and should take precautions to prevent others from accessing that account.  Under no conditions should you provide your personal password to another person.  If you identify a potential security problem on the District’s system or the Internet, you must notify the system administrator immediately.  You should not demonstrate or reveal the problem to others, nor should you intentionally attempt to identify potential security problems.  In either instance, your actions may be misinterpreted as an illegal attempt to gain unauthorized access.  Any attempt to log on to the Internet as a system administrator will result in cancellation of user privileges.  Any user identified as a security risk or having a history of problems with the District system or any other computer system may be denied further access.

n.
Do not vandalize the District’s hardware, software or the system itself.  Vandalism is defined as any malicious attempt to harm or destroy the property or data of the District, of another user, or of any other network connected to the Internet, including all or any portion of the District’s computer network system or any other network or system connected to the Internet.  This includes, but is not limited to, the uploading or creation of computer viruses or any actions that disrupt, “crash” or “bomb” all or any portion of the District’s computer system.  All system users shall avoid the accidental spread of computer viruses by strict adherence to District policies governing the downloading of software.  No system user may use the system to “hack” or attempt to gain unauthorized access to any other computer system, network or site or any unauthorized portion of the District’s system.  Any attempted or actual vandalism will result in the cancellation of a user’s privilege.

C.
District Web Sites.  District web sites shall be maintained as limited open forums.  This means that the District’s web sites are only open to school business, school sponsored organizations or any organizations that are student initiated and otherwise appropriate within the perimeters of this Policy and the Student Handbook.  Nothing in this Policy is intended to create an open forum.  District web sites are limited to subjects that are educationally related.  The District will monitor all content on its web sites and promptly remove any inappropriate content upon discovery.    

D.
Limitation of Liability.  The District makes no warranties of any kind, whether express or implied, for the services provided and will not be responsible for any damages which a user may suffer through use of the District system or the Internet, including, but not limited to, the loss of information or files or the interruption of service.  The District is not responsible for the accuracy or quality of information obtained through use of the District system or the Internet.  The District does not endorse the contents of any third party web sites that have been linked to the District’s web site.  The District is not responsible for any financial obligations which may be incurred through use of the District system.

E.
Employee Access. An employee of the District will not be allowed to access the District system or the Internet, e-mail, or web-message boards until the employee indicates his/her intent to abide by the terms of this Policy by signing the Employee Internet Access Agreement.

F.
Application and Enforceability.  The terms and conditions set forth in this policy shall be deemed to be incorporated in their entirety in the Internet Access Agreement executed by each system user.  By executing the Employee Internet Access Agreement, the user agrees to abide by the terms and conditions contained in the Internet Acceptable Use Policy for Employees.  The system user acknowledges that any violation of the Internet Acceptable Use Policy for Employees may result in disciplinary action, including access and use privileges being revoked as well as any disciplinary action allowed by law, including termination of employment.
INOLA SCHOOL DISTRICT

EMPLOYEE INTERNET ACCESS AGREEMENT
Employee Name 



_______
Position  



                             (Last)

(First)

(Middle)


School or Site 











Home Address 





  Home Phone No. 



I have received a copy of the Internet Acceptable Use Policy for Employees.  I understand that the terms and conditions set forth in the Internet Acceptable Use Policy for Employees are incorporated by reference in this Employee Internet Access Agreement.  I have read and understand and agree to abide by those terms and conditions.  I also understand that the District monitors all activities on its system, and I hereby expressly consent to have my activities on the District system monitored, including but not limited to my web browsing, e-mail, and web-message posting.  I also understand that any violation of the use provisions may result in disciplinary action including suspension and/or revocation of network privileges as well as any discipline allowed by law, including termination of employment.  I understand and agree that if I violate the Internet Acceptable Use Policy for Employees my dismissal from employment can be immediate.  Because such a violation would not be the kind for which remediation is necessary or appropriate, such dismissal can occur without the necessity of any further remediation, admonishment or a plan of improvement.  

Employee’s Signature 





  Date 
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