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2020-2021 
Teacher Handbook 

Loup City Public Schools 
 
Section 1 - 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. 
 
Section 2 – District Goals:  

1. Academic Excellence – To become a school system that inspires, challenges, and supports the highest level 
of excellence for all our students. We believe an intellectually rigorous educational experience will develop 
graduates who will advance into the next phase of their lives prepared to function effectively in the world of 
the 21st Century, and who understand the importance of living as informed, responsible citizens. 

2. Safe and Orderly Schools – The District and community will work together to provide a safe learning 
environment. 

3. Community Schools – Establish public trust and confidence through open, honest communications and 
positive relationships. 

4. High Quality Workforce – Recruit, retain, and professionally develop a high quality workforce. 
 
Section 3 – School Mission Statement:  Empowering Continual Success 
 
Section 5 – 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. 
 
Section 6 – 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. 
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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. 
 
Section 7  -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.  
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Section 1 - Work Day:  The work day for certificated employees shall begin each day of the school year at a time 
established by the superintendent. 

Section 2 – Contract Days:  Teachers are contracted for 185 days (hereinafter referred to as the “contract year”). 
Such contract days shall be serviced by individual teachers on varying schedules as established by the Board of 
Education and administration.   

Section 3 – Make-Up Days:  In the event teachers are not required to report for duty due to inclement weather 
conditions or other circumstance whereby a duty day is canceled, such days shall not be credited as a contract day 
served. Make-up days will be scheduled by the administration during the contract year as needed to allow all teaching 
staff to serve the full number of contract days. 

Section 4 – Calendar of School Events:  A master list of all school activities is kept updated and current in the Junior-
Senior High School office. All school activities must be recorded on this calendar. 

Section 5 – Severe Weather and School Cancellations:  The Superintendent of schools is authorized by the Board 
of Education to close public schools in case of severe weather. Representatives of the Superintendent’s staff will notify 
local news media when inclement weather warrants such action. The information is broadcast regularly by radio and 
television stations. In case of severe weather employees will be notified by the districts mass notification system. 
Closing information will also be disseminated using broadcast and social media. 

Decision to Close Schools:  A decision to close school is made when forecasts by the weather service, departments of 
roads, and civil defense officials indicate that it would be unwise for students to go to school. School officials will make 
periodic assessments of conditions during the night and will decide early in the morning to close school. In any case, 
an announcement will be made by the methods stated above when schools will be closed. In some instances, schools 
will be open, but certain services may be cancelled (bus transportation, student activities). Some staff may be 
designated as being required to come to school even in the event of a school closing.  

After School Starts: Every attempt will be made to avoid closing school once classes are in session. In some instances, 
closing school during the day is inevitable. In these cases, as much advance notice as possible will be given. If school 
is closed during the day, staff will be notified and parents will be notified (see above). Teachers will be responsible for 
remaining with students until all students have safely left school or the administration has made arrangements for 
remaining students.  

Parental Decisions: Parents may decide to keep their children at home in inclement weather because of personal 
circumstances. Students absent because of severe weather when school is in session will be marked absent. Teachers 
should treat the absence like any other absence for legitimate causes provided parents properly notify the school of 
their decision. Parents may pick up their children in inclement weather at any time during the school day. Students will 
only be permitted to leave the school with parental permission.  

Emergency Conditions:  Loup City Public Schools has a procedure which, when activated, includes the necessity to 
either evacuate the building or to move to safer areas of the building. All regular drills are held as required by law 
through the school year. There are plans for Emergency Exit System, Tornado Warning System, and Critical Incident 
Response. School officials are not permitted to release students from the school building during a tornado warning. In 
the event of an emergency exit alert or tornado warning, you should implement the school’s established safety 
procedures. 
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Section 1 – Employment:  A teacher is employed by Loup City Public Schools when the teacher signs the Teacher’s 
Contract and the Board of Education approves such contract of employment. The teacher’s employment continues 
absent action by the administration or the Board of Education to non-renew, terminate, amend or cancel the teacher’s 
employment contract with the school district, or action by the Board of Education to accept a resignation of employment. 
 
A certificated employee may not be required to accept employment for the next school year prior to March 15. The 
contracts, after being signed by at least one board member, shall be kept on file in the administration offices. 
 
Contracts entered into with certificated employees, other than an administrator, will continue from year to year unless 
the contract states otherwise, is modified by mutual agreement between the board and the employee, or the contract 
is terminated by the board. 
 
The first three years of a continuing contract issued to a newly employed certificated employee shall be considered a 
probationary period. In the event of termination of the employee's contract during this period, the board shall afford the 
certificated employee appropriate due process. The action of the board will be final. Certificated employees whose 
contracts will be recommended for termination, amendment or nonrenewal by the board will receive notice prior to April 
15. The superintendent shall make a recommendation to the board for the termination of the certificated employee's 
contract. 
 
Certificated employees who wish to resign, to be released from a contract, or to retire must comply with board policies 
and contract language in those areas. 
 
Section 2 – 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. 
 
In addition to the normal duties traditionally required of teachers, a teacher may be assigned such “extra duty” 
assignments to support the extra-curricular programs of the District, which shall be upon such terms and conditions 
and at such additional rate of compensation as the Teacher and the District may agree upon or as set forth in the 
negotiated agreement. The extra-curricular program of the school district is an integral part of the overall educational 
program of the school district. As such, a teacher shall not unreasonably refuse to accept such extra-duty assignments. 
In addition, performance in an extra duty assignment is a part of the evaluation of the teacher’s overall performance to 
the District.  
 
All extra duties, such as coaching or sponsoring extracurricular activities, are assigned at-will, and may be terminated, 
non-renewed, suspended or amended by the board at the recommendation of the superintendent without cause 
  
Section 3 – 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.  It is the employee’s responsibility to make sure that accurate and up-to-
date college transcripts are included for all credits claimed for compensation. 
 
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.   
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Section 4 – Grievances and Complaints: Teacher grievances regarding wages, hours, and conditions of employment 
set forth in the negotiated agreement shall be governed by the grievance or complaint procedure in the negotiated 
agreement.  
 
Section 5 – Compensation:  Compensation is paid only as authorized by the Board of Education.  Teachers are paid 
a salary based on placement on the salary schedule set forth in the collectively bargained negotiated agreement 
between the District and the collective bargaining agent for the certificated teaching staff (referred to in this handbook 
as the “negotiated agreement”), and the extra-duty salary schedule also incorporated into the negotiated agreement.   
 
Changes in Salary Schedule Placement: Changes in an employee’s placement on the salary schedule shall be 
governed by the provisions of the negotiated agreement or individual contract. Teachers are expected to provide the 
Superintendent with a transcript for all graduate hours earned for purposes of advancement on the salary schedule on 
or before September 1 – or after negotiations are completed if after September 1 - of the school year in which such 
hours are to be credited for the teacher’s placement on the salary schedule. Failure to timely provide an official 
transcript from the post-graduate institution of the graduate hours earned will result in a loss of such credit for such 
school year.  
 
Salary Payments (“Payday”): Teacher’s salary is payable over twelve equal installments. Since all salaries are not 
divisible by 12, the odd cents will be added to one check during the year. 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. If certified employees do not have their teaching 
certificate registered in the Superintendent’s office, their paycheck can be held until a registered copy is presented to 
the Superintendent’s office. Teachers who resign during the school year will receive the unpaid portion of their earned 
salary on the next payment date after resignation. 
 
“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. 
 
Teacher’s Salary Schedule Movement:  The salary schedule is constructed so that salary increments are given for 
professional training beyond the bachelor’s degree. All such hours must be graduate hours from an accredited college 
in the teacher’s teaching field or education, and hours must have been earned subsequent to the last degree acquired 
and subsequent to the last granting of an increment for advanced education. All such hours also have to be approved 
by the Superintendent. 
 
Each school year, or by MAY 1st, teachers shall notify the Superintendent’s office of the general intent to advance on 
the salary schedule due to college course so that expenses can be provided in the annual budget of the next year. 
 
To receive proper credit on the salary schedule, teachers must request, prior to taking any course and on a form 
provided by the Superintendent’s office, approval for the specific course. Teachers must also certify to the 
Superintendent’s office, courses successfully completed and the credits received by September 1st of each year. 
Failure to certify credit earned by a grade report, letter from the instructor, or a transcript will cause potential forfeiture 
of the salary advancement payment. 
 
Complete transcripts of all college credit earned by each teacher which are pertinent to the teacher’s placement on the 
salary schedule or pertinent to meeting state accreditation standards shall be on file in the Superintendent’s office. This 
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is a responsibility of each teacher. Credits earned after the opening day of school will not be counted toward the salary 
schedule until the next contract year.  
 
All steps for salary “advancement” are the responsibility of the certified staff member wishing to make such movement 
per language in the latest Negotiated Agreement. Movement on the salary schedule is not processed without the 
aforementioned paperwork.  
 
Section 6 – 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 teachers, the office clerk, cafeteria personnel, custodians and other special staff 
personnel who will come to the building. 

2. Location and use of physical facilities of building: Classrooms, cafeteria, library, teachers' lounge, and 
lavatories. 

3. Teaching materials: Courses of study, guidebooks, textbooks, and supplementary materials for grade or 
subject. 

4. Method of ordering books and supplies, securing audiovisual equipment, methods of getting material 
duplicated, disposing of lost and found articles. 

5. Schedule and meaning of all bell signals. 
6. 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. 
7. Directions regarding building meetings, in-service training meetings, other meetings, assignments to school 

committees, fire drill regulations, policies concerning teachers' absence, attendance dismissal, excuse of 
pupils from school, etc. 

8. The goals and aspirations of our schools.  
9. 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. 
 
Section 7 - Stipends & Extended Duty Pay:   Stipends for unique or special duties that obligate employees beyond 
normal hours will be allowed. Stipends are the exception to the normal payment process or duties performed, requiring 
approval by the Board. Extended duty for any teacher beyond the number of contract days shall be established by the 
Board of Education. 
 
Section 8 – Benefits:   Employees are provided benefits in accordance with the negotiated agreement, group health 
insurance plan requirements, and the school district’s Section 125 Plan document. Employees shall make annual fringe 
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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. 
 
Section 9 – Payroll and Payroll Deductions:  Salary and benefits are paid in accordance with the individual 
employment contracts and negotiated agreement. Payroll deductions shall be made in accordance with law and the 
negotiated agreement, including taxes and retirement. 
 
Section 10 – 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. 
 
Section 11 – Salary Reduction Agreements:  The District will cooperate with any employee who chooses to 
participate in a tax sheltered annuity investment program under a Internal Revenue Code. For example, teachers may 
participate under Section 403(b) provided that the certificated employee executes a "Salary Reduction Agreement" 
provided by the District and the vendor of the 403(b) Plan elected by the teacher has entered in to a "Service Provider 
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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 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. 
 
Section 12 – Overtime:  Overtime is paid to classified employees in accordance with the Fair Labor Standards Act 
(FLSA). Teaching professionals are classified as exempt from overtime under the FLSA. The overtime exemption for 
teaching professionals is not dependent on whether the employee is paid on a “salary basis.” Exempt employees are 
not eligible for overtime. A publication provided by the federal government which provides more information about the 
FLSA is available in the Superintendent’s Office. 
 
 
Section 13 - Health Insurance Benefits:  Certificated employees are provided 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. 
 
Section 14 - 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. 
 
Section 15 - 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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Section 16 - Long-Term Disability Insurance:  Long term disability income protection for certificated employees who 
work a minimum of twenty (20) hours per week is made available to interested employees. Income protection insurance 
becomes effective on the 91st day of disability.  
 
Section 17 - Activity Tickets:  Employees are issued a Loup City Public Schools workers pass for home athletic 
events. These passes are not transferable to other parties. 
 
Section 18 - Reduction in Force (RIF) Policy for Certified Employees:  Reductions-in-force of certificated staff 
members may be necessitated by decreasing enrollments, changes in financial support or expenditures, budget 
restrictions, changing programs, school district contracting, school district reorganization, or other changes in 
circumstances. If such changes occur and a reduction of certificated staff is necessary, the Superintendent (or his 
designee) shall recommend to the Board of Education those certificated employees to be reduced under the reduction-
in-force provisions of the continuing contract laws and Board policy; Notice to the certificated employee and other 
procedures employed in regard to reductions in force shall comply with applicable law. 
 
The selection of personnel to be reduced shall be made consistent with Board Policy 408.05 
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Section 1 - Personal Leaves:  Employees are provided with personal leave in accordance with the employee’s 
individual contract or negotiated agreement, if any. 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. 

Employees must complete a leave request on the ODIE system order to prior to any absence 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. 
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 sick 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. 

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 superintendent.  Employees are expected to be 
present the first and last day of school. 

Personal leave requests for the first or last scheduled week of school, will not be granted-unless an emergency exists. 

Personal leave requests for parent teacher conferences or professional development days will not be granted unless 
an emergency exists. 

Upon return from leave, employees are to review information supplied by the substitute as to progress made and any 
concerns. The substitute should be contacted directly if the written information supplied is not adequate. 

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. 

Paid Leave. Teachers will be granted 10 days of unspecified days of leave each year for whatever purpose the teacher 
needs them.  These purposes could include, but are not limited to, sick, bereavement, personal, and professional leave 
that is not assigned by the district.  While an explanation will not be required on ODIE, it would be beneficial for the 
teacher to indicate the reason for the leave request. 

Sick Leave.  Teachers that do not use all of their unspecified leave days will be allowed to carry them over to sick leave 
the following year, up to a maximum of 30 sick leave days.  Sick leave will include leave for personal illness, family 
illness, or bereavement leave.  All unspecified leave days must be used up before accumulated sick leave can be 
used/requested. 
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Payment for Unused Leave:  Staff members that have reached the 30 day maximum for accumulated sick leave will 
be offered $30/day for any unused unspecified leave days at the end of the school year, to be paid out during the June 
payroll period. 

Other Leave Rules:  Administration reserves the right to deny any absence request based on the number of staff 
already gone and the availability of substitute teachers.  

Leave days must be approved before teachers are excused for those days.  If the teacher’s request has not been 
approved, it is the teacher’s responsibility to check with their administrator before being absent. 

Leave days (i.e. sick, personal, professional), will be tabulated in eighth (1/8) day increments, not by the hour or minute. 
The (8) eight-hour day will be divided into eight (1) hour blocks, and leave charged accordingly. Official district leave 
records will be maintained through the ODIE system. 

Leave days taken on a Friday, snow early dismissal, or scheduled early dismissal are tabulated as full days.  

 
Section 3 - Payroll Deductions for Absences in Excess of Paid Leave:  Should an employee be absent from work 
in excess of the teacher’s accumulated sick leave or other paid leaves called for in the individual contract or negotiated 
agreement, the employee’s salary and fringe benefits (including the cost of premiums for group health insurance) shall 
be reduced by the day(s) or work missed. For teachers and other salaried employees, the deduction shall be calculated 
on a per diem basis using the number of days missed as the numerator and the number of total contract days for the 
school years as the denominator (e.g. one day missed / 185 contract days of total salary and fringe benefits). 

Section 4 - 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. 

Section 5 - 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 sick 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. 

Teachers will receive their pay for any day missed for jury duty.  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. 

Section 6 - 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. 
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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. 

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. 

Section 7 - 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 410.03 of Board Policy 

If you need to take an FMLA leave, or have any questions regarding an FMLA leave, you should contact the 
Superintendent.  

Section 8 – 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. 

Section 9 - Inclement Weather & School Closings:  If teachers are not required to work on days that the school is 
closed due to inclement weather, make-up days may be required by the administration.   

Section 10 - Breaks --- Meal & Rest:  All teachers will be provided with a 30 minute, duty-free lunch period each work 
day. 
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Section 11 - In-School Substitutes:  Every effort is made to employ a substitute teacher when a teacher will be 
absent, but occasionally there are no substitutes teachers available because of lack of notice or the circumstances 
lend to better service provided in-house. In such cases, teachers may be asked to cover another class. A record is 
kept by the office and turned in to the Superintendent's Secretary at the end of each semester. Payment for substituting 
is then added to the January and June. 
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Section 1 - Hours of Work, Duties & Meetings:  Regular, dependable attendance at work is an essential function for 
all employees.    
 
The Board of Education recognizes that teachers' responsibilities to their students and their profession generally involve 
the performance of duties and the commitment of time beyond the normal working day, but also recognizes that 
teachers and other educational professionals are entitled to regular time and work schedules on which they can rely in 
the ordinary course of events and which will be fairly and evenly maintained to the extent possible throughout the 
school system. 
 
Schools have differing starting and ending times for the student day. Certificated employees assigned to a building are 
to spend seven hours and 30 minutes on site, including lunch break (30-minute lunch), except that duty-free lunch time 
can be spent off-site. Staff may leave the building earlier when called to a professional meeting or approved by the 
administration or supervisor.   
 
Certificated employees are required to serve on playground, lunchroom, restroom, and hall supervision as designated 
by the administration. The administration will attempt to make an equitable distribution of such assignments and 
professional staff shall assume such duties as part of their work and agreement of employment. 
 
Employees shall attend meetings called by the administration, department heads and team leaders, except those 
meetings which are designated for optional attendance.  
 
Section 2 - Duty Day:  Full-time teachers have a designated on-site work day. Teachers shall be expected to work an 
active day starting at 7:50 a.m. and ending at 3:50 p.m. unless otherwise stated by the administration. Early dismissals 
with the exception of holidays are designated for in-service and training needs. Teachers should not expect to leave 
early on those days. On early dismissal for holidays, staff may leave after all buses depart. Teachers and other 
certificated employees who are part-time or work on adjusted schedules are to be in the building at least 10 minutes 
before their class or assigned duty begins, and to be in their classroom or assigned duty area at least 10 minutes 
before their class or assignment begins. 
 
Leaving the Classroom. Teachers should never leave the classroom/area when students are present.  
 
Section 3 - Leaving School:  Teachers are to be on duty at all times during the school day. Teachers are considered 
on duty even during designated planning periods. An uninterrupted lunch period of not less than 30-minutes each day 
is provided to teachers during which they are not assigned teaching, supervisory, or other duties. Teachers who leave 
the school during the designated lunch period must check out with the office.  
 
Teachers may not leave school during duty hours without approval of the administration. If the absence has been 
approved, the teacher must check out with the office when leaving and check back in upon return. Teachers who need 
to leave during the school day for reason of illness or emergency are to check out with the office and make sure that a 
responsible person has been notified of their unexpected absence so student coverage may be provided.   
 
Section 4 - Lesson Plans:  Teachers will prepare weekly written lesson plans as directed by their building principal(s).  
Emergency Lesson plans, class rosters, class procedures, etc. should be kept readily available in the teacher’s 
absence.  The district will provide each teacher with a Planbook.com account. 
 
The lesson plans must be sufficiently clear in establishing objectives and related activities so that they are easily used 
by a substitute teacher or other staff member not familiar with previous classroom activities or progress. Plans must 
give specific reference to other instructional sources immediately available which will enhance the instructional lesson. 
 
Section 5 - Daily Class Records Books: Every teacher is required to keep a complete and easily understandable 
record of the achievement of every student on PowerSchool. This class record book must be kept current and included 
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for parent access. 
  
Section 6 - Classroom and School Procedures: Employees are expected to adhere to the following classroom and 
school procedures in the performance of their duties:  

1. Bulletin Boards/Displays: Each teacher shall be responsible for maintaining appropriate bulletin board/display 
items in and around their areas in the school.  

2. Text Book and Room Inventory:  All school purchased materials must be inventoried with the bookkeeper. 
Textbooks are to be numbered and teachers should keep good records of who has which book. At the start 
of the year, note condition of the textbook on the inventory sheet and keep this sheet. When a book is turned 
in, again note its condition, and if the book shows abuse (other than normal wear) assess a fine that you 
consider is fair. Insist that students put covers on their books by the end of the first week after receiving them.  

3. Cell Phones:  Teachers shall not use their cell phones for personal business during the school day, except for 
emergencies.  Teachers may use their phones for educational purposes connected to their classrooms, to 
contact administration in urgent situations, or to take pictures of student work or activities in their room.  
Teachers in violation of this rule will be subject to disciplinary action up to, and including, termination. 

4. Student Aides:  Student aides are to be directly supervised by the teacher and are not to leave the building or 
be in the halls or anywhere they are not being supervised. Student aides are to supplement, not replace the 
teacher or responsible adult.  

5. Checking Out of Equipment: All equipment must be properly checked out through the office or appropriate 
site. All school equipment may be used only for school purposes. No school equipment may be directed to 
the personal use of a District employee. Employees who desire to use computer, audio-visual (A-V), or other 
specialized equipment shall be responsible for personally picking up and returning the needed equipment to 
its source (library, lab, another teacher's room, etc.). Students should not, for their own protection, be allowed 
to transport expensive equipment for employees UNLESS the employee has properly instructed the student 
in the proper and safe way to transport the equipment. Employees will assume responsibility of reporting any 
damage or malfunction of equipment so that the person responsible for that particular item can get repairs 
done. Employees who desire to keep certain equipment in their rooms may do so on the condition the 
equipment is available to the rest of the staff should they need it. Employees keeping such specialized 
equipment in their rooms will be responsible for seeing repairs are made as needed. The district media 
specialist may loan equipment to community organizations. Employees may take equipment home for school-
related use with office approval. 

6. Requisition of Equipment and Supplies: All orders for supplies and instructional materials must be approved 
by the administration, or the item(s) become the property of the staff member at their expense.  Digital 
Purchase Order forms are used for this purpose and are available on each staff member’s home directory. 
Books and supplies which are needed for instruction should be requested through the office. No equipment 
or supplies ordered through the District may be directed to the personal use of a teacher or another District 
employee. 

7. Electronic Communication:  Use of the District’s computer system for personal communications should be 
limited, and is subject to the rules governing overall computer usage found in Board policy and this handbook. 
Teachers and related employees should check their various message systems at least once daily and 
regularly throughout the school day, including PowerSchool, e-mail, and voice messages. Employees also 
should timely respond to messages which require a response, but should avoid checking and responding 
during instructional time.  

8. Mail Box:  Each employee will be assigned a mailbox located in the office. Staff members should check for 
mail/messages each morning and also at the end of the work day. Mail boxes are not meant for storage.  
Students are not to be in the staff mail box area. 

9. Meetings: All employees are expected to be present for meetings, unless they are excused by their supervisor. 
Class sponsors must lead and be present at all respective meetings. 

10. Record Keeping:  Employee duties often involve keeping detailed records. Records are to be completed as 
directed. 

11. Planning Time: Though all attempts will be made to provide one to each teacher, planning periods of any 
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given amount of time are not guaranteed to any teacher.  Secondary teachers generally have one planning 
period per day. Elementary teachers have planning time while music, physical education, and other specialists 
work with their students. In addition, sharing recess and noon supervision also allows planning time for 
elementary teachers. 

12. Substitute Teachers:  All teachers should have a Substitute Teacher folder in their room that includes any 
pertinent information for the substitute to know.  This could include, but is not limited to, lesson plans, class 
lists, seating charts, safety plans, etc.  Teachers should try as much as possible to continue the educational 
program in their room, even when they are gone.  Please limit “work days/study halls”. 

13. Non-School Activity Times:  Wednesday nights and Sundays are designated for students to participate in non-
school activities, including family, recreational, and church activities. If at all possible, no school activities 
should be scheduled during these times. Any exceptions to activities on Wednesday nights or Sundays must 
be approved by the administration. 

14. Late Starts & Early Dismissals:  Monday late starts are scheduled for providing professional development 
time. School Improvement, curriculum, or scheduled school wide in-service meetings arenot to be missed by 
employees. The person missing the meeting is responsible for obtaining the information and handouts given 
at the meeting and completing any assignments made at the meeting.. In the event that there is contract time 
remaining in the day the Superintendent will notify staff of the scheduled leave time. 

15. Assemblies & Related Programs:  Assemblies and related programs that cause regularly scheduled classes 
to visit another area of the school require that teacher to attend with their assigned class when the assembly 
or program started. Assemblies and programs may appear at various times during the school year. Time 
schedules for assemblies may involve an alteration of the regular schedule and will be announced in advance 
as soon as possible. Teachers MUST attend assemblies and programs with the student body. Supervision of 
students is imperative. Teachers are expected to sit with students throughout the seating area unless excused 
by the administration. 

16. Activities Calendar:  To aid staff in scheduling events, an activities calendar will be maintained by the 
Secondary Principal’s Secretary.  Activity scheduling will be at the direction of the secondary principal, athletic 
and activities directors. 

17. Athletic Supervision Responsibilities:  All teachers will be assigned by the Athletic and Activities Directors to 
take tickets or assist in crowd control and/or hall duty supervision for home athletic events. Assignment sheets 
are sent out at the beginning of the school year. This duty is part of the normal responsibilities of all K-12 
teachers and will be assigned on a rotating basis. Exact responsibilities are outlined by the Athletic and 
Activities Directors when the assignments are given. 

18. Detentions:  Teachers who wish to use detentions to enforce discipline should feel free to do so. The teacher 
who assigns the detention period should stay with the student. Detentions can be assigned before schoolor 
after school. If that is impossible, arrange for someone else to take care of the detention for you. Do not assign 
the student to an office detention. Detention time is set by the teacher and not by the student. Most detentions 
are thirty (30) minutes in length. A student who is given a detention has two (2) days to serve it. No detention 
should be allowed to be served beyond that point unless the instructor has other obligations that may interfere 
with the two-day limit. Riding a bus, going to practice, or having an after school job does not excuse a student 
from staying.  Parents should be contacted by the teacher to explain the rule infraction and a plan to correct 
the behavior. Administration will provide support as needed. 

19. Staff Development:  Staff development activities are offered throughout the year. All staff are required to 
participate in professional development activities.  

20. Attendance:  Elementary teachers must take attendance at, or as near as possible to, 8:00 a.m., 10:00 a.m., 
12:00 p.m., and 2:00 p.m. through their classroom attendance portal in PowerSchool every day.  High school 
staff must take attendance each period, every day, through their classroom attendance portals in 
PowerSchool. 
Tardies:  The office will take care of tardies during first period.  All other periods are at the discretion of the 
classroom teacher, though all teachers should have procedures in place to ensure students are getting to 
class in a timely manner.   

Section 7 - Supervision of Students: Proper supervision of students is an important responsibility for all employees.  
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During class time, the teachers’ main priority is to the students that are assigned to them at that particular time.  This 
includes students that have been allowed to leave the room for any reason (to go to the restroom, library, to get 
breakfast, etc.).  If a student is sent to the office or is allowed to go to another classroom, it is the teacher’s responsibility 
to contact the appropriate staff members to ensure the student reaches their destination. 
 
All employees are responsible for all students in the hallways, in the rest rooms, at assemblies, at pep rallies, and 
during lunch.  Staff members are expected to address issues that arise in their presence. 
 
 
Teachers shall not use their cell phones for personal business or communication while in direct supervision of students, 
whether in or out of the classroom, except for emergency situations.  The teacher may use their cell phones for activities 
directly tied to their classroom or to take photos and videos of the activities being conducted. 
 
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 refusal to leave the classroom when directed 
• 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. 
 
Section 8 - Managing Student Conduct:  Teachers are responsible for classroom and behavioral management.  The 
most effective classroom management is having engaged students, therefore, the teachers should ensure that they 
are finding effective, enriching, and engaging activities for the students participate in.  Teachers shall also have 
classroom rules and procedures in place to ensure that students are aware of their expectations.  Classroom rules and 
routines should be discussed and practiced with the students at the beginning of the year and teachers need to make 
sure that they follow through with their expectations.  Classroom seating charts are strongly recommended.  
Paraprofessionals should not interject with their own methods of classroom management and shall defer all issues to 
the classroom teacher. 
 
Staff should contact the office when students are refusing to leave the classroom when directed or when there is a 
substantial disruption in the educational process.  Once students are sent to, or collected by, the administration, all 
decision on the discipline needed will be determined by the administration. 
 
Section 9 - 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 
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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. 
 
Section 10 - 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. 
 
Nebraska Child Abuse/Neglect Hotline at 1-800-652-1999. 
   
Section 11 - 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 Paraprofessional 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. Paraprofessionals are to work only on their assigned work days and within their 
assigned work day. If a teacher requests a Paraprofessional to work hours other than the assigned work hours or 
assigned work day, the administration should be contacted for approval. 
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Section 1 - Ethics Standards:  The Loup City Public Schools expects all its employees to adhere to high ethical 
standards. 
 
Certificated employees must adhere to the professional ethics standards established by the Nebraska Department of 
Education as such standards may be modified from time to time. The professional ethics standards which certificated 
employees are expected to adhere to include those set forth below. References to “educator” shall include all 
certificated employees of the District. 
 
 Preamble 

A. The educator shall believe in the worth and dignity of human beings. Recognizing the supreme 
importance of the pursuit of truth, the devotion to excellence and the nurture of democratic 
citizenship, the educator shall regard as essential to these goals the protection of the freedom to 
learn and to teach and the guarantee of equal educational opportunity for all. The educator shall 
accept the responsibility to practice the profession to these ethical standards. 

B. The educator shall recognize the magnitude of the responsibility he or she has accepted in choosing 
a career in education, and engages, individually and collectively with other educators, to judge his 
or her colleagues, and to be judged by them, in accordance with the provisions of this code of ethics. 

C. The standards listed in this section are held to be generally accepted minimal standards for public 
school certificate holders in the State of Nebraska and for all educators, including administrators, 
with respect to ethical and professional conduct. 

 
Principle I - Commitment as a Professional Educator:  Fundamental to the pursuit of high educational 
standards is the maintenance of a profession possessed of individuals with high skills, intellect, integrity, 
wisdom, and compassion. The educator shall exhibit good moral character, maintain high standards of 
performance and promote equality of opportunity. In fulfillment of the educator's contractual and professional 
responsibilities, the educator: 

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 professional decisions. 

D. Shall not make any fraudulent statement or fail to disclose a material fact for which the educator is 
responsible. 

E. Shall not exploit professional 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 have had revoked for cause in another state a teaching certificate, administrative certificate, 

or any certificate enabling a person to engage in any of the activities for which a special services 
counseling certificate is issued in Nebraska. 

H. Shall not engage in conduct involving dishonesty, fraud, deceit, or misrepresentation in the 
performance of professional duties. 

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

 
Principle II - Commitment to the Student:  Mindful that a profession exists for the purpose of serving the 
best interests of the client, the educator shall practice the profession with genuine interest, concern, and 
consideration for the student. The educator 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 educator: 

A. Shall permit the student to pursue reasonable independent scholastic effort, and shall permit the 
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student access to varying points of view. 
B. Shall not deliberately suppress or distort subject matter for which the educator is responsible. 
C. Shall make reasonable effort to protect the student from conditions which interfere with the learning 

process or are harmful to health or safety. 
D. Shall conduct professional educational activities in accordance with sound educational practices that 

are in the best interest of the student. 
E. Shall keep in confidence personally identifiable information that has been obtained in the course of 

professional service, unless disclosure serves professional purposes, or is required by law. 
F. Shall not tutor for remuneration students assigned to his or her classes unless approved by the Board 

of Education. 
G. 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 educator bears particular 
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 educator: 

A. Shall not misrepresent an institution with which the educator is affiliated, and shall take added 
precautions to distinguish between the educator'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 professional judgment. 
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 his or her professional position. 

 
Principle IV - Commitment to the Profession:  In belief that the quality of the services to the education 
profession directly influences the nation and its citizens, the educator shall exert every effort to raise 
professional standards, to improve service, to promote a climate in which the exercise of professional 
judgment is encouraged, and to achieve conditions which attract persons worthy of the trust to careers in 
education. The educator shall believe that sound professional relationships with colleagues are built upon 
personal integrity, dignity, and mutual respect. In fulfillment of the obligation to the profession, the educator: 

A. Shall provide upon the request of an aggrieved party, a written statement of specific reasons for 
recommendations that lead to the denial of increments, significant changes in employment, or 
termination of employment. 

B. Shall not misrepresent his or her professional qualifications, nor those of colleagues. 
C. Shall practice the profession only with proper certification. 

 
Principle V - Commitment to Professional Employment Practices:  The educator shall regard the 
employment agreement as a pledge to be executed both in spirit and in fact. The educator shall believe that 
sound personnel relationships with governing boards are built upon personal integrity, dignity, and mutual 
respect. In fulfillment of the obligation to professional employment practices, the educator: 

A. Shall apply for, accept, offer, or assign a position or responsibility on the basis of professional 
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 professional business through designated procedures, when available, that have been 

approved by the employing agency. 
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E. Shall not assign to unqualified personnel, tasks for which an educator 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. 

 
Section 2 – Evaluations:  Evaluations of teachers 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. 
 
Section 3 - Role Model:  Employees serve as role models for students and their actions and conduct reflect on the 
school as a whole. Teachers are in all respects to conduct themselves in a professional manner.  All employees are in 
all respects to conduct themselves in a manner supportive of the mission of the school 
 
Section 4 – Relationships:  It is important for employees to maintain an effective working relationship with the 
administration and co-workers - including other teachers and 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. 
 
Section 5 – 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 professionals, teachers 
are expected to be aware of the professional standard to be maintained. 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 teachers should that be necessary.   
   
Section 6 - Private Tutoring:  Teachers are encouraged to provide individual assistance to students as a part of their 
duties. Teachers who engage in private tutoring for pay (compensation of any kind from a source other than the District) 
are subject to the following rules: 
 

1. The teacher may not arrange to provide private tutoring for any child enrolled in the teacher’s class. 
2. The teacher is not to provide private tutoring in a school building. 
3. The teacher is not to provide private tutoring during duty time. 
4. The teacher is not to advertise or promote the teacher’s private tutoring services in the school or in the school’s 

communications systems except with the express permission of the Superintendent or designee.  
 
Section 7 - 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 except: (1) teachers who are also employed 
by another Nebraska school district in order to comply with Nebraska State Retirement System regulations, and (2) 
teachers who have a work-related injury in order to comply with workers’ compensation requirements. 
 
Section 8 - 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. 
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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. 
 
Section 9 - Teacher’s Professional Growth:  As is the case with all teachers in the State of Nebraska, teachers in 
the Loup City Public Schools must show evidence of professional growth on an ongoing basis. The District requires 
that all teachers accumulate 24 points of professional growth during each six-year period to meet the minimum 
requirements. Teachers must use the form contained in the appendix when applying for professional growth points.  
 
State Statute indicates that: “Every six years permanent certificated employees shall give evidence of professional 
growth. Six semester hours of college shall be accepted as evidence of professional growth or, in the alternative, such 
other activities as are approved by the school board, which may include, but are not limited to, educational travel, 
professional publications, or work on educational committees.” 
 
College Credit: Six (6) hours of college credit, graduate or undergraduate, earned during any professional growth 
period, shall be accepted as evidence of professional growth. Grade slips or a transcript of credits earned shall serve 
as evidence of credit earned; shall be filed with the Superintendent, and shall be maintained in the employee’s 
personnel file. 
 
Applicability to the Salary Schedule: Credit hours earned to complete professional growth requirement shall be 
applicable for movement on the salary schedule if such hours meet existing criteria for salary advancement. 
 
Professional Growth Points and Cycle: Evidence of professional growth will be demonstrated by earning twenty-four 
(24) professional growth points per six (6) year period by completing any combination of activities as set forth below. 
The required twenty-four (24) points may be earned in a single year or over a period of six (6) years. 
 
Professional Growth Activities: Listed below are the activities for which growth points may be earned. Beginning 
September 1, 1998, points can be any combination of formal classwork, professional meetings, and activities described 
below. No requirement of formal classwork exists. 
 

I. Formal Classwork 
A. College or university credit (one semester hour equals four (4) points) 
B. Technical community college credit (one semester hour equals four (4) points) 
C. College credit earned in specialized areas; i.e., foreign language institutes, business schools, etc.  (one 

semester equals four (4) growth points) 
D. Auditing a college class (one semester hour equals two (2) points) 

 
II. Professional Meetings and Activities (To be earned in two or more areas) 

A. Curriculum conferences and conventions (one (1) point per day) 
B. Workshops either school district designed or externally sponsored (one (1) point per day) 
C. TV, radio, or internet-based in-service programs (one (1) point for every six (6) hours) 
D. Activities and conventions sponsored by NSEA of NCSA and/or state academic associations which are 

instructional in nature (one (1) point per day) 
E. Service on district curriculum committees or board or administrative advisory committees (one (1)  point 

per committee assignment -- two (2) points for chair) 
F. Demonstration teaching and/or presenting in-service programs to colleagues within or without the district 

(one (1) point per half  (1/2) day of in-service presentation) 
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G. School visitation (one (1) point per day) 
H. Supervision of student teacher (two (2) points per student teacher) 
I. Teaching college, or adult education (two (2) points per semester class for college and adult education; 

four (4) points per credit for graduate courses) 
J. State department evaluation team (one (1) point per day of visit) 
K. Other -- other related activities deemed appropriate by Superintendent 

  
III. Other Activities as Approved: To receive a growth point credit for the items listed below, the employee shall 

submit a written proposal to the administration for prior approval. The employee and administrator shall agree 
on the follow-up activities and/or verification process and the number of points to be earned upon completion 
of the activity which may consist of but is not limited to: 
A. Research and Curricular Development: District or classroom related research, production of curriculum 

materials or learning packets. 
B. Educational travel 
C. Special voluntary school district activities and/or in-service programs which occur before or after the 

school day or school year. 
 
Approval and Verification of Professional Growth Activities Other Than College Hours: At least five (5) days prior to 
attending or participating in a professional growth activity, the employee shall notify the principal of the employee’s 
intent to participate in that activity by completing a “Professional Growth Activity Form”  Unless notifies to the contrary, 
prior to the start of the activity, the activity as set forth on the form will qualify for professional growth as provided for in 
this policy.  Following approval, the “professional growth activity form” is then sent to the Superintendent’s office for 
official record purposes.  Absence from school during school or contract day shall be governed by professional and 
personal leave policies of the District. 
 
Review of Professional Growth Status: The Superintendent’s office keeps professional growth records for teacher and 
notifies then of their point status one year before their professional growth period ends.  The necessary forms are 
available from the building principal or Superintendent’s office.  Staff not meeting the professional growth standards 
shall be frozen on the salary schedule for the contract year and may be placed on probationary status or subject to 
other discipline. 
 
Section 10 - 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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Section 1 - Purpose and Goals of Academic Achievement:  The Loup City Public Schools Board of Education is 
committed to providing a quality education for all Loup City Public Schools students consistent with the school’s mission 
statement. Effective, quality instruction by teachers is an essential means of meeting the District’s mission of providing 
a quality education.  
 
Section 2- Teaching to Student Understanding to Assure Learning:  Each teacher is responsible for teaching in a 
manner to meet the mission of the District and to assure student understanding and learning of the principles and 
concepts to be presented to students within the curriculum adopted by the District. Teachers will model classroom 
instruction on the educational model implemented by the District and reflected in the teacher evaluation instrument 
adopted by the Board of Education. Teachers are responsible for familiarizing themselves with the instructional model 
and the principles of instruction set forth in the evaluation instrument. The administration shall provide periodic in-
services regarding the instructional model. 
 
State and federal laws and regulations have been enacted which require that students with certain needs be provided 
instruction and services consistent with those special needs. Examples include students who have been verified as in 
need of special education (“special education students”), students with other disabilities which impact the educational 
program (“504 students”), and limited English proficient students (“LEP or ELL students”). The District’s policy is to 
comply with the state and federal laws and regulations in all respects. Teachers who are assigned special education, 
504, or LEP/ELL students are required to provide instruction and services consistent with legal requirements and the 
requirements of Board policy and regulation. 
  
Section 3 - Instruction in the Curriculum:  Teachers shall instruct students in the curriculum, including the use of 
curriculum materials, adopted and implemented by the Board of Education and as directed by the administration.  
 
Classroom Management & Instructional Use Time. Students that are expected to be active learners throughout the 
class period engage in less disruptive behavior. Therefore, all teachers – specifically in grades 7-12 - will be expected 
to provide approximately 15 minutes at the end or start of each class period for students to engage in “Guided Practice” 
or “Independent Practice”.  Depending on course syllabus and daily lesson plans, teachers may structure more or less 
time for these characteristics of the instructional process. This structured study time will allow teachers to adequately 
meet the modeling and checking for understanding steps of the teaching act as found in the Evaluation Phase.  
 
Section 4 - Measuring and Reporting Academic Achievement: 
Grades and Grading. Measuring and accurately reporting the level of each student’s academic achievement is of critical 
importance to students, parents, staff, the board of education and community. To this end, each teacher shall develop 
a variety of assessment instruments and techniques to measure student achievement in the curriculum adopted and 
implemented by the school district, record the results of such assessment, and report such results on Report Cards. 
Teachers should endeavor to measure student learning and understanding on a frequent basis during each quarter to 
provide an accurate evaluation of each student’s academic achievement for that period. It is recommended that the 
teacher record at least two grades per week. It is generally preferable to give numerical grades for tests, quizzes, and 
daily work. Grades must be recorded for all curricular areas.   
 
Recording Grades. Each teacher shall record grades in the Daily Class Record utilizing the PowerSchool computer 
system. A sufficient number of grades must be recorded in the grade book to justify all quarter and semester grades 
for each student. Keep consistent, complete, and updated records. Teachers must be able to support and justify the 
grades that each individual student earns.  Teachers shall find a way to make sure that at least two grades are entered 
each week for each student in all of their classes.  Grades shall not be changed after the deadline provided by the 
office for each grading period. 
 
Grade Scales. Teachers are to use only the grading scales set forth by the District. Any deviation from the approved 
grade scales must be approved by the administration. The grade scales are expected to be used according to the 
following guidelines: 



Article VI – Academic Matters 

24 
 

 
1. No other grade scales are to be used on official records or reports. 
2. "Failing," "unsatisfactory" or equivalent terms indicate that student performance does not meet the minimum 

requirements established for the course. A final mark of "failing" or "unsatisfactory" in a credit-bearing course 
means that credit hours will not be granted. 

3. The mark given at the end of each reporting period is considered an evaluation of the pupil's status at the time 
(for example, the final mark in a semester course is an evaluation of the pupil's status as of the close of the 
semester; not an average of two nine-week marks). 

4. Teachers may exercise professional judgment in distributing marks. Marks are not expected to be distributed 
on a normal curve. 

 
Reconsideration of Grades/Marks. Questions raised concerning duly assigned grades will be resolved cooperatively in 
a conference which includes the teacher(s) involved and the administration. In the event a grade is questioned by 
parents or students, the parents/guardians and/or student may be included in the conference. Failure to resolve the 
issue will result in a second conference involving the administration and the participants in the initial conference 
described above. The grades designated by teachers will not be changed unilaterally by the administration unless the 
administration determines that the grade is not consistent with the requirements of law, Board policy, or the best 
interests of the District.  
 
Reduced Credit. Some students in certain situations may qualify for less than the number of credits normally granted 
for a course.  Late entry or a serious injury at an awkward point in the semester would be a couple of examples. If a 
student is excessively absent from a class for any particular reason, a teacher may request reduced credit. All cases 
of reduced credit should be noted in writing and be approved by the administration. 
 
Transfer Grades. A student transferring into Loup City Public Schools at the 15-to 18-week time period will have all 
grades on transcript from an accredited school accepted for semester credit. Grades must be approved for credit by 
the administration. 
 
Report of Possible Failing Grade to Parents.  Teachers will be responsible for making personal contact with the parent 
of any child who is in danger of failing a final grading period at least 4 week prior to the end of the final grading period.  
This communication must be for the express purpose of informing them of the failing grade.  Communication should 
be logged and shared with the building principal. 
 
Reports to Parents.  Grades and credit are assigned on a quarter (9 weeks) or semester basis (18 weeks). Reports 
are sent to parents at the close of each nine weeks during the school year; the reporting periods are referred to as first 
quarter, first semester, third quarter, and second semester. The grade reports are produced from information supplied 
by teachers and distributed to students or parents.  
 
All term or mid-quarter grades are calculated on a cumulative basis; i.e., the grade given at the end of the first quarter 
represents an evaluation of work done during that quarter, and the grade given at the close of the semester represents 
an evaluation of all the work done during the entire 18 weeks.  
 
 
 
Mid-Quarter Progress Reports To Parents. Mid-quarter progress reports may be prepared at or near the middle of each 
quarter. These reports will be mailed to all parents. Again, teachers are asked to comply with such communication 
practices as described in the aforementioned section. 
 
Athletic Eligibility.  The Down List, when developed, will be determined by the High School Principal and will be based 
on the students’ current grade in each of their classes.  Teachers will need to contact the Principal for any special 
considerations by 8:00 a.m. Friday.  The Principal will make the final call on who is placed on the Down List and if they 
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are placed as “Failing” or “About to Fail”. 
 
Students that are failing two class will be ineligible for all athletic activities the following week (Sunday-Saturday).  
Students that are failing two or more classes will be ineligible for all other activities (band, cheer, dance team, drama, 
speech, dances, etc.) for the following week. 
Teachers should make their recommendations each week based on student work ethic, grades, and any other 
considerations they feel are necessary.  All teachers need to keep their grades up to date and include 2-3 new grades 
each week. 
 
Section 5 - Parent-Teacher Conferences:  Parent-Teacher conferences are a critical opportunity for teachers to 
dialogue with parents (or guardians) of students regarding student achievement and learning. To this end, Parent-
Teacher conferences will be scheduled and held once each semester during the school year. Teacher attendance at 
Parent-Teacher conferences is mandatory. A teacher may only be excused from attendance at Parent-Teacher 
conferences by the administration. Teachers are expected to be prepared for such conferences. Being prepared 
includes having completed and updated grades which include all student assignments, work or assessments completed 
at the time of the Parent-Teacher conference. 
 
Section 6 - K-12 Curriculum Study Cycle:  The chart below outlines the schedule for curriculum study and 
development. Each subject area goes through a two-year phase.  The model allows for each area to assess and 
develop curriculum the first year, and then implement and monitor the curriculum the second year. The cycle renews 
itself over a five-year period. Some subject areas may need additional time to complete the cycle to reach the final 
activities.  
 
 
Section 7 - District Teacher Committees 
All staff members are assigned to District level and/or building level committees. These committees address curricular, 
departmental, or special building topics and meet as needed. The committees and members are updated by the 
administration. 
 
Section 8 - School Improvement Committees:  School Improvement Committees are organized and focus on school 
wide improvement goals. The committee memberships are slightly reorganized each year and meet throughout the 
year. The committees are an outcome of the school accreditation process and monitor progress through baseline data 
and an action plan. 
 
Section 9 - Multicultural Education:  The Loup City Public Schools is committed to implementing an effective 
Multicultural Education program into every area within the school system. It is the District’s belief that it is very important 
to prepare students to live effectively and positively within a culturally pluralistic nation and world. Throughout their 
schooling, students will be provided with curricula which promote a view of at least the cultures of African Americans, 
Asian Americans, Hispanic Americans, and Native Americans. Teachers may also include any other cultures that fit 
into their curricula. Administrators will monitor each teacher’s effort in meeting this goal. 
 
Section 10 - Special Services:  Educational Service Unit #10 assists in special education program services. The ESU 
is a co-op which contracts with other school districts to provide services for students with special needs. ESU #10 has 
psychologists, educational consultants, speech clinicians, and other educators who can help determine the capabilities 
of a child/student and develop the appropriate educational plan for each child/student. The Superintendent is the official 
director of Special Education services for the District, with the ESU utilized as a consultant and provider of specialists. 
Students who are observed to have difficulties and a possible need for special services should be discussed with 
building administrators. 
 
Section 11 – Multi-Tier System of Supports(MTSS):  The MTSS team is to be used as a way for regular education 
teachers to get ideas and strategies to use on a student before referring a student for special education testing. 



Article VI – Academic Matters 

26 
 

Interventions that are implemented, the results of that implementation, and a list of teachers involved on the MTSS 
team should be documented. This team is to be used as a problem-solving team whose main goal is to make 
adjustments and modifications in the regular education setting without involving the special education department. 
MTSS members are listed on the school district's committee appointment list. If the team feels that all viable alternatives 
have been attempted, a referral for a multi-disciplinary team (MDT) evaluation should be completed and given to the 
special education department. 
 
Attendance at MTSS meetings is required of all staff connected to the individual student.  Administrative permission to 
be absent must be granted prior to any meeting.  Academic meetings take precedence over athletic practices. 
 
Section 12 - Multi-Disciplinary Team (MDT):  The MDT is responsible for the evaluation, analysis, and documentation 
of abilities of each child referred to special education.  The MDT makes all verification decisions. The MDT also is 
responsible for preparing a written report of the results of the evaluation. This report should include whether or not a 
child qualifies, the basis for making the determination, and a listing of the team members. If a member of the team 
does not agree with the rest of the team, then that team member must submit in writing a report stating his/her reasons 
for disagreeing with the team's decision. The MDT should include the child's regular education teachers, a special 
educator, a school psychologist, a school district administrator or designee, a representative of the school district, and 
a speech pathologist if speech/language verification is being done. This is a permanent team with the exception of the 
regular educators involved. This will vary depending upon which teachers are in daily instructional contact with the 
student. 
 
Re-evaluation of special education students is to be conducted every three years. A MDT meeting is held at this time, 
also.  The requirements for a MDT meeting are the same for the three-year re-evaluation process.   
 
Attendance at MDT meetings is required of all staff connected to the individual student.  Administrative permission to 
be absent must be granted prior to any meeting.  Academic meetings take precedence over athletic practices. 
 
Section 13 - Individual Education Plan (IEP) Meetings:  Every student that qualifies for special education is required 
to have a written Individual Education Plan (IEP). The IEP contains the student's current level of performance, goals, 
objectives to meet those goals, a statement concerning the student's participation in regular education classes, a list 
of individuals responsible for implementing the IEP, and other information concerning transition, transportation, etc. 
IEP meetings are to be held once a year. The following representatives are required to be at the IEP meeting: a school 
district representative, special education teacher, the student's teachers, an administrator, and the parents (unless they 
are unable to attend and documentation of attempted contact has been completed). Any teacher having contact with 
the student, in a teaching capacity, is required to attend. 
 
Attendance at IEP meetings is required of all staff connected to the individual student.  Administrative permission to be 
absent must be granted prior to any meeting.  Academic meetings take precedence over athletic practices. 
 
Section 14 – Assessments:  Loup City Public Schools has adopted an assessment plan and has aligned the 
curriculum with the state approved content standards. The assessment plan includes a schedule and procedures for 
assessing success in achieving state standards. Teachers are to clearly articulate the learning targets and align 
instruction to the learning targets within each of the content standards. Teachers are expected to fully adhere to and 
carry out the District’s policy on assessments, including the timetable and reports. 
 
Section 15 - Activity Sponsorship (Head and/or Assistant Sponsors or Coaches):  All school activities and 
functions are an extension of the school itself and, as such, all rules regarding student and personnel conduct remain 
in effect. Each student activity will be provided with a school sponsor. Each class will be assigned one or more 
sponsors. A sponsor must attend ALL meetings of the activity, class, or organizations he/she sponsors. Sponsors are 
responsible for the purchase of all items needed by the organization with a requisition for such purchases obtained 
from the office. 
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Any school function must be cleared with the Principal before it can be scheduled, no matter how small. The Principal 
must approve events and dates of activities before they are placed on the master calendar. 
 
General Duties of the Sponsors: 

1. The sponsor of any group or class should monitor that group at all times during the course of that group's 
meeting or activity.  Teachers who fail to comply must assume full responsibility for the consequences. Head 
and/or Assistant Sponsors or Coaches are expected to be present for each and all of their respective activity. 
Absences MUST be discussed with the administration and appropriate leave measures taken. 

2. The sponsor shall be responsible for guiding the group in the election of class officers, the determination of 
worthwhile group activities, and the coordination of the individuals in the group into a working unit. 

3. The class meeting is the opportunity to practice democracy. The sponsor should set an example by insisting 
on an orderly, well-planned meeting, and one which follows some of the rules of parliamentary procedure. 

4. At the first meeting of the year, the sponsor shall outline to the class or organization the following rules: 
a. No meeting is to be held without the approval and attendance of the sponsor. 
b. The year's activities are to be planned and dates selected if possible. Scheduling as soon as possible 

may prevent most conflicts. 
c. No student is to order any supplies without the approval of the sponsor. A proper purchase order 

must be submitted. 
5. All class projects and parties must be approved by the Principal in order to coordinate the various activities. 
6. Money-raising activities must be approved by the building Principal. 
7. Sponsors must pick up money earned by a class or organization the day the students earn the money. Said 

monies shall be turned into the office by the end of the same school day. 
8. The student must pick up, complete, and return make-up slips prior to leaving on a school-sponsored activity. 

Sponsors of activities will need to exert all possible influence in securing the cooperation of their pupils toward 
regular classroom work.  Furthermore, such classroom work has precedence over special activities. Overnight 
trips must be approved by the Principal and have written parental permission. 

9. Personnel in charge of activities will stay with their pupils until they ALL have left the building. If the activity 
takes place before or after school or during the course of a weekend or break, the sponsor shall be responsible 
for turning out all lights, making certain that all windows and doors are locked properly, and activating the 
security alarm system. 

10. It is the sponsor's responsibility to make certain that all facilities, buses, and equipment needed have been 
properly secured by request from the administration. 

11. It shall be the responsibility of the sponsor to check on the eligibility of students participating in an activity. 
12. Sponsors must ride the school’s transportation with the students attending an activity, or have a staff member 

take the sponsor's place (Note: a parent cannot take the place of a sponsor on the bus; a school official is 
required to ride school transportation. Exceptions to this policy may be established by the Principal). 

13. A sponsor should be monitoring student areas at all times (i.e. locker rooms, gyms, rooms, etc.). 
14. A sponsor should be present during non-school time as well (i.e. fundraisers). 
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Section 1 - 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. 

 
Section 2 - 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. 
 
Section 3 - 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 
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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.  
 
Section 4 - 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. 
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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 
 
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 



Article VII – Use of School Facilities and Equipment 

31 
 

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 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 
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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 

 
Section 5 - 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. Strangers or suspicious activity should be reported to the local police. 
 
Employees are provided with a key fob 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 business manager 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. 
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Section 6 - 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.  
 
Section 7 - 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. 
 
Section 8 – 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.  
 
Section 9 – 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. 
 
Section 10 - 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.  
  
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.   
 
Section 11 - Video Surveillance:  The Board of Education has authorized the use of video cameras on School District 
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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. 
 
Section 12 - 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. 
 
Section 13 - 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 materials to be published on the web 
site. All web pages 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. 
 
Staff Web Pages: Staff may create web pages to use in class activities or to provide a resource for other staff members. 
Staff web pages must reflect the educational goals and objectives of the district. District employees, board members 
or guests may not establish personal webpages using district resources. 
 
School or Class Web Pages: Schools or classes may establish web pages that present information about the school 
or class activities. The Building Principal will designate an individual to be responsible for managing the school web 
site under the supervision of the superintendent’s administrative assistant. Teachers will be responsible for maintaining 
their class pages. 
 
Extracurricular Organization Web Pages: Extracurricular organizations may establish web pages with the approval of 
the organization sponsor and the computer coordinator. Material presented on the organization web page must relate 
specifically to organization activities and will include only student-produced material. 
 
Section 14 - 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 
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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.  
   
Section 15 - 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.  All lost and found items must be held until the public is notified that it will be donated to 
an appropriate agency. 
  
Section 16 – 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, 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 
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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 
  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 



Article VII – Use of School Facilities and Equipment 

37 
 

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. 
 
Section 17 - 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. 
 
Section 18 - Transportation 
Teachers wishing to schedule field trips or school business trips are to schedule them, with permission of the building 
principal, through the office. Bus transportation requests should be submitted to the office five school days prior to the 
trip. Coaches should hand in their transportation requests at the beginning of each season. Car, van, and SUV keys 
are to be requested at least five school days prior to the trip and can be picked up from the Transportation Director 
after administrative approval. 
 
Students are expected to ride the bus to activities. The principal may be contacted by parents a day prior to an activity 
if adjustments in this policy are to be made. Such adjustments will be granted in rare instances. Students can only be 
released physically to a parent to ride home after an away activity. Each sponsor/coach/instructor shall have sign-off 
slips for parents to sign, as well as when releasing those students to their parents.  
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LCPS Activity Travel Procedures 
Before Leaving 

• Sponsors / coaches are to be sure that the contact list for your activity has been updated in Power School / 
Power Announcement 

• For each activity trip, sponsors/ coaches are to leave a complete and accurate list of students making the trip 
with the JSH secretary. 

 
Before Leaving the Activity Site 

• Coaches / sponsors are to update the student activity list-indicating any students who rode the bus to the 
activity, but will not be returning on the bus. Put the completed list in the glove box of the van/bus 

• Sponsors/ coacher are to text the name(s) of students not returning on the bus to the activities director before 
departing 

 
Buffalo Watch:  We use the Buffalo Watch (www.buffalowatch.net) website to track weather conditions in the area 
where each activity bus travels. If we receive a warning of bad weather in the area, we will be in contact with individual 
bus drivers.  In the event of a change in travel plans, we will notify parents via Power Announcement. 
 
Loup City Public Schools Safe Pupil Transportation Plan:  This Safe Pupil Transportation Plan sets forth the District’s 
plan for providing safe transportation to students being transported in pupil transportation vehicles.  

1. Weapons - Upon becoming aware of a weapon aboard a pupil transportation vehicle, the driver will make 
every attempt to:  

a. Radio transportation dispatch and notify them of the situation if possible. If not possible, the driver 
will make every attempt to telephone dispatch from a cellular telephone or from the nearest safe 
haven location.  Examples of a safe haven include, but are not limited to, any school building site, 
emergency service station (law enforcement or fire department), community service agency, etc. 

b. Pull vehicle over to safe and secure area. 
c. Confiscate weapon (if it doesn’t jeopardize student or driver safety). 
d. Give description of weapon and participating parties to dispatch. 
e. Dispatch will immediately notify appropriate law enforcement agencies and school administration. 

2. Pupil behavior - Students are expected to follow student conduct rules while in a pupil transportation vehicle. 
The pupil transportation driver is responsible for controlling behavior which affects safety and for reporting 
rule violations to school administration. In the event a student’s behavior jeopardizes safety, the driver will 
make every attempt to: 

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   

b. First seek to resolve incident through discussion with the student(s) involved. 
c. Activate emergency flashers. 
d. Bring vehicle to a safe stop. Seek to resolve the incident, using physical force only as necessary to 

protect students or yourself. 
e. Report and document discipline problems to the administration on a Bus Conduct Report/Incident 

Form. 
3. Terrorist threats - A person commits a terroristic threat if the person threatens to commit a crime of violence 

with the intent to terrorize another or with the intent of causing evacuation of a building, place of assembly or 
facility of public transportation or in reckless disregard of the risk of causing such terror or evacuation. Upon 
becoming aware of a terroristic threat relating to a pupil transportation vehicle, the driver will make every 
attempt to:  

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   
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b. Make every attempt to keep passengers calm (this may mean complying with the terrorist). 
c. Dispatch will immediately notify appropriate law enforcement agencies and school administration.  
d. Driver should wait for instructions from dispatch if possible. 

4. Severe weather - Upon becoming aware of severe weather while aboard a pupil transportation vehicle, the 
driver will make every attempt to: 

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   

b. Return to the school if less than five minutes away and follow the directions of the school 
administrator. 

c. If more than five minutes away from school, go to the nearest school and follow the directions of the 
school administrator. 

d. If more than five minutes away from the nearest school or there is immediate danger, get to the 
nearest basement or underground shelter with all students.   

e. If there is no shelter and there is immediate danger the driver and passengers are to follow 
evacuation procedures and get everyone off the vehicle into the nearest ditch or culvert at least 100 
feet away from the vehicle. 

5. Hazardous materials - Upon becoming aware of a hazardous material aboard a pupil transportation vehicle, 
the driver will make every attempt to:     

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   

b. Pull vehicle over to safe and secure area. 
c. Give description of hazardous materials in question to dispatch. 
d. Dispatch will immediately notify appropriate law enforcement and school administration.  
e. Driver should wait for instructions from dispatch if possible. 

6. Medical emergencies - Upon becoming aware of a medical emergency aboard a pupil transportation vehicle, 
the driver will make every attempt to: 

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location. 

b. Dispatch will immediately notify appropriate medical agencies and school administration. 
c. Driver should follow instructions from dispatch, school officials, and parents when such information 

can be obtained quickly enough.  If not available, follow emergency first aid procedures. 
d. Only if necessary, the driver should move passengers only enough to get them out of danger of traffic 

or fire.  If moved, the driver and aide are to keep them where placed until a medical agency arrives, 
unless a parent has taken charge of their child. 

e. Driver should try to keep student passengers as calm as possible. 
7. Procedures in the event of mechanical breakdowns of the vehicle - Upon becoming aware of a mechanical 

breakdown aboard a Pupil transportation vehicle, the driver will make every attempt to: 
a. Pull vehicle over to safe and secure area if possible  
b. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 

make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   

c. Activate emergency flashers and place warning flares/reflectors in accordance with safety guidelines, 
if not in secure area. 

d. Driver should try to keep student passengers as calm as possible. 
e. Dispatch will arrange for assistance and a relief vehicle if needed. 

8. Documentation under Safe Pupil Transportation Plan - Each pupil transportation driver is required to complete 
and submit to the school administration a bus conduct report or incident report involving the pupil 
transportation vehicle operated by the driver or any pupils transported in it. Documentation is to include the 



Article VII – Use of School Facilities and Equipment 

40 
 

occurrence of any of the following events: weapons, student behavior which affects safety, terroristic threats, 
severe weather, hazardous materials, or medical emergencies. Documentation of such events shall be 
completed and submitted as soon as practicable after the incident.  

9. Transportation of Unsafe Items - Drivers shall not permit pupil transportation vehicles to transport any items, 
animals, materials, weapons or look-a-like weapons or equipment which in any way would endanger the lives, 
health or safety of the children or other passengers and the driver. Look-a-like weapons associated with a 
school sponsored or approved activity may be transported only with written permission of a school 
administrator. Any times that would break or could produce injury if tossed about inside the pupil transportation 
vehicle when involved in an accident or sudden stop shall be secured.  

10. Supplemental Information - A copy of this plan shall be placed in each pupil transportation vehicle, kept at 
each school building, and made available upon request. Supplemental information with respect to operational 
and procedural guidelines used to administer this plan can be found in the District’s safety and security plan 
adopted pursuant to 92 NAC10 and in the Nebraska Department of Education Pupil Transportation Guide.    

 
EMERGENCY EVACUATION PROCEDURES:  (For Students Being Transported in Small Vehicles—Cars & Vans) 
In a vehicle accident or emergency situation, the driver must use his/her best judgment to decide what action shall be 
taken. As a driver, your primary responsibility is student safety. In an emergency, it may be necessary that the vehicle 
be evacuated.   
  
A Vehicle Must Be Evacuated In These Situations: 

• The vehicle is on fire. It must be stopped and evacuated immediately. Passengers will move to a point 100 
feet or more from the vehicle and remain there until the vehicle driver has determined that no danger remains. 
If a vehicle is unable to move and is close to existing fire or highly combustible materials, the danger of fire 
shall be assumed and all passengers must be evacuated.  

• The vehicle is stopped in an unsafe location and is unable to proceed (e.g., due to an accident or weather 
conditions). The driver must determine immediately if it is safer for passengers to remain on the vehicle or to 
evacuate. For example, if the vehicle is in the path of any train, or on or closely adjacent to any railroad tracks. 

• The vehicle could change position and increase the danger. For example, if a vehicle were to come to rest 
near a body of water or precipice where it could slide into the water or over a cliff, it must be evacuated. 

• If there is danger of collision. Under normal traffic conditions, the vehicle should be visible for a distance of 
300 feet or more. A position over a hill or around a curve where such visibility does not exist should be 
considered reason for evacuation.  

 
Important Factors In School Vehicle Evacuation:  The safety of the pupils is of utmost importance and must be given 
first consideration. Prior to evacuation, the emergency brakes shall be set, ignition turned off, the transmission placed 
in an appropriate gear; and hazard flashers turned on to warn traffic. The driver should stay in the vehicle during 
evacuation to facilitate the evacuation procedures. The driver should be familiar with any extra equipment on the vehicle 
that would aid in an evacuation of a student with a disability and assure that the student is safely evacuated.   
   
Students should be instructed to evacuate on side of the vehicle away from the roadway—typically the passenger side.  
Evacuations shall be conducted with deliberate speed. A time interval of 1½ to 2 seconds per passenger has proven 
to be the safest and most efficient. A vehicle should be completely evacuated in 2 ½ minutes. To insure a safe exit, 
passengers must have their hands free. They must leave personal belongings in the vehicle except those needed for 
their safety (coats, etc.). During an evacuation, passengers must be directed to a safe point at least 100 feet from the 
vehicle and remain there until given further directions.   
  
Upon evacuation, the driver should attend to any injured students and immediately contact emergency service (call 
911 and the school). Discuss the accident ONLY with police and school district officials. Do not leave the scene of an 
accident until the safe transportation of all students has been arranged by the student’s parent, the school, or 
emergency personnel.  
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To assist the driver in evacuations (or to respond to situations where the driver is incapacitated), mature, responsible 
student(s) should be selected and trained to lead passengers to safety from each door utilized for evacuation. The 
selected student(s) should be trained to: • turn off ignition switches; • set emergency brakes; • summon help when and 
where needed (instructions and telephone numbers shall be available);• use windows for evacuation in emergencies; 
• set flags and reflectors or reflective triangles;  • open and close service and emergency exit doors;  • direct school 
vehicle evacuations;  • perform other duties as directed by the driver.  
  
Emergency Equipment: The driver should be familiar with and appropriately use emergency equipment during an 
evacuation.  Emergency equipment for a small vehicle may include the following: • reflector kit; • vehicle-mounted 
hazard flashers; • body fluid clean-up kit; • first aid kits; • fire extinguishers; • triangle shaped reflectors. 
 
Safe Driving Record Standard for Drivers:  Any employee using a school vehicle or involved in transporting students 
will be required to complete the “Driver Certification” form. A check will be made of the employee’s driving history at 
the District’s expense. 
 
Standard for Pupil Transportation Vehicle Drivers: Each person who is required to have a permit to operate a pupil 
transportation vehicle for this School District shall meet all requirements to hold and continue to hold a pupil 
transportation operator’s permit. One of the requirements for obtaining such a permit is that the person has a record of 
satisfactory driving as determined by Board policy. For such persons, a satisfactory driving record means a record 
which reflects the absence of any of the following offenses or circumstances: 

1. Motor vehicle homicide;  
2. Driving while under the influence of alcoholic liquor or drugs or refusal to submit to a chemical test, within the 

immediate prior 5 years; or, 
3. Reckless driving or willful reckless, within the immediate prior 5 years; or 
4. In the event the person has accumulated 3 or 4 points within the immediate prior 2 years, the determination 

of whether the person has a satisfactory driving record shall be made by the Superintendent or 
Superintendent’s designee based on the nature and proximity of the offense as it relates to safe transportation. 

 
Standard for Drivers of Small Vehicles for Activity Trips: Each person who drives a small vehicle (car or van) other than 
a pupil transportation vehicle for school activities and who is not required to have a permit to operate a pupil 
transportation vehicle shall be precluded from driving in the event it is discovered that the person does not have a 
record of satisfactory driving. For such persons, a satisfactory driving record means a record which reflects the absence 
of any of the following offenses or circumstances: 

1. Motor vehicle homicide;  
2. Driving while under the influence of alcoholic liquor or drugs or refusal to submit to a chemical test, within the 

immediate prior 5 years; or, 
3. Reckless driving or willful reckless, within the immediate prior 5 years; or 
4. In the event the person has accumulated 3 or 4 points within the immediate prior 2 years, the determination 

of whether the person has a satisfactory driving record shall be made by the Superintendent or 
Superintendent’s designee based on the nature and proximity of the offense as it relates to safe transportation. 

  
Standard for Drivers of Other School Vehicles: Each person who drives a school vehicle other than a pupil 
transportation vehicle and does not transport students in the vehicle shall be precluded from driving in the event it is 
discovered that the person does not have a record of satisfactory driving. In the event the person’s employment position 
requires driving vehicles as a function of the person’s employment, the employment may be terminated in the absence 
of a record of satisfactory driving. For such persons, a satisfactory driving record means a record which reflects the 
absence of any of the following offenses or circumstances: 
 
 

1. Motor vehicle homicide;  
2. Driving while under the influence of alcoholic liquor or drugs or refusal to submit to a chemical test, within the 
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immediate prior 5 years; or, 
3. Reckless driving or willful reckless, within the immediate prior 5 years; or 
4. In the event the person has accumulated 3, 4 or 5 points within the immediate prior 2 years, the determination 

of whether the person has a satisfactory driving record shall be made by the Superintendent or 
Superintendent’s designee based on the nature and proximity of the offense as it relates to safe transportation. 

 
The record of satisfactory driving standards shall apply to all new employees from and after adoption of this policy. 
Existing employees shall be subject to the same standards, provided that the Superintendent or Superintendent’s 
designee may determine to permit an exception based on the existing employee’s record of satisfactory driving while 
employed with the District and the nature and proximity of prior driving offenses as such offenses relate to safe 
transportation. 
 
Activity and/or Field Trips:  Staff members are to follow the following guidelines when planning trips. 

1. Activity trips will leave from the school no earlier than necessary to be on time for the activity. 
2. The sponsors shall be responsible for distributing all necessary forms to the students, picking them up after 

they are signed, and returning them to the office prior to the departure on the trip. 
3. Sponsors shall know the whereabouts of all students all the time. 
4. Sponsors are reminded that the Loup City Public Schools Drug/Alcohol Free Workplace Policy is in effect on 

all trips. 
5. Sponsors shall schedule the trip in a manner in which there are minimal periods of time that students are not 

involved in   supervised activities. 
6. All students and parents shall sign a document prior to leaving on an activity trip which indicates their 

understanding of the rules and agreement to abide by them and/or accept the consequences. Signing of the 
agreement is a condition of participation in the trip and the activity. 

7. The meals eaten by the students will be at a place or places chosen by the sponsors. The sponsors will 
supervise these eating places while the students are present. 

8. For any trip, Loup City Public Schools reserves the right to search any student's luggage, coolers, equipment, 
rooms, or any other place or possession as a condition of the student's participation in the trip. 

9. The areas of prohibited conduct, as defined in the student handbook and the statutes of the State of Nebraska, 
shall be in effect during all school activities. 

10. Violation of school rules concerning prohibited conduct will result in the student's parents being notified of the 
situation and removing the student. 

11. Students are expected to participate in all planned activities while on the trip unless expressly excused by the 
sponsor. 

12. When overnight trips are necessary, arrangements for accommodations will be made with administrative 
approval. 

13. All students participating in an overnight activity will stay in accommodations provided by the school, until the 
activity or that student's part in it, is over, at which time the student may be released only to the parent/guardian 
of the student. 

14. Sponsors will have a key to all rooms in which students under their supervision are staying. 
15. Sponsors will prepare an itinerary for overnight trips. The name of the motel and the phone number of the 

motel will be included on the itinerary. A copy of the itinerary will be given to the administration and 
given/mailed to the parents/guardians of participating students. 

16. Students will not be in rooms of members of the opposite gender, nor have members of the opposite gender 
in their rooms. 

17. Students shall not be in rooms not under the direct supervision of Loup City Public Schools sponsors, nor 
shall they have persons in their rooms that are not answerable to their sponsors. 

18. At least one of the sponsors will be of the same gender as the students participating. 
19. Out-of-state trips are not allowed except by special approval of the Board of Education.  

 
Section 19 – Use of School Vehicles:  Whether the teacher is using the vehicle for student activity or business trips, 
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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. 

 
Section 20 – Cell Phone Use in School Vehicles:  It is illegal for staff members to use cell phones while operating 
school vehicles.  In the case of emergency, the staff member needs to stop the vehicle safely and put it in park before 
answering their phone.  Any violation of this policy will lead to disciplinary action up to, and including, termination. 
 
Staff members that are riding in a school vehicle that is transporting students should refrain from using their cell phones.  
The number one priority of any staff member riding in a school vehicle is the supervision of students.  
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Section 1 - 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: 
 
 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 
 
Section 2 - 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 

 
Section 3 - 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 
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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 Reikofski. 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. 
 
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 
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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. 
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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. 
 
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. 
 
Section 4 - 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.  

 
Section 5 - 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 
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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 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 
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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. 
 
Section 6 - 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.  
 
Section 7 - 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: 

1. Whether the teacher has met State qualifications and licensing criteria for the grade levels and subject areas 
in which the teacher provides instruction. 

2. Whether the teacher is teaching under an emergency or provisional teaching certificate. 
3. The baccalaureate degree major of the teacher, along with information about other graduate certification or 

degrees held by the teacher, and the field of discipline of the certification or degree.  
4. Whether the parent/guardian’s child has been assigned, or has been taught for four or more consecutive 

weeks, by a teacher who does not meet the requirements of the NCLB. 
 
Section 8 - 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 
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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. 

 
Section 9 - 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.  
 
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. 
 



Article VIII – State and Federal Programs 

51 
 

Section 10 - 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.   
 
Section 11 - 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. 
 
Section 12 - 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. 
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Loup City Public Schools 
 
 

Receipt 
2020-2021 Teacher Handbook 

 
This signed receipt acknowledges receipt of the 2020-2021 Teacher 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.   
 
 
 
 
 
 
 
 
 
 

 
 

 
 
Teacher’s Signature: _________________________________________________________________  
   
 
Date: _______________________________________ 
      
 
 
 
Return to:  

Superintendent 
Loup City Public Schools 

 
Please return by:   End of the Day on August 12th 

RECOGNITION OF POTENTIAL AMENDMENTS OR SUPPLEMENTS 
 
In light of the unique challenges and circumstances posed by the outbreak of the novel coronavirus, 
the recent promulgation of expansive federal regulations, and other potential revisions to school 
policies and procedures, the rules and information provided in this handbook may be supplemented 
or amended by the School District’s administration at any time, consistent with applicable law and 
board policy.  All parents shall be provided notice of any such changes by the district’s regular means 
of contact.  By signing below, you agree that you will read any such information and communications, 
discuss them with your child, and recognize that you must comply with all rules, procedures, and 
requirements as they apply at that time. 
  
 


