
 

 
 

Loup City Public Schools 
2020-2021 

 
 

 
 

 

 

Classified Staff Handbook 
 



Table of Contents 
 

i 

Foreword ..........................................................................................................................................  1 
 Intent of Handbook ............................................................................................................  1 
 School Mission Statement .................................................................................................  1 
 Students’ Educational Interests  ........................................................................................  1 
 Chain of Command  ..........................................................................................................  1 
 Confidentiality ....................................................................................................................  2 
  
Article I – School Days ...................................................................................................................  3 
 Section 1: Contract Days and Hours .................................................................................  3 
 
Article II – Employment, Compensation, and Benefits ................................................................  4 
 Activity Tickets ...................................................................................................................  4 
 Assignments ......................................................................................................................  4 
 Benefits .............................................................................................................................  4 
 Compensation ...................................................................................................................  4 
 Employment ......................................................................................................................  5 
 Expense Reimbursements ................................................................................................. 5 
 Grievances and Complaints ..............................................................................................  5 
 Health Insurance Benefits .................................................................................................  5 
 Initial Hiring and Briefing ...................................................................................................  6 
 Liability Insurance Coverage .............................................................................................  6 
 Overtime ............................................................................................................................  6 
 Payroll and Payroll Deductions .........................................................................................  7 
 Personnel Files ..................................................................................................................  7 
 Salary Reduction Agreements ...........................................................................................  7 
 Worker’s Compensation Insurance ...................................................................................  8 
  
Article III – Absences From Work ..................................................................................................  9 
 Breaks – Meals and Rest ..................................................................................................  9 
 Extended Leaves of Absence Without Pay .......................................................................  9 
 Family and Medical Leave Act  .........................................................................................  9 
 Inclement Weather and School Closings  .........................................................................  9 
 Jury Duty ...........................................................................................................................  9 
 Leave Types ......................................................................................................................  9 
 Military and Family Medical Leave ..................................................................................  11 
 Retirement .......................................................................................................................  12 
 
Article IV – Duties and Responsibilities ....................................................................................... 13 
 Bus Drivers ......................................................................................................................  13 
 Cell Phone Use ...............................................................................................................  13  
 Dispensing Medication ....................................................................................................  13 
 Duty Day ..........................................................................................................................  13 
 Hours of Work, Duties, & Meetings .................................................................................  13 
 Leaving School ................................................................................................................  13 
 Managing Student Conduct .............................................................................................  14 
 Reporting Child Abuse ....................................................................................................  14 
 Role of Paraprofessionals ...............................................................................................  14 
 Supervision of Students ..................................................................................................  14 
  
Article V – Personal and Professional Conduct .........................................................................  15 
 Attire ................................................................................................................................  15 
 Ethics ...............................................................................................................................  15 
 Evaluations ......................................................................................................................  16 
 Medical Examinations .....................................................................................................  16 
 Outside Employment .......................................................................................................  16 
 Professional Boundaries Between Employees and Students .........................................  16 



Table of Contents 
 

ii 

 Relationships ...................................................................................................................  17 
 Role Model ......................................................................................................................  17 
 
Article VI – Use of School Facilities and Equipment .................................................................  18  
 Asbestos Notification  ......................................................................................................  18 
 Bulletins, Announcements, Displays  ..............................................................................  18 
 Care of School Property  .................................................................................................  18 
 Copyright and Fair Use Policy  ........................................................................................  18 
 District Website and Social Media  ..................................................................................  18 
 Drug Free Workplace ......................................................................................................  19 
 Lost and Found  ..............................................................................................................  19 
 Safety  .............................................................................................................................  19 
 Salespersons ...................................................................................................................  21 
 Security of Desks, Lockers, Etc. ......................................................................................  21 
 Smoke and Nicotine-Free Workplace ..............................................................................  22 
 Use of District Computer Network and Internet Acceptable Use: ....................................  22 
 Use of School Facilities – Security, Keys, Valuables (Money) ........................................  24 
 Use of School Vehicles ...................................................................................................  25 
 Use of Telephone ............................................................................................................  25 
 Video Surveillance: ..........................................................................................................  26 
 Visitors: ............................................................................................................................  26 
 Weapon-Free Workplace ................................................................................................  26 
 
Article VII – State and Federal Programs ....................................................................................  27 
 Anti-Discrimination and Harassment Policy  ...................................................................  27 
 Breakfast and Lunch Programs .......................................................................................  29 
 Confidentiality of Student Records (FERPA) ...................................................................  29 
 Designation of Coordinators ............................................................................................  29 
 Disclosure of Staff Qualifications ...................................................................................... 29 
 Disclosure of Student Information ...................................................................................  30 
 Grievance Procedure ......................................................................................................  30 
 Homeless Students .........................................................................................................  30 
 Notice of Non-Discrimination ............................................................................................ 30 
 Notification of Rights Under FERPA ................................................................................  31 
 Parental Involvement .......................................................................................................  32  
 Student Privacy Protection ..............................................................................................  33 
 
Appendix A – Classified Staff Evaluation ...................................................................................  34 
 Classified Staff Evaluation Form .....................................................................................  34 
 Classified Staff Evaluation Rubric ...................................................................................  35 
 
Appendix B – Classified Staff Pay Schedule ..............................................................................  37 
 
Acknowledgment of Receipt Form ..............................................................................................  39



 

1 

2020-2021 
Classified Staff Handbook 
Loup City Public Schools 

 
Intent of Handbook:  
Welcome to Loup City Public Schools. This handbook is intended to be used by certified employees to provide general 
information about Loup City Public Schools and to serve as a guide to the District’s policies, rules and regulations, benefits of 
employment, and performance expectations.  
 
All employees are also expected to know and adhere to the Loup City Public Schools Parent-Student Handbook. 
 
Each employee is responsible for becoming familiar with the handbook and knowing the information contained in it. This 
handbook is intended to supplement other documents that deal with your employment, including your employment contract, the 
negotiated agreement between the Loup City Public Schools and the Loup City Education Association, and the policies and 
regulations of the Board of Education. In reading this handbook, please understand that where a direct conflict may exist, state or 
federal law, the negotiated agreement, and Board policies and regulations will prevail. 
 
This handbook does not create a “contract” of employment. Staff positions and assignments which do not legally require a 
certificate or are otherwise not protected 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 for a contract approved by the Board of 
Education.  
 
The administration will be responsible for interpreting the rules contained in the handbook and shall have the right to make 
decisions and make rule revisions at any time. Should a situation or circumstance arise that is not specifically covered in this 
handbook, the administration will make a decision based upon applicable school district policies, state and federal statutes and 
regulations, and the best interests of the District. 
 
This handbook will be in effect for the 2020-2021 school year and subsequent school years unless replaced by a later edition. 
 
School Mission Statement:   
Empowering Continual Success 
 
Students’ Educational Interest:   
Although the ultimate decision relative to individual decisions is based upon several considerations, the prime consideration is 
that of the welfare of the students in the school system. 
 
Chain of Command:   
Responsibility and supervision shall flow simply and clearly from students to teachers and staff to the administration to the Board 
of Education. Employees are required to use the chain of command beginning with their supervisor in resolving conflicts and 
seeking solutions and answers to problems or disagreements. 
 
Addressing the Board of Education: The Board desires to maintain open communication channels between itself and the 
employees. The basic line of communication will be through the superintendent utilizing the aforementioned “Chain of 
Command”. The superintendent will develop and recommend to the Board processes for communications between the Board 
and District employees. 
 
Communication or reports to the Board or Board committee from any employee should be submitted through the superintendent. 
This procedure will not be construed as denying the right of any employee to address the Board about issues which are neither 
part of an active administrative procedure, nor disruptive to the operation of the district. All official communications, policies, and 
directives of employee interest and concern will be communicated to employees through the superintendent. The superintendent 
will communicate as appropriate to keep employees fully informed 
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Confidentiality:  
Employees should not discuss school matters outside the job, nor discuss confidential or personal information about students or 
staff. Requests from anyone, other than certificated building staff, for personal information about students should be referred to 
the administration. 
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Article I – School Days 
 
Contract Days and Hours:   
The number of days and expected work hours will be assigned to classified staff by their supervisor and/or the Superintendent.  
Generally, 9 month employees will work on scheduled school days only. 
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Article II – Employment, Compensation, and Benefits 
 
Activity Tickets:   
Employees are issued a Loup City Public Schools workers pass for home athletic events. These passes are not transferable to 
other parties. 
 
Assignments:   
The professional duties and responsibilities to be performed by an employee with the District shall be subject to assignment by 
the Superintendent of the District. An employee will be expected to devote full time during days of school to their assigned 
position and to diligently and faithfully perform the assigned duties to the best of their ability. Job descriptions, where available, 
provide additional information about the position duties. Employees may apply for transfer to another building or reassignment 
within their building. The superintendent reserves the right to reassign or transfer any employee at any time. If the change results 
in a promotion to a higher level job, the employee is moved to a rate of pay within the new level which is at least equal to the rate 
of pay the employee was receiving prior to the reassignment or transfer. 
 
Benefits:    
Employees are provided benefits in accordance with group health insurance plan requirements and the school district’s Section 
125 Plan document. Employees shall make annual fringe benefit elections by September 1 of each school year. Each employee 
is responsible for informing the Office of the Superintendent in writing of any changes in benefit status.  
 
Continued health insurance benefits are available through COBRA subject to certain qualifying requirements. A Notice of 
COBRA Continuation Coverage Rights is attached to this handbook as Appendix “A.”   
 
The Health Insurance Portability and Accountability Act (HIPAA) provides rights and protections for participants and beneficiaries 
in group health plans. HIPAA includes protections for coverage under group health plans that limit exclusions for preexisting 
conditions; prohibit discrimination against employees and dependents based on their health status; and allow a special 
opportunity to enroll in a new plan to individuals in certain circumstances. HIPAA may also give you a right to purchase individual 
coverage if you have no group health plan coverage available, and have exhausted COBRA or other continuation coverage. 
Further information may be obtained from the Plan Administrator of the group health plan 
 
Compensation:   
Classified employees are paid a salary and fringe benefits based on placement on the salary schedule adopted by the Board of 
Education. Compensation is generally based on the prevailing community rates and the rates paid by other similar school 
districts for a particular type of work. 
 
The Board of Education establishes the pay scale and range for each position through the budget building process. Following 
board action on the budget, each employee will be advised of her/his pay rate and any changes in fringe benefits for the school 
year beginning September 1. Each employee is then required to sign and return an employment agreement. The adjusted pay 
rate will be reflected on the September 15 paycheck. 
 
Salary Payments (“Payday”): Employees will be paid on the 15th of the month by direct deposit, or the last preceding work day, if 
the 15th falls on a weekend or holiday. Payment by direct deposit is mandatory, and all staff will be required to supply the 
necessary bank account numbers and information to receive payment. The first paycheck is issued September 15. 
 
“Pay stubs” will be sent to all employees via email. Any request for payroll changes (deductions, exemptions, etc.) must be made 
in the Superintendent’s office prior to the first day of the month. Deductions for absences will be taken from the pay period in 
which they occur, whenever possible. Upon separation of an employee’s employment, or upon fulfillment of the contract, the 
employee may, at the option of the Board, be paid all salary due in one lump sum. Additional compensation over and above 
regular compensation, extra-duty pay and supplemental pay shall be disbursed as it is earned and deductions from 
compensation due to unpaid leave shall be taken out as they are reported to the payroll office. Reimbursements for mileage or 
other expenses will be considered separate from compensation. 
 
Monthly pay checks will be based on time cards submitted by the end of the day on the last day of each month, which will be 
reflected on pay checks received on the 15th of each following month. The classified monthly pay period runs from the first day 
of each month to the last day of each month 
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Employment:   
All classified employees shall be required to sign an "at will" employment contract with the school district as a condition 
precedent to employment or continued employment with the school district. The non-certificated "at will" employee contract shall 
be in the form as proposed by the Superintendent of Schools and approved by resolution of the School Board and Board of 
Education. 
 
Expense Reimbursements:   
Reimbursement for authorized mileage will be paid to employees required to drive their own vehicles during their regular 
scheduled working hours between two or more work sites only if school transportation was not available. Poor planning on an 
employee’s part does not guarantee reimbursement by the District. Preapproval by the Superintendent may be necessary. 
Claims for reimbursement should be submitted to the Superintendent. The allowable rate shall be governed by Board policy, 
unless otherwise required by law. The District is not liable for physical damage to employee vehicles. 
 
Necessary materials and supplies are provided by the District. If an employee needs additional materials for performance of 
duties, the request should be made to the employee’s immediate supervisor. Employees who purchase materials or supplies 
without advance approval may not be reimbursed.  
 
Reimbursement for purchase of materials or for meals or other expenses related to District-required travel must be submitted to 
and approved by the administration. The request for reimbursement should include a voucher sufficient to establish that the 
expense was actually incurred and that the expense was reasonable and related to a school-purpose. 
 
IRS Determination on Reimbursable Meals - According to the IRS and the District’s auditor, the following is a clarification on 
reimbursable meals: 
 
Only meals after 6 p.m., while on school directed business, are considered “reimbursable meals” and are not required to be run 
through payroll. If the employer chooses to reimburse employees for any other meals, they must be run through payroll and be 
taxed. Such reimbursement will show up on the employee’s W2 form. Meals of this type will be reimbursed to the maximum limit 
set annually by the Board of Education on the Fee & Rate Schedule. If an employee is requesting reimbursement of any type, a 
receipt must be presented. The Board will adopt a formal policy regarding this procedure, at the recommendation of the District’s 
auditor. 
 
Employee use of the District’s credit card should be done for educational expenses only. Unauthorized purchases shall be 
reimbursed by the employee. 
 
Grievances and Complaints:  
Classified employee related grievances or complaints shall be addressed through the administrative chain of command following 
the process set forth in board policy. 
 
Health Insurance Benefits:   
Classified employees are provided single health insurance based on their full or part-time status with the District, in accordance 
with the Patient Protection and Affordable Care (PPACA) regulations. Employees who do not qualify for district provided 
insurance may apply for coverage under the district’s policy. The employee(s) will have a payroll deduction for the monthly 
premium. If an employee’s earnings are not sufficient to allow for a payroll deduction for insurance, the employee must submit 
the premium amount due to the school district on a monthly basis. 
 
Waiting periods will be waived for pre-existing health conditions for anyone enrolling within 30 days of employment. If an 
employee (and/or family members of the employee) enroll after the open enrollment period is over, the employee (and/or family 
members) are not guaranteed coverage and if coverage is granted the covered individuals will be subject to a 365 day waiting 
period. It is the employee’s responsibility to notify the office immediately of any changes resulting in “loss of dependent status” 
such as marriage, divorce, dependent child’s age, etc. Employees are required to contact the Office for any changes in health 
insurance coverage within 31 days. 
 
Employees may choose family dental coverage with the difference being paid by payroll deduction 
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Initial Hiring and Briefing:   
Employees reporting to work for the first time upon being hired will be provided with the following: 
 

1. The names of fellow staff and faculty members, the business manager, secretaries, and other special staff personnel 
who will come to the building. 

2. Location and use of physical facilities of building: Classrooms, cafeteria, library, break rooms, and lavatories. 
3. Regulations for pupils in building and on school grounds; uses of entrances, exists, lavatories, playground areas, 

equipment and activities; regulations for pupils during, before and after school hours. 
4. Directions regarding building meetings, in-service training meetings, other meetings, fire drill regulations, policies 

concerning leaves of absence, etc. 
5. The goals and aspirations of our schools. 
6. School system policies and regulations. 

 
Also upon being hired, each employee must complete the I-9 Employment Eligibility Verification form which is kept on file in the 
Superintendent’s Office. Prior to receiving a paycheck, each eligible employee must have the below list on file in the 
Superintendent’s Office: 
  

• W-4 Employee’s Withholding Allowance Certificate   
• Nebraska Retirement form (if eligible) 
• Health and major medical enrollment forms (if participating)  
• Cobra Notification Form 
• Drug/Alcohol-Free Workplace Policy form    
• Employment Agreement 
• Direct Deposit Form      
• 125 Plan Election Form 

 
Failure to provide any of the above documents within the specified time may result in the withholding of the employee’s paycheck 
until such documents are provided by the employee. 
 
Failure to provide any of the above documents within the specified time may result in the withholding of the employee’s paycheck 
until such documents are provided by the employee. 
 
Liability Insurance Coverage:   
The district protects its employees through a comprehensive liability insurance program. The district shall hold harmless and 
defend any district employee from claims for damages caused or alleged to have been caused, in whole or in part, by that 
employee while performing assigned duties as an employee of the district, to the extent such claims are covered by, and to the 
extent permitted by, the liability policy. Under the provisions of the district’s liability policy, employees who separate from the 
district are protected for incidents which happened while they were carrying out the duties of their job description for the district.  
The liability policy provides that the district shall not obligated to assume any costs or judgments held against the employee 
when such damages are proven to be due to the employee’s willful negligence, violation of law, or criminal act, as determined by 
a court of law. 
 
Overtime:    
Overtime is paid to classified employees in accordance with the Fair Labor Standards Act (FLSA). A publication provided by the 
federal government which provides more information about the FLSA is available in the Superintendent’s Office. 
 
Classified employees may be classified as either “exempt” or “non-exempt” for overtime purposes. Employees who are classified 
as exempt employees are not eligible for overtime, while those who are “non-exempt” are eligible for overtime. Hours must be 
maintained through the Time Clock System.  All leave days must be accounted for through the ODIE system.  Staff will be 
required to clock out when substitute route bus driving.  
 
Non-exempt employees will be expected to accurately report hours worked through the Time Clock System. Any errors must be 
remedied as soon as possible.  Falsification of time cards is a serious offense. 
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Any non-exempt employees must receive prior approval from their supervisor to work additional hours beyond their regular work 
schedule or any hours from home.  A form will be available in the offices and online for these requests.  Failure to obtain 
permission for additional or at home hours will result in disciplinary action, including possible termination. 
 
Non-exempt employees must be paid for each hour worked in excess of 40 hours in a workweek. The regular workweek is from 
12:00 a.m. on Sunday through 11:59 p.m. on Saturday. The administration may establish a different 7-day period workweek from 
time to time for specified employees or employee groups.  
 
As they do for a regular work day, classified employees that are paid an hourly wage are expected to use the time clock to both 
clock in and out when attending an out of town, work-related event (workshop, conference, meeting, etc.) so the length of travel 
time is included for that day’s total hours worked. 
 
Overtime pay for non-exempt employees will be paid at the rate of not less than 1½ times the employee's regular rate of pay for 
hours worked in excess of the 40 hour workweek. Employees with two or more non-exempt positions may be eligible for overtime 
pay based upon the total number of hours worked in one workweek. If applicable, the employee and the Superintendent will 
agree upon the overtime rate, in compliance with FLSA regulations. Loup City Public Schools does not allow compensatory time 
for overtime hours. 
 
The District’s policy is to not permit improper deductions from the salary of exempt employees who are required to meet a 
“salaried basis” test for the exemption to be applicable. (Teaching professionals are not subject to the “salaried basis” test). An 
employee who feels an improper deduction affecting exemption status has occurred may submit a complaint to the 
Superintendent or the Superintendent’s designee, who shall promptly investigate the complaint. Reimbursement shall be made 
and a good faith commitment to comply in the future will be given in the event it is determined that an improper deduction 
affecting overtime exemption has been made.    
 
The District’s policy is to authorize unpaid disciplinary suspensions of a full day or more for infractions of workplace conduct rules 
and to apply such policy uniformly to all similarly situated employees, including exempt employees who are required to meet a 
“salaried basis” test for the exemption to be applicable. Unpaid disciplinary suspensions of a partial day or of a full day or more 
may be implemented for infractions of safety rules of major significance. Deductions of pay of a partial day or of a full day or 
more may be made for FMLA leaves and in the first and last weeks of employment. In addition, based on principles of public 
accountancy, deductions from pay of a partial day (done by ¼ days) or a full day or more will be made for absences for illness, 
injury or personal reasons when accrued leave is not used or not available, and for absences due to any budget-required 
furlough. 
 
Payroll and Payroll Deductions:   
Salary and benefits are paid in accordance with the individual employment contracts. Payroll deductions shall be made in 
accordance with law and the negotiated agreement, including taxes and retirement. 
 
Personnel Files:   
Personnel files contain pertinent employee data relative to employment. The District will follow the requirements of state and 
federal law and regulation with regard to an employee’s personnel file, including but not limited to Neb. Rev. Stat. § 79-8,109. 
Employees are to notify the office of any changes in contact information as soon as possible. For a name change, provide your 
new social security card. Employees may contact the administration to request a review of their personnel file. 
 
Salary Reduction Agreements:   
The District will cooperate with any employee who chooses to participate in a tax sheltered annuity investment program under 
the Internal Revenue Code. For example, classified staff may participate under Section 403(b) provided that the classified 
employee executes a "Salary Reduction Agreement" provided by the District and the vendor of the 403(b) Plan elected by the 
employee has entered in to a "Service Provider Agreement" with the District holding the District harmless from any liability that 
may arise out of such 403(b) Plan, including, but not limited to, the calculation of the maximum exclusion allowance, tax 
reporting, notices and income withholding. 
 
125 Cafeteria Plan:  A Section 125 Cafeteria Plan is available through the school for all interested staff. The plan is administered 
in accordance with Federal and State Revenue Codes and allows employees to make payroll deductions before taxes for: 1) 
health related insurance premium, 2) out of pocket medical expenses, and 3) dependent care expenses. The plan year for this 
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program runs from September 1 to August 31. You must enroll each August. New employees have 30 days to enroll. Check at 
the Superintendent’s office for details. 
 
Worker’s Compensation Insurance:  
 All employees of the district are covered by liability and indemnity insurance for any injury occurring during the course of 
employment and are entitled to benefits provided by the Worker’s Compensation Law. A report of every accident occurring on 
the job must be filed with the administration within 24 hours of the accident. While on leave due to a valid Worker’s 
Compensation claim, employees may use portions of their available leave to compensate for lost wages. In no instance may the 
hours of paid leave requested plus the amount received from Worker’s Compensation (2/3rd of gross pay) total more than a 
normal day’s wages. 
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Article III – Absences From Work 
 
Breaks --- Meal & Rest:  Classified employees who work a full-day will be required to take a 30-minute meal break per day. It 
will be the responsibility of the employees’ supervisor to make sure that each employee gets a 30-minute meal break.  The meal 
break should be scheduled so as not to disrupt building or departmental functions. 
 
Meal breaks will be compensated if any of the following cannot be avoided: 

1. Employees are not relieved of their duties; 
2. Employees are not free to leave their posts; 
3. Meal break is too short to be useful (less than 30 minutes) 

 
Rest breaks are subject to departmental needs and are not guaranteed to any employee. If rest breaks are approved, the breaks 
should be no longer than 15 minutes for each half-day worked.  Any break that lasts longer than 15 minutes needs to be 
documented on the Time Clock System.  During the school year, employees shall not leave the building for their rest breaks but 
use in-house staff rooms and facilities, unless they receive permission from the Superintendent. Abuses of breaks will be 
addressed by the administration or immediate supervisor to individuals or groups affected. If an employee leaves the building, 
they are to check out appropriately with the office. 
 
Extended Leave of Absence Without Pay:   
An employee may apply to the Board of Education for an extended leave of absence. The Board of Education will consider such 
requests on a case-by-case basis. No leave of absence shall extend beyond one school year. A request for leave of absence 
due to personal illness must be accomplished by written verification and recommendation from the attending physician. All 
leaves of absence shall be without pay, except for the payment of health insurance benefits as may be required under applicable 
state or federal laws. During such leave, an employee does not receive credit toward advancement of the salary schedule, and 
the time is not included in years of service for the purpose of accumulation credit toward retirement unless the absence is one-
half year of less. 
 
Family and Medical Leave Act:   
The Family and Medical Leave Act (FMLA) provides for 12 weeks of job-protected unpaid leave in a 12 month period to eligible 
employees in specified circumstances.  
 
Specific details of this act are available in section 413.03 (Classified staff) of Board Policy 
 
If you need to take an FMLA leave, or have any questions regarding an FMLA leave, you should contact the Superintendent.  
 
Inclement Weather & School Closings:   
Classified employees may be required to work on days that school is closed due to inclement weather.  Any employee that is not 
required to work must get approval from the Superintendent before working any hours.  Classified employees may be paid for a 
day that school is closed by taking a personal or vacation day, if they have one available. 
 
Jury Duty:   
Any employee who is summoned to serve on jury or election board duty, or who is subpoenaed to provide testimony, shall not be 
subject to discharge from employment, loss of pay, loss of personal or medical leave, loss of vacation time, or any other form of 
penalty, as a result of his or her absence from work due to such service provided the employee submits a copy of the summons, 
in advance, to the employee's supervisor. 
Classified staff will receive their regular salary. Any payment for jury duty shall be paid to the school district. The employee will 
report to work within one hour on any day when the employee is excused from jury duty during regular working hours. 
 
Leave Types 
Employees are provided with personal leave in accordance with district policies. During such paid leaves, employees shall 
continue to receive all wages/salary and fringe benefits called for by the individual contract or negotiated agreement, if any. The 
leaves provided by the District are to be used for the purpose intended. Abuse of leave privileges affects the students, other staff, 
and the entire District and will not be tolerated. Personal leave is to be used for unavoidable absences due to personal illness or 
injury. 
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All unspecified leave must be exhausted before seeking administrative approval for using medical, bereavement and/or other 
leave for family illness and/or other related incidents. 
 
Employees must complete a leave request on the ODIE system order to receive approval for any days they may miss. In case of 
illness, the request must be turned in the day the employee returns to work. If at all possible, employees should file the form 
before being gone. If this is not possible, it is to be submitted the day the employee returns to work. Appropriate planning and 
measures should be taken by employees in case of emergency leave (i.e. teachers having effective lesson plans and materials 
prepared and readily available for the substitute, etc.). An employee who becomes ill and is unable to work is to contact the 
building secretary or supervisor at the earliest possible time. Before the end of the school day on the first day of the personal 
leave, and on each subsequent day of absence, notification should be made as soon as possible to indicate whether the teacher 
will be able to return to duty on the next duty day. For illnesses or medical situations where the need for the leave can be 
determined in advance, the teacher is to make such advance report of need for leave as soon as possible. 
 
For personal and other leaves, an ODIE request is to be submitted at least five school days prior to the absence, or such other 
advance notice as is practicable under the circumstances. Personal leave requests immediately before or after a holiday and/or a 
scheduled school vacation period may be granted based on a case-by-case basis at the sole discretion of the building principal.  
Employees are expected to be present the first and last day of school. 
 
Personal leave requests made during the first or last scheduled week of school will not be granted-unless an emergency exists. 
All employees who are absent for any period of time because of injury requiring care from a physician or health care provider, or 
for a period of one week or more due to illness, must present a written statement to the administration or supervisor from the 
employee’s physician or health care provider stating that the employee is physically able to return to duty. This statement is to be 
presented in person before the employee returns to duty in order that the present stage of convalescence can be observed and 
discussed. 
 
Personal Leave:  Ten (10) days of unspecified leave per year are granted to classified employees working 20 hours or more per 
week.  Unused days will be accumulated as medical leave, up to a maximum of 40 days. Days of leave are available for 
classified employees as a security and insurance against emergencies or illness during employment and are not redeemable as 
severance pay upon separation from the district. This leave may be used for illness, bereavement, or personal obligations that 
arise.   
 
Medical Leave. Any leave will first be taken from the unspecified leave days that are granted each year, and then from 
accumulated medical leave.  Classified employees who use medical leave must indicate the illness on the ODIE system. When 
doctor or dental appointments cannot be made outside of the employee’s work schedule, personal leave can be used to cover 
the time needed for such appointments. Absences which exceed the employee’s accumulated leave days are not paid. However, 
an employee may elect to use vacation time as additional medical leave. In the case of any extended periods of absence (three 
or more days) due to illness or injury, the supervisor may require a doctor’s written statement verifying the need for continued 
leave and specifying the probable time the employee will be able to return to work. 
 
When an employee becomes aware of medical circumstances which require an extended periods of absence, he/she should 
notify his/her immediate supervisor. The employee must furnish a statement from the attending physician (1) confirming the 
condition, (2) advising the district of the scheduled date of surgery or the expected delivery date, and (3) providing the date 
beyond which the employee should not continue to work and an opinion as to the employee’s physical and/or mental ability to 
continue to perform the duties of his/her job description.   
 
Use of medical leave for purposes other than personal illness or abuse of the medical leave provisions may result in disciplinary 
action, including cancellation of the medical leave provision for the employee or termination.  
 

Personal Leave. Personal leave may be granted to employees for the purpose of meeting business obligations or for 
unforeseen emergencies. Personal leave days are taken from unspecified leave days.  No personal leave will be 
approved after the ten unspecified days are used up.  Requests for Personal leave should be submitted to the 
immediate supervisor via the ODIE System as far in advance as possible. All personal leave requests must be 
submitted to the office of the superintendent for consideration. Personal leave requests made during the first or last 
scheduled week of school will not be granted-unless an emergency exists. 
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Bereavement Leave. Classified employees are eligible for full pay for absence in case of death or critical illness in the 
immediate family (child, spouse, parent- as defined by the Family and Medical Leave Act) or close, personal friends.  
Bereavement days will be taken from unspecified and accumulated medical leave as needed. 
 
Leave Without Pay. A leave of absence without pay may be granted the employee’s immediate supervisor for a period 
of time up to three (3) consecutive days provided: 

1. You present to your supervisor your reason(s) in writing. 
2. The time requested does not negatively affect the efficiency of the school operation. 
3. A substitute, if necessary, can be employed prior to the commencement of your leave. 

Extensions and/or longer requests for absence without pay shall be at the discretion of the Superintendent of Schools. 
 
Holidays:  Full-time classified employees are eligible for the following paid holidays which fall during their months of 
employment: 

• Labor Day 
• Thanksgiving Day    
• Memorial Day    
• Christmas Day 
• January 1     
• July 4     

An employee must be actively employed the workday before and after the holiday, or vacation, to be paid for the 
holiday.   
 
Vacation:  Twelve-month employees are eligible for paid vacation according to the following schedule: 
 0-1 year 5 days per year 
 2-5 years 10 days per year 
 6-10 years 12 days per year 
 11+ years 15 days per year 
 
Nine-month employees and part-time employees do not receive paid vacation days.   

 
There is no carry-over or accumulation of unused vacation leave from one year to the next. Any unused vacation days 
remaining at the end of the year shall be subtracted from the number of vacation days the employee can accumulate, 
such that the total vacation days will not exceed the maximum in the above schedule. Upon ending employment, 
unused vacation days will not be paid except to the extent required by law. 
 
No more than ten (10) days may be taken consecutively. In most cases, the head custodian and Superintendent will 
arrange two-week periods of vacation time for custodial and maintenance personnel during the summer. All vacation 
days must be approved by the supervisor prior to using the days. If an emergency arises for which an employee 
wishes to use vacation days, the employee should notify the supervisor of such intention at the earliest possible 
opportunity. Normally, vacation days are to be scheduled during the summer months when school is not in session and 
a substitute is not required. Vacation days are non-accumulative and may not be carried over to the succeeding year.  
 
Personal leave cannot be granted during scheduled vacations nor used immediately prior to or following vacations 
days. All vacations must be used prior to August 1st of each employment year. 

 
Military and Family Military Leave:  
Military leave and family military leave will be granted to the extent required by state and federal law. 
 
Employees requesting military leave must notify the Superintendent as soon as they receive notification of activation. 
   
Employees are to attach a copy of their orders to a District leave request form when they prepare the request for military leave. 
Employees requesting to take family military leave under the Nebraska statutes must notify the Superintendent at least 14 days 
in advance of taking such a leave if the leave will be for 5 or more consecutive days, consult with their supervisor to schedule the 
leave so as to not unduly disrupt operations of the school, and for leaves of less than 5 days, notify the Superintendent of the 
leave request as soon as practicable. 
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Family military leave under the Family and Medical Leave Act (FMLA) will be provided in accordance with that law and subject to 
the provisions of the Board policy pertaining to FMLA leave. 
 
Employees who are members of the National Guard, Army Reserve, Naval Reserve, Marine Corps Reserve, Air Force Reserve, 
or Coast Guard Reserve (hereinafter, “reserves”), are entitled to a military leave of absence from their respective duties, without 
loss of pay, when employed with or without pay under the orders or authorization of competent authority in the active service of 
the state or of the United States. Employees who normally work or are normally scheduled to work 120 hours or more in three 
consecutive weeks shall receive a military leave of absence of 120 hours each calendar year. Employees who normally work or 
are normally scheduled to work less than 120 hours in three consecutive weeks shall receive a military leave of absence each 
calendar year equal to the number of hours they normally work or would normally be scheduled to work, whichever is greater, in 
three consecutive weeks. Such military leave of absence may be taken in hourly increments and shall be in addition to the 
employee’s regular annual leave. 
 
When the governor of this state shall declare that a state of emergency exists, and any employee who is a member of the 
reserves is ordered to active service of the state, the employee shall be granted a state of emergency leave of absence until 
released from active service by competent authority. The leave of absence shall not be a military leave of absence; other forms 
of leave may be granted. The employee shall receive normal salary or compensation minus the state active duty base pay the 
employee receives in active service of the state. 
 
Retirement:   
District employees who are over age 21 and employed fifteen (15) or more hours per week must participate in the Public 
Retirement System of the State of Nebraska. The cost of participation is set by the Legislature and is deducted from the monthly 
payroll check. The district and the state also make contributions for each eligible employee. Upon termination of employment, an 
employee may apply to the Retirement Office, PO Box 94816, Lincoln, NE  68509, for return of the employee’s contributions 
made to the Nebraska School Employees Retirement System. However, the employee also may leave the money in his/her 
account. The methods for determining retirement benefits have been revised periodically by the Nebraska Legislature; therefore, 
each employee is encouraged to contact the Nebraska Retirement System to verify years of experience and to determine his/her 
particular benefits. For information, write to:  Director, Nebraska Retirement System, PO Box 94816, Lincoln, NE  68509. 
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Article IV – Duties and Responsibilities 
 
Bus Drivers:   
Regular route bus drivers will be paid an hourly rate.  Drivers will be responsible for keeping track of their hours on their bus logs.  Route 
hours must be turned in at the end of each month. 
 
Activity drivers will be paid an hourly rate to be determined each year by the Board of Education.  Drivers will be paid from the time they 
start the pre-trip inspection until they put the bus away after the trip, except for overnight trips.  For overnight trips, drivers will be paid 
from the time they start the pre-trip inspection until they bring the students back to the hotel for the night for each day they are on the trip.  
Activity drivers will be expected to stay at the event and the school will pay for their entry fee.  Drivers may choose to stay on the bus 
during the event, but will need to stay at the location of the event.   
 
Bus drivers living outside of the city limits of Loup City shall be reimbursed for their mileage to the school at the state rate.  
 
Staff filling in for bus routes will need to clock out of their full time position and clock back in at the conclusion of the route. 
 
Cell Phone Use:   
Classified Staff shall refrain from using their cell phones for non-work related activities while they are “clocked in”, especially when 
supervising students.  Cell phones during work time should be restricted to emergencies and work specific communication.   
 
Classified Staff are not allowed to use cell phones while operating a school vehicle.  If it is necessary to use a cell phone while operating 
a school vehicle, the staff member must pull over and place the vehicle in park before using their phone.   
 
Any misuse of cell phones while at work or while operating a school vehicle will result in disciplinary action up to, and including, 
termination of employment. 
 
Dispensing Medication:   
Employees are not permitted to give any medication to students unless trained under state statue Students who need to take prescription 
medicine must have a signed parent release form on file in the office. Medications are to be taken in the presence of the office staff, the 
nurse, or medication aide and are to be stored in the office. Medical procedures are not to be administered in the classroom except in 
accordance with the District’s Safety and Security Management Plan and the District’s Emergency Protocol (asthma/anaphylaxis 
protocol). 
 
If students must take medication and/or perform medical procedures prescribed by a duly licensed physician during school hours, it is the 
responsibility of the parents or guardians to sign permission to dispense the medicine at the school and to submit a note or prescription 
from the physician authorizing the medicine and/or medical procedure. School district personnel will not administer medicine, including 
over the counter medicine, without this signed form and note or prescription. Any medication brought to school needs to be properly 
labeled. The label should include the following information:  Student’s name, name of medication, dosage needed, and time of 
dispensing the medication. 
 
Duty Day:   
Classified employees’ work assignments may or may not be related to the regular school day. Classified employees are expected to 
know their duty dates and times, and to be on time for work. 
 
Hours of Work, Duties & Meetings:   
Regular, dependable attendance at work is an essential function for all employees.    
 
Employees shall attend meetings called by the administration, department heads and team leaders, except those meetings which are 
designated for optional attendance.  Classified employees will clock in for any meetings that are held on non-regular work days. 
 
Leaving School:   
Employees are to be on duty at all times during the assigned work day. Employees may not leave school or their assigned area during 
duty hours without approval of the administration or supervisor. Employees who leave the school during their designated lunch period 
must check out with the office. Employees who leave during their work hours for an approved absence must check out with the office or 
their supervisor when leaving, and check back in upon return. Employees who need to leave during the school day for reason of illness 
or emergency are to check out with their supervisor and make sure that a responsible person has been notified of their unexpected 
absence so work coverage may be provided.    
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Managing Student Conduct:   
All employees are responsible for all students in the hallways, in the rest rooms, at assemblies, at pep rallies, and during lunch. 
 
Reporting Child Abuse:   
Nebraska State Law and school policy mandates school officials to make a report to the proper law enforcement agency or the 
Department of Health and Human Services (Child Protective Services) when there is reasonable cause to believe that a child has been 
abused or neglected, or a child is in a situation which would reasonably result in abuse or neglect. According to Nebraska State Law, 
abuse or neglect means knowingly, intentionally, or negligently causing or permitting a minor child to be:   

a) Placed in a situation that endangers his or her life or physical or mental health;   
b) Cruelly confined or cruelly punished;   
c) Deprived of necessary food, clothing, shelter, or care;   
d) Left unattended in a motor vehicle if such minor child is six years of age or    younger;   
e) Sexually abused; or   
f) Sexually exploited by allowing, encouraging, or forcing such person to solicit for or engage in prostitution, debauchery, public 

indecency, or obscene or pornographic photography, films, or depictions. 
Employees are to inform their principal or supervisor in the event they become aware of child abuse or neglect.  
 
School employees who have reasonable cause to suspect a child is a victim of abuse or neglect, or who observe conditions which 
reasonably would result in abuse or neglect, shall report such incidents to the proper authorities. The employee shall make an oral report 
to the local law enforcement agency by telephone, followed by a written report if necessary. The report will include all information 
required by law. 
 
Role of Paraprofessionals:   
Paraprofessionals provide valuable assistance in the educational process and allow teachers to carry out their responsibilities in a more 
efficient and effective manner. A Paraprofessional must not, however, assume teaching responsibilities. The teacher must maintain the 
role of leadership and responsibility for the students, with the Para educator in a supportive role.  
 
Paraprofessionals may assist the teacher by, among other tasks, assisting with instructional activities under the direction of the teacher.  
Paraprofessionals are scheduled and supervised by the building principal(s). Paraprofessionals are to work only on their assigned work 
days and within their assigned work day. If a teacher requests a Para educator to work hours other than the assigned work hours or 
assigned work day, the administration should be contacted for approval. 
 
Supervision of Students: 
Proper supervision of students is an important responsibility for ALL employees.  
 
Contact the Office for Assistance:  The administration should be contacted immediately when a situation exists which could cause injury 
to students or others. Examples include: 

• student fight 
• student health problem (fainting, bleeding, high temperature, difficulty breathing, etc.); if the office cannot be immediately 

located, call 911 if the problem appears to be of immediate and serious concern  
• a report or a suspicion that a student has a weapon or other dangerous item or drugs, alcohol, or other illegal substances 
• presence of an intruder (a non-student or staff member who refuses to go to the office)  

 
Student Searches: Administration should also be contacted before performing searches of students or their belongings. Employees may 
direct a student suspected of having an item in violation of school rules to wait with you until another adult is present, or to follow you to 
the office if you can leave your assigned area without causing risk of harm to others. Do not use physical force to detain the student or to 
make the student accompany you except as reasonably necessary to protect the student or others. 
 
Student Rights:  Students should be treated fairly and given the same treatment without consideration of race, color, religion, gender, or 
disability. Students who need special accommodations should be given those accommodations as needed for them to participate in 
school and school activities. Further, students have the right to have their school records kept confidential. Such information should be 
shared only with other school staff with a need to know the information to perform their duties 
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Article V – Personal and Professional Conduct 
 
Attire:   
It is important for employees to project a professional, responsible, adult image to students, parents, and co-workers. Appropriate 
attire and grooming is one of the means of projecting such an image. Employees are expected to maintain conservative and 
professional attire and grooming when on duty. As a minimal guide, employees should not wear clothing which students would 
not be permitted to wear at school. Employees should wear clothing which is safe and suitable for their work assignments; and 
avoid clothing which may be caught in machinery. The administration may establish more detailed guidelines for individual 
employees should that be necessary.   
 
Ethics Standards:   
The Loup City Public Schools expects all its employees to adhere to high ethical standards. 
 
Classified employees must adhere to ethics standards which are modified from those established by the Nebraska Department 
of Education for certificated employees. The classified school employment job ethics standards which classified employees are 
expected to adhere to include those set forth below.   
 

Principle I - Commitment as a School Employee: Employees shall exhibit good moral character, maintain high 
standards of performance and promote equality of opportunity. In fulfillment of the employee's contractual and personal 
responsibilities, the employee: 
A. Shall not interfere with the exercise of political and citizenship rights and responsibilities of students, colleagues, 

parents, school patrons, or school board members. 
B. Shall not discriminate on the basis of race, color, creed, sex, marital status, age, national origin, ethnic 

background, or handicapping condition. 
C. Shall not use coercive means, or promise or provide special treatment to students, colleagues, school patrons, or 

school board members in order to influence personal decisions. 
D. Shall not make any fraudulent statement or fail to disclose a material fact for which the employee is responsible. 
E. Shall not exploit school relationships with students, colleagues, parents, school patrons, or school board members 

for personal gain or private advantage. 
F. Shall not sexually harass students, parents or school patrons, employees, or board members. 
G. Shall not engage in conduct involving dishonesty, fraud, deceit, or misrepresentation in the performance of job 

duties. 
H. Shall report to the Superintendent any known violation of paragraphs B or E above. 
I. Shall seek no reprisal against any individual who has reported a violation of this rule. 

 
Principle II - Commitment to the Student: Mindful that the employee’s classified position exists for the purpose of 
serving the best interests of the school district’s students and patrons, the classified employee shall perform his/her job 
duties with genuine interest, concern, and consideration for the student. The employee shall 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 employee: 
A. Shall make reasonable effort to protect the student from conditions which interfere with the learning process or are 

harmful to health or safety. 
B. Shall keep in confidence personally identifiable information that has been obtained in the course of employment, 

unless disclosure is approved by the administration or is required by law. 
C. Shall not discipline students using corporal punishment. 

 
Principle III - Commitment to the Public:  The magnitude of the responsibility inherent in the education process 
requires dedication to the principles of our democratic heritage. The classified employee bears responsibility for 
instilling an understanding of the confidence in the rule of law, respect for individual freedom, and a responsibility to 
promote respect by the public for the integrity of the profession. In fulfillment of the obligation to the public, the 
employee: 
A. Shall not misrepresent an institution with which the employee is affiliated, and shall take added precautions to 

distinguish between the employee's personal and institutional views. 
B. Shall not use institutional privileges for private gain or to promote political candidates, political issues, or partisan 

political activities. 
C. Shall neither offer nor accept gifts or favors that will impair judgment to be exercised in the course of employment. 
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D. Shall support the principle of due process and protect the political, citizenship, and natural rights of all individuals. 
E. Shall not commit any act of moral turpitude, nor commit any felony under the laws of the United States or any 

state or territory. 
F. Shall, with reasonable diligence, attend to the duties of the employee’s position. 

 
Principle IV - Commitment to Classified Position Employment Practices: The employee shall regard the 
employment agreement as a pledge to be executed both in spirit and in fact. The employee shall believe that sound 
personnel relationships with governing administration and board of education are built upon personal integrity, dignity, 
and mutual respect. In fulfillment of the obligation to professional employment practices, the employee: 
A. Shall apply for, accept, offer, or assign a position or responsibility on the basis of preparation and legal 

qualifications. 
B. Shall not knowingly withhold information regarding a position from an applicant or employer, or misrepresent an 

assignment or conditions of employment. 
C. Shall give prompt notice to the employer of any change in availability of service. 
D. Shall conduct job related business through designated procedures, when available, that have been approved by 

the employing agency. 
E. Shall not assign to unqualified personnel, tasks for which an employee is responsible. 
F. Shall permit no commercial or personal exploitation of his or her professional position. 
G. Shall use time on duty and leave time for the purpose for which intended. 

 
Evaluations:   
Evaluations of classified employees will be conducted in accordance with the District’s evaluation policy. Supervisors reserve the 
right to observe, appraise, or evaluate employees more frequently than required by policy on an as-needed basis. Employees 
are expected to participate constructively and positively in the evaluation process and to accept and implement constructive 
suggestions and improvement strategies developed by the administration. Employee performance and/or actions which interfere 
with the District’s goal to provide a positive and safe educational environment are not tolerated. 
 
New classified employees are evaluated formally at the end of the 60 or 90 day training period. All classified personnel are 
evaluated at least once a year by the assigned supervisors. Employees needing to improve their performance may be evaluated 
more frequently. An Employee Performance Review form is used to conduct the annual evaluation. As part of the evaluation 
process, the supervisor meets with the employee, shares the evaluation, and makes plans for improvement if necessary.  The 
Performance Review form is placed in the employee’s personnel file. If an employee wants to respond to the evaluation, he/she 
must submit a written response to the supervisor and request that it be attached to the evaluation. If the overall rating of the 
“Performance Review” is “not satisfactory”, an improvement plan is filed with the evaluation. 
 
 
Medical Examinations:  Medical examinations are not routinely required of all applicants or employees. However, certain 
minimum standards of health and physical ability are required of employees in some job categories. If the District requires a 
physical exam as a condition of employment, the exam will be conducted after an offer of employment has been made, will relate 
to job performance capabilities, and will be required for all new employees in the same category (Title I of ADA). Cost of these 
exams will be at District expense. 
 
Special examinations or clinical tests may be necessary to determine employee’s fitness to return to work due to injury or illness.  
In such cases, the District will select the physician, make arrangements for the examination, and assume responsibility for the 
expenses. The District may also require reports from employees own health care providers, at the expense of the employees. 
Since medical office hours are limited to the common work day, a supervisor may excuse an employee, without loss of pay or 
leave, to go for job-related examinations or tests which cannot be scheduled during the employee’s off-duty hours. 
 
Outside Employment:  Employees shall not perform other work or duties unrelated to District employment during duty hours. In 
addition, employees shall not engage in employment which conflicts with their school duties. Employees are not required to notify 
the District of outside employment. 
 
Professional Boundaries Between Employees and Students:  All employees are expected to observe and maintain 
professional boundaries between themselves and students. A violation of professional boundaries will be regarded as a form of 
misconduct and may result in disciplinary action. 
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Relationships:  
 It is important for employees to maintain an effective working relationship with the administration and co-workers - including 
teachers and other support staff – as well as students, parents, and district patrons. Employees are also to maintain appropriate 
relationships with students. Appropriate relationships are established by extending social courtesies, following through on 
commitments and promises, complying with administrative directives and Board polices, being honest and consistent, and not 
intruding into personal matters outside the scope of duties or gossiping or spreading rumors about others. 
 
Role Model:  All employees serve as role models for students and their actions and conduct reflect on the school as a whole. All 
employees are in all respects to conduct themselves in a manner supportive of the mission of the school
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Article VI – Use of School Facilities and Equipment 
 
Asbestos Notification:   
The Loup City Public Schools is in compliance with all health laws and the Environment Protection Agency (EPA) in regard to 
asbestos in our school buildings. Asbestos has been identified in the following areas: 
Primary Building: Vinyl floor tile and flue insulation on boiler   
Original Middle School Structure: Vinyl floor tile 
 
None of the above asbestos materials pose an immediate health problem to employees or students. The school will continue to 
periodically inspect and monitor these areas. Our Asbestos Management Plan is available for review at all buildings and the 
Office of the Superintendent, 800 North 8th Street, Loup City. 
 
Bulletins, Announcements, Displays:   
Employees are responsible for keeping current with daily/weekly announcements, bulletin updates, and electronic messages for 
administrative memos, announcements, and/or changes. Likewise, daily announcements must be submitted to the office by 2 
p.m. the previous day.  
 
Bulletin boards, display cases, doors, walls, hallways, windows, lockers, etc. are available for school-related and approved 
materials to be posted and displayed. All display items posted or materials for distribution in the school must be appropriate for 
school use, meeting the approval of the administration. The person or organization responsible for displaying or distributing the 
materials is responsible for cleanup after the event. 
 
Care of School Property:   
Employees are responsible for the proper care of all books, equipment, supplies and furniture supplied by the school. If an item 
is in need of maintenance or repair, report it to the administration or supervisor. If you learn that a student or employee has 
damaged school property or equipment, or if you are responsible for damage to school property, promptly report it to the 
administration or supervisor so the item may be replaced or repaired if possible and appropriate responsibility for the cost of 
replacement or repair may be determined.  
 
Copyright and Fair Use Policy:   
It is the school’s policy to follow the federal copyright law. Employees are reminded that, when using school equipment and when 
completing course work, they also must follow the federal copyright laws. The federal copyright law governs the reproduction of 
works of authorship. Copyrighted works are protected regardless of the medium in which they are created or reproduced; thus, 
copyright extends to digital works and works transformed into a digital format. Copyrighted works are not limited to those that 
bear a copyright notice. 
 
The “fair use” doctrine allows limited reproduction of copyrighted works for educational and research purposes. The relevant 
portion of the copyright statue provides that the “fair use” of a copyrighted work, including reproduction “for purposes such as 
criticism, news reporting, teaching (including multiple copies for classroom use), scholarship, or research” is not an infringement 
of copyright. The law lists the following factors as the ones to be evaluated in determining whether a particular use of a 
copyrighted work is a permitted “fair use,” rather than an infringement of the copyright: 
 

• the purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit 
educational purposes; 

• the nature of the copyrighted work; 
• the amount and substantiality of the portion used in relation to the copyrighted work as a whole, and 
• the effect of the use upon the potential market for or value of the copyrighted work. 

 
Although all of these factors will be considered, the last factor is the most important in determining whether a particular use is 
“fair.” Students should seek assistance from a faculty member if there are any questions regarding what may be copied.  
 
District Website and Social Media:   
The district website and other approved social media outlets provide means of discriminating information to the community about 
school events and classroom activities, and provide an effective line of communication between the community, staff and 
students. The superintendent’s administrative assistant is responsible for implementing the web site regulations and posting 
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materials to be published on the web site. All web s on the web site will conform to this policy and the corresponding regulations. 
 
Individual staff members may be granted rights to post information on the district’s social media outlets. Staff members who post 
to social media should keep in mind the purpose, goals and high academic standards of the district when using social media. 
 
Drug-Free Workplace:   
The district will implement regulations and practices which will insure compliance with the Federal Drug-Free Schools and 
Communities Act and with the Omnibus Transportation Employee Testing Act of 1991, and all regulations and rules promulgated 
pursuant thereto. 
Drugs and Alcohol Prohibited - Standards of Conduct for Employed Staff:  The unlawful manufacture, possession, selling, 
dispensing, use or being under the influence of alcohol or any alcoholic beverage or alcoholic liquor in the work place on school 
grounds or during an educational function, or event off school grounds, or off school grounds if there is a substantial interference 
with school purposes, is prohibited. The possession, selling, dispensing, use or being under the influence of any controlled 
substance or drug, including but not limited to marijuana, any narcotic drug, any hallucinogen, any stimulant, or any depressant 
on school grounds, or during the educational function or event off school grounds, or off school grounds if there is a substantial 
interference with school purposes, is prohibited. The possession, selling, dispensing, use or being under the influence of any 
abusable glue or aerosol paint or any other chemical substance for inhalation, including but not limited to lighter fluid, whiteout, 
and reproduction fluid, when such activity constitutes a substantial interference with school purposes on school grounds or 
during and educational function, or event off school grounds, is prohibited. 
 
The possession, selling, dispensing or use of any look-alike drug or look-alike controlled substance when such activity 
constitutes a substantial interference with school purposes on school grounds or during an educational function, or event off 
school grounds, is prohibited. 
 
Any prescription or non-prescription drug, medicine, vitamin or other chemical may not be taken unless authorized as stated in 
the next section on authorized use 
 
Employed Staff 

1. Violation of this policy may result in disciplinary sanctions, including but not limited to, suspension, non-
renewal, termination or cancellation of a certificated employee's contract pursuant to Neb. Rev. Stat. § 79-
829 R.R.S., the suspension or termination of employment of a non-certificated employee, completion of an 
appropriate rehabilitation program, referral to law enforcement authorities for prosecution, and filing of a 
complaint with the Professional Practices Commission. 

2. All employees shall be given a copy of the standards of conduct and disciplinary sanctions required, and 
notified that compliance with the standards of conduct is mandatory. 

 
Lost and Found:   
Employees who find lost articles are asked to take them to the office, where the articles can be claimed by the owner.   
 
Safety: 
Safety Program and Safety Committee:  The District has established a Safety and Security Management Plan which includes 
safety and security plans and procedures, including plans and procedures to address emergency and crisis situations. 
Employees are expected to be familiar with and to comply with the Safety and Security Management Plan. The Plan may be 
obtained from the office. The District also has a safety committee to address employee accidents, injuries and work place 
conditions. Representatives are appointed by the administration to serve on the committee. If you have a desire to serve on the 
committee, you should contact the administration or your supervisor. Employees can make suggestions and/or report concerns 
to the safety committee or the administration. 
 
Safety Practices:  Guidelines for safe work practices which teachers should follow include the following:  

1. Never stand on chairs, counters, tables, etc. Only use step stools, ladders and locking stools to stand, climb, etc., to 
reach high places, put things on bulletin boards, etc. 

2. Always wear protective equipment (i.e., goggles, aprons, gloves, and ear protection). 
3. Wipe up spills or report promptly to appropriate personnel. DO NOT assume someone else will do it. 
4. Be aware of your surroundings. Keep your work area/room clean and pick up clutter, debris, etc. 
5. Identify and report all hazards (i.e., broken equipment, broken or uneven floor surfaces, non-operating tools, windows, 
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doors, etc.). Follow up if not repaired. 
6. Do not use equipment if you are not familiar with it or operate machinery without proper training. 
7. Do not carry heavy or bulky objects. Get a cart, dolly or assistance. Know how to properly lift. 
8. Report any injuries or medical problems to your supervisor immediately and complete an accident report.   
9. Wear seatbelts when in school vehicles where provided. 
10. Do not do repetitive tasks for long periods of time (i.e., keyboarding, dipping cookies, cutting out things, filing, typing, 

etc.). Take breaks, learn and do stretching exercises, etc. Every accident in the school building, on the school grounds, 
at practice sessions, or at any athletic event sponsored by the school must be reported immediately to the office.  

11. Do not engage in “horse play.” Such conduct is a common cause of injuries and is not consistent with job duties. 
 
As required by law, approved safety glasses will be required of every student and employee while participating in or observing 
vocational, technical, industrial technology, science, and art classes. All visitors to these areas must check out a pair of safety 
glasses when entering any of these areas.   
 
Use of Personal Vehicles: Employees who drive school vehicles must have a valid driver's license and proof of insurance. 
Employees will be provided a Driver’s Certification form to verify this information and to be given instruction on emergency 
evacuation and first aid. Employees 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. 
Employees are not to use cell phones while driving a school vehicle or while transporting children. 
 
Accidents:  Every accident which results in a personal injury must be reported to the office immediately. In the event the injury 
involves a student, the employee responsible for the student either as teacher, coach or sponsor is responsible for making the 
report. If the injury occurs in the presence of the teacher, the teacher is also responsible for making a report.   
 
Workers Compensation: Employees are required to immediately report any work-related injury and/or work-related medical 
condition to their supervisor and complete all appropriate paperwork.  
 
District Crisis Team:  Loup City Public Schools has a team of faculty and administrators organized should a crisis issue arise for 
the District (i.e. death of a student, death of a teacher, disaster, etc.). School operational guidelines and procedures have been 
developed and will be monitored by this committee. The committee is headed by the High School Guidance Counselor. Should a 
faculty member learn of a situation that may require the attention of the crisis team, they should alert the administration or the 
High School Guidance Counselor. Other faculty will be notified as conditions develop. Every teacher should be knowledgeable of 
the proper emergency procedures and instruct their students of such procedures, and have the District’s “Emergency Procedures 
Guide” flip chart accessible for immediate reference. 
 
District Exposure Control Plan:  To safeguard the health and well-being of District employees and promote a safe work 
environment, the Loup City Public Schools has developed this “Exposure Control Plan” to reduce exposure to Hepatitis B Virus 
(HBV), Human Immunodeficiency Virus (HIV), and other blood borne pathogens to which employees may be exposed in their 
workplace. Copies of the Exposure Control Plan are kept in the office of the Superintendent, 7-12 Principal’s Office, and the 
Nurse’s Office. 
 
The employees of the Loup City Public Schools have the most important role in the blood borne pathogens compliance program, 
for the ultimate execution of much of the Exposure Control Plan rests in their hands. In this role the employees function as 
follows: 

1. Know what tasks they perform that have occupational exposure. 
2. Attend the blood borne pathogens training sessions applicable to their exposure/risk level. 
3. Plan and conduct all activities in accordance with established work practice controls. 
4. Develop and practice good personal hygiene habits. 
5. Read the school’s Exposure Control Plan and training handbooks (may be obtained from the administration or school 

nurse). 
 
Personal Protective Equipment (PPE) Locations 
  Types of PPE   Location(s) 
  Disposable Gloves   Nurse’s Office, School Offices    
      Custodial Offices 
      Teacher Work Areas 
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  Pocket/CPR Mask   Nurse’s Office 
      School Offices 
  Gloves, CPR Mask & Sponges  Elementary Buildings’ Fanny Packs 
  Utility Gloves/Dustpan & Broom Custodian’s Office 
 
Emergency Protocol:  The Board recognizes that emergencies may arise that justify the use of emergency response to life 
threatening asthma and systematic allergic reactions ("anaphylaxis"). To this end, the Board adopts the Emergency Response to 
Life Threatening Asthma or Systemic Allergic Reactions Protocol (“Emergency Protocol”) as required by state regulation and 
directs the administration to establish rules and procedures to implement the protocol.  
 
Emergency Protocol –Students:  The administration adopts the Emergency Protocol set forth in Nebraska Department of 
Regulation Rule 59, Appendix A, as such protocol may be amended from time to time.  
The Emergency Protocol shall be implemented, and the equipment and medication necessary to implement the Emergency 
Protocol shall be maintained, at each school building while school is in session. The administration shall designate employees to 
be responsible for implementing the Emergency Protocol and will provide training to such designated employees. 
 
For purposes of the Emergency Protocol, the phrase “while school is in session” is defined as the core instructional school day. 
The “core instructional school day” is defined as that portion of each day school is in session during which teachers are on duty 
to provide and students are scheduled to receive instruction in the School District’s curriculum, generally beginning at 7:50 a.m. 
and ending at 3:50 p.m. The Emergency Protocol shall not be required to be implemented other than in the school buildings 
while school is in session, and as such is not required to be implemented at extracurricular activities, on school buses, or during 
school field trips. Implementation of the Emergency Protocol at such non-mandatory times or places shall be made in the 
discretion of the administration and shall be subject to the availability of the employees designated or trained in implementation 
of the Emergency Protocol and the availability of the necessary equipment and medication at such times or places.  
 
Employee Indemnification for Emergency Protocol: The Board understands that employees may be reluctant to undertake the 
task of administering the Emergency Protocol due to the potential threat of personal liability. Accordingly, it shall be the policy of 
this District to indemnify and hold harmless those employees who take actions in accordance with and pursuant to the 
Emergency Protocol. This indemnification shall be secondary to and not replace any insurance coverage applicable to any claim 
against the employee. To receive such indemnification, the Board of Education shall by majority vote of a quorum of the Board 
determine that the employee had completed the training to administer the Emergency Protocol, did not intentionally fail to follow 
the Emergency Protocol or was not grossly negligent in the administration of the Emergency Protocol, and acted in good faith 
and in a manner which the employee reasonably believed to be in or not opposed to the best interests of the school district. 
 
Salespersons:   
Employees need not allow, and should not permit, any salesperson or representative or agent of any commercial enterprise or 
theatrical presentation to contact the teacher while engaged in the teacher’s duties except for such times as may be designated 
by the administration. By law, the hours of no solicitation are between 8:30 a.m. and 5:00 p.m. on all days school is in session. If 
you are required to be at work earlier than 8:30 a.m., the hours are extended to that earlier time as well. 
 
Employees shall not use classrooms, buildings or other school property for personal use or profit without specific approval from 
the administration. Employees shall not use time for which they are on duty or paid by the District to engage in any activity for 
personal financial profit. Any violation of this policy will be held to be willful insubordination. 
 
Security of Desks and Lockers:   
Offices, desks, lockers, file cabinets and other such storage devices (“storage devices”) are owned by the school, are on 
property owned by the school, and are to be properly cared for and maintained. Appropriate security measures should be used to 
protect school and personal property kept in storage devices from theft or vandalism and to protect confidential student records.   
 
The school exercises exclusive control over school property and reserves the right search offices and storage devices provided 
to or used by employees where permitted by law, such as where reasonable grounds exist for suspecting that a search will turn 
up evidence that the employee has committed work-related misconduct, or that a search is necessary for a non-investigatory 
work-related purpose, such as to retrieve a file. School-related documents or records must remain readily available to 
administration and other appropriate school staff. Any personal items a teacher wants to have kept private should be kept in a 
separate personal storage device, such as a brief case, purse, or backpack.  
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The District is not responsible for any personal property employees may bring to school. Employees are cautioned not to bring 
large amounts of money or items of significant value to school.   
 
Smoke and Nicotine-Free Workplace:   
The use of nicotine products in the District’s buildings and on school grounds, all owned or leased facilities and vehicles are 
prohibited. 
 
Use of District Computer Network and Internet Acceptable Use:   
The use of computers, technology and the Internet must be consistent with the educational objectives of the School District. All 
School District electronic resources must be used in a responsible, efficient, ethical and legal manner. Failure to adhere to these 
regulations will result in loss of user privileges, disciplinary action, dismissal and/or appropriate legal action. 
 
Privileges: The use of the District's electronic networks is a privilege, not a right. The Building Principal will make all decisions 
regarding whether or not a user has violated this authorization and may deny, revoke, or suspend access at any time. 
 
Unacceptable Use: The user is responsible for his or her actions and activities involving electronic resources. Some examples of 
unacceptable uses are: 

1. Using the network for any illegal activity, including violation of copyright or other contracts, or transmitting any material 
in violation of any U.S. or State law. 

2. Unauthorized loading or downloading of software, games or files, regardless of whether they are copyrighted or 
devirused. 

3. Downloading copyrighted material for other than personal use. 
4. Commercial or for-profit uses. 
5. Wastefully using resources, such as file space. 
6. Destroying, modifying or abusing hardware or software. 
7. Gaining unauthorized access to resources, files, passwords or other users' accounts. 
8. Accessing the Internet from a School District access point using a nonschool district Internet account. 
9. Accessing fee services via district technology without specific permission from the Building Principal. 
10. Accessing, receiving, transmitting or re-transmitting material regarding students, parents/guardians or district 

employees that is protected by confidentiality laws. If material is not legally protected but is of a confidential or sensitive 
nature, great care shall be taken to ensure that only those with a "need to know" are allowed access to the material. 
Staff members shall handle all employee and student records in accordance with School District policies and 
regulations. 

11. Invading the privacy of individuals. 
12. Disrupting the work of others. 
13. Posting material authorized or created by another without his/her consent. 
14. Impersonation of another user, anonymity and pseudonyms. 
15. Sending or accessing encrypted information. 
16. Commercial or private advertising or political lobbying. 
17. Accessing, submitting, posting, publishing, or displaying any defamatory, inaccurate, abusive, obscene, profane, 

sexually oriented, threatening, discriminatory, offensive, harassing, or illegal material. 
18. Using or attempting to use the resources while access privileges are suspended or revoked. 

 
No Expectation of Privacy: Use of the District's electronic resources, including e-mail, is not private. The District reserves the 
right to log, monitor, examine, evaluate, and disclose solely at its discretion, the contents of all files, communications, or other 
usage on or conducted through these resources despite any designation of privacy by either the sender or recipient. 
 
No Warranties: The District makes no warranties of any kind, whether expressed or implied, for the service it is providing. The 
District will not be responsible for any damages the user suffers. This includes loss of data resulting from delays, non-deliveries, 
missed deliveries, or service interruptions caused by its negligence or the users' errors or omissions. Use of any information 
obtained via the Internet is at the user's own risk. The District specifically denies any responsibility for the accuracy or quality of 
information obtained through its services. 
 
Indemnification: The user agrees to indemnify the School District for any losses, costs, or damages, including reasonable 
attorney fees, incurred by the District relating to, or arising out of, any violation of these procedures. File: 606.06R2 
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Security: Network security is a high priority. If the user can identify a security problem on the Internet, the user must notify 
appropriate personnel. Do not demonstrate the problem to other users. Users shall not reveal their passwords to other 
individuals. Attempts to logon to the Internet as a system administrator will result in cancellation of user privileges. Any user 
identified as a security risk may be denied access to these resources. 
 
Vandalism: Vandalism will result in cancellation of privileges and will be reported to the legal authorities for possible prosecution. 
Vandalism is defined as any malicious attempt to harm or destroy data of another user, the Internet, or any other network. This 
includes, but is not limited to, the uploading or creation of computer viruses 
 
Limited Resource: Activities that are deemed by the network supervisor to cause unreasonable demand on network capacity or 
disruption of system operation are prohibited. Users shall not post chain letters or engage in "spamming". Spamming is sending 
unsolicited messages to a large number of people, or sending a large number of unsolicited messages to one or a few 
individuals 
 
EMPLOYEE USE OF SOCIAL NETWORKS:  The Superintendent and Administrative Team will annually remind staff members 
and orient new staff members concerning the importance of maintaining proper decorum in the on-line, digital world as well as in 
person. Employees must conduct themselves in ways that do not distract from or disrupt the educational process. The orientation 
and reminders will give special emphasis to: 

1. Improper fraternization with students using Facebook and similar internet sites or social networks, or via cell phone, 
texting or telephone. 

2. Teachers may not list current students as “friends” on networking sites. 
3. All e-contacts with students should be through the district’s computer and telephone system, except emergency 

situations. 
4. All contact and messages by coaches with team members shall be sent to all team members, except for messages 

concerning medical or academic privacy matters, in which case the messages will be copied to the athletic director and 
the principal. 

5. Teachers will not give out their private cell phone or home phone numbers without prior approval of the district. 
6. Inappropriate contact via e-mail or phone is prohibited. 
7. Inappropriateness of posting items with sexual content 
8. Inappropriateness of posting items exhibiting or advocating use of drugs and alcohol 
9. Examples of inappropriate behavior from other districts, as behavior to avoid 
10. Monitoring and penalties for improper use of district computers and technology 
11. The possibility of penalties, including dismissal from employment, for failure to exercise good judgment in on-line 

conduct. 
 
All online communication by District employees during the school day, using District resources, or on behalf of the District is 
subject to District policies. Employees shall maintain a standard of professional responsibility and conducts, realizing their online 
actions at work and at home represent the District. The network systems administrator may periodically conduct internet 
searches to see if teachers have posted inappropriate materials on-line. When inappropriate use of computers and websites is 
discovered, the Principals and Superintendent will promptly bring that inappropriate use to the attention of the staff member and 
may consider and apply disciplinary action up to and including termination. 
 
GUIDELINES FOR EMPLOYEE USE OF SOCIAL NETWORKS 

1. Know and follow District policies and regulations relating to online communications. 
2. District employees are personally responsible for the content they publish on blogs, wikis or any other form of user-

generated media. Remember that what you publish will be public for a long time—protect your privacy. 
3. Anonymity or false screen names should only be used in personal, non-work related online communications. Identify 

yourself, and when relevant, your District, when you discuss professional matters. Write in the first person. You must 
make it clear that you are speaking for yourself and not on behalf of the District. 

4. If you publish content to a website and it has something to do with work you do or subjects associated with your 
District, use a disclaimer such as this: "The postings on this site are my own and don't necessarily represent my 
District's positions, policies or practices." 

5. Respect copyright, fair use and financial disclosure laws. When you do use material from others, where possible link 
back to the source. 

6. Never provide confidential or other proprietary information about your District, your students, or your co-workers. Ask 
permission prior to publishing or reporting on conversations that are meant to be, or might be assumed to be, private or 
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internal to the District and your work. 
7. Be particularly aware of student privacy laws including FERPA. 
8. Don't cite or reference fellow staff members, administrators, parents, volunteers, suppliers, or others associated with 

the District without their approval. 
9. Always maintain professional standards. Absolutely never use ethnic slurs, personal insults, obscenity, or engage in 

any conduct that would not be acceptable in the workplace. You should also show proper consideration for others' 
privacy and for topics that may be considered objectionable or inflammatory—such as politics and religion. 

10. Find out who else is blogging or publishing on the topic, and cite them. 
11. Be aware of your professional responsibilities with online social networks. When you identify yourself as an educator, 

ensure your profile and related content is consistent with how you wish to present yourself with colleagues and clients. 
12. Don't pick fights, be the first to correct your own mistakes, and don't alter previous posts without indicating that you 

have done so. 
13. Be thoughtful about everything published online. If you are angry or frustrated, it is best to avoid using online 

communications. 
14. Be very judicious in disclosing any personal details, as they will be available online for a long time. 
15. Try to add value. Provide worthwhile information and perspective. The District is best represented by its people and 

what you publish will reflect on your District and your community. 
16. Maintaining the trust of others with whom you communicate is critical. If you have a vested interest in something you 

are discussing, be the first to point it out. Nothing gains you more notice in the online social media environment than 
honesty—or dishonesty.  

17. Blogs, wikis, virtual worlds, social networks, or other tools hosted outside of the District’s protected Intranet 
environment should not be used for internal communications among fellow employees. It is fine for fellow employees to 
disagree, but don't use your external blog or other online social media to air your differences in an inappropriate 
manner. 

18. When speaking about other districts or teachers at other districts, be careful about identifying them if the remark may 
be interpreted as being critical of them. You must make sure that what you say is factual and that it does not disparage 
others. 

19. Avoid arguments. Don't try to settle scores or goad others into inflammatory debates. 
20. There are always consequences to what you publish. If you're about to publish something that makes you even the 

slightest bit uncomfortable, review the suggestions above and think about why that is. If you're still unsure, and it is 
related to your work or the District, feel free to discuss it with your administrator. Ultimately, however, you have sole 
responsibility for what you post to your blog or publish in any form of online social media 

 
Use of School Facilities --- Security, Keys, Valuables (Money):  Employees and authorized personnel who are issued keys to 
the school are expected to not lose their keys and to not allow others to have access to or to use their keys. Employees shall 
never share their security codes or key cards with students. Employees are expected not to copy or possess unauthorized keys. 
Employees are permitted to have access to school facilities during non-school time provided such access is for work-related 
purposes. When employees leave the building, they are to close all windows, lock interior doors, make sure that the entry door(s) 
is fully closed and locked, and properly arm the building security alarm system. This is especially important when employees are 
using the school facilities prior to the beginning of the school year and during any weekend or evening usage (i.e. outside of 
regular school hours). Security includes not only maintenance of a secure (locked) building but protection from fire hazards and 
faulty equipment, and as well as the safe practices in the use of electrical, plumbing, and heating equipment. Records and funds 
shall be kept in a safe place under lock and key. 
 
School property is to be used for approved work-related purposes and not for personal purposes or for personal gain or benefit. 
Access to school buildings and grounds outside of regular school hours is endorsed on an organized basis. School grounds are 
available to be used as playgrounds for corresponding neighborhoods but supervision is only provided for LCPS students during 
school hours. Use of school supplies (paper, staples, etc.), school equipment (copiers, fax machines, telephones, etc.), and 
school postage is to be used for approved school-related purposes only. Excess or surplus supplies or equipment, including 
items which have been placed in the trash, should not be removed for non-school use without approval from the administration. 
 
Adequate lighting is provided as one of the best safeguards against illegal entry and vandalism. Employees should be alert to 
strangers or suspicious activity on the school premises. Employees should not hesitate to ask for the name and business of any 
person found on the grounds or in the buildings. Questionable persons or activities should be reported to the supervisor or 
administration immediately. License numbers of unfamiliar cars on or near school grounds should also be reported. This aspect 
also applies to all employees with regard to any and all school property, whether during the school day, after school, or at night. 
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Strangers or suspicious activity should be reported to the local police. 
 
Employees are provided with a key card that allows them access to the weight room.  Employees may use the weight room 
during off hours and the summer at no charge.  It is also requested that employees refrain from using the weight room during 
scheduled student time.  Immediate family members of employees may also use the weight room.  Children under the age of 19 
must be accompanied by the employee.  Students in elementary school may not use the weight room. 
 
For the employee’s own protection, no money should ever be left in classrooms. Collection of money for items purchased by 
students or for school-related aspects will be handled through the administrative offices. Proceeds from sale of concessions 
and/or fund raisers should be taken directly to the central office or left in the bank night depository in a locked deposit bag. All 
funds need to be receipted and purchases paid by school check to comply with auditors recommended procedures. 
 
Use of School Vehicles:  Whether the teacher is using the vehicle for student activity or business trips, the following procedures 
shall be followed: 
 
Reservations:  Teachers are required to fill out the transportation request form and submit it to the appropriate office at least five 
days before the scheduled trip.  Teachers may request certain vehicles for their business trips, but are not guaranteed their first 
preference. 

1. Practice Transportation will be arranged by the Athletic Director and Transportation Director. 
2. Activities Director and Athletic Director will schedule transportation for events and meetings with the Transportation 

Director, including leave times from school. 
3. Field trips, professional development trainings, meeting trips, and all other transportation shall be requested through 

the appropriate principal’s office and will be arranged by the Principal and Transportation Director. 
  
Business Trips:  The Transportation Director will provide the keys to the teacher through the Principal’s Office.  Only one vehicle 
will be sent to any particular meeting or training, unless the number of staff members attending necessitates another vehicle.  
Any staff that does not go with the assigned vehicles must take their own and will not be reimbursed for their travel. 
 
Date of the trip:  No matter the reason for the trip, the following procedures will be expected of all staff members using school 
vehicles: 

1. Conduct a pre-trip inspection based on the list provided in each vehicle. 
2. Write down the date, starting mileage, destination, and any issues noted in the pre-trip inspection on the vehicle log. 
3. Upon return, write down the ending mileage, total mileage for the trip, and any other issues noted during the trip on the 

vehicle log. 
4. Make sure that all garbage is picked up and the vehicle is clean before returning the keys. 
5. Upon return, make sure that the vehicle is parked in the appropriate labeled spot. 
6. If the vehicle has less than ½ tank of gas, staff shall fill the tank before turning in the keys.  Any time gas is added to 

the vehicle, write down the amount of gas added and the total cost on the vehicle form.  The receipt for the gas shall 
also be left in the binder provided in each vehicle. 

 
Use of Telephone:  
To enhance better communication between home and school, as well as internally within the school itself, each classroom is 
equipped with a phone. The use of the phones are not meant to disrupt instruction, so should be used at only appropriate times 
(planning time, breaks, noon, between classes, etc.). Personal telephone calls shall not be made during duty time except in the 
event of an emergency. All personal long distance calls must be made utilizing the employee’s personal cell phone or calling 
card. Please use your own assigned security phone code number. Only long distance calls relating to Loup City Public Schools 
business should be made unless cleared by the office.  
 
Long Distance calls can only be made from the K-3, 4-6, 7-12, or the Superintendent’s offices. Local calls can be made from the 
classrooms. To make long distance calls within the 308 area code: dial 1-700-xxx-xxxx (Use 700 instead of 308); you will then 
hear a solid tone. Enter your assigned 3-digit code to complete the connection. For calls outside the 308 area code, dial the 
number with the proper area code and enter your personal code at the tone.  
All faxes will be sent and received through the Elementary office. When you send a FAX, the call is long distance so it will be 
made on your calling code. The secretary will assist with all faxes. 
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Video Surveillance:   
The Board of Education has authorized the use of video cameras on School District property to ensure the health, welfare and 
safety of all staff, students and visitors to District property, and to safeguard District facilities and equipment. Video cameras may 
be used in locations as deemed appropriate by the Superintendent.   
 
Notice is hereby given that video surveillance may occur on District property. In the event a video surveillance recording captures 
a student, employee, or other building user violating school policies or rules or local, state or federal laws, the video surveillance 
recording may be used in appropriate disciplinary proceedings against the student, employee, or other building user and may 
also be provided to law enforcement agencies 
 
Visitors:   
Employees are not to have visitors on school property except on a short-term basis and only with permission of the 
administration. Visitors should follow posted procedures for being on school property.  
 
Weapon-Free Workplace:  The District prohibits any person from being in possession of a weapon at a school attendance 
facility, on school property, at a school-supervised activity, or at a school-sponsored function. Any employee found to be in 
violation of this policy shall be subject to disciplinary action, up to and including termination.  
  
The term "weapon" means an instrument or object used, or which may be used, as a means of attack, defense, or destruction, 
including, without limitation: 

1. Any object which will, or is designed to, or may readily be converted to, expel a projectile by the action of an explosive 
or other means; 

2. The frame or receiver of any object described in the preceding example; 
3. Any firearm muffler or silencer; 
4. Any explosive, incendiary or gas (a) bomb, (b) grenade, (c) rocket, (d) missile, (e) mine, or similar device; 
5. Any bludgeon, sandclub, metal knuckles, or throwing star; 
6. Any knife other than as used for strictly instructional or personal care or eating purposes. A pocket knife with a blade of 

2-1/2 inches or more is a prohibited weapon. A switch-blade knife is prohibited regardless of size of the blade. A 
switch-blade knife is defined as a knife with a blade that opens automatically by hand pressure applied to a button, 
spring, or other device in the handle of a knife, or any knife having a blade that opens or falls or is ejected into position 
by the force of gravity or by an outward, downward, or centrifugal thrust or movement; 

7. Any electronic device designed to discharge immobilizing levels of electricity, commonly known as a stun gun; and 
8. An employee may possess mace or other similar chemical agents in quantity and/or concentration typically designed 

for individual personal defensive purposes shall not be considered as possession of a weapon. Possession of larger 
quantities and/or concentrations of mace or other similar chemical agents than is typically designed for individual 
personal defensive purposes will be considered as possession of a weapon. Usage of mace or other similar chemical 
agents will be considered as usage of a weapon if the usage is found to be for non-defensive purposes. An employer 
who is negligent in their possession of mace or other similar chemical agents will be subject to disciplinary action. 

9. An employee may possess an item which may be considered a weapon where such item is used for instructional 
purposes and the employee has received approval of the administration to possess the item, provided it is used in the 
manner approved and is maintained in such manner as the administration has directed.  

10. Any other object that is designed for or intended for use as a destructive or injurious device. 
 
The phrase "possession of a weapon" includes, without limitation, a weapon in an employee's personal possession, as well as in 
an employee’s motor vehicle, desk, locker, briefcase, backpack, or purse.  
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Article VII – State and Federal Programs 
 
Anti-discrimination & Harassment Policy 
Elimination of Discrimination:  The Loup City Public Schools hereby gives this statement of compliance and intent to comply with 
all state and federal laws prohibiting discrimination or harassment and requiring accommodations. This school district intends to 
take necessary measures to assure compliance with such laws against any prohibited form of discrimination or harassment or 
which require accommodations.   
 
Preventing Harassment and Discrimination  
Purpose:  Loup City Public Schools is committed to offering employment and educational opportunity to its employees and 
students in a climate free of discrimination. Accordingly, unlawful discrimination or harassment of any kind by administrators, 
teachers, co-workers, students or other persons is prohibited. In addition, the Loup City Public Schools will try to protect 
employees and students from reported discrimination or harassment by non-employees or others in the work place and 
educational environment.  
For purposes of this policy, discrimination or harassment based on a person's race, color, national origin, gender, marital status, 
disability, religion or age is prohibited. The following are general definitions of what might constitute prohibited harassment. 
 

In general, ethnic or racial slurs or other verbal or physical conduct relating to a person's race, color, religion, disability 
or national origin constitute harassment when they unreasonably interfere with the person's work performance or 
create an intimidating work, instructional or educational environment. 

 
Age harassment (40 years of age and higher) has been defined by federal regulations as a form of age discrimination. 
It can consist of demeaning jokes, insults or intimidation based on a person's age. 

 
Sexual harassment is defined by federal and state regulations as a form of sex discrimination. It can consist of 
unwelcome sexual advances, requests for sexual favors, or physical or verbal conduct of a sexual nature by 
supervisors or others in the work place, classroom or educational environment. Sexual harassment may exist when: 

• Submission to such conduct is either an explicit or implicit term and condition of employment or of 
participation and enjoyment of the school’s programs and activities; 

• Submission to or rejection of such conduct is used or threatened as a basis for employment related 
decisions, such as promotion, performance, evaluation, pay adjustment, discipline, work assignment, etc., or 
school program or activity decisions, such as admission, credits, grades, school assignments or playing time;  

• The conduct has the purpose or effect of unreasonably interfering with an individual's work or educational 
performance or creating an intimidating, hostile, or offensive working, class room or educational environment. 

• Sexual harassment may include explicit sexual propositions, sexual innuendo, suggestive comments, 
sexually oriented "kidding" or "teasing", "practical jokes", jokes about gender-specific traits, foul or obscene 
language or gestures, displays of foul or obscene printed or visual material, and physical contact, such as 
patting, pinching or brushing against another's body. 

 
An individual who believes he/she has been abused shall notify Angela Simpson, the designated investigator. The alternate 
investigator is Roger Reikfoski. The investigator may request that the individual complete the Abuse Complaint form. Information 
received during the investigation shall be kept confidential to the extent possible. 
 
The investigator, with the approval of the superintendent, or the superintendent has the authority to initiate a harassment 
investigation in the absence of a written complaint. The investigator shall have access to the educational records of the student 
and access to the student for purposes of interviewing the student about the report. 
 
When abuse is reported, the investigator shall make copies of the report and give a copy to the person filing the report, the 
students' parents and the immediate supervisor of the employee named in the report. The employee named in the report shall 
not receive a copy of the report until the employee is initially interviewed. 
 
The investigator shall use discretion in handling the information received regarding an investigation of abuse by an employee, 
and those persons involved in the investigation shall not discuss information regarding the complaint outside the investigation. 
The entire investigative procedure will be thoroughly explained, including the confidential nature of the proceedings, to the 
student and other persons involved in the investigation. 
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The investigator shall notify the parent, guardian or legal custodian of a student of the date and time of the interview and of the 
right to be present or to see and hear the interview or send a representative in the parent's place. The investigator shall interview 
the student as soon as possible, but in no case later than five days from the receipt of a report or notice of the allegation of 
sexual abuse. The investigator may record the interview electronically. 
 
It is the responsibility of the investigator to determine whether it is more likely than not that an incident took place between the 
employee and the student. If the investigator believes the employee committed a sex act with a student or sexually exploited a 
student, the investigator shall defer the investigation and immediately notify law enforcement officials, the superintendent, the 
student's parents and the person filing the report. 
The designated investigator shall not interview the school employee named in a report of abuse until after a determination is 
made that jurisdiction exists, the alleged victim has been interviewed and a determination made that the investigation will not be 
deferred. 
 
If the investigator determines an incident occurred, while not an illegal sex act with a student or sexual exploitation of a student, 
but where the employee engaged in inappropriate, intentional sexual behavior, further investigation is warranted. If further 
investigation is warranted, the investigator may proceed to interview the employee and other individuals who may have 
knowledge of the circumstances contained in the report. Prior to interviewing other individuals who may have knowledge of the 
circumstance contained in the report, the investigator shall provide notice of the impending interview of student witnesses or the 
student to their parent, guardian, or legal custodian prior to interviewing those students. 
 
Within five days of receipt of an investigable report, the investigator shall complete an informal investigation. The informal 
investigation shall consist of interviews with the student, the employee and others who may have knowledge of the alleged 
incident. If the investigator determines that the allegations in the report are founded and that immediate and professional 
investigation is necessary, the investigator may defer further investigation and contact appropriate law enforcement officials, the 
student's parents and the person filing the report. 
 
Within fifteen days of receipt of the report, the investigator shall complete a written investigative report, unless the investigation 
was temporarily deferred. The written investigative report shall include: 

1. The name, age, addresses and attendance center of the student named in the report. 
2. The name and address of the student's parent or guardian and the name and address of the person filing the report, if 

different from the student's parent or guardian. 
3. The name and work address of the employee named in the report as allegedly responsible for the abuse of the 

student. 
4. An identification of the nature, extent and cause, if known, of any injuries or abuse to the student named in the report. 
5. A general review of the investigation. 
6. Any actions taken for the protection and safety of the student. 
7. A statement that, in the investigator's opinion, the allegations in the report are either: 

a. Unfounded. (It is not likely that an incident, as defined in district rules, took place), or 
b. Founded. (It is likely that an incident took place.) 

8. The applicability of exceptions to the investigated incident, or reason for the contact or force used. 
9. A statement that, in the investigator's opinion, any physical contact that occurred was: 

a. Appropriate. (Actions not requiring any disciplinary process), or 
b. Inappropriate. (Actions invoking a disciplinary process as defined in district rules). 

10. The disposition or current status of the investigation and recommendations regarding the need for further investigation. 
11. A listing of the options available to the parents or guardian of the student to pursue the allegations. These options 

include, but are not limited to: 
a. Contacting law enforcement officials. 
b. Contacting private counsel for the purpose of filing a civil suit or complaint. 
c. Filing a complaint with the Nebraska Professional Practices Commission if the employee is a certificated 

employee. 
 

The investigator shall retain the original and provide a copy of the written investigative report to the school employee named in 
the report, the employee's supervisor, the superintendent and the student's parent or guardian. The person filing the report, if not 
the student's parent or guardian, shall be notified only that the investigation has been concluded and of the disposition or 
anticipated disposition of the case. 
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If the investigator's report or law enforcement officials conclude the case involved founded physical or sexual abuse by a 
certificated employee, or the employee admits the violation, or the employee has surrendered the employee's certificate or 
license, the investigator shall file a complaint on behalf of the district after obtaining the superintendent's signature with the 
Nebraska Professional Practices Commission. The investigator shall also arrange for counseling services for the student if the 
student or student's parents request counseling services. 
Information of unfounded abuse shall not be put in the employee's personnel file. 
 
Breakfast and Lunch Programs:   
The District participates in the National School Lunch Program. Employees are expected to keep information about the 
participation of students in the program confidential.   
 
In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discrimination on the 
basis of race, color, national origin, sex, age, or disability.  
 
To file a complaint of discrimination, write: 
 
 USDA, Director 
 Office of Civil Rights’ 
 Room 326-W, Whitten Building 
 1400 Independence Ave, SW 
 Washington, DC  20250-9410 
 
 Or call (202) 720-5964 (voice and TDD)     
 USDA is an equal opportunity provider and employer. 
 
Confidentiality of Protected Health Information:   
It is the policy of the District to develop and implement all necessary practices, policies, and procedures to comply with the 
Health Insurance Portability and Accountability Act of 1996 (HIPAA) where and to the extent applicable and to maintain the 
privacy of protected health information (PHI), as that term is defined by HIPAA, that it receives, obtains, or transmits for 
employees and students. The District designates the Superintendent as its HIPAA privacy officer. Student and employee records 
containing PHI shall be accessible only to those who require such information to carry out their duties.  
 
Designation of Coordinators:  
Any person having inquiries concerning the District’s compliance with anti-discrimination laws or policies or other programs 
should contact or notify the following person(s) who are designated as the coordinator for such laws, policies or programs. The 
contact address for the coordinator is:   Loup City Public Schools, 800 N. 8th St, PO Box 628, Loup City, NE 68853-0628, (308) 
745-0120.  
 

Law, Policy or Program Issue or Concern Coordinator 
Title VI  Discrimination or harassment based on race, color, 

or national origin; harassment 
Superintendent 

Title IX Discrimination or harassment based on sex; gender 
equity 

Superintendent 

Section 504 of the 
Rehabilitation Act and the 
Americans with Disability Act 
(ADA) 

Discrimination, harassment or reasonable 
accommodations of persons with disabilities 

Superintendent 

Homeless student laws Children who are homeless Superintendent 
Safe and Drug Free Schools 
and Communities 

Safe and drug free schools Superintendent 

 
Disclosure of Staff Qualifications:   
The No Child Left Behind Act of 2001 gives parents/guardians the right to get information about the professional qualifications of 
their child’s classroom teachers. The District designates the following information as “directory information” and will give 
parents/guardians such information upon request: 
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1. Whether the paraprofessional has met qualifications required and which of the qualifications they have not. 
 
Disclosure of Student Information to Military Recruiters and Colleges:   
The No Child Left Behind Act of 2001 requires the District to provide military recruiters and institutions of higher education 
access to secondary school students’ names, addresses, and telephone listings. Parents and secondary students have the right 
to request that the school not provide this information (i.e., not provide the student’s name, address, and telephone listing) to 
military recruiters or institutions of higher education, without their prior written consent. Employees are expected to follow these 
requirements.  
 
Grievance Procedure for Persons with a Disability:   
The Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act address discrimination, harassment or 
failure to provide reasonable accommodations to persons with a disability. The following grievance procedure shall be used for 
resolution of complaints of alleged violations of the ADA or Section 504: 
 

1. Complaints shall be filed with the ADA and Section 504 Coordinator. Complaints shall be made in writing, unless the 
Complainant's disability prevents such, in which event the Complaint can be made verbally. 

2. Complaints shall set forth: (a) the name of the Complainant, (b) the address and telephone number or other such 
information sufficient to enable the Coordinator to contact the Complainant, (c) a brief description of the alleged 
violation, and (d) the relief requested by the Complainant. 

3. Complaints shall be investigated by the Coordinator or the Coordinator's designee. Investigations shall be thorough, 
but informal, and the Complainant shall be given a full opportunity to submit evidence relevant to the complaint. 

4. The Coordinator shall make a decision on the Complaint within thirty (30) days of the filing of the Complaint, unless 
such time period is extended by agreement of the Complainant. The decision shall be made in writing, shall set forth 
the Coordinator's proposed resolution of the Complaint, and shall be forwarded to the Complainant 

5. The Complainant shall have ten (10) days from the date the Coordinator's decision is sent to the Complainant to accept 
or reject the Coordinator's proposed resolution, and shall be deemed to have accepted the proposed resolution unless 
the Complainant rejects the proposed resolution within such time period. In the event the complainant rejects the 
proposed resolution, the complainant shall be given the opportunity to file a request for reconsideration within the ten 
(10) days from the date the Coordinator's division is sent to the Complainant. The request for reconsideration shall be 
filed with the Coordinator. The Coordinator shall consider any additional information provided in the request for 
reconsideration and make a decision on the request for reconsideration within 10 (ten) days after the request for 
reconsideration was filed.  

 
Homeless Students:   
The No Child Left Behind Act of 2001 requires that homeless students not be stigmatized or segregated on the basis of their 
status as homeless. Homeless children generally include children who lack a fixed, regular, and adequate nighttime residence. 
The Superintendent serves as the District’s designated Homeless Coordinator and should be contacted for questions relating to 
a homeless student.   
 
Notice of Nondiscrimination:   
It is the policy of Loup City Public Schools to not discriminate on the basis of sex, disability, race, color, religion, veteran status, 
national or ethnic origin, marital status, pregnancy, childbirth or related medical condition, or other protected status in its 
education program, activities or employment policies and provides equal access to designated youth groups.  The following 
person has been designated to handle inquiries regarding the non-discrimination policies: 
 
 Angela Simpson 
 Superintendent 
 800 N 8th Street 
 Loup City, NE 68853 
 308-745-0120  
 angela.simpson@lcpublic.org 
 
Complaints or concerns involving discrimination or needs for accommodations or access should be addressed to the above 
named employee.  For further information about anti-discrimination laws and regulations, or to file a complaint of discrimination 
with the Office for Civil Rights in the U.S. Department of Education (OCR), please contact: 
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 Office for Civil Rights 
 601 East 12th Street, Room 353 
 Kansas City, MO 64106 
 1-800-368-1019 (phone) 
 1-816-426-3686 (fax) 
 1-800-537-7697 (telecommunications device for the deaf) 
 ocr.kansascity@ed.gov 
 
Notification of Rights Under FERPA:   
The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age (“eligible students”) 
certain rights with respect to the student’s education records. They are: 
 

1. The right to inspect and review the student’s education records within 45 days of  the day the district receives a request 
for access. Parents or eligible students should submit to the school principal (or appropriate school official) a written 
request that identifies the record(s) they wish to inspect. The principal will make arrangements for access and notify 
the parent or eligible student of the time and place where the records may be inspected. 

2. The right to request the amendment of the student’s education records that the parent or eligible student believes are 
inaccurate or misleading. Parents or eligible students may ask the school district to amend a record that they believe is 
inaccurate or misleading. They should write the school principal, clearly identify the part of the record they want 
changed, and specify why it is inaccurate or misleading. If the district decides not to amend the record as requested by 
the parent or eligible student, the district will notify the parent or eligible student of the decision and advise them of their 
right to a hearing regarding the request for amendment. Additional information regarding the hearing procedures will be 
provided to the parent or eligible student when notified of the right to a hearing. 

3. The right to consent to disclosures of personally identifiable information contained in the student’s education records, 
except to the extent that FERPA authorizes disclosure without consent. One exception which permits disclosure 
without consent is disclosure to school officials with legitimate educational interests. A school official is a person 
employed by the district as an administrator, supervisor, instructor or support staff member (including health or medical 
staff and law enforcement unit personnel); a person serving on the school board; a person or company with whom the 
District has contracted to perform a special task (such as an attorney, auditor, medical consultant or therapist); or a 
parent or student serving on an official committee, such as a disciplinary or grievance committee or assisting another 
school official in performing his or her tasks. A school official has a legitimate educational interest if the official needs to 
review an education record in order to fulfill his or her professional responsibility and effectively provide the function or 
service for which they are responsible.  

 
Contractors, consultants, and volunteers are permitted to have access to education records where they are performing 
a function or service that would otherwise be done by a school employee. Their access is limited to education records 
in which they have a legitimate educational interest; which means records needed to effectively provide the function or 
service for which they are responsible. The District forwards education records (may include academic, health, and 
discipline records) to schools that have requested the records and in which the student seeks or intends to enroll, or 
where the student has already enrolled so long as the disclosure is for purposes related to the student’s enrollment or 
transfer.    

4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the district to comply 
with the requirements of FERPA. The name and address of the office that administers FERPA is: 

 
  Family Policy Compliance Office 
  U.S. Department of Education 
  400 Maryland Avenue, S.W. 
  Washington, D.C. 20202-4605 
 
NOTICE CONCERNING DIRECTORY INFORMATION:  The District may disclose directory information. The types of personally 
identifiable information that the district has designated as directory information are as follows: student’s name, address, 
telephone listing, electronic mail address, photograph, date of and place of birth, major fields of study, dates of attendance, 
grade level, enrollment status (e.g., full-time or part-time), participation in officially recognized activities and sports, weight and 
height of members of athletic teams, degrees, honors and awards received, and most recent previous school attended. A parent 
or eligible student has the right to refuse to let the District designate any or all of those types of information about the student as 
directory information. The period of time within which a parent or eligible student has to notify the District in writing that he or she 
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does not want any or all of those types of information about the student designated as directory information is as follows: two 
weeks from the time this information is first received. The district may disclose information about former students without meeting 
the conditions in this section. 
 
A form for students to participate in school public relations activities has been added to the last section of this handbook, as well 
as information related to the disclosure of student information as it pertains to the Nebraska School Activities Association (NSAA) 
in conjunction with the Loup City Public Schools as a member school of the NSAA. 
 
 Student Directory information will be released to the Loup City Booster Organization for the purpose of committee assignments, 
unless notified in writing. 
 
ADDITIONAL NOTICE CONCERNING DIRECTORY INFORMATION:  The district’s policy is for education records to be kept 
confidential except as permitted by the FERPA law, and the district does not approve any practice which involves an 
unauthorized disclosure of education records. In some courses student work may be displayed or made available to others. Also, 
some teachers may have persons other than the teacher or school staff, such as volunteers or fellow students, assist with the 
task of grading student work and returning graded work to students. The District designates such student work as directory 
information and as non-education records. Each parent and eligible student shall be presumed to have accepted this designation 
in the absence of the parent or eligible student giving notification to the District in writing in the manner set forth above pertaining 
to the designation of directory information. Consent will be presumed to have been given in the absence of such a notification 
from the parent or eligible student. 
 
Notice Concerning Designation of Law Enforcement Unit. The District designates the Sherman County Sheriff Department as the 
District's “law enforcement unit” for purposes of (1) enforcing any and all federal, state or local law, (2) maintaining the physical 
security and safety of the schools in the District, and (3) maintaining safe and drug free schools. 
 
Parental Involvement:   
It is the policy of the district to provide full access to the parent of any student of the district to review textbooks, tests, curriculum 
and instructional materials, records of a student of any such parent, unless otherwise prohibited by law, and to any surveys of 
students done by the school district. Summary information regarding the district's curriculum, testing, and surveys will be 
provided at the beginning of each school year. 
 
Requests for access to specific instructional materials should be addressed to the teacher or building principal. 
 
Requests by parents to attend and monitor courses, assemblies, counseling sessions and other instructional activities shall also 
be made to the building principal or teacher. While requests to monitor are usually granted, if the request is denied, reasons for 
the denial will be provided. 
 
It is the policy of the district to provide as consistent an experience as possible in all classroom instruction, testing, surveys, and 
other school experiences. It is the policy of the district not to excuse students from classroom instruction, testing, and other 
school experiences unless an objection is submitted to the building principal or teacher outlining the specific experience, the 
basis for the objection and a proposed solution for dealing with the objection that would be satisfactory to the parent. 
 
The request for the student to be excused will be reviewed by the building principal and a decision provided to the parents. While 
verbal objections and decisions are valid, written follow-up to verbal communications is required from the parent and the 
principal. If a student is excused from the requested activity no penalty will be assessed but an agreed upon alternative activity 
must be performed to the satisfaction of the teacher and principal. 
 
It is the policy of the district to use only testing methods and testing instruments that are not of an experimental nature and to 
avoid using any testing materials or testing techniques that are not generally recognized by educational professionals to be 
within sound educational standards and both educationally and academically appropriate. It is the policy of the district to notify 
parents of any standardized testing that may be scheduled within the school district. 
 
It is the policy of the district to notify parents of any survey which may be scheduled and to conduct student surveys judiciously, 
with full consideration of the fact that parents may find items of the survey objectionable. The board will involve parents in the 
development of the Title I plan, the process for school review of the plan and the process for improvement.  
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Title I Parental Involvement:  The District has a separate policy established pursuant to the No Child Left Behind Act of 2001 
relating to parental involvement applicable to parents of children enrolled in Title I programs. The policy requires that parents of 
Title I children been given the opportunity to participate in regular, two-way, and meaningful communication involving student 
academic learning and other school activities, including ensuring – (A) that parents play an integral role in assisting their child’s 
learning; (B) that parents are encouraged to be actively involved in their child’s education at school; (C) that parents are full 
partners in their child’s education and are included, as appropriate, in decision making and on advisory committees to assist in 
the education of their child; and (D) the carrying out of other activities, such as those described in the parental involvement 
policy. Employees are expected to comply with the Title I parental involvement policy. 
 
 
Student Privacy Protection:   
The No Child Left Behind Act of 2001 requires the District to protect the privacy of students. Further information about student 
privacy and the District’s policies with regard to student privacy are found in Board policy and in the student handbook. In 
general, employees are expected to comply with these provisions of the NCLB and related Board policy, as follows:  

1. Student surveys created by and administered by either the United States Department of Education or a third party (a 
group or person other than the District)—give parent/guardian the opportunity to inspect the survey upon request 
before the survey is administered or distributed to the students; 

2. Student surveys which involve “sensitive” matters—make suitable arrangements to protect student privacy (that is, do 
not include the name or other identifying information about a particular student) and give parents the opportunity, in 
advance, to “opt-out” their child from the survey.  Sensitive matters include: 
a. Political affiliations or beliefs of the student or the student’s parent; 
b. Mental or psychological problems of the student or the student’s parent;  
c. Sex behavior or attitudes; 
d. Illegal, anti-social, self-incriminating or demeaning behavior; 
e. Critical appraisals of other individuals with whom the student has close family relationships; 
f. Legally recognized privileged or analogous relationships, such as those of lawyers, physicians, and ministers; 
g. Religious practices, affiliations, or beliefs of the students or the student’s parent; 
h. Income (other than that required by law to determine eligibility for participation in a program or for receiving 

financial assistance under such program). 
3. Instructional materials—permit parents upon reasonable request to inspect any instructional material used as part of 

the educational curriculum for their child. The term “instructional materials” does not include academic tests or 
academic assessments for purposes of this parent inspection requirement. If you receive such a request, direct the 
parent to contact your building principal and also inform the building principal yourself about the request to get 
instructions. 

4. Collection, disclosure, or use of personal information collected from students for the purpose of marketing or for selling 
that information—the District policy is to not gather such information for such purposes. 
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LOUP CITY SCHOOL DISTRICT 
CLASSIFIED STAFF EVALUATION 

 
Name: 
 

 Position  

Supervisor: 
 

 Date:  

 1 2 3 4 
Quality of Work:  Accuracy, acceptability, and thoroughness of work. 
     

Quantity of Work: Volume of work; ability to plan and organize workload; meeting work 
schedule expectations.     

Job Knowledge:  Degree of knowledge; operations/care of equipment/materials. 
     

Attendance, Punctuality, and Dependability 
     

Communication Skills;  Oral or written; with co-workers/supervisors/ subordinates; with 
public.     

Interpersonal Skills/Teamwork 
     

Personal Characteristics:  Initiative, attitude, adaptability, flexibility. 
     

Adherence to Loup City Public School Policies. 
     

Knowledge and Practice of Safety Rules 
     

Personal and Professional Growth 
     

Comments:   
 
 
 
 
 
 
 
Supervisor’s Recommendation for Next Year: 
 
_____  Do not retain                                                     _____  Retain; no additional step; improvement           
                                                                                                     plan (attach plan to evaluation form). 
 
_____  Retain: no additional step on salary               _____ Retain: with additional step on salary 
  
The signature below indicates that this employee review has been given to the listed employee.  Signing this form does not indicate agreement with this 
review.  Employees must sign within 7 days of receiving this review.  Employees have 14 days to include a response to this review in their file. 

Employee Signature:  
 Date:  

Supervisor Signature:  
 Date:  
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Job Standard 1 – Unsatisfactory 2 – Basic 3 – Proficient 4 – Distinguished 
Quality of Work Quality of work is poor; 

errors are not corrected; 
does not fully complete 
duties  

Quality of work is 
satisfactory, but to the 
lowest standards; errors 
are corrected after they 
are noticed by supervisor; 
completes duties, but to 
the lowest degree. 
 

Quality of work is above 
satisfactory; errors are 
self-corrected; completes 
duties thoroughly and 
completely. 

Quality of work is 
exemplary; few errors are 
made, but are always 
immediately corrected; 
completes duties above 
and beyond expectations. 

Quantity of Work Does not meet deadlines 
or schedule 
expectations; daily work 
load is lighter than job 
requirements expect; 
unable to prioritize work 
assignments 

Usually meets deadlines 
and schedule 
expectations; daily work 
load is generally in line 
with job requirements; 
able to prioritize work 
assignments with some 
mistakes 

Meets deadlines and 
schedule expectations 
regularly; daily work load 
is always in line with job 
requirements; able to 
priorities work 
assignments with no 
mistakes 

Completes tasks ahead 
of deadlines and 
schedule expectations; 
daily work load is above 
job requirement 
expectations, without 
causing problems with 
quality of work; priorities 
work assignments 
seamlessly. 
 

Job Knowledge Demonstrates insufficient 
or no job knowledge of 
key responsibilities; Does 
not follow or ignores 
recommended care and 
use of equipment; 
wastes supplies 

Demonstrates job 
knowledge of key 
responsibilities; follows 
recommended care and 
use of equipment; uses 
supplies appropriately 

Demonstrates thorough 
job knowledge of key 
responsibilities and 
shows organizational job 
knowledge beyond 
responsibilities; provides 
for additional care of 
equipment beyond 
recommended care and 
use of equipment; uses 
supplies appropriately 

Demonstrates and shares 
thorough job knowledge 
of key responsibilities and 
organizational job 
knowledge beyond 
responsibilities; follows 
recommended care and 
use of equipment, share 
knowledge of equipment, 
and repairs equipment; 
plans for the appropriate 
use of supplies. 

Attendance, 
Punctuality, and 
Dependability 

Frequently arrives to 
work late or leaves early; 
fails to notify supervisor 
of tardiness or absence; 
regularly does not 
adhere to regular work 
schedule 

Arrives to work on time; 
informs supervisor of 
absence, but not in a 
timely manner; 
occasionally does not 
adhere to regular work 
schedule 

Prepared to start work on 
time; informs supervisor 
of absence in a timely 
manner; adheres strictly 
to regular work schedule. 

Adjusts schedule based 
on organizational needs; 
makes arrangements for 
coverage during 
scheduled absences and 
informs supervisor in 
timely manner; strictly 
adheres to regular work 
schedule. 
 

Communication 
Skills 

Communicates in a 
manner that is neither 
tactful nor positive; does 
not seek help or clarity  in 
performing job duties as 
needed; does not 
respond in a timely 
manner; complaints have 
been received from other 
stakeholders 

Communicates in a 
manner that is neither 
negative nor positive, but 
is respectful; occasionally 
seeks help or clarity in 
performing job duties as 
needed; responds to 
most requests in a timely 
manner;  

Communicates in a 
positive and helpful 
manner; regularly seeks 
help or clarity in 
performing job duties as 
needed; responds to all 
request in a timely 
manner. 

Communicates in a 
positive, helpful, and 
professional manner; 
seeks help and clarity in 
performing job duties and 
constantly initiates helpful 
suggestions; is proactive 
in most situations and 
responds in a timely 
manner 

Interpersonal 
Skills/Teamwork 

Unsuccessful in 
interpersonal situations; 
interactions are mostly 
negative with other 
workers; works alone; 
makes critical, 
demeaning, or 

Shows limited 
interpersonal skills; 
interactions range from 
positive to negative; 
cooperates with others 
when required; does not 
make negative nor 

Shows good 
interpersonal skills; 
interactions are mostly 
positive with other 
workers; works well with 
others; makes only 
positive and helpful 

Shows great 
interpersonal skills; 
interactions are always 
positive with other 
workers; works well with 
others and seeks out 
opportunities to work 
together; makes only 
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condescending remarks 
to or about coworkers. 

positive comments to or 
about coworkers.  

comments to or about 
coworkers. 

positive and helpful 
comments to or about 
coworkers. 

Personal 
Characteristics 

Lacks energy for the job; 
unable to adapt to 
change in workplace; 
fails to accept 
responsibilities; requires 
constant guidance or 
regular feedback to 
complete job 
requirements. 

Approaches their job with 
satisfactory energy; 
complains about changes 
in the workplace; takes 
time to adjust to 
responsibilities; requires 
some feedback but 
minimal guidance to 
complete job 
requirements. 

Approaches their job 
energetically and 
positively; recognizes and 
adapts to changes in the 
workplace; accepts and 
adjusts well to 
responsibilities; takes the 
initiative to complete job 
requirements 

Approaches their job with 
passion and suggests 
ideas for improvement; 
recognizes, recommends, 
and adapts to change; 
takes initiative for 
responsibilities; 
recognizes and meets 
demands and deadlines. 

Adherence to 
Loup City Policies 

Unaware of, or 
consistently chooses to 
ignore, school policies; 
does not complete 
required forms; 
accumulates excessive 
overtime; does not follow 
the chain of command 

Is aware of school 
policies and follows them 
with guidance; asks 
questions when 
necessary to understand; 
fills out required forms; 
accumulates some 
overtime hours; usually 
follows the chain of 
command 

Is aware and 
knowledgeable of school 
policies and follows them 
as written; seeks out 
clarification and interprets 
policies on their own; fills 
out required forms; 
accumulates little to no 
overtime; always follows 
the chain of command 

Is aware and 
knowledgeable of school 
policies and follows them 
as written; other workers 
seek them out to help 
interpret or understand 
policies; fills out required 
forms in a timely manner; 
accumulates no overtime; 
always follows chain of 
command and helps 
others follow the 
appropriate process. 

Knowledge and 
Practice of Safety 
Rules 

In unaware of basic 
safety rules and 
procedures and fails to 
comply with these rules; 
does not follow 
departmental 
expectations of safety 
(including safety rules for 
students) 

Is aware of basic safety 
rules and follows them 
with some guidance; 
usually follows 
departmental 
expectations of safety 
(including safety rules for 
students). 

Is aware and 
knowledgeable of safety 
rules and follows them as 
written; follows 
departmental 
expectations of safety 
(including safety rules for 
students). 

Is aware and 
knowledgeable of safety 
rules and follows them as 
written; other workers 
seek them out to help 
understand of clarify 
safety rules; follows 
departmental 
expectations of safety 
and provides input to 
other workers on student 
safety. 

Personal and 
Professional 
Growth 

Does not engage in 
opportunities for 
professional or personal 
growth and development. 

Engages in opportunities 
for professional or 
personal growth that are 
provided by the district. 

Seeks out and engages 
in opportunities for 
professional or personal 
growth whenever 
possible; participates in 
professional 
organizations. 

Seeks out and engages 
in opportunities for 
professional and personal 
growth; develops and 
communicates a 
professional growth plan; 
participates in 
professional 
organizations. 
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Classified Employee Pay Schedule 
2019-20 

            

Minimum Wage $9.00       Step 1 $9.59 
Base $9.59   Hiring Range    Step 2 $9.73 
  Benefit 

Classification 
  

Beginning step 
 

Last step 
   

Step 
 

3 
 

$9.88 
Custodians Step 4 $10.03 
Maintenance/Transportation Director  12 Month  Step 35  Step 45   Step 5 $10.18 
Regular Custodian  12 Month  Step 8  Step 18   Step 6 $10.33 
         Step 7 $10.49 
Food Service Step 8 $10.64 
Food Service Manager  9 Month  Step 35  Step 45   Step 9 $10.80 
Regular Food Service  9 Month  Step 8  Step 18   Step 10 $10.97 
         Step 11 $11.13 
Bus Drivers Step 12 $11.30 
Regular Route Driver  None  Step 67  Step 77   Step 13 $11.47 
Activities Driver  None  Step 8  Step 8   Step 14 $11.64 
         Step 15 $11.81 
Secretaries Step 16 $11.99 
Business Manager  12 Month  Step 35  Step 45   Step 17 $12.17 
Secretary  12 Month  Step 8  Step 18   Step 18 $12.35 
Business Manager w/ Bachelors  12 Month  Step 42  Step 52   Step 19 $12.54 
         Step 20 $12.73 
Paraprofessionals Step 21 $12.92 
Regular Ed. Para  9 Month  Step 8  Step 18   Step 22 $13.11 
Teaching degree Para  9 Month  Step 15  Step 25   Step 23 $13.31 
         Step 24 $13.51 
Specialists Step 25 $13.71 
Technology Coordinator  12 Month  Step 26  Step 36   Step 26 $13.91 
Tech Coordinator - Teaching Degree  Teacher  Compensation per Negotiated Agreement  Step 27 $14.12 
School Nurse  9 Month  Step 54  Step 64   Step 28 $14.34 
School Nurse w/ Bachelors  9 Month w/ 

Teacher Ins. 
 Step 61  Step 71   Step 29 $14.55 

        Step 30 $14.77 
Other Step 31 $14.99 
Summer help  Start on Base. each year after that =.50 raise/yr. No benefits, seasonal Step 32 $15.21 
Substitutes  First step in appropriate category above; No benefits Step 33 $15.44 
   Step 34 $15.67 

Benefit Classification Step 35 $15.91 

 
9 Month 

Health/Dental Insurance: Single Health ($1050 Deduct.)/Single Dental (80AB/50C) Step 36 $16.15 
Paid Vacation: None Step 37 $16.39 
Paid Holidays: Labor Day, Thanksgiving, Christmas, New Years Day Step 38 $16.64 
Leave Days: 10 days/year, unused accumulates as sick leave up to 40 days. Step 39 $16.89 

         Step 40 $17.14 
 

12 Month 

Health/Dental Insurance: Single Health ($1050 Deduct.)/Single Dental (80AB/50C) Step 41 $17.40 
Paid Vacation: 0-1 yrs=5 days; 2-5 yrs=10 days; 6-10 yrs=12 days;11+ yrs=15 days Step 42 $17.66 
Paid Holidays: Labor Day, Thanksgiving, Christmas, New Years Day, 

Memorial Day, July 4th 
Step 43 $17.92 
Step 44 $18.19 

        Step 45 $18.46 
Leave Days: 10 days/year, unused accumulates as sick leave up to 40 days. Step 46 $18.74 
*Unspecified leave days must be taken before sick leave. Step 47 $19.02 

        Step 48 $19.31 
**Sick days may be used for personal illness or illness in the immediate family. Step 49 $19.60 

        Step 50 $19.89 
***Employee must be actively employed the workday before and after the holiday, or 
vacation to be paid for the holiday. This does not include Christmas Eve or New Year's 
Eve, though employees may work those days for regular pay. 

Step 51 $20.19 
Step 52 $20.49 
Step 53 $20.80 

         Step 54 $21.11 

Probationary Employees Half of leave & vacation days will be given on the first day of work and half 6 months 
from the first day. 

Step 54 $21.43 
Step 56 $21.75 

         Step 57 $22.08 

Bereavement Leave May be taken out of unspecified or accumulated sick leave; determination for number of 
days will be made by the superintendent on a case by case basis. 

Step 58 $22.41 
Step 59 $22.74 

         Step 60 $23.08 
 

Compensation 
Compensation for non-teaching employees will be established by the Board of 
Education. Changes in compensation will normally be decided in April or May and will 
become effective August 1 (reflective in Sept. paycheck). 

Step 61 $23.43 
Step 62 $23.78 
Step 63 $24.14 

         Step 64 $24.50 
 

Retirement 
All non-teaching employees working 20 or more hours per week on a regular, ongoing 
basis are required by law to belong and contribute to the Nebraska Public Employees 
Retirement System.I 

Step 65 $24.87 
Step 66 $25.24 
Step 67 $25.62 

         Step 68 $26.00 

Placement on Schedule Placement within hiring range is determined by administration and based on experience, 
skill level, etc. Hired at step and stay there unless exceptional overall rating on 

Step 69 $26.39 
Step 70 $26.79 
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         Step 71 $27.19 

Pay Increases Increases in the base hourly wage are based on the Consumer Price Index. The 
compensation package will not be larger than the certified staff package increase. 

Step 72 $27.60 
Step 73 $28.01 

         Step 74 $28.43 
 

Movement 
Movement to the next step will be determined by yearly evaluation. Supervisors will 
suggest 1-2 step movement to superintendent. Superintendent will make final 
recommendation to the board. 

Step 75 $28.86 
Step 76 $29.29 
Step 77 $29.73 

         Step 78 $30.18 

Compensation Package The total compensation package percentage shall not be larger than the negotiated 
agreement with the certified staff for that year. 

Step 79 $30.63 
Step 80 $31.09 
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Receipt 
2020-2021 Classified Staff Handbook 

Loup City Public Schools 
 
 
 
This signed receipt acknowledges receipt of the 2020-2021 Classified Staff Handbook of Loup City Public 
Schools. This receipt acknowledges that I understand that I am to read and be familiar with the handbook, 
that I understand the handbook contains a disclaimer of contract, and that I understand that the handbook 
includes the District’s policies of non-discrimination and equity, and that specific complaint and grievance 
procedures exist in the handbook which should be used for responding to harassment or discrimination.   
 
 
Employee’s Signature: _________________________________________________________________  
 
 
Printed Employee Name:  _______________________________________________________________ 
  
  
Date: _____________________________________ 
      
 
 
 
Return to:  
 Superintendent 
 Loup City Public Schools 
 
 
Deadline:   August 15th by 4pm 


