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Handbook Disclaimer 

The sole intent of this handbook is to provide all faculty and staff of the Leola School District access to 

general employment-related information. This handbook is not a contract, nor does it create a contract 

between the Leola School and the employee, but merely provides a consolidation of various School of 

policies/procedures and employee benefits for ease of usage. The Leola School District reserves the right 

to make changes to this information at its sole discretion and/or on behalf of the Leola School District any 

time with or without notice. This handbook contains very general and oftentimes condensed details and 

is not an exhaustive list of all employee obligations, policies, or procedures. The Leola School District 

reserves the right to enforce its rights in accordance with state laws and/or collective bargaining 

agreements. This employee handbook replaces any previously distributed handbooks. If you have 

questions about this handbook or this disclaimer please contact the Business Manager or Superintendent. 

LEOLA SCHOOL DISTRICT #44-2: 
 

PHILOSOPHY 

 Each child, regardless of race, color, or creed, should have the opportunity for an equal education 
that will help him/her become what he/she is capable of becoming.  In the education process the child 
should be considered as the prime objective.  The education process should pick up the child where he/she 
is and work from there.  We should give each child the opportunity and direction into many phases of the 
curriculum so that they can find themselves from a broad selection of possible interests. 

 Education should prepare our children to be college/career ready.  In order to do this, the 
individual will have to have a broad background and an understanding of many types of situations.  It is 
therefore the responsibility of the school to provide a balanced curriculum, which offers opportunities for 
each child to gain this knowledge and experience. 

 In the education process there should be enough freedom allotted so the student does not feel 
that he/she is regimented to the degree that will stifle his/her freedom of thought.  It is necessary for the 
student to learn self-discipline as well as confidence and self-respect to cope with a changing 
environment. 

VISION STATEMENT 
 

Working Toward a Stronger Community 
One Student at a Time 

 
MISSION STATEMENT 

 
All students will have equal access 

to an excellent educational program 
and be educated to their greatest potential. 

They will meet high academic standards 
through school interventions, 

and family involvement. 
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LEOLA SCHOOL BOARD 
BILL OF RESPONSIBILITIES 
 
PREAMBLE:  Freedom and responsibility are mutual and inseparable; we can ensure enjoyment of the 
one only by exercising the other.  Freedom for all of us depends on responsibility by each of us.  To 
secure and expand our liberties, therefore, we can accept these responsibilities as individual members 
of a free society. 
 
To be fully responsible for our own actions and for the consequences of those actions.  Freedom to 
choose carries with it the responsibility for our choices. 
 
To respect the rights and beliefs of others.  In a free society, diversity flourishes.  Courtesy and 
consideration towards others are measures of a civilized society. 
 
To give sympathy, understanding and help to others.  As we hope others will help us when we are in 
need, we should help others when they are in need.   
 
To do our best to meet our own and our families’ needs.  There is no personal freedom without economic 
freedom.  By helping ourselves and those closest to us to become productive members of society, we 
contribute to the strength of the nation. 
 
To respect and obey the laws.  Laws are mutually accepted rules by which, together, we maintain a free 
society.  Liberty itself is built on a foundation of law.  That foundation provides an orderly process for 
changing laws.  It also depends on our obeying laws once they have been freely adopted. 
 
To respect the property of others, both private and public.  No one has the right to what is not his or 
hers.  The right to enjoy what is ours depends on our respecting the right of others to enjoy what it theirs. 
 
To share with others our appreciation of the benefits and obligations of freedom.  Freedom shared is 
freedom strengthened. 
 
To participate constructively in the nation’s political life.  Democracy depends on an active citizenry.  It 
depends equally on an informed citizenry. 
 
To help freedom survive by assuming personal responsibility for its defense.  Our nation cannot survive 
unless we defend it.  Its security rests on the individual determination of each of us to help preserve it. 
 
To respect the rights and to meet the responsibilities on which our liberty rests and our democracy 
depends.  This is the essence of freedom.  Maintaining it requires our common effort, all together and 
each individually. 
 
CODE OF ETHICS  
SCHOOL BOARD 
We will observe and enforce laws and regulations pertaining to education. 
We will accept office as a board member as a means of unselfish service. 
We will transact school business only in regular sessions. 
We will represent the entire community without fear or favor. 
We will remember at all times that we are one of a team. 
We will accept all board decisions once they are made and assist in carrying them out effectively.   
We will delegate action to the superintendent as the board executive and confine board action to policy 
making, planning, and appraisal.   
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Teacher Code of ETHICS: 
An effective educational program requires the services of men and women of integrity, high ideals, and 
human understanding.  To maintain and promote these essentials, all employees of the district are 
expected to maintain high standards in their school relationships.  These standards include the following:    
  
• The maintenance of just and courteous professional relationships with students, parents, staff 

members, and others.    
• The maintenance of their own efficiency and knowledge of the developments in their fields of 

work.    
• The transaction of all official business with the properly designated authorities of the school 

system.    
• The establishment of friendly and intelligent cooperation between the community and the School 

District.    
• Favorable representation of the School District at local events that are in recognition of the 

schools' contributions to the community.   
• The placement of the welfare of children as the first concern of the School District, thus 

appointments to positions and promotion must be based solely on merit.  The use of pressure on 
school officials for appointment or promotion is unethical.    

• Restraint from using school contacts and privileges to promote partisan politics, sectarian 
religious views, or selfish propaganda of any kind.    

• Directing any criticism of other staff members or of any department of the School District toward 
the improvement of the School District.  Such constructive criticism is to be made directly to the 
particular school administrator who has the administrative responsibility for improving the 
situation and then to the Superintendent if necessary.  

               
24:08:03:01 Obligations to Students.  In fulfilling their obligations to the students, educators shall: 

1. Not without just cause restrain students from independent action in their pursuit of learning, 
and shall not without just cause deny to the students access to varying points of view. 

2. Not deliberately suppress or distort subject matter for which they bear responsibility. 
3. Make reasonable effort to maintain adequate discipline and order in the classroom and the 

school system to protect the students from conditions harmful to learning, health and safety. 
4. Conduct professional business in such a way that they do not expose the students to 

unnecessary embarrassment or disparagement. 
5. Not for reasons of race, color, creed, sex, national origin, marital status, political affiliation, or 

family, social, or cultural background exclude any student from participation in or deny those 
benefits under any program, nor grant any discriminatory consideration or advantage. 

6. Not use professional relationships with students for private advantage. 
7. Keep in confidence information that has been obtained in the cause of professional service, 

unless disclosure serves professional purpose or is required by law. 
8. Not tutor for remuneration students assigned to their classes unless no other qualified 

educator is reasonably available. 
9. Shall maintain professional relationships with students in a manner which is free of 

vindictiveness and recrimination. 
 

24:08:03:02 Obligations to the public.  In fulfilling their obligations to the public, educators shall: 
1. Not misrepresent an institution or organization with which they are affiliated and shall take 

adequate precautions to distinguish their personal and institutional or organizational views. 
2. Not knowingly distort or misrepresent the facts concerning educational matters in direct and 

indirect public expressions. 
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3. Not interfere with a colleague’s exercise of political and citizenship rights and responsibilities. 
4. Not use institutional privileges for private gain or to promote political candidates or partisan 

political activities. 
5. Accept no gratuities, gifts, or favors that might impair or appear to impair professional 

judgment, not offer any favor, service, or things of value to obtain special advantage. 
 

24:08:03 Obligations to the profession.  In fulfilling their obligations to the profession, educators shall: 
1. Not interfere with the free participation of colleagues in the affairs of their associations. 
2. Accord just and equitable treatment to all members of the profession in the exercise of their 

professional rights and responsibilities. 
3. Not use coercive means or promise special treatment in order to influence professional 

decisions of colleagues. 
4. Withhold and safeguard information acquired about colleagues in the course of employment, 

unless disclosures serves professional purposes. 
5. Not misrepresent their professional qualifications. 
6. Not knowingly distort evaluation of colleagues. 
7. Not disparage of colleague before others nor criticize a colleague before students. 

 
24:08:04 Obligations to professional employment practices.  In fulfilling their obligation to professional 
employment practices, educators shall: 

1. Apply for, accept, offer, or assign a position or responsibility on the basis of professional 
preparation and legal qualifications. 

2. Apply for a specific position only when it is known to be vacant, and shall refrain from 
underbidding or commenting adversely about other candidates. 

3. Not knowingly withhold information regarding a position from an applicant or misrepresent 
an assignment or conditions of employment. 

4. Give prompt notice to the employing agency of any change in availability of service; and the 
employing agent shall give prompt notice of change in availability of services; and the 
employing agent shall give prompt notice of change in availability or nature of a position. 

5. Adhere to the terms of contract or appointment unless the contract has been legally 
terminated, legally voided, or substantially altered, without prior consultation with the 
affected parties. 

6. Conduct professional business through channels that have been developed and approved by 
the employing agency when available. 

7. Not delegate assigned professional responsibilities to unqualified personnel. 
8. Permit no commercial exploitation of their professional position. 

 
CERTIFIED PERSONNEL 

1. All members of the instructional staff must conform to the requirements prescribed by the State 
Department of Education in regard to teaching certificates, renewals and school attendance. 

2. Whenever possible teachers will be assigned to teach in their major field.  Minors will be 
acceptable. 

3. Teachers must follow the proper Chain of Command. (ex. Teacher, Principal, Superintendent, 
Board of Education) 

4. The signing of a contract with the Leola School District 44-2 constitutes an agreement, between 
both parties, to follow and abide by all the conditions set forth in the contract. 

CERTIFIED PERSONNEL 
PREAMBLE 
We, professional educators of the State of South Dakota, affirm our belief in the worth and dignity of man.  

We recognize the supreme importance of the pursuit of truth, the encouragement of scholarship, and the 
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promotion of democratic citizenship.  We regard as essential to these goals the protection of freedom to 

learn and to teach and the guarantee of equal educational opportunity for all.  We affirm and accept our 

responsibility to practice our profession according to the highest ethical standards. 

We acknowledge the magnitude of the profession we have chosen, and engage ourselves, individually and 

collectively, in accordance with the applicable provisions of this code.  

PRINCIPLE I 
Commitment to the Student 
We measure success by the progress of each student toward achievement of his or her maximum 
potential.  We therefore work to stimulate the spirit of inquiry, the acquisition of knowledge and 
understanding, and the thoughtful formulation of worthy goals.  We recognize the importance of 
cooperative relationships with other community institutions, especially the home. 
 
In fulfilling our obligations to the student, we------ 

1. Deal justly and considerately with each student. 
2. Encourage the student to study varying points of view and respect their right to form their 

own judgment. 
3. Withhold confidential information about a student or their home unless we deem that its 

release serves professional purposes, benefits the student, or is required by law. 
4. Make discreet use of available information about the student. 
5. Conduct conferences with or concerning students in an appropriate place and manner. 
6. Refrain from commenting unprofessionally about a student or their home. 
7. Avoid exploiting our professional relationship with a student. 

 
PRINCIPLE II 
Commitment to the Community 
We believe that patriotism in its highest form requires dedication to the principle of our democratic 
heritage.  We share with all other citizens the responsibility for the development of sound public policy.  
As educators, we are participating in the development of educational programs and policies and for 
interpreting them to the public.   
 
In fulfilling our obligations to the community, we------ 

1. Share the responsibility for improving the educational opportunities for all. 
2. Recognize that each educational institution may have a person authorized to interpret its 

official policies. 
3. Acknowledge the right and responsibility of the public to participate in the formulation of 

educational policy. 
4. Evaluate through appropriate professional procedures conditions within a district or 

institution of learning, make known serious deficiencies, and take any action deemed 
necessary and proper. 

5. Use educational facilities for intended purposes consistent with applicable policy, law, and 
regulation. 

6. Assume full political and citizenship responsibilities, but refrain from exploiting the 
institutional privileges of our professional positions to promote political candidates or 
partisan infringement. 

 
PRINCIPLE III 
Commitment to the Profession 
We believe that the quality of the services of the education profession directly influences the future of 
the nation and its citizens.  We therefore exert every effort to raise educational standards, to improve our 
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service, to promote a climate in which the exercise of professional judgment is encouraged, and to achieve 
conditions, which attract person’s worthy of the trust to careers in education.  Aware of the value of 
united effort, we contribute actively to support, planning, and programs of our professional organization. 
 
In fulfilling our obligations to the profession, we------- 

1. Recognize that a profession must accept responsibility for the conduct of its members and 
understand that our own conduct may be regarded as representative. 

2. Participate and conduct ourselves in a responsible manner in the development and 
implementation of policies affecting education. 

3. Cooperate in the selective recruitment of prospective teachers and in the orientation of 
student teachers, interns, and those colleagues new to their positions. 

4. Accord just and equitable treatment to all members of the profession in the exercise of their 
professional rights and responsibilities, and support them when unjustly accused or 
mistreated. 

5. Refrain from assigning professional duties to nonprofessional personnel when such 
assignment is not in the best of the student. 

6. Provide upon request, a statement of specific reason(s) for administrative 
recommendations that lead to the denial of increments, significant changes in employment, 
or termination of employment. 

7. Refrain from exerting undue influence based on the authority of our positions in the 
determination of professional decisions by colleagues. 

8. Keep the trust under which confidential information is exchanged. 
9. Make appropriate use of time granted for professional purposes. 
10. Interpret and use the writings of others and the findings of educational research with 

intellectual honesty. 
11. Maintain our integrity when dissenting by basing our public criticism of education on 

evaluation of facts or hypotheses. 
12. Represent honestly our professional qualifications and identify ourselves only with 

reputable educational institutions. 
13. Respond accurately to requests for evaluations of colleagues seeking professional positions. 
14. Provide applicants seeking information about a position with an honest description of the 

assignment, the conditions of work, and related matters.  
 
PRINCIPLE IV 
Commitment to Professional Employment Practices 
We regard the employment agreement as a solemn pledge to be executed both in spirit and in fact in a 
manner consistent with the highest ideals of professional service.  Sound professional personnel 
relationships with governing boards are built upon personal integrity, dignity, and mutual respect. 
 
In fulfilling our obligations to professional employment practices, we---- 

1. Apply for or offer a position on the basis of professional legal qualifications. 
2. Apply for a specific position only when it is known to be vacant and refrain from such 

practices as underbidding or commenting adversely about other candidates. 
3. Fill no vacancy except where the terms, conditions, policies, and practices permit the 

exercise of our professional judgment and skill, and where a climate conducive to a 
professional service exists. 

4. Adhere to the conditions of a contract or to the terms of an appointment until either has 
been terminated legally or by mutual consent. 

5. Give prompt notice of any change in availability of service, in status of applications, or in 
change in position. 
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6. Conduct professional business through the recognized educational and professional 
channels. 

7. Accept no gratuities of gifts of significance that might influence our judgment in the exercise 
of our professional duties. 

8. Engage in no outside employment that will impair the effectiveness of our professional 
service and permit no commercial exploitation of our professional position. 

 
PHILOSOPHY OF LEOLA PUBLIC SCHOOL TEACHERS 
Each child is a unique individual due to his/her heredity, environment and cultural heritage.  Therefore, 
they will have their own special physical, emotional, social, and educational needs.  It is the teacher’s 
responsibility to provide numerous and varied learning situations which will stimulate and motivate the 
child to develop their creativeness and encourage him/her to pursue their interests to the height of their 
ability. 
 
We believe that each child should continually experience a feeling of personal worth, dignity, and self-
esteem.  Each child should be provided with varied opportunities to achieve the self-satisfaction so 
necessary for success.  They must be stimulated to practice assuming responsibility but be granted the 
right to make mistakes in the process.  The child should develop pride in themselves through becoming 
an independent worker and a critical thinker with the ability to perceive and communicate ideas. 
 
We believe there should be an atmosphere of mutual respect in the classroom.  The ultimate goal should 
be to guide children toward self-discipline.  They must recognize the boundaries of their own freedoms 
and respect the rights and freedom of their peers.  We believe that the classroom should be a place, which 
encourages children to seek knowledge through exploring and discovering, and aids the children to the 
realization of their own feelings of success and acceptance. 
 
Learning is a continuous process for both student and teacher.  Therefore, the teacher should be 
responsible for continuing and broadening their academic knowledge and understanding of children 
through persistent reading, study, and exploration.  We believe that the teacher should be alert to the 
effectiveness and constantly be aware of the influence of the education system and eager to adapt those 
methods and techniques, which are most pertinent to the development of a meaningful curriculum. 
 
We believe that each child should be educated to realize that in this democratic society where there is 
freedom of choice they must anticipate the consequences of their choices and choose that which is best 
not only for themselves but for others.  We believe each child needs to participate with others in their 
community.  
 
Each facet of their being has needs, which the home, school, and community have a duty to meet.  We 
should recognize the importance of those things the child has learned outside the school environment.  
We should foster sensitivity in the outside world so that they may become a well-balanced and well-
adjusted member of society. 
 
OBJECTIVES OF THE TEACHERS OF LEOLA PUBLIC SCHOOL 

1.  To develop a sense of responsibility, self-discipline, and self-worth on the part of each student. 
2. To provide each student with the fundamental skills of communication, comprehension, and 

critical thinking. 
3. To develop skills and attitudes that will lead to worthy use of time. 
4. To provide opportunities for students to discover truths for themselves through exploration and 

independent and self-directed study. 
5. To develop vocational knowledge and skills and academic opportunities for all students. 
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6. To provide opportunities for students to explore and express their interests, aptitudes, and 
capabilities. 

7. To develop an appreciation for the aesthetic, moral and spiritual values that comprise the 
framework of our culture, and to appreciate the cultural heritage of others. 

8. To provide an environment in which an individual may prepare to fulfill his moral, social, political, 
and economic obligations to the community, state, nation, and world. 

 
RESPONSIBILITIES  
CREDENTIALS AND CERTIFICATION 
It is necessary that each teacher in the system have the following on file in the Business Manager’s office 
prior to the issuance of salary checks: 

1.  A current South Dakota teaching certificate. 
2. An official transcript of all college credits. 
3. Employee criminal background checks. 

 

ATTENDANCE 
Attendance MUST be taken each morning by 8:20 AM.   
 
CHECK IN / CHECK OUT 
Teachers must check in each year starting with a 1:1 teacher/administrator meeting. Once you’ve met will 
all the staff on the form, please turn it in to the office. It will be given back at the end of the year for 
checkout.  
 
GRADE POSTING 
Each teacher is responsible for maintaining accurate record of individual student’s grades.  Teacher should 
update grades weekly in Infinite Campus and must post grades at midterm, quarter and semester breaks 
into Infinite Campus.  
 
CARE OF ROOMS 
Each teacher is responsible for the cleanliness and general appearance of their respective room.  The 
teacher is also responsible for reporting of all inventories in their classroom to the office.  See that all 
paper is picked up and all equipment has been returned to its proper place before the class is dismissed. 
At the end of the school year all items must be put away and/or secured.  Any repairs need to be noted 
on the Work Order and taped to your door. Summer help is not responsible for personal items not 
properly put away or secure. 
 
Teachers working in the building in the evening, on weekends, or during holiday periods need to maintain 
vigilance regarding matters of the lights, locked doors and unauthorized persons. 
 
SCHOOL PROPERTY & INVENTORY 
Property can be loaned for public group use, at discretion of administration according to school board 
police using the Facilities Request form. Teachers must complete inventory at the beginning of the year 
and update at the end of the year as part of the check-in/check-out procedure. Personal items should be 
labeled.  
 
GIFT POLICY 
It is the policy of Leola School District 44-2 that any gift received from companies for placing orders 
become the property of the district, are not for personal use and will not leave the premises. 
 
CLASSROOM PROCEDURES 
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Each teacher will prepare and organize lesson plans which will be provided for that purpose, and have it 
available in a place easy to locate in the classroom for use by a substitute teacher as well as published to 
their webpage.  A seating chart should be available in the same location as the lesson plans for use by the 
substitute teacher. 
 
NEGOTIATED AGREEMENT – see this document for:  
Each teacher has access to this information on the Leola Google Drive labeled Blue Binder. If you do not 
have access, please see the building principal or office. It lists:  
 

● Base salary & schedule 
● Contracted number of days & hours & duty-free lunch/salad bar  
● Benefits offered including insurance & leaves 
● Staff Reduction & Recall 
● Evaluation policy 
● Required In-services 
● Liquidated damages 

 
RETIREMENT CONSIDERATIONS 
All staff contribute to the SD Retirement system. Thus, upon making the decision to retire or separate 
from full time employment, please plan to meet with the Business Manager to make arrangements and 
answer any questions that may affect benefits and/or payroll. 
 
RETIRED STAFF INSURANCE 
The Leola School Board will allow retiring staff the opportunity to continue participation in our group 
health insurance plan for only 18 months after they retire. 
 

From the Negotiated Agreement - Early Retirement policy any certified staff member with 

twenty (20) years’ service to the Leola School District and who will reach the minimum age of 

fifty-five during the calendar year of last service day may elect to retire early. A full-time 

certified staff member electing retirement under this policy shall be extended the opportunity 

to participate in the then existing health insurance program at his/her total expense (100% 

insurance premium) and providing such notice of intent to the business manager with 60 days 

of the elected early retirement date. This opportunity for coverage will be provided until 

eligible for Medicare. 

LANE CHANGE REQUEST PROCEDURE  
Because the district budget is set in the fall of each year, lane changes for teachers who have earned 
additional credits according to the salary schedule impact the budget. Therefore, the business manager 
must be notified in advance so it can be calculated into the budget. It is the teacher’s responsibility to 
submit evidence of completed credits for horizontal lane changes before the regular monthly September 
school board meeting.   
 
Part-time Teachers: Part-time teachers will be eligible to receive a prorated percentage of district 
benefits.  
 
TEACHER EVALUTION & SLO 
Teachers will meet with their building principal prior to the start of each school year to check back in – 
see Check-in/Check-out form. This will be built into the contractual days. This process will ensure teachers 
have had the opportunity to meet with all pertinent admin support needed to effectively do their job. 
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During the 1:1 admin meeting, the building principal will go over this year’s Danielson model domains and 
discuss setting the SLO (student learning objectives) as required by SDCL. Goals and other procedures will 
be noted during these meetings.  
 
All certified teachers must complete an SLO according to SDCL. All continuing contract teachers (after 4th 
contract is issued) will be evaluated at least every other year. Non-tenured teachers will be evaluated 
twice per year.  
 
TEXTBOOKS 
The distribution of subject area textbook series is under the direction of each classroom teachers. Do not 
permit the students to mark or otherwise mar the pages.  At the end of the term assess students for book 
damage.  Students will pay for the cost of rebinding or replacement of the book if damage to the book is 
due to student negligence. 
 
PARENT/TEACHER CONFERENCES  

1.  Take a positive approach in the discussion of the student’s progress and needs, beginning with 
the strengths.  A conference should not be thought of as the time to tell what is “wrong” with the 
child.  It should be a time for parents and teachers to think together in an overall evaluation.  
Emphasis should be placed on the good and encouraging signs of development. 

 
2. Whenever possible, let the student’s weaknesses and difficulties come as insights of the parents. 

 
3. Be alert and aware of differences in cultural background.  Speak the parent’s language but do not 

insult them; avoid talking down to parents. 
 

4. Be tactful.  Many parents resent inquiry into personal affairs.  Sometimes parents may be on the 
defensive and be overly critical of what may be innocent comments or questions. 

 
5. Be honest.  Most parents want to know the facts though they may not always want to admit them.  

“Glossing over” the facts develop very little insight on the part of parents; at the same time do 
not be “brutal” in the realism with which facts are presented.  Give parents information that will 
be of value to them and to the child. 
 

6. Indicate genuine interest and sincerity.  Use a professional approach at all times.  Keep 
confidences shared with you by the child and parent. 

   
7. Let parents air criticisms, but do not argue or get defensive. 

 
8. Do not attempt to tell parents how to manage their family life.  Avoid giving advice and setting 

yourself up as an authority. 
 

9. To appreciate how the parents feel, try to place yourself in the parent’s position. 
 

10. Avoid educational “double talk”.  Some words, such as immature, aggressive, and maladjusted, 
which are accepted educational jargon, may have a different meaning for the parent. 

 
11. Avoid comparing a child with older brothers and sisters or any other specific student.  This is 

exceedingly important. 
 

12. Avoid dealing in generalities.  Suggestions should be specific and to the point. 
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13. Don’t lecture.  Listen closely and sympathetically.  Let the parents talk.  Don’t be afraid of silence. 
 

14. Be aware of the fact that some parents will tend to be overly defensive concerning their children.  
On the other hand, some parents will be hypercritical of their children. 

 
15. Don’t extend the conference beyond the point of no return, or beyond the point of having 

covered the topics satisfactorily.  Make plans for another contact-a note, phone call, or 
conference.  This makes a natural ending for the conference.  

 
16. Once done, discussing the child end the conference.  Do not use this time to socialize with 

parents especially if other parents are waiting to visit with you. No parent should ever meet 
with you for more than 10-12 minutes. 

 
TITLE I MATH AND READING 
The Leola School District provides Title I and Reading and Mathematics program services for qualified 
students.  The elementary school is a school-wide Title I program.  The junior high is a Targeted Assistance 
Program. The colonies are Title III.   
 
Teachers and/or parents may refer a student for Title I mathematics or reading assistance anytime during 
the year.  After referral and consultation with the Title I director, teacher, and/or principal, the student 
can begin receiving assistance if placed in the program.   
 
TEACHER ASSISTANCE TEAM 
If a teacher feels they need additional help in meeting the educational needs of any student under their 
instruction, they may benefit from the teacher assistance team. The TAT form can be requested from the 
office or principal. Members of the team may include the principal, the Title I teacher, the Special 
Education teacher, and/or counselor or other teachers who work with the student. This process may lead 
to further assistance such a developing a 504 plan or referring for special education testing.  
 
SPECIAL EDUCATION 
If a teacher suspects that a student may need special assistance beyond that which may be managed by 
regular education, they may make a referral for special education. 
 
The teacher should bring the matter to the attention of the special education coordinator. 
 
A teacher has the right to have access to any student file, including those of special education, on a need 
to know basis.  Any student data must be treated with confidentiality. 
 
The Leola School District has a Comprehensive Special Education Plan.   A teacher may use that plan to 
answer specific questions.  The plan is available at the office of the special education coordinator. 

 
Non-Certified Staff 

Below is an overview of benefits for non-certified staff. Please refer to individual Work Agreements that 
are issued, annually or at the start of employment, for official documentation.  
 
Job Descriptions for all non-teaching or non-licensed (CDL) positions are to be found on our google folder. 
Those positions include Head Custodians, Head Cooks, Business Manager, Tech Coordinator, 
Administrative Assistant, Paraprofessionals.   
 
NON-CERTIFIED VACATION for 12-month employees 
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Vacation time will be computed as of July 1 of each year.  If vacation time is granted it will not be 
cumulative. 
 
NON-CERTIFIED PERSONAL LEAVE 
Non-certified staff will receive 2 days of personal leave each school year.  Personal leave is not 
accumulative.  Non-certified staff may request in writing compensation at their hourly rate x hours worked 
per day for unused personal days.  The request can be made any time before the end of the school term. 

NON-CERTIFIED SICK LEAVE 
Non-certified staff will receive 7 days of sick leave a year.  Non-certified staff will be able to accumulate 
up to 60 days of sick leave. 
 
NON-CERTIFIED STAFF SICK BANK GUIDELINES              
1.  Individual participation in this program is optional. 

2.  Total accumulation in the sick bank may be up to forty (40) days. 

3.  Only those staff members who donate days to the sick bank may borrow from it. 

4.  Personnel must use up their own personal/sick leave first before asking to borrow from the bank. 

5.  Non-Certified staff have the option to donate one (1) or two (2) days if they wish to be eligible to ask 
for days from the sick bank. 

6.  A non-certified staff member may receive a maximum of 16 days from the sick bank if they have 

donated two (2) days or 8 days if they have donated one (1) day into the sick bank.  Sick leave may 
be used for illness or emergencies and may include family illness, family funeral, funerals of a 
very close friend, or medical appointment.  The family is defined as including father, mother, 
husband, wife, son, daughter, sister, brother, grandparents, and grandchildren.  If a teacher is 
married, this will include similar relatives or friends of the spouse.  Arrangements for sick leave 
should be made through the Superintendent.   

7.  To refill the sick bank for the next year to its maximum:  The balance of days left in the bank are carried 
over; the personnel who used days from the bank must be the 1st to donate back to the bank; then any 
new non-certified staff may donate to the bank. Next, if you have not donated in the past two (2) years, 
you must donate to be eligible again.  Then the remainder of the days to fill the bank to the maximum, 
will be divided among the remaining non-certified staff. 

8.  When the maximum number of days are reached in the bank, the business manager will keep a list of 
staff members waiting to replenish donated days. 

9.  The deadline for participants shall be no later than September 30 of that year.  If a new person joins 
the bank and the bank has reached its maximum days, that person will be included with the provision 
that the first two (2) days of replacement shall come from his/her sick leave. If a non-certified staff is 
hired after the Sept. 30 deadline, they will get a month after being hired to also be offered the 
opportunity to participate in the sick bank. 

10.  An established committee of three members will determine the use of the sick bank.  Employees 
wishing to use the sick bank must submit a written request along with a physician’s statement in 
advance to the following committee. The committee will have 7 days to take action on the request.  
The committee’s response and proper documents will be sent to the Superintendent for review.  
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11. By May 1st of each year, a report summarizing usage of the bank since May 2 of prior year (including 
days donated to the bank at the beginning of the year, days used from the bank, and current days in 
the bank) will be submitted to the Superintendent for Board of Education review. 

12. During the first day of in-service of school starting, the non-certified staff will meet to review these 
guidelines and to conduct a vote for committee members for that year. These members must be 
emailed to the business manager so she is aware.  

NON-CERTIFIED EARLY DISMISSAL/LATE START LEAVE 
Non-certified staff will be paid for a full day of work if school has a late start or early dismissal due to 

inclement weather.   

NON-CERTIFIED INSURANCE 
All non-certified staff may purchase insurance from the district at their own expense unless mutually 
agreed upon between the employee and school board. Insurance includes: health, vision, dental, & 
supplemental.  
 
NON-CERTIFIED SUSPENSION AND DISMISSAL 
The Board will strive to assist personnel to adjust to their positions and to perform their duties 
satisfactorily.  Reasonable effort will be made to avoid dismissing personnel at any level.  When an 
employee is charged with misconduct, insubordination, or unsatisfactory performance, he may be 
temporarily suspended by the superintendent until the charges are investigated.  If the charges are 
unfounded, he/she will be reinstated, if not, he/she will be discharged. 
If the employee is dissatisfied with the superintendent’s decision, he/she may appeal to the School Board 

for a review of his case. 

NON-CERTIFIED REDUCTION IN SUPPORT STAFF WORK FORCE 
The number of employees may be reduced due to a change in program, a change in the size or nature of 
the student population, or budgetary considerations.  The Board will attempt to accomplish such a 
reduction through normal staff attrition, unless the best interests of the school district dictate otherwise. 
In the event reduction of staff is necessary, seniority will be considered along with performance in 

determining employees who will be affected by either layoff or changes in position.  Employees being 

terminated will be given a two weeks-notice. 

NON-CERTIFIED TERMINATION OF EMPLOYMENT 
Termination of employment may be affected by the employer by giving notice of not less than two weeks 
or immediately for just cause. 
 
NON-CERTIFIED RESIGNATION OF SUPPORT STAFF MEMBERS 
Any non-certificated employee desiring to resign will be required to make such a request in writing to the 
superintendent, stating the time the employee wishes the resignation to become effective. 
The superintendent will present the resignation to the Board at its first meeting after the receipt of the 
resignation, and the Board will act upon the request of the employee. 
A minimum of two weeks-notice should be given to the Board by the employee in order to allow ample 

time for filling the vacancy by a well-qualified individual. 

NON-CERTIFIED EVALUATION OF SUPPORT STAFF 
The Board delegates to the superintendent or his/her designee the responsibility to develop evaluation 

procedures for all support personnel. 

ASSIGNMENTS AND TRANSFERS OF NON-CERTIFIED 
The superintendent will make assignments and transfers of non-certified staff members for the efficient 
operation of the schools.  As necessary, he/she will consult with the building principals on these matters. 
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Transfers may be initiated by the superintendent or other administrative officer if it is for the welfare of 

the employee or the school.  An administrative transfer or reassignment will be made only after a 

conference between the employee and the superintendent, at which time the employee will be notified of 

the reason for the transfer. 

Any employee desiring a transfer in assignment may make a request to his/her supervisor or the 

superintendent.  The following criteria in order of priority will form the basis for granting the transfer:   

1. The qualifications of the employee. 
2. The length of continuous service which the employee has with the district. 
3. The contribution the employee would make in the new assignment. 
4. The opportunity for growth in the position. 
 

RECRUITING/POSTING OF VACANCIES/HIRING 
The Board will establish and budget for non-certified staff positions in the school district on the basis of 
need. The recruitment and selection of candidates for these positions will be the responsibility of the 
superintendent who will confer with the principal before making a selection.  All candidates will be 
considered on the basis of their merits and qualifications, and on the needs of the school district.  A present 
employee may apply for any vacancy for which he/she is qualified.  The superintendent will seek to 
recommend the best qualified person for the job.  Conditions of employment for non-certified staff 
members as well as wages, hours, and other items of this nature will be fixed by the Board upon the 
recommendation of the superintendent.  The board reserves the right to hire at salaries above the schedule 
when deemed necessary. 
 
SPECIAL COMPENSATION 
When an employee’s assignment requires extra responsibility, the Board, upon recommendation of the 
superintendent, may award extra compensation to a non-certified staff employee. 
 

METHOD PAYMENT 
All non-certified employees will keep daily computer generated time cards and payment will be made from 
the time cards.  The district will pay non-certified employees once a month after hours are earned directly 
from the time cards.  Employees shall plan accordingly. 

All Staff 
CHAIN OF COMMAND 
The Superintendent of Schools is ultimately in charge of all buildings owned and operated by the Leola 
Public School District in accordance to the policies set by the Leola Board of Education. In the absence of 
the Superintendent, the K-12 Town Principal will be the next person in charge. If the K-12 Town Principal 
is unavailable, the Business Manager will be the next in charge.  
 
The purpose of this Chain of Command is to identify the person in charge in case of an emergency and in the absence 

of normal supervisors. 

The district also recommends parents, patrons, and teachers follow the Chain of Command below when they have 

a question: 

● Parents/Guardians with Academic Questions, please first visit with: 
1. Your Child 
2. The Teacher 
3. Building Principal 
4. Superintendent 

● Parents/Guardians with Activity Questions, please first visit with: 
1. Your Child 
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2. The Coach 
3. The Activities Director  
4. Building Principal 
5. Superintendent 

 
ATTENDANCE AT MEETINGS AND IN-SERVICE   
Staff are expected to attend and be on time for meetings and in-service, unless they are excused, for valid 
reason, by the administration.   General faculty meetings and other professional and in-service activities 
are considered part of the regular assignment of instructional personnel and attendance is not optional 
but required.  
 
GENERAL SCHOOL POLICIES for Students 
Members of the faculty will familiarize themselves with the Student Handbook of the high school or grade 
school as it includes the chief rules, regulations, and recommendations by which the student body will be 
governed.  See District Policy Manual, Student Handbook, Activities Handbook which are located online.  
 
DAILY BULLETIN 

Each morning a bulletin listing information important to teachers and students is published by the 
office.   
 
Students or teachers desiring to have announcements in the bulletin should have them in the 
office no later than 8:45 A.M.  We cannot guarantee that they will be included if they are brought 
in later than that. 
Any outside agency that uses the school announcements to advertise their club or activities must 
notify the students of any cancellations.  The school is NOT responsible to notify students for 
outside activities and last minute cancellations. 

KEYS 
Staff members must not loan keys to students or non-school employees. N0 EXCEPTIONS TO THIS 
 
HALL REGULATIONS for students 

● Be courteous to other students. 
● Pass quietly and talk in moderate tones.  No swearing. 
● Walk at all times-DO NOT RUN. 
● Do not throw waste paper or other garbage on the floor.  Dispose of gum properly.  You are urged 

to help the custodians keep the school building in respectable condition at all times.  THIS 
INCLUDES THE BATHROOMS! 

● No public display of affection between couples in the school. 
 
FIRE, TORNADO, and EMERGENCY DRILLS 

● Each room has a disaster plan posted for your use.  We will be conducting a minimum of one fire 
drill each semester, and one tornado drill each year.   

 
STAFF DEVELOPMENT & TRAVEL & PAYROLL 
See FISCAL MANUAL for further information. Membership in professional organizations is optional 
with the staff (kitchen, custodial, coaching, teachers, etc.)  
 
STAFF TUITION POLICY 
No employee of the Leola School District will be compensated for tuition reimbursement unless approved 
by the school. 
 
VEHICLE USE POLICY 



17 
 

It is the policy of the Leola School District that school-owned vehicles will be for school related activities 
only and that only staff and students will be allowed as passengers in the school vehicle.  Vehicles must 
be signed out of the main office by emailing a request to the Transportation Coordinator, stating staff 
members name, destination, activity, number to transport, date, time out and time expected for return.  

The vehicle log sheet is located in each vehicle in the locked garage. You must complete log sheet 
for every trip.   
 
The following guidelines apply: 

1. Workshops & Seminars:  The suburban and mini van can transport at least 6-8 adults.  
2. Extra-curricular events:  Whenever possible, coaches and supervisors shall accompany the 

participants on the bus. 
 
For Travelling Staff 
For those staff who must travel to more than one location during the school day, a school vehicle will be 
provided for your travel among the district schools during the school day/school year. Please contact the 
Transportation Coordinator about maintenance issues or monthly fueling vendor.  

TRAVEL EXPENSE PROCEDURE 
Mileage by personal car paid at the state rate.  If employee elects to use personal vehicle while school 

vehicle is available—employee will be reimbursed at one-half (1/2) of state rate.  

MEAL ALLOWANCE 
Allowance for meals for school personnel while on school related activities away from school should be 
paid at the state rate. Personnel may request meal allowance prior to trip if adequate time is given to 
business manager to arrange payment prior to trip.  
 
LODGING ALLOWANCE 
Allowance for lodging for school personnel while on school related activities away from school shall be at 
the state rate, unless special circumstances would require a higher allowance – but then only with prior 
approval. 
 
STIPENDS 
Stipends will be paid for the day of the actual workshop and/or training when approved prior to the event 
by the administration and if District mandated during non-contracted time.  Daily rate will be set annually 
at July board meeting or Negotiated Agreement.   
 
PAYROLL & BENEFITS 
The school board has established pay day for all contracted school personnel to be on the 20th of each 
month.  If the 20th of the month falls on the weekend, pay will distributed on the Friday prior to the 20th. 
Hourly staff hours are paid on the previous month worked.   

BILL OWED BY STAFF 
Any money owed to the Leola School District 44-2 due to a debt incurred by an employee for his/her 

immediate family, shall be paid prior to receiving the final salary payment. 

GARNISHING OF WAGES 
If the school district receives in writing notification from a billing/financial institution to garnish an 
employee’s wages, the school is obligated to honor this notice.  
 
RETIRED STAFF INSURANCE 
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The Leola School Board will allow retiring staff the opportunity to continue participation in our group 
health insurance plan for only 18 months after they retire. 
 

LEAVE – the following are the types of leave staff may classify when they complete leave forms:  

 FMLA 
o Sick 
o Maternity/Paternity 

 Bereavement 

 Jury -Any teacher called to serve on jury duty will be permitted to serve and receive his/her regular salary and in turn 

forfeit to the school district the compensation paid for serving, less mileage and other allowable expenses or take leave.  
 Military - Teachers of the School District who qualify as members of an armed forces reserve component, to include 

the Army and Air National Guard, will be granted military leave of absence from their employment in accordance with 
the USERRA and the following established policy: a) Teachers will be paid the difference in salary if their military pay is 
less than their average daily pay though the School District. b) Part-Time teachers will be paid proportionately 

 Personal 

 Professional  

 Worker’s Compensation  
 
OTHER BENEFITS 
Flexible spending accounts, tax sheltered annuities  
 
EXTRA DUTY PAY  
Staff may earn extra duty pay for such events as working sporting score table, line judge, reffing, 
chain gang, driving activity bus, etc. See the Sports Coop Agreement for pay. The Athletic Director 
is in charge of these arrangements.  
 
FIDUCIARY FUND POLICY  
Fundraising Applications 
An application must be filled out by the class/club and presented to the Superintendent or Business 
Manager for approval.  Sales may begin after approval has been received.  The advisor and class treasurer 
collect all money received for sales and fill out a tally sheet.  The money and tally sheet will be turned into 
the Business Manager.  The Business Manager will count the money, check off the tally sheet, endorse 
checks and deposit funds in the bank.  A receipt will be written to the advisor.  The bank statement and 
end of month reports will be completed by the Business Manager. 
 
Invoice Procedure 
The advisor along with the business manager will order items on a school purchase order. When the 
invoice is received, an inventory of all items ordered will be taken and the business manager will pay the 
invoice.  Any new class or fundraiser account must be approved by the Leola School District Board of 
Education.  Accounting procedures for clubs should follow the clubs’ bylaws.  
 
NOON MEAL POLICY FOR EMPLOYEES 
It is the policy of the Leola School Board that the following personnel will be provided with their noon 
meal: 

1. Food Service Director 
2. Superintendent 
3. Principal 
4. Head cook, assistant head cook, and cook’s helpers 
5. Lunchroom supervisors – on days they supervise 
6. Lunch room clerk 



19 
 

7. Others – as may be provided by contract 
Staff may request to the business manager that their meal costs be deducted from monthly payroll.  
 
SUBSTITUTE TEACHERS 
Substitute teachers pay will be as set by the school board. Staff need to complete leave forms and emailed 
to the superintendent or placed in box. The superintendent will get the substitute, when needed, or 
decide with staff for inhouse coverage.   
 
When staff are gone and a substitute or another staff covers for your absence, you have a responsibility 
to have available:  

 Substitute Folder 

 Clear, concise plans 

 Class Schedule 

 Class Seating Chart 

 Procedure for routines 

 Description of  special duties 

SCHOOL MAKE-UP DAY POLICY   
In accordance with SDCL the Leola School Board shall adopt the school year calendar as recommended 
by administration upon getting input from staff. Student makeup days will be planned into the calendar. 
In the event that more hours are needed, administration will make recommendations to the school 
board to modify the calendar. Administration will make recommendations, to the school board, as to 
which days teachers must make up for contractual time. Hourly staff will be required to complete these 
work days as well.  

VIDEO SURVILLANCE The Board authorizes the use of video surveillance on District property to ensure 
the health, welfare, and safety of all staff, students, and visitors to District property and to safeguard 
District buildings, grounds, and equipment. The Superintendent will approve appropriate locations for 
video surveillance.  
 
The Superintendent will notify staff and students through staff and student handbooks or by other 
means that video surveillance may occur on district property. A notice will also be posted at the main 
entrance of all school district buildings, and on all buses, indicating the use of video surveillance. 
The District may choose to make video recordings a part of a student’s educational record or of a staff 
member’s personnel record. The District will comply with all applicable state and federal laws related to 
record maintenance and retention. Video recording will be without sound. Security videos are to be 
viewed only by administration and pertinent personnel.  
 
SEARCH AND SEIZURE 
All district property, including, but not limited to, real estate, buildings, offices, desks, storage areas, 
lockers, computer systems and equipment, voice-mail, and vehicles, is owned by the district, and is 
intended for educational purposes, and district business, at all times.   Neither staff members, nor 
students, shall have any expectation of privacy when using school property. The district reserves the right 
to monitor, inspect, copy, review and store (at any time and without notice) all usage of district property 
including computer and computer systems, including all internet and electronic communications access 
and transmission/receipt of materials and information. All material and information accessed and/or 
received through district computers and computer systems shall remain the property of the School 
District.  
  
System users have no right of privacy and should have no expectation of privacy in materials sent, 
received, or stored in district-owned computers or on the district system or within the physical area of 
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the district. School officials reserved the right to review district system/property use at any time to 
determine if such use meets the criteria set forth in School Board policies and district regulations. Routine 
maintenance and monitoring of the system and physical plant may lead to the discovery that the user has 
or is violating district policy or law. Once a problem is discovered, an individual search may be conducted. 
The search/investigation will be reasonable and will be in keeping with the nature of the alleged 
misconduct.   

Employees or students violating acceptable use of district property, or policy, may be subject to 
disciplinary action by the Superintendent or designee, depending on the nature of the violation. 

STAFF DRESS 
Staff members dress will be representative of a professional.  When a visitor comes into our building, they 
should be able to distinguish who the staff members are and who the students are by the dress of the 
staff members.  Staff will not wear shorts or hats during the school day.  If you are attending an activity 
later in the day that requires shorts or other dress, appropriate school dress should be displayed up until 
the time you leave for your activity. Blue jeans will be allowed only on designated days. Be COMFORTABLE; 
HOWEVER, look PROFESSIONAL. 
 
STAFF CONDUCT  
All staff members have a responsibility to familiarize themselves with and abide by the laws of the State 
as these affect their work, the policies of the Board, and the regulations designed to implement them.    
In the area of personal conduct, the Board expects that teachers and others will conduct themselves in a 
manner that not only reflects credit to the School District, but also sets forth a model worthy of emulation 
by students.    

All staff members will be expected to carry out their assigned responsibilities with conscientious concern.    

Essential to the success of ongoing school operations and the instructional program are the following 
specific responsibilities, which will be required of all personnel:    

1. Faithfulness and promptness in attendance at work. All staff members must report to their designated 
areas as indicated by your supervisor.  

2. Support and enforcement of policies of the Board and regulations of the school administration in 
regard to students.   

3. Diligence in submitting required reports promptly at the times specified.    
4. Care and protection of school property.    
5. Concern for and attention to their own and the School District's legal responsibility for the safety and 

welfare of students, including the need to ensure that students are under supervision at all times.  
 
STAFF-STUDENT RELATIONS 
At all times under all circumstances, staff members shall grant every student the dignity that every person 
deserves.  Staff members must be cognizant of the responsibility assigned by the board to maintain the 
proper relationship with students.  Social media with students should be for professional use only.  Staff 
members shall be responsible for the discipline of students at all functions.  Teachers shall make a report 
to the principal of any unusual disorder among the students. Matters in which staff members are in 
disagreement shall be discussed in private.  Never disparage any co-worker in the presence of students, 
parents, community workers or other staff. 
 
SUPERVISION 
It is strongly recommended that all staff members be governed by the following suggestions when 
supervising student activities: 
 

1. Insist on promptness.  Set a meeting time, then carry out your business as rapidly and efficiently 
as possible. 
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2. Demand the same courteous conduct in extracurricular activities as you would in the classroom. 
3. If the meeting or practice is in the evening or a weekend, the teacher should arrive approximately 

15 minutes before the students are expected and stay a minimum of 15 minutes after all students 
have departed. 

4. Do not allow nonparticipating students to enter the school building.  Allow your group to enter 
and then if it is convenient, lock the door. 

5. Students are never to be allowed in the school building unless properly supervised. 
6. When a meeting or practice is scheduled, the teacher should be the first to arrive and the last to 

leave.  Only extraordinary circumstances should warrant a change in this policy. 
7. Before the teacher leaves the practice or meeting, they should ensure that all lights are out and 

all doors have been locked. 
 
Medical supplies – if needed 

⮚ First Aid kits are located in each of the various sections of the building.  
⮚ The School Administrative Assistant will relocate a minimum of one First Aid kit to an off-school 

site should the need for evacuation occur. 
Medications 

⮚ The secretary/office staff will transport and maintain all medications stored in the office.   
Emergency Plans   

⮚ Each room has a Disaster Plan Posted on the wall 
⮚ The Disaster Plan contains specific directions on what do to in the event of emergencies such as 

bomb threats, chemical spills, utility emergencies, inclement weather, fires, lockdowns, etc. 
⮚ It is the responsibility of all staff to familiarize with these plans and which students may have 

specific needs.  
 
ACTIVITIES 
All scheduling of school activities must have the approval of the principal/AD. This includes the following: 

1. All inter-scholastic activities-be they music, athletic or dramatic in character 
2. School individuals or groups as entertainment for meeting of civic or community organizations. 
3. Approval of attendance at all district, regional or state meetings.  This applies to all departments. 
4. Approval of all field trips or extra class trips. 
5. No other extracurricular event will be scheduled to conflict with an All-State event, whenever 

possible. 
6. Prom & Jr/Sr Trip procedures are listed in the Student Handbook 

 
PRACTICES AND REHEARSALS 
To avoid conflicts, all practices and meetings of school clubs or organizations should be scheduled through 
the principal’s/AD office and written on the district calendar located in the office. 

TICKET PASSES 
Passes to school activities (athletic events, plays, etc.) are issued to all regularly contracted employees 
who volunteer to work home games.  At the discretion of the administration, passes may also be issued 
to members of the press. Passes shall not be transferred or loaned to friends. 

FAMILY NIGHT 
Try to avoid scheduling school activities on Wednesday evenings.  Night reserved for families and their 
activities. 

RELIGIOUS OBSERVATION AND PRACTICES POLICY 
It is accepted that the school district or its employees should promote no religious belief or non-belief, 
and none should be disparaged.  Instead, the school district should encourage all students and staff 
members to appreciate and be tolerant of each other’s religious views.  The school district should utilize 
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its opportunity to foster understanding and mutual respect among students and parents, whether it 
involves race, culture, economic background or religious beliefs.   
In that spirit of tolerance, students and staff members should be excused from participating in practices 
that are contrary to their religious beliefs unless there are clear issues of overriding concern that would 
prevent it.  
 
Religious music, which is part of observing holidays, which are traditional, is allowed, but students or 
staff should be excused from participating if the music is contrary to their religious belief unless there 
are clear issues of overriding concern that would prevent it. 
Graduation ceremonies may include a prayer, only if the prayer has been student initiated and 
conducted. 
 

The use of religious symbols such as a cross, menorah, crescent, Star of David, crèche, symbols of Native 
American religions or other symbols that are a part of religious holidays are permitted as a teaching aid 
or resource, provided that such symbols are displayed examples of the cultural and religious heritage of 
the holiday and are temporary in nature.  Among these holidays are included Christmas, Easter, 
Passover, Hanukkah, St. Valentine’s Day, St. Patrick’s Day, Thanksgiving and Halloween. 

PUBLICITY AND NEWS RELEASES 
All publicity regarding school or school activities must be cleared through the superintendent.  This 
includes fliers sent home to parents about activities that you are prompting or conducting.  The 
administration has no desire to censor news releases-but yet feels that it should be aware of all 
information distributed in the name of the school system.  Previously cleared and routine articles need 
not be resubmitted for clearance.  Teachers are encouraged to write articles about their respective areas 
which may be interesting to the public. 
 
DISCIPLINE 
Every staff member has authority over all students at all times in all areas of the school premises at any 
time students may be on such premises whether during school hours, after school, Saturdays, or other 
times.  Students are under the jurisdiction not only of their classroom instructor, but all instructors.  If any 
instructor requests a student to do something, the student must respect that request and obey 
immediately.  Insubordination will not be tolerated regardless of student’s reason or circumstances.  If a 
student feels that someone was unfair in certain cases, they shall request a conference with the teacher 
and/or principal to discuss the matter.  If this conference is not satisfactory, the student should then follow 
the grievance procedure in this system.  The Leola School has implemented the PBIS model with the PBIS 
matrix to be used for disciplinary measures. See Student Handbook.  
 

Assurances 

CHILD ABUSE AND NEGLECT – Mandatory Reporting 
All staff are obligated to report any possible child abuse and/or neglect.  You may report such suspicions 
to the principal or superintendent or counselor who must by law (SDCL 26-10-10) report the matter to the 
proper authorities.  For our school report to: 
   Social Services    

Telephone:  626-2381 
   3401 10th Ave SE  County Sheriff Phone:  439-3400  
   Aberdeen, SD 57401 
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CIPA - “The Children’s Internet Protection Act (CIPA) is a federal law enacted by Congress to address 
concerns about access to offensive content over the Internet on school and library computers. CIPA 
imposes certain types of requirements on any school or library that receives funding for Internet access 
or internal connections from the E-rate program—a program that makes certain communications 
technology more affordable for eligible schools and libraries.  
 
CIPA makes no distinction between computers used only by staff and those accessible to the public. The 
requirements, therefore, apply to all computers with Internet access. CIPA requires that the school or library be able 
to easily disable filtering for an adult to enable access for bona fide research or other lawful purposes. 

See Tech Director for more info.  
 
SEXUAL HARASSMENT  
It is the policy of the Leola School District that sexual harassment is illegal, unacceptable and shall not be 
tolerated; that no employee or student of the district may sexually harass another.  Any employee or 
student will be subject to disciplinary action including possible termination or expulsion for violation of 
this policy. 

DEFINITION 
Unwelcome sexual advances, requests for sexual favors, solicitation or sexual activity by promise of 
rewards, physical conduct of a sexual nature, coercion of sexual activity by threat of punishment, verbal 
sexist remarks or physical assaults constitute sexual harassment when (1) submission to such conduct is 
made, either explicitly or inexplicitly, a term or condition of an individual’s employment, (2) submission 
to or rejection of such conduct by an individual is used as a basis for employment decisions affecting such 
individual, or (3) such conduct has the purpose or effect to unreasonably interfere with an individual’s 
work performance or creating an intimidating, hostile or offensive work environment. 

RESPONSIBILITY 
School district officers, employees and students are responsible for maintaining a working and learning 
environment free from sexual harassment.  Workshops and activities will be provided by the school 
district to explain the policy and laws.  Careful scrutiny will be undertaken of all allegations of sexual 
harassment.  False allegations that are malicious or ill-founded may constitute libel or slander.  Copies of 
the policy will be available in the administrative offices. 

COMPLAINTS 
Any employee, who believes that he or she has been the victim of sexual harassment by another employee 
or another person on the premises, should promptly report this incident to his or her immediate 
supervisor.  If the immediate supervisor is involved in the activity, the violation should be reported to the 
supervisor’s immediate supervisor.  Students should report such incidents to the guidance counselor 
and/or the responsible administrator.  All reported incidents will be thoroughly investigated and, if well 
founded, subject to immediate and appropriate disciplinary action including termination. 
 
If any employee or student files a written complaint because of dissatisfaction with the handling of the 
complaint, he or she may utilize the applicable grievance procedure. 

SPOTTING SEXUAL HARASSMENT:  
SIX LEVELS OF BEHAVIOR 
Unlike many “hot” discrimination topics that come and go quickly, sexual harassment has proven to be a 
durable issue, says St. Louis training consultant Ken Cooper.  Although workers and managers are receiving 
more formal training and most companies are issuing official policy statements, he observes, “much 
harassing behavior”-especially “borderline” harassment-still occurs.  Cooper asserts, however, that with 
a better working definition of what constitutes the various facets of sexual harassment, managers and 
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employees can end the confusion about what is and isn’t offensive behavior and take positive steps to 
eliminate it. 
 
FROM APPRECIATION TO THREATS 
By grouping sexual harassment into six “levels”, Cooper says, both sexually harassed employees and their 
manager can define and rate offensive behavior, and thus be better able to convey to a third party what 
has occurred.  According to Cooper, the six levels are: 
 

1.  Aesthetic Appreciation-The “most innocent” of all harassment and the most difficult for 
offenders to accept as a problem, aesthetic appreciation may be described as the “social 
interchanges” that supposedly are part of everyday male-female interaction because they express 
a “non-aggressive” appreciation of physical or sexual features, Cooper explains.  Three guidelines 
may be used to determine whether actions fall into this category:  Would the speaker make the 
same statement if their mate were standing within earshot?  Would the person like their 
comment to be published on the front page of the newspaper?  And, was there a business purpose 
that was furthered by making the comment? 
 

2. Active Mental Groping-This term comes from women who describe men as “undressing them 
with their eyes”, Cooper says, but it also includes direct verbal harassment that can be “biting” 
and “quite vicious”.  Active “mental gropers” are expert at standing nearby when women bend 
over file cabinets, Cooper notes, and they usually defend their behavior by saying “boys will be 
boys”.  

  
3. Social Touching-An offender in this category is careful to stay within normal “social touching 

conventions”, Cooper says, and although the person being touched finds it offensive, he/she   
generally is “left to complain about behavior that seems totally innocent when recounted to a 
third party”.  While touching targets often talk about the “friendly touch” as opposed to the 
“sensual touch”, Cooper observes that “there is an important difference between the friendly 
hand on the shoulder and the light caressing hand laid gently on the same spot”.   
In keeping with the philosophy enunciated by EEOC in its guidelines on sexual harassment, that 
harassment in the eyes of the target and that the actions must have a firm, work-related reason 
for occurring, Cooper says, “there is no defense for social touching”.  
 

4. Foreplay Harassment-The last level of “borderline” behavior, foreplay harassment, Cooper says, 
“often follows social touching in an offender’s program”.  Instead of keeping the touching 
“innocent in nature and location”, Cooper observes, the foreplay harasser actively pushes against 
the “acceptable boundaries of touching”.  Some target’s outfit, while other, more aggressive 
harassers may “actively” touch clothing and undergarments.  Whatever the behavior, Cooper 
says, the “scope, frequency, and feel of the touching combine to form sexual harassment”. 
 

5.  Sexual Abuse-The first level of outright socially unacceptable behavior, sexual abuse, according 
to Cooper, involves verbal and physical behavior that is “clearly outside the bounds of decent 
interaction”.  It includes the entire range of “hugging, grabbing, kissing, or direct touching”, as 
well as verbal abuse and propositions.  The physical manifestation of sexual abuse, Cooper says, 
differs little from sexual assault in that unwanted physical contact “is literally forced upon the 
target”. In the common scenario, there are no witnesses.  Cooper notes, so women in some 
companies know what rooms to avoid and with whom they should avoid working late.  According 
to Cooper, “there is no question as to the propriety or defensibility of these statements or 
actions”.  
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6. Ultimate Threat-“Give in or suffer harm” is the dilemma of the target of an ultimate threat, 
Cooper says, noting that the harm could be physical injury or jeopardy to career or financial status. 
The stories generally are the same, he says:  A male superior tells a female subordinate that sex 
is required for her to keep her job, receive a raise or promotion, get a transfer, or simply to get 
along.  At this level harassment becomes “an exercise for the sick”.   
Cooper asserts, adding that the offender “is a psychological or physical rapist who revels in the 
use of raw power”.  (Management Review. August 1985.  American Management Association.  
135 W. 50th Street, New York, NY 10020) 

GUN-FREE SCHOOL POLICY 
It is the policy of the Leola School District that the use or possession of a firearm, as provided in SDCL 13-
32-7, on or in any elementary or secondary school premises, vehicle, or building used or leased for 
elementary or secondary functions or activities is prohibited. 
 
If this policy is breached, the board may suspend or expel from school any student for violation of the 
policy, and the Superintendent in charge of the school may temporarily suspend any student in 
accordance with SDCL 13-32-4.2. 
 
If a student has intentionally brought a firearm onto school premises, the expulsion may not be for less 
than twelve months.   
 
However, the superintendent or chief administering officer of the Leola School District may increase or 
decrease the length of a firearm-related expulsion on a case-by-case basis. 
 
In the case of expulsion or suspension going into the eleventh school day, the student’s due process rights 
will be given to the parent or guardian of the student at the time of suspension or expulsion.  The Leola 
school board will provide a procedural due process hearing, if requested, for a student in accordance with 
such rules if the suspension or expulsion of the student extends into the eleventh school day.   
 
This policy does not preclude other forms of discipline, which may include suspension or expulsion from 
a class or activity, nor from providing educational services to an expelled student in an alternative setting.   
 
It is also the policy of the Leola School District that it shall be the responsibility of the chief administering 
officer to refer any student who brings a weapon to school to the criminal justice or juvenile delinquency 
system.   

TOBACCO-FREE/e-cigarettes-free/Vape-free SCHOOL 
Resolution:  Student and employee safety and health are of paramount concern to the Leola School Board.  
Therefore, let it hereby be resolved that the Leola Public School become a tobacco-free school (including 
vapor), effective as of this date, September 12, 1989. 
 
NONDISCRIMMINATION POLICY 
It is the policy of the Leola School District that it does not discriminate in its employment policies and 
practices, or in its educational programs on the basis of race, color, creed, religion, age, sex, disabilities, 
national origin, or ancestry.  Inquiries concerning the application of Title VI, Title IX, or Section 504, 
Affirmative Action, and the Americans with Disabilities Act may be referred to the CEO at 820 Leola 
Avenue, Box 350, Telephone 439-3477, Leola, SD 57456-0350 or to the Regional Director, Department of 
Education, Office for Civil Rights, 1244 Spear Blvd., Suite 310, Denver, CO 80202-3582. 
 
AMERICANS WITH DISABILITIES ACT 
GENERAL PROVISIONS 
Personnel Practices 
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It will be the practice of the Leola School District in hiring personnel to guarantee non-discrimination in 
the selection of candidates, including candidates with mental or physical disabilities, so long as their 
disabilities do not impair their ability to perform the essential functions of the job.  It will also be the 
practice of the District to ensure non-discrimination of any employee that may be terminated, that 
termination is not based on their mental or physical disabilities, which do not impair their ability to 
perform the essential functions of their assignment.   
 
The District also understands its obligation to make reasonable accommodations for applicants or present 
employees of the District to accommodate their needs.  
 
Reasonable accommodations would include possible structural changes or restructuring schedules to 
accommodate the individual with disability.  If the District would face undue hardship in terms of the cost, 
administration, or in changes to our programs, then the accommodations would not be required.  If the 
disability would pose a risk of harm to them or other persons and modifications do not reduce the risk, 
then the District is not obligated to accommodate.  
 
Discrimination is prohibited in all employment practices, including job application procedures, hiring, 
firing, advancement, compensation, training, and other terms, conditions, and privileges of employment.  
It applies to recruitment, advertising, tenure, layoff, leave, fringe benefits and all other employment-
related activities.  It applies to all “qualified individuals with disabilities.” 

 
Program Accessibility 
The Leola School District will not refuse a person with a disability the right to participate in a service, 
program or activity simply because the person has a disability.  Our programs and services will be in an 
integrated setting, unless separate or different measures are necessary to ensure equal opportunity.  
Unnecessary eligibility standards or rules that deny individuals with disabilities an equal opportunity to 
enjoy their services, programs or activities unless “necessary” for the provisions of the service, program 
or activity will be eliminated.  Requirements, which tend to screen out individuals with disabilities, are 
prohibited.  The District will make reasonable modifications in policies, practices, and procedures that 
deny equal access to individuals with disabilities, unless a fundamental alteration in the program would 
result.  The district will furnish auxiliary aids and services when necessary to ensure effective 
communication, unless an undue burden or fundamental alteration would result.  The District will not 
place special charges on individuals with disabilities to cover the costs of measures required to provide 
program accessibility. 
 
The Leola School District may not remove all existing physical barriers that make locations inaccessible, 
but will make the programs accessible to individuals who are unable to use inaccessible areas of the 
facility.   
 
The program may be made accessible by means such as relocating a service to an accessible facility, 
providing an aide or personal assistant to enable an individual with a disability to obtain the service, or 
providing the benefits or services at an individual’s home, or at an alternative accessible site.  The district 
is not required to take any action that would result in a fundamental alteration in the nature of the service, 
program or activity, or in undue financial and administrative burdens. 
 
The District will ensure that newly constructed buildings and facilities are free of architectural and 
communication barriers that restrict access or use by individuals with disabilities.  When alterations to 
existing buildings take place, it will ensure that altered portions are accessible.    

The District can choose between the following two technical standards for accessible design:  The Uniform 
Federal Accessibility Standard (UFAS), or the Americans with Disability Act Accessibility Guidelines. 



27 
 

Enforcement 
Private parties may bring lawsuits to enforce their rights under Title II of ADA.  Damages and attorney fees 
may be awarded.  Individuals may also file complaints with appropriate administrative agencies.  Eight 
federal agencies are designated to handle Title II complaints.  Complaints may also be filed with any 
Federal agency that provides financial assistance to the District, or with the Department of Justice, which 
will refer the complaint to the appropriate agency. 
 
Appeal Process 
Any disabled citizen can appeal to the District for complaints concerning employment practices, 
program accessibility or other matters regarding their rights under the Americans with Disabilities Act.  
Their appeal should be directed to the designated person for ADA Compliance in the District, who will be 
the Superintendent.  Their appeal will be handled in accordance with existing grievance procedures as 
established by the Leola School District and as applicable to ADA standards. 

LEOLA STAFF DRUG & ALCOHOL POLICY - NON-DOT 
Student and employee safety is a paramount concern to the Leola School Board.  Employees consist of 
board members, administration, teachers, all non-certified staff, bus drivers, lunch program workers, 
custodians, and volunteers.  Employees under the influence of alcohol and/or other drugs are a serious 
risk to themselves, to students, and to other employees.  Therefore, the Leola School Board will not 
tolerate the unlawful manufacture, use, possession, sale, distribution, or being under the influence of 
alcohol and/or other drugs.  Enabling will consist of providing alcohol and/or knowingly providing a place 
or circumstance under which students may consume alcohol.  Any employee who violates this policy will 
be subject to disciplinary action, which may include suspension with or without pay, dismissal, and referral 
for prosecution.  Each employee of the district is hereby notified that, as a condition of employment, the 
employee must abide by the terms of this policy and will report to the Superintendent any criminal alcohol 
and/or other drug statute conviction for any alcohol and/or other drug violation.  Such notification must 
be made by the employee to the Superintendent no later than five (5) days after conviction.   
 
Within thirty (30) days after receipt of information concerning an alleged or proven violation(s) of this 
policy, the district will take appropriate action, which may include termination of employment requiring 
the employee to participate in alcohol and/or other drug abuse assistance or rehabilitation programs, and 
possible referral for prosecution.   
 
Annually, all employees are required to familiarize themselves with this policy.   
 
The Leola School Board recognizes that employees who have an alcohol and/or other drug use/abuse 
problem should be encouraged to seek professional assistance.  An employee who requests assistance 
shall be provided a listing of the regional treatment facilities or agencies to assist him/her in their choice 
of a service provider.   
 
When a staff member has consumed alcohol and/or illegal drugs off school property and/or before a 
school activity, the staff member will not be allowed on school property or to participate in school 
activities.  Staff members who violate this regulation will be subject to the same disciplinary sanctions, as 
for possession or consumption on school property. 
 
The Leola School Board hereby commits itself to a continuing good faith effort to maintain a drug-free 
environment. 
 

Accessibility Contingency Plan 
In the unforeseen circumstance of a disaster, persons in the Leola Public School District #44-2 want to be 
as prepared as possible to keep our students and staff safe and secure. Being proactive vs. reactive is 
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important. We think it is of utmost importance to do all we can to meet ADA requirements and the 
following will guide our actions in providing accessibility for all.  
 
People in our community and organization need to know who will be available to help them in terms of 
assistance to provide shelter, transportation, and support services. In addition, the school district disaster 
response system needs to be prepared to address the needs of persons with disabilities. This coordination 
and outreach includes both the school and community level. 
 
Organizations such as the local police, fire department and ambulance department as well as the sheriff’s 
office will be available to provide security and safety. The following guidelines help delineate the basics 
of the Leola Public School District’s Accessibility Contingency Plan: 
 
Transporting Individuals with Disabilities 

⮚ The Special Education department will be responsible to get individuals with disabilities to a safe 
shelter. They will transport said individuals with a school vehicle to a safe location off site.  

⮚ The Superintendent, or principal in their absence, will contact parents/guardians in case of 
emergency. 

⮚ Special Education para-professionals are assigned to individual students and classrooms to 
support students in need. A specific para-professional may be assigned to classrooms having a 
student with disabilities who need 1:1 support/guidance.  

 
Communication 

⮚ The Special Education teacher, special education para-professionals and general education 
paraprofessionals are assigned various classrooms and students in the event of lockdowns or 
evacuations, in addition to classroom staff. 

⮚ Said personnel will provide reassurance and behavior intervention should this become necessary 
for any student. 

⮚ The Superintendent, or principal in her absence, will contact parents/guardians in the event 
notification is necessary. 

 
FAMILY LEAVE ACT – Please note additional COVID related additions or updates 
1.  The Fraternal Family Leave Act will be followed for maternity purposes.  The  
     written request shall include: 
a. A statement from the classified employee’s physician as to the approximate date of delivery; 
b. The length of the leave period requests; and, 
c. Whether the classified employee desires to use accumulated sick leave in accordance with sick leave 

procedures and policy. 
 
The request shall be made as soon as possible but no later than the beginning of the sixth month of 

pregnancy. 

If it is the intent of the employee to terminate employment, the  employee should submit a letter of 

resignation rather than submit a maternity leave request. 

Prior to returning to duty and prior to the completion of maternity leave, the employee shall submit a 

physician’s statement certifying that the employee is fit to resume his/her duties. 

2. The Federal Family Leave Act will be followed for adoption leave. 
 
EMPLOYEE USE OF NETWORKING SITES   
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Technology will be used to complement and foster public education. Utilization by employees must not 
distract from or disrupt the educational process. Proper decorum is the standard of conduct expected of 
a professional. That standard will apply to the use of technology and social networking sites. 

The Superintendent will ensure that staff members are reminded and informed of the importance of 
maintaining proper decorum when using technology as well as in person. 

Proscribed conduct includes: 

o Improper fraternization with students. 
o Listing students as friends on networking sites. 
o Staff members providing private phone numbers without prior approval of the district. 
o Inappropriate email or phone contact with students. 

Electronic contacts with students will be through the district’s property except in the case of an 
emergency. 

All contact and messages by coaches with team members shall be sent to all team members, except for 
messages concerning medical or academic privacy, in which case the messages will be copied to the 
athletic director and the school principal. 

The administration will monitor improper use of technology, and impose sanctions including dismissal 
from employment. Employees have no expectation of privacy with respect to utilization of district 
property, nor engagement in social networking sites. 

TUTORING FOR PAY  
To assure all students reasonable instructional assistance without charge from their own teachers, and 
to avoid placing a teacher in a position where he may have a conflict of interest, teachers will not be 
permitted to receive money for tutoring any student they have in class or upon whose evaluation or 
assignment they will be called upon to pass.  

Teachers may not tutor any student for pay during their regular working hours. 
 
other disciplinary action as may be deemed appropriate. 
 
ON-GOING PUBLIC NONDISCRIMMINATION STATEMENT: 
The Leola School District does not discriminate on the basis of race, color, national origin, sex, disability, 
or age in it’s program and activities and provides equal access to the Boy Scouts and other designated 
youth groups.  The following person has been designated to handle inquiries regarding the 
nondiscrimination policies:   
 
504 Coordinator    Title IX Coordinator  
Brody Meier    Brett Flemmer 
Leola School     Leola School 
PO Box 350    PO Box 350 
Leola, SD 57456    Leola, SD 57456 
605-439-3142 ext: 205   605-439-3142 ext:  400 
 
 
This notice should appear in:   School Handbooks 
               School Websites 

Office for Civil Rights 
U.S. Department of 
Education 
One Petticoat Lane 
1010 Walnut Street, 3rd 
Floor, Ste 320 
Kansas City, MO  64106 
  

Ph# 816-268-0550 

Fx# 816-268-0599 

TDD# 800-877-8339 

Email:  OCR.KansasC
ity@ed.gov   
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Grievance Procedure 
A grievance should be presented in writing: 
Level I: The Superintendent should schedule with the grievant an informal discussion of said grievance.  
It is expected that many grievances may be resolved at this level.  The Superintendent must hold a 
conference within five school days time of the date of filing. 

Level II:   If a grievant is not satisfied with the resolution made at Level I, the grievant may appeal to the 
School Board for an informal conference and discussion of said grievance.  If a student, the grievant may 
be represented at the conference with the School Board by any adult, but the grievant must be present 
to elaborate on the grievance at the given time and place of the conference.  Failure to appear at the 
appointed time and place effectively waives the right of the grievant to the conference provided by the 
school, unless extenuating circumstances make it impossible for the grievant to appear.  

GRIEVANCE PROCEDURE FOR  PERSONNEL 
ARTICLE 1 – GRIEVANCE PROCEDURE 

1. DEFINITION 
The word “grievance” as used in the Agreement shall mean a complaint by an employee, group 
of employees, or the Association, based upon an alleged violation, misinterpretation, or 
inequitable application of any existing agreements, contracts, policies, rules, practices, or 
regulations of the Leola School District.  Negotiations for, or a disagreement over, a non-existing 
agreement, contract, policy or rule is not a ‘grievance’ and is not subject to this policy. 

2. FORMAL LEVEL 
A. IMMEDIATE SUPERVISOR.  The grievant shall present the grievance in writing to the 

immediate supervisor within 30 days after the occurrence that gave rise to the grievance.  
The immediate supervisor shall set a meeting date as soon as possible, but in any event 
no later than seven (7) days after the grievance has been filed.  Within seven (7) days after 
the meeting, the immediate supervisor shall serve a written decision and the reasons 
therefore upon the party or parties involved and the Association. 

B. SUPERINTENDENT.  If the immediate supervisor does not resolve the grievance, the 
grievant may refer the grievance to the Superintendent within seven days of the 
immediate supervisor’s written disposition of the grievance.  The Superintendent shall 
arrange with the grievant for a meeting to take place as soon as possible.  Not later than 
five (5) days after the meeting, the grievant shall be provided with the Superintendent’s 
written response, including the reasons for the decision. 

C. SCHOOL BOARD.  Within seven (7) days after receipt of the above disposition, the grievant 
may, if the grievance remains unresolved, appeal to the School Board.  The Board shall 
hold a formal hearing no later than its next regularly scheduled meeting, and serve a 
written disposition of the matter on the party or parties within ten (10) days after the 
hearing. 
 

3. TIME LIMITS 
Unless there is mutual agreement otherwise, the grievance shall be considered void if the 

employee(s) fails to appeal within the time limits established. 

4. RESPRESENTATION 
Nothing in the agreement shall deny or restrict the grievant the right to have the grievances 

adjusted with or without the involvement of the Association at all levels provided that the 

adjustment of the grievance is not inconsistent with this agreement. 

5. FILING OF MATERIALS 
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All records related to a grievance shall be filed separately from the personnel files of the 

employees and shall not be used in any evaluation or discipline action. 

6. GRIEVANCE WITHDRAWAL 
A grievance may be withdrawn at any level without establishing precedent. 

7. DAYS DEFINED 
Days, as used in this Article shall mean calendar days. 

8. WAIVER OF STEPS 
In the event the requested remedy is beyond the power of the immediate supervisor to grant, the 

grievance may be filed initially with the Superintendent as provided in the FORMAL LEVEL B of 

this Article.  If the Superintendent does not have the power to grant the requested remedy, the 

grievance may be filed initially with the Board as provided in FORMAL LEVEL C of this Article. 
 

ARTICLE II – MISCELLANEOUS 
1. If, in the course of the investigation of any grievance by the representatives of the complainant, 

such investigation requires their presence in any building of the school district, such 
representative shall report immediately to the principal of such building being visited and state 
the purpose of the visit. 

2. Every effort shall be made to avoid interruption of classroom activities and to avoid the 
involvement of students in all phases of grievance procedure. 

 
CONFIDENTIALITY AGREEMENT – to be signed by all staff 

 I agree to keep, confidential, any information I come across in the course of my duties.  I 
understand that I may have access to records, which contain personally identifiable information, 
the disclosure of which may be prohibited by law.   

 I will not discuss, release, copy, or remove from the office any documents, or data in electronic 
form, without specific permission.   

 I further acknowledge that such willful or unauthorized disclosure violates Leola School District’s 
policy. 

 I understand that unauthorized release of information will be grounds for the immediate 
termination of employment/internship or such 

 

Sample Contract/Agreement 

 
                      LEOLA SCHOOL DISTRICT 44-2 

Teacher Contract 2022-2023 
This contract and agreement offered this 13th day of April, 2022, shall become a binding contract when 
signed by the teacher and the authorized officials of the school district. This contract is entered into by and 
between the Leola School District 44-2 and _________.  
 
That said teacher hereby contracts and agrees to act as ___________ in the schools of said district for the 
2022 - 2023 school term beginning on or about 8th of August, 2022 for 176 days. 
 

That the said teacher hereby agrees to perform the duties as assigned according to the terms of this contract 
and according to the rules of the state board of education, the statutes of the state of South Dakota and the 
rules, regulations, and policies adopted by the school district. 
 

It is hereby agreed that the said teacher may be required to perform pre-school term and post-school term 
duties as set forth in the policies of the school district. 
 

It is hereby agreed that this contract may be terminated only by mutual consent of the contracting parties or 
by the statutory provisions of the laws of South Dakota. 
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Liquidated Damages: The following liquidated damages may be applied for teacher requesting release from 
contract.  A. After June 1st - $1,000; B. After July 1st - $2000; C. After August 1st – 20% of base salary (not 
to exceed one month’s salary). Should an individual’s teaching assignment be significantly changed after a 
contract is signed, the liquidated damages will not be applied if request is received within 10 days of 
notification of the change.   
 

In consideration of the services performed by the teacher the school District hereby agrees to pay the gross 
sum of $ ________ for such services as herein set forth on a base of 12 payments of $______ each as 
provided in the School District’s policy and subject to all required withholdings, to be issued on the 20th of 
each month beginning with August 2022.  Final payment of contract will be contingent upon inventory 
submission.  
 

It is further agreed that the school district will provide medical and dental Insurance as stipulated in the 
negotiated agreement.  
 
 

It is understood that this contract will also include duties related to Special Education Functions. 
 
 

This contract must be signed by the teacher and returned to the school business office on or before April 
25th, 2022. 
 
 
_____________________________   _______________________  
Teacher    Date  Board Chairman   Date 
       ReEtta Sieh 
_____________________________   
Business Manager  Date    
Kayla Casey 
 
 
_________________________________________________________ 
 
 
 
 
 
Date 
 
Dear ____________: 
We would like to notify you of our intent to hire you for a para-professional position for our 
district. 
 
This letter is to inform you that your salary will be $_____ per hour for seven and one half (7 ½) 
hours per day for the school year 2022-2023, Approximately 176 days.  
 
Your sick leave will be provided at 7 days per year accumulative to 40 days. Personal days will 
be 2 days per year.  Unused personal days will be reimbursed at the current daily rate of pay. 
Up to 2 days of Bereavement pay will be available in the event that an immediate family 
member or spouses’ immediate family member passes away.  
 
You are entitled to join the school insurance, dental or vision policies. The school will provide no 
monetary amount towards premiums. The school will match up to 6% for South Dakota 
Retirement. Please see the staff handbook for other questions pertaining to sick/maternity bank 
and other benefits.  
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It is understood that this contract will also include duties related to Special Education Functions. 
Notwithstanding anything contained herein, either party may terminate this contract, with or without 
cause, by giving the non-terminating party two weeks written notice. The Leola School District is a right 
to work district.  
 
We thank you for your service to our district. 
Kayla Casey 
Business Manager 
 
 
 

FACULTY HANDBOOK SIGNATURE FORM 

**AFTER READING THE FOLLOWING, PLEASE SIGN AND RETURN TO THE 

ADMINISTRATIVE OFFICE** 

 

Information in this handbook is intended to provide information about policies of 

the school district.  Each school year, after you have read the preceding pages, read 

the following statement, put your signature in the appropriate place and return it 

to the school. If you have any questions regarding any part of this handout, please 

feel free to contact the Administration. 

 

 

I, the undersigned, acknowledge that I have read the contents contained in this 

handbook.  

 

 

      _______________________________                     ______________ 

       Signature of Faculty Member            Date 

 

      _________________________________                ________________ 

       Printed Name of Faculty Member            Contact Number 

 

 

 

 

COMMENTS: 

 


