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“Learn Today, Lead Tomorrow! 
 

 
 
 
Lolo School Mission:  All Lolo Students will learn and apply clearly identified essential skills and concepts. 
 
Lolo School has a long time reputation for its outstanding staff and effective blend of strong traditional and progressive educational 
programs.  We take pride in operating as a team, with teachers, support staff, administrators and school board alike all sharing the 
same bottom line objective:  provide the best educational environment and opportunities possible to our students within the 
limitations of our resources.   
 
Like other school systems throughout the state and nation, Lolo’s staff has seen employee turnover as long-time veteran staff 
members retire.  It is thus critical that we “pass the baton” of quality on to our newest staff members and assist them in helping 
continue our strong blend of traditional and progressive quality in education. 
 
The Personnel Handbook is intended as a reference for daily operation of our school, offering information regarding common areas 
of standard operational procedure. It is not intended to replace Board Policy or the negotiated agreements.  It likely does not 
answer every question a person may have about operational procedures.  If, after reviewing this handbook, you have additional 
questions or concerns, please contact your building supervisor. 
 
We look forward to continuing the tradition of educational excellence and compassionate instruction that is the hallmark of Lolo 
School.  Thank you!
 
Jen Hickes, Board Chair       
Robbi Ludemann, Business Manager/Clerk 
Dale Olinger, Superintendent                     
Brian Norwood, Technology & Facility Director 
Shawna Kientz, Principal K-4 
Kerrie Schneiter, Principal 5-8 
Jon Martin, Director of Student Services          
Michele Fauth, Food Service Coordinator 
Bob Spencer, Maintenance Coordinator 
     
     
 
 
 
 
  



 
 

7 
 

Professional Educators of Montana Code of Ethics 
 
Preamble 
 
Education in Montana is a public endeavor. Every Montanan has a responsibility for the schooling of our young people, 
and the state has charged professional educators with the primary responsibility of providing a breadth and depth of 
educational opportunities. 
 
The professional conduct of every educator affects attitudes toward the profession and toward education. Aware of the 
importance of maintaining the confidence of students, parents, colleagues and the public, Montana educators strive to 
sustain the highest degree of ethical conduct. While the freedom to learn and the freedom to teach are essential to 
education in a democracy, educators in Montana balance these freedoms with their own adherence to this ethical code. 
 
The Professional Educator in Montana: 
 
Makes the well-being of students the foundation of all decisions and actions. 
 

 Protects students when their learning or well-being is threatened by the unsafe, incompetent, unethical, or illegal 
practice of any person. 

 
 Provides educational services with respect for human dignity and the uniqueness of the student. 
 
 Safeguards the student's right to privacy by judiciously protecting information of a confidential nature. 

 
 Fulfills professional responsibilities with diligence and integrity. 
 
 Enhances individual competence by increasing knowledge and skills. 
 
 Exemplifies and fosters a philosophy of education which encourages a lifelong pursuit of learning. 

 
 Contributes to the development and articulation of the profession's body of knowledge. 
 
 Promotes professionalism by respecting the privacy and dignity of colleagues. 
 Demands that conditions of employment are conducive to high-quality education. 

 
 Models the principles of citizenship in a democratic society. 
 
 Respects the individual roles, rights, and responsibilities of the community; including parents, trustees, and 

colleagues. 
 
 Assumes responsibility for individual actions. 
 
 Protects the civil and human rights of students and colleagues. 

 
 
Adopted by the Certification Standards and Practices Advisory Council on October 30, 1997 
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LOLO SCHOOL DISTRICT MISSION STATEMENT/MOTTO/VISION STATEMENTS 
 
MISSION:  All Lolo School students will learn and apply clearly identified essential skills and 
concepts. (Board policy 1050) 
 
MOTTO: “Learn Today, Lead Tomorrow!” 
 
VISION STATEMENT: 
Lolo School students will achieve their maximum academic potential as successful individuals 
and collaborative learners by: 

• Taking ownership of and responsibility for their own learning 
• Acting with self-discipline and respect 
• Exhibiting a commitment to learning 

 
 Lolo School staff will prepare students for their future, helping them to become productive 
citizens by: 

• Working cooperatively 
• Utilizing data driven decisions 
• Identifying clear expectations 
• Communicating effectively and respectfully 

 
Lolo School Community and parents will partner with Lolo School to support learning by: 

• Promoting open lines of respectful and effective communication 
• Collaboratively sharing skills and life experiences 
• Encouraging a life-long appreciation for learning 
• Modeling civic duty and volunteerism 
• Working cooperatively with Lolo School 
• Providing a safe environment for all 
 

Lolo School will provide a nurturing and safe environment for all learners by: 
• Clearly and effectively communicating with parents, staff and students 
• Providing facilities supportive of and responsive to the school’s needs 
• Furnishing excellent resources to staff 
• Ensuring a secure campus 
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PREFACE 
The material covered within the Personnel Handbook is intended as a method of communicating to employees regarding general 
district information, rules, and procedures and is not intended to either enlarge or diminish any Board policy, administrative 
regulation, or negotiated agreement.  Material contained herein may, therefore, be superseded by such Board policy, administrative 
regulation, negotiated agreement, or changes in state or federal law. 
 
Any information contained in this Personnel Handbook is subject to unilateral revision or elimination, from time to time, without 
notice. 
 
No information in this document shall be viewed as an offer, expressed or implied, or as a guarantee of any employment of any 
duration. 
 

ESSENTIAL CONCEPTS 
As part of our district wide Professional Learning Community approach to meeting our district mission and visions, the District 
annually adopts and incorporates monthly defined "Essential Concepts" into our daily work.  From a list created by staff and 
administration for each new school year, the Essential Concepts are communicated to students, parents, community and employees 
with the hope that such concepts will become a part of "how we do business" in our lives.  All District education stakeholders are 
encouraged to adopt and apply the concepts, as well as are recognized by each other throughout the year for their application of the 
concepts.  Through their teaching, role modeling, encouraging and recognizing the use of such concepts, all District employees play a 
critical role in helping achieve this particular objective. (See monthly Essential Concepts at the front of this handbook). 
 

EQUAL EMPLOYMENT OPPORTUNITY (EEO) 
Equal employment opportunity and treatment shall be practiced by the District regardless of race, color, national origin, religion, sex, 
age, marital status, and disability, if the employee, with or without reasonable accommodation, is able to perform the essential 
functions of the position. 
 
The following have been designated to coordinate compliance with these legal requirements, including Title VI, Title VII, Title IX, 
and other civil rights or discrimination issues, the Americans with Disabilities Act, and Section 504 of the Rehabilitation Act of 1973, 
and may be contacted at the District Office for additional information and/or compliance issues:   
 
 Dale Olinger, Superintendent 

Shawna Kientz, Elementary Principal 
Kerrie Schneiter, Middle School Principal 

 

LOLO SCHOOL DISTRICT INSTRUCTIONAL PHILOSOPHY AND GOALS 
Mission/Vision Statements 
 
District’s staff and school board may review and adjust, as needed, Lolo SD’s collaboratively created Mission and Vision 
statements.  All employees have opportunity for input regarding these important statements and the effort we make in trying to 
achieve our Mission and Visions.  The Superintendent further works with the Board on annual focus areas that are a part of achieving 
the Mission and Vision. 
 
A copy of the District’s Mission and Vision statements are located on the website, in this manual, and in each office. 
 
It is critical each employee at the District read, understand and support Lolo SD’s Mission and Vision.  Those with questions or in 
need of clarification are strongly encouraged to visit with your supervisor.  Thank you for your collaborative involvement in making 
Lolo SD an outstanding educational experience for kids and work environment for staff! 
 

SCHOOL YEAR CALENDAR 
School calendars are located on-line on the school’s web site (www.loloschools.org) as well as at the front of this handbook and are 
available in the District Office, Elementary K-4 and Middle School 5-8 offices. 
 
The Superintendent meets with a calendar committee each spring to review the following year’s school calendar options.  The 
Superintendent then makes a recommendation to the Board, which then sets the school calendar. 
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STAFF ORGANIZATION 
 
The staff within a school system is, with some exception, generally categorized into three areas, classified, certified, and 
administrative.  Classified employees are those employees who are neither certified nor administrative and generally fulfill the vital 
role of providing support to the school and its instructors.  Certified employees are those with instructional certificates and are not 
administrative.  Administrative employees are those who manage the school - most of whom have both instructional and 
administrative certification.  Special assignment employees are generally hired for specific, short term purposes such as coaching, 
advising, mentoring, etc. 
 

SUPERVISION OF STAFF & CHAIN OF COMMAND 
While the Superintendent is the overall Supervisor for all employees, the following chart sets forth the direct supervisory structure for 
the District: 
 
Superintendent 

• Principals & Director of Student Services 
• Business Manager 
• Food Service Coordinator 
• Technology/Facility Director 
• Administrative Assistant 

 
Business Manager 

• Business Assistant 
 

Principals 
• Certified employees working within their 

    grade level/building areas 
• Classified employees working within their 
    grade level/building areas 
• Assistant Principal 
• Volunteers 

 
Technology/Facility Director 

• Maintenance Coordinator 
• Maintenance and custodial classified staff 

 
Food Service Coordinator 

• Food service classified staff

 
REQUIRED READING/SIGN OFFS 
It is particularly important for all District staff members to review certain policies and/or procedures each year.  To that end, Lolo SD 
provides a list of certain items it requests employees to read, understand and acknowledge (in writing) at the start of employment and 
each school year.  This information is located on the District staff website (www.loloschools.org) and easily accessible by staff at 
school or home.  Assistance in obtaining this information is available from the District Office or school offices. 
 

SCHOOL  WEBSITE 
A great deal of information for staff is located on the District website (www.loloschools.org).  Whether it be employee contracts, 
policies and procedures, training, or regular activity and employment updates, employees are encourage and expected to utilize the 
website for important information.  Don’t hesitate to contact a school office or your supervisor if you have questions on how to access 
the website or regarding any other questions you might have.  

 
  

http://www.loloschools.org/
http://www.loloschools.org/
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GENERAL INFORMATION 
ASSOCIATIONS 
The Lolo Education Association is the bargaining unit for all certified staff.  Association officers are as follows: 
 Barbara Brown, President 
 Kari Lodge, Vice President 
 [Vacant], Secretary 
 Nichole Bemis, Treasurer 
 
The Lolo Classified Association is the bargaining unit for all classified staff. Association officers are as follows: 
 Stacey Skinner, President 
 Dave Fields, Vice President 
 Randy Leibenguth, Secretary/Treasurer  

 

ATTENDANCE, MEAL ACCOUNTS 
The school day for students in grades K-8 runs from 8:15-3:17 M, T, W, F and 8:15-2:01 Th. Attendance is taken each morning after 
school starts.  Attendance and lunch accounts are completed online unless circumstances warrant submitting them to the appropriate 
building secretary via phone or e-mail. Contact the school secretary for more specifics.   
 

AUTOMATIC EXTERNAL DEFIBRILLATOR (AED)/FIRST AID KITS 
In the event of a suspected heart emergency, Automatic External Defibrillators (AED) are located:  

1. District Office copy room next to the first aid kit (Building 5, Board Room). 
 2. K-4 office (Building 2, Room 200) 
 3. Upper gym (Building 2) 
 4. Lower Gym (Building 4) 
 5. 5-8 office (Building 6, room 600)    
First Aid Kits are located:  
 1. District Office copy room (Building 5) 
 2. K-4 Secretary’s office (Building 2) 
 3. 5-8 Secretary’s office (Building 6)    
 4. School Nurses office (Building 2) 
 
All staff should be aware of the location of these resources if an emergency should require their use.  All first aid/CPR certified staff 
have received AED usage training.  As always, 9-1-1 should be contacted immediately and as soon as practical the office should be 
notified for possible assistance, support and further action. 
 

BOARD OF TRUSTEES 
Trustees 
The Legislature of the State of Montana delegates to the Board of Trustees responsibility for the conduct and governance of district 
schools.  Board members, as elected by residents of this district, are as follows: 

 
Jen Hickes, Chair; Bridgett Beal; Chris Decker; Brent O’Connor; Brandon Wright 

 
Regular Meetings 
 
Unless otherwise specified, all meetings will be held in the board room of the District Offices.  Regular meetings shall be held at 7 
p.m. on the 2nd Thursday of each month, or at other times and places determined by a majority vote. Except for an unforeseen 
emergency, meetings must be held in District buildings or, upon unanimous vote of the Trustees, in a publicly accessible building 
located within the District.  If regular meetings are to be held at places other than the place stated above, or are adjourned to times 
other than the regular meeting time, notice of the meeting shall be made in the same manner as provided for special meetings.  When a 
meeting date falls on a legal holiday, the meeting shall be held on the next business day. 
 
Board Policy 
Board policy manuals are available for review in the school office, District Office and online.  
 
CELLULAR PHONE AND OTHER ELECTRONIC DEVICES (USE OF) Policy 5630 
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Employee Use of Cellular Phones and Other Electronic Devices 
 
The Board recognizes the use of cellular telephones and other electronic communication devices may be appropriate to help ensure the 
safety and security of District property, students, staff, and others while on District property or engaged in District-sponsored 
activities.  To this end, the Board authorizes the purchase and employee use of such devices, as deemed appropriate by the 
Superintendent. 

District-owned cellular telephones and other devices will be used for authorized District business purposes.  Personal use of such 
equipment may occur on a case by case basis as per the Superintendent's discretion and in emergency situations.  

Use of cellular telephones and other electronic communication devices in violation of Board policies, administrative regulations, 
and/or state/federal laws will result in discipline up to and including dismissal. 

District employees are prohibited from using cell phones or other electronic communication devices while driving or otherwise 
operating District-owned motor vehicles, or while driving or otherwise operating personally-owned vehicles when transporting 
students on school-sponsored activities. 

Emergency Use 

Staff is encouraged to use any available cellular telephone in the event of an emergency that threatens the safety of students, staff or 
other individuals. 

Use of Personal Cell Phones and Communication Devices 

Employees are discouraged from using their personal cell phone during the school days but may do so with professional discretion.  
Employees, most especially those working with students, in the classroom and/or during instructional time, should not use their 
personal cell phones or similar communication devices if such use is interfering with the employee’s job obligations and 
responsibilities.  If such use is determined to have interfered with an employee’s obligations and responsibilities, the employee may be 
disciplined in accordance with the terms of the collective bargaining agreement and Board policies. 

COMMITTEES 
The District utilizes the following committees during each school year, which meet on an as-needed basis.  Other committees are 
created when needed: 

• Curriculum Committees (content area rotates from year to year) 
• Student Conduct (Olweus, MBI, etc) Committees 
• Response to Intervention 
• Technology Committee 
• Safety Committee 
• Wellness Committee 
• School Improvement Plan Committee 
• Indian Education for All Committee 
• Differentiated Instruction Committee 
• Insurance Committee 
• Calendar Committee 
• Professional Development Committee 

 

COMMUNICATIONS WITH STUDENTS AND PARENTS 
All District staff members are expected to identify clear expectations of students and parents and to communicate effectively and 
respectfully in their work with students, parents and others. 
 
Teachers are expected to utilize notes, phone calls, e-mail, etc. to communicate expectations and provide parents with information 
regarding student progress and challenges. Report cards are sent home each trimester, but parents may access their student’s records 
via the school website (www.loloschools.org) and Infinite Campus.  Any notes sent home to the entire class should first be approved 
by the Principal before distribution.  The District expects each classroom teacher prepare a syllabus prior to the beginning of the 
school year which communicates the teacher’s and grade level’s clear and consistent expectations and rules for the classroom and 
students, and encourages communication with the parent and students regarding any questions or concerns they might have.  Clearly 
identified Essential Skills and Concepts for students to learn should be available for parents to review and be communicated to 
students and parents as appropriate.  A copy of the syllabus should be provided to and approved by the Principal prior to distributing 
to students and parents at the beginning of the year. 
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COMMUNITY USE OF BUILDING 
School facilities are available to the community for education, civic, cultural, and other uses consistent with the public interest, when 
such use does not interfere with school programs or school-sponsored activities.  Use of school facilities for school purposes has 
precedence over all other uses.  Persons on school premises must abide by the District’s conduct rules at all times.  Contact the District 
Office Administrative Assistant for more information or for specific scheduling.  Posting of non-school materials is limited to the 
office areas and must be pre-approved by the Principals and/or Superintendent. 
 

COMPLAINTS, CONCERNS AND GRIEVANCES 
It is normal and expected that parents, community members and employees may have questions, comments, concerns, or suggestions 
about the school’s operations.  Such questions or concerns should first attempt to be resolved on an informal basis at the initial level of 
concern, whether with an employee or immediate supervisor.  If not resolved, then utilization of the more formal complaint process is 
appropriate (Board Policy 1700). The District uses the same uniform complaint procedure for students, parents and community 
members to follow when they have a concern. A copy of this policy and form is available in each office or the District website. 
 
Student/Parent Complaints 
 
The District recognizes complaints regarding staff performance, discipline, grades, student progress, and homework assignments will 
be made by students and parents from time to time.  Every effort will be made to ensure such complaints are handled and resolved 
informally and as close to their origin as possible.  Students, parents, and others with complaints will be encouraged to discuss the 
complaint directly with the staff member.  All such meetings should be held in confidence and not in the presence of others. 
 
If the complaint is not informally resolved, staff should advise the complainant he/she may submit the matter directly to the Principal 
or immediate supervisor, as appropriate.  The complainant will be provided with necessary formal complaint procedure guidelines in 
accordance with Board policy.  Staff members should also refer to possible applicable provisions of their negotiated agreements. 
 
When a complaint is made directly to the Board as a whole or to an individual Board member, it will be referred to the Superintendent 
for appropriate building administrator follow-up. 
 
All staff members should familiarize themselves with Board policy and applicable provisions of administrative regulations and 
negotiated agreements regarding the handling of complaints. 
 
Staff Complaints 
 
In the event of a complaint or concern, staff members should refer to Board Policy 1700 for resolving complaints. A board policy 
book is located in the District office for reference.   If a staff member believes his/her contractual rights have been violated, he/she 
should refer to his/her collective bargaining agreement for applicable grievance procedure information. 
 
Generally, staff member complaints contending a violation, misinterpretation, or inappropriate application of district personnel 
policies and/or administrative regulations should be directed to the Principal or immediate supervisor for informal discussion and 
resolution. 
 
If the complaint is not resolved informally, formal complaint procedures may be initiated by staff in accordance with Board policy and 
administrative regulations. 
 
Again, Policy 1700 complaint procedure may not be used to resolve disputes and disagreements related to the provisions of any 
negotiated agreement.  An employee should refer to his/her collective bargaining agreement for those details and grievance 
procedures. 
 
DAILY SCHEDULE 
For each day school is in session, all faculty members are to be present in the school building (classroom if applicable) and prepared to 
teach by no later than 8:00 a.m. and are to remain in the building (excluding lunch) until 3:45 p.m., unless special arrangements have 
been made with the Principal. The administration has utilized its discretion to release teachers at earlier times, in particular on Fridays 
when teachers are usually permitted to leave after 3:35pm in exchange for staying longer on staff meeting days once each week. The 
following is the specific regular daily schedule. 
 

8:00 – Teacher workday begins 
8:15 – Class begins 
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3:17 - End of school day for grades K-8 (M,T,W,F), 2:00 (Th) 
3:45 – End of school day for teachers 

 
At its discretion, the District also utilizes an almost weekly Thursday early release schedule for teacher team planning, in-service and 
student tutoring.  Please see your supervisor for early release and other special schedules. 
 

DISTRIBUTION OF MATERIALS TO STUDENTS/PARENTS 
The school offices occasionally ask teachers to send office-approved school-related information home to parents via students.  Please 
check your emails and your mailboxes for such information so it can be distributed to students in a timely fashion. 
 

DISTRICT OFFICE HOURS 
The District office is officially open to the public between the hours of 8 a.m. and 4 p.m. weekdays during the school year.  However, 
the District Administrative Assistant arrives at 7 a.m. each morning to handle phone messages, substitute requests, etc.  The 
Elementary and Middle School offices officially open at 7:30 a.m. and close at 4:00 p.m. 
 
During summer months and other times during the school year when school is not in session, the offices will set and post their office 
hours. 
 

FIRST AID KITS/AUTOMATIC EXTERNAL DEFIBRILLATOR (AED) 
First Aid Kits are located:  
 1. District Office copy room (Building 5). 
 2. K-4 Secretary’s office (Building 2). 
 3. 5-8 Secretary’s office (Building 6).    
 4.  School Nurses office (Building 2).  
 
In the event of a suspected heart emergency,  
Automatic External Defibrillators (AED) are located:  
 1. District office copy room next to the first aid kit (Building 5). 
 2. K-4 Principal’s office (Building 2). 
 3. Upper gym (Building 2).  
 4.  Lower Gym (Building 4).  
 5. 5-8 Principal’s office (Building 6).    
 
All staff should be aware of the location of these resources if an emergency should require their use.  All first aid/CPR certified staff 
have received AED usage training.  As always, 911 should be contacted immediately and as soon as practical the office should be 
notified for possible assistance, support and further action. 
 
STUDENT EXTRACURRICULAR ACTIVITIES  
 
The Middle School (grades 7 and 8) participates in recognized sports activities in the Copper League with schools comprised of 
comparable enrollments and activity programs, usually including such school districts as: Bonner, Frenchtown, Hellgate Elementary, 
Potomac, Clinton, St. Joseph, Seeley Lake, and Target Range. 
 
Depending on interest levels and available resources, music, student council, Math Counts and Close Up program and other activities 
may also be provided. 
 
Coaches and sponsors are expected to obtain and abide by the extra-curricular supervision procedures, copies available in school 
offices, District Office or on the Districts website (www.loloschools.org).  
 
Funding for such activities is largely dependent on the Lolo Booster Club and other community/parental donated support. 

 

http://www.loloschools.org/
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STAFF OPERATIONS 
ABSENCES & LEAVE 
It is important for employees to provide the school with as much notice as possible regarding upcoming absences/taking of leave.   
When a classified employee cannot work his or her normal shift he or she is to call the primary supervisor as soon as possible.  
Classified employees working with students should also call the District Office (the substitute request phone number during after-
hours – 273-0114) and request a substitute.  Certified staff members should similarly contact the District Office (substitute request 
phone number during after-hours) to request a substitute.  Staff members SHOULD NOT find their own substitutes.  Appropriate 
leave slips should be completed and submitted to supervisors for approval and processing. 
 
Sick Leave, Discretionary Leave, Personal Leave, Vacation Leave, Emergency Leave, Professional Leave, Bereavement Leave, 
etc. 
Certified and Classified employees shall be granted leave according to the terms of their respective current collective bargaining 
agreements and Montana law. 
 
Administrative employees shall be granted leave according to the terms of their respective contracts and Montana law. 
 
The classified and 12-month administrative employees shall accrue annual vacation leave benefits in accordance with current Montana 
law. 
 
Requesting leave – advanced notice requirement.   
 
Employees are expected to submit requests for leave in advance – either as required by their contracts or, in the absence of a contract 
or such language in a contract, in a reasonable/timely fashion as follows: 

1. Generally speaking, at least two work days advanced request to the supervisor should be provided when requesting a 
single day or shorter time period of leave.  A week’s notice is preferred for requests for leave for between a day and a week’s 
length of time.  Leave of longer than a week should be given at least a month’s notice.  Obviously, longer term leave requests 
should be given as much advanced notice as possible.  

2. The District understands emergency/sudden illness situations may not permit much, if any, advanced notice.  
3. The District understands sometimes situations present themselves that are unforeseeable and/or do not allow for as much 

advanced notice as would be desired and has the discretion to grant leave IF the situation is indeed such and IF the District is 
able to provide appropriate substitute coverage.  However, the presumption is that failure to provide appropriate advanced 
notice (except in emergency situations) may result in denial of the leave. 

4. In the event the leave is taken without advance approval (except in an emergency/illness situation), the inappropriate leave 
may be deducted as a leave without pay and/or the employee disciplined, possibly discharged, for failure to report to work as 
expected. 
   

Family and Medical Leave Act (FMLA) 
Eligibility 
 
Employees are eligible if they have been employed by the District for at least twelve months and have worked at least one thousand 
two hundred fifty (1,250) hours over the previous twelve (12) months, and if there have been at least fifty (50) District employees 
within seventy-five (75) miles for each working day during twenty (20) or more workweeks in the current or preceding fiscal year.  
(Refer to Board Policy 5328.) 
 
Length/Purpose of Leave 
 
In accordance with provisions of the Family Medical Leave Act of 1993 (FMLA), a leave of absence of up to twelve (12) weeks 
during a twelve-(12)-month period (which has been defined by the Board as July 1 to June 30) may be granted to an eligible employee 
for the following reasons:  1)  birth of a child; 2) placement of a child for adoption or foster care; 3) a serious health condition which 
makes the employee unable to perform functions of the job; 4) to care for the employee’s spouse, child, or parent with a serious health 
condition;  5) because of a qualifying exigency (as the Secretary shall, by regulation, determine) arising out of the fact that the spouse 
or a son, daughter, or parent of the employee is on active duty (or has been notified of an impending call or order to active duty) in the 
Armed Forces in support of a contingency operation. 
 
Service Member Family Leave 
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Subject to Section 103 of the FMLA of 1993, as amended, an eligible employee who is the spouse, son, daughter, parent, or next of 
kin of a covered service member shall be entitled to a total of twenty-six (26) workweeks of leave during a twelve-(12)-month period 
(as defined by the Board) to care for the service member. The leave described in this paragraph shall only be available during a single 
twelve-(12)-month period. 
(Refer to policy 5328) 
 
Substitutes: 
 
The District Administrative Assistant arrives at 7:00 a.m. to take sub calls.  Before 7:00 a.m. employees must use the automated leave 
request feature called Frontline Absence Management which can be located from the Lolo School website www.loloschools.org 
AFTER 6:00 a.m, or if you are unable to access Frontline, please call the District Office at 273-0451.  Do not leave a message on the 
sub line AFTER 7:00 a.m.    If you have recess duty or plans for a field trip on a day that you are going to be gone, please indicate that 
information so the sub can be prepared. 
 
Make all sub requests through the Frontline system unless otherwise directed. If you have a preference for a sub, you may state your 
preference and the District Administrative Assistant will try to honor your request, if possible.  Do not arrange for your own substitute 
or ask people if they are available to sub on a particular day. You can certainly tell someone that you’re planning a leave day, but it’s 
the sub’s responsibility to accept the job in Frontline. Further, the District always reserves the right to make changes as necessary, 
without first contacting the employee or the substitute.  
 
BREAKS 
Scheduled breaks are provided to all classified employees to ensure safety and efficiency.  All classified staff members who work four 
or more consecutive hours are entitled to one 15-minute break.  Those working seven hour days are entitled to two 15-minute breaks. 
 
Classified employees in the maintenance department are expected to adhere to the break schedule established by the Maintenance 
Coordinator.  Deviation from the regularly scheduled break period requires prior supervisor approval. 
 

CARE/USE OF DISTRICT PROPERTY 
All staff members are encouraged to exercise continuous and vigilant care of all district-owned property.  Such items as computer and 
video equipment, typewriters, and musical instruments are priority items for theft and damage. 
 
Incidents of theft or willful destruction of District property through vandalism or malicious mischief should be reported immediately 
to the Principal or Superintendent. 
 
Certain District-owned equipment (including computers) may be checked out by staff.  Such equipment may not be used for personal 
financial gain.  Any equipment-use form must be submitted and approved.  Technology items should be checked out through either the 
library or the tech director.  (See Technology and Computer Checkout and Use section). 
 
For checking out other items, forms are available in the office. There are generally no equipment-use fees. 
 
In the event of loss or damage, a fee will be assessed by the District according to the repair or replacement costs. 
 

CASH IN DISTRICT BUILDINGS 
(Ref Policy 7329) Money collected by staff as a result of fund raisers or other school-related purposes is to be deposited in the office, 
along with a receipt or log accounting for the balance.  At no time is money to be kept overnight in classrooms. 
 
Staff members are asked to emphasize to students the importance of promptly depositing money collected with appropriate school 
officials. See the Business Manager for any questions. 
 

CERTIFICATION RENEWAL 
Employees whose employment with the District requires certification/endorsements are responsible for fulfilling requirements for 
maintaining such certification, including but not limited to meeting    re-certification paperwork deadlines.  Failure to meet 
recertification timelines could result in loss of pay and/or job. See the District Office for specific information. 
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CHECKOUT 
Work Day Checkout 
Certified staff may leave the building and District grounds during lunch as necessary. Departures during preparation periods must be 
pre-approved by the Principal. 
 
Classified staff may leave the building and District grounds during their lunch break. 
 
All staff are required to at least verbally check out/in with the office if departing/returning to the school during the work day.  This 
will enable office staff to respond appropriately in the event of message and emergency situations that may arise. 
 
Year-End Checkout 
The Principals will inspect each teacher’s/staff member’s room as well as inventory and check in or out all staff keys prior to the 
issuance of final paychecks, unless assigned duties require continued access. 
 

CHILD ABUSE REPORTING 
Any staff member who has reasonable cause or reasonable suspicion to believe any child under 18 years of age with whom he/she has 
come in contact has suffered abuse or neglect, or any adult with whom he/she is in contact has abused a child, shall immediately orally 
report to the Child Protective Services (CPS) or local law enforcement agency.  Hot Line at (866) 820-5437. The Principal is also to 
be immediately informed.  
 
Written documentation of this report must be completed and submitted to the Principal. 
 
Failure to report a suspected child abuse is a violation punishable by law and by district disciplinary action up to and including 
dismissal. (Refer to Board Policy 5232). 
 
A staff member who, based on reasonable grounds, participates in the good-faith making of a child abuse report shall have immunity 
from any liability, civil or criminal, that might otherwise be incurred or imposed as provided by law. 
 

CLASSROOM SECURITY 
When leaving the classroom, locker room, or other work areas at the end of the day, teachers are expected to turn out the lights, close 
and secure windows, pull their blinds, turn off their computers and other electrical equipment, and secure (lock) all doors unless 
otherwise instructed. Lights should be turned off any time the room is not in use. 
 
All staff are asked to refrain from keeping personal items of value in or about their desks or in classrooms.  Purses/wallets should 
never be left unsecured.  Students should be instructed to leave valuables at home.  The District will not be responsible for the loss of 
or damage to, personal property due to such causes as fire, theft, accident, vandalism, acts of God, etc. 
 

CLASSROOM STORAGE  
Storage space is limited. Staff are expected to annually review stored items for possible disposal, as authorized and processed by the 
immediate District level supervisor.  
 

COMMUNICABLE DISEASE/BLOOD BORNE PATHOGENS/INFECTION CONTROL PROCEDURES 
The District provides for the reasonable protection against the risk of exposure to communicable disease to all staff while engaged in 
the performance of their duties.  Protection is provided through immunization and exclusion in accordance with Montana Code 
Annotated and the Administrative Rules of Montana.  Infection control procedures, including provisions for handling and disposing of 
contaminated fluids, have also been established through Board policy and administrative regulations for staff and student protection. 
 
All staff shall comply with measures adopted by the district and with all rules set by the Montana State Health Department and the 
Missoula County Health Department. Staff members have a responsibility to report to the district when infected with a communicable 
disease unless otherwise stated by law. (Refer to Board Policy 5130) 
 
COMMUNICATIONS 
Staff communications should always be professional, whether in person, via phone or text/email, and through any other means of 
communication. Most public employee communications are usually open to the public, so use caution and assume anything you 
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say/write is open to the public. Staff should continually check their school voice messages and email, even during the summer, for 
important information and announcements. 
 

CONTRACTS AND COMPENSATION 
Salaries and /or hourly wages are set by the Board through collective bargaining/negotiations between the Board and the 
certified/classified employee unions (LEA/LCA), or as otherwise appropriate.  Salary and wage information is available through each 
respective collective bargaining agreement or by contacting the business office. 
 
Certified Staff 
 
Contracts for certified staff members will be initiated when hired or renewed. It is the staff member’s responsibility to provide all 
information necessary for placement on the salary schedule to the business office in accordance with timelines established by the 
district and negotiated agreements. 
 
Classified Staff 
 
Classified staff contracts, terms and duration of employment and wages vary based on District needs for various positions, District 
policy and the Classified Association Collective Bargaining Agreement. 
 
COPYRIGHT 
A variety of machines and equipment for reproducing materials to assist staff in carrying out their educational assignments is available 
to staff in both the school and home setting. 
 
Infringement on copyrighted material, whether prose, poetry, graphic images, music, audio tape, video, or computer-programmed 
materials, is a serious offense against federal law, a violation of Board policy, and contrary to ethical standards required of staff and 
students. 
 
All reproduction of copyrighted material shall be conducted strictly in accordance with applicable provisions of law.  Unless otherwise 
allowed as “fair use” under federal law, permission must be acquired from the copyright owner prior to reproduction of material in any 
form.  Permission forms are available in the office. 
 
“Fair use” guidelines are as follows: 
I. Printed Materials 
 A. Permissible uses — district employees   
 may: 
 1. Make a single copy of the following for use in teaching or in preparation to teach a class: 
   a.  A chapter from a book; 
   b.    An article from a periodical or newspaper; 
   c.    Short story, short essay, or short poem, whether or from a collective work; 

d.    A chart, graph, diagram, drawing, 
e.   cartoon, or picture from a book, periodical, or       
      newspaper.                                                                                                                                         

  2. Make multiple copies for classroom  
  use (not to exceed one copy per    
  student in a course) from the following: 

a.    A complete poem, if it has fewer than 250 words and does not exceed two printed pages in length;                                                                                   
b.   A complete article, story, or essay of less than 2,500 words;    
c.    Prose excerpts not to exceed 10 percent of whole or 1,000 words, whichever is less; 
d.    One chart, graph, diagram, cartoon, or picture per book or per issue of a periodical; 
e.    An excerpt from a children’s book, containing up to 10 percent of the words found in the text. 

 
  B. All permitted copying must bear an appropriate reference.  References should include the author, title, date, and any 

other pertinent information. 
 
  C. Prohibited uses — district employees   
  may not: 
   1. Copy more than one work or two excerpts from a single author during one class term; 
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   2. Copy more than three works from a collective work or periodical volume during one class term; 
   3. Copy more than nine sets of multiple copies for distribution to students in one class term; 
   4. Copy to create or replace or substitute for anthologies or collective works; 
   5. Copy “consumable” works, such as workbooks, exercises, standardized tests, and answer sheets; 
   6. Copy the same work from term to term; 
   7. Copy the same material for more than one particular course  being offered (may not copy every time a particular 

course is  offered) unless permission is obtained from the copyright owner. 
 
  D. All sound recordings, including  phonograph records, audiotapes, compact discs, and laser discs, will be treated under 

the same provisions that guide the use of print materials unless as may otherwise be accepted by regulations governing the 
reproduction of works for libraries/media centers. 

 
II. Sheet and Recorded Music 
 A. Permissible Uses — district    
 employees may: 
  1.  Make emergency copies to replace  purchased copies which for any  reason are not available for an imminent 
performance, provided purchased replacement copies will be substituted in due course;  
  2.  Make, for academic purposes other than performance, multiple copies (one per student) of excerpts not constituting 
an entire performance unit such as a section, movement, or aria, but in no case no more than 10 percent of the whole work; 
  3.  Make, for academic purposes other than performance, a single copy of an entire performable unit such as a section, 
movement, or aria if confirmed by the copyright holder to be out of print or the “unit” is unavailable except in a larger work.  The 
copy may be made solely for the purpose of scholarly research or in preparation to teach a class; 
  4. Edit or simplify printed copies which have been purchased, provided the fundamental character of the work is not 
distorted or the lyrics, if any, altered or lyrics added if none exist; 
  5. Copy complete works which are out of print or unavailable except in large works and used for teaching purposes; 
  6. Make a single copy of a recorded performance by students to be retained by the school or individual teacher for 
evaluation or rehearsal purposes; 
  7. Make a single copy of a sound recording, such as a tape, disc, or cassette, of copyrighted music owned by the school 
or an individual teacher for constructing aural exercises or examinations and retained for the same purposes. 
 B. Prohibited uses — district employees may not: 
  1. Copy to create or replace or substitute for anthologies, compilations, or collective works; 
  2. Copy works intended to be “consumable”, such as workbooks, exercises, standardized tests, and answer sheets; 
  3. Copy for the purpose of performance, except as noted above (A. 1.) in emergencies. 
  4. Copy to substitute for purchase of music except as noted above (A. 1., 2., and 3.); 
  5. Copy without inclusion of the copyright notice on the copy. 
 
III. Television-Off-the-Air Taping 
 A. Permissible uses — district employees   
  may: 
  1. Record a broadcast program off-air simultaneously with the broadcast transmission, including simultaneous cable or 
satellite retransmission, and retain the recording for a period not to  exceed the first 45 consecutive calendar days after the date of the 
recording. A limited number of copies may be reproduced from each off-air recording to meet the legitimate needs of teachers.  Each 
additional copy will be subject to all provisions governing the original recording. Unless authorized by the library/media supervisor, at 
the conclusion of the retention period, all off-air recordings shall be erased or destroyed immediately. Individuals who wish to retain 
programs beyond the 45-day period need to complete and return the preview portion of the “Request for Off-Air Video Taping” form 
to the library/media supervisor for each program videotaped.  The library/media supervisor will coordinate requests for permission to 
use or retain copyrighted television programs beyond the 45-day retention period. 
  2. Retain videotapes of commercial  programs only with written approval of appropriate copyright holders; 

 3. Use off-air recordings once for each class in the course of relevant teaching activities and repeat once only when 
instructional reinforcement is necessary and only within the first 10 consecutive school days of the 45-consecutive-
calendar-day retention period; 
 4. Use off-air recordings for evaluation purposes only, after the first 10 consecutive school days, up to the end of the 45-
consecutive-calendar-day retention period.  Evaluation purposes may include use to determine whether or not to include the 
broadcast program in the teaching curriculum; 
 5. Use off-air recordings made from a satellite dish, if they conform to the 45-consecutive-calendar-day retention period 
established for broadcast or cable programming and are not subscription channels; 
 6. Use of copies of off-air recordings, as stipulated in these guidelines, only if the copies include the copyright notice on 
the broadcast program; 
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 7. Request that a library/media center record and retain for research purposes commercial television news programs from 
local, regional, or national networks; interviews concerning current events; and on-the-spot coverage of news events.  
Documentary, magazine-format, and public affairs broadcasts, however, are not included in the definition of daily 
newscasts of major events of the day. 

   Requests for retention of programs recorded off-air will be directed to the producers of those programs directly through the 
network (not affiliate). 

 
 B. Prohibited Uses — district employees   
 may not: 

1. Tape off-air programs in anticipation of an educator’s requests; 
 2. Request that a broadcast program be recorded off-air more than once for the same educator, regardless of the number 
of times the program may be broadcast; 

  3. Use the recording for instruction after 45 consecutive calendar days; 
  4. Hold the recording for weeks or indefinitely because: 
   a. Units needing the program concepts are not taught within the 45-day use period; 
   b. An interruption or technical problem delayed its use; or 

  c. Another teacher wishes to use it, or any other supposedly “legitimate” educational reason; 
  5. Record programs off-air without  written permission from the author/producer/distributor when a special 
notice is provided specifically prohibiting reproduction of any kind; 

  6. Alter off-air programs from their original content.  Broadcast recordings may not be physically or electronically 
combined or merged to constitute teaching anthologies or derivative works.  Off-air recordings, however, need not be used 
in their entirety; 

  7. Exchange program(s) with other schools in the district or other school districts without the approval of the 
media/library supervisor; Programs will be used for the specific curriculum application for which the request was intended.  
No other curriculum application is authorized. 

  8. Use the recording for public or commercial viewing. 
 9. Copy or use subscription programs transmitted via subscription television cable services, such as HBO or Showtime.  
Such programs are licensed for private home use only and cannot be used in public schools.  “Pay” programs received via 
satellite dish are also subject to these prohibitions. 

 
IV. Rental, Purchase, and Use of Videotapes/DVD’s may: 
 A. Permissible uses — district employees   
 may: 
  1. Use purchased or rented videotapes/DVD’s such as feature films as part of a systematic course of instruction, in 

accordance with district policy.  Such use shall be for direct instruction and must take place in a classroom or similar area 
devoted to instruction; 

  2. Use only rented, lawfully-made videotapes or recordings; 
  3. Arrange for the local school to transmit videotapes over their closed circuit television systems for direct instruction; 
  4. Use off-air videotapes made at home for classroom instruction and only in accordance with television-off-air 
guidelines and district policy. 

 B. Prohibited uses — district employees may  not: 
 1. Use rented or purchased videotapes/DVD’s where a written contract specifically prohibits such use in the classroom or 
direct teaching situation; 

  2. Use rented or purchased videotapes/DVD’s such as feature films for assemblies, fund raising, entertainment, or other 
applications outside the scope of direct instruction without public performance rights. 

V. Computer Software 
 A. Permissible uses — district employees   
 may: 

1. Make a copy of an original computer   
program for the purpose of maintaining the availability of the program should it be damaged during use.  Either the copy or 
the original may be retained in archives.  Only one, either the original or the copy, may be used at any one time; 

   2. Make a copy of a program as an essential step in using the computer program as long as it is used in conjunction with 
the machine and in no other manner; 

  3. Make a new copy from the archival program in the event that the program in use is damaged or destroyed; 
  4. Use a purchased program sent from a manufacturer labeled “archival”, simultaneously with the original copy of the 

program, provided its use is permitted (not excluded) by the terms of the sales agreement; 
  5. Make an archival copy of a rightfully-owned disk that is labeled “archival” by the software manufacturer; 
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 6. Load a software program from a single disk into a distribution network or to individual stand-alone computers for 
simultaneous use when the distribution network is only accessible to the owner-user, if not otherwise prohibited by terms of 
a sales agreement; 
 7. Adapt a copyrighted program from one language to another for which it is not commercially available, or add features 
to a program to better meet local needs. 

 
 B. Prohibited uses — district employees may not: 

 1. Load the contents of one disk into multiple computers at the same time, in the absence of a license permitting the user 
to do so; 

  2. Load the contents of one disk into local network or disk-sharing systems in the absence of a license permitting the   
  user to do so; 
  3. Make or use illegal copies of copyrighted programs on district equipment; 

 4. Allow any student to surreptitiously or illegally duplicate computer software or access any data base or electronic 
bulletin board; 

  5. Make copies of software provided by a software publisher for preview or approval; 
 6. Make multiple copies of copyrighted software (or a locally produced adaptation or modification), even for use within 
the school or district; 

  7. Make replacement copies from an archival or back-up copy; 
 8. Make copies of copyrighted software (or a locally-produced adaptation or modification) to be sold, leased, loaned, 
transmitted, or even given away to other users; 

  9. Make multiple copies of the printed documentation that accompanies copyrighted software. 
 
 C. With permission from the copyright  holder, prohibitions may be significantly modified or removed altogether. 
 
VI. Reproduction of Works for Libraries/Media Centers 
 A. Permissible uses — district employees   
 may: 

 1. Arrange for interlibrary loans of photocopies of works requested by users, provided that copying is not done to 
substitute for a subscription to or purchase of a work; 
 2. Make for a requesting entity, within any calendar year, five copies of any article or articles published in a given 
periodical within the last five years prior to the date of the request for the material; 
 3. Make single copies of articles or sound recordings or excerpts of longer works for a student making a request, 
provided the material becomes the property of the student for private study, scholarship, or research; 
 4. Make a copy of an unpublished work for purposes of preservation, of a published work to replace a damaged copy of 
an out-of-print work that cannot be obtained at a fair price; 
 5. Make off-the-air recordings of daily television news broadcasts for limited distribution to researchers and scholars for 
research purposes; 
 6. Make one copy of a musical work, pictorial, graphic, sculptural work, motion picture, or other audiovisual work, if the 
current copy owned by the library/media center is damaged, deteriorated, lost, or stolen, and it has been determined that an 
unused copy cannot be obtained at a fair price. 

 
 B. Prohibited uses — district employees may  not: 

 1. Make copies for students, if there is reason to suspect that the students have been instructed to obtain copies 
individually; 

  2. Copy without including a notice of copyright on the reproduced material. 
 
VII. Performances 
 
 A. Permissible uses — district employees must: 
  1. Contact the copyright holder, in writing, for permission when copyrighted works such as plays and musical numbers  

  are to be performed. This is particularly important if admission is to be charged or recordings of the performance are to 
be sold. 

 
CONFIDENTIALITY 
Employees have varying access to student and staff information throughout their work days.  By law District employees are required 
to maintain confidentiality of students and their records.  District employees also have a professional obligation of confidentiality to 
fellow workers.  Please keep such knowledge to yourself and your supervisor.  If you have a question, check with your supervisor. 
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COPY MACHINES/FAX/SHREDDERS  
Copy machines and duplicating machines are located in the offices of each building.  Staff members are given a “copy machine code” 
when they are hired.  This code must be used to gain access to the copy machine in order to make copies.  Personal copies are 10 cents 
each, which is paid to the District Administrative Assistant in the District Office.   
 
The duplicators do not require a code for their use.  In order to keep copying costs to a minimum, copy machines should be used to 
make fewer than 30 copies.  If you need to make more than 30 copies, please use the duplicators.  The building secretaries  
can assist you with using any of the machines.   
 
Students are not permitted to use the machines.   
 
A fax machine is located in the District office.  Paper shredders are located in each building office if you need to shred documents.  
 
CRIMINAL RECORDS/BACKGROUND CHECKS/FINGERPRINTING 
Any finalist recommended for hire to a paid or volunteer position with the district, involving regular unsupervised access to students 
in schools, as determined by the Superintendent, shall submit to a name-based and fingerprint criminal background investigation 
conducted by the appropriate law enforcement agency prior to consideration of the recommendation for employment or appointment 
by the Board.  Any subsequent offer of employment or appointment shall be contingent upon successful results of the fingerprint 
criminal background check.  
The following applicants for employment, as a condition for employment, shall be required, as a condition of any offer of 
employment, to authorize, in writing, a name-based and fingerprint criminal background investigation to determine if he or she has 
been convicted of certain criminal or drug offenses: 
 

• a certified teacher seeking full- or part-time employment within the district; 
• an educational support personnel employee seeking full-or part-time employment within the district; 
• an employee or a person or firm holding a contract with the district, if the employee is assigned to the district; 
• a volunteer assigned within the district who has REGULAR unsupervised access to students. 
• Substitute teachers 

 
Any requirement of an applicant to submit to a fingerprint background check shall be in compliance with the Volunteers for Children 
Act of 1998 and applicable federal regulations. 
 

CURRICULUM 
State-mandated and district-adopted curricula and accompanying guides are available for all courses taught in the district. The adopted 
curricula reflect a consistent and coherent structure for the education of district students and are expected to be utilized.  
 
The curriculum established for the courses and grade levels of this district provides the flexibility necessary to meet the individual 
needs of students and their divergent learning rates and styles. 
 
Deviations from established curriculum, textbooks, and instructional materials are not permitted without principal approval.  Teachers 
with questions should contact the Principal. 
 
Though teaching methodology may vary, classroom instruction is expected to reflect “best practices” consistent with research on 
effective instruction, and align with the District’s Mission and Vision statements. 
 
DISCIPLINE AND DISCHARGE 
Discipline and dismissal of staff will follow due process, administrative regulation, relevant provisions of negotiated agreements and 
district policy, and applicable law. 
 

DRUG-FREE WORKPLACE 
No staff member engaged in work in connection with a direct federal grant or contract shall unlawfully manufacture, distribute, 
dispense, possess, or use on or in the workplace any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, or any 
other controlled substance, tobacco or alcohol, as defined in schedules I through V of section 202 of the Controlled Substances Act 
(21 U.S.C. 812) and as further defined by regulation at 21 CFR 1300.11 through 1300.15. 
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“Workplace” is defined to mean the site for the performance of work done in connection with a federal grant or contract.  That 
includes any school building or any school premises; any school-owned vehicle, or any other school-approved vehicle used to 
transport students to and from school or school activities; off school property during any school-sponsored or school-approved 
activity, event, or function, such as a field trip or athletic event, where students are under the jurisdiction of the school district where 
work on a federal grant is performed. 
 
Each staff member engaged in work related to a district federal grant or contract must notify his/her supervisor of his/her conviction of 
any criminal drug statute based on conduct occurring in the workplace, as defined above, no later than five days after such conviction. 
 

EARLY DEPARTURE/LATE ARRIVAL 
The District understands an employee may, on rare occasions arrive late or need to depart early.  Advance requests for such needs is 
very important so proper coverage can be considered, obtained and provided.  Such early departures and late arrivals should be kept to 
a minimum and are expected to be cleared with the employee’s supervisor. 
 

EMERGENCY CLOSURES 
The Superintendent has the authority to close school or alter/delay school schedules in the event of hazardous or emergency 
conditions, all district schools or selected schools or grade levels may be closed or schedules altered to provide delayed openings of 
school and/or early dismissal of students as appropriate. The Superintendent will communicate with television and radio stations as 
available. 
The District will, if able, utilize its automated phone/email contact system to provide notice of such delays or closures, as well as post 
on its school website and social media. 
 
Staff members should contact their building administrator if there are questions about whether they are required to report to work on 
school closure days.  Make-up days are indicated on the school calendar. 
 

EMERGENCY PROCEDURES AND DISASTER PLANS 
All staff will be provided with a large red binder containing a copy of the district’s emergency procedures plan with detailed staff 
responsibilities in the event of emergencies. Emergency drills, discussions and training occur throughout the year.  
 
Copies of the emergency procedures plan are also available in the school district main office, and in other strategic locations 
throughout the building, and on the website login for employees. 
 
Staff members are expected to be familiar with and point out/make available the emergency procedure binders to their substitutes as 
appropriate. 
 

EMPLOYEE ASSISTANCE PROGRAM 
Depending on changes and adjustments to annual employee benefits, the District may provide an employee assistance program as part 
of its employee benefit program.  Check with the Business Manager for further information. 
 

EVALUATION OF STAFF 
The District’s evaluation program is designed to provide an opportunity for staff to set goals and objectives, including plans for 
professional growth and career opportunities, and receive administrative responses to them; to have formal and informal observations 
of the teaching of licensed staff and the performance of assigned duties and job responsibilities of all other staff; to receive verbal and 
written comments and suggestions for improvement from supervisors; and to have clear opportunities to make improvement within 
specific timelines. 
 
The evaluation program also provides a tool for administrators who are responsible for making decisions about promotion, retention, 
dismissal, and discipline. Certified probationary (non-tenured) staff will be formally evaluated at least twice a year.  All other licensed 
(tenured) staff will be formally evaluated pursuant to the District’s evaluation procedure schedule (a combination of informal and 
formal interviews during 3 year rotations). 
 
Classified staff will be formally evaluated during their probationary period and at least once thereafter during their first year of 
employment with the District and at least once per year thereafter. 
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Copies of the District’s evaluation procedures will be provided to all staff.  Evaluation of all staff will be conducted in accordance 
with established Board policy and applicable district evaluation procedures, negotiated agreements, and Montana Code Annotated. 
 

FAIR LABOR STANDARDS ACT 
Regular working hours for all classified staff will be set by the Principal or their immediate supervisor (i.e. kitchen, custodial, bus 
driver).  Classified staff are not to work before, beyond, or outside their established working hours and are not to work overtime 
without prior authorization from their principal or immediate supervisor. Clock in and clock outs on the electronic time clock system 
must be a true reflection of all time worked, whether it is more or less than regularly scheduled work hours. 
Failure to comply will result in disciplinary action in accordance with applicable provisions of Board policy, administrative 
regulations, and negotiated agreements. 
 
Administrators, directors, and/or supervisors shall give written notification to non-exempt employees, as defined by the Fair Labor 
Standards Act, of the Board’s following expectations: 

• What constitutes non-exempt working hours; 
• What constitutes normal working hours; 
• That employees are not to work before, beyond, or outside their normal working hours and are not to work overtime without prior 

authorization; 
• That employee time sheets be a true reflection of all time worked, whether it is more or less than normally scheduled hours; 
• That a written corrective statement be given to employees not complying with established procedures. 

 
Overtime is defined as time worked over 40 hours in one week.  A week is defined as seven consecutive days covering Sunday 
through Saturday.  (Refer to Policies 5221 & 5336). 
 

FIRST AID/CPR/AED TRAINING  
All District employees and coaches are expected to maintain First Aid, CPR certification, and A.E.D. training/certification.  The 
District offers such training annually for free (primarily done during the summer or right before school begins, as well as during the 
school year), but otherwise an employee is responsible for such costs. See the District Administrative Assistant for more details 
regarding scheduling a time to obtain your required First Aid/CPR/AED training. 
 

FUNDRAISING 
Activities to raise money, collect goods or services, and solicit gifts-in-kind for a wide variety of school activities and equipment are 
held at various times throughout the course of the school year.  All such activities are considered ‘fundraising’ and must be conducted 
under the direct supervision of staff or other authorized individuals and approved by the Principal or Superintendent prior to the 
activity being initiated.  Fundraising requests must include an explanation or justification for the proposal, consistent with building 
and/or District goals.  Fund raising must not interfere with or disrupt school. 
 
Fundraising request forms are available in the office. With the exception of Lolo PTSA and Lolo Booster Club, all money raised must 
be receipted and deposited with the district unless otherwise approved by the Superintendent. Staff and students should take all 
reasonable precautions to provide for the security of any items/materials/products being sold. Staff members are directed to follow 
established building procedures for the depositing of funds collected immediately upon receipt of funds. At no time should money 
collected be allowed to accumulate in classrooms, lockers, or other unsecured areas. 
 

GIFTS AND SOLICITATIONS 
Staff members are to avoid accepting anything of value offered by another. (Ref: Montana Code Annotated) No organization may 
solicit funds from staff members within the schools, nor may anyone distribute flyers or other materials related to fund drives through 
the school without principal approval. Gifts of substantial value ($25 or more as a rule) are automatically property of the District. 
 
The solicitation of staff by sales people, other staff, or agents during on-duty hours is prohibited without Principal or Superintendent 
approval. Any solicitation should be reported at once to the Principal. 
 

GRIEVANCES 
If a staff member believes his/her contractual terms have been violated, he/she should refer to his/her collective bargaining agreement 
for applicable grievance procedure information. 
 
The District also has a uniform complaint procedure (Policy 1700) for non-staff members to follow when they have a concern. 
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GUEST SPEAKERS/CONTROVERSIAL SPEAKERS 
Guest speakers may be used by teachers from time to time when such use is consistent with educational goals and with a demonstrable 
relation to the curricular or co-curricular activity in which the participating students are involved.  Teachers are expected to inform the 
Principal of the date, time, and nature of the presentation whenever such use is planned.  Prior Principal approval is required whenever 
the guest speaker and/or presentation may be reasonably considered controversial. 
 

HARASSMENT/BULLYING/INTIMIDATION 
Harassment of staff members is strictly prohibited on District property, including non-District property while a staff member is at any 
District-sponsored, District-approved, or District-related activity or function, such as field trips or athletic events, in which students 
are under the control of the district or where the staff member is engaged in District business. 
Harassment includes, but is not limited to, harassment on the basis of race, color, religion, national origin, age, martial status, 
disability, and sexual harassment. 
  
Sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct of a sexual nature when: 
  
1. The staff member’s submission to the conduct or communication is made a term or condition of employment; 
2. The staff member’s submission to, or rejection of, the conduct or communication is the basis for decisions affecting 
employment and  assignment; 
3. The conduct or communication has the purpose or effect of substantially interfering with an individual’s work performance; 
4. The conduct or communication has the effect of creating an intimidating, hostile, or offensive working environment. 
  
Other types of harassment may include, but not be limited to, jokes, stories, pictures, or objects that are offensive, tend to alarm, 
annoy, abuse, or demean certain protected individuals and groups. 
 
A staff member whose behavior is found to be in violation of Board policy may be subject to discipline up to and including dismissal.  
A student whose behavior is found to be in violation of Board policy may be subject to discipline up to and including expulsion. 
 
Any staff member who is subject to, or knows of, such harassment is directed to notify the Principal or Superintendent immediately.  
If the complaint is not satisfactorily settled, the staff member may file a complaint directly with the Montana Human Rights 
Commission or with the U.S. Department of Labor, Equal Employment Opportunity Commission.  Such complaints may also be filed 
with the appropriate enforcement agency, in lieu of the district’s complaint process, at any time, as provided by law. There will be no 
retaliation by the district against any person who, in good faith, reports harassment.  (Refer to Policies 5010, 5012, 5015) 
 

HOLIDAYS 
School year calendars set forth the various holidays/non-school days for students and employees.  Classified employee holidays, 
approved annually by the Board, accompany the school calendar sheet. 
 

INJURIES IN THE WORKPLACE 
The District believes in the dignity and importance of the individual employee and his/her right to derive personal satisfaction from 
their job.  The prevention of occupational injuries and illnesses is such a consequence to this belief that it will be given top priority.  
Staff members are expected to perform their work tasks in a safe and responsible fashion, just as the District strives to maintain a safe 
work environment. 
 
The District has established and requires a safety awareness program that emphasizes the integration of safety and health measures 
into job tasks so that safety/health and job performance become inseparable. 
 
Your immediate supervisor or the business office can provide you with a copy of specific safety information and/or the District’s 
Safety Handbook.  He/she will also go over the manual and safety issues with you. 
 
With these goals in mind, all employees are required to report immediately in writing to their supervisor any unsafe conditions, 
practices, procedures or activities when such a hazard could endanger themselves, other employees or the general public. 
 
If you are involved in, see an accident, a near accident or sustain a work-related injury, please report it to your immediate supervisor 
as soon as possible.  Accident report forms are available in the offices and on the District website under for our staff.  
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INSURANCE 
Employee health insurance/benefits eligibility is set forth in certified and classified staff collective bargaining agreement.  Please see 
the Business Manager for specific details regarding coverage and eligibility. 
 
The District property liability insurance does not cover personal property, personal vehicles, etc. 
  

INVENTORY 
A complete and accurate inventory of District property is critical for insurance coverage in the event of fire or other catastrophe.  
Therefore, twice a year (fall and spring), staff will be provided copies of the inventory to reflect items currently located in their 
room/work area.  Completed inventories are to be returned to the Principals or department supervisors. 
Additionally, the District may require teachers to provide a detailed list of personal items in their classroom. 
 

KEYS 
LOLO SCHOOL DISTRICT KEY SECURITY, ISSUANCE AND RESPONSIBILITY PROCEDURE       
 
As a public entity, the District recognizes the importance of the preservation and protection of its assets and the maintenance of 
confidentiality of certain records and documents held in public trust.  

It also recognizes reasonable access to District facilities by its staff is essential to the successful operation of its schools.  Such access 
also implies an equally critical concern for the security and integrity of building facilities and their contents.  Integral to both concerns 
are a well-defined and workable key issuance and control policy and the necessary procedures to implement and control it.  The purpose 
of this policy is to allow controlled access to buildings in such a manner that will afford protection of assets and occupants.  

Responsibility 

Primary responsibility for the security of campus buildings lies with the District’s Maintenance Department.  Responsibility for 
maintaining locks, lock hardware and issuance of keys belongs to the Maintenance Department in conjunction with the Superintendent 
and the Principals.  Responsibility for authorizing issuance of keys lies with the Maintenance Department Director operating in 
conjunction with the other school administrators, all of which comes under the supervision of the District Superintendent. Responsibility 
for issued keys lies with the individual to whom the keys are issued.  With this in mind, please do not leave keys unattended.  Avoid 
having keys on desks, tables, in mailboxes, unattended coat pockets, etc. 

Security of Buildings 

Personnel who require access to buildings and rooms may be authorized keys via their Principal or other appropriate school 
administrator. Individuals granted special access to rooms and buildings must assume personal responsibility for facilities and equipment 
during the time they are using these facilities and equipment.   

It is the responsibility of the person assigned to an office or work area to ensure, if applicable, the door is locked, window is closed, and 
lights are off at the conclusion of work.   Further, it is the responsibility of teachers to ensure their classroom door is locked, windows 
are locked, and the lights are turned off at the end of their teaching day.  Equipment technicians or related staff members are similarly 
required to secure all doors at the conclusion of their work in a previously locked room.  Maintenance/custodial personnel will ensure 
all rooms and buildings are secured every night before they leave.  An individual desiring to remain in or work in a building after 9PM 
on week days is requested to notify their building’s custodian of their arrival/departure.  Those arriving before regular school hours 
should make sure to disengage the alarm prior to proceeding through the building.  Those who may choose to access the building on a 
weekend or non-school days should notify any other individual who is present in their building so that alarm engagement can be 
coordinated among employees. 

Anyone who has need for gaining access to an area or who needs assistance in securing a building or room should contact either the 
District Office or either of the Principals’ offices.  

"Normal" school hours begin at approximately 8 AM.  Custodial personnel usually depart and arm the alarms of the buildings as early 
as 9 PM. 

Types of Keys 
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• Series B Keys:  
Series B key operates all locks on campus and are issued to only those individuals approved by and under such conditions set 
by the Superintendent of Schools. 

• Series BA Keys:  
Series BA keys open select administrative offices, elevator, maintenance and counselor offices.  Series BA keys are issued to 
only those individuals approved by and under such conditions set by the Superintendent of Schools.  

• Series BA1 Keys:  
Series BA1 keys open main building entrances, classrooms and designated storage areas. Series BA1 keys are issued to only 
those individuals approved by and under such conditions set by a School Administrator. 

• Series BA2 Keys:  
Series BA2 keys open kitchen/cafeteria area, shop and designated storage areas. Series BA1 keys are issued to only those 
individuals approved by and under such conditions set by a School Administrator. 

• Series BA3 Keys:  
Series BA3 keys open elevator doors and handicap restrooms. Series BA3 keys are issued to only those individuals approved 
by and under such conditions set by a School Administrator. 

Key Issuance 
All school facility keys are maintained and issued from the Maintenance Department but in conjunction with the Principals or other 
administrators, under the overall supervision of the District Superintendent.  No one else is authorized to issue keys.   The 
Maintenance Department, in conjunction with the Principals or other administrators, maintains records on all school keys.  Keys must 
be returned to the Maintenance Department or, where appropriate, the Principal or other administrator when there is no longer a need.  
In cases where staff members are approved to retain their keys over the summer, non-school months, staff members must check their 
keys in at the end of the school year to their appropriate administrator and sign them out for that summer. 

To receive a key, staff members shall complete and sign the appropriate check out sheet information with their school administrator. 
Keys are not to be loaned or transferred to others.  Individuals who are issued keys shall be held responsible for their use.  

Keys for substitute teachers 

Substitute teachers sign in and check out a key/ substitute badge at the District Office before starting their day. The key provided by the 
District Administrative Assistant will open the classroom door and will remain with the substitute teacher until the end of that day when 
they return the key and substitute badge to the District Administrative Assistant.  

Students and Keys 

Students are not to be issued or loaned/given keys unless approved by the Superintendent. Common circumstances for this include 
access to elevators. Students to whom a key is issued must coordinate where they will leave the key at the end of the school day and 
where they will pick up the key before the school day begins. Students may not take keys off campus. 

Returning Keys 

All keys shall be returned to the school administrator who issued the key so the employee may be assured that his/her record is cleared.  

Lost Keys 

Lost keys shall be reported immediately to the staff member’s appropriate school administrator. The employee who was issued the key 
shall report information to that administrator regarding how and when the key was lost and shall be assessed a $50.00 fee for a 
replacement key upon the first key loss, and $100 upon a second key loss.  Further losses may result in higher fines. The person to whom 
the key was issued is responsible for its use. Additional fees to re-key the affected locksets may be assessed to the party who lost the 
key. 
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If a lost key is found and returned within the fiscal year that it was lost, a refund of the replacement fee may be made, but under no 
circumstance will fees assessed due to re-keying locksets be refunded. 

In the event key is lost, the person losing the key may be held liable for costs incurred in re-pinning all areas accessible to the lost key.  

Desk and File Keys 

Desk, file, or safe keys are not maintained by Maintenance Department as these keys do not operate doors or building security 
barriers. The Maintenance Department does not maintain a record file of these keys.  Each school building or area (example – 
maintenance, food service, technology, etc.) should maintain a file of these keys including a spare key so that copy keys can be made in 
the event of loss.  

Transfer of Keys 

Employees shall not loan or transfer keys to anyone.  The person to whom a key has been issued shall be held responsible for the use of 
that key until it has been properly returned to the appropriate key-issuing administrator. 

Temporary Use of Keys – Contractors, Vendors, etc. 

Contractors, vendors or other such individuals may be issued a key only upon written authorization from the Superintendent or school 
administrator.  Administrators shall notify both the Superintendent and the Maintenance Director to request issuance of a key to a 
contractor, vendor, etc. Specific terms of access shall be made in writing.  The request shall be evaluated as to the need for access and 
methods available to provide access without issuing a key.  A key shall be authorized only when no other reasonable means of access is 
available.   The key shall be issued by the Maintenance Supervisor.  The individual to whom the key is issued shall be notified in writing 
and sign off that they are responsible for any results from use of the key including loss or re-keying as previously described. 

Duplication of Keys 

Duplication of keys by anyone other than the Maintenance Director or other Superintendent-authorized person is prohibited.  

Possession of unauthorized keys 

Any person found to be in possession of an unauthorized key shall be liable for its use, subject to disciplinary or legal action, and shall 
surrender the unauthorized key immediately.  

Keys during leave of absence or leave of employment 

Employees leaving employment of the District for longer than six weeks shall turn in keys to the appropriate key-issuing administrator 
and may have them re-issued upon return, if applicable.  

LAMINATOR USE 
Access to laminating machines is a luxury and may be limited due to budgetary constraints. Please be very thoughtful about what must 
be laminated. There are small laminators in both the K-4 & 5-8 offices. The 5-8 Middle School office has a large format laminator 
located in the copy room next to the office.  Projects must be given to the office aides to work on. Teachers may leave their projects in 
the work basket in the office copy room for the aides do work on.  Both building secretaries are in charge of the laminators in their 
immediate building/s.  Check with them for instructions. 
 

LESSON PLANS 
The quality of the instructional program reflects the effort invested by teachers in developing lesson plans consistent with District 
curriculum and appropriate to the individual needs of students. Teachers are expected to prepare lesson plans on a weekly basis. 
Copies of lesson plans are to be submitted to the Principal no later than the end of the school day Friday, for the upcoming week. 
Lesson plans are to be kept by teachers in a place known to and accessible to the Principal as well as located in the substitute folder.  
Teachers may be required to provide copies of lesson plans to the office at reasonable times and intervals, as determined by the 
Principal. 
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Lesson plans should be of sufficient length and substance to allow a substitute teacher to carry on the course of study and to provide a 
means by which the Principal may monitor instruction to assure the educational program in a particular class or activity is consistent 
with the district-approved course of study.  Lesson plans need to clearly identify the expectations of students’ learning for each 
unit/day/course/section/subject. 
 
An up-to-date seating chart, class schedules, and information identifying any classroom student aides or other special student needs 
should be included in all lesson plan books. 
 
General curriculum content descriptions, which covers the length of the course of study, should also be readily available for Principal 
and parent review. 
 
Principals may require weekly PLC planning reports or meeting outlines to be submitted for structured early release grade level work. 
 

MATERIALS DISTRIBUTION 
Requests of staff by individuals or groups to distribute pamphlets, booklets, flyers, brochures, and other similar materials to students 
for classroom use or to take home are to be referred to the Principal. This includes invitations to birthday parties. The materials and 
proposed method of distribution will be reviewed and a decision made based on the educational concerns and interests of the district.  
As a general rule, school-related materials will be distributed to classrooms and students as approved by principals.  Other information 
may be posted in the school offices and made aware of for availability to students and staff through district announcements. 
 

MEETINGS 
Staff meetings, when needed, are generally scheduled on Monday afternoons at 3:20 p.m.  and may run to 3:55 p.m. by contract.  Staff 
meetings are for the purpose of organization and communication of business that typically cannot be handled through staff bulletins, 
departmental or committee structure.  Committee meetings are scheduled on an as-needed basis and usually are held starting at 3:20 
p.m. on school day afternoons.  All staff members are expected to attend staff meetings unless prior arrangements have been made 
with the Principal.  Staff members wishing to have an item placed on the meeting agenda should submit the request to the Principal at 
least a day or two in advance of the meeting. 
 
Meetings sponsored or called by recognized collective bargaining units during contract hours are subject to prior approval of the 
Principals and Superintendent.  Attendance of staff members at such meetings is left to the discretion of each employee. 
  

ORIENTATION OF NEW STAFF 
The District provides various staff orientation to new employees in the form of this handbook, summer orientation (new teachers), one 
on one orientation from supervisors and in-services prior to school starting.  Check with your supervisor for more details. 
 

PARENT-TEACHER CONFERENCES  
Planned conferences between teachers and parents are essential to the District’s efforts to further understanding and close cooperation 
between the home and school.  Parent-teacher conferences are scheduled each Fall and Spring. The student may be included if the 
teacher or parent so desires. Student conduct and academic information is also regularly available to parents by utilization of the 
Infinite Campus link on the school’s web site (www.loloschools.org).  
 
Conferences should be treated as an opportunity for constructive, mutual exchange of information and ideas for the welfare and 
continued academic growth of the student. All teachers must be available for all parent-teacher conference dates on the school 
calendar. Leave requests for conferences are rarely approved. 
 
Occasionally, teachers or parents may arrange for conferences outside regularly scheduled conference dates, to meet more immediate 
student needs.  Teachers should be prepared to provide after-school or pre-school time to meet with students as necessary. 
When facing potentially contentious conferences, teachers should not hesitate to request assistance from or provide early awareness to 
their principal. 
 

PARKING 
Lolo Staff members may park anywhere in the school parking lots and should access their work building via maintained walking 
surfaces such s sidewalks. 
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On election days, concert days, and other largely attended days, the District sometimes asks staff to park in alternative areas to make 
access easier for parents and community members. 
 
The small parking lot West of the cafeteria is an ‘attractive nuisance’ for parents wishing to pick up and drop off their students. Pick 
up and drop off in this area is strongly discouraged. If staff fill the lot with cars, parents may be less likely to use this dangerous 
arrangement for drop off. Thus, staff are encouraged to utilize this parking lot. 
 
PARTICIPATION IN POLITICAL ACTIVITIES 
Staff members may exercise their right to participate fully in affairs of public interest on a local, county, state, and national level, on 
the same basis as any citizen in public or private employment and within the law. 
 
Staff members may, within the limitations imposed by state and federal laws and regulations, choose any side of a particular issue and 
support their viewpoints as they desire, by vote, discussion, or persuading others.  Such discussion and persuasion, however, may not 
be carried on during the performance of District duties or on District property. 
 
On all controversial issues, staff members are expected to make clear that the viewpoints they represent are personal and are not to be 
interpreted as the District’s official viewpoint. 
 

PAY DAY 
Pay day is the 20th of each month, or the work day immediately prior to the 20th if the 20th lands on a weekend or holiday. 
 
PERSONAL USE OF FACILITIES 
Employees’ personal use of the facilities should be pre-approved by their supervisors. Use of school facilities for compensation or 
personal gain will generally not be permitted. 
 

PERSONNEL RECORDS 
An official personnel file is established for each person employed by the District.  A staff member’s personnel file may contain such 
information as applications for employment, references, and records relative to compensation, payroll deductions, evaluations, 
complaints, and written disciplinary actions.  All records containing medical-condition information, such as workers’ compensation 
reports and release/permission to return to work forms, will be kept confidential, in a separate file from personnel records. 
 
Personnel records are generally considered confidential and not open to public inspection.  Access to personnel files is limited to use 
and inspection only by the following or as otherwise required by law: 

 
1. The individual employee.  An employee or designee may arrange with the personnel office to inspect the contents of his/her 
 personnel file on any day the personnel office is open for business; 
2. Others designated in writing by the employee; 
3. The comptroller or auditor, when such inspection is pertinent to carrying out their respective duties, or as otherwise specifically 

authorized by the Board.  Information so obtained will be kept confidential.  No files will be removed from their central 
location for personal inspection; 

4. A Board member or Board committee, when specifically authorized by the Board via Board action at a regular or special 
meeting. Information will be kept confidential. No files will be removed from their central location for personal inspection; 

5. The Superintendent and members of the central administrative staff; 
6. District administrators and supervisors who currently or prospectively supervise the employee; 
7. Employees of the personnel office; 
8. Attorneys for the district or the district’s designated representative on matters of district business. 
 
The Superintendent may permit persons other than those specified above, to use and to inspect employee records when, in his/her 
opinion, the person requesting access has a legitimate official purpose.  The Superintendent will determine, in each case, the 
appropriateness and extent of such access. 
 
In accordance with federal law, the District is required to release information regarding the professional qualifications and degrees of 
teachers and the qualifications of paraprofessionals to parents upon request, for any teacher or paraprofessional who is employed by a 
school receiving Title I funds, and who provides instruction to their child. 
 
Release of personnel records to parties other than those authorized to inspect them will be only upon receipt of a court order. 



 
 

31 
 

 

PLEDGE OF ALLEGIANCE 
Montana Law (20-7-133 MCA) requires the recitation of the Pledge of Allegiance in all K-6 classrooms each day and weekly in 
grades 7-8.  Students with religious beliefs in opposition to this law will be exempt. 
 

PRE-EMPLOYMENT PHYSICALS 
The District may require/utilize pre-employment physicals when hiring new classified staff.  Check with the Business Manager for 
further questions. 
 

PREP PERIODS/INSTRUCTIONAL STAFF PLANNING TIME 
Certified employee planning/preparation time and purposes are outlined in the certified collective bargaining agreement. 
 

PROFESSIONAL DEVELOPMENT, IN-SERVICE AND MFPE DAYS/ALTERNATIVES 
The Board recognizes the importance of continued educational experiences and other professional growth activities as a means to 
improve job performance.  Each year the District sets forth professional development focus areas and objectives for the District.  
Though the District’s budget is limited for providing extensive professional development opportunities, it nevertheless endeavors to 
think of creative ways to continually encourage and support continued learning opportunities.  District paid professional development 
opportunities are prioritized based on District mission and administratively determined needs, often in conjunction with the District-
adopted PLC (Professional Learning Community) approach to improving student learning.   
 
Professional growth experiences may include, but are not limited to, college courses, workshops, webinars, curriculum planning, 
individual research/sought out learning opportunities, travel, supervision of teacher trainees, early release in-services during the school 
year, half or full day in-service meetings, and other such activities. 
 
Required PIR time is usually divided between parent/teacher conferences, professional preparation/meeting days at the beginning of 
the year, and MFPE Days/alternatives.  The District sets forth MFPE Day alternatives each year as well as invites teachers to suggest 
other options for consideration. One very popular alternative for certified staff is the late summer Book Discussion Session.  Please 
check with your principal or supervisor regarding such options. 
 
For certified staff, college coursework to be used for movement across the salary schedule must be pre-approved by the 
Superintendent within certain deadlines – check with the central office for specifics.  The District may, on occasion, provide in-house 
credit work for movement across the salary schedule. 
 
All requests for release time from regular work duties for attendance at meetings or conferences will be decided based on such factors 
as availability of funds, consistency with district and building goals and job assignment.  Requests require prior Principal and 
Superintendent approval. 
Meetings and conferences devoted primarily or exclusively to organizational or business affairs of staff member collective bargaining 
units, political workshops, training sessions for consultation committees, and like activities will not be considered as appropriate 
activities for the expenditure of District funds. 
 
Attendance/participation in district provided PIR events (including but not limited to professional development and parent-teacher 
conferences) is an expectation of employment for certified teachers and, in some cases, classified staff. PIR days are critical to the 
operation of the school. Therefore, use of leave time during these events is limited to emergencies unless otherwise pre-approved by 
the Principal and Superintendent. 
 

PROFESSIONAL GOALS 
As professionals working in an educational environment, it is appropriate each employee establishes professional goals for 
him/herself, as well as work with fellow PLC team members to develop appropriate goals.  Evaluation formats for some employees 
will include professional goal setting.  Regardless, the District encourages each individual to visit with his/her supervisor about 
professional goals for the concluding and immediately upcoming school/work year.  
 

REQUISITIONS & PURCHASE ORDERS 
All requisitions must be made according to Board Policy.  In no case may an obligation be incurred by a staff member unless that 
expenditure has been authorized in advance by their principal or another designee authorized by the Superintendent.   
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No purchase including purchases from student body funds will be authorized unless covered and preapproved via requsition. This 
includes purchases from extracurricular cash accounts such as athletics and/or grade level fundraising.   
 

RELEASE OF GENERAL STAFF INFORMATION 
A staff member’s address and personal phone number will not be released by the District, except to law enforcement. Such 
information may be disclosed if a staff member authorizes the District to do so.   
 
The District may also disclose information about a former employee’s job performance to a prospective employer, under the following 
conditions: 
 
1. Disclosure of information is upon the request of the prospective employer; or 
2. Disclosure of information is upon the request of the former staff member; 
3. The information is related to job performance; 
4. The disclosure is presumed to be in good faith. 
 
The District will not disclose information that is knowingly false, deliberately misleading, rendered with malicious purpose, or is in 
violation of the staff member’s civil rights. 
 

RESEARCH/COPYRIGHTS AND PATENTS 
Staff members engaged in a research project during the work day or who use district resources or students, either for study toward 
advanced work or for use in classroom instruction, may do so only with the prior approval of the Principal. Privacy rights of students 
or other individuals involved in such research projects must be maintained. 
 
Publications, instructional materials, articles, models, and other devices prepared by staff members for district use with district time, 
money, and facilities, as part of the employee’s job responsibilities, remain the property of the district. 
 
In the event that a staff member produces items described above partly on his/her own time and partly on District time, the District 
reserves the right to claim full ownership.  The employee may petition the District for assignment of copyright or patent rights.  
Employees may not attempt to copyright or patent such items without the knowledge and consent of the district. 
 

RESIGNATION/DEPARTURE OF STAFF 
Certified and Classified personnel will generally be expected to fulfill the terms of their contract unless there are clearly compelling, 
mitigating circumstances which prevent the individual from doing so. 
 
Once accepted by the Superintendent or administrative designee, a resignation is final unless otherwise approved by the 
Superintendent.  The Superintendent shall provide written acceptance of the resignation, including the date of acceptance, to the 
employee, setting forth the effective date of the resignation. 
 
Once the Superintendent has accepted the resignation, it may not be withdrawn by the employee.  The resignation and its acceptance 
should be reported as information to the Board at the next regular or special meeting. 
 
Prior to departure, each employee is required to go through a check out process with his/her supervisor or the Superintendent before 
being able to receive his/her last paycheck.  Returning keys, passwords, equipment and materials is just one part of this process.  An 
employee may obtain the specific form for such check-out in the main office or at the back of this handbook. Staff are asked to 
voluntarily complete and submit to the District Office or their supervisor the Exit Questionnaire located in the employee section of the 
website and/or at the back of this handbook.  
 

RETIREMENT 
To assist the District in its planning efforts, staff members considering retirement are encouraged to notify the district as early as 
possible, preferably at the beginning of the school year in which the retirement will take place.  Classified and Certified employees 
both have retirement programs to which they likely contribute.  Certified staff has a retirement incentive option providing they provide 
timely notification of their retirement to the District.  Questions regarding retirement benefits should be directed to the Business 
Manager. Staff are asked to voluntarily complete and submit to the District Office or their supervisor the Exit Questionnaire located in 
the employee section of the website and/or at the back of this handbook.  
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ROOM/FACILITY MAINTENANCE AND STORAGE 
The District takes great pride in maintaining an attractive and welcoming educational environment.  The District’s maintenance and 
custodial staff team up to keep the place looking great.  To that end, staff members have certain responsibilities on a daily and yearly 
basis for their room maintenance/cleaning: 

• Rooms should be ready for custodial cleaning at the end of each day:  chairs should be stacked, floor policed, windows 
closed/locked, shades drawn, sinks empty and lights out. 

• Work area fixtures and furniture should be arranged and organized to provide reasonable access for cleaning. 
• Staff members are responsible for cleaning their personal items.  Those with sinks should not leave dirty dishes overnight. 
• At the end of the year, staff members should remove and box up all wall and ceiling hangings, desk/counter surface items, 

any other small or loose items from floor or shelves.  Cover computers and any non-boxed items with paper.  Remove and 
have cleaned any/all personal rugs/furniture/pillows. 

• Staff should seek permission from their supervisor before bringing larger personal items to the classroom (shelving, furniture, 
etc.) 

• Personal refrigerators are allowed in some classrooms under the conditions set forth in administrative procedure. 
• Plants should have proper planters, drainage and location so as not to cause damages to property or difficulty for cleaning. 
• Personal classroom furniture is discouraged, but some items may be allowed on a case-by-case basis. Strongly discouraged 

are large personal items such as desks. 
 
The District lacks storage room.  While we will endeavor to store school property/equipment/items, personal items must be stored at 
home when not in use.   
 

SAFETY COMMITTEE 
The District safety committee has been established to help implement the District’s safety program and as a part of an ongoing effort 
to help ensure the safety and health of students, staff, and others while on District property. 
 
The District safety committee meets throughout the year to discuss and review workplace safety, to identify safety and health hazards, 
and make recommendations for corrections as needed.  All significant safety-related incidents are investigated to help prevent similar 
events from reoccurring. 
 
All potential hazards are to be reported immediately to a safety committee member or to the office. 
 

SCHOOL NURSE  
The District has a school nurse position.  If you have medical concerns for a student, please send them to their building office.  The 
secretary or other office personnel will send them to the school nurse to be attended to.  The number to report suspected child abuse is 
1-866-820-5437. 
 
Procedure for referring student to school nurse     

1. If a student is hurt or ill he reports to a school staff member. In most cases, the student is sent or brought by the school staff 
member to the school office, or comes on his own. If the ailment can be handled by the office, it’s immediately taken care of. 
If not, the office refers the student to the nurse. If a teacher sends a student, the student should have a blue “nurse” card or 
some teachers have their own hall pass. If a student is sent in from recess he should have a red card.  

a. If a student has a suspected head or neck injury, he should not be moved prior to the nurses’ evaluation. If there is a 
large bump, dizziness, crying, unconscious, etc., an adult should stay with him and send for the nurse.  

b. If a student says he cannot walk, the adult should stay with him and send for the nurse. 
2. The school nurse then assesses the student’s complaint/condition to determine what treatment is necessary, or if a parent 

should be called. Parent contact is made based on age of student, medical history and severity of injury/illness. 
a. If a student is injured and the school feels he should be seen by a physician, a parent is called to discuss what they 

would like to do.  
b. If it is determined that he does not need to be picked up, the student is sent back to class, sometimes with a phone 

call to the teacher explaining the circumstances and time missed. 
c. Often, the student just needs a bandage, ice pack, or a moment to rest and are then fine to return to class. 
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3. Student information is gathered, name, complaint, treatment, grade, teacher and time of in/ out, in the nurse’s log. It is then 
entered into Infinite Campus under health office visits. If an accident occurs that we think may need a physician visit, an 
incident/accident report is filled out and given to the Business Manager. 

SENSITIVE STUDENTS & Allergy Awareness 
The District endeavors to be aware and responsive to allergy sensitivities of its students.  Working with students, parents, teachers, 
administrators and office personnel, the school nurse, food service and any other pertinent individuals, the District requests parents to 
provide student-specific allergy information at the beginning of each year and thereafter establishes an appropriate plan, as needed, for 
helping address allergy sensitivities.  As an example, the District no longer includes nut-based food ingredients in its food offerings 
and designates a nut-free eating area in the cafeteria.  Classroom and grade level personnel make adjustments appropriate for such 
sensitivities.  These are important proactive efforts to an awareness of those students with severe nut allergies.  Other such allergies 
may exist with students.  Thus, it is critical parents, school employees and children communicate clearly and regularly about such 
sensitivities in order for the District to help provide students a safe learning environment. 

As an employee, please pay close attention to any such allergy situations – communicating to your supervisor or principal if you have 
concerns and being prepared to respond accordingly to allergic reactions as per your first aid training. 

SECURITY SYSTEM 
Many, though not all, staff members are provided security codes and keys upon their hiring (check with supervisor and maintenance 
director).  To enter the school facility during non-operating hours, each staff person is responsible for properly disarming the security 
system upon entry, making sure the exterior door is latched/locked, and upon leaving making sure the facility is empty and the 
security system is properly reactivated and door locked.  Should an accidental alarm occur, the staff member is required to 
immediately call the security monitoring company using the phone number provided on the entry alarm pad and identify 
themselves, and to give the operator the designated password established by the District. 
 
The District also utilizes a video surveillance system which is reviewed regularly for unauthorized facility use or possible vandalism. 
Much of the security system is also accessible to the Missoula County Sheriff’s Department.  
 

SPECIAL INTEREST MATERIALS 
Supplementary materials from non-school sources require principal approval prior to their use in school.  This includes educational 
films and all video rentals secured from or through commercial sources or streaming services. 
 
To be considered for approval, materials should be of obvious educational benefit, enrich instruction, be specific to school courses, 
and be timely. Staff should have previewed the material in its entirety prior to requesting approval. Teachers may be asked to provide 
instructional relevance prior to approval. 
 
STAFF IDENTIFICATION BADGES 
District staff will be supplied with a photo ID/staff badge.  Staff badges must be worn at all times when school is in session.  Staff are 
expected to politely and firmly assist visitors without guest badges to the nearest school office to check-in and get an ID.  
 

STAFF CONDUCT 
Employees are expected to maintain high standards of honesty, integrity and impartiality in the conduct of district business. 
 
In accordance with state law, an employee should not dispense or utilize any information gained from employment with the district, 
accept gifts or benefits, or participate in business enterprises or employment which creates a conflict of interest with the faithful and 
impartial discharge of the employee’s district duties.  A District employee may, prior to acting in a manner which may impinge on any 
fiduciary duty, disclose the nature of the private interest which creates a conflict.  Care should be taken to avoid using, or avoid the 
appearance of using, official positions and confidential information for personal advantage or gain. 
 
Further, employees should hold confidential all information deemed to be not for public consumption as determined by state law and 
Board policy.  Employees shall also respect the confidentiality of people served in the course of the employee’s duties and use 
information gained in a responsible manner.  Discretion should be employed even within the school system’s own network of 
communication.  
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STAFF DRESS AND GROOMING 
All District staff are expected to be neat, clean, and to wear appropriate, professional attire for work that is in good taste, safety 
conscious and suitable for the job at hand. Casual wear such as blue jeans should be avoided unless otherwise specified by 
administration for a special occasion. Conduct among staff, and with others, should reflect similar good taste and professionalism. 
Staff should especially keep in mind safety conscious attire for the diverse climates and conditions in which they work, especially in 
winter conditions given our multiple levels and numerous stairs, slopes and pathways.  Utilize warm clothes and footwear with 
appropriate traction at all times.  
 
Working as a professional in a K-8 educational setting demands setting a good example for students in every possible way. As adults 
and professionals, employees are expected to be guided in their grooming habits and conduct by what is most generally acceptable in 
the business and professional world 
 

STAFF HEALTH AND SAFETY 
In order to assure the safety of staff and students, information and/or training, as necessary, is provided to assist all staff to recognize 
and to respond appropriately to the presence of hazardous materials in the workplace, including proper handling, labeling, storage, and 
disposal of such materials. 
 
All staff members are expected to conduct their work in compliance with first aid and infection control procedures established by the 
district and the following safety rules of the district: 
1. All injuries shall be reported immediately to the person in charge or other responsible representative of the district; 
2. It is the duty of all employees to make full use of safeguards provided for their protection.  It shall be the employee’s 

responsibility to abide by and perform the following requirements: 
 a. An employee shall not operate a machine unless guard or method of guarding is in good condition, working order, in place 

and  operative; 
 b. An employee shall stop the machine or moving parts and properly tag-out or lock-out the starting control before oiling, 

adjusting, or  repairing, except when such machine is provided with means of oiling or adjusting that will prevent possibility of 
hazardous contact with moving parts. 

 c. An employee shall not remove guards or render methods of guarding inoperative, except for the purpose of adjustment, 
oiling, repair, or setting up a new job; 

 d. Employees shall report to their supervisor any guard or method of guarding that is not properly adjusted or not  
accomplishing its intended function; 

 e. Employees shall not use their hands or any portion of their bodies to reach between moving parts or to remove jams, hang-
ups, etc. (use hook, stick, tong, jig, or other accessory); 

 f. Employees shall not work under objects being supported that could accidentally fall (such as loads supported by jacks, the 
raised body of a dump truck, etc.), until such objects are properly blocked or shored; 

 g. Employees shall not use defective tools or equipment. No tool or piece of equipment should be used for any purpose for 
which it is not suited, and none should be abused by straining beyond its safe working load; 

3. Employees shall not remove, deface, or destroy any warning, danger sign, or barricade or interfere with any other form of  
accident  prevention device or practice provided on any machine, tool, or piece of equipment which they are using or which is 
being used by any other worker; 

4. Employees must not work underneath or over others, thereby exposing them to a hazard without first notifying the other 
employee(s) or seeing that proper safeguards or precautions have been taken; 

5. Employees shall not work in unprotected,  exposed, or hazardous areas under floor openings; 
6. Long or unwieldy articles shall not be carried or moved, unless adequate means of guarding or guiding are provided to prevent 

injury; 
7. Hazardous conditions or practices observed at any time shall be reported as soon as practicable to the person in charge or some  
 other responsible representative of the employer; 
8. Employees observed working in a manner which might cause immediate injury to either themselves or other workers shall be 

warned of the danger; 
9. Before leaving a job, workers shall correct, or arrange to give warning of, any condition which might result in injury to others 
 unfamiliar with existing conditions; 
10. Good housekeeping methods shall be observed in all operations. Materials shall be so handled and stored as to minimize falling, 

tripping, or collision hazards; 
11.     Working and storage areas and passageways shall be kept free of unnecessary obstructions. No loose object shall be placed in 

any area where its presence will necessitate employees crowding between such objects as moving machinery, steam pipes or 
other objects with which contact would be dangerous. 
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12. Any materials which might cause an employee to slip or fall shall be removed from floors and other treading surfaces 
immediately, or suitable means or methods shall be used to control the hazardous condition; 

13. All sharp, pointed, or otherwise hazardous projections in work areas shall be removed or rendered harmless. 
14. Staff will use only provided and approved ladders, stepladders, appropriate lifts or properly constructed scaffolding to access 

high spaces. 
 

STAFF/PARENT RELATIONS 
The District encourages parents to be involved in their student’s school experience.  Teachers are advised unless otherwise ordered by 
the courts, an order of sole custody on the part of one parent does not deprive the other parent of certain rights.  It is the responsibility 
of the parent with sole custody to provide to the district any court order that curtails the rights of the non-custodial parent. 
 
A non-custodial parent may receive and inspect the school records pertaining to their student and to consult with teachers concerning 
their student’s welfare and education. Non-custodial parents will not be granted visitation or telephone access to their student during 
the school day. Students may not be released to the non-custodial parent without a minimum of approval via phone by the parent 
having sole custody. 
 
In the case of joint custody, it is the responsibility of the parents to provide the District, in writing, any special requests or 
clarifications in areas concerning the student and the District’s relationship and responsibilities.  Such information will be maintained 
on file in the office and provided to staff as appropriate. The District will not be responsible for maintenance or enforcement of 
parenting plans, unless the plan specifically revokes access to a student or student’s records. 
 
Staff members with questions regarding custodial and/or non-custodial parent rights with respect to particular students should contact 
the office. 
 

STAFF ROOM 
A staff room is provided for staff use during break, lunch, and preparation periods as may be appropriate.  All staff are expected to 
“pitch in” as needed, to help keep the area clean and orderly. This includes the refrigerator, sink, counter, etc. Staff room refrigerators 
provided to staff by the District should be cleaned out by staff users every other week and prior to long breaks. 
 
Personal items of value should not be left in a staff room.  Staff members leaving such items in a staff room do so at their own risk. 
 
Students are not permitted in a staff room unless given permission and accompanied by a staff member. 
 

STORAGE 
Personal items not being utilized in the classroom should be taken home.  Those being utilized in the classroom should be kept clean 
and, if needed, moved or removed if needed for maintenance cleaning. 
 
SUBSTITUTE TEACHERS 
Substitutes: The District primarily uses Frontline Absence Management for all absence requests. A link to Frontline is available on 
the school website. For rare, last-minute absences, the Administrative Assistant is the point of contact. The Administrative Assistant 
starts the morning at the school at 7 a.m., checking her message box for substitute requests. In the event you are unable to come to 
school and need a substitute, you must submit your request for leave with as much advanced notice is possible. Two business days is 
expected with the exception of emergencies. This allows supervisors time to consider the request and, if approved, time for the 
Frontline Absence Management system to attempt to locate substitute teacher. Because substitutes are hard to come by, the earlier the 
notice, the better. Only emergency requests after 6 a.m. should be called in to the District office at 273-0451. Make all requests for 
substitutes using the online Absence Management platform. Do not arrange for your own substitute, but feel free to let your 
preferred subs know if you’re requesting an absence. The District reserves the right to assign and reassign subs without notice.   
 
Sub folder:  Each instructor should always have an updated folder ready for a substitute teacher that contains information for 
attendance, lunch count, class schedules, and other necessary classroom functions.  Specific items should include a seating chart, 
detailed lesson plans, and any specific notes on kids of concern and relevant health issues including allergies, discipline procedure, 
instructions on how to take attendance, and instructions for emergency situations.  Particular attention and instruction should be listed 
regarding students with severe health risks (e.g. allergies, asthma). The red emergency procedure binder should be pointed out or 
located along with the lesson plans. 
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Substitute Book:  Each substitute teacher should have obtained a substitute manual from the District office regarding basic substitute 
information:  signing in/out, rate of pay, duration, discipline rules, school procedures, etc.  Please direct substitute teachers to the 
District Office should they have any questions. 
Responsibility to assist substitutes during emergencies/drills:  In the event an emergency or emergency drill (fire, earthquake, 
intruder alert-lockdown, evacuation of any kind, etc.) occurs within the school or your area, regular teachers have a responsibility to 
assist substitutes with their students.  At the start of the school day, regular teachers are expected to introduce themselves to any 
substitutes working near them and to let them know that they are there to help in case of emergencies.  For other situations, regular 
teachers should “team” with the substitute teachers as needed to help direct the substitute and class to safety as appropriate. 
 
Substitute teacher performance:  It is important that you communicate to your supervisor how well your substitute did or did not 
perform during your absence so that concerns can be properly addressed. 
 

SUMMER ACCESS 
The District Office remains open throughout the summer on a schedule posted at the beginning of each summer. Otherwise, access to 
rooms and other parts of the facilities are fairly limited; summer time is the prime time for the maintenance staff to clean and maintain 
the entire facility without having to worry about working around other people. Thus, staff should not expect to use or prepare their 
rooms until about two weeks prior to school starting. Those who may need to use their rooms prior to then should visit with their 
supervisor and the Maintenance Coordinator at the beginning of summer to request special arrangements so as to not interfere with the 
cleaning and maintenance process.  
 

SUPERVISION OF STUDENTS 
All staff members are responsible for the supervision of all students while in school or engaged in school-sponsored activities.  It is 
important we work with each other to clearly define and communicate consistent expectations and concerns, assist with student 
accountability and follow-through on issues.  The District has adopted student behavior and anti-bulling programs and processes that 
staff members are expected to utilize, with such programs and processes reviewed each year with staff members and input from staff 
encouraged throughout the school year. 
All teachers are expected to be in their classrooms prior to the arrival of students and, where appropriate, should be in the hallways 
during passing periods and at the beginning and end of day. 
 
Under no circumstances are classrooms or other areas where students are under the supervision of assigned staff to be left unattended 
while students are present.  Teachers who may need to temporarily leave the classroom or their assigned duties in an emergency 
situation while students are present are expected to contact the office to arrange for temporary coverage. 
 
No other staff member may leave their assigned group unsupervised unless appropriate supervision arrangements have been made to 
take care of an emergency. 
 
During school hours or while engaged in school-sponsored activities, students may be released only into the custody of parents or 
other authorized persons. When in doubt, contact the office. 
 
 

SUPPLIES 
Supplies are stored in the supply room of the District Office. See the District Office team if you need something.  A list of general 
supplies is provided to teachers each spring for ordering for the following year. Supplies/orders beyond the regular items must be 
approved by your principal. 
 

TEACHING ABOUT RELIGION 
Religious education is the responsibility of the home and religious institutions.  Public schools are obligated to maintain neutrality in 
all such matters. 
 
However, as religion influences many areas of education, such as literature and history, its role in civilization may be taught when 
consistent with curriculum and teaching assignment.  In such instances, teachers may provide information and opportunity for students 
to study the forms of various religions.  
 
Teachers may not advocate or oppose, openly or covertly or by subtlety, a particular religion or religious belief. 
 



 
 

38 
 

TECHNOLOGY USE 
A. Employee Section 

School technology is used in accordance with the Acceptable Use Policy.  The Acceptable Use Policy is handed out in the employee 
packets at the beginning of each year.  They are to be read, signed and returned to the Director of Technology to be filed in your 
Employee file. School technology is to be used for educational purposes. With approval from the Technology Director, teachers may 
place software on their classroom computers, but such software must have a legal license, be appropriate for school environment, as 
well as be spyware, adware and virus free. What you view, receive and communicate electronically using school technology is NOT 
private and can be accessed for public information.  All emails and files on school computers/equipment become school property and 
are subject to legal searches in accordance to board policy, state and federal law.  The purchase of new technology by school 
employees, even through grants, must first be discussed with their supervisor and the Director of Technology for the purpose of 
compatibility, district standards, best practices, and total cost of ownership. 
Color printers are a limited luxury and should be treated as such.  All black and white printing must be done on a copier (under 30 
pages) or duplicator (30 pages or more). If printing in color is necessary, a general rule of no more than 30% color per page should be 
followed by staff and enforced with students.  Teachers should always preview student work and grant students permission before 
printing black and white or color. 
Other forms of technology may be available for checkout through the library. 

• Circulating items may only be checked out for five consecutive school days before return. 
• Circulating items must be returned to the library by 8:00 the following morning after checkout return date.  
• Return date must be specified at time of checkout. 

 
Teachers may sign up to use the North, South and West labs by way of the shared calendars in Microsoft Outlook or as otherwise 
specified by the Principal. Labs may not be scheduled for more than three consecutive school days without prior discussion and 
consensus at a staff meeting. Labs are to be used with teacher/staff supervision only.  Students are not to be allowed in labs without a 
responsible adult present. In an effort to help teachers have improved opportunity to use technology in their classrooms, the District 
has initiated a laptop purchase and issuance program that allows some staff members to take their classroom/work laptops home with 
them.  Other technology equipment may also be issued and available to take home from time to time.  This opportunity carries with it 
responsibility to take good care of the equipment and this is outlined in the administrative procedure laptop/technology equipment 
checkout form and handout.  Please see the Principal and Technology Director for this information.  All staff members using 
technology/computers must annually complete sign and abide by the District’s Acceptable Use Policy. 
 

TELEPHONES 
Telephones are available throughout the buildings for staff convenience.  Long-distance calls for district business may be placed. Staff 
members are responsible for all costs related to long-distance calls made for personal use.  To avoid disruption in learning, calls are 
generally not forwarded to classrooms when instruction is taking place. Generally, calls to classrooms will be routed to voicemail 
unless prior arrangements have been made with the building secretary. Staff are expected to check their voice messages and e-mail for 
messages frequently. 
 
Cell phones or other personal electronic devices should not be used by staff during student supervision/instructional time 
unless in case of emergencies.  Cell phone ringers must be turned off so as not to interfere with student instruction, meetings 
and other education-related activities.  (Refer to Cell Phone section.) 
 

TERMINATION OF EMPLOYMENT 
Termination of employment can occur for varying reasons, whether a result of employee conduct, lack of funding, changes in 
personnel structure, etc.  Employees should refer to District policies and/or their collective bargaining agreements for further specifics. 
 

TIME CLOCK/SHEETS 
Classified employees (and on occasion, certified employees) are expected to maintain detailed time records of time worked and time 
absent when scheduled to work.  Hourly employees utilize an electronic time clock to check in and out. The District Office will 
provide each employee with their identification number to use to access the time clock system.  Each classified employee will also 
have a confidential PIN to record their time. Each employee is responsible for proper check in and check out using the time clock 
system. Employees may not share their PIN and may not clock in or clock out for another employee. Please check with your 
supervisor regarding specific requirements for clocking in and out for your schedule. At the end of the pay period, the supervisor will 
review the time clock record and if correct; they will approve it and return it to the employee for their approval as well.  If corrections 
are needed, the supervisor will discuss the changes with the employee, make the changes and then both the supervisor and employee 
will approve the revised record.  The District office will have electronic access to timesheets and a record of approvals.  Employees 
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are responsible for clocking in and out. All overtime hours must include a brief description of the work performed and must be 
approved by their supervisor in advance.  Failure to clock in and out and to turn in the record may result in delayed paychecks. 
 

TOBACCO-FREE ENVIRONMENT 
The District maintains tobacco-free buildings and grounds. Tobacco includes but is not limited to cigarettes, cigars, snuff, smoking 
tobacco, smokeless tobacco, vapor devices, and e-cigarettes.  
 
Use of tobacco products in a public school building or on public school property is prohibited, unless the use of a tobacco product in a 
classroom or on other school property is a part of a lecture, demonstration, or educational forum sanctioned by a school administrator 
or faculty member, concerning the risks associated with using tobacco products. 
 
For this purpose, “public school building or public school property” means: 
• Public land, fixtures, buildings, or other property owned or occupied by an institution for the teaching of minor children that 

is established and maintained under the laws of the state of Montana at public expense; and 
• Includes playgrounds, school steps, parking lots, administration buildings, athletic facilities, gymnasiums, locker rooms, and 

school buses. 
 

TRAVEL 
Travel for work may be necessary from time to time and will generally be governed by Policy 7336. In most cases, travel must be 
preapproved by the supervisor. The District will reimburse for reasonable expenses related to approved travel. The Business Office 
reserves the right to determine if an employee will receive per-diem expenses paid in advance, paid in arrears, or partial per-diem 
expenses combined with actual cost of goods/services. (E.g.: The District may determine to pay the employee per-diem for meals and 
incidentals, but reimburse for the actual cost of lodging.) 
 

TUBERCULIN SKIN TEST 
All employees must have documentation of a tuberculin skin test on file with the District Office.  This test must have been 
administered within 12 months prior to the date of hire.  Contact the District Office for further questions. 
 

USE OF PRIVATE VEHICLES FOR DISTRICT BUSINESS 
The use of private vehicles for District business, including the transportation of students, is generally discouraged.  Staff members 
should use District-owned vehicles whenever possible, scheduling activities and other transportation far enough in advance to avoid 
any non-emergency use of private vehicles.   
 

VACANCIES/TRANSFERS 
Announced vacancies for certified and classified positions are posted prior to closing the application period as set forth in collective 
bargaining agreements. Generally notices are posted by email as well as in the District Office and faculty rooms. 
 
During summer break, such notices are e-mailed to staff members’ school email addresses in addition to being posted in the school 
and on the District staff website. Association presidents are notified of such openings as well. 
 
Voluntary and involuntary transfer of staff members may be authorized by the administration based on district personnel needs and in 
accordance with district procedures and negotiated agreements. 
 

VISITORS 
All visitors and volunteers must check in to the appropriate school office and obtain visitor/volunteer badge before going to a 
classroom.  Staff members who see non-staff members or non-volunteer adults without a badge in hallways or other areas should 
make a point to approach the person and guide them to the nearest office as appropriate. 
Students may not invite peers (relatives, friends, etc.) to school as guests. 
 

WORK AREAS 
Knowing we are setting examples for our students and community members, employee work areas should be organized, clean and 
maintained.  If in need of storage space for materials, please visit with your supervisor. 
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STUDENT OPERATIONAL PROCEDURES 
ADMINISTERING MEDICINES TO STUDENTS 
Students who must take prescription and/or over-the-counter medication at school, on a temporary or regular basis, must provide a 
written request to administer medication, signed by the parent and in some cases a physician. All medications will be kept in locked 
storage in the nurse’s station unless a student must carry medication on his/her person during the school day (inhaler, etc.).  Parents of 
students who must carry and self-administer medication must complete the Montana Authorization to Possess or Self-Administer 
Medication form and return it to the building office. 
Teachers are expected to assist students in remembering when a medication is scheduled to be administered.  If the student refuses to 
take medication, teachers are expected to notify the parent whenever possible.  Attempts to contact parents must be documented as to 
date and time.  (Refer to Policy 3416). 
 

ASSEMBLIES 
Students and teachers are generally expected to attend all assemblies unless otherwise excused by the classroom teacher or building 
administrator. All staff are assigned to specific supervision duties during assemblies and are expected to be in their assigned areas.  
Students with behavioral issues may be removed from an assembly as deemed necessary by the staff member.  All students should be 
managed directly and/or referred for more intensive behavior interventions in accordance with established District behavior 
procedures. 
 

CLASS INTERRUPTIONS 
The District is committed to protecting instructional time.  Class interruptions of any kind will be kept to a minimum.  Intercom use is 
restricted to administrative use or administrative approved use only. 
 

STUDENT CELL PHONES AND OTHER ELECTRONIC DEVICES 
The possession and use of cellular phones, pagers, and other electronic signaling devices on school grounds, at school-sponsored 
activities, or while otherwise under the supervision and control of District employees is a privilege. The privilege can be revoked or 
altered at any time by administration for individuals or groups of students. 
 
Students must exercise common courtesy regarding use of cellular phones, electronic communication devices, and peripherals (e.g.: 
smart watches). Use of such devices is prohibited during instructional hours unless otherwise requested by the instructor or supervisor. 
Any use of a device is that distracting, disruptive, or is otherwise contrary to the student code of conduct is prohibited.  

Students are prohibited from operating a cell phone or other electronic device (or camera embedded in such device) while in a locker 
room, bathroom, or any other location where the privacy rights of others may be violated.  Students may not use cell phones, pagers, 
or other electronic signaling devices during classes unless such use is under the direction of certified staff for educational purposes. 
 
Unauthorized use and/or possession of these devices is grounds for confiscation.  Repeated unauthorized use will result in disciplinary 
action and/or revocation of privileges.  Depending on the nature of the unauthorized use, the student’s parents and/or law enforcement 
may be contacted and the student’s cell phone may be searched. 
   

COMMUNICABLE DISEASES/STUDENTS WITH HIV, HBV, AIDS 
Protection from communicable disease is generally provided through immunization, exclusion, or other measures provided for in 
Montana Code Annotated and rules of the county health department.  Services generally will not be provided to students excluded 
unless otherwise required by law. 
 
In those cases where a communicable disease is diagnosed and confirmed and the student would not be excluded from school, the 
District will inform the appropriate staff member to protect against the risk of exposure. 
 

CONTESTS FOR STUDENTS 
The District cooperates with individuals, community organizations, and agencies desiring to sponsor contests for students, when such 
activities can be integrated into the school program without disruption or loss of instructional time for the student and without 
imposing an unreasonable added work load on staff.  All such contests must be consistent with the purposes and educational aims of 
the district. 
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Teachers sponsoring such activities are responsible for the preparation and circulation of all informational materials and for other 
administrative work required in the grading, judging, or evaluation of the participants’ work. 
 
The District may not be used to promote private or commercial interests, nor may the District be used for the direct sales promotion of 
individual competitive goods or services. 
 

CORPORAL PUNISHMENT 
The use of corporal punishment in any form is strictly prohibited by the district.  Corporal punishment is defined as the willful 
infliction of, or willfully causing the infliction of, physical pain. 
 
A staff member is authorized to employ physical force when, in his/her professional judgment, the physical force is necessary to 
prevent a student from harming himself/herself, others, or doing excessive harm to district property. 
 
DISMISSAL OF CLASSES 
Teachers should never dismiss a class before the established dismissal time.  Detaining the entire class after dismissal time is also 
discouraged.  Whenever individual students are detained after class, the teacher is expected to provide the student a note for the 
student’s next class teacher.  This will help reduce unnecessary hall traffic, as students reporting to class late will need to account for 
their tardiness. 
 
EMERGENCY DRILLS 
There are usually at least eight (8) emergency drills a year.  All teachers will discuss emergency procedures with their class at the 
beginning of each year. The drills will be held at different hours of the day or evening to avoid distinction between drills and actual 
disasters. 
Classrooms should contain emergency escape route maps posted next to the doorway.  Staff members should regularly review and be 
familiar with the red emergency procedure manuals provided at the beginning of each year which thoroughly address emergency drill 
procedures and expectations.  
 
Variations in drill situations and occasional supervisor questions of staff regarding drills will occur in order to provide training for and 
encourage proper emergency response reactions. 
 

FIELD TRIPS AND SPECIAL EVENTS 
Field trips and other student activities involving travel may be authorized by the Principal, when such trips or activities contribute to 
the achievement of desirable educational goals. 
 
Requests should be submitted to the Principal well in advance of the proposed activity.  All such requests will be considered, based on 
such factors as availability of funds, the educational value derived, the safety and welfare of the students involved, impact on the 
regular school program, and availability of appropriate supervision, either from within school staff or from volunteers.  Requests for 
field trips which occur after April 1 must be submitted to the Principal by no later than April 1. 
Parental permission for field trips in general is required at the beginning of the year along with other parental permission sign-offs.  
Expectations for appropriate student behavior on field trips should be set forth in each teacher’s send-home syllabus at the beginning 
of the year.  Additionally, individual written parental permission should be obtained for each approved trip.  Any special rules or 
guidelines expected of students should be included in the individual parent permission slip form. Teachers are expected to submit the 
signed forms showing parental approval and acknowledgment of the student conduct guidelines to the office prior to departure for the 
scheduled activity. 
 
Staff members should contact the office for appropriate substitute and vehicle arrangements and related field trip procedures and 
forms.  Emergency backpacks for field trips should be taken (available in office). 
 
Any out-of-state travel must be specifically authorized by Board action. 
 

GRADING  
The evaluation of student progress is a primary responsibility of all teachers.  The highest possible level of student achievement is a 
common goal of both the district and the home.  As a close working relationship between the district and the home is essential to the 
accomplishment of this goal, regular communications with parents is essential. 
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Teachers should use a variety of communication devices, including telephone and personal conferences as well as written grade 
reports and Infinite Campus. To keep parents well informed, teachers are expected to update student grades in Infinite Campus at least 
every week.  At the beginning of the grading period, students and parents are to be informed regarding the basis of the grades and the 
methods to be used in determining grades. 
 
Students in all grades will be graded on the following 1-4 grading scale: 
 4 – Advanced 
 3 – Proficient 
 2 – Nearing Proficient 
 1 – Novice 
 
Grading will be on a trimester basis. 
Due process procedures will be provided to all students whose grade is reduced or credit denied for attendance rather than academic 
reasons.  Reasons for the student’s absence will be considered.  No grade may be reduced or credit denied based on absence due to 
religious reasons, a student’s disability, or an excused absence as determined by district policy.  Such notice is to be included in each 
teacher’s syllabus and distributed to students at the beginning of the grading period. 
 
Special education students are to receive grades based on class standards, and will receive an additional report on progress toward 
goals stated in the Individual Education Program (IEP). 
 

HANDICAP ACCESSIBILITY 
An elevator is provided for movement between levels of the school facility.  There are accessible handicapped restrooms in each 
building as well as accommodations in the parking areas for handicapped visitors. 
 
HOMEWORK (Also refer to Student Handbook) 
Teachers at all grade levels are encouraged to assign relevant homework, which is expected to increase in complexity with the 
maturity or grade level of the student. 
 
Homework may refer to an assignment prepared during a period of supervised study in class or outside of class or which requires 
individual work in the home. 
 
Homework is expected to be designed to improve learning, to aid in the mastery of skills and to stimulate interest on the part of the 
student. 
 
The information for any homework assignment should be clear and specific so that the student can complete the assignment.  
Homework should not require the use of reference materials not readily available in most homes, school libraries, or the public library.  
Homework should require the use of those materials only when the student has had instruction in such use. 
 

INCLEMENT WEATHER 
With cold weather inevitable in Lolo, we provide these school policy reminders to you regarding school starting times, outside play, 
etc.  We hope the following information is helpful for your planning. 
  
Students should arrive for school in the morning no earlier than 7:45 a.m. if they are eating breakfast and no earlier than 8:10 a.m. if 
they are not.  There is no supervision on the playground before 7:45 a.m.  If the temperature warrants, students will be brought inside 
to wait for the start of school. 
  
School ends at 3:17 M, T, W, F and 2:01 Th.  There is limited outside supervision on the playground after school.  Please make sure 
transportation home for students is coordinated with the 3:17 and 2:01 release times, especially given cold weather situations. 
  
During the school day students will be expected to go outside for recess unless they have a medical excuse that directs us to make 
other arrangements.  Therefore, it is very important that children have appropriate warm clothing.  Our PTSA has been extremely 
generous in helping make sure that everyone has proper attire.  If you have a warm clothing need, please contact one of the school 
counselors, the Middle School Principal or the Elementary Principal at either 273-6141 or 273-6686.  
  
When deciding if it is safe to be outside, we use 0 degrees Fahrenheit as a guide.  If there is wind, the chill factor is taken into account.  
The decision to stay in or go out is made shortly before the recess by the Principal.  Since the morning and afternoon recesses are only 
fifteen minutes, it may be that students are out at that time, but inside during the longer lunch recess. 
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INSTRUCTIONAL MATERIALS AND RESOURCES 
While the District utilizes a regular review and selection process for textbooks and major instructional materials purchases, it is 
understood that, in order to provide effective instruction, teachers and administration, using their professional judgment, necessarily 
select and utilize additional materials and resources specific to grade levels, subject areas and topics.  Such materials and resources 
can be wide-ranging but shall be previewed by the teacher for appropriateness for the educational purpose.  Films, videos, internet-
sourced media and information can be excellent informational tools but must be appropriate for age, grade level and educational 
purposes.  Teachers having any questions or uncertainty regarding materials or resource suitability should consult with his/her 
principal prior to using the materials or resources. 
 
Films/Videos   
Building principal approval is required prior to showing a feature film/video to students in district classrooms.  Only films/videos 
rated G, or PG, or PG-13 may be authorized for classroom use. 
Requests are to be submitted to the building Principal at least five days prior to the proposed showing.   
 
The following information should be included: 
1. Title and brief description; 
2. Academic purpose for the showing; 
3. Alignment with course objectives; 
4. Proposed date of showing; 
5. When and how parents will be notified, or if necessary grant consent; 
6. Audience rating. 
The showing of all feature films/videos with a G rating requires prior parent notification from the staff member.  Feature films/videos 
with a PG or PG-13 rating must have prior parental consent. 
 
MAKE-UP WORK  
A student who has an excused absence from class is permitted and expected to make up those assignments that he/she has missed.  
The student is expected to make arrangements with the teacher on his/her first day back in class, for the work missed due to absence. 
Teachers are expected to assist with this process in any way possible. 
Any student truant from school will be required to make up both time and missed work. Likewise, when students/parents anticipate a 
planned absence and request assignments to be completed while the student is away, teachers are expected to make reasonable efforts 
to comply with this request to the greatest extent possible 
A student suspended out of school is expected to make up his work for credit, but the responsibility to do so rests with the student. The 
student is encouraged to visit with his/her teachers in order to find all possible ways to help maintain a good grade in class. 
 

MEDIA ACCESS TO STUDENTS 
The media may interview and photograph students involved in instructional programs and school activities, including athletic events.  
Such media access may not be unduly disruptive and must comply with Board policies and District goals. 
Media representatives are required to report to the building Principal or Superintendent for prior approval before accessing students 
involved in instructional programs and activities not attended by the general public. 
 
Information obtained by media representatives directly from students does not require parental approval prior to publication by the 
media.  Parents who do not want their student interviewed or photographed by the media may direct their student accordingly. 
 
Staff may release student information to the media only in accordance with applicable provisions of the education records law and 
Board policies governing directory information and personally identifiable information. 
 

MOVING CLASS/HOLDING CLASSES OUTDOORS 
From time to time, teachers may find it necessary to temporarily move a class from their scheduled room or teaching area.  Teachers 
are responsible for ensuring that both the office and students are informed of the change. 
 

RELEASE TIME FOR RELIGIOUS INSTRUCTION 
Students may be excused from school for religious instruction, in accordance with Board policy.  Teachers will be notified by the 
office of any students in their class so excused. 
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Any student unable to attend classes on a particular day, due to religious beliefs, is to be excused from attendance requirements for 
that day. 
 
No such absences shall be counted against a student in determining failure or reduction of grades.  Any tests and assignments a student 
misses because of such absences are to be given to the student upon his/her return to school or at such other times as may be deemed 
appropriate by the teacher. 
 
RESPONSIBILITY FOR SCHOOL-RELATED THINGS/CONCERNS 
If something needs repair or attention, please let maintenance and the office know immediately.  If there is a discipline problem in the 
hall or potentially arising, please take action.  If you see a staff problem developing, please consider intervening or letting your 
supervisor know so that assistance can be provided.  Each employee’s workplace is not merely the classroom or workroom; it is the 
entire school building and campus.  We are all responsible for the goings-on of the school. 
 
RESUSCITATION 
No staff member may comply with any directive from parents or others, written or verbal, that life-sustaining emergency care be 
withheld from a student in need of such care while under the control and supervision of district staff. 
 
Life-sustaining emergency care means any procedure or intervention applied by appropriately trained district staff that may prevent a 
student from dying who, without such procedure or intervention, faces a risk of imminent death.  Examples of life-sustaining 
emergency care may include: efforts to stop bleeding, unblocking airways, mouth-to-mouth resuscitation, and cardiopulmonary 
resuscitation (CPR). 
 
In a life-threatening situation, staff members are expected to dial 9-1-1 for paramedic assistance and provide life-sustaining emergency 
care to any student requiring it in order to sustain life, until relieved by paramedics or other appropriate medical personnel. 
In all emergency situations, the office should be contacted as soon as practically possible for assistance, support and further action. 
 

RETENTION OF STUDENTS/OR EARLY ADVANCEMENT 
Students will normally progress annually from grade to grade.  Exceptions may be made when, in the judgment of the professional 
staff, such exceptions are in the best educational interest of the students involved. 
 
In the event a teacher has concerns about a student’s academic status to the point of seriously considering retention, the teacher should 
be communicating concerns throughout the year to the student’s parents.  If concerns continue, and the teacher wants to consider and 
possibly recommend retention, the teacher should meet with the Principal and the student’s parents by no later than March 1st to set 
forth such consideration. 
 
Similarly, teachers who believe a student should be advanced to a higher grade level beyond regular promotion should communicate 
such concerns in a timely fashion to the Principal for consideration and consultation with parents and other qualified personnel.  
When the parents’ opinion is not in agreement with the school’s recommendation, parents must sign a “release from responsibility” 
form to be placed in the student’s file in the event the school proceeds with the parent’s wishes. 
 

ROOM PARTIES 
Celebrations that may occur during the year should be communicated to the office in advance. Any such celebrations or gatherings 
should be academic in nature and maintain health and safety standards. Parents may excuse their children from participation in these 
activities.  Alternatives will be provided to accommodate those requests.  Parents providing food for such events should be encouraged 
to provide healthy treats and should contact the building secretary and/or teacher to avoid bringing items that may cause allergic 
reactions. 
 

SEARCH AND SEIZURE 
Desks and lockers are the property of the District and are available for the convenience of the students.  The District reserves the right 
to inspect the contents of desks or lockers at any time.  School administrators may search book bags, backpacks, etc. whenever they 
have a reasonable suspicion that a student is in possession of illegal or unauthorized materials.  If a school administer has a reasonable 
suspicion to believe that a student has on his or her person an item dangerous to the student or to others, including drugs or weapons, a 
student may be asked to empty his or her pockets, purse, backpack, book bag, desk, etc.  The District also reserves the right to utilize 
canine searches to assist in maintaining a safe and orderly school environment. 
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SENDING A STUDENT HOME 
Staff members should never send a student home. Only administrators, their designees, or the school nurse may do so. During the 
school day, students shall be picked up and signed out from the office by a parent/legal guardian. 
 

SPECIAL EDUCATION INFORMATION 
The goal of special education is to provide the student with a provide a free and appropriate public education in the least restrictive 
environment. 
 
Special education terms: 
 

• ET – Evaluation Team:  a formal meeting in which parents are notified to attend.  The purpose is to review the evaluation 
results, determine if the child qualifies and whether or not the team wishes to label the child with a handicapping condition, 
and explain a proposed plan to the parent. 

• IEP – Individualized Education Plan:  The plan that addresses the unique educational needs of a child and describes the 
instruction and related services that will be provided.   

• LRE – Least Restrictive Environment:  reference to the education of a child in an environment as close as possible to his home 
and with children who are not handicapped. 

• FAPE – Free Appropriate Public Education:  reference to the child’s right to receive an appropriate public education 
• SAT – Student Assistance Team:  A staff group who collects all assessment and progress information to formulate a plan, 

which can be proposed to the parents.  Parents are not usually included in this meeting but are notified and may attend. 
(Sometimes referred to as Child Study Team or CST.) 
 

STUDENT ACCIDENT ASSESSMENT AND PROCEDURES 
1. Each student involved in an accident will be assessed immediately by the adult on location 
2. The adult will determine what assistance is needed.  The school office is notified. 
3. The office will notify the parent/s unless the injury is quite obviously not serious. 
4. In the event the injury is obviously not serious, the child will be tended to at the school office and returned to class and the 

teacher informed for further monitoring.  Delayed effects are always possible and should be reported to the school office 
immediately. 

5. The responding adult should complete an accident report form and turn it in to the school office. 
 

STUDENT ACTIVITY FUNDS 
All moneys raised or collected by and/or for school-approved student groups are to be receipted and deposited into a checking account 
administered by the business office.  All student activity fund expenditures must be approved by the building Principal, 
Superintendent or staff member in charge of the student activities program. 
 
Funds derived from authorized clubs and organizations shall be expended to benefit the specific club or organization and, to the extent 
possible, to benefit those subjects currently in school who have contributed to the accumulation of the funds. 
 

STUDENT ATTENDANCE 
State law requires all students between ages seven and sixteen to attend school.  To receive the maximum benefit from classroom 
instruction, the student should attend school each day.  As a general rule, should a student’s absences need to exceed more than 7 days 
per trimester, the parent should first meet with the Principal, counselor and student’s teacher representatives to discuss the situation. 
Excess absences can result in loss of course credit and school activity/event privileges, referral to CPS/law enforcement, and an 
attendance contract being imposed.  
 

STUDENT CONDUCT  
General behavioral expectations 
In order for students to take advantage of available learning opportunities and to be productive members of our campus community, 
each student is expected to: 

 Demonstrate courtesy, even when others do not  
• Behave responsibly, exercising self-discipline  
• Attend classes regularly and on time  
• Prepare for class with materials and assignments  
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• Abide by District standards of grooming/dress  
• Obey building and classroom rules  
• Respect rights and privileges of others  
• Respect property of others  
• Cooperate/assist school staff in maintaining safety, order and discipline  
 

To achieve the best possible learning environment for all students, District rules and discipline apply: 
 

• On or within sight of, school grounds before, during or after school hours or at any other time when the school is being used 
by a school group;  

• Off school grounds at a school sponsored activity or event, or any activity or event that bears a reasonable relationship to the 
school;  

• Traveling to and from school or a school activity, function or event; and  
• Anywhere, if the conduct may reasonably be considered to be a threat or an attempted intimidation of a staff member, or an 

interference with school purposes of an educational function.  
 

All students are to comply with District policy, written building and classroom rules, pursue the prescribed course of study, submit to 
the lawful authority of teachers and school officials, and conduct themselves in an orderly manner at school during the school day or 
during school-sponsored activities.   
 
In addition to adopted Board policies governing student conduct, administrative regulations specifying student-conduct expectations 
have been established.  These rules apply to actions which occur on district property, at any District-sponsored activity regardless of 
location; or when traveling to or from school for District-sponsored activities.  Disregard of these rules constitutes grounds for 
suspension, expulsion, or other reasonable disciplinary action. All teachers are expected to review the student conduct rules contained 
in the Student/Parent Handbook with their students during the first week of the school year. 
 
Student conduct rules unique to individual classrooms may also be developed by teachers.  All such rules must be consistent with 
district policy and local building administrative regulations governing student conduct and discipline.  Classroom rules and 
consequences are to be reviewed with students, posted in classrooms, and made available to parents. 
A beginning of the year syllabus provided to parents and students which sets forth expectations of students, classroom rules and 
consequences, and parent-teacher communication information should be submitted to the Principal for review and approval prior to 
the start of the school year. 
 
STUDENT DISCIPLINE 
Teachers may detain a student during the school day or after school hours for disciplinary reasons.  For after school detentions, the 
parent must be notified of the detention in advance in order to make suitable arrangements for the student’s transportation home. 
 
Parents may be asked to arrange for the transportation of the detained student; however, if the parent cannot or will not provide it, an 
alternative disciplinary procedure must be substituted. 
Students who are detained after school are not to be left unsupervised during their detention.  (Coordinate with Policy 3312) 
 
Certified staff and administration may assign students who are disruptive in class to the Academic Refocus Center (ARC), which is a 
monitored environment for individualized student study. 
 

STUDENT/PARENT HANDBOOK 
A student/parent handbook is issued to all students at the beginning of each new school year and at the time of registration for new 
students moving into the district at other times of the year. All staff are expected to familiarize themselves with the general 
information, administrative rules and procedures pertaining to students, as set forth in the student/parent handbook and in Board 
policy. Teachers are expected to review the handbook with students at the beginning of the school year. 
 

STUDENT REWARDS 
From time to time you may wish to reward students.  These rewards should be appropriate for the grade level and also should be kept 
to a minimum.  Food rewards are strongly discouraged, but if they are used they should be of nutritional value and may not contain an 
allergen.  
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Individual teachers utilize a variety of incentives.  Please check with building principals regarding appropriate incentive and 
commonly utilized incentive approaches. 
 

STUDENT TRANSPORTATION IN PRIVATE VEHICLES 
Transportation of students to and from school and to curricular and extracurricular activities sponsored by the District is provided by 
the district’s transportation system in accordance with district policy.  
Parents, employees, and other designated adults may be permitted to use private vehicles to transport students other than their own on 
field trips or other school activities only with prior building principal approval. 
 

STUDENT WITHDRAWAL FROM SCHOOL 
Upon notification by a school office of a student withdrawal from school, teachers are expected to complete the student withdrawal 
form, including grade earned to date. 
  
Teachers are expected to make a complete accounting of any unreturned or damaged books, locks, materials, supplies, equipment, or 
other district property, including replacement costs, if known.  Submit the list to the school office. 
 

TECHNOLOGY  
Students are required to sign the computer Acceptable Use Policy before they use the school computers.  It is the teacher’s 
responsibility to collect and turn in signed forms for their homerooms to their corresponding school secretary.  Students are required to 
follow the terms of the Acceptable Use Policy.  The Acceptable Use policy is located with the Student Handbook.  
 

SCHOOL TELEPHONE USAGE BY STUDENTS 
A school telephone is to be used only for necessary calls and only by permission by a staff member.  Normal scheduling arrangements 
should be taken care of before coming to school. 
 

VISITORS 
Students are not permitted to bring visitors to school without prior approval of the Principal. 
  
Staff members are expected to report any unauthorized person on school property to the Principal. 
 
The District encourages parents to participate in their student’s education. However, it is expected that parents wishing to observe a 
classroom make prior arrangements with the classroom teacher(s) and obtain prior approval from the Principal(s). 
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Appendix A- STAFF EXIT QUESTIONNAIRE 
 
ADMIN PROCEDURE – PERSONNEL – Staff Exit Questionnaire 
(Updated 7/16/15) 
 
Though you are not required to complete and return the following questionnaire to Lolo School 
District, your response to the following questions would help us review our work as a District 
and plan better for the future.  Thank you in advance for any input you choose to provide! 
1. Please check the factor/s primarily contributed to your decision not to continue working at 

this school.  Please feel free to provide further comment at the end if needed 
o Salary, wage and benefits 
o Workplace climate 
o Family-related issues 
o Issues related to distance to/from work 
o Inability to have child attend Lolo SD due to out-of-district student policy 
o Other: _____________________ 

 
Comment: 

 
 
 
2. What, if anything, would have kept you at this school longer? 
 
 
 
3. What were you (or will you be) looking for in a new position elsewhere? 
 
 
 
4. Was the interaction with other employees at this school helpful to you as an employee?  

Yes/No 
 
 
 
 
5. Specifically, what support did you receive at this job that helped you in your job? 
 
 
6. What support do you wish you had received that would have helped you in this position?  
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7. What was most satisfying about your work at Lolo SD? 
 
 
 
8. What was least satisfying about your work at Lolo SD? 
 
 
 
9. Is there anything we should we do differently to help the person who takes your place? 

 
 
 

10. How satisfied were you with your pay, benefits and other incentives? 
 
 
 
 
Name/Date: _______________________________________________ 
Thank you for your important contribution to Lolo School and its students!  Please return this to 
your supervisor when and if completed.  We wish you well in your future endeavors! 
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Appendix B- DEPARTING Employee Checkout Process 
 
ADMIN PROCEDURE – PERSONNEL:  Departing Employee Checkout Process 
Prior to departing employment, a Lolo SD employee is required to have his/her supervisor and 
other pertinent individuals complete and/or initial each of the areas or items below as part of the 
“check out” system.  Failure to do so will result in the holding of final compensation until 
completed unless otherwise authorized by the Superintendent. 
 
Employee Name:   ________________________________ 
Supervisor Name:  ________________________________ 
Last day of employment: ___________________________ 
Current contact information: 

Mailing Address:  _________________________________ 
   __________________________________ 
Email address: ______________ 
Phone number: ______________ 

Item          Initial or N/A 
1. Resignation letter (supervisor or Superintendent)    _____ 
2. School keys (supervisor or main office)    _____ 
3. Technology (supervisor or Tech Director)   _____ 
4. Confirm forwarding contact information (main office)  _____ 
5. Pay food service bills, if any (main office – Bus Mngr/Assist)_____ 
6. Return identification badge (main office – Admin Assist) _____ 
7. Library materials (library)      _____ 
8. Classroom inventory items confirmed (Principal/Bus Mngr) _____ 
9. Computer passwords (supervisor or tech director)  _____ 
10. Optional for Employee:   Exit Survey    _____ 
11. Other?  _________________________________  _____ 
 
 
 
 
 
Employee signature/date: ________________________________ 
Superintendent or Business Manager signature/date: _____________________________ 
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Please sign and return to the District Office: 
 

 
I have received and read the 2021-2022                              

Personnel Handbook: 
 

 
Employee name: ________________________________________________________  
 
 
Employee signature:  _____________________________________________________ 
 
 
Date:  ___________ 
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