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Wilder Elementary School 
2022-2023 

Faculty Handbook 
 

WiCATS (Wilder – Creating Advanced Teaching/Learning Solutions) 

Wilder School District #133 does not discriminate or deny services on the basis of 
age, race, religion, color, national origin, sex, and/or disability. Appropriate 

consideration shall be given to veterans in accordance with applicable state and 
federal laws. 
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DISTRICT VISION 
The vision is what we intend to create, realize, and demonstrate. 

Provide a rigorous mastery-based personalized environment where 100% of our students 
graduate, have the skills to be leaders, and creatively design their own future. 

DISTRICT MISSION 
The mission defines who we are and what we do. 

We are an educational community of mentors who empower students to positively impact the 
world as responsible citizens. 

GUIDING PRINCIPLES 
Guiding principles are what we model and promote through our practices, programs and 

expectations.  
   
● We expect professionalism, respect, responsibility, and honesty. 
● We embrace innovation in technology tools, resources, and instructional practices. 
● We hold accountable the ownership of teaching and learning. 
● We incorporate the necessary skills (16 Habits of Mind) and a growth mindset to 

effectively demonstrate 21st century skills to thrive in society and promote strategic 
reasoning, insightfulness, perseverance, creativity, and craftsmanship. 

● We make decisions based on a student-centered data driven educational practices. 
● We achieve rigor and relevance through relationships of trust, developed as a result of 

effective and inclusive mentoring.  

Distributive Leadership 
Leadership will be established through the strength of staff to facilitate the implementation of 
improvement programs within the elementary school. This process will be used to:  
● To improve instruction and student achievement. 
● Improve student ownership of learning. 
● Improve reading, writing, listening, speaking, and critical thinking.   
● Provide guidance for professional staff development.   
● Supervise and support curriculum development and implementation. 
● Fostering problem solving through mediation and collaboration.   
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Faculty Considerations 

The School Day 
Teachers’ Work Day 

Teachers are to be at school by 7:40 a.m. Teachers may generally leave at 3:30 p.m. On occasion, 
teachers are expected to attend professional development meetings and activities outside of these 
hours. 

Teacher Absence - Substitutes 
Teacher leave is covered by the Negotiated Agreement.  In case of illness, teacher should notify 
the secretary via email at agolden@wilderschools.org. If possible, such notification should be 
made on the evening before or by 7:00 a.m. on the day of the absence. If the secretary cannot be 
contacted, teachers may contact the principal at 208-794-9210.  If it is necessary to miss 
subsequent days, teachers should call the school by noon of the day absent, so the substitute can 
be retained for the following day.   

Teachers are expected to have the following accessible for the use by the substitute: 
● Lesson Plans 
● Classroom Procedures – e.g., food, iPad use, hall passes, etc.  
● iPad cart combination 

Personal and Extended Leave 
See the Negotiated Agreement for details, including limits to when days can be used.  The 
principal pre-approves requests for personal and professional leave.  All forms are available in 
the school office and must received approval prior to time off. 

Professional Leave 
Professional leave is defined as an absence from the normal district assignment for the purpose 
of gaining professional growth through participation in meetings and training activities designed 
for that purpose. It is limited to two (2) days per year. Exceptions may be granted at the 
discretion of the superintendent (see Wilder School District Board of Trustees policy 404.2).  

Virtual Instruction 
Employees working at home due to COVID related issues and approved by the administration 
must do with with a schedule that best meet students’ needs with availability that follows the 
typical school day. 

Dress Code 
Educational staff are expected to wear appropriate dress for work.  This is defined as, dress that 
is in good taste and suitable for the job at hand.  As adults and professionals in compliance with 
this policy, educators are expected to be guided in their grooming habits by what is most 
generally acceptable in the business and professional world (see Wilder School District Board of 
Trustees policy 405.6). 

mailto:agolden@wilderschools.org
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Social Media Expectations 
The District fully recognizes the right of Freedom of Speech held by School District employees, 
specifically when such individual is speaking out on matters of public concern. The District also 
recognizes that social media can be a valuable tool for many school employees, be it for personal 
communications, social interactions or use for professional development connections with peers 
to address innovative teaching technologies. Social media can also be a valuable tool for use by 
school buildings and organizations, when properly monitored and utilized by participants 
according to established parameters. 

Despite the many positive benefits of social media, there are also an equal number of areas that 
can be cause for professional and personal concerns. Mistakes can be easily and unintentionally 
made, broadcast to an entire community or open population.  These embarrassing mistakes do 
not go away but are often a permanent element in the technological world that may have to be 
repeatedly explained to parents, patrons, students, employers, prospective employees and 
credentialing agencies. 

Teacher use of social media in the school setting can have unintended communication 
consequences. A parent may see a teacher friending or communicating with a student in a social 
media platform as crossing boundaries and an inappropriate teacher/student interaction. A family 
or student may feel pressured to engage in social communication with school personnel for fear 
of negative consequences. 

Employees are generally free to use their social media and online accounts for personal use as 
they wish. However, employees should be aware that their posts have potential to cause 
substantial disruption at school and can distract from the employees’ effectiveness or other job 
duties and, in the school environment, could potentially give rise to disciplinary consequence.  
Additionally, if an employee is using their work equipment, technology, internet for private 
social media use such could be a violation of the computer use policies and could also subject 
such communications to public records requests. 

The Code of Ethics for Idaho Professional Educators includes a number of provisions that may 
have practical application to the social media activities of school employees, including potential 
viewing by students of the Wilder School District. Such considerations include but are not 
limited to: 

• Providing a role model to students and acting, speaking and teaching in such a manner as to 
exemplify nondiscriminatory behavior and encourage respect for other cultures and 
beliefs. (08.02.02.076.01.c) 
• A professional educator abides by all federal, state and local education laws and statutes . . . 
(08.02.02.076.02) i.e. FERPA and student privacy information 
• A professional educator maintains a professional relationship with all students, both inside 

and outside the physical and virtual classroom. (08.02.02.076.03) 
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• Committing or soliciting any sexual act from any minor or any student, regardless of age. 
(08.02.02.076.03.c) 
• Soliciting, encouraging, or consummating a romantic relationship (whether written, verbal, 
virtual, or physical) with a student, regardless of age (08.02.02.076.03.e) 
• Using inappropriate language including, but not limited to, searing and improper sexual 
comments (e.g. sexual innuendos or sexual idiomatic phrases). (08.02.02.076.03.f) 
• Taking or possessing images (digital, photographic or video) of students of a harassing, 
confidential or sexual nature. (08.02.02.076.03.g) 
• Inappropriate contact with any minor or any student regardless of age using electronic 
media. (08.02.02.076.03.h) 
• Furnishing alcohol or illegal or unauthorized drugs to any student or allowing or encouraging 

a student to consume alcohol or unauthorized drugs except in a medical emergency. 
(08.02.02.076.03.i) 
• Conduct that is detrimental to the health or welfare of students. (08.02.02.076.03.j) 
• Unauthorized solicitation of students or parents to purchase equipment, supplies or services 
from the educator who will directly benefit. (08.02.02.076.07.a) 
• A professional educator complies with state and federal laws and local school board policies 
relating to confidentiality of student and employee records, unless disclosure is required or 
permitted by law. (08.02.02.076.08) 
• Sharing confidential information concerning student academic and disciplinary records, 
personal confidences, health and medical information, family status or income, and assessment 
or testing results with inappropriate individuals or entitles. (08.02.02.076.08.a) 
• Sharing of confidential information about colleagues obtained through employment practices 
with inappropriate individuals or entities. (08.02.02.076.08.b) 
• Failure to comply with section 16-1605, Idaho Code, regarding reporting child abuse, 
abandonment or neglect. (08.02.02.076.10.b) 
• Failure to comply with section 33-512B, Idaho Code, regarding reporting of suicidal 
tendencies and duty to warn. (08.02.02.076.10.c) 
• Any conduct that seriously impairs the Certificate holder’s ability to teach or perform his 
professional duties. (08.02.02.076.11.a) 
• Committing any act of harassment toward a colleague. (08.02.02.076.11.b) 
• Taking, possessing, or sharing images (digital, photographic, or video) of colleagues of a 
harassing, confidential or sexual nature. (08.02.02.076.11.f) 

The above listing is not a fully inclusive list of manners in which a school employee’s social 
media content could potentially bring about disciplinary consequences. Each situation would 
have to be viewed and judged on the individual situation. 

Though the Code of Ethics for Idaho Professional Educators relates specifically to teaching and 
administrative personnel, the District expects the same minimum conduct from all personnel, 
including classified personnel. 
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Social Media, as used in this policy, includes but is not necessarily limited to: Facebook, Twitter, 
Instagram, SnapChat, Pinterest, Reddit, Linkedin, YouTube, WhatsApp, Facebook Messenger, 
WeChat, TikTok, QQ, QZone, Triller, Periscope, Vimeo, Vallence, Untapped, Elpha, YuBo, 
Peanut, Houseparty, Caffeine, Steemit, Baidu Tieba, 23snaps, Likee, 8tracks, Academia, 
Amikumu, 
aNobii, ASMALLWORLD, Athinks, BAND, BeBee, blind, diaspora, Fark, MeWe, Tumblr, Mix, 
Tagged, Nextdoor, Quora, Meetup, Twitch, Crunchyroll, Skyrock, LiveJournal, Classmates, 
Bubbly, Flickr, Influenster, We Hear It, Open Diary, Yelp, Gaia Online, MocoSpace, 
CouchSurfing, Funny or Die, MeetMe, Ravelry, Care2, Very, and other web-based 
communications on publicly available sites. 

In order to aid employees from creating a disruption in the educational environment and 
potentially facing disciplinary consequences associated with their use and/or participation in 
social media, the following guidelines are being provided: 

1. It is recommended that any social media use be limited in viewing to only those individuals 
you 
have given viewing rights as opposed to being entirely open to public viewing. This will aid the 
employee in controlling who has access to social media content. 
 a. i.e. Set your Instagram account to private, which requires you to approve anyone who   
 views your post. 
 b. Remember that if you link your Instagram account with your Twitter or Facebook   
 accounts, student may be able to see individual Instagram posts without accessing your   
 entire profile. 
2. Do not “friend” or “follow” any student on your personal social media accounts. 
 a. If you have permission to access a student’s social media accounts, it will be presumed   
 that you have viewed such and have knowledge of the student’s content. This may place   
 an employee into the status of a mandatory reporter as per the provisions of District   
 Policy and the Idaho Code. 
3. An employee implements a personal rule that no students and no minors, regardless of whether 
they have graduated or not, be included in personal social media content of an employee. Such 
actions would include not “friending” a student, allowing a student access or potentially having 
to block a student who is attempting to obtain access to your social media. 
4. Keep your profile pictures “clean”. Your profile picture should never depict an employee 
using or in the presence of alcohol, drugs or anything that could be misconstrued as a gang sign 
or symbol. This is of importance as even if your profile is locked down as a privacy setting, 
your profile photo may still appear on a search engine. 
5. Do not link or affiliate your private social media with your school. If you list your 
employment list as “Teacher at Wilder School District” or not at all. 
6. Do not link your school email address or school phone number to any private social media 
account. 
7. Do not geo-tag your posts with your school location. This will lead students to your posts. 
8. Do not mention your school in any post. Even with privacy settings your post could be found 
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by students on search engines. 
9. Remember that your social media posts (even Snapchat) are such that they may never go away 
and may follow you in life and in careers. Anyone can take a screen shot of any posting that 
will last forever. 
10. Never post photos of your students on social media without specific written pre-approval of 
your school administrator and the parent/guardian of the student in question. Doing such 
without following this protocol can be a violation of FERPA and a violation of a student’s 
privacy rights under both state and federal law as well as the Code of Ethics for Idaho 
Professional Educators. 

Should any certificated employee’s actions, including social media activities, violate the 
provisions of the Code of Ethics for Idaho Professional Educators, the administration of the 
District is required to report such activity to the Professional Standards Commission. 

Student Concerns 
  
Discipline Procedures 
Teachers are expected to handle most of their own discipline problems.  Teachers will participate 
in the Time to Teach discipline program and the three building standards (listed below).  
● Are you making good decisions? 
● Are you solving problems? 
● Are you showing respect? 

     
Safety Issues Regarding Buses 
Bus transportation is a service provided for many students. Students who misbehave on the bus 
may lose their bus privileges. The bus driver is the authority on the bus and must be obeyed (see 
Wilder School District Board of Trustees policy 702.2.)  

School bus rules for students are: 
1. Be at the bus stop before the bus arrives 
2. Follow the bus driver's directions at all times 
3. Observe school bus safety rules that are posted on each bus 
4. Remain seated until you leave the bus 
5. Be courteous and respectful to the bus driver and to others on the bus 
6. Do not to tamper with bus equipment 
7. Follow rules listed under Student Conduct before and during the bus ride 

8. Only ride your regularly assigned bus and disembark from your bus at your regular stop 
9. Objects too large to be carried on your lap, hazardous materials, dangerous objects, or        
potentially disruptive animals are not allowed on the bus  
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To go home any other way than the regular way, a student must have a written request from 
his/her parent/guardian, the request must be given to the building principal or secretary, and a 
written acknowledgment from the principal or secretary will be presented to the bus driver.  

Bus Citations 
• 1st Citation: Warning only and a copy of citation will be mailed home to the parent.              

• 2nd Citation: 3-day suspension at a minimum, history and severity of student’s action will be 
taken into consideration. A copy of the citation will be sent home to the parent.                         

• 3rd Citation: Student will be suspended for a minimum of 5 days and up to 10 days based on 
the severity and history of the student’s actions. A copy of the citation will be sent home to the 
parent. 

• 4th Citation: The student will be suspended until the end of the school year. The building 
administrator will contact parents.  

Circumstances may elevate a citation to a major infraction that results in immediate 
suspension. 

Dress Code 
Any student violating the dress code will be sent to the Principal’s office and will be required to 
change.  See student handbook for complete dress code policy.   
   
Drug/Alcohol Policy 
See Wilder School District Board of Trustees policy 504.5 

Child Abuse/Neglect 
The policy of School District #133 shall be to abide by the guidelines concerning child abuse as 
outlined in the Child Protection Act, Chapter 16, Idaho Code.  As outlined in Wilder School 
District Board of Trustees policy 504.4 and the Administrative Form “Child Abuse Neglect” in 
the District Policy Manual, the responsibility of teachers or other staff members is as follows: 

Employees of School District #133 who have observed incidents of child abuse, abandonment or 
neglect or who have reason to believe that conditions or circumstances which would reasonably 
result in abuse as defined in this policy (Policy 504.4), shall report such conditions or 
circumstances to the administrator in charge. Observation of students, where child abuse is 
suspected, can be done only in a normal school setting. 

Any school teacher or other person having reason to believe that a child under the age of 
eighteen (18) years has been abused or neglected, or who observes the child being subjected to 
conditions or circumstances which would reasonably result in abuse or neglect, shall report or 
cause to be reported within twenty-four (24) hours such conditions or circumstances to the 
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proper law enforcement agency or the Department of Health and Welfare (Chapter 16, Title 
1619, Idaho Code). 

The disclosure, by a student, to school personnel, of intent to commit suicide must be treated as a 
serious matter. It is the duty of the school staff to first report to the school principal and the 
school counselor and then follow-up reporting procedures with submission of the written report 
to the office within twenty-four (24) hours. 

Grades and Reporting 
Hard copies of grades must be turned in at the end of the school year for filing. Programs will be 
utilized to inform parents/guardians of student’s on-going progress of all content areas. 
Hardcopies of student progress will be sent home quarterly.  

In order to insure the maximum uniformity of mastery grading, students will be graded on 
mastery of content standards in alignment with the corresponding grade level.  

● Level 3 = Student is mastering the class at/above the desired level.  
● Level 2 = Student is mastering the class at a level that is behind what is expected.  
● Level 1 = Student is mastering the class at a level that is needing extensive 

supports from the school and parents/guardians. 

Student Portfolios 
An electronic portfolio will be kept on each student for all K-5 cohorts.  This will be saved as a 
keynote presentation with before and after slides showing the growth of the student. The purpose 
of the portfolio is to provide each student the opportunity to present mastery of competencies/
challenges that clearly shows the achievement level of the student  (see Wilder School District 
Board of Trustees policy 605.3). The following illustrates the portfolio progress for each mastery 
level. 

Kinder-2 cohorts 

Added gain of over a years growth in the competencies and challenges related to Reading, Math, 
Writing, and Science (i.e. Reading foundational skills at or above 1 years growth, Math growth 
of more than a years growth, and iStation data).  Competency progression shared as pathway for 
student goals and progress. 

3-5 cohorts 

Added gain of over a years growth in the competencies and challenges related to Reading, Math, 
Writing, and Science (i.e. Reading comprehension at or above 1 years growth, Math growth of 
more than a years growth, and ISAT data). Competency progression shared as pathway for 
student goals and progress. 
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Everyone: 

Mastery in 4 Habits of Mind each year, with the mentor covering 2 habits each month and 
mastering an average of at least one a quarter. Older students who have mastered all 16 habits 
can become ambassadors and help with reviewing these in younger grade levels. 

C.U.B Academy will be earned for students reaching 80% mastery in academic subjects and 
having mastered Habits of Mind averaging 1 per quarter.  

Site Procedures 

Student Communication  
All staff will refrain from communicating with students via phone calls, personal messages, or 
Social Media unless by the district’s designated staff/student communication portal.  

Keys 
Each teacher will be issued keys as needed.  Additional keys may be requested by emailing a 
principal.  Keep your keys in a safe place and do not give your keys to students or community 
members.   

Attendance 
Please mark student attendance on the computer once in the morning and once in the afternoon 
based on information collected in person or virtually reflecting students attendance.  Hard copies 
may also be required at different times due to computer failures.  Discrepancies between class 
lists and actual attendance should be reported to the office at the end of the first week.  

Visitors 
All visitors to the school are expected to check with the office before going into a classroom/
school grounds.  If a parent/visitor arrives without a visitor badge at your classroom please send 
them to the office immediately.  If they refuse to go to the office contact the office by phone and 
notify the principal of the situation.  School patrons and others who harass teachers will be 
warned, and if necessary, prosecuted (see Wilder School District Board of Trustees policy 902.2).   
   
Lunch/Hall/Playground Duty 
Teachers and staff will be responsible for duties as assigned by the principal. It is critical that 
staff members are timely for arrival at duty sites for the safety of the students.  While on 
playground/cafeteria duty, the staff must circulate in order to supervise appropriately.  Staff 
should not be found huddled together and not circulating amongst students.   

Classroom Interruptions 
Only needed all-call announcements will occur during instructional time.  Do not interfere with 
classroom instruction by calling a classroom during instructional time, unless needed. 
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Student Withdrawal 
The secretary will issue a withdrawal form to the teacher when the student will be leaving and 
must be completed and returned to the secretary promptly.  If a student has dropped without 
informing the office, please check with the secretary so the process can be started. 

Field Trips 
● See Wilder School District Board of Trustees policy 603.1 
● All field trips will be scheduled through the office by using the Field Trip Request form. 
● All field trips must be of an educational nature. Teachers may arrange for parent 

volunteers during the field trip. 
● Trips requiring bus transportation will be arranged by a bus request from the office at least 

10 days prior to the trip.   

Fire Drills 
Fire drills will be conducted monthly.  Teachers are to familiarize themselves and their students 
with the correct routes from their classrooms during fire drills.  Teachers should close all 
windows and doors in their classrooms during a fire drill.  Teachers will also take grade/
attendance book with them.  Make sure that you clear any assigned areas as well (i.e. restrooms, 
hallways, etc.). 

● Students and teachers, upon hearing the fire alarm, will line up in an orderly fashion 
following spacing requirements at the door and exit the outside door under the teacher’s 
direction. 

● One student may be assigned to hold the outside door open for everyone else in the 
classroom. 

● Teachers need to take attendance or grade books with them to be sure all students are present 
● Students need to exit the building in an orderly manner, walk a safe distance from the 

building, stop and remain with backs to the building in case windows blow out. 
● Teachers need to count and determine if all students are present.  If someone is not present, 

they will notify the principal. 
● The supervisor will announce “all clear”.  
● Students will then re-enter the building in an orderly manner. 

Library 
● The library is a resource center for teachers as well as students.  Please feel free to use it 

regularly. 
● Anything taken from the library must be checked out.  It is requested that reference books be 

returned to the library at the end of the day. 
● Please be considerate of other teachers and students by remembering your scheduled time.  

Students are to be escorted to and from the library.  The students should respect others and 
show consideration of the classes they are passing by being orderly and quiet. 
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Mailbox and Messages 
There is a box in the staff workroom for each staff member.  Please check your box during 
recesses and break periods for phone messages and other information. 

Staff members will not be called to the telephone during class time except during emergencies.  

Permanent/Cumulative Records 
Permanent folders should not leave the office.  Any files accessed must be noted on the student 
file access sheet next to the cumulative records file cabinet.   

Fundraising 
All fundraising is directed by Wilder School District Board of Trustees policy 801.1.  Prior to 
initiating the fundraiser, fill out the Fundraiser Request form and give it to the principal for 
processing. 

Student Body Accounting 
All fundraising activities by classes, clubs, and organizations are to be directed by a staff sponsor 
or advisor.  Money from fundraisers and projects should be collected by the teacher or staff 
member in charge, and then turned into the school secretary. A receipt will be issued to the staff 
member. For such activities, students should not bring money to the office. 

Copies of invoices or sales slips are to be returned to the principal.  Unauthorized purchases will 
not be paid or reimbursed.  

A monthly ledger report will be printed after the board meeting of each month, and a copy of the 
report will be available to each staff member upon request.  This report will show transactions 
for the month, year-to-date, and balances.   

District Accounting 
Before purchases of any kind are made, a purchase order must be obtained from the building 
principal.  Each purchase order requires the signature of the principal, federal programs director 
(for federal programs budget items only), or superintendent.  Any purchases, which are made 
without being approved by the principal and signed by the principal, federal programs 
director, or superintendent, will not be paid or reimbursed.   

Staff Meetings 
Staff meetings will be held at a time to be determined by the needs of the school. 

Facilities Use 
Teachers need to fill out a district Facility Use request form for events in shared areas such as the 
gym or the boardroom.  The principal should approve all activities.   
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Technology Use 
Wilder School District Board of Trustees policy 602.13 and the District Technology – Acceptable 
Use Procedure govern the technology use. Computer use is monitored by the district.  

Accidents/Illness 
Employees, who are injured at school, or away, while performing duties for which they have 
been employed by the school district, must report to the human resources clerk within twenty-
four hours so that necessary forms may be completed.   

Students who are injured at school should be sent to the office and the incident should be 
reported immediately.  If a student becomes ill in class, please send him/her to the office.  Before 
a student may go home, he/she must be cleared by the office staff.   

Please familiarize yourself with the Emergency Procedures handbook.   

Special Services Referrals 
Anytime a teacher has reason to believe that a child is in need of special services such as special 
education, reading, language, speech or hearing therapy, counseling, he/she should submit the 
proper referral for such services as soon as possible.  Forms are available in the office.   

Code of Ethics  
Reference: IDAPA 08.02.02, IC33-1208, & 33-1209
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