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Education is freedom for the individual to grow and become . . . . and the use of responsibilities to help 

others. 

 

Learning is the reorganization of behavior and experience. 
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CREDIT CARD POLICY      

  

The Business Manager, with approval of the WHITE RIVER 

Superintendent/CEO, is authorized to issue credit cards on an SCHOOL 

as-needed basis to teachers, administrators, and school board DISTRICT 

Members. Each credit card so issued shall be for a specific  POLICY 

reason and limited period of time. A written record of all  

cards issued, to whom, for what purpose, and a return date                    ADOPTED:  August 2001 

shall be recorded.  The available credit line for any card                        REVISED:    June 2001 

issued under this policy, shall not exceed $400.00. 

School credit cards may be used for the following purposes and 

only at the following businesses.  

1. Country Pride 

2. Walmart 

 

      1.   On travel status for: 

a. Fuel for school vehicles when contracted business is closed. 

2.   Other usage: 

                  a.   Emergency purchases for school-related items where there is insufficient 

                        time to follow procedures for purchases and vouchers. 

 

Each person issued a credit card under this policy shall sign an agreement providing that charges made on 

the credit card may be deducted from the person’s salary unless: 

                  a.   The purchase is for a school-related purpose authorized under this policy:  

                        and 

                  b.   The person has submitted signed receipts and such other documentation as     

                        the Business Manager may require prior to the credit card bill being 

                        presented to the Business Manager for payment. 

 

The person reconciling the credit card statement will not be the same individual whose statement is being 

reconciled. 

 

Option 1. Any credits earned or value received because of the use of the credit card will be solely for the 

benefit of the school district where applicable. 

 

ACCEPTANCE OF CREDIT CARDS 

 

         The School Board has determined neither credit card nor debit cards may be used as  

Payments owed to the District. 

 



 5 

CREDIT CARD ISSUANCE AGREEMENT 

 

I herewith acknowledge receipt of a White River School District credit card. I have read the Credit Card 

Issuance Policy adopted by the School Board and I agree to its terms. I specifically agree to pay for any 

charge made on this card during the time it is in my possession that is not made for a proper school purpose 

or is not properly documented. In the event the card is lost or stolen, I will immediately notify the credit card 

company and the District. In the event the card is not reported lost or stolen within 12 hours of the loss the 

employee liability is limited to $25.00 

 

 

        

Signed this _____________ day of __________________________, 20___. 

        

 _____________________________ 

          RECIPIENT 

 

Credit Card Number _________________________ 

 

Date Issued ________________________________ 

 

Return Date ________________________________ 

 

Credit Limit ________________________________ 

 

Purpose of Issuance _______________________________________________________ 
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White River Area Schools 

White River, South Dakota 57579 

 

POLICIES, RULES AND SUGGESTIONS 

 

White River School District 47-1 

The White River School District does not discriminate in its educational programs, policies and practices, or in its educational 

programs or activities on the basis or race, color, creed, religion, age, gender, disability, national origin, or ancestry. 

 

If an individual believes that he/she has been the victim of a discriminatory act in the White River School District, the following 

procedure has been adopted by the School Board to resolve all grievances at the lowest possible levels. REFERENCE:  Tom 

Cameron, Superintendent at PO BOX 273 White River, SD 57579, or (605) 259-3135 or to the Regional Director, U. S. 

Department of Education, Office for Civil Rights, 8930 Ward Parkway, Suite 2037, Kansas City, MO  64114-3302.   

Phone: (816) 268-0550 (Voice), 1-877-521-2172 TDD.  E-mail: OCR.KansasCity@ed.gov 

 

Accidents  (R) 

 

         Reports all accidents to the principal or superintendent. Each of the elementary rooms, the athletic 

         department, the home economics department, the science department, and kitchen will be supplied 

         with first-aid materials. Body fluid kits and instructions shall be present in all classrooms. Please 

         keep well supplied at all times by contacting the school nurse. 

 

Work at Activities – (Effective 1991-92)  (P) (Amended 2011-12) (Amended 2013-14) (Amended 2021-22) 

 

As per the WREA Negotiated Agreement: 

A.  All members of the bargaining unit will sign up to attend and either supervise crowds or sell tickets at 2 

school events under the supervision of an administrator.  A teacher shall be paid $20 for each such event. 

 

Advertising (P) 

 

          Agents are not allowed to solicit or otherwise interfere with teachers in or about the school building 

          at any time when school is in progress according to State Law. 

 

Books (R) 

 

          Textbooks are to be properly numbered and stamped. An accurate record of books loaned to each  

          pupil is to be kept. The condition of the books checked out should be noted and the pupil should sign 

          his/her name indication he/she agrees to the stated condition. He/she will be held responsible if 

          textbooks are unduly damaged. When new books are turned over to the pupils, the teacher shall 

          demonstrate the proper handling of new books. At the end of each nine-week period take a few 

          minutes in each class to inspect the books which the pupils use. At the end of the year all pencil 

          marks should be erased when the books are checked in. Book fines varying from $.25 to $5.00 will  

          be assessed students turning in books with undue wear. If the condition of the book renders it 

          useless, the student will be required to pay the cost of a replacement. 

 

Calling Out of Class  (R) 

 

          The practice of calling either teachers or pupils out of class should be reduced to a minimum and 

          done only on the most necessary business. Those answering the telephone will be instructed to have 

          the person calling leave a message if the one being called is in class, unless the call is urgent. 

 

Church, Cooperation with (P) 

          We will try to coordinate our schedule with the activities of the church, insofar as possible. 

          Wednesday night is designated as church night and no school activities are scheduled unless 

          authorized by the Superintendent/CEO. 
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Cleaning Up  (R) 

 

          Cleaning up after plays, parties or other activities is the responsibility of the sponsor of the activity. 

          Please do not consider your duty fulfilled or the activity completed until you have supervised the 

          clean-up where such is necessary, and all borrowed items have been returned to the proper parties. 

 

Classes  (R) 

 

          Classes will begin on time and end promptly. Always be prepared. We allow ample time for passing. 

          In setting up the schedule of classes, an attempt was made to keep shifting of teachers from room to 

          room at a minimum. 

 

Confidentiality (P) 

 

          The White River School District, in accordance with the Family Educational Rights and Privacy Act  

          of 1974, has established the following policy on school records. 

 

          Parents are guaranteed the right to inspect and review any and all official records, files, and data 

          directly related to their children. To insure a complete understanding of the contents of such data, 

          files, and records, the inspection and review will be done with a school official. Students who are 

          eighteen (18) years or older will have the same rights with the same conditions in reviewing their  

          own files. 

 

          Any authorized persons desiring to review said records will be asked to sign a statement indicating 

          that they were granted access to files and that the contents were reviewed with them by a school 

          official. 

 

          Parents have the right for a hearing to challenge any part of the record which they deem inappropriate 

          and request its correction or deletion. 

 

          The White River School District will prohibit the release of the student records except for the  

          following circumstances: (a) the use by local school officials, (b) the transfer to another school 

          where the student is to enroll, (c) written parental consent specifying the records to be released, and 

          (d) compliance with a judicial order or subpoena. 

 

          All persons, agencies, or organizations desiring access to the records of a student shall be required to 

          sign a written form which shall be kept permanently with the file of a student, but only for inspection  

          by the parents or student, indicating specifically the legitimate educational or other interest that each 

          person, agency or organization has in seeking this information. 

 

          The person desiring access to the records must agree not to transfer the information to another person 

          without the written consent of the parents. 

 

          Lists of student names will not be provided to any post-secondary institution, business, insurance  

          firm, branch of service or to students. This is to protect the student from uninvited soliciting. 

 

Release of Student Information (Federal Law) 

 

          The General Education Provisions Act, Title IV of Public Law 90-247 as amended, 1974 (Family 

          Educational Rights and Privacy Act of 1974) and the regulations provide that the name and addresss 

          of students along with certain other information are “directory information” and may be released 

          without prior consent of the parents or student under certain conditions. 

 

          These conditions in the regulations are as follows: 

 

99.37 Conditions for Disclosure of Directory Information 

 

          a.   An educational agency or institution may disclose personally identifiable information 

                from the education records of a student who is in attendance at the institution or agency if that  

                information has been designated as directory information (as defined in 99.3) under paragraph 

                (c) of this section 
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          b.   An educational agency or institution may disclose directory information from the education 

                records of an individual who is no longer in attendance at the agency or institution without 

                following the procedures under paragraph (c) of this section. 

 

          c.   An educational agency or institution which wishes to designate directory information shall  

                give public notice of the following: 

 

                    1.  The categories of personally identifiable information which the institution  

                         has designated as directory information. 

 

                    2.  The right of the parent of the student or the eligible student to refuse to permit 

                         the designation of any or all of the categories of personally identifiable  

                         information is not to be designated as directory information with respect to the student. 

 

Other regulations relating to “directory information” are as follows: 

 

99.3 Definitions 

          “Directory information” includes the following information relating to a student: the student’s name, 

           address, telephone number, date and place of birth, major field of study, participation in officially 

           recognized activities and sports, weight and height of members of athletic teams, dates of 

           attendance, degrees and awards received, the most recent previous educational agency or institution 

           attended by the student, and other similar information. 

 

          The White River School District 47-1 proposed to designate the following personally identifiable 

          information contained in a student’s education record as “directory information:, and it will disclose 

          that information without prior written consent. 

 

               1.   The student’s name 

               2.   The names of the student’s parents 

               3.   The student’s address 

               4.   The student’s date of birth. 

               5.   The student’s class designation (i.e. 1st grade, 10th grade) 

               6.   The student’s extracurricular participation. 

                7.   The student’s achievement awards or honors 

                8.   The student’s weight and height if a member of an athletic team 

                9.   The student’s photograph 

              10.   The school or school district the student attended before he or she enrolled in the  

                      White River School District 47-1.  

WRSD Teacher Handbook Updated Summer 2006 

Within the first three weeks of each school year, the White River School District will publish in the Mellette County News the 

above list, or a revised list, of the items of directory information it proposed to designate as directory information. For students 

enrolling after the notice is published, the list will be given to the student’s parent of the eligible student at the time and place of 

enrollment. 

 

After the parents or eligible students have been notified, they will have two weeks to advise the school district in writing (a letter 

to the school Superintendent’s/CEO’s office) of any or all of the items they refuse to permit the district to designate as directory 

information about that student. 

 

At the end of the two-week period, each student’s records will be appropriately marked by the records custodians to indicate the 

items the district will designate as directory information about that student. This designation will remain in effect until modified by 

the written direction of the student’s parent or the eligible student. 

 

Employee Criminal Background Check (P) 

 

It is the policy of the Board to only employ individuals who do not have, a “disqualifying record.” Each offer of employment is 

subject to the provisions of SDCL 13-10-12, et seq., relating to criminal background investigations. This policy shall apply to all 

individuals employed for the 2000/2001 school year and thereafter, who were not employed by the district during the preceding 

school year. An employee is any person the district lists on its payroll and makes payroll deductions pursuant to State or Federal 

Law. 
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Any person granted employment subject to this policy is employed on a temporary basis conditioned upon  no disqualifying report 

being received from the criminal background investigation. Any disqualifying record will result in immediate termination of 

employment without further notice or hearing. A “disqualifying record” means any conviction of a crime of violence as defined in 

SDCL 22-1-2(9), a sex offense as defined in SDCL 22-22-30, or trafficking in narcotics. 

 

 

 

In addition: 

 

          - Conviction of any crime of moral turpitude as defined by SDCL 22-1-2(25) may constitute a 

            disqualifying record as determined by the Board on a case-by case basis. 

          - Any criminal conviction not disclosed by an applicant may be treated as a disqualifying record. 

          - Any criminal conviction may be considered in making a hiring decision. 

 

The White River Board of Education will pay for the cost of such background check for each successful applicant. In the event that 

there is a disqualifying record or if the applicant leaves the district prior to the end of his/her probationary period, the cost of the 

background check will be withheld from his/her paycheck. 

 

This policy shall not apply to persons performing services for the district under the authority of the South Dakota High School 

Activities Association. 

 

This policy applies to all other employment agreements, whether written or oral. 

 

Damage and Defacement of Property and Equipment (R) 

 

Teachers are responsible to report all damages and defacement of school properties and equipment to the principal and/or 

Superintendent/CEO. 

 

Discipline (S) 

 

Discipline causes the failure of more teachers than any other one thing. Without good discipline, there can be little worthwhile 

teaching. The mode of behavior must be established and maintained.  To avoid disciplinary troubles, set your standard of good 

order, punctuality, scholarship, neatness, and good manners the first day of school. Be discreet and judicious in all matters of 

discipline; avoid hate or prejudice; insist firmly on good order. Make it plain to your students that you do not hold grudges and 

under no circumstances should you show partiality. You can be firm and still smile. 

 

In all major problems of discipline, you may count on help from the administration and supervisors for settlement. However, the 

staff is encouraged to use discretion when making the decision to send a student to the office for a discipline problem.  NOTE: The 

school district has a mandatory procedure for administering corporal punishment. Consult with your principal! (See Parent/Student 

Guidelines Handbook). 

 

Doors to be Locked (R) 

 

Reminder to all faculty: be sure your desk and the classroom door are locked when you leave. Remove all temptations and causes 

of theft. Keep your own valuable belongings out of sight and your school keys safely out of reach. When using school facilities 

outside of the regular hours, whether for personal or activity use, it is your responsibility to see that outside doors are locked upon 

leaving the building. 

 

Early Retirement Policy (See Negotiated Agreement) 

 

English  (S) 

 

English is taught by every teacher in the school. Insist upon good English in every class and in every activity. You can discreetly 

call attention to errors in English in class and make students conscious to the degree that effort for correct usage of the English 

language will be made. 
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Equipment and Supplies (P) 

 

Supplies will not be purchased without a requisition approved and signed by the Superintendent/CEO. Students purchasing 

supplies will have the signature of approval from the sponsor of the activity before making a request for a purchase order. The 

purchase order must be approved and signed by the Superintendent/CEO. 

 

Teachers may not make charges against the school district without a purchase order unless specified permission has been given for 

selected purchases for individual departments. 

 

Errands (R) 

 

Errands should be attended to after school hours. Teachers are not authorized to excuse pupils or send them on errands except 

through permission from the principal’s office. 

 

Ethics (R) 

 

The teachers of the system shall be governed by the Code of Ethics of the South Dakota Professional Practices Commission. 

 

Experimentation (S and R) 

 

We welcome experimentation within reason. If you have some new method you would like to try, check with the principal. 

Without experimentation there would be little progress. 

Extra Duty (P) 

 

Extra-curricular assignments are to be mutually agreed upon, insofar as possible. The Board of Education reserves the right to 

assign activities to people who have had them and who are qualified in that area. These assignments must be in a separate contract 

after regular teaching contracts are returned. 

 

Failure (S and R) 

 

Every consideration should be given a student before he/she is failed. The teacher should make certain that he/she has done all 

within his/her power to help the student; however, there are times when it is justified to have a student repeat work, much to 

his/her benefit. Keep your principal informed as early as possible. 

 

Fire Drills and Civil Defense Signals (R and P) 

 

We have a fire alarm system in most of the district buildings. The alarm can be set off, by pulling down the bar in the boxes and 

breaking the glass. Your room or class should be organized in such a way as to have the greatest efficiency and be alert at all time 

for the fire alarm. The teacher should be the first one to go to the door and should station himself/herself in such a way that both 

the classroom and the corridor can be observed as the pupils march out. 

 

FIRE DRILL PROCEDURE 

 

At the sound of the alarm, the teachers are to organize their students to form an orderly line in their classroom. The teacher and the 

class are to proceed to their designated exits and waiting area. Wait for further instructions. 

          A.     Close all the windows and doors. 

          B.     Take attendance book. 

          C.     All electrical equipment should be turned off. 

          D.     Leave lights on. 

 

During evacuation of the building, everyone should walk quickly and orderly. Once in the waiting area, the teacher is to take roll 

to assure that all students are present. Students are to remain together as a class, and the teacher should ACTIVELY SUPERVISE 

his/her students. Personnel not specifically assigned to an evacuation duty are to help teachers supervise students. No students, 

visitors, or staff are to remain in the building during the fire drill. The mobile units will be notified of the fire drill from the central 

office by telephone. The principals and assigned designee are the only personnel that shall “clear” the building for return by 

students and staff. 

 

On returning to the classroom the teacher and students should proceed in the same orderly manner in which they evacuated the 

building. 

        EXITS FOR THE FIRE DRILLS AT THE SCHOOLS WILL BE POSTED AND PUBLICIZED BY THE 

PRINCIPALS.  Each building will be instructed in Civil Defense Emergency Procedures. 
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TORNADO DRILL PROCEDURE 

1.     Important Terminology: 

 

A.    Tornado Watch 

        This alert tells people to watch the sky and listen to weather forecasts and warnings while continuing 

        to go about their business. 

 

B.    Tornado Warning 

        This alert is for an actual sighting or a tornado indicated on radar. People should take cover for 

         protection. 

 

C.   Tornado Path 

       1.     Tornadoes will usually travel from southwest to northeast. Spotters should be southwest of the 

                school. 

       2.     The warning signal for a tornado warning shall be given via the phone system by the decision of 

               the Superintendent/CEO. 

 

      “ATTENTION ALL STAFF – THERE IS A TORNADO WARNING IN EFFECT. PLEASE 

        TAKE STUDENTS TO DESIGNATED AREAS.” 

 

       3.    Upon receiving the tornado warning all teachers are to organized their students to form an orderly 

              double line in their classroom and the teacher (head of the line) and the class are to proceed to the 

              lunchroom area and wait for instructions. 

              A.   Take attendance book. 

              B.   Keep students calm and orderly. 

 

Once at the designated area, the teacher is to take roll to assure that all students are present. Students are to remain together as a 

class and the teacher should ACTIVELY SUPERVISE his/her students. 

Personnel not specifically assigned to a designated area are to go to their nearest designated area and help teachers supervise 

students. 

All students, visitors, and staff are to report to the designated tornado warning areas. 

The mobile unit will be notified of the tornado warning from the central office by telephone. 

All students are taught the use of the protective position. This position is to drop to knees, clasp hands behind your neck, bury your 

face in your arms, make body as small as possible, close eyes, cover ears with your forearms facing away from windows. 

The Superintendent/CEO or Designee will determine recovery plans which may include how long to hold students, informing 

parent/guardian of students’ well being, release of students, and possible supervision of food. 

A battery-operated radio shall be taken to the shelter area. 

 

The custodians should be aware of all the designated shelter areas. They shall be responsible for shutting off gas and water. Bus 

drivers should travel at right angles away from tornado path and are instructed to take cover in shelters, ditches or ravines if caught 

in the open. 

 

Grading System (P) (High School & Middle School – See Parent/Student Guidelines Handbook) 

 

Health Examinations  (P) 

 

The Superintendent/CEO, at his/her discretion, may require a doctor’s certificate of health from a teacher. 

 

Hiring  (P) 

 

Information regarding vacancies in the system will be provided to all teachers. Any teacher, may, upon written application be 

considered for any position for which he or she is qualified. 

 

Housekeeping  (R) 

 

Each teacher must see that all books, papers, and miscellaneous articles are put away in their proper places and that his/her desk is 

cleared when he/she leaves the building for the day. 

 

Combat untidiness from the first, at all times, and in all ways. Have a definite seating arrangement for each class. This will avoid a 

rush for particular seats. Watch for any marking on the walls or DESKS. We intend to check desks for markings, etc., and see that 

each teacher is holding students responsible for marks on new and refinished desks and tables or other defacement of school 

property. 
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Insurance – Other than Health, Life, and Dental  (R) 

               (For Health and Dental, See Negotiated Agreement) 

 

     1.  The School District has a non-owned auto coverage. This coverage part extends liability coverage to 

          the auto of an individual acting for the school while driving his/her own vehicle. Each individual 

          should maintain his/her own personal auto coverage at all times. If an individual were transporting 

          children to a school sponsored activity using his/her own owned vehicle, the court would determine 

          the fault of the individual and include liability limits from both the individual policy and the school’s 

          non-owned business auto liability. 

 

     2.  Regarding corporal punishment of pupils; should a teacher strike a student and claim be made upon 

          that teacher, the school coverage limit is $1,000,000 per occurrence. This coverage does not include 

          sexual abuse or sexual contact. 

 

     3.  Regarding injury by a student to a teacher; should a teacher receive injury from a student, while 

          working, coverage would fall under the school’s worker’s comp coverage for that teacher’s injury 

          and loss of work. 

 

     4.  Regarding Board of Education and School District legal liability coverage part; should it be deemed 

          that a teacher did not make the right decision and acted wrongfully, the school’s policy would defend 

          the suit as well as award loss if found responsible by the court. 

 

          The above items are in general terms. Be advised that each incident will have to be addressed 

          independently and with the individuals specifics. 

 

     5.  Cancer insurance and intensive care insurance are available both on a family basis and on a 

          individual basis. See Business Manager for details. 

 

Leave Without Pay  (R) 

 

The White River Board of Education may grant leave without pay to a teacher, upon request, on a case by case basis. 

 

If leave without pay is granted, the White River Board of Education may or may not guarantee the teacher a position at the time of 

his/her return. 

 

If a position is guaranteed upon return of the teacher, it may or may not be the same position the teacher held before taking leave. 

The salary at return will be based on the teacher’s previous salary plus any increment built into the schedule. 

 

The details of the leave without pay will be agreed upon, in writing, before the leave is taken and signed by the teacher and the 

White River Board of Education. 

 

Lesson Plans  (R) 

 

Each teacher is responsible to turn in lesson plans. Duplicate copies of lesson plans for the coming week should be filed in the 

principal’s office. Lesson plans are not required to place an extra burden upon teachers but are intended to serve as method of 

organization and preparation for classroom instruction. They should be accessible and usable by substitute teachers. 

 

Lights 

 

All employees are asked to use strictest economy in the use of electricity. Turn out lights when leaving a classroom unless it is 

scheduled for use the next period. 

 

Loan of School Property  (P) 

 

No person except the Superintendent or his/her designee shall have authority to loan property of the School District. 

 

Lunches  (R) 

 

The School District provides breakfast and hot lunch facilities for faculty at a cost set by the board of education. 
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Manners  (S) 

 

Manners must be checked at all times. Teach the pupils to be pleasant and friendly; to remove hats and coats; to avoid 

boisterousness; and to observe the common courtesies of ladies and gentlemen. There shall be no tilting of chairs by the students. 

Avoid the use of nicknames when addressing students, and do not allow them to use nicknames when addressing you. Insist upon 

students being respectful to other members of the faculty and their classmates. 

 

Non-School Employment  (S) 

 

All teachers are expected to use good judgment and discretion in any work in addition to their regular teaching assignment during 

the school year. 

 

Open Gym Policy (P)  (See Parent/Student Guidelines Handbook) 

 

Payroll Policies  (P) 

 

A certified staff member shall be paid every two weeks on a twelve (12) month basis. 

 

The salary shall be equal installments, as per the adopted board pay schedule. Paydays will generally fall on Friday unless a 

holiday occurs on that day. When this happens, payday will be the day before. 

 

A certified staff member who has not checked out with the principal, shall not receive the final check until the principal certifies to 

the business manager that the teacher has completed his/her duties including checkout. 

 

Payroll deductions include State Teacher’s Retirement, Social Security, and Federal Income Tax and other deductions as requested 

by the employee and approved by the business manager. The school district will pay for health insurance as provided in the 

negotiated agreement. For further information and insurance claim forms, contact the school Business Manager. 

 

Employee Retirement System  (P) 

 

The employee retirement systems was established on July 1, 1974, to provide for a retirement program for employees. Any teacher 

who was employed by a public school prior to June 30, 1968, and was a member of the retirement system shall continue as a 

member. 

 

All employees are required to participate in the retirement system. The contribution is 6% by the employee and 6% by the 

employer on total wages. 

 

Tax-Sheltered Annuities  (R) 

 

Tax-sheltered annuities may be taken out on a payroll deduction basis if the teacher is interested.  

 

     Flexible Benefits Plan – Section 125 – The WRSD offers a Flexible Benefits Plan for the purposes of qualified pre-tax 

deductions on certain eligible premiums for its employees. A Salary Redirection Agreement shall be signed or a waiver completed 

at the beginning of each plan year. 

 

Pre-Signed Passes  (R) 

 

The following rules will apply: 

1.  Teachers will give a pre-signed pass to a student who needs such a pass for an assignment that a teacher 

     has given to the student. Teachers will not give a pre-signed pass for another teacher’s assignment. 

 

2.  Teachers will complete all pass information, including the student’s name, the date, the reason, and the 

     time the student is to leave. Only one student name is allowed per pass. 

 

3.  A student may receive pre-signed passes from teachers who have put his/her names on the incomplete 

     list or any other teachers, providing the individual teacher feels the student needs the pass for an 

     assignment he/she has given. 

 

4.  Students who have been ejected or asked to leave the library may still use the library on pre-signed 

     passes, but not otherwise. 

 

 



 14 

Procedure for Determining Alleged Misconduct or Violations  (R) 

 

The following steps will be utilized when appropriate: 

 

     1.  The principal shall investigate the alleged misconduct or violation. 

 

     2.  If the alleged misconduct or violation has occurred, the principal will give oral or written notice of 

          the incident to the student and to the parents as soon as possible after the incident. 

 

     3.  When appropriate, the notice shall state the policy allegedly violated, and the time and place where a 

          hearing will be conducted by the principal. 

 

     4.  The principal shall render a decision as soon as possible after the hearing and inform the student and 

          parents. 

 

Professional Development Opportunities  (P) 

 

Teachers taking college courses during the school year are limited to three (3) semester hours per semester, unless authorized by 

the Superintendent/CEO. 

 

All teachers must have a transcript of their credits on file at the office. A copy of the credentials of each teacher is also kept on file. 

Teaching certificates must also be placed on file in the Office of the Superintendent/CEO. 

 

Staff Development Program (P) 

 

PHILOSOPHY 

The School Board of the White River School District 47-1 believes that the most valuable resource in the promotion of an effective 

education is the instructional staff of the White River Area Schools. The Board further believes in the dignity and worth of each 

staff member. 

 

Staff development in White River should be a continuous growth experience for each individual and is supported by the district.      

The School Board believes that the ultimate purpose of the staff development program in the White River School District is to 

enhance the education of students through a staff that is constantly growing in qualifications and capabilities. 

 

OBJECTIVES 

1.     To help staff become better informed, more confident, and more competent in individual assigned areas. 

2.     To build both short-term and long-term professional skills. 

3.     To provide opportunities to strengthen target areas—i.e. needs, strengths, and interests. 

4.     To encourage and/or train individuals to interact with and meet perceived needs and goals of the 

        district and community. 

 

CONTROL 

     The White River Staff Development Program should be based on, and respond to, the following sources 

     of control: 

1.     Formal actions of the White River School Board; 

2.     State Board of Education requirements and recommendations; 

3.     Individual needs as presented in Performance Improvement Plans or job targets established jointly by 

        teachers and principals; 

4.     School District need, suggested by staff members, administrators, community members, and the White 

        River School Board; 

5.     Individual needs and interests determined and grouped through periodic meetings or surveys of the 

        instructional staff; 

6.     Priorities and areas of emphasis, evaluated by the staff and administration; and 

7.     Current educational trends and concerns as identified by the staff, administration and School Board. 

 

 

CONTENT 

     The School Board therefore, endorses a staff development program that operates at three levels. The first level would provide 

total financial support for items addressing identified district needs, independent of whether the individuals involved benefit, either 

financially or professionally. The second level would provide partial financial support proportional to the ratio established between 

benefit to the district and benefit to the individual. The third level would provide no direct financial support for items which 
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address only the needs or desires of the individual,, but would recognize and record such efforts, thereby enhancing the probability 

of ultimately intersecting with school district needs. 

 

Renewal Requirements  (P) 

 

School District requirements will be the same as the state requirements for renewal of certificates, i.e.  

six (6) semester hours every five (5) years. 

 

Report to Parents  (R) 

 

Report cards containing the standing of a pupil’s attendance, scholarship, and conduct will be issued each quarter period. 

Parent/teacher conferences will be arranged based on the negotiated agreement. The students may be dismissed for the day to 

provide time for these conferences, and teachers should arrange for conference schedules so the parents having children in more 

that one room, may complete their conferences in one visit. (See Progress Reports in Parent/Student Guidelines Handbook) 

 

Staff Meetings  (S) 

 

Administrative team meetings will be held once per week. Principals and Supervisors will hold staff meetings as needed. 

 

Substitute Teacher Policy  (P) 

 

Substitute teachers will be arranged by the principals or his/her designee, not by the teacher. Any teacher who is going to be absent 

shall notify the principal in plenty of time, if possible, to make arrangements for a substitute. Lesson plans for the substitute should 

be thorough and part of a substitute folder. 

 

Supervision  (R) 

 

When groups of students are passing from a classroom into a corridor, the teacher should station himself/herself in such a way that 

both the classroom and the corridor may be observed. A schedule will be set up for noon duty and loading of buses in the evening. 

The teachers are responsible for hallway supervision at dismissal. In addition, elementary teachers are responsible for the 

supervision of their students at recess. 

 

Telephone, Use of  (R) 

 

All long distance phone calls must be made through the building office unless specifically authorized. A complete record of the 

long distance calls must be kept. Personal calls shall be charged to the caller’s home phone or the caller should use a long distance 

calling card. Students are not permitted to use classroom telephones to make or receive personal calls.  Personal cell phones must 

be turned off during class time, staff meetings, in-services, and when staff members are on assigned duty during the school day. 

 

Testing  (P) 

 

Achievement tests will be given to students as mandated by the State of South Dakota. Upon the decision of the Board of 

Education other tests may be given periodically to certain grade levels. 

 

Time Schedules  (R) 

 

All teaching personnel will be expected to be on duty beginning at 7:30 am and ending at 4:15 pm each school day unless 

otherwise determined by the administration. All adjustments to the schedule will be communicated by the administration. 

 

Transfer of Assignments  (S) 

 

Transfers and assignment of teachers in the district shall be an administrative function with final approval being made by the 

Board of Education. Any requests by individual teachers will be considered insofar as possible. 

 

Travel  (P) 

 

Travel at district expense is to be requested on a special “leave” form available from the principals of the Superintendent/CEO, and 

this form is to be turned in four (4) days before the regular Board of Education meeting. 
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Travel Reimbursement  (P) 

 

Mileage reimbursement will be the Board of Education’s adopted rate provided no school vehicle is available.  Meal allowance for 

staff will be allowed for overnight stays only. The maximum reimbursement amounts established for staff are set by the Board of 

Education.  Meals for day trips are the employee’s responsibility. 

 

Valuables  (R) 

 

Remove all temptations and causes of theft. Discourage students from bringing large sums of money or valuable possessions to 

school. Keep your own valuable belongings out of sight and your school keys safely out of reach. All monies should be checked 

into the office for safekeeping. All theft occurrences will be reported immediately to the principal and to the City Police or County 

Sheriff’s office. 

 

Vouchers (P) 

 

All vouchers to be submitted for payment must be in the Business Office by the Wednesday prior to the regular Board meeting. 

None will be accepted after that day. Salary vouchers should be made out on a calendar-month basis. 

 

Waste Paper and Rubbish  (R) 

 

Waste paper and rubbish are to be gathered before each dismissal period from the floors and desks. Discourage students from 

littering the school grounds with candy wrappers, etc. In short, students and teachers are to clean up the room prior to dismissal of 

the class. 

 

Work Load  (P) 

 

A full teaching load may be defined as one that occupies a teacher’s time in a classroom, study hall, or group or private instruction 

for a minimum of eight (8) hours a day. 

 

Staff Participation in Political Activities  (P) 

 

The Board recognizes that employees of the district have the same fundamental civic responsibilities and privileges as other 

citizens.  Among these are campaigning for elective public office and holding an elective or appointive public office. 

 

Any employee who intends to campaign for an elective public office will notify the Superintendent/CEO, in writing at the earliest 

possible moment of the office which he/she intends to seek, together with the decision as to whether he/she wishes to continue 

employment and under what terms and conditions. 

 

The Superintendent/CEO will meet with and discuss these matters with the employee involved and will present a proposed 

solution to the Board for consideration. The essential element to be determined by the Board is whether the activities proposed by 

the employee are compatible with the time requirements for fulfilling the employee’s responsibilities to the district. In connection 

with his/her campaigning, no employee will use school system facilities, equipment, or supplies; nor will the employee use any 

time during the working day for campaigning purposes. 

 

A teacher seeking an extended leave of absence for campaigning, office-holding, or other time-consuming activities connected 

with government service will apply for such leave in writing. The Board will provide the teacher with a written answer to a request 

for political leave including salary arrangements. 

 

If not elected, the employee may return to the position previously held. 

 

Policy for Making Up Days Missed  (P) 

 

It is the policy of the White River School District 47-1 Board of Education that days of school missed because of 

weather/emergencies will be made up in order that the regular school term of school actually in session is no less than required by 

state statute or unless approved by the Board. Make-up days for school closing because of weather, disease, or emergency need not 

exceed ten days.      (Reference SDCL 13-26-2) 

 

Designated make-up days will be set on Friday’s.  First priority will be to make up days missed within the same semester.  If not 

possible to make them up within the same semester other Friday’s will be considered.  In-service days will not be used as make-up 

days as these are already counted as contract days. 
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District Housing and Pet Policy (Revised October 14, 2003) (Effective 2004-05)  (P) 

 

District Housing Deposit Policy 

          Effective September 1, 2003 all employees moving into district housing must provide the district with a $250 basic house 

deposit. An additional $500 deposit will be required of employees requesting to keep a pet at his/her residence, which must be paid 

in full prior to a pet being housed at the residence. The employee must pay the deposits prior to moving in or agree to payroll 

deduction payment plan. Under the payroll deduction payment plan, the employee agrees to have the basic housing deposit of $250 

withdrawn from his/her first two paychecks in installments of $125.  

 

Pet deposits will be taken out of his/her next five paychecks in installments of $100; however, no pet is allowed on school property 

until the full deposit is received. Annual inspections will be conducted of all district housing on an annual basis to check for 

possible maintenance issues and damages. Employees residing in district property agree to have any damages withheld from 

deposits upon vacating of the property. Deposits minus any damages will be returned to the employee within 30 days of check out. 

 

Residents are responsible for any damages that exceed the amount of the deposit(s). 

 

Donations  (P) 

 

All donations provided to the White River School District 47-1 will be handled at the discretion of the Board of Education. 

 

STAFF ACCESS TO NETWORKED INFORMATION RESOURCES  (P) 

 

The Board expects that all employees will learn to use electronic mail and telecommunications tools and apply them in appropriate 

ways to the performance of tasks associated with their positions and assignments. Toward that end, the Board directs the 

Superintendent/CEO to provide staff with training in the proper and effective use of telecommunications and electronic mail. 

 

The Board directs the Superintendent/CEO to specify those behaviors, which are permitted, and those, which are not permitted, as 

well as appropriate procedures to guide employee use. In general, employees are expected to communicate in a professional 

manner consistent with applicable laws. Electronic mail and telecommunications are not to be utilized to share confidential 

information about students or other employees outside of the district. 

 

The Board encourages staff to make use of telecommunications to explore educational topics, conduct research, and contact others 

in the educational world. The Board anticipates that the network systems will expedite the sharing of effective practices and 

lessons across the district and will help stay on the leading edge of practice by forming partnerships with others across the nation 

and around the world. 

 

Communication over networks should not be considered private or secure. Network supervision and maintenance may require 

review and inspection of directories or messages. Messages may sometimes be diverted accidentally to a destination other than the 

one intended. Privacy in these communications is not guaranteed. The district reserves the right to access stored records in cases 

where there is reasonable cause to expect wrongdoing or misuse of the system. 

 

Social media must only be used for educational purposes.  When using social media to communicate with students permission 

must be received from the parents.  All social media contacts with students must also be sent to one other adult employee 

(example: coach and assistant coach, teacher and principal, etc.).    

 

Courts have ruled that old messages may be subpoenaed, and network supervisors may examine communications in order to 

ascertain compliance with network guidelines for acceptable use. 

 

The following behaviors are not permitted on district networks: 

 

1.   Sharing of confidential information on students or employees. 

2.   Sending or displaying offensive messages or pictures. 

3.   Assisting a campaign for election of any person to any office or for the promotion of or opposition to 

      any ballot proposition. 

4.   Using obscene language. 

5.   Harassing, insulting or attacking others. 

6.   Engaging in practices that threaten the network (e.g., loading files that may introduce a virus). 

7.   Violating others’ passwords. 

8.   Using others’ passwords. 

9.    Trespassing in others’ folders, documents, or files. 

10.  Intentionally wasting limited resources. 

11.  Employing the network for commercial purposes. 
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12.  Violating regulations prescribed by the network provider 

13.  Conducting non-school related business. 

14.  Promoting, supporting or celebrating religion or religious institutions. 

 

The Network Supervisor will report inappropriate behaviors to the employee’s supervisor, who will take appropriate disciplinary 

action. Any other reports of inappropriate behavior, violations, or complaints will be routed to the employee’s supervisor for 

appropriate action. Violations may result in a loss of access and/or disciplinary action. When applicable, law enforcement agencies 

may be involved. 

 

Each employee will be given copies of this policy and procedures and will sign an acceptable use agreement before establishing an 

account. 

 

USER AGREEMENT FORM 

 

As a user of the White River School District computer network, I have read and hereby agree to comply with the above stated rules 

– communicating over the network in a reliable fashion while honoring all relevant laws and restrictions. 

 

Teacher Signature _______________________________________ Date ________________________ 

 

COPYRIGHT COMPLIANCE INSTRUCTION  (P) 

 

The Board recognizes that federal law makes it illegal to duplicate copyright materials without authorization of the holder of the 

copyright, except for certain very specific exempt purposes which never apply to. Severe penalties may be imposed for 

unauthorized copying or using of audio visual or printed materials and computer software, unless the copying or using conforms to 

the “fair use” doctrine. 

 

Under the “fair use” doctrine, unauthorized reproduction of copyrighted printed and audiovisual materials is permissible for such 

purposes as criticism, comment, news reporting, teaching, scholarship or research. 

 

If duplicating or changing a product is to fall within the bounds of fair use, these four standards must be met for any of the 

foregoing purposes. 

 

          A.  THE PURPOSE AND CHARACTER OF THE USE. The use must be for such purposes as 

                 teaching or scholarship and must be non-profit. 

          B.   THE NATURE OF THE COPYRIGHTED WORK.  Staff may make single copies of the 

                 following for use in research, instruction or preparation for teaching: book chapters; articles from 

                 periodicals or newspapers; short stories, essays or poems; and charts, graphs, diagrams, 

                 drawings, cartoons or pictures from books, periodicals, or newspapers in accordance with these 

                 guidelines. These guidelines never apply to software. 

          C.   THE AMOUNT AND SUBSTATIALITY OF THE PORTION USED.  In most 

                 circumstances, copying the whole of a work cannot be considered fair use; copying a small 

                 portion may be if these guidelines are followed. 

          D.  THE EFFECT OF THE USE UPON THE POTENTIAL MARKET FOR OR VALUE OF 

                THE COPYRIGHTED WORK.  If resulting economic loss to the copyright holder can be 

                shown, even making a single copy may be an infringement, and making multiple copies presents 

                the danger of greater penalties. 

 

While the district encourages its staff to enrich the learning programs by making proper use of supplementary materials, it is the 

responsibility of district staff to abide by the district’s copying procedures and obey the requirements of the law. In no 

circumstances shall it be necessary for district staff to violate copyright requirements in order to perform their duties properly. The 

district cannot be responsible for any violations of the copyright law by its staff. 

 

Any staff member who is uncertain as to whether reproducing or using copyrighted material complies with the district’s 

procedures or is permissible under the law should contact the Superintendent/CEO or the person designated as the copyright 

compliance officer. The latter will also assist staff in obtaining proper authorization to copy or use protected material when such 

authorization is required. 

 

If written permission to use copyrighted material is obtained, copies of that written permission shall be filed with the principal and 

the Superintendent/CEO or his/her designee. Legal Reference: P.L. 94-553 Federal Copyright Law of 1976 (U.S. code, title 17) 
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Staff may make copies of copyrighted school district materials that fall within the following guidelines. Where there is reason to 

believe the material to be copied does not fall within these guidelines, prior permission shall be obtained from the principal. Staff 

members who fail to follow this procedure may be held personally liable for copyright infringement.  

 

 

Authorized Reproduction and Use of Copyrighted Material in Books and Periodicals. 

In preparing for instruction, a teacher may make or have made a single copy of: 

 

A.   A chapter from a book; 

B.   An article from a newspaper or periodical; 

C.   A short story, short essay, or short poem; or 

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

 

A teacher may make multiple copies not exceeding more than one per pupil, for classroom use or discussion if the copying meets 

the tests of “brevity, spontaneity and cumulative effect” set by the following guidelines. Each copy must include the notice of 

copyright present in the original work. 

 

A.   Brevity 

       1.  A complete poem, if less that 250 words and if printed on not more than two pages, may be copied; 

            excerpts from longer poems cannot exceed 250 words; 

       2.  Complete articles, stories or essays of less than 2500 words may be copied. Excerpts from prose 

            works of not more than 1000 words or 10% of the work – whichever is smaller – may be copied, but 

            in any event, a minimum of 500 words may be copied. 

       3.  Each numerical limit set forth above may be expanded to permit the completion of an unfinished 

            line of a poem or an unfinished prose paragraph: 

       4.  One chart, graph, diagram, drawing, cartoon or picture per book or periodical issue may be copied. 

       5.  “Special” works cannot be reproduced in full under any circumstances; however, an excerpt of not 

             more than two published pages containing not more that 10% of the words in the text of such  

             special work may be reproduced. What constitutes a “special” work is not clearly defined; 

             however, special works include children’s books and combining poetry, prose or poetic prose with 

             illustrations and which are less than 2500 words in their entirety. For a further discussion on what 

             constitutes a “special work”, see Agreement on Guidelines for classroom copying in Not-For-Print 

             educational institutions with respect to books and periodicals. 

 

B.   Spontaneity 

Copying should be at the “instance and inspiration” of the individual teacher; and the inspiration and decision to use the work and 

the moment of its printed and audio visual use for maximum teaching effectiveness are so close in time that it would be 

unreasonable to expect a timely reply to a request for permission. 

 

C.  Cumulative Effect 

Teachers are limited to using copied material for only one course in the school in which copies are made. No more than one short 

poem, article, story, essay or two excerpts from the same author may be copied, and no more than three works or excerpts can be 

copied from a collective work or periodical volume during one class term. Teachers are limited to nine instances of multiple 

copying for one course during one class term. The numerical limitations set forth above do not apply to current news periodicals, 

newspapers and current news sections of other periodicals. 

 

Performances by teachers or students of copyrighted dramatic works without authorization from the copyright owner are permitted 

as part of a teaching activity in a classroom or instructional setting. All other performances require permission from the copyright 

owner. Not withstanding any of the foregoing, the copyright law prohibits using copies to create, replace or substitute for 

anthologies, compilations or collective works. There shall be no copying of or from works intended to be “consumable” in the 

course of study or of teaching. “Consumable” works include: workbooks, exercises, standardized tests, test booklets and answer 

sheets. Teachers cannot substitute copies for the purchase of books, publishers, reprints or periodicals, nor can they repeatedly 

copy the same item from term-to-term. Copying cannot be directed by a “higher authority”, and students cannot be charged more 

than the actual cost of photocopying. 

 

Teachers may use copyrighted material in overhead or opaque projectors for instructional purposes. 

 

Authorized Reproduction and Use of Copyrighted Materials in the Library 

 

A library may make a single copy (containing the notice of copyright present on the original work) of:  

          A.  An unpublished work which is in its collection solely for purposes of preservations and security 

                or for deposit for research use in another qualified library or archives. 
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          B.  A published work in order to replace it because it is damaged, deteriorated, lost or stolen, 

                provided that an unused replacement cannot be obtained at a fair price. 

 

A library may provide a single copy of copyrighted material to a student or staff member at no more than the actual cost of 

photocopying. The copy must be limited to one article of a periodical issue or a small part of other material, unless the library finds 

that the copyrighted work cannot be obtained elsewhere at a fair price. In the latter circumstance, the entire work may be copied. In 

any case, the copy shall contain the notice of copyright present in the original work and the student or staff member shall be 

notified that the copy is to be used only for private study, scholarship or research. Any other use may subject the person to liability 

for copyright infringement and the library shall not make a copy if it has notice for any other use. 

 

The foregoing reproduction right shall apply to musical works, motion pictures or other audiovisual works (other than an 

audiovisual work dealing with news), or pictorial, graphic, or sculptural works (other than pictorial or graphic works published as 

illustrations, diagrams or similar adjuncts to works of which copies are reproduced hereunder). At the request of a teacher, copies 

may be made for reserve use. The same limits apply as for single or multiple copies designated in “Authorized Reproduction and 

Use of Copyrighted Material in Print.” 

 

Authorized Reproduction and Use of Copyrighted Music 

 

For academic purposes, other than performance, teachers may make a single copy of an entire performable unit (section), 

movement, aria, etc., from a printed musical work that is (1) confirmed by the copyright proprietor to be out of print (2) 

unavailable except in a larger work, for purposes of preparing for instruction. 

 

A teacher may make multiple copies not exceeding one copy per pupil for classroom use of an excerpt of not more than 10% of a 

printed musical work if it is to be used for academic purposes other than performance, provided that the excerpt does not comprise 

a part of the whole musical work which would constitute a performable unit such as a selection, movement, or aria.  

 

In an emergency, a teacher may make and use replacement copies of printed music for an imminent performance when the 

purchased copies have been lost, destroyed or are other wise not available, provided that purchased copies shall be substituted in 

due course. 

 

A teacher may make and retain a single recording of student performances of copyrighted material when it is made for purposes of 

evaluation or rehearsal. 

 

A teacher may make and retain a single copy of excerpts from recordings of copyrighted musical works owned by the school or the 

individual teacher for use as aural exercises or examination questions. 

 

A teacher may edit or simplify purchased copies of music provided that the fundamental character of the music is not distorted. 

Lyrics shall not be altered or added if non-exist.  Copying cannot be used to create, replace or substitute for anthologies, 

compilations or collective works; copying of consumable works is prohibited. Copying for the purpose of performance is 

prohibited, except in case of an emergency as set forth above, and copying for the purpose of substituting for the purchase of music 

is prohibited except as set forth in the first and second paragraphs above. All copies must include the copyright notice appearing on 

the printed copy. 

 

Performance by teachers or students of copyrighted musical works is permitted without the authorization of the copyright owner as 

part of a teaching activity in a classroom or instructional setting. The purpose shall be instructional rather than for entertainment. 

 

If the requirements of the foregoing paragraph are not satisfied, performances of non-dramatic musical works which are 

copyrighted are permitted without the authorization of the copyright owner, provided that: 

          A.   The performance is not for a commercial purpose; 

          B.   None of the performers, promoters or organizers are compensated; and 

          C.   (1) there is no direct or indirect admission charge; or (2) Admission Fees are used for 

                 educational or charitable purposes only; provided that the copyright owner has not objected to 

                 the performance. 

All other musical performances require permission from the copyright owner. 

 

Off-Air Recording of Copyrighted Programs 

Television programs transmitted by television stations for reception by the general public without charge (hereinafter referred to as 

“broadcast programs”) may be recorded off-air simultaneously with broadcast transmission (including simultaneous cable 

transmission) and retained by a school for a period not to exceed forty-five (45) consecutive calendar days after date or recording. 

Upon conclusion of this retention period, all off-air recordings must be erased or destroyed immediately. 
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Off-air recordings may be used once by individual teachers in the course of relevant instructional activities and repeated once only 

when instructional reinforcement is necessary in classrooms and similar places devoted to instruction, during the first ten (10) 

consecutive school days in the forty-five (45) calendar day retention period. “School days” are school session days – not counting 

weekends, holidays, vacations, examination periods or other scheduled interruptions. 

 

Off-air recordings may be made only at the request of and used by individual teachers, and may not be regularly recorded in 

anticipation of request. No broadcast program may be recorded off-air more than once at the request of the same teachers, 

regardless of the number of times the program may be broadcast. 

 

A limited number of copies may be reproduced from each off-air recording to meet the legitimate needs of teachers under these 

guidelines. Each additional copy shall be subject to all provisions governing the original recording. 

 

After the first ten (10) consecutive school days, off-air recordings may be used up to the end of the forty-five (45) calendar day 

retention period only for teacher evaluation purposes, i.e., to determine whether or 

not to include the broadcast program in the teaching curriculum. Permission must be secured from the publisher before the 

recording can be used for instructional purposes or any other non-evaluation purpose after the ten (10) day period. 

 

Off-air recordings need not be used in their entirety, but the recorded programs may not be altered from their original content. Off-

air recordings may not be physically or electronically combined or merged to constitute teaching anthologies or compilations. All 

copies of off-air recordings must include the copyright notice on the broadcast program as recorded. 

 

Videos may only be rented for classroom use from agencies or companies which allow for such use. Many retail video rental stores 

have strict license agreements prohibiting use with large, non-home audiences. These restrictions may also apply to the use of 

videos purchased for home use. Staff is expected to review and honor these agreements. 

 

If a video is labeled as being “for home use” (usually on the front panel of the cassette) the teacher must secure in writing 

permission from the copyright holder to show the video in a classroom. Permission may be obtained from the district copyright 

compliance officer. 

 

Authorized Reproduction and Use of Copyrighted Computer Software and CD-ROM Products 

Schools have a valid need for high quality software at reasonable prices. To assure a fair return to the authors of software 

programs, the school district shall comply with the copyright laws and any usage agreements that are applicable to the acquisition 

of software programs. 

 

To the end, the following guidelines shall be in effect: 

 

A.   All copyright laws and license agreements between the vendor and the district shall be observed; 

 

B.   Staff members shall take reasonable precautions to prevent copying or the use of unauthorized copies 

      on school equipment, to avoid the installation of privately purchased software on school equipment and 

      to avoid the use of single copy software or CD-ROM products across a network with multiple users 

      unless such use is permitted by the applicable license agreement; 

 

C.   A back-up copy shall be purchased for use as a replacement when a program is lost or damaged. If the 

      vendor is not able to supply such, the district shall make a back-up program in accordance with the 

      terms of the applicable license agreement or 17 U.S. C. and 117 and attest that the program will be used 

      for replacement purposes only; 

 

D.   The Superintendent is authorized to sign a software license agreement on behalf of the school. A copy 

       of said agreement shall be retained by the Superintendent. 

 

 

Copy Limitations 

Circumstances will arise when staff is uncertain whether or not copying is prohibited. In those circumstances, the Superintendent 

or designated copyright compliance officer should be contacted. The following prohibitions have been expressly stated in 

guidelines agreed to by representatives of educators and authors/publishers: 

 

A.   Reproduction of copyrighted material shall not be used to create or substitute for anthologies, 

       compilations or collective works. 

B.   Unless expressly permitted by agreement with the publisher and authorized by district action, there 

       shall be no copying from copyrighted consumable materials such as workbooks, exercises, test 

       booklets, answer sheets and the like. 
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C.   Staff shall not: 

         1.   Use copies to substitute for the purchase of books, periodicals, music recordings, computer 

               software or other copyrighted material except as permitted by district procedure; 

         2.   Copy or use the same item from term to term without the copyright owner’s permission. 

         3.   Copy or use more than nine instances of multiple copying of protected material for one course in 

               any one term; 

         4.   Copy or use more than one short work or two excerpts from works of the same author in any one 

               term; or 

         5.   Copy or use protected material without including the notice of copyright present in the original 

               work and the following is a satisfactory notice: NOTICE: THIS MATERIAL MAY BE 

               PROTECTED BY COPYRIGHT LAW. 

 

Volunteer Policy  (See Board of Education Policy) 

 

Grant Writing Policy (P) 

I. Goal 

It is the goal of the Board of Education to fund proposed education activities as well as enhancing existing education programs 

through grant activities. The success of any grant is dependent on its support from the entire organization. 

 

II. Grant Selection 

It is essential that all grant proposals shall pass through the chain of command, seeking input at each level. The success of the 

grants execution will ultimately be the responsibility of the supervising administrator. 

Grant activity supporting existing education curricula can be approved by the Superintendent/CEO, providing the Board 

Chairperson has been informed. Grant activity supporting new curricular activities needs to be presented to the Board for review 

and approval prior to submittal. 

 

Due to the personnel costs in the district, the Board of Education requires the grant be presented to the Board prior to submittal if 

additional paid personnel are required for sustaining the grant. 

 

III. Grant Writing 

Compensation for grant writing is the direct decision of the Board. 

 

Any individual(s) or a group may write a grant for the District. 

 

Submission of all grants to the granting agency is the responsibility of the Superintendent/CEO. 

 

Compensation may include professional development for existing faculty and staff. 

 

The faculty or aides are not allowed to use classroom time to write grants. Leave will not be granted to write or research grants. 

 

IV. General Guidelines 

Wages under the grant should be compatible with the District’s pay schedules. 

 

Technology acquired should be compatible with the current information system. 

 

All grants will be presented to the full Board. 

 

School equipment is available for research and authoring of grants. 

 

It is strongly recommended that the advice of the Business Manager be sought with regards to the grant budget, financial reporting 

requirements and the constraints in expending the funds. (Adopted January 8, 1996) 
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White River School District Property Check-In/Out and Annual Maintenance Evaluation (P) ______ 

 

 

Move in date: _______________________ 

 

Property: ___________________________  Tenant(s): __________________________________ 

 

                                                  ITEM                                  OK                     IF NOT, PLEASE EXPLAIN 

KITCHEN____________________________________________________________________________  

Range (top)  ___________________________________________________________________________  

Range (inside)__________________________________________________________________________ 

Hood Filter  ___________________________________________________________________________ 

Refrigerator ___________________________________________________________________________ 

Freezer _______________________________________________________________________________ 

Counter Tops __________________________________________________________________________ 

Sink and Faucets _______________________________________________________________________ 

Under Sink ____________________________________________________________________________ 

Cupboards _____________________________________________________________________________ 

Drawers _______________________________________________________________________________ 

Kitchen Walls __________________________________________________________________________ 

Kitchen Floors _________________________________________________________________________ 

Other _________________________________________________________________________________    

 

                                                  ITEM                                  OK                     IF NOT, PLEASE EXPLAIN 

BATHROOM__________________________________________________________________________ 

Bathtub(s) _____________________________________________________________________________ 

Bathroom Tiles _________________________________________________________________________ 

Toilet(s) _______________________________________________________________________________ 

Bathroom Sink(s)________________________________________________________________________ 

Bathroom Counter(s)_____________________________________________________________________ 

Bathroom Floor(s)______________________________________________________________________ 

Medicine Cabinet(s)_____________________________________________________________________ 

Mirror(s)______________________________________________________________________________ 

Other_________________________________________________________________________________ 

 

                                                  ITEM                                  OK                     IF NOT, PLEASE EXPLAIN 

GENERAL:___________________________________________________________________________ 

Front Screen Door______________________________________________________________________ 

Front Door_____________________________________________________________________________ 

Back Screen Door_______________________________________________________________________ 

Closet Door(s)__________________________________________________________________________ 

Room Doors ___________________________________________________________________________ 

Carpet(s) Vacuumed_____________________________________________________________________ 

Carpet(s) Spots _________________________________________________________________________ 

Floors_________________________________________________________________________________ 

Walls _________________________________________________________________________________ 

Woodwork ____________________________________________________________________________ 

Ceilings _______________________________________________________________________________ 

Paint Interior ___________________________________________________________________________ 

Windows______________________________________________________________________________ 

Screens________________________________________________________________________________ 

Window Coverings______________________________________________________________________ 

Light Fixtures __________________________________________________________________________ 

Bulbs _________________________________________________________________________________ 

Electrical ______________________________________________________________________________ 

Security-Locks/Keys _____________________________________________________________________ 

Furnace _______________________________________________________________________________ 

Air Conditioner _________________________________________________________________________ 

Water Heater ___________________________________________________________________________ 

Water Softener  _________________________________________________________________________ 

Clothes Washer _________________________________________________________________________ 

Clothes Dryer __________________________________________________________________________ 
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Fireplace ______________________________________________________________________________ 

Other _________________________________________________________________________________ 

 

EXTERIOR___________________________________________________________________________ 

Paint Exterior___________________________________________________________________________ 

Entry Ways (porches) ____________________________________________________________________ 

Steps _________________________________________________________________________________ 

Roof  _________________________________________________________________________________ 

Foundation ____________________________________________________________________________ 

Siding ________________________________________________________________________________ 

Fireplace ______________________________________________________________________________ 

Exterior Faucet(s) _______________________________________________________________________ 

Guttering ______________________________________________________________________________ 

Other__________________________________________________________________________________ 

 

                                                  ITEM                                  OK                     IF NOT, PLEASE EXPLAIN 

OUT BUILDINGS:_____________________________________________________________________ 

Paint__________________________________________________________________________________ 

Siding_________________________________________________________________________________ 

Foundation_____________________________________________________________________________ 

Electrical______________________________________________________________________________ 

Other_________________________________________________________________________________ 

 

Please use extra sheet of paper if necessary. 

 

 

Signed: 

 

 

 

____________________________________________ ___________________________________ 

White River School District Representative                                 Tenants 

 

 

Today’s Date _________________________________ ____________________________________ 

                                                                                                                                   Tenants 
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White River School District 47-1 

CLEANING CHARGES 

For District Owned Residence 

 

The Cleaning damage charges are as follow: Regard only items applicable to your dwelling. 

25.00     Clean stove and oven, including drop pans, hood, exhaust fan, bottom drawer or exterior. 

20.00     Clean and defrost the refrigerator. 

20.00     Clean and wipe off shelves, cupboards and drawers in the kitchen. 

10.00     Clean the kitchen sink and fixtures. 

20.00     Clean bathroom floor and fixtures. 

25.00     Vacuum carpet in all rooms. 

10.00     Wash tile floors. 

10.00     Sweep rooms or storage spaces. 

10.00     Wipe and dust woodwork. 

50.00     Minimum will be charged to repair damaged carpets. This includes holes, stains and odors. Normal 

              wear patterns are acceptable. 

  1.00     Replacement - each light bulb. 

10.00     Clean windows and tracks. 

10.00     To remove any trash. 

____      Damage to fixtures, appliances, woodwork, doors, windows, screens, fireplaces, etc., will be 

              assessed at the replacement or repair cost. 

 

Name     Date 

ADDR 

ADDR 

 

Dear Resident(s): 

 

We have received your notice to vacate the premises on or before ________________________________. 

In order for us to release your last check, you must accomplish the following: 

1.     Clean the residence in a matter consistent with the cleaning charges. 

2.     Schedule a final walk-through at least one day prior to vacating the premises. 

3.     At the time for the final walk-through be prepared to turn over the keys and your new address for your 

        final check. 

4.     It is our goal to release your final check completely. Therefore, please follow the steps outlined above. 

 

BEST WISHES 

THE WHITE RIVER SCHOOL DISTRICT 

 

White River School District 47-1 

Occupancy Policy Agreement 

 

This agreement is made between ________________________Business Manager for White River School District (Owner) and 

______________________________ (Resident). 

 

1.     Owner hereby grants occupancy to Resident(s) consistent with the employment contract or paragraph 

        one of the provisions for rural school stipends and Resident receives occupancy from Owner 

        consistent with the employment contract or paragraph one of the provisions for rural school stipends, 

        the dwelling at ___________________ including the following personal property stove/refrigerator 

        for the length of employment. 

2.     Utilities are the responsibility of the Resident. 

3.     Early termination of agreement may occur with a thirty day written notification from the Resident to 

        the Owner or from the Owner to the Resident. 

4.     Resident(s) shall not assign or subject premises, or give accommodations to any roomers; inconsistent 

        with those listed below: 

        __________________________________________________________________________________ 

 

5.     Resident(s) will comply with all district policy while occupying the premises.  Resident(s) have an expectation 

        of individual privacy as it pertains to certain district policies.  Smoking is not allowed inside of district owned housing. 

6.     Resident(s), by execution of this agreement has inspected and finds the premises as described above as 

        meeting with Resident(s) approval and acceptance. 

7.     Resident(s) agrees to conduct an annual maintenance evaluation with the owner. Owner agrees to 
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        conduct an annual maintenance evaluation with the Resident(s). Deficiencies must be corrected by the 

        following evaluation. 

8.     Owner shall use diligence to give possession to Resident(s) as nearly as possible at the beginning of  

        this agreement, and the Owner shall not be liable for any loss or any kind whatsoever which the 

        Resident(s) may sustain. 

9.     Resident(s) agrees, no alterations, additions, decoration or improvements shall be made without prior 

        written permission of the owner. 

10.   Resident(s) must notify the Owner in writing on the appropriate form of any deficiencies that may 

        occur during occupancy. 

11.   Resident(s) should acquire a renter’s policy, if the Resident(s) requires insurance against damages due 

        to liability to invitees, theft and damages due to an act of nature. 

12.   Owner shall keep all common areas of the premises in a clean safe condition. 

13.   Owner may, with reasonable notice, adopt rules and regulations regarding the Resident(s) occupancy  

        and use of the premises. The Resident(s) acknowledges that the Owner may, with reasonable notice, 

        adopt rules and regulations regarding the Resident(s) occupancy and use of the premises. 

14.   Upon termination of this agreement by either party, a check out evaluation is required. The Owner will 

        notify the Resident(s) in writing of the procedure for vacating the premises. 

 

 

 

The Parties have executed this agreement this __________ day of ______________________, _________. 

 

_____________________________________    _______________________________________________ 

Tenant                                                                   White River School District Representative 

 

_____________________________________ 

Tenant 
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WHITE RIVER SCHOOL DISTRICT TOBACCO POLICY (P) 

 

The White River School District recognizes its duty to promote the health and safety of students, staff and citizens on district 

property and during school-sponsored activities.  In accordance with this responsibility, it is the intent of the School Board to 

establish a tobacco-free school environment that demonstrates a commitment to helping students resist tobacco use and that 

emphasizes the importance of role modeling.   

 

The use, possession, or promotion of tobacco on school property or during school-sponsored activities is prohibited.  This policy 

shall be in effect at all times, 24 hours a day, 365 days a year, and shall apply to all students, employees and visitors.   

 

For the purposes of this policy:  

1.  “Tobacco” means any substance or item, in any form, containing tobacco; 

2. “School property” means all district-owned, rented or leased buildings, grounds and vehicles; 

3. “School-sponsored activity” means any planned, organized, endorsed, or supervised activity involving district students or 

staff that occurs either before, during or after regular school hours; 

4. “Promotion” means the use or display of tobacco-related clothing, bags, lighters, or other material that is designed to 

encourage the acceptance or use of tobacco.   

 

Students found to be in violation of this policy will be subject to the following disciplinary action as stated in the student handbook 

under “Violations”. 

 

Legal References:  SDCL 13-8-39 – Management of schools by board – General powers 

 

Staff found to be in violation of this policy may be provided with tobacco cessation information and will be encouraged to 

participate in a tobacco cessation program.  Employees found to repeatedly violate this policy shall be subject to disciplinary 

action pursuant to district policy.   

 

Visitors who are observed to be in violation of this policy shall be asked to refrain from the behavior.  Repeated violations of this 

policy will be handled on a case-by-case basis by an authorized district official and may result in a directive to leave school 

property. 

 

Legal Reference:  SDCL 22-36-2 – Smoking in public place or place of employment prohibited 

 

 The administration will treat the use possession or promotion of all forms of nicotine-containing products or nicotine delivery 

devices, which may or may not include actual tobacco, as a violation of this policy, provided the product or device is not part of an 

individual’s cessation program.   

 

To promote compliance with this policy, students, staff and the public shall be notified of the school district’s tobacco-free schools 

policies and regulations.  Notification procedures shall include, but are not limited to: 

 

1.  Summaries of this policy and relevant regulations shall be placed in the student and staff handbooks; 

2. Sufficient signage shall be placed in appropriate locations throughout the district’s buildings and grounds; 

3. Attempts will be made to include notification of the school’s policy on event programs and similar documents that are 

often viewed by visitors; and 

4. When appropriate, announcements about the school’s policy will be made prior to or during school events. 

 

Adopted:  July 2011 
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SCHOOL POLICY ON SEXUAL HARASSMENT 

I. THE POLICY 

A. It is the policy of the White River Area Schools to maintain a learning and working environment that is free from 

sexual harassment. 

 

B. It shall be a violation of this policy for any member of the White River Area Schools staff to harass another staff 

member or student through conduct or communications of a sexual nature as defined in Section II.  It shall also be a 

violation of this policy for students to harass other students of staff members through conduct or communications of a 

sexual nature as defined in Section II 

 
II.   DEFINITION 

A. Sexual harassment shall consist of unwelcome sexual advances, requests for sexual favors, and other inappropriate 

verbal or physical conduct of a sexual nature when made by any member of the school staff to another staff member 

or when made by any student to another student or staff member when: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 

employment or education, or when: 

2. Submission to or rejection of such conduct by an individual is used as the basis for academic or employment 

decisions affecting that individual, or when: 

3. Such conduct has the purpose or effect of substantially interfering with an individual’s academic or professional 

performance or creating an intimidating, hostile, or offensive employment or education environment. 

B. Sexual harassment, as set forth in Section II-A, may include, but is not limited to the following: 

- verbal harassment or abuse 

- pressure for sexual activity 

- repeated remarks to a person, with sexual or demeaning implications 

- unwelcome touching 

- suggestions or demanding sexual involvement accompanied by implied or explicit threats concerning one’s 

grades, job, etc. 

 
III. PROCEDURES 

A. Any person who alleges sexual harassment by any staff member or student in the school district shall complain 

directly to any teacher, to the principal, or to the Superintendent.  All complaints, in any case, shall be reported 

immediately to the Superintendent.  The Superintendent or his designee shall immediately conduct an investigation of 

the alleged misconduct.  Filing of a grievance or otherwise alleging sexual harassment will not reflect upon the 

reporting individual’s status nor will it affect future employment, grades, or work assignments. 

B. The right to confidentiality, both of the complainant and of the accused, will be respected consistent with the school 

district’s legal obligations, and with the necessity to investigate allegations of misconduct and to take corrective 

action when this conduct has occurred. 

C. State and federal law and school policy prohibit retaliating against a student or other person who complains about 

harassment or against students or others who cooperate in a school investigation of sexual harassment. 

 

IV. SANCTIONS 

A. A substantiated charge against a staff member in the school district shall subject that such staff member to 

disciplinary action, including discharge. 

 

B. A substantiated charge against a student in the school district shall subject that student to student disciplinary action 

including suspension or expulsion, consistent with the student discipline code. 

 
V. NOTIFICATIONS 

Notice of this policy will be circulated to all schools and departments of the White River Area Schools on an annual basis 

and incorporated in teacher and student handbooks.  It will also be distributed to all organizations in the community 

having cooperative agreements with the public schools.  Failure to comply with this policy may result in termination of 

the cooperative agreement.  Training sessions on this policy and the prevention of sexual harassment shall be held for 

teachers and students in all schools on an annual basis. 
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SEXUAL HARASSMENT REPORT FORM 

White River School District 47-1 

 

General Statement of Policy Prohibiting Sexual Harassment 

 
The White River School District 47-1 maintains a firm policy prohibiting all forms of discrimination bases on sex.  Sexual 

harassment against students or employees is sex discrimination.  All persons are to be treated with respect and dignity.  Sexual 

advances or other forms of personal harassment by any person, male or female, which create an intimidating, hostile or offensive 

environment will not be tolerated under any circumstances. 

 

Name of Person Complaining______________________________________________________ 

 

Home Address__________________________________________________________________ 

 

Work/School Address____________________________________________________________ 

 

Home Phone_______________________Work Phone__________________________________ 

 

Date of Alleged incident(s)________________________________________________________ 

 

Name of person you believed sexually harassed you____________________________________ 

 

______________________________________________________________________________ 

 

List of any witnesses that were present_______________________________________________ 

 

______________________________________________________________________________ 

 

Where did the incident(s) occur?____________________________________________________ 

 

______________________________________________________________________________ 

 

Describe the incident(s) as clearly as possible, including such things as; what force, if any, was used; any verbal statement (i.e., 

threats, request, demands, etc.); what, if any physical contact was involved; what did you do to avoid the situation, etc.  (Attach 

additional pages if necessary.) 

 

_________________________________________________________________________________________________________ 

 

_________________________________________________________________________________________________________ 

 

_________________________________________________________________________________________________________ 

 

_________________________________________________________________________________________________________ 

 

 

This complaint is filed based on my honest belief that___________________________________ 

has sexually harassed me.  I hereby certify that the information I have provided in this complaint is true, correct, and complete to 

the best of my knowledge and belief. 

 

__________________________________________________  __________________ 

Signature of Person who is Complaining     Date 

         

__________________________________________________  __________________ 

Received by        Date 
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NOTICE OF NON-DISCRIMINATION POLICY - GRIEVANCE PROCEDURE 

    Title IX Coordinator – Superintendent Thomas Cameron 
The White River School District does not discriminate in its educational programs, policies, and practices, or in its educational 

programs or activities on the basis of race, color, creed, religion, age, gender, disability, national origin, or ancestry.  Annually, the 

policy will be published in the school designated official newspaper, and will be disseminated annually in all handbooks used in 

the district.  This policy was developed in accordance with OCR’s March 10, 1994 Notice regarding racial harassment that was 

published in the Federal Register (59 Federal Register 11448). 

 

DEFINITION  
Harassment can include any unwelcome verbal, written or physical conduct, which offends, denigrated, or belittles any individual 

because of any of the characteristics described above.   

 

EXAMPLES 
Examples of specific types of prohibited harassment are as follows: 

 Racial and color harassment 

 Religious (Creed) harassment 

 National origin harassment 

 Marital status harassment 

 Disability harassment 

 

Such conduct includes, but is not limited to unsolicited derogatory remarks, jokes, demeaning comments or behavior, slurs, 

mimicking, name calling, graffiti, innuendo, gestures, physical contact, stalking, threatening, bullying, extorting or the display or 

circulation of written materials or pictures.  The school district will take disciplinary action for unacceptable behavior that occurs 

which may include suspension or expulsion.  If an employee (administrator, faculty, or staff member) receives a report of 

harassment, the district will immediately investigate the matter and take disciplinary action where appropriate.  The district will 

maintain confidentiality of the complainant.  Retaliation against persons who file a complaint of discrimination, including racial or 

sexual harassment, or persons who participate in related proceedings is prohibited.   

 

If an individual believes that he/she has been the victim of a discriminatory act in the White River School District, the following 

procedure has been adopted by the School Board to resolve all grievances at the lowest possible levels. REFERENCE:  Thomas 

Cameron, Superintendent at PO BOX 273 White River, SD 57579, or (605) 259-3135 or to the Regional Director, U. S. 

Department of Education, Office for Civil Rights, 8930 Ward Parkway, Suite 2037, Kansas City, MO  64114-3302.  Phone: (816) 

268-0550 (Voice), 1-877-521-2172 TDD.  E-mail: OCR.KansasCity@ed.gov 

 
NON-DISCRIMINATION GRIEVANCE AND TIMELINE PROCEDURE FOR STUDENTS AND PARENTS 

 
Step 1: Contact the Superintendent immediately since he/she is the coordinator and shall be responsible for explaining 

the entire grievance procedure to the complainant.  In the event that a complaint is filed involving the 

coordinator, the Board of Education Chair shall appoint another coordinator. 

    

Step 2: The aggrieved person may file a written complaint containing   information about the alleged discrimination, the 

time that  it occurred, the person apparently responsible for the discrimination, and whether or not it is a 

continuing form of discrimination.  This written complaint shall be filed within thirty (30) calendar days of a 

specific incident of discrimination.  The complaint shall be filed with the Title coordinator for the White River 

School District. 

       

Step 3: The coordinator shall attempt to conciliate the complaint with the immediate supervisor or other person 

apparently responsible for discrimination. The coordinator shall keep a written record of investigations, attempts 

at conciliation, and final disposition.  This shall be concluded within thirty (30) days of the filing of the 

complaint.   

    

Step 4 If the complainant remains unsatisfied, he/she may appeal through a signed written statement to the Board of 

Education within five (5) business days of his/her receipt of the coordinator’s response.   

 

Step 5 In an attempt to resolve the complaint, the Board of Education shall meet with the concerned parties and their 

representatives within thirty (30) business days of the receipt of such an appeal.  A copy of the Board’s 

disposition of the appeal shall be sent to each concerned party within five (5) business days of this meeting. 
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REPORT FORM FOR REPORTS OR COMPLAINTS OF RACE, COLOR, CREED, RELIGION, 

AGE, GENDER, DISABILITY, NATIONAL ORIGIN, OR ANCESTRY 

 
Complainant ___________________________________________________________________________________________ 

 

Home Address _________________________________________________________________________________________ 

 

Work Addres___________________________________________________________________________________________ 

 

Home Phone ______________________________________  Work Phone _________________________________________ 

 

Date of alleged incident(s) ________________________________________________________________________________ 

 

 

Did the incident(s) involve:  (check all that apply) 

 

_____ age harassment   _____ sexual harassment   _____ racial harassment  _____ religious discrimination  

  

_____ discrimination because of national origin  _____discrimination because of disability _____ gender discrimination  

 

Name of person you believed harassed/discriminated you or another person: ________________________________________ 

 

If the alleged harassment/discrimination was toward another person, identify that other person __________________________ 

 

Describe the incident as clearly as possible, including such things as what force, if any, was used, any verbal statements (i.e. 

threats, requests, demands, etc.), what, if any, physical contact was involved.  Attach additional pages as necessary. 

 

______________________________________________________________________________________________________ 

 

______________________________________________________________________________________________________ 

 

______________________________________________________________________________________________________ 

 

______________________________________________________________________________________________________ 

 

When and where did the incident(s) occur? ___________________________________________________________________ 

 

List any witnesses who were present ________________________________________________________________________ 

 

I hereby certify that the information I have provided in this complaint is true, correct, and complete to the best of my knowledge. 

 

_________________________________________ 

(complainant’s signature) 

 

_________________________________________ 

(date) 

 

_________________________________________ 

(received by) 

 

_________________________________________ 

(date) 
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ANNUAL ASBESTOS NOTIFICATION TO PARENTS, STUDENTS, AND 

EMPLOYEES OF THE WHITE RIVER SCHOOL DISTRICT 

 

 

(Required by the Asbestos-Containing Materials in Schools Rule, ss 763.85@ and 763.93(g)(4)) 

 

 

Asbestos is a naturally-occurring fibrous mineral which, until about 1980, was commonly used in building construction.  Examples 

of asbestos-containing building material (ACBM) are vinyl floor tile, sprayed-on acoustical ceiling material, pipe and boiler 

insulation, and roofing felt.  As ACBM deteriorates over time, or is disturbed by maintenance, renovation, or demolition activities, 

it may become friable, i.e., it is capable of being reduced to powder by hand pressure.  When ACBM becomes friable, asbestos 

fibers are released into the air.  Inhalation of these airborne, microscopic asbestos fibers has been proven to cause such fatal 

diseases as lung cancer, mesothelioma and asbestosis.  Uncontrolled asbestos contamination in buildings has been, and remains, a 

significant environmental and public health issue.  In 1986, Congress enacted the Asbestos Hazard Emergency Response Act 

(AHERA) to require public and private, secondary and elementary school to identify ACBM in their school buildings and take 

appropriate actions to control the release of asbestos fibers.  In 1987, the US Environmental Protection Agency finalized a 

regulatory program which enforces AHERA mandate.  These regulations are incorporated within the Asbestos-Containing 

Materials in Schools Rule (40 C.F.R. Part 763, Subpart E). 

 

In compliance with the Asbestos-Containing Materials in Schools Rule, the White River School District had its school buildings 

inspected by an asbestos inspector, accredited by the State of SD.  During that inspection, areas of suspect ACBM were identified.  

The type, condition, and location of this ACBM were noted.  Samples were taken of some or all the suspect ACBM.  Laboratory 

analysis of these samples confirmed the presence or absence of ACBM.  Suspect ACBM not sampled and analyzed were assumed 

to contain asbestos.  Confirmed and/or assumed ACBM currently remain in certain locations in our school buildings. 

 

Upon confirmation of the presence of ACBM, an Asbestos Management Plan was developed for each of the school buildings in 

the School by an asbestos management planner, accredited by the State of SD.  The Asbestos Management Plan includes a 

description of the measures currently being taken to ensure that the ACBM remaining in our school buildings is maintained in a 

condition that will not pose a threat to the health of our students and employees.  This plan describes past response actions taken to 

abate ACBM, as well as response actions planned for the future.  The Asbestos Management Plan provides information on the 

periodic monitoring of the condition of ACBM remaining in our school buildings through triennial reinspections, conducted by 

accredited asbestos inspectors, and through semiannual surveillance, conducted by trained school maintenance staff. 

 

In compliance with the regulation, the Management Plan has just been updated to reflect the current status of all asbestos 

containing materials in the District.  There are no other plans which will disturb any remaining ACBM during the upcoming year. 

 

A copy of the Asbestos Management Plan is available for your review in the School Administration Office and the Norris 

Principal’s Office during regular office hours.  Gary Snow of Gary Snow & Associates, Inc. of Pierre, SD is the designated 

Asbestos Program Coordinator for the School.  Please direct all inquiries regarding the Asbestos Management Plan to him at 

telephone (605) 224-1964. 
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White River School District Formal Walk-Through Form 
NAME:                                                   OBSERVER:                             

DATE:                                                    SUBJECT: 

TIME:                      LENGTH:                FOCUS: 

GRADE:                 WALK-THROUGH   1   2   3   4   _____ 
CONTINUING CONTRACT _____    NON-CONTINUING CONTRACT _____ 
_____ 

 

Domain 1 Planning and Preparation 
Component: 1C Setting and Instructional Outcomes 

• Lesson Plans aligned to Common Core State Standards 

• Instructional outcomes are listed on the board prior to class instruction 

• Instructional outcomes reflect higher level learning (See Webb Leveling).  

• Instructional outcomes are suitable for most students in the classroom. 

• Instructional outcomes are stated as goals and can be assessed. 

• Instructional outcome are clear and written in the form of student learning. 
Students understand the language of the objective. 

EVALUATOR SUMMARY 
 
 
 

Domain 2 The Classroom Environment 
Component: 2B Establish a Culture for learning-observed during classroom observation 

• Students are actively engaged and care about what they are doing (not 
appearing to go through the motions). 

• Teacher encourages high level thinking/has high expectations. 

• Classroom displays student work. 

• Classroom has visual aids that enhance the learning process. 

• Students demonstrate pride in their work. 

• Students accept the teacher’s insistence on work of high quality and demonstrate 
pride in that work. 

EVALUATOR SUMMARY 
 
 

Domain 3 Instruction 
Component: 3B Using questioning and discussion techniques 

 

• All questioning/discussion activities are at a high level and consistent with 
the learning objectives of the lesson/unit. 

• Instructional materials (technology/handouts/speakers, etc) are used 
effectively to promote effective questioning/discussion. 

• All students take an active role in the questioning/discussion. 

• Adequate time is provided for students to respond. 

• Teachers allow students to lead discussion. 
 

EVALUATOR SUMMARY 
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Component: 3C Engaging students in learning-To be observed during classroom 
observation 

• In-class activities are challenging. 

• Homework is challenging. 

• Class is paced well. 

• Students are grouped effectively. 

• Students are on a meaningful task bell-to-bell. 

• Students take an active role in their learning. 

• Most activities and assignments are appropriate to students. 

EVALUATOR SUMMARY 
 
 
 
 
 

Component: 3D Using assessments in instruction 

• Students are aware of criteria and performance standards by which their work 
will be evaluated. 

• Examples of pre-test/post test. 

• Examples of formative/summative assessments. 

• Teachers feedback to students is timely and of quality. 

• Examples of rubrics. 

• Students assess and monitor the quality of their own work against assessment 
criteria. 

EVALUATOR SUMMARY 
 
 
 
 
 

Domain 4  Professional Responsibilities 
Component: 4B Maintaining accurate records 

• Gradebook maintained. 

• System for maintaining student progress. 

• Non-instructional activities records (book assignments, lunch count, attendance) 

• Student assessment data organized. 

EVALUATOR SUMMARY 
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Administrator’s Signature______________________ Date_____________ 
 
 
Teacher’s Comments: ___________________________________________________ 
 

 

 

 

 

 
 
 
Teacher’s Signature_________________________________ Date_________________ 
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White River School District Pre-Conference Form 
NAME:                                                   OBSERVER:                             

DATE:                                                    SUBJECT: 

TIME:                                                     FOCUS: 

GRADE:                 OBSERVATION   1   2  _____    
CONTINUING CONTRACT _____       NON-CONTINUING CONTRACT _____ 

 

Domain 1 Planning and Preparation 
Component: 1C Setting and Instructional Outcomes 

• Lesson Plans aligned to Common Core State Standards 

• Instructional outcomes are listed on the board prior to class instruction 

• Instructional outcomes reflect higher level learning (See Webb Leveling).  

• Instructional outcomes are suitable for most students in the classroom. 

• Instructional outcomes are stated as goals and can be assessed. 

• Instructional outcome are clear and written in the form of student learning. 
Students understand the language of the objective. 

TEACHER PLAN 
 
 
 

Domain 2 The Classroom Environment 
Component: 2B Establish a Culture for learning-observed during classroom observation 

• Students are actively engaged and care about what they are doing (not 
appearing to go through the motions). 

• Teacher encourages high level thinking/has high expectations. 

• Classroom displays student work. 

• Classroom has visual aids that enhance the learning process. 

• Students demonstrate pride in their work. 

• Students accept the teacher’s insistence on work of high quality and demonstrate 
pride in that work. 

TEACHER PLAN 
 
 

Domain 3 Instruction 
Component: 3B Using questioning and discussion techniques 

 

• All questioning/discussion activities are at a high level and consistent with 
the learning objectives of the lesson/unit. 

• Instructional materials (technology/handouts/speakers, etc) are used 
effectively to promote effective questioning/discussion. 

• All students take an active role in the questioning/discussion. 

• Adequate time is provided for students to respond. 

• Teachers allow students to lead discussion. 
 

TEACHER PLAN 
 
 
 

Component: 3C Engaging students in learning-To be observed during classroom 
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observation 

• In-class activities are challenging. 

• Homework is challenging. 

• Class is paced well. 

• Students are grouped effectively. 

• Students are on a meaningful task bell-to-bell. 

• Students take an active role in their learning. 

• Most activities and assignments are appropriate to students. 

TEACHER PLAN 
 
 
 
 
 

Component: 3D Using assessments in instruction 

• Students are aware of criteria and performance standards by which their work 
will be evaluated. 

• Examples of pre-test/post test. 

• Examples of formative/summative assessments. 

• Teachers feedback to students is timely and of quality. 

• Examples of rubrics. 

• Students assess and monitor the quality of their own work against assessment 
criteria. 

TEACHER PLAN 
 
 
 
 
 

Domain 4  Professional Responsibilities 
Component: 4B Maintaining accurate records 

• Gradebook maintained. 

• System for maintaining student progress. 

• Non-instructional activities records (book assignments, lunch count, attendance) 

• Student assessment data organized. 

TEACHER PLAN 
 
 
 
 
 
 

 
Administrator’s Signature____________________________   Date_________________ 
 
 
Teacher’s Signature________________________________   Date_________________ 
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White River School District Observation Form 
NAME:                                                   OBSERVER:                             

DATE:                                                    SUBJECT: 

TIME:                      LENGTH:                FOCUS: 

GRADE:                 OBSERVATION:   1   2  _____    
CONTINUING CONTRACT _____     NON-CONTINUING CONTRACT _____ 

 

Domain 1 Planning and Preparation 
Component: 1C Setting and Instructional Outcomes 

• Lesson Plans aligned to Common Core State Standards 

• Instructional outcomes are listed on the board prior to class instruction 

• Instructional outcomes reflect higher level learning (See Webb Leveling).  

• Instructional outcomes are suitable for most students in the classroom. 

• Instructional outcomes are stated as goals and can be assessed. 

• Instructional outcome are clear and written in the form of student learning. 
Students understand the language of the objective. 

EVALUATOR SUMMARY 
 
 
 

Domain 2 The Classroom Environment 
Component: 2B Establish a Culture for learning-observed during classroom observation 

• Students are actively engaged and care about what they are doing (not 
appearing to go through the motions). 

• Teacher encourages high level thinking/has high expectations. 

• Classroom displays student work. 

• Classroom has visual aids that enhance the learning process. 

• Students demonstrate pride in their work. 

• Students accept the teacher’s insistence on work of high quality and demonstrate 
pride in that work. 

EVALUATOR SUMMARY 
 
 
 

Domain 3 Instruction 
Component: 3B Using questioning and discussion techniques 

 

• All questioning/discussion activities are at a high level and consistent with 
the learning objectives of the lesson/unit. 

• Instructional materials (technology/handouts/speakers, etc) are used 
effectively to promote effective questioning/discussion. 

• All students take an active role in the questioning/discussion. 

• Adequate time is provided for students to respond. 

• Teachers allow students to lead discussion. 
 

EVALUATOR SUMMARY 
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Component: 3C Engaging students in learning-To be observed during classroom 
observation 

• In-class activities are challenging. 

• Homework is challenging. 

• Class is paced well. 

• Students are grouped effectively. 

• Students are on a meaningful task bell-to-bell. 

• Students take an active role in their learning. 

• Most activities and assignments are appropriate to students. 

EVALUATOR SUMMARY 
 
 
 

Component: 3D Using assessments in instruction 

• Students are aware of criteria and performance standards by which their work 
will be evaluated. 

• Examples of pre-test/post test. 

• Examples of formative/summative assessments. 

• Teachers feedback to students is timely and of quality. 

• Examples of rubrics. 

• Students assess and monitor the quality of their own work against assessment 
criteria. 

EVALUATOR SUMMARY 
 
 

Domain 4  Professional Responsibilities 
Component: 4B Maintaining accurate records 

• Gradebook maintained. 

• System for maintaining student progress. 

• Non-instructional activities records (book assignments, lunch count, attendance) 

• Student assessment data organized. 

EVALUATOR SUMMARY 
 
 
 

 
Administrator’s Signature______________________ Date_____________ 
 
The signature of the employee shall not imply that the employee agrees with the evaluation, but 
merely indicates that the evaluation has been discussed. 
 
Teacher’s Comments: ___________________________________________________ 
 

 

 

 

 

 
Teacher’s Signature____________________________________ Date_________________ 
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White River School District 47-1 

Final Evaluation Instrument for Teachers 

 
Name of teacher_________________________ School Year ___________ 
 
Teaching Assignment(s)______________________________________________ 
 
Administrator________________________________  
1= UNSATISFACTORY   2=BASIC   3=PROFICIENT   4= DISTINGUISHED    N/R = Not Rated 

 1 2 3 4 N/R 
DOMAIN 1: Planning and Preparation  
1.  Knowledge of subject matter      
2. Planning and preparation      
3. Curriculum development      
4. Design of culturally-related units of instruction      
DOMAIN 2: The Classroom Environment 
 5. Giving first consideration to health, safety and well 

being of pupils 
     

6. Appearance of the classroom      
7. Creates a positive learning environment      
DOMAIN 3: Instruction  

8. Presentation of subject matter.       
9. Ability to interest pupils       
10. Appropriate teaching techniques      
11. Sensitivity to cultural differences      
12. Communication with pupils      
DOMAIN 4: Professional Responsibilities  
13. Carries out assignments      
14. Adheres to regulations      
15. Seeks administrative approval for major changes in 

plans and schedules, and adheres to approved 
schedules and plans 

     

16. Going through channels      
17. Accountability      
18. Helps with student-control regulations      
19. Presents professional neatness and appearance      
20. Dependability      
21. Punctuality      
22. Tact and discretion      
23. Cooperation      
24. Professional growth      
25. Professional attitudes      
26. Special education requirements      
27. Communication with staff      
28. Communication with parents      
29. Communication with administration      
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Walk Through Data and Formal Observation(s) Data 
 

Date  Time  Length  Follow-Up (verbal or written) 
 

1. _____  _____  _____   ______________________ 
2. _____  _____  _____   ______________________ 
3. _____  _____  _____   ______________________ 
4. _____  _____  _____   ______________________ 
5. _____  _____  _____   ______________________ 
6. _____  _____  _____   ______________________ 

 
Domain One (1):  Planning and Preparation 

Component Rating Comments 

1c Setting Instructional Outcomes   

 
1-Unsatisfactory 2-Basic 3-Proficient 4-Distinguished 

Instructional outcomes are 

unsuitable for students, represent 

trivial or low-level learning, or are 

stated only as activities. They do 

not permit viable methods of 

assessment. 

 

Instructional outcomes are of 

moderate rigor and are suitable for 

some students, but consist of a 

combination of activities and 

goals, some of which permit viable 

methods of assessment. They 

reflect more than one type of 

learning, but the teacher makes 

no attempt at coordination or 

integration. 

Instructional outcomes are stated 

as goals reflecting high-level 

learning and curriculum standards. 

They are suitable for most 

students in the class, represent 

different types of learning, and can 

be assessed. The outcomes 

reflect opportunities for 

coordination. 

 

Instructional outcomes are stated 

as goals that can be assessed, 

reflecting rigorous learning and 

curriculum standards. They 

represent different types of 

content, offer opportunities for 

both coordination and integration, 

and take account of the needs of 

individual students. 

Domain Two (2):  The Classroom Environment 

Component Rating Comments 

2b Establishing a Culture for Learning   

1-Unsatisfactory 2-Basic 3-Proficient 4-Distinguished 

The classroom environment 

conveys a negative culture for 

learning, characterized by low 

teacher commitment to the 

subject, low expectations for 

student achievement, and little or 

no student pride in work. 

 

The teacher’s attempt to 

create a culture for learning 

is partially successful, with 

little teacher commitment to 

the subject, modest 

expectations for student 

achievement, and little 

student pride in work. Both 

teacher and students 

appear to be only “going 

through the motions.” 

The classroom culture is 

characterized by high 

expectations for most students 

and genuine commitment to the 

subject by both teacher and 

students, with students 

demonstrating pride in their work. 

 

High levels of student energy 

and teacher passion for the 

subject create a culture for 

learning in which everyone 

shares a belief in the 

importance of the subject and 

all students hold themselves to 

high standards of 

performance—for example, by 

initiating improvements to their 

work. 

 
Domain Three (3):  Instruction 

Component Rating Comments 

3b Using Questioning and Discussion 
Techniques 

  

 

1-Unsatisfactory 2-Basic 3-Proficient 4-Distinguished 

The teacher’s questions are low-

level or inappropriate, eliciting 

limited student participation and 

recitation rather than discussion. 

 

Some of the teacher’s questions 

elicit a thoughtful response, but 

most are low-level, posed in rapid 

succession. The teacher’s 

attempts to engage all students in 

the discussion are only partially 

successful. 

 

Most of the teacher’s questions 

elicit a thoughtful response, and 

the teacher allows sufficient time 

for students to answer. All 

students participate in the 

discussion, with the teacher 

stepping aside when appropriate. 

 

Questions reflect high 

expectations and are culturally and 

developmentally appropriate. 

Students formulate many of the 

high-level questions and ensure 

that all voices are heard. 
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Component Rating Comments 

3c Engaging Students in Learning   

 
1-Unsatisfactory 2-Basic 3-Proficient 4-Distinguished 

Activities and assignments, 

materials, and groupings of 

students are inappropriate for the 

instructional outcomes or students’ 

cultures or levels of 

understanding, resulting in little 

intellectual engagement. The 

lesson has no structure or is 

poorly paced. 

 

Activities and assignments, 

materials, and groupings of 

students are partially appropriate 

for the instructional outcomes or 

students’ cultures or levels of 

understanding, resulting in 

moderate intellectual engagement. 

The lesson has a recognizable 

structure, but that structure is not 

fully maintained. 

Activities and assignments, 

materials, and groupings of 

students are fully appropriate for 

the instructional outcomes and 

students’ cultures and levels of 

understanding. All students are 

engaged in work of a high level of 

rigor. The lesson’s structure is 

coherent, with appropriate pace. 

 

Students, throughout the lesson, 

are highly intellectually engaged in 

significant learning and make 

material contributions to the 

activities, student groupings, and 

materials. The lesson is adapted 

as necessary to the needs of 

individuals, and the structure and 

pacing allow for student reflection 

and closure. 

 

Component Rating Comments 

3d Using Assessment in Instruction   

 
1-Unsatisfactory 2-Basic 3-Proficient 4-Distinguished 

Assessment is not used in 

instruction, either through 

monitoring of progress by the 

teacher or students, or through 

feedback to students. Students 

are unaware of the assessment 

criteria used to evaluate their 

work. 

Assessment is occasionally 

used in instruction, through 

some monitoring of progress of 

learning by the teacher and/or 

students. Feedback to students 

is uneven, and students are 

aware of only some of the 

assessment criteria used to 

evaluate their work. 

 

Assessment is regularly used in 

instruction, through self-

assessment by students, 

monitoring of progress of 

learning by the teacher and/or 

students, and high-quality 

feedback to students. Students 

are fully aware of the 

assessment criteria used to 

evaluate their work. 

Assessment is used in a 

sophisticated manner in 

instruction, through student 

involvement in establishing 

the assessment criteria, self-

assessment by students, 

monitoring of progress by 

both students and teachers, 

and high-quality feedback to 

students from a variety of 

sources. 

 
Domain Four (4):  Professional Responsibilities 

Component Rating Comments 

4b Maintaining Accurate Records   

 
1-Unsatisfactory 2-Basic 3-Proficient 4-Distinguished 
The teacher’s system for 

maintaining both instructional and 

non-instructional records are either 

nonexistent or in disarray, 

resulting in errors and confusion. 

The teacher’s system for 

maintaining both instructional and 

non-instructional records are 

rudimentary and only partially 

effective. 

The teacher’s system for 

maintaining both instructional and 

non-instructional records are 

accurate, efficient and effective. 

The teacher’s system for 

maintaining both instructional and 

non-instructional records are 

rudimentary and only partially 

effective, and students contribute 

to it’s maintenance. 

 
 

PROFESSIONAL PRACTICE SCORING RANGES   
The Professional Practice Score shall be calculated by taking the average score from the 
items above times 1 and the average of scores from observations times 3 and dividing he 
result by 4 =3.57                                

UNSATISFACTORY  BASIC  PROFICIENT  DISTINGUISHED  

1.00 – 1.49  1.50 to 2.49  2.50 to 3.49  3.50 – 4.00  
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 SUMMATIVE EVALUATION FORM  

Purpose: This summative evaluation form combines multiple measures of teacher performance to determine and 
document a teacher’s overall performance rating for the evaluation cycle. The summative rating is used to guide 
professional growth and improvement recommendations. The summative document is based upon information 
previously documented through the Professional Practice Rating Form and the Student Learning Objectives Process 
Guide.  

SUMMATIVE TEACHER PERFORMANCE AND NARRATIVE  

Directions: Using the scoring matrix below, classify overall teacher performance by combining the professional practice 
rating and student growth rating into an overall performance rating of Exceeds Expectations, Meets Expectations or 
Below Expectations.  

S
T

U
D

E
N

T
 G

R
O

W
T

H
  

PROFESSIONAL PRACTICE 

  UNSATISFACTORY BASIC PROFICIENT DISTINGUISHED 

HIGH          

EXPECTED          

LOW          

 

OVERALL PERFORMANCE RATING  

EXCEEDS EXPECTATIONS    

MEETS EXPECTATIONS     

BELOW EXPECTATIONS     

 
Recommend renewal of contract______ 
Recommend non-renewal of contract______ 
 
Administrator’s Signature_____________________________ Date__________________ 
 
The signature of the employee shall not imply that the employee agrees with the evaluation, but 
merely indicates that the evaluation has been discussed. 
 
Teacher’s Comments:  
 

 

 

 

 

 

 

 

 

 
 
Teacher’s Signature____________________________________ Date_________________ 
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White River School District 47-1 

Evaluation Instrument for Librarian 

 

LIBRARIAN’S NAME ____________________________________________________ 

SCHOOL/LEVEL_________________________________________________________ 

PRINCIPAL_____________________________   DATE _________________________  

________________________________________________________________________ 

________________________________________________________________________ 

 

Performance will be rated on a six point scale with “E” being the highest. The code is as follows: E is 

Excellent, G is Good, S is Satisfactory, NI is Needs improvement, U is 

Unsatisfactory and N/R is Not Rated. 

 

One copy of this form shall be kept on file for every evaluation period. 

 

I.    Human Relationships with Staff:           N/R   U    NI    S    G    E  

  

Sensitive to and aware of the feelings and  

      job frustrations experienced by others…….. __     __    __   __   __  __ 

  

      Deals objectively and confidentially with 

      staff/student/parent involvements…………         __     __    __   __   __  __ 

 

      Friendly, cooperative and willing to share in  

                  necessary tasks involving other members 

                  or departments of the district…………….. __     __    __   __   __  __ 

 

COMMENTS: ___________________________________________________________ 

 _______________________________________________________________________ 

 

II.   Student Relationships:     N/R   U    NI    S    G    E 

 

        Available to students on a scheduled basis ….    __     __    __   __   __  __ 

 

        Maintains a relationship of friendliness and 

                   trust with students …………………………..     __     __    __   __   __  __ 

 

        Shows concerns for and understanding of  

                   student difficulties …………………………      __     __    __   __   __  __ 

 

                   Helps students find solutions to their 

                   problems ……………………………………     __     __    __   __   __  __ 

 

COMMENTS: ___________________________________________________________ 

 _______________________________________________________________________ 

 

 

Evaluation Form 8 

 

 

III. Organization and Planning    N/R   U    NI    S    G    E 
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                  Develops long-range plans which also reflect 

                  job description and school calendar ………..      __     __    __   __   __  __ 

 

                  Daily activities are not regular responses  

      to crisis situations but planned activities ……     __     __    __   __   __  __ 

    

                  Makes use of appropriate outside persons and 

                  agencies as both resources and referral units ..     __     __    __   __   __  __ 

 

COMMENTS: ___________________________________________________________ 

 _______________________________________________________________________ 

 

   IV. Services to Students and Staff:                                     N/R   U    NI    S    G    E 

 

                  Is able to assess the mental ability and 

                  academic skill level of individual students ….    __     __    __   __   __  __ 

 

                  Provides active leadership in helping 

                  students in course work ……………………..     __     __    __   __   __  __ 

 

COMMENTS: ___________________________________________________________ 

 _______________________________________________________________________ 

 

V. Statement by Evaluator. (Attach additional pages if needed) 

________________________________________________________________________ 

________________________________________________________________________ 

 

      VI.       Statement by Librarian. (Attach additional pages if needed) 

________________________________________________________________________ 

________________________________________________________________________ 

 

 

Signed __________________________________________   Date __________________ 

           Evaluator 

 

Position  ________________________________________________________________ 

 

I have had a conference with my evaluator. (Signing shall not imply agreement by the 

Librarian to the evaluation, but merely indicates that the above has been discussed.) 

 

Signed _________________________________________   Date __________________ 

            Librarian 

 

NOTE: All information contained on this form shall be strictly confidential. 

(Enacted 2009-2010) 

Evaluation Form 8            
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White River School District 47-1 

Evaluation Instrument for Counselors 

 

COUNSELOR’S NAME _______________________________ DATE ____________ 

 

PRINCIPAL _________________________________ SCHOOL/LEVEL ____________ 

 

________________________________________________________________________ 

 

Performance will be rated on a six point scale with “E” being the highest. The code is as follows: E is 

Excellent, G is Good, S is Satisfactory, NI is Needs improvement, U is 

Unsatisfactory and N/R is Not Rated. 

 

One copy of this form shall be kept on file for every evaluation period. 

 

I.    Human Relationships with Staff:   N/R   U    NI    S    G    E  

  

Sensitive to and aware of the feelings and  

      job frustrations experienced by others.  __     __    __   __   __  __ 

  

      Deals objectively and confidentially with 

      staff/student/parent involvements.                        __     __    __   __   __  __ 

 

      Friendly, cooperative and willing to share in  

                  necessary tasks involving other members 

                  or departments of the district.                         __     __    __   __   __  __ 

 

COMMENTS: ___________________________________________________________ 

 

 _______________________________________________________________________ 

 

          II.   Student Relationships:    N/R   U    NI    S    G    E 

 

     Available to students on a “drop-in” basis …..      __     __    __   __   __  __ 

 

                Maintains a relationship of friendliness and 

     trust with students which encourage visits              

                with the Counselor . . . . . . . . . . . . . . . . . . . . . .  __     __    __   __   __  __ 

 

                Shows concern for and understanding of 

     student difficulties . . . . . . . . . . . . . . . . . . . . .        __     __    __   __   __  __ 

 

                Helps student find solutions to their problems . .   __     __    __   __   __  __ 

 

 

COMMENTS: ___________________________________________________________ 

 

 _______________________________________________________________________ 

 

Evaluation Form 9 
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III. Organization and Planning              N/R   U    NI    S    G    E 

 

Develops long-range plans which reflect job  

description and school calendar ……………..    __     __    __   __   __  __ 

 

Daily activities are not regular responses to 

crisis situations but planned activities …….        __     __    __   __   __  __ 

 

Makes use of appropriate outside persons 

and agencies as both resource and  

referral units …………………………………    __     __    __   __   __  __ 

 

 

COMMENTS: ___________________________________________________________ 

 

 _______________________________________________________________________ 

 

   IV.        Services to Students:    N/R   U    NI    S    G    E 

 

     Is able to assess the mental ability and  

                academic skill level of individual students 

     using standardized instruments ……………..       __     __    __   __   __  __ 

 

     Is able to assess emotional states and  

                develop referrals to other agencies which 

                are appropriate ……………………………..        __     __    __   __   __  __ 

 

                Provides active leadership in helping 

                students in course and career planning …….        __     __    __   __   __  __ 

 

                Assists students in interpreting test and 

                interest information in appropriate ways ……      __     __    __   __   __  __ 

 

COMMENTS: ___________________________________________________________ 

 

 _______________________________________________________________________ 

 

 

 

 

Evaluation Form 9 
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V.      Statement by Evaluator: (Attach additional pages if needed.) 

 

_______________________________________________________________ 

 

_______________________________________________________________ 

 

_______________________________________________________________ 

 

 

 

VI. Statement by Counselor (Attach additional pages if needed.) 

 

_______________________________________________________________ 

 

_______________________________________________________________ 

 

_______________________________________________________________ 

 

 

 

Signed _____________________________ Date ___________________ 

            Evaluator 

 

 

I have had a conference with my evaluator. (Signing shall not imply agreement by the Counselor to the 

evaluation, but merely indicates that the above has been discussed.) 

 

      Signed ______________________________ Date ___________________ 

       Counselor 

 

 

 

NOTE: All information on this form shall be strictly confidential. 

 

(Enacted 2009-2010) 

 

 

 

 

 

 

 

Evaluation Form 9 
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White River School District 47-1 

Evaluation Instrument for Speech Therapist 

 

THERAPIST’S NAME ______________________________  DATE _______________ 

 

PRINCIPAL ______________________ SCHOOL/LEVEL_______________________ 

_______________________________________________________________________ 

 

Performance will be rated on a six point scale with “E” being the highest. The code is as follows: E is 

Excellent, G is Good, S is Satisfactory, NI is Needs improvement, U is 

Unsatisfactory and N/R is Not Rated. 

 

One copy of this form shall be kept on file for every evaluation period. 

 

I.    Human Relationships with Staff:           N/R   U    NI    S    G    E  

  

Sensitive to and aware of the feelings and  

      of others.      __     __    __   __   __  __ 

  

      Deals objectively and confidentially with 

      staff/student/parent involvements.                        __     __    __   __   __  __ 

 

      Friendly, cooperative and willing to share in  

                  necessary tasks involving other members 

                  or departments of the district.                         __     __    __   __   __  __ 

 

COMMENTS: ___________________________________________________________ 

 _______________________________________________________________________ 

          

 II.   Student Relationships:    N/R   U    NI    S    G    E 

 

        Available to students on a scheduled basis ….    __     __    __   __   __  __ 

 

        Maintains a relationship of friendliness and 

                   trust with students …………………………..     __     __    __   __   __  __ 

 

        Shows concerns for and understanding of  

                   student needs and difficulties ………………      __     __    __   __   __  __ 

 

                   Helps students find solutions to their 

                   problems ……………………………………     __     __    __   __   __  __ 

 

COMMENTS: ___________________________________________________________ 

 _______________________________________________________________________ 

 

Evaluation Form 10 
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III. Organization and Planning   N/R   U    NI    S    G    E 

 

                  Develops long-range plans which also reflect 

                  job description and school calendar ………..      __     __    __   __   __  __ 

 

                  Daily activities are planned activities ………      __     __    __   __   __  __ 

 

       Plans short range goals and objectives ……..      __     __    __   __   __  __ 

 

                  Plans therapeutic approach …………………      __     __    __   __   __  __ 

 

                  Makes use of appropriate outside persons and 

                  agencies as both resources and referral units ..     __     __    __   __   __  __ 

 

                  Keeps accurate data ………………………….    __     __    __   __   __  __ 

  

       Maintenance of notebook or record ………….    __     __    __   __   __  __ 

             

                                                                                                 

           IV.  Services to students:     N/R   U    NI    S    G    E 

  

                  Rapport with students ………………………       __     __    __   __   __  __ 

                   

                  Assessment techniques …………………….        __     __    __   __   __  __ 

 

                  Therapy techniques observed ……………..  __     __    __   __   __  __ 

 

                  Use of phonetic symbols ………………….         __     __    __   __   __  __ 

 

                  Utilization of a variety of therapy techniques…   __     __    __   __   __  __ 

 

                  Utilizes a variety of materials ………………..    __     __    __   __   __  __ 

 

                  Uses positive reinforcement …………………    __     __    __   __   __  __ 

 

                  Discriminations skills ……………………….     __     __    __   __   __  __ 

 

                  Ability to effectively conduct group therapy …   __     __    __   __   __  __ 

 

 

COMMENTS: ___________________________________________________________ 

 _______________________________________________________________________ 

 

 

Evaluation Form 10 
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V.  Procedures:                                                              N/R   U    NI    S    G    E 

 

                     Follows local policies …………………………     __     __    __   __   __  __ 

                     

                     Follows state policies …………………………     __     __    __   __   __  __ 

 

                     Follows current federal requirements ………..       __     __    __   __   __  __ 

 

                     Keeps accurate records ………………………       __     __    __   __   __  __ 

 

                     Makes appropriate reports ……………………      __     __    __   __   __  __ 

 

                     Appropriately interprets results ……………..        __     __    __   __   __  __ 

 

 

COMMENTS: ___________________________________________________________ 

 

 _______________________________________________________________________ 

 

 

                                                                                                     N/R   U    NI    S    G    E 

 

              VI.  Meets job description requirements……………    __     __    __   __   __  __ 

 

 

COMMENTS: ___________________________________________________________ 

 

 _______________________________________________________________________ 

 

 

 

Evaluation Form 10 
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VII. Statement by Evaluator: (Attach additional pages if needed) 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

VIII.     Statement of Speech Therapist: (Attach additional pages if needed) 

 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

 

 

Signed __________________________________ Date _________________________ 

            Evaluator                                                                  

 

 

Position ________________________________________________________________ 

 

 

 

 

I have had a conference with my evaluator. (Signing shall not imply agreement by the Speech Therapist to 

the evaluation, but merely indicates that the above has been discussed.) 

 

 

Signed _________________________________ Date _________________________ 

            Speech Therapist 

 

 

 

NOTE: All information contained on this form shall be strictly confidential. 

 

(Enacted 2009-2010) 

 

 

 

 

 

 

Evaluation Form 10 
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White River School District 47-1 

Evaluation Instrument for Instructional Coach 

 

E = Excellent G= Good S= Satisfactory N = Needs Improvement  N/A= Not applicable 

 

Name of Instructional Coach ________________________ Date: __________________ 

 

 E G S N N/A 

Materials – New Curriculum      

1.Knows what materials to order and assists with ordering      

2.Has materials ready for teachers      

      

Knowledge of Curriculum Area Program      

1. Understands aspects of district adopted curriculum  

and related material for their coaching position. 

     

2. Assists with coordinating and implementing classroom schedules.      

3.  Can locate main components of the program      

4. Maintains and advances personal knowledge of best practices for instruction      

5. Can effectively model routines of curriculum and instruction      

      

Supports Teacher Implementation      

1.  Models lessons according to district expectations      

2. Observes and provides accurate feedback to teachers      

3. Assists teachers in initial implementation       

4.  Responds to teacher  or principal requests for modeling and demonstration of 

instructional techniques. 

     

5.  Arranges for visits to other classrooms for peer observations as needed      

6. Identifies program gaps and aids in teacher corrections      

      

Assessment and Data Use      

1.  Trains and assists staff to administer assessments      

2.  Guides staff to collect assessment data      

3.  Assists with analysis of assessment data      

4.  Facilitates grade-level meeting to study data      

5. Leads in the planning of assistance to students and teachers      

6.  Assists with timely reporting and management of data      

7.  Assists with identification of areas for improvement indicated by data      

8. Orders and distributes assessment materials       

9. Reports assessment results to principal in a timely manner      

      

Grade-Level Collaboration      

1.   Facilitates and supports grade-level teams to review data and plan interventions      

2.  Facilitates grade-level teams to practice and refine program       

3.  Facilitates reviews of research and collaborative discussions      

 

 

     

Professional Development      
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1.  Shares information with other district instructional coaches and teacher-leaders 

about the work of the school 

     

2.  Surveys teachers for next steps in training and needed instructional materials      

3. Participates in ongoing training and support sessions for instructional coaches.      

      

Partnership with Principal      

1.  Works with principal to support struggling teachers and maintain focus on 

instruction 

     

2.  Identifies teachers needing direct review by principal      

3. Completes required reports as directed by principal      

4.Communicates, in person, with the principal in a timely manner to discuss 

progress 

     

       

Relationships with Staff      

1. Is an important resource and instructional leader in our district      

2. Supports professional learning in a variety of ways: coaching, study groups, 

dialogue, collaborative planning, demonstrations/modeling  
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Statement by Evaluator: (Attach additional pages if needed) 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

Statement by Instructional Coach: (Attach additional pages if needed) 

 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

 

 

Signed __________________________________ Date _________________________ 

            Evaluator                                                                  

 

 

Position ________________________________________________________________ 

 

 

 

 

I have had a conference with my evaluator. (Signing shall not imply agreement by the Instructional Coach to 

the evaluation, but merely indicates that the above has been discussed.) 

 

 

Signed _________________________________ Date _________________________ 

            Instructional Coach 

 

 

 

NOTE: All information contained on this form shall be strictly confidential. 

(Enacted 2010-11) 

 

 

 

 

 

 

Evaluation Form 11 
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White River School District 47-1 

Evaluation Worksheet of Head Coach/Director 

to be filled out by the District Activity Director or Administrator 

 

NAME___________________________________YEARS IN ASSIGNMENT_________ 

 

POSITION_____________________________________  

 

DATE OF EVALUATION MEETING ________________________ 

 

YEARS COACHING/DIRECTING AT WHITE RIVER___________________ 

 

            Critical             Very 

A. Philosophy                 Problem               Good  

 

1. Supports Educational Philosophy of the  1 2 3 4 5 NA 

White River School District 47-1 

 

2. Satisfies additional Guidelines of his/her  1 2 3 4 5 NA 

particular School 

 

3. Follows Rules of Activity and Policies  1 2 3 4 5 NA 

including those of the SDHSAA, Conferences, 

and School 

 

B. Coaching/Directing Performance 

 

1.  Has Knowledge of Activity    1 2 3 4 5 NA 

  

 2. Makes maximum use of time Available 

for Practices/Performances    1 2 3 4 5 NA 

 

3 Is well-versed in and Practices  

Safety Procedures     1 2 3 4 5 NA 

 

4. Is innovative, uses New Methods, 

Techniques, and Ideas     1 2 3 4 5 NA 

 

5. Has Knowledge of Activity Rules 

and Changes (Conference and  

State Eligibility)     1 2 3 4 5 NA 

 

6. Prepares the Participants 

a. Physical Conditioning    1 2 3 4 5 NA 

b. Mentally-Meeting, Scouting 

and Motivation     1 2 3 4 5 NA 

c. Emotionally-Gets Participants 

to Perform to Capabilities    1 2 3 4 5 NA 

 

     7.   Organizes Staff Effectively    1 2 3 4 5 NA 

C. Participant Management 
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1. Has Discipline and Control (based on 

respect of participants toward coach/director) 1 2 3 4 5 NA 

  

2. Is sympathetic, fair, tolerant, and patient 

with participants     1 2 3 4 5 NA 

 

3. Supervises Practice/Dressing Areas before 

and after Activity     1 2 3 4 5 NA 

 

4. Displays Compassion and Respect for 

the Individual Participants    1 2 3 4 5 NA 

 

5. Recognized Individual Difference,  

Abilities, and Personalities of Participants  1 2 3 4 5 NA 

 

6. Exhibits Proper Conduct at Events Toward 

Participants, Officials, and others   1 2 3 4 5 NA 

 

D. Related Responsibilities 

       1.  Participation in Overall School Responsibilities 1 2 3 4 5 NA 

  

  2. Public Relations:  Cooperation and Communications 

with Press, Radio, TV, Participants, Parents,  

and Fans      1 2 3 4 5 NA 

 

       3.  Aids Participants in gaining college scholarships 1 2 3 4 5 NA 

 

  4. Care of Equipment, Inventory, Repair, and 

     Storage       1 2 3 4 5 NA 

 

1. Keeps records accurately and submits requested 

reports on schedule as due    1 2 3 4 5 NA 

 

2. Upholds Departmental, and School Policies, 

Rules, and Regulations    1 2 3 4 5 NA 

 

E. Professional and Personal Relationships 

1.  Rapport and Cooperation with other members  

     of Co-Curricular Staff     1 2 3 4 5 NA 

 

 2.  Dresses Appropriately for Practices and Events 1 2 3 4 5 NA 

 

  3.  Demonstrates General Support for Other  

 Coaches/Directors and other Co-Curricular 

       Activities      1 2 3 4 5 NA 

 

1. Sets Example for Participants by Appearance, 

Manners, Behavior, and Language   1 2 3 4 5 NA 

Extra-Duty Evaluation Page 2 
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White River School District 47-1 

Evaluation of Coaches/Directors 

 

Strengths: 

 

 

 

 

 

Areas Needing to be Improved: 

 

 

 

 

 

Suggested Recommendations: 

 

 

 

 

 

_______________________________  ____________________________ 

Signature of Coach/Director    Date 

 

Comments:  

 

_______________________________________________________________________________________

_______________________________________________________________________________________

________________________________________________________________________ 

 

My signature only indicates that I have read the evaluation, and NOT that I agree or disagree with the 

contents.  Comments may be attached. 

 

______ Recommend renewal of contract 

______ Recommend renewal of contract with qualifications  

______ Recommend non-renewal of contract 

 

 

____________________________________  ________________________ 

Signature of District Activity Director   Date 

 

____________________________________  ________________________ 

Signature of Administrator     Date 

 

(Amended 2009-2010) 

 

Extra-Duty Evaluation Page 3 
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White River School District 47-1 

Evaluation of Assistant Coaches/Directors 

to be filled out by the District Activity Director or Administrator in consultation with the  

Head Coach/Director 

 

 

Name______________________________________Activity____________________________ 

 

Years in Position_____________________________ Date_______________________________ 

 

 

1.  Loyalty       1 2 3 4 5 NA 

2.  Care of Equipment      1 2 3 4 5 NA 

3.  Knowledge of Activity     1 2 3 4 5 NA 

4.  Teaching Ability      1 2 3 4 5 NA 

5.  Ability to Motivate Participants    1 2 3 4 5 NA 

6.  Rapport with Participants     1 2 3 4 5 NA 

7.  Intensity of Interest in Coaching/Directing this Activity 1 2 3 4 5 NA 

8.  Supervises Practice/Dressing Areas before and   1 2 3 4 5 NA 

after Activity. 

9.  Rapport between Assistant and rest of Activity Staff 1 2 3 4 5 NA 

10.  Attends Meetings, Clinics, and Workshops  1 2 3 4 5 NA 

11.  General Opinion of this Assistant   1 2 3 4 5 NA 

 

COMMENTS: 

 

 

 

 

____________________________________  ________________________ 

Signature of Assistant      Date 

Comments:  

_______________________________________________________________________________________

_______________________________________________________________________________________

________________________________________________________________________ 

 

My signature only indicates that I have read the evaluation, and NOT that I agree or disagree with the 

contents.  Comments may be attached. 

______ Recommend renewal of contract 

______ Recommend renewal of contract with qualifications  

______ Recommend non-renewal of contract 

 

________________________________  ________________________ 

Signature of District Activity Director   Date 

 

____________________________________  ________________________ 

Signature of Administrator     Date 

(Amended 2009-2010) 

 

Extra-Duty Evaluation Page 4 

White River School District 47-1 
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Family Medical Leave Act 

Adopted February, 2008, Amended November, 2021 

 

General Provisions 

The Federal Family and Medical Leave Act (FMLA) provides eligible employees the opportunity to take unpaid, job-protected 

leave for certain specified reasons. The maximum amount of leave an employee may use is either 12 (standard FMLA) or 26 

weeks (military FMLA) within a 12-month period depending on the reasons for the leave.     

 

Eligibility   

Employees are eligible if they have been employed by the District for twelve (12) months, have worked at least 1,250 hours during 

the twelve (12) months preceding the start of the leave, and otherwise qualify for family and medical leave.  

 

Full-time teachers are presumed to have worked at least 1,250 hours during a school year. In determining whether returning 

veterans meet the minimum 1,250-hour standard, hours actually worked for the District during the twelve (12) month period are to 

be combined with hours they would have worked for the District had they not been called for military service. 

 

In situations involving both the Americans with Disabilities Act (ADA) and FMLA, the District shall apply the law affording the 

employee the greater benefit. 

 

Basic FMLA Leave Entitlement 

Eligible employees may take up to 12 weeks of unpaid leave during any 12-month period for the following reasons:   

1. For incapacity due to pregnancy, prenatal medical care or childbirth; 

2. To care for the employee’s child after birth, or placement for adoption or foster care;    

3. To care for an immediate family member (spouse, child, or parent) with a serious health condition; or 

4. For a serious health condition of the employee that makes the employee unable to perform the essential functions, this 

includes any workers’ compensation injuries 

 

As used above, a serious health condition is an illness, injury, impairment, or physical or mental condition that involves:  

• Any period of incapacity or treatment connected with inpatient care (e.g., an overnight stay) in a hospital, hospice, or 

residential medical care facility; or 

• A period of incapacity requiring absence of more than three calendar days from work or other regular daily activities that 

also involves continuing treatment by (or under the supervision of) a health care provider; or 

• Any period of incapacity due to pregnancy, or for prenatal care; or 

• Any period of incapacity (or treatment therefore) due to a chronic serious health condition (e.g. asthma, diabetes, 

epilepsy, etc.); or 

• A period of incapacity that is permanent or long-term due to a condition for which treatment may not be effective (e.g., 

Alzheimer's, stroke, terminal diseases, etc.); or, 

• Any absences to receive multiple treatments (including any period of recovery therefrom) by, or on referral by, a health 

care provider for a condition that likely would result in incapacity of more than three consecutive days if left untreated 

(e.g., chemotherapy, physical therapy, dialysis, etc.).  

 

Military Family Leave Entitlement 

Notwithstanding the basic FMLA leave entitlements discussed previously, FMLA also provides for two special military family 

leave entitlements: 

 

1. To permit an eligible employee who is the spouse, son, daughter, parent, or next of kin of a current 

servicemember with a serious injury or illness incurred in the line of duty on active duty to take up to 26 workweeks of 

FMLA leave during a single 12-month period to care for the servicemember (Military Caregiver Leave); and  

2. To allow an eligible employee whose spouse, son, daughter, or parent is a member of the National Guard or 

Reserves to take up to 12 workweeks of leave for qualifying exigencies arising out of the military member’s active duty 

or call to active duty in support of a contingency operation (Qualifying Exigency Leave). 

 

A covered servicemember is:  

• A current servicemember of the Armed Forces, including a member of the National Guard or Reserves, with a 

serious injury or illness incurred in the line of duty for which the servicemember is undergoing medical treatment, 

recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list; or  

• A “covered veteran” who is undergoing medical treatment, recuperation, or therapy for a serious injury or 

illness. 

 

A covered veteran is an individual who was discharged under conditions other than dishonorable during the five-year period prior 

to the first date the eligible employee takes FMLA leave to care for the covered veteran.   
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The FMLA definitions of serious injury or illness for current servicemembers and veterans are distinct from the FMLA definition 

of serious health condition.   

• For current servicemembers, serious injury or illness means an injury or illness that was incurred by the member 

in the line of duty while on active duty in the Armed Forces or that existed before the beginning of active duty and was 

aggravated by such service, that may render them medically unfit to perform the duties of their office, grade, rank or 

rating.      

• For covered veterans, serious injury or illness means an injury or illness that was incurred in the line of duty 

while on active duty in the Armed Forces or that existed before the beginning of active duty and was aggravated by such 

service and manifested itself before or after the individual assumed veteran status, and is:  

(1) A continuation of a serious injury or illness that was incurred or aggravated when they were a member of the 

Armed Forces and rendered them unable to perform the duties of their office, grade, rank or rating;  

(2) A physical or mental condition for which the covered veteran has received a VA Service Related Disability 

Rating (VASRD) of 50% or greater and such VASRD rating is based, in whole or in part, on the condition 

precipitating the need for caregiver leave;   

(3) A physical or mental condition that substantially impairs the veteran’s ability to secure or follow a substantially 

gainful occupation by reason of a disability or disabilities related to military service or would be so absent 

treatment; or  

(4) An injury, including a psychological injury, on the basis of which the covered veteran has been enrolled in the 

Department of Veterans Affairs Program of Comprehensive Assistance for Family Caregivers. 

 

 

 

Military Caregiver Leave 

Military Caregiver Leave allows up to 26 weeks of unpaid leave in a single 12-month period to be granted to an eligible employee 

to provide care to an injured covered servicemember who is the eligible employee’s spouse, son, daughter, parent, or eligible next 

of kin. 

To be eligible for Military Caregiver Leave (in addition to the eligibility requirements covered previously), the employee must be a 

spouse, son, daughter, parent, or next of kin of the covered servicemember.   

Unless the servicemember has specifically designated in writing another blood relative as his or her nearest blood relative for 

purposes of Military Caregiver Leave policy, next of kin means the nearest blood relative of the servicemember, other than the 

servicemember’s spouse, parent, son, or daughter, in the following order of priority:  

• Blood relatives who have been granted legal custody of the servicemember by court decree or statutory 

provisions;  

• Brothers and sisters;  

• Grandparents;  

• Aunts and uncles; and  

• First cousins.  

 

The “single 12-month period” begins on the first day leave is taken to care for a covered servicemember and ends 12 months 

thereafter, regardless of the method used to determine leave availability for other FMLA-qualifying reasons.  If an employee does 

not exhaust his or her 26 workweeks of Military Caregiver Leave during this “single 12-month period,” the remainder is forfeited.   

Military Caregiver Leave applies on a per-injury basis for each servicemember.  Consequently, an eligible employee may take 

separate periods of caregiver leave for each and every covered servicemember, and/or for each and every serious injury or illness 

of the same covered servicemember.  A total of no more than 26 workweeks of Military Caregiver Leave, however, may be taken 

within any “single 12-month period.”   

Within the “single 12-month period” described above, an eligible employee may take a combined total of 26 weeks of FMLA 

leave including up to 12 weeks of leave for any other FMLA-qualifying reason (i.e., birth or adoption of a child, serious health 

condition of the employee or close family member, or a qualifying exigency).  For example, during the “single 12-month period,” 

an eligible employee may take up to 16 weeks of FMLA leave to care for a covered servicemember when combined with up to 10 

weeks of FMLA leave to care for a newborn child.    

An employee seeking Military Caregiver Leave may be required to provide appropriate certification from the employee and/or 

covered servicemember and completed by an authorized health care provider within 15 days.  Military Caregiver Leave is subject 

to the other provisions in our FMLA Leave Policy (requirements regarding employee eligibility, appropriate notice of the need for 

leave, use of accrued paid leave, etc.).  Military Caregiver Leave will be governed by, and handled in accordance with, the FMLA 

and applicable regulations, and nothing within this policy should be construed to be inconsistent with those regulations. 

 

Qualifying Exigency Leave   

Eligible employees may take FMLA leave for a qualifying exigency, in which a military member (active duty, Reserve or National 

Guard) is on covered active duty or called to covered active duty status. The military member must be the employee’s spouse, son, 

daughter or parent. Covered active duty applies when the military member is deployed to duty in a foreign country.  

Qualifying Exigency Leave is available under the following circumstances:     
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1. Short-notice deployment.  To address any issue that arises out of short notice (within seven days or less) of an 

impending call or order to covered active duty.   

2. Military events and related activities.  To attend any official military ceremony, program, or event related to 

covered active duty or call to covered active duty status or to attend certain family support or assistance programs and 

informational briefings.   

3. Childcare and school activities.  To arrange for alternative childcare; to provide childcare on an urgent, 

immediate need basis; to enroll in or transfer to a new school or daycare facility; or to attend meetings with staff at a 

school or daycare facility.   

4. Financial and legal arrangements.  To make or update various financial or legal arrangements; or to act as the 

covered military member’s representative before a federal, state, or local agency in connection with service benefits.   

5. Counseling.  To attend counseling (by someone other than a health care provider) for the employee, for the 

military member, or for a child or dependent when necessary as a result of duty under a call or order to covered active 

duty.    

6. Temporary rest and recuperation.  To spend time with a military member who is on short-term, temporary rest 

and recuperation leave during the period of deployment.  Eligible employees may take up to 15 calendar days of leave for 

each instance of rest and recuperation.   

7. Post-deployment activities.  To attend arrival ceremonies, reintegration briefings and events, and any other 

official ceremony or program sponsored by the military for a period of up to 90 days following termination of the military 

member’s active duty status.  This also encompasses leave to address issues that arise from the death of a military 

member while on active duty status.   

8. Parental care.  To care for the military member’s parent who is incapable of self-care.  The parent must be the 

military member’s biological, adoptive, step, or foster father or mother, or any other individual who stood in loco parentis 

to the military member when the member was under 18 years of age.   

9. Mutually agreed leave.  Other events that arise from the military member’s duty under a call or order to active 

duty, provided that the District and the employee agree that such leave shall qualify as an exigency and agree to both the 

timing and duration of such leave.   

 

Qualifying Exigency Leave may be combined with leave for other FMLA-qualifying reasons; however, under no circumstances 

may the combined total exceed 12 weeks in any 12-month period (with the exception of Military Caregiver Leave as set forth 

above).   

An employee seeking Qualifying Exigency Leave may be required to submit appropriate supporting documentation in the form of 

a copy of the military member’s active duty or rest and recuperation orders or other military documentation indicating the 

appropriate military status and the dates of active duty status, along with a statement setting forth the nature and details of the 

specific exigency, the amount of leave needed and the employee’s relationship to the military member, within 15 days.   

 

The 12-Month Period Measurement Period 

Standard FMLA Leave. The FMLA entitles eligible employees who work for covered Districts to take unpaid, job-protected 

leave in a defined 12-month period for specified family and medical reasons. The 12-month measurement period employed by the 

District is the 12-month period measured forward. The 12-month period measured forward is measured from the first date an 

employee takes FMLA leave. The next 12-month period would begin the first time FMLA leave is taken after completion of the 

prior 12-month period. 

Before changing to a different method of calculating the 12-month period, the District must first give all employees at least 60 

days’ notice of the intended change; and the transition must take place in such a way that the employees retain the full benefit of 

their leave entitlement under whichever method affords the greatest benefit to the employee. Under no circumstances may a 

District change the 12-month period to avoid the requirements of the FMLA. 

 

Military FMLA Leave. The single 12-month period for military caregiver leave begins on the first day the employee takes leave 

for this reason and ends 12 months later, regardless of the 12-month period established by the District for other FMLA leave 

reasons. 

An eligible employee is limited to a combined total of 26 workweeks of leave for any FMLA-qualifying reasons during the single 

12-month period. Up to 12 of the 26 weeks may be for an FMLA-qualifying reason other than military caregiver leave. For 

example, if an employee uses 10 weeks of FMLA leave for his or her own serious health condition during the single 12-month 

period, the employee has up to 16 weeks of FMLA leave left for military caregiver leave. 

Military caregiver leave is available to an eligible employee once per servicemember, per serious injury or illness. However, an 

eligible employee may take an additional 26 weeks of leave in a different 12-month period to care for the same servicemember if 

he or she has another serious injury or illness. For example, if an eligible employee takes military caregiver leave to care for a 

current servicemember who sustained severe burns, the employee would be entitled to an additional 26 weeks of caregiver leave in 

a different 12-month period if the same servicemember is later diagnosed with a traumatic brain injury that was incurred in the 

same incident as the burns. 

An eligible employee may also take military caregiver leave to care for more than one current servicemember or covered veteran 

with a serious injury or illness at the same time, but the employee is limited to a total of 26 weeks of military caregiver leave in 

any single 12-month period. Additionally, an eligible employee may be able to take military caregiver leave for the same family 
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member with the same serious injury or illness both when the family member is a current servicemember and when the family 

member is a veteran. 

 

Use of Leave 

An employee does not need to use his or her leave entitlement in one block. When medically necessary, leave may be taken 

intermittently (in small blocks of time) or on a reduced leave schedule (reducing the employee’s usual weekly or daily schedule). 

Employees must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the District’s 

operations. Military Family leave due to qualifying exigencies may also be taken on an intermittent basis.   

 

Leave to care for or bond with a newborn child or a newly placed adopted or foster child may only be taken intermittently with the 

District’s approval and must conclude within 12 months after the birth or placement.  

 

Use of Paid and Unpaid Leave 

FMLA leave may be either paid, unpaid, or a combination of paid and unpaid leave.  Whenever an employee requests leave for an 

FMLA covered event, the employee will be required to exhaust all accrued sick leave, personal leave, and vacation leave for which 

they are eligible prior to being placed in unpaid leave status. Accordingly, the employee will receive paid leave pursuant to the 

employer’s applicable paid leave policy. An employee’s ability to substitute accrued paid leave is determined by the terms and 

conditions of the employer’s normal leave policy. Whether the leave is paid or unpaid, it will be counted toward the employee 's 

12-week entitlement in any given year.   

 

Maximum Amount of Leave 

An employee has a total of 12 unpaid weeks for all FMLA leaves in any fiscal year; however, an employee may have a total of 26 

unpaid weeks in a single 12-month period if the FMLA leave is to act as a caregiver for a military family member.  

If both husband and wife are employed by the District, FMLA leave is limited to a combined total of 12 weeks in a 12-month 

period when leave is taken for the following reasons: 

• The birth, adoption or foster care placement of a child.  

• To care for the employee’s parent with a serious health condition.   

 

If leave is taken for other reasons, such as the employee’s own serious health condition or to care for a child with a serious health 

condition, the husband and wife can each use up to 12 weeks of leave individually. When the husband and wife both use a portion 

of the total 12-week FMLA leave entitlement for the birth of a child, placement for adoption or foster care, or to care for a parent, 

the husband and wife would each be entitled to the difference between the amount he or she has taken individually and 12 weeks 

of FMLA leave for other purposes. For example, if each spouse took six weeks of leave to care for a parent, each could use an 

additional six weeks due to his or her own serious health condition or to care for a child with a serious health condition.  

In addition, when an employee’s work-related injury/medical state qualifies as a serious health condition, worker’s compensation 

leave shall also run concurrently with the twelve (12) work week entitlement.  

 

Employee Responsibilities 

Employees should notify their manager and soon as they realize the need for FMLA leave. If the need to take FMLA leave is 

foreseeable (e.g., the birth of a child), the employee must give the District at least 30 days prior notice of the need to take leave.  

When 30 days is not possible, the employee must give the notice as soon as practicable (generally within 1 or 2 business days of 

learning of the need for leave).  

If the need for leave is not foreseeable, this information must be provided as soon as practical and in compliance with the District’s 

normal call-in procedures, absent unusual circumstances.   

When submitting a request for leave, the employee must provide sufficient information for the District to determine if the leave 

might qualify as FMLA leave, and also provide information on the anticipated date when the leave would start as well as the 

duration of the leave.  Sufficient information may include that the employee is unable to perform job functions, the family member 

is unable to perform daily activities, the need for hospitalization or continuing treatment by a health care provider, or 

circumstances supporting the need for military family leave. Employees also must inform the District i 

 

the requested leave is for a reason for which FMLA leave was previously taken or certified. Employees also may be required to 

provide a certification and periodic recertification supporting the need for leave. 

 

District Responsibilities 

When an employee requests FMLA leave or the District acquires knowledge that an employee’s leave may be for an FMLA-

qualifying reason, the District must notify the employee of the employee’s eligibility to take FMLA leave within five business 

days, absent extenuating circumstances. The eligibility notice must state whether the employee is eligible for FMLA leave, and if 

the employee is not eligible, must state at least one reason why the employee is not eligible. 

Each time the eligibility notice is provided, the District must also provide the employee with a written notice detailing the 

employee’s rights and responsibilities. 
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Districts must inform employees if leave will be designated as FMLA-protected and the amount of leave counted against the 

employee’s leave entitlement. If the District determines that the leave is not FMLA-protected, the District must notify the 

employee. 

 

Medical Certification 

Medical certification will be required for any request for use of FMLA leave for an employee’s own serious health condition or to 

take care of a family member with a serious health condition. It is the employee’s responsibility to provide complete medical 

certification within 15 calendar days of the request or to provide a reasonable explanation of the delay. Failure to provide the 

requested certification may result in the denial of continuation of leave.  

If the District has reason to question the medical certification, the District, at its own expense, may elect to seek a second opinion 

from a health care provider of their choosing. If the second opinion conflicts with the first opinion, a third opinion may be obtained 

at the District’s expense from a health care provider mutually chosen by the employee and the District. The third opinion will be 

controlling. The employee will be considered provisionally entitled to leave pending the second and/or third opinion. 

 

Recertification 

The District may request recertification for the serious health condition of the employee or the employee’s family member no more 

frequently than every 30 days and only when circumstances have changed significantly, or if the District receives information 

casting doubt on the reason given for the absence, or if the employee seeks an extension of his or her leave. Otherwise, the District 

may request recertification for the serious health condition of the employee or the employee’s family member every six months in 

connection with an FMLA absence. The District may provide the employee’s health care provider with the employee’s attendance 

records and ask whether need for leave is consistent with the employee’s serious health condition. 

 

Maintenance of Health Benefits  

The District will maintain group health insurance coverage, including family coverage, for an employee on FMLA leave on the 

same terms as if the employee continued to work. 

Where appropriate, arrangements will need to be made for employees taking unpaid FMLA leave to pay their share of health 

insurance premiums. For example, if the group health plan involves co-payments by the District and the employee, an employee on 

unpaid FMLA leave must make arrangements to pay his or her normal portion of the insurance premiums to maintain insurance 

coverage, as must the District. Such payments may be made under any arrangement voluntarily agreed to by the District and 

employee. 

The District's obligation to maintain health benefits under FMLA stops if and when an employee informs the District of an intent 

not to return to work at the end of the leave period, or if the employee fails to return to work when the FMLA leave entitlement is 

exhausted. The District's obligation also stops if the employee's premium payment is more than 30 days late and the District has 

given the employee written notice at least 15 days in advance advising that coverage will cease if payment is not received. 

 

In some circumstances, the District may recover premiums it paid to maintain health insurance coverage for an employee who fails 

to return to work from FMLA leave.   

 

Fitness-for-Duty Certification  

As a condition of restoring an employee whose FMLA leave was due to the employee's own serious health condition, 

the employee will be required to provide a certification from the employee's health care provider that the employee is able to 

resume work. The employee has the same obligations to participate and cooperate in the fitness-for-duty certification process as in 

the initial certification process and is responsible for any associated costs.   

 

Job Restoration 

Upon returning from FMLA leave, eligible employees will typically be restored to their original job or to an equivalent job with 

equivalent pay, benefits, and other employment terms and conditions.    

 

Failure to Return after FMLA Leave   

Any employee who fails to return to work as scheduled after FMLA leave or exceeds the 12-week FMLA entitlement (or in the 

case of military caregiver leave, the 26-week FMLA entitlement), will be subject to the District’s standard leave of absence and 

attendance policies. This may result in termination of employment if the employee has no other District-provided leave available 

to him/her that applies to the continued absence. Likewise, following the conclusion of the FMLA leave, the District’s obligation 

to maintain the employee’s group health plan benefits ends.   

 

Notices and Deadlines 

Employees who may be eligible for or who request leave for any of the above reasons shall be provided an FMLA notice of 

eligibility and rights and responsibilities. Requests for family and medical leave should be made in writing but verbal requests may 

be made to the immediate supervisor or other designated administrator who shall then document the request. The District may 

require that a request for leave be supported by a certification for health care or military-related situations as permitted by federal 

law, but such requirements must be set out in the required notice. 
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Deadline for Notice to be Provided: Absent extenuating circumstances, within five (5) business days of District receipt of a request 

or the District being made aware of a potentially qualifying reason. 

 

The District shall designate an employee's leave, paid or unpaid, as FMLA-qualifying and shall provide a designation notice 

indicating whether the request is approved or if additional information is needed. Leave may be delayed if the employee does not 

provide proper notice (thirty (30) days advance notice for a foreseeable leave); otherwise, notice as soon as the need becomes 

known). 

 

Deadline for Notice to be Provided: Absent extenuating circumstances, within five (5) business days of learning that an FMLA 

reason supports the leave. 

 

 

Legal reference:  

P. L. 103-3 “Family and Medical Leave Act of 1993.” 

 

Cross-Reference:  

Negotiated Agreement Article IV Section O 

 

 


