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BOWLING GREEN R-I SCHOOLS EMPLOYEE HANDBOOK 

The Bowling Green R-1 (“BGR-1”) Schools Employee Handbook is designed to provide information to the 
district’s employees regarding its policies, procedures, and practices. It is intended to familiarize you with 
important information about Bowling Green R-1 and your own privileges and responsibilities. 

Our district’s ability to reach its ambitious goals, for itself and for the community that it serves, rests with its 
greatest resource – its dedicated, talented and highly-trained staff. Without your considerable skills, integrity 
and creativity, BGR-1 would not be the district that it is today. We seek to create a workplace that reflects the 
goals that we have for the students in the BGR-1 community, goals that motivate and inspire each of us to 
achieve at the highest levels possible. 

This Handbook is meant to serve as a guide only. Neither this Handbook, nor any benefit plan, is intended to 
create a contract for any purpose or duration, expressed or implied.  

The contents of this Handbook supersede any prior guidelines or personnel manuals provided to employees. 
However, where state or federal law, a written employment agreement, or Board of Education policy is 
inconsistent with this Handbook, the law, employment agreement, or Board policy shall govern. 

All employees must become familiar with and comply with Board of Education policies and procedures. Board 
policies are available online, via the district’s website. In addition, read this Handbook carefully, familiarize 
yourself with its contents and follow its provisions where they apply. If you have any questions, contact your 
supervisor. 

Bowling Green R-1 Schools reserves the right to change or discontinue any of the policies contained in this 
Handbook from time to time and to interpret and apply them as it deems appropriate. No oral statements 

or representations can change the provisions of this Handbook. 



 

 

 

 

PHILOSOPHY AND OBJECTIVES 

Statement of Philosophy 

Every student has dignity and value as an individual. Each is entitled to a safe, supportive school staffed by qualified, caring 
professionals. The student will have the opportunity to grow personally and to contribute to our complex society. The 
school will provide a wide variety of courses, and facilities to serve individual needs and differences. Emphasis on a solid 
academic foundation will enable the student to meet the challenges of chosen occupational training, whether during high 
school or after graduation. The responsibility for a quality education is shared by the student, parents, community, and 
the school. 

Objectives 

Through educational experiences the student will have the opportunity to: 

1. Develop a respect for the uniqueness and value of each individual and subsequently to become more responsive 
to the needs and rights of others; 

2. Develop self-discipline as it relates to moral, spiritual, and ethical values; 
3. Cultivate intellectual curiosity, an enthusiasm for study and achievement, and an awareness of the enjoyment 

that results from learning; 
4. Develop the ability to think clearly, critically, creatively, and independently; 
5. Evaluate his or her own needs, aptitudes, abilities, and interests; 
6. Develop the ability to communicate effectively through reading, writing, listening, speaking, and spelling correctly; 
7. Develop the proficiency in mathematics that is required to continue education past the high school level or to 

enter the job market; 
8. Develop an interest in, knowledge of, and respect for science on a level adequate to function in a science-oriented 

society; 
9. Promote the ideals of good government and to explore the role of the United States in international relations; 
10. Develop an interest in, appreciation for, and awareness of the value of the arts for enriching life; 
11. Develop a positive attitude toward maintaining overall physical fitness with emphasis on team and lifetime sports; 
12. Accept personal responsibility for health, hygiene, nutrition, and safety; 
13. Develop an understanding of the importance of the family; 
14. Recognize the personal and social significance of work; and 
15. Acquire knowledge and skills needed for college and/or job entry. 

ACCIDENTS - INJURY REPORTS 

District personnel will provide appropriate first aid and emergency treatment, and contact emergency medical services 
(EMS) when appropriate, for any individual who is injured or becomes ill while on district property, on district 
transportation or at a district activity. Employees must report all work-related injuries and illnesses to their supervisor 
immediately and will be required to provide the details of the injury or illness in writing. Staff who witness any injury or 
observe the onset of a serious illness on district property, on district transportation or at a district activity will prepare a 
written incident report on the incident report form available in each building. A copy of the incident report form will be 



 

 

 

filed with the appropriate designee as soon after witnessing the event as possible. See also Board Policy EBBA, Illness and 
Injury Response and Prevention. 

BEREAVEMENT LEAVE – CERTIFICATED AND SUPPORT STAFF 

 A maximum of up to three (3) days of bereavement leave will be granted per occurrence if a death occurs in the immediate 
family of the employee or the spouse’s employee. The Board defines immediate family to include: 

● The employee’s spouse, 
● The following relatives of the employee or employee’s spouse:  parents, children, children’s spouse, grandparents, 

grandchildren, siblings, and any family member who resides within the employee’s home. 
● Any other person over whom the employee has legal guardianship of for whom the employee has power of 

attorney and is the primary caregiver. 

 A maximum of one (1) day of bereavement leave will be granted per occurrence if a death occurs of other relatives. If time 
for travel is needed in conjunction with the bereavement leave the Superintendent may approve up to two additional 
days of bereavement leave for travel time to arrive at the destination and return. 

 When conditions warrant, the Superintendent may approve additional days in conjunction with the bereavement leave 
that will be charged against the employee’s sick leave. For further guidance on all leave types, please refer to board policy. 

CELL PHONES – STAFF USE 

Staff use of cell phones during instructional time in the classroom should not occur. If you have an emergency situation 
where you may be required to have your cell phone available during instructional time in classrooms, this must be 
approved by the building Principal. During non-instructional times, all staff should minimize their use of cell phones in 
front of students. Please use your cell phones during non-instructional times in private areas out of the sight of students 
whenever possible. Personal calls, both incoming and outgoing, must be kept to an absolute minimum, should be confined 
to meal and break periods and must not interfere with your duties and responsibilities or BGR-1 policies.  Employees 
should not use their cellphones inside the classroom when students are present. This includes cell phone earbuds and 
blue-tooth devices. For further reference, see Board Policy GBCC, Staff Use of Communication Devices. 

CLASSROOM VIDEOS - ADMINISTRATIVE PROCEDURES TO BE FOLLOWED PRIOR 
TO ALLOWING STUDENTS TO VIEW AUDIOVISUAL MATERIALS 

The following procedures will govern the use of all audio-visual materials during the regular school day and during extra-
curricular activities within the Bowling Green R-I Schools. 

EDUCATIONAL MATERIALS 
Audio-visual materials which are intended to further the educational objectives of the class will be previewed before their 
use by one or more of the teachers who will be using the materials. During the preview, the teacher(s) will determine that 
the materials: 

1. Are suitable for the age group to be served and unlikely to be offensive to students’ or families’ moral and/or 
religious beliefs; 



 

 

 

2. Meet one or more of the objectives of the class or course being taught on the day the materials are displayed; 
and 

3. Comply with Board policy and procedure EGAAA, Reproduction of Copyrighted Materials. 
NOTE:  If an employee has reason to suspect that otherwise acceptable materials might contain language or references 
that could be considered offensive to one or more students, the employee must notify all parents/guardians of the content 
of the material. Notice should be provided far enough in advance of the showing to provide parents/guardians an 
opportunity to request that their child not take part in the activity. If a parent/guardian requests that their student “opt 
out” of the activity, the student will be provided with an alternative educational activity. 

ENTERTAINMENT MATERIALS 
As a general rule, audiovisual materials which are primarily designed to entertain the audience will not be used during 
academic class time. The use of this type of material must be carefully monitored to make certain that such usage does 
not detract from the academic atmosphere of the classroom. Acceptable usage might include using the materials as an 
incentive or reward for achieving an academic or disciplinary task. Incentive entertainment materials should not be 
shown in classrooms more than twice per year. Teachers who choose to show audiovisual materials for entertainment 
purposes must ensure the District has obtained the proper license to publicly display such materials in accordance with 
the copyright laws of the United States and Board policy and procedure EGAAA, Reproduction of Copyrighted Materials.  
All audiovisual material used for entertainment in the classroom must receive the same careful, complete and critical 
preview that is applied to educational materials. AN EMPLOYEE MAY NOT RELY ON THE RATING ASSIGNED TO A VIDEO 
CASSETTE OR A FILM TO BE AN ACCURATE ASSESSMENT OF THE CONTENTS, BUT MUST VIEW THE MATERIAL IN ITS 
ENTIRETY BEFORE SHOWING IT TO THE CLASS. As a general rule a rating of G is probably acceptable. A "PG" film or video 
cassette probably contains material which is offensive to somebody, and should be carefully previewed before showing. 
IF THERE IS ANY QUESTION OF ITS PROPRIETY, DON'T SHOW IT! 

GUIDELINES FOR EMPLOYEES COMMUNICATING WITH THE MEDIA. 

The district encourages district employees to be mindful of the impact their communication may have on the 
school district community and expects employees to take responsibility for their own communications regardless 
of whether the communication occurs while off duty or working. District employees are prohibited from 
representing their opinions as those of the district and are required to clarify, when necessary, when they are 
speaking as an individual and not as a representative of the district. All communications made by an employee 
while working for or representing the district must be professional. Refer to Board Policy GBCBB for details on 
protected and unprotected communications.  A district employee may be disciplined for communicating 
information if the employee knew the information was false; if the information was disclosed in violation of the 
Missouri Sunshine Law or any other law; or if the disclosure was related to the employee's own violations, 
mismanagement, gross waste of funds, abuse of authority or endangerment of public health or safety. 

USE OF THE DISTRICT'S WEBSITE AND SOCIAL MEDIA. 

Bowling Green School District stays connected with the community by posting school-wide happenings. The 
following are various ways students, parents, the community can stay informed: 

  Social Media: 

The Bowling Green School District has a Facebook page and the Superintendent has a Twitter account. Click on the 
below icons to be directed to these social media profiles. 



 

 

 

https://www.facebook.com/bowlingreenbobcats  

https://twitter.com/BGSUPT   

The following buildings and programs also have Facebook pages: 

https://www.facebook.com/BGHSBobcats  

https://www.facebook.com/Bowling-Green-Middle-School-171662999534145  

 https://www.facebook.com/Today.at.FE  

https://www.facebook.com/Bowling-Green-Elementary-School-204472282942403  

The following buildings have Twitter accounts: 

https://twitter.com/BGHSBobcats  

 https://twitter.com/Today_at_FE  

The following buildings have Instagram accounts: (None at this time) 

Social Media Commenting/Posting Guidelines: 

The purpose of the Bowling Green School District’s social media pages are to facilitate an ongoing dialogue on 
education issues. We encourage your comments. Your ideas and concerns are important to ensure that a broad 
range of community members are active and informed participants in the discussion. Bowling Green School 
District reserves the right to modify this policy at any time and Bowling Green School District expressly reserves 
the right to remove postings from its pages. 

Bowling Green School District retains the right to remove or not remove postings. In addition, we expect that 
participants will treat each other, as well as our district, our employees, and our students, with respect. Postings 
may be removed if they fall into the follow categories: 

● Contain vulgar or abusive language/graphics, personal attacks of any kind, or offensive terms 
that target specific ethnic or racial groups 
  

● Promote services or products (non-commercial links that are relevant to the post or comment 
are acceptable) 
  

● Are clearly "off topic" or "spam" 
  

● Make unsupported accusations 
  

● Reference employees or students by name  

https://www.facebook.com/bowlingreenbobcats
https://twitter.com/BGSUPT
https://www.facebook.com/BGHSBobcats
https://www.facebook.com/Bowling-Green-Middle-School-171662999534145
https://www.facebook.com/Today.at.FE
https://www.facebook.com/Bowling-Green-Elementary-School-204472282942403
https://twitter.com/BGHSBobcats
https://twitter.com/Today_at_FE


 

 

 

We won't edit comments to remove objectionable content, so please ensure that your comments contain none of 
the above. 

To protect your own privacy and the privacy of others, please do not include personally identifiable information, 
such as name, Social Security number, addresses, phone numbers or email addresses in the body of your comment. 
If you do voluntarily include your name in a comment, which we generally do not recommend, that comment may 
or may not be removed. In no circumstances will comments be allowed to remain that contain Social Security 
numbers, addresses, email address, phone numbers or similar personally identifiable information.  

Every effort will be made to address questions you post for Bowling Green School District via social media outlets, 
but to ensure your questions are addressed please call 573-324-5441 or email 
mfrederickson@bgschools.k12.mo.us 

Accessibility:  

It is also the goal of the Bowling Green School District that the information contained on our website, and other 
communication tools, be accessible to all individuals. To this end, we continue to modify information that is 
distributed using various communication platforms that are found to have accessibility issues. If you are unable to 
access any page(s) on our website or have issues accessing information on another district communication 
platform, please contact us by calling 573-324-5441 or by emailing mfrederickson@bgschools.k12.mo.us 

SHARING INFORMATION WITHIN THE DISTRICT. 

District Website and App: 

During the summer before the school year, the district will send out an electronic newsletter/memo via email to all 
district employees and all email addresses that have been provided to the district and a Back to School Letter 
through the student information system. We also will send periodic communications throughout the year.  If an 
issue or announcement needs to communicated sooner than the next communication, the district will notify all 
staff by email, through supervisors, through morning announcements, or any combination thereof.  

Text and Voice Messages: 
All phone numbers provided to the district through the student information system will automatically be signed up 
to receive voice calls and text messages from the district and specific building in which your child attends. These 
messages will be limited and of importance when distributed.  

● If you are a parent/guardian/student/employee and not receiving voice calls and/or texts, please first 
contact the building in which your child attends to make sure your number is correctly listed in our system. 
You can also do this by logging in to the Parent Portal. If we have your number correctly on file, but you are 
still unable to receive messages it is most likely a wireless carrier issue. Specifically, if you are not receiving 
texts please contact your wireless carrier and ask them to enable SMS messaging on your device.  

● To opt-out of receiving text messages, call the school building office to have the secretary remove the 
number from our information system. This is not recommended as text messages are a key way we inform 
patrons about important information.  

● To opt-out of receiving voice calls, call the school building office to have the secretary remove the number 
from our information system. 

 



 

 

 

To submit information about a unique activity or event happening in your classroom or building, please follow the 
directions below: 

1. Email Jayne Yoder and copy your building principal. 
● Include: 

o The building you work in. 
o Date of the event/activity. 
o A short description of the event/activity and explain why it helps achieve district/building goals, 

promotes student success, and what experience it provides for our students. 
2. Attach photos or associated files (PDF files of fliers) if available. Feel free to use your phone or tablet to take 
photos of your event. Unless it is a large, building-wide event it will be difficult for the Superintendent or 
Assistant Superintendent to attend as there are many activities taking place throughout the school year. 

 Once this information is received, the Superintendent will work with building leaders to determine the best 
method for distribution if it meets district and building improvement plan goals. If further information is needed, 
you will be contacted directly. Keep in mind that every effort will be made to communicate about your submission. 
Thank you for your partnership in helping us spread the word about the great things happening within Bowling 
Green School District! 

  Submission Examples: 

● Student accolades—recognition for winning a school-related contest, attendance celebrations, 
state/national achievements, etc. 

● Staff accolades—recognition for regional/state/national achievements, being chosen to present at 
conferences, etc. 

● Project based learning that deeply engages students and involves guest speakers or community 
involvement. 

● Highly engaging classroom activity that showcases a direct correlation to your building’s goals. 
● Building level activity—assemblies/awards, homecoming activities, attendance celebrations, field day, 

etc. 
● Holiday/milestone celebrations—Veteran’s Day, Earth Day, 100th Day of School, Thanksgiving, 

Christmas, etc. 
 

SHARING INFORMATION WITH THE PUBLIC. 

In general and in accordance with law, the district will comply with legislative requests for information as well as 
any requests for information by a court or other legislative body. Likewise, the district will cooperate in situations 
where a court or legislative body seeks district employee testimony regarding any alleged prohibited activity. 
District employees who receive a legislative request for information are required to inform district administrators 
or supervisors. District employees are also required to provide district administrators or supervisors information 
regarding the substance of any testimony the district employee makes to legislators on behalf of the district. (This 
is from Policy GBCBB) 

The Board encourages community input and comments regarding the district’s instructional, media and library 
materials and directs the district staff to answer all questions regarding the selection of the materials. The 
superintendent or designee will create procedures to efficiently address community member questions or 
concerns and to provide for an adequate review of the materials, if necessary. (This is from Policy KLB and you 



 

 

 

may want to elaborate on how community members’ questions or concerns are addressed.) 

CONFIDENTIALITY AND SECURITY 

In order to provide students with appropriate instruction and educational services, it is necessary for the district to 
maintain extensive and sometimes personal information about students and families. These records must be kept 
confidential in accordance with law. Accordingly, school personnel must adhere to the following guidelines: 
1. Student papers are to be returned promptly, and graded papers should not be left where students can view them. 
2. Staff members are not to call out students’ grades or have students call out their grades. 
3. Staff members are not to call out any type of students’ test scores. 
4. Students are not allowed to see grade books, confidential memos, or files. 
5. Students are not allowed in areas where student records are kept. 
6. Students are not allowed to have access to a staff member’s keys. 
7. Use of school buildings and facilities, at any time, should be in accordance with school board policy. 

For additional guidelines, see Board of Education policy and procedure JO, Student Records.  

CONTRACT HOURS AND WORK DAY 

Custodians and Maintenance - Daytime 
Contract hours for days when school is in session are from 7:00 AM until 3:30 PM. Contract hours for days when school is 
not in session are from 7:00 AM until 3:30 PM. If you must arrive later than 7:00 AM or leave sooner than 3:30 PM, you 
must receive prior approval from a building administrator or the director of maintenance. Custodian are not allowed to 
work more than 40 hours per week unless arrangements have been made for proper compensation time with the building 
administrator or supervisor. Compensation Time Request Forms can be found on the secure district intranet webpage. 

Custodians - Nighttime 
Contract hours for days when school is in session are from 3:00 PM until 11:30 PM. Contract hours for days when school 
is not in session are from 7:00 AM until 3:30 PM. If you must arrive later than your scheduled time or leave sooner than 
your scheduled time, you must receive prior approval from a building administrator or the director of maintenance. 
Custodians are not allowed to work more than 40 hours per week unless arrangements have been made for proper 
compensation time with the building administrator or supervisor. Compensation Time Request Forms can be found on the 
secure district intranet webpage. 

Principals, Directors and Administrators 
Contract hours for days when school is in session are from 7:30 AM until 4:00 PM. Contract hours for days when school is 
not in session are from 8 AM until 3 PM. There may be times, however, when faculty meetings and other duties require 
principals to remain longer. If you must arrive later than your scheduled time or leave sooner than your scheduled time, 
you must receive prior approval from the superintendent.  

Secretaries 
Contract hours for days when school is in session are arranged with the building principal or supervisor. Daily work times 
can be either 7:30 AM until 3:30 PM or 8:00 AM until 4:00 PM as arranged with the building principal or supervisor. 
Contract hours for days when school is not in session are from 7:30 AM until 3 PM or 8:00 AM until 3:30 PM. If you must 
arrive later than your scheduled time or leave sooner than your scheduled time, you must receive prior approval from the 
building administrator or supervisor. Secretaries are not allowed to work more than 40 hours per week unless 



 

 

 

arrangements have been made for proper compensation time with the building administrator or supervisor. 
Compensation Time Request Forms can be found on the secure district intranet webpage.  

Teachers 
Contract hours for days when school is in session are from 7:40 AM until 3:25 PM. Contract hours for days when school is 
not in session are from 8:00 AM until 3:00 PM. There may be times, however, when faculty meetings, student tutoring 
and other duties require teachers to remain longer. If you must arrive later than your scheduled time or leave sooner than 
your scheduled time, you must receive prior approval from your building administrator.   

Teacher Aides 
Contract hours for days when school is in session are from 7:40 AM until 3:25 PM. Contract hours for days when school is 
not in session are from 8:00 AM until 3:25 PM. If you must arrive later than your scheduled time or leave sooner than your 
scheduled time, you must receive prior approval from a building administrator.  Teacher Aides are not allowed to work 
more than 40 hours per week unless arrangements have been made for proper compensation time with the building 
administrator or supervisor. Compensation Time Request Forms can be found on the secure district intranet webpage. 

CRISIS MANAGEMENT PLAN 

Over the course of a school year, incidents may arise which require an immediate, informed, and effective response on 
the part of the school staff. Most commonly these incidents involve acts of violence, threatened assaults, suicide threats, 
terminal illnesses, student or staff deaths, natural disasters, and custody or domestic conflicts. There is a detailed plan 
designed by each building administrator that you need to familiarize yourself with prior to the first day of school.  
 
You should be alert at all times and should report the presence of any suspicious persons to your supervisor, and/or 
security personnel immediately. You should also maintain in your possession at all times your keys, security passes and 
identification badge(s). Do not lend these items to anyone who is not authorized to possess them. Similarly, computer 
passwords, electronic door codes/fobs and any other security access information must not be disclosed to anyone who is 
not authorized to have that information. 
 

CUSTODIAL AND MAINTENANCE CARE 

The care and maintenance of the building must be of concern to the students and teachers. The custodial staff can perform 
its tasks better with your cooperation. Please refer all special cleaning and minor maintenance tasks to the head custodian. 
This should be done in writing through the Principal's Office. Major maintenance tasks should be requested by completing 
a maintenance request work order on the district webpage. 

CUSTODIAL AND NON-CUSTODIAL PARENT RIGHTS AND RESPONSIBILITIES 

When parents of a student are separated, involved in divorce proceedings, or are divorced, the building principal will 
respect the rights of custodial and non-custodial parents equally except when a court order exists concerning special 
restrictions. It is the responsibility of the custodial parent to provide the school principal with a copy of such a court order 
if restricted access to a student or student information is requested. 



 

 

 

Parent rights include access to student records and school mailings, attendance at parent/teacher conferences and 
Individual Educational Program (IEP) meetings, and authority to request that a student be released early or be absent from 
school for a legitimate reason. 

It is the responsibility of the non-custodial parent to inform the school office of his/her name, address, and phone number 
if they wish to be consulted regarding their child or wish to be placed on the school's mailing list. 

DISTRICT STAFF SECURE INTRANET 

Staff forms and other documents may be found on the Bowling Green R-I webpage under your secure log-in. Once you 
have logged in, click on the private site tab on the top right of the webpage and then click on the District Staff Intranet link 
on the left of the page. Click on the Documents Upload link on the left side of the page and you will be able to access the 
presentations, materials and forms you will need throughout the school year. 

FACULTY DRESS CODE 

Faculty and staff are professionals and will model good taste and appropriate dress for your position. Professional dress 
is required for staff during school hours and events. 

FUNDRAISERS 

All fundraising projects must be approved by the building principal and the superintendent. Fundraising activities must 
comply with Board of Education policy IGDF, Student Fundraising. Fundraiser approval forms may be found on the 
District’s Intranet. Fundraiser sponsors must maintain accurate records of materials, receipts and expenses. In addition, 
BGR-1 participates in the National School Lunch and Breakfast Programs, which requires that all foods sold at school during 
the day must meet specific nutrition standards. These standards apply to all foods sold a la carte, in school stores, vending 
machines, and fundraisers. You must get the approval of your campus food service specialist before purchasing food items. 
For more information, including a smart snack calculator, please visit http://dese.mo.gov/financial-admin-services/food-
nutrition-services/smart-snacks- schools. 

FIELD TRIPS 

Field trips will be limited and must have the approval of the building principal. In general, all field trips by a club or 
organization must be self-supporting. Any trip which requires the transportation of students and requires school 
sponsorship shall be submitted for approval to the principal. Distance traveled, pertinence to the instruction, and 
educational value are factors considered in approving field trip applications. 

Students cannot drive private cars on field trips. Transportation by parents is acceptable, but travel in private cars must 
be approved by students' parents and so noted on the field trip permission slip. Trip itinerary must be filed in the office 
prior to the trip including telephone numbers in case of emergency. Field trips will not be scheduled during the months of 
September, December, January, or May. 

Building principals will consider the following factors in determining whether to approve a field trip: 
1. Is the field trip directly related to classroom instruction? 

http://dese.mo.gov/financial-admin-services/food-nutrition-services/smart-snacks-
http://dese.mo.gov/financial-admin-services/food-nutrition-services/smart-snacks-


 

 

 

2. Have students been briefed about significant items for which to watch? 
3. Have all necessary forms been completed? 
4. Will at least one teacher/adult accompany each bus of students? 

Upon receiving approval for the trip, sponsors must: 
1. Inform other teachers and the attendance secretary of the names of students attending the trip, at least two days 

in advance of the trip; 
2. Explained to students the expectations for good conduct during the trip; 
3. Ensure that all students arrange for transportation home after returning from the trip; 
4. Complete the following forms (available on the District intranet): 

● Field Trip Requisition Form 
● Field Trip Checklist 
● Parent permission slip 
● Bus request form 

HEALTH SERVICES 

Ill or injured students should report to the school nurse. Staff members should provide a sick slip referral to the school 
nurse if he or she is on duty. Students should notify the teacher to fill out an illness report, have the teacher sign the 
report, and then go to the Attendance Office. In case of emergency, dial 911 and notify the principal's office immediately. 
Teachers must complete  an accident report  for all injuries and accidents, and file the report in the office as soon as 
possible.  

HEALTH - UNIVERSAL PRECAUTIONS FOR CLEANING UP BLOOD AND/OR BODY 
FLUIDS 

Many infectious agents can be found in the blood and/or body fluids of humans. This includes individuals with no outward 
signs or symptoms of infection. It is therefore important that everyone adopt routine procedures for handling the cleanup 
of all body/blood fluids. The procedures to be used are as follows: 

1. If available, cover fluids with absorbent floor sweep material to keep the fluids from spreading. When absorbent 
material is not available, contain the spill with paper towels, etc. 

2. Wear rubber gloves and clean up spills with disposable towels or tissues. 
3. All surfaces which have been in contact with the fluids should be cleaned with a disinfectant. Any EPA approved 

disinfectant (i.e., Lysol, etc.) can be used.  
4. If the gloves worn to clean up the spill are reusable rubber gloves, they should be washed with soap and running 

water prior to removal. Disposable gloves should be removed without soiling the hands and should be disposed 
of in an impervious plastic bag. 

5. If the person doing the cleaning has any open skin lesions, precautions should be taken to avoid direct exposure 
of the lesions to the body fluids. 

6. After exposure to body fluids, good HAND WASHING should consist of thorough use of soap and running water 
for at least 10 - 15 seconds. 

7. It is appropriate to keep a clean-up kit on hand for such spills. The clean-up kit should consist of the following 
items: 



 

 

 

● Absorbent floor sweep material 
● Disinfectant 
● Rubber or plastic gloves 
● Plastic bags 
● Disposable towels or tissues 

All of these materials should be kept together in a central location. 

INCLEMENT WEATHER AND EMERGENCY CLOSING 

Decisions to close schools, delay school openings, or dismiss early are made by the Superintendent. Radio and TV stations 
are notified as soon as a decision is made. Staff will be notified via text message of cancellations using the messaging 
system. 

JOB DESCRIPTIONS 

Job descriptions for all positions in the Bowling Green R-I district may be found on the district’s webpage by using your 
secure login. 

KEYS 

Room and cabinet keys will be checked out to teachers as needed and must be checked in to the administrative staff at 
the close of the school year. Locked rooms or cabinets remain the property of the District and may be searched by District 
administrators as needed. For your protection, as well as for the building security, entrance keys will not be checked out 
unless a need is determined through the office. If you lose or misplace your keys, NOTIFY THE CENTRAL OFFICE 
IMMEDIATELY. 

MAIL 

School mail service and regular postal service is provided in each building. The principal's office will distribute mail to 
teachers' mailboxes which are located in the teachers’ workrooms. Teachers should check mailboxes at least three times 
each day for messages. Do not send students to get mail from your mailbox. 

All engraved or printed BGR-1 stationery, envelopes and other work materials are for the district’s business only and may 
not be used for personal correspondence. When signing business letters on the district’s letterhead, the employee’s name 
and title or position must be used. 

Employees are requested not to send or receive personal mail or packages using the district’s mail services. Employees 
will be asked to reimburse the cost of postage for non-business-related materials sent through the district’s mail services. 

MILEAGE AND/OR OTHER REIMBURSABLE EXPENSES 

In order to be reimbursed for expenses in a given month, the reimbursement forms must be turned into the Central Office 
by the first day of the month in which you expect to receive reimbursement. Failure to do so will result in the payment 



 

 

 

coming to you in the following month. Mileage reports must be turned in on a monthly basis. 

NON-DISCRIMINATION POLICY 

The Bowling Green R-I School District affirms its commitment to providing educational opportunities for all pupils 
commensurate with their needs, abilities, and diverse cultural backgrounds. The Board believes that essential to this policy 
is a climate in which good human relations can flourish. Such a climate can be fostered only by communication among all 
the groups in the district: students, parents, certified and non-certified staff, administrators, and community members.  
 
The Board endorses the principle of equal educational and employment opportunities for all people regardless of race, 
color, religion, national origin, age, gender, disability, genetic information and veteran status; and directs the 
Superintendent of Schools to develop systematic programs in operation and the initiation, through affirmative action 
plans, of new programs or procedures, where appropriate, to insure equality for all employees and students in the school 
district.  
 
The Bowling Green R-I school district does not discriminate on the basis of race, color, religion, national origin, age, gender, 
disability, genetic information and veteran status in the admission to, participation in, or employment of programs, 
services, or activities. See Board of Education Policy AC, Prohibition Against Discrimination, Harassment and Retaliation, 
available via the District’s website. 
 

PAYDAY 

Payday for all employees is on the 20th of the month. If the 20th falls on a weekend or holiday, payday will be on the last 
working day prior to the 20th. If you have reimbursement coming from mileage, PDC, etc., it will be paid on the day 
following the regularly monthly scheduled board meeting, which is generally the 3rd Tuesday of the month. 

PERSONAL LEAVE – CERTIFICATED STAFF 

A maximum of two (2) days of personal leave will be available per school year. Personal Leave refers to absence due to 
personal matters. It should be noted that any personal leave that is not used in a year will accumulate as sick leave. 
Certificated employees may earn additional personal days as follows:   

1. Certificated employees that have been with the district 10-19 years may use an additional 1 of their allotted sick 
days as personal leave. This would leave non-twelve month certificated employees with 9 sick days and 3 personal 
days annually. Twelve month certificated employees would be left with 11 sick days and 3 personal days annually. 

2. Certificated employees that have been with the district 20 years or more may use an additional 2 of their allotted 
sick days as personal leave. This would leave non-twelve month certificated employees with 8 sick days and 4 
personal days annually. Twelve month certificated employees would be left with 10 sick days and 4 personal days 
annually. 

 Absences may be charged against personal leave for the following reasons: 
a. Tax investigation. 
b. Court appearances, unless applicable law requires no leave be charged to the employee. 
c. Wedding, graduation or funeral. 
d. Observance of a religious holiday. 



 

 

 

e. Conducting personal business of such a nature that it cannot be performed on a Saturday, Sunday or before 
or after school hours, including parent-teacher conferences. 

f. Leave under the FMLA. 
g. Leave connected with duty as a volunteer firefighter, member of Missouri-1 Disaster Medical Assistance 

Team, Missouri Task Force One, Urban Search and Rescue Team or activation by the Federal Emergency 
Management Agency (FEMA) in times of national disaster. 

h. Leave for other purposes as approved by the principal. 

Whenever possible, it is expected that requests for leave will be made in writing to the designated administrator at least 
24 hours in advance of the time leave is requested. However, 30 days' notice is required by law if the leave qualifies as 
FMLA leave and such notice is practical. The administrator will respond promptly to the employee's written request. 
However, the administrator shall have the authority to deny the request for personal leave if in his or her opinion the time 
of taking the personal leave would be a hardship on the school. A non-inclusive list of examples of times that may be 
considered a hardship are the days immediately preceding or following school vacations, the first and last days of the 
school calendar and days on which several employees in the same school request a personal leave day. 

A district employee may not use personal leave days during the period the employee receives Workers' Compensation for 
time lost to work-related incidents.  For further guidance, see board policy. 

PERSONAL LEAVE – SUPPORT STAFF 

A maximum of two (2) days of personal leave will be available per school year. Personal Leave refers to absence due to 
personal matters. It should be noted that any personal leave that is not used in a year will accumulate as sick leave. Support 
staff employees may earn additional personal days as follows: 

1. Support staff employees that have been with the district 10-19 years may use an additional 1 of their allotted sick 
days as personal leave. This would leave non-twelve month support staff employees with 9 sick days and 3 
personal days annually. Twelve-month support staff employees would be left with 11 sick days and 3 personal 
days annually. 

2. Support staff employees that have been with the district 20 years or more may use an additional 2 of their allotted 
sick days as personal leave. This would leave non-twelve month support staff employees with 8 sick days and 4 
personal days annually. Twelve month support staff employees would be left with 10 sick days and 4 personal 
days annually. 

Absences may be charged against personal leave for the following reasons: 
a. Tax investigation. 
b. Court appearances, unless applicable law requires no leave be charged to the employee. 
c. Wedding, graduation or funeral. 
d. Observance of a religious holiday. 
e. Conducting personal business of such a nature that it cannot be performed on Saturday, Sunday or before or 

after school hours, including parent-teacher conferences. 
f. Leave under the FMLA. 
g. Leave connected with duty as a volunteer firefighter, member of Missouri-1 Disaster Medical Assistance Team, 

Missouri Task Force One, Urban Search and Rescue Team or activation by the Federal Emergency 
Management Agency (FEMA) in times of national disaster. 



 

 

 

h. Leave for other purposes as approved by the principal. 

Whenever possible, it is expected that requests for leave will be made in writing to the designated administrator at least 
48 hours in advance of the time leave is requested. However, 30 days' notice is required by law if the leave qualifies as 
FMLA leave and such notice is practical. The administrator will respond promptly to the employee's written request. 
However, the administrator or supervisor shall have the authority to deny the request for personal leave if in his or her 
opinion the time of taking the personal leave would work a hardship on the school. A non-inclusive list of examples of 
times that may be considered a hardship are the days immediately preceding or following school vacations, the first and 
last days of the school calendar and days on which several employees in the same school request a personal leave day. 

A district employee may not use personal leave days during the period the employee receives Workers' Compensation for 
time lost to work-related incidents.  For further guidance, see board policy. 

 

PERFORMANCE BASED TEACHER EVALUATIONS – CERTIFICATED STAFF 

Supervision and evaluation are accomplished through classroom visits and conferences with individual teachers. The 
evaluation procedures are defined for the Bowling Green R-I School District by the Board of Education. Supervision and 
evaluation will be performed by the Principal and Assistant Principals. Performance evaluations are conducted with the 
goal of improving our performance as individuals, developing professionally and improving the performance of BGR-1 and 
its students. In most cases, formal written evaluations take place annually. Feedback to all employees is expected 
quarterly. 

Please feel free to discuss new ideas or problems with the administrative staff. The forms that will be used during your 
evaluations may be found within the Network for Educator Effectiveness website under secure login. NEE provides a 
systematic and research-based approach to not just evaluating school district personnel, but also to supporting and 
growing them. Most importantly, the NEE model focuses on transparency and consistency while also being nimble and 
agile enough to be personalized for each individual employee. Lastly, the utilization of NEE in more than half the school 
districts in the state of MO, is a great opportunity to build regional capacity through collaboration and professional 
discourse.  

PERFORMANCE BASED STAFF EVALUATIONS – SUPPORT STAFF 

Supervision and evaluation are accomplished through observation of duties and conferences with individual support staff 
members. The evaluation procedures are defined for the Bowling Green R-I School District by the Board of Education. 
Supervision and evaluation will be performed by the Director or Administrator who is in charge of that support staff area. 
The goal is always improvement of performance. Please feel free to discuss new ideas or problems with the administrative 
staff. The forms that will be used during your evaluations may be found on the secure District Staff Intranet. 

PREPARATION PERIOD 

Most teachers are provided one class period daily for preparation. The preparation period is a part of the school day, and 
from time to time school needs will result in requests for a teacher to assist during this period. These requests will be kept 



 

 

 

to an absolute minimum. Teachers who need to leave the school during this time must obtain pre-approval from the 
building principal before leaving. 

 

PUBLIC RELATIONS AND STAFF 

All Bowling Green R-I staff members are open to public scrutiny 24-7-365 as educators. Please be aware that your actions 
and words are a direct reflection on the district, and our school community has high expectations of the Bowling Green R-
I staff. You must know your responsibilities under FERPA and must not discuss student and parent issues with any person 
outside the school setting. Most community members do not enter our buildings, so their impression of our district is 
made based on their judgment of our staff in social settings. Please make every effort to represent the district in a positive 
light wherever you may be. 

PURCHASE ORDERS 

There will be no reimbursement made to employees unless they have obtained a purchase order and had it approved by 
the principal or supervisor to whom they are responsible. No bills will be paid by the Central Office unless they have an 
accompanying purchase order. 

RETALIATION 

On occasion, parents and/or students will make allegations of inappropriate behavior or unfair treatment against staff 
members. These allegations will be investigated according to Board policy. It is the employee’s responsibility to remain 
professional at all times during and after the investigation. Acts of retaliation against students, parents, or other staff 
members is absolutely prohibited and may result in discipline, up to and including termination of employment as 
permitted by law and Board policy.  

OPEN COMMUNICATION 

BGR-1 promotes a quality work environment for all employees, one that encourages a high level of individual and team 
contribution in support of business goals. BGR-1 believes that open communication is essential to a successful work 
environment and that all employees should feel free to seek answers to work-related questions and raise issues of concern 
without fear of reprisal or retaliation. Employees are encouraged to bring work-related concerns to their supervisor or 
another administrator at the earliest opportunity to allow for prompt resolution. 

 REPORTING CHILD ABUSE 

All BGR-1 employees that have contact with children are required to immediately and directly report any reasonable suspicion 
of abuse or neglect of students to the Child Abuse/Neglect Hotline. The employee should also make a report to the person in 
charge of the school building, but such report does not relieve the employee of his or her duty to submit a report to the Child 
Abuse/Neglect Hotline. The employee must also receive confirmation that the incident was reported to the appropriate 
authorities. Such confirmation includes the case number, incident number or confirmation number from the State of 
Missouri’s child protection agency. The toll-free number for the Child Abuse/Neglect Hotline is 1-800-392-3738; persons 



 

 

 

calling from outside the state of Missouri should dial 1-573-751-3448. There is also the option to text your concerns to 1-800-
699-8689. 

BGR-1 employees are required by law to know the procedures for reporting suspected child abuse and/or neglect. The 
reporting procedures for the state of Missouri are outlined on the Department of Social Services website at: 
http://www.dss.mo.gov/cd/can.htm. 

Non-Retaliation 
BGR-1 prohibits any manager or other employee from retaliating or taking any adverse action against any employee for 
reporting reasonable suspicion of sexual or physical abuse or neglect. 

Penalties for Violations 
In addition to applicable criminal or civil penalties, any employee of BGR-1 who fails to comply with this policy shall be subject 
to disciplinary action, up to and including termination of employment.  Such discipline may also apply to actions such as 
requesting others to violate this policy, failing to cooperate with any child abuse investigation or retaliating against an 
employee for making a report of child abuse. 

Employees should also be aware that if, in the judgment of another mandated reporter, they have engaged in abusive or 
inappropriate conduct directed at a student, the  incident must be reported to Children’s Division. 

SCHOOL BUS REGULATIONS FOR SCHOOL SPONSORED TRIPS 

Bus trips are sponsored as a special service to pupils who want to attend the out-of-town activities. Teacher sponsors 
donate their services on these trips and pupils should be appreciative of the opportunity to attend these activities at a 
reasonable cost. If pupils fail to cooperate with these regulations, they not only will be denied the privilege of taking future 
trips and other possible punishment but they endanger the chartering of special buses for the school as a whole. 

1. When school transportation is provided, participants must travel both to and from the activity by the 
transportation being provided, unless other arrangements are made by the student’s parent or guardian, as 
described below. 

2. If a parent or guardian requests to take their athlete home from an event, they must sign out with the 
coach/sponsor.  

3. A student may not be excused to ride home from an activity with someone other than that student's parent or 
guardian unless this has been arranged in advance by the parent of the pupil and the building administration. A 
written request from the parent or guardian must be verified and signed off on by the building administration in 
order for this approval to occur. 

4. The sponsor cannot give permission to any pupil to stay overnight. This must be arranged in advance by the parent 
of the pupil and the building administration. 

5. In nearly all cases, students MUST ride school transportation provided to an activity and should not be allowed to 
participate when another means of transportation is used. 

6. Pupils are accountable to the trip sponsor throughout the trip. A roll call must be made at the start of the trip, on 
any stops, and before the bus starts for the return trip to Bowling Green. Pupils must report promptly for these 
roll calls. 

7. Conduct of pupils on the bus, at the location of the event, in public eating places, etc., must be orderly, respectful, 
and reflect positively upon the district at all times. 

http://www.dss.mo.gov/cd/can.htm
http://www.dss.mo.gov/cd/can.htm


 

 

 

8. Drink and food containers will be checked by the sponsors before the students board the bus and after any break 
stops. 

9. The sponsor and driver of the bus work together at all times. Requests to the driver must be made through the 
sponsor. If a special stop is necessary, notify the sponsor who will request the driver that such a stop be made. 
The sponsor will decide if a stop to eat can be made. 

10. Failure of students to behave appropriately shall result in both school discipline and loss of privilege to participate 
in  future activities. 

11. Students should remain seated at all times while the bus is in motion. Students may not sit or stand in the aisle. 
12. Students shall not throw objects on or from the bus. 
13. Students shall not stick their arms, head or feet out the windows. 

SICK LEAVE – CERTIFICATED STAFF 

Professional staff employees whose assignments call for 12 months of full-time employment will be entitled to 12 days of 
sick leave. Professional staff employees whose assignments call for full-time employment only during the regular school 
term will be entitled to ten (10) days of sick leave. Unused sick leave will be cumulative to 100 sick leave days. An absence 
of over one (1) through four (4) hours shall be counted as a half-day of sick leave. 

Paid sick leave may only be used for illness of the staff member or the staff member's immediate family. Immediate family 
is defined as spouse, parent, grandparent, child, sibling, daughter or son-in-law, grandchild, or non-family residing within 
the staff member's home. The Superintendent/designee may request a physician's statement regarding an absence and/or 
verification that the employee may return to work. 

An employee may not use more than two consecutive days unless the absence is pre- approved by their supervisor; or the 
absence is due to illness, in which acceptable proof that the absence was illness-related must be provided if the employee 
is absent three (3) or more consecutive days. If an employee’s leave is not approved by their supervisor, it will be unpaid. 

When employees leave employment with the district, accumulated sick leave will be reimbursed as follows: 

Retirement 
(No longer making or have made on the employee’s behalf active contributions to and in the PSRS/PEERS retirement 
system.) 

1. If the employee has been employed with the district for at least 10 continuous years and provides the District with 
written notice of retirement prior to February 1st or the last workday prior to February 1st, the employee will be 
reimbursed for all accumulated sick leave days up to 100 at a rate of $40 per day in their last paycheck 

2. If the employee has been employed with the district for at least 10 continuous years and provides the District with 
written notice of retirement after February 1st or the last workday prior to February 1st, the employee will be 
reimbursed for all accumulated sick leave days up to 100 at a rate of $10 per day in their last paycheck. 

Separation 
Leave the District for any reason other than active retirement with PSRS) 

1. If the employee has been employed with the district for at least 10 continuous years and provides the District 
with written notice of resignation prior to April 15th or the last workday prior to April 15th, the employee will be 
reimbursed for all accumulated sick leave days up to 100 at a rate of $10 per day in their last paycheck. 



 

 

 

2. If the employee has been employed with the district less than 10 continuous years and/or gives notice of 
resignation prior to April 15th or the last workday prior to April 15th, the employee will be reimbursed for all 
accumulated sick leave at a rate of $10 per day in their last paycheck 

Treatment of Sick Leave Over The Accumulation Limit 
The District will reimburse each employee yearly (in their June paycheck) for all unused Sick Leave days over the maximum 
accumulation of 100 days. Certified employees will be reimbursed at the rate of $40 per day. 

For further guidance, see board policy. 

Absences may be charged against sick leave for the following reasons: 

a. Illness, injury or incapacity of the employee. The Board reserves the right to require a physician's certification 
attesting to the illness or incapacity of the claimant and/or inclusive dates of the employee's incapacitation. 
FMLA health certification procedures apply to FMLA-qualifying absences, even if such absences are paid sick 
leave. 

b. Illness, injury or incapacity of a member of the immediate family. The Board defines "immediate family" to 
include: 

 *The employee’s spouse, 
 *The following relatives of the employee or the employee’s spouse:  parents, children, children's spouses, 

grandparents, grandchildren, siblings and any other family member residing with the employee, 
 *Any other person over whom the employee has legal guardianship of for whom the employee has power of 

attorney and is the primary caregiver. 
 (Note:  "Family" for FMLA purposes is more limited.) 

c. Illness, injury or incapacity of other relatives, with permission granted by the superintendent. 
d. Pregnancy, childbirth and adoption leave in accordance with this policy. 

Staff members who are ill are encouraged to stay home to promote healing and reduce the risk of infecting 
others, especially during a pandemic or other significant health event. In the event of a pandemic or other 
significant health event, schools may be closed to all staff and students or just students. If schools are closed 
only to students, staff members are expected to work regular schedules or use appropriate leave. 

A district employee may not use sick leave during the period the employee receives Workers' Compensation for time lost 
to work-related incidents. 

Any certificated employee who is a member of a retirement system shall remain a member during any period of leave 
under sick leave provisions of the district or under Workers' Compensation. The employee shall also receive creditable 
service credit for such leave time if the employee makes contributions to the system equal to the amount of contributions 
that he or she would have made had he or she been on active service status. 

SICK LEAVE – SUPPORT STAFF 

Any support staff employees whose assignments call for 12 months of full-time employment will be entitled to 12 days of 
sick leave. Support staff employees whose assignments call for full-time employment only during the regular school term 
will be entitled to ten (10) days of sick leave. Unused sick leave will be cumulative to 100 sick leave days. An absence of 
over one (1) through four (4) hours shall be counted as a half-day of sick leave.  



 

 

 

Paid sick leave may only be used for illness of the staff member or the staff member's immediate family. Immediate family 
is defined as spouse, parent, grandparent, child, sibling, daughter or son-in-law, grandchild, or non-family residing within 
the staff member's home. The Superintendent/designee may request a physician's statement regarding an absence and/or 
verification that the employee may return to work. 

An employee may not use more than two consecutive days unless the absence is pre- approved by their supervisor; or the 
absence is due to illness, in which acceptable proof that the absence was illness-related must be provided if the employee 
is absent three (3) or more consecutive days. If an employee’s leave is not approved by their supervisor, it will be unpaid. 

When employees leave employment with the district, accumulated sick leave will be reimbursed as follows: 

1. Retirement (No longer making or have made on the employee’s behalf active contributions to and in the PEERS and 
receiving retirement income from PEERS) 

a. If the employee has been employed with the district for at least 10 continuous years and provides the 
District with written notice of retirement prior to February 1st or the last workday prior to February 
1st, the employee will be reimbursed for all accumulated sick leave days up to 100 at a rate of $20 per 
day in their last paycheck 

b. If the employee has been employed with the district for at least 10 continuous years and provides the 
District with written notice of retirement after February 1st or the last workday prior to February 1st, 
the employee will be reimbursed for all accumulated sick leave days up to 100 at a rate of $10 per day 
in their last paycheck. 

2. Separation (Leave the District and not receiving a retirement income from PEERS) 
a. If the employee has been employed with the district for at least 10 continuous years and provides the 

District with written notice of resignation prior to April 15th or the last workday prior to April 15th, the 
employee will be reimbursed for all accumulated sick leave days up to 100 at a rate of $20 per day in 
their last paycheck. 

b. If the employee has been employed with the district less than 10 continuous years and/or gives notice 
of resignation prior to April 15th or the last workday prior to April 15th, the employee will be 
reimbursed for all accumulated sick leave at a rate of $5 per day in their last paycheck 

Treatment of Sick Leave Over The Accumulation Limit 
The District will reimburse each employee yearly (in their June paycheck) for all unused Sick Leave days over the maximum 
accumulation of 100 days. Certified employees will be reimbursed at the rate of $20 per day. 

Absences may be charged against sick leave for the following reasons: 

a. Illness, injury or incapacity of the employee. The Board reserves the right to require a physician's 
certification attesting to the illness or incapacity of the claimant and/or inclusive dates of the employee's 
incapacitation. The FMLA health certification procedures apply to FMLA-qualifying absences, even if 
such absences are paid sick leave. 

b. Illness, injury or incapacity of a member of the immediate family. The Board defines "immediate family" 
to include: 

 *The employee’s spouse, 
 *The following relatives of the employee or the employee’s spouse:  parents, children, children's 

spouses, grandparents, grandchildren, siblings and any other family member residing with the 
employee,   



 

 

 

 *Any other person over whom the employee has legal guardianship of for whom the employee has 
power of attorney and is the primary caregiver. 

 (Note:  "Family" for FMLA purposes is more limited.) 
c. Illness, injury or incapacity of other relatives, with permission granted by the superintendent. 
d. Pregnancy, childbirth and adoption leave in accordance with this policy. 

Staff members who are ill are encouraged to stay home to promote healing and reduce the risk of infecting others, 
especially during a pandemic or other significant health event. In the event of a pandemic or other significant health event, 
schools may be closed to all staff and students or just students. If schools are closed only to students, staff members are 
expected to work regular schedules or use appropriate leave.  For further information, see board policy. 

A district employee may not use sick leave during the period the employee receives Workers' Compensation for time lost 
to work-related incidents. 

Any support staff employee who is a member of a retirement system shall remain a member during any period of leave 
under sick leave provisions of the district or under Workers' Compensation. The employee shall also receive creditable 
service credit for such leave time if the employee makes contributions to the system equal to the amount of contributions 
that he or she would have made had he or she been on active service status. 

SISK12 GRADEBOOK 

Online Grade Book: Teacher Professional Responsibilities Parents, staff and students rely on having up-to-date 
information. Because we believe that parental involvement and teacher support have a great impact on a student’s 
success, staff members are expected to maintain, update and enter information into SISK12 on a regular basis. SISK12 is 
used to enhance communication in our school by complementing other means of parent-teacher communication such 
as email, telephone calls, and by providing basic information for meaningful parental conferences. Teachers, students 
and parents must proactively work together and communicate any concern or problem as soon as possible.  
 
Posting Assignments  

Papers:  When assigned, at least one week prior to due date. 
Projects:  When assigned, at least one week prior to due date.  
Tests:  When assigned, at least one week prior to test date. 
Daily Work and Quizzes:  Daily work and formative quizzes – as applicable. 
Summative quizzes – one day in advance. *Important note:  Posted information may change based on 
instructional needs. 

Recording Grades  
Papers:  Within three weeks. Note:  Large-scale papers that may require additional time for grading shall include 
an assignment comment indicating such.  
Projects:  Within three weeks. Note:  Large-scale projects that may require additional time for grading shall 
include an assignment comment indicating such.  
Tests:  Within 2 weeks. 
Daily Work and Quizzes:  Within one week Missing Assignments Flag within one week past the due date. 

 



 

 

 

STAFF CONDUCT 

The Board of Education expects that each professional and support staff member shall put forth every effort to promote 
a quality instructional program in the school district. In building a quality program, employees must meet certain 
expectations that include, but are not limited to, the following: 

1. Become familiar with, enforce and follow all Board policies, regulations, administrative procedures, other 
directions given by district administrators and state and federal laws as they affect the performance of job 
duties. 

2. Maintain courteous and professional relationships with pupils, parents/guardians, other employees of the 
district and all patrons of the district. 

3. Keep current on developments affecting the employee's area of expertise or position. 
4. Transact all official business with the appropriate designated authority in the district in a timely manner. 
5. Transmit constructive criticism of other staff members or of any department of the school district to the 

particular school administrator who has the administrative responsibility for improving the situation. 
6. Care for, properly use and protect school property. 
7. Attend all required staff meetings called by district administration, unless excused. 
8. Keep all student records, medical information and other sensitive information confidential as directed by law, 

Board policy, district procedures and the employee's supervisor. 
9. Immediately report all dangerous building conditions or situations to the building supervisor and take action to 

rectify the situation and protect the safety of students and others if necessary. 
10. Properly supervise all students. The Board expects all students to be under assigned adult supervision at all 

times during school and during any school activity. Except in an emergency, no employee will leave an assigned 
group unsupervised. 

11. Obey all safety rules, including rules protecting the safety and welfare of students. 
12. Submit all required reports or paperwork at the time requested. Employees will not falsify records maintained 

by the school district. 
13. Refrain from using profanity. 
14. Dress professionally and in a manner that will not interfere with the educational environment. 
15. Come to work and leave work at the time specified by the employee handbook or by the employee’s supervisor. 

Employees who are late to work, stop working before the scheduled time or work beyond the scheduled time 
without permission may be subject to discipline, including termination. 

16. School employees, other than commissioned law enforcement officers, shall not strip search students, as 
defined in state law, except in situations where an employee reasonably believes that the student possesses a 
weapon, explosive or substance that poses an imminent threat of physical harm to the student or others and a 
commissioned law enforcement officer is not immediately available. 

17. School employees shall not direct a student to remove an emblem, insignia or garment, including a religious 
emblem, insignia or garment, as long as such emblem, insignia or garment is worn in a manner that does not 
promote disruptive behavior. 

18. State law prohibits teachers from participating in the management of a campaign for the election or defeat of a 
member of the Board of Education that employs such teacher. 

19. Employees will not use district funds or resources to advocate, support or oppose any ballot measure or 
candidate for public office. 

20. Employees will not use any time during the working day for campaigning purposes, unless allowed by law. 



 

 

 

 

STAFF GRIEVANCES PROCEDURE 

The Bowling Green R-I School District is interested in employee concerns and ideas for improving the district. District 
employees are encouraged to discuss concerns with supervisors and the administrative staff so that issues may be 
addressed in a timely fashion. 

Grievance 

Because violations of Board policies, regulations and collective bargaining agreements are particularly problematic, the 
Board has developed this formal process for addressing these grievances. Grievance processing should be viewed as a 
positive and constructive effort to establish the facts upon which the grievance is based and to accurately implement 
Board policies, regulations or collective bargaining agreements. The Board strictly prohibits discrimination or retaliation 
against an employee for filing a grievance and directs all district employees to cooperate in the grievance process. 

If more than one (1) district grievance process might apply to a particular concern, the superintendent or designee will 
decide which process will govern. If any part of a grievance includes allegations of illegal discrimination or harassment, or 
if the grievance is factually similar to a complaint filed by the same employee regarding illegal discrimination or 
harassment, the entire grievance will be resolved in accordance with policy AC. 

Definitions 

Days - Calendar days, whether occurring during the regular school year or during the summer, but excluding: weekends; 
district-designated holidays (whether on the original school calendar or designated thereafter); winter and spring breaks 
and other Board-designated breaks; and closings due to inclement weather, illness, natural disaster, or other emergencies. 

Grievance - An allegation by an individual employee that a collective bargaining agreement or a specific, written, Board-
adopted policy or regulation has been violated or misinterpreted. A grievance does not include concerns regarding 
performance evaluations or remedial documents, nonrenewal of contracts, employee discipline, reduction in force or 
termination. This policy does not apply if another Board policy or regulation or state or federal law provides due process, 
a hearing or a different method for addressing the issue. 

Grievant - A district employee who has filed a grievance. 

Performance Evaluations or Remedial Documents - Any assessment of employee performance including, but not limited 
to, notice of deficiencies, job targets, professional development plans and professional improvement plans. 

Grievance Process 

1. Grievances must be filed within ten (10) days of the occurrence that is the basis of the grievance. The grievance 
must be in writing, on the forms provided by the district, and include a copy of the provision of the collective 
bargaining agreement, policy or regulation alleged to be violated or misinterpreted, as well as a statement of 
the relief requested. 



 

 

 

2. Grievances will be processed according to the step-by-step process outlined below, with the following 
exceptions. If a person designated to hear a grievance is the subject of the grievance, the grievance process 
will begin at the next highest step. If a grievance is directly based on official Board action, the grievance shall 
be directed to the Board secretary. The grievance may be heard by the Board at the sole discretion of the 
Board. 

3. No new information may be added and no new claims may be made after Step 1. Each subsequent appeal will 
address only the facts and issues presented at Step 1. 

4. The deadlines established under this policy may be extended upon the written request of the grievant or the 
supervisor, but the final decision regarding any extension shall be made by the superintendent at his or her 
sole discretion. Investigation and reporting deadlines will be extended when more time is necessary to 
adequately conduct an investigation and to render a decision. The grievant will be notified when deadlines are 
extended. 

5. Failure of the grievant to appeal within the timelines given will be considered acceptance of the findings and 
remedial action taken. The district will not consider late appeals. 

6. Once a decision is rendered under this grievance process, the decision is final. Grievance decisions cannot be 
the subject of a new grievance. 

7. Because the point of a grievance is to provide resolution outside the court system, an employee is not entitled 
to bring an attorney to grievance proceedings. Once an attorney becomes involved in the process, the 
superintendent or designee will refer the matter to the district's private attorney and the grievance process 
will end. 

Immediate Supervisor (Step 1) 
a. Employees are encouraged to informally notify their immediate supervisor of a grievance. If the issue is 

not resolved, the employee should submit a written grievance, on forms provided by the district, to the 
immediate supervisor. The written grievance must clearly indicate that it is a grievance and specify which 
provision(s) of policy, regulation or collective bargaining agreement were allegedly violated. 

b. Within ten (10) days of receiving the written grievance, the immediate supervisor will investigate the 
matter and render a decision in writing. A copy of the decision will be provided to the grievant. 

Principal or Designee (Step 2) 
This step may be omitted if the principal or designee serves as the immediate supervisor at Step 1 or if the 
employee's supervisor is not under the direct supervision of a principal. 

a. Within five (5) days after receiving the decision at Step 1, the grievant may appeal the decision in writing, 
using forms provided by the district, to the principal or designee. The appeal must clearly state why the 
previous decision is erroneous. 

b. The principal or designee will, within ten (10) days of receipt of the appeal, review the investigation and 
render a decision in writing to the grievant and the grievant’ s immediate supervisor. 

Superintendent or Designee (Step 3) 
a. Within five (5) days after receiving the decision at Step 2, the grievant may appeal the decision in writing, 

using forms provided by the district, to the superintendent or designee. The appeal must clearly state why 
the previous decision is erroneous. 

b. The superintendent or designee will, within ten (10) days of receipt of the appeal, review the investigation 
and render a decision in writing to the grievant, the principal or designee and the grievant’ s immediate 
supervisor. 



 

 

 

School Board or Board Committee (Step 4) 
Within five (5) days after receiving the decision at Step 3, the grievant may appeal the decision in writing, using 
forms provided by the district, to the Board of Education. The Board of Education, at its sole discretion, may decide 
to hear the grievance. 

Documentation 
A grievant will receive a written response or report regarding his or her grievance, but the grievant and persons 
investigated in the course of the grievance are not entitled to view or receive copies of the investigation file or notes taken 
during the investigation, unless required by law. If an employee is disciplined as a result of the grievance, the discipline 
may be recorded in the employee's personnel file and discussed with the employee. Information recorded in an 
employee's personnel file will not be shared except as provided in Board policy or required by law. 

For further guidance, refer to board policy. 

STAFF/STUDENT RELATIONS 

Definitions 
Educational Purpose  -  A reason associated with the staff member's duties in the district including, but not limited to: 
counseling, the treatment of a student's physical injury, or coordination of an extracurricular activity, depending on the 
staff member's job description. 

Staff Member - For the purposes of this policy, a staff member is any individual employed by the district, including part-
time and substitute employees and student teachers. 

Student - Individuals currently enrolled in the Bowling Green R-I School District. 

General 
Staff members are expected to maintain courteous and professional relationships with students. All staff members have 
a responsibility to provide an atmosphere conducive to learning through consistently and fairly applied discipline and the 
maintenance of physical and emotional boundaries with students. These boundaries must be maintained regardless of 
the student's age, the location of the activity, whether the student allegedly consents to the relationship or whether the 
staff member directly supervises the student. Maintaining these boundaries is an essential requirement for employment 
in the district. 

Although this policy applies to the relationships between staff members and district students, staff members who 
inappropriately interact with any child may be disciplined or terminated when the district determines such action is 
necessary to protect students. 

Absolute Prohibitions 
There are some interactions between staff members and students that are never acceptable and are absolutely prohibited 
including, but not limited to: 

1. Touching, caressing, fondling or kissing students in a sexual or sexually intimate manner. 
2. Dating a student or discussing or planning a future romantic or sexual relationship with a student. The 

district may presume that this provision has been violated if a staff member begins a dating or sexual 
relationship with a student immediately after graduation or immediately after a student has left the district. 



 

 

 

3. Making sexual advances toward a student or engaging in a sexual relationship with a student. 
4. Engaging in any conduct that constitutes illegal harassment or discrimination as defined in policy AC or that 

could constitute a violation of that policy if pervasive. 
5. Engaging in any conduct that violates Board policies, regulations or procedures or constitutes criminal 

behavior. 

Exceptions to This Policy 
The goal of this policy is to protect students from harm and staff members from allegations of misconduct by requiring 
staff members to maintain professional boundaries with students. The district does not intend to interfere with or impede 
appropriate interactions between staff members and students. 

An emergency situation or an educational purpose might justify deviation from some of the professional boundaries set 
out in this policy. Likewise, staff members might be related to students or have contact with students outside the school 
environment through friends, neighborhood or community activities, or participation in civic, religious or other 
organizations. These contacts might justify deviation from some of the standards set in this policy, but under no 
circumstance will an educational or other purpose justify deviating from the "Absolute Prohibitions" section of this policy. 

The staff member must be prepared to articulate the reason for any deviation from the requirements of this policy and 
must demonstrate that he or she has maintained an appropriate relationship with the student. To avoid confusion, the 
district encourages staff members to consult with their supervisors prior to engaging in behaviors or activities that might 
violate professional boundaries as defined in this policy. 

Failure to Maintain Boundaries 
Unless an educational purpose exists or an exception as defined in this policy applies, examples of situations where 
professional physical and emotional boundaries are violated include, but are not limited to: 

1. Being alone with a student in a room with a closed or locked door or with the lights off. Counselors or others 
who need to work with students confidentially must discuss with their supervisors the appropriate manner 
of meeting with students. 

2. Meeting students in non-work settings without the parent/guardian being present, even if the 
parent/guardian grants permission. 

3. Associating with students in any setting where students are provided, are consuming or are encouraged to 
use or consume alcohol, tobacco, drugs or any other product or service prohibited to minors. 

4. Communicating with students about sexual topics verbally or by any form of written, pictorial or electronic 
communication. 

5. Discussing the staff member's personal problems with or in the presence of students. 
6. Sponsoring parties for students outside of school unless as part of an extracurricular activity that is 

appropriately supervised by additional staff members. 
7. Inviting students to the staff member's home. 
8. Being present when students are fully or partially nude. 
9. Sending students on personal errands. 
10. Allowing a student to drive the staff member's vehicle. 
11. Providing a student (other than the staff member's children, stepchildren or other children living in the staff 

member's home) transportation in the staff member's personal vehicle without a supervisor's approval, 
unless another staff member or the student's parent/guardian is also present in the vehicle. 



 

 

 

12. Allowing any student to engage in behavior that would not be tolerated if done by other similarly situated 
students. 

13. Giving gifts to individual students. 
14. Frequently pulling a student from another class or activity to be with the staff member. 

 
 
Electronic Communication 
Staff members are encouraged to communicate with students and parents/guardians for educational purposes using a 
variety of effective methods, including electronic communication. As with other forms of communication, staff members 
must maintain professional boundaries with students while using electronic communication regardless of whether the 
communication methods are provided by the district or the staff member uses his or her own personal electronic 
communication devices, accounts, webpages or other forms of electronic communication. 

The district's policies, regulations, procedures and expectations regarding in-person communications at school and during 
the school day also apply to electronic communications for educational purposes, regardless of when those 
communications occur. Staff communications must be professional, and student communications must be appropriate. 
Staff members may only communicate with students electronically for educational purposes between the hours of 6:00 
a.m. and 10:00 p.m. unless a district-sponsored class or activity requires communication outside these time frames. Staff 
members may use electronic communication with students only as frequently as necessary to accomplish the educational 
purpose. 

1. When communicating electronically with students for educational purposes, staff members must use district-
provided devices, accounts and forms of communication (such as computers, phones, telephone numbers, e-mail 
addresses and district-sponsored webpages or social networking sites), when available. If district-provided 
devices, accounts and forms of communication are unavailable, staff members communicating electronically with 
students must do so in accordance with number two below. Staff members may communicate with students using 
district-provided forms of communication without first obtaining supervisor approval. These communications may 
be monitored. With district permission, staff members may establish websites or other accounts on behalf of the 
district that enable communications between staff members and students or parents/guardians. Any such website 
or account is considered district sponsored and must be professional and conform to all district policies, 
regulations and procedures. 

2. A staff member's supervisor may authorize a staff member to communicate with students using the staff 
member's personal telephone numbers, addresses, webpages or accounts (including, but not limited to, accounts 
used for texting) to organize or facilitate a district-sponsored class or activity if the communication is determined 
necessary or beneficial, if a district-sponsored form of communication is not available, and if the communication 
is related to the class or activity. The district will provide notification to the parents/guardians of students 
participating in classes or activities for which personal electronic communications have been approved. Staff 
members may be required to send the communications simultaneously to the supervisor if directed to do so. Staff 
members are required to provide their supervisors with all education-related communications with district 
students upon request. 

3. Staff use of any electronic communication is subject to the district's policies, regulations and procedures including, 
but not limited to, policies, regulations, procedures and legal requirements governing the confidentiality and 
release of information about identifiable students. Employees who obtain pictures or other information about 
identifiable students through their connections with the district are prohibited from posting such pictures or 
information on personal websites or personal social networking websites without permission from a supervisor. 



 

 

 

4. The district discourages staff members from communicating with students electronically for reasons     other than 
educational purposes. When an electronic communication is not for educational purposes, the section of this 
policy titled "Exceptions to This Policy" applies, and if concerns are raised, the staff member must be prepared to 
demonstrate that the communications are appropriate. This policy does not limit staff members from 
communicating with their children, stepchildren or other persons living within the staff member’s home who 
happen to be students of the district. 

Employee personal communication with students, in all forms including oral and nonverbal shall be appropriate and 
consistent with Board policy. Personal communication shall be deemed to be inappropriate if such communication is 
sexual in nature; is sexually suggestive; suggests romantic activity with a student or students; or is otherwise inconsistent 
with Board policy. Violation of this provision will result in disciplinary action up to and including dismissal. 

Communications between employees and students will be primarily direct, oral or written in nature. Employee’s 
communication with students and/or teacher’s electronic media must be made available to the student’s 
parents/guardians.  

BGR-1 will provide official electronic media which may be utilized by employees for communication with students for 
dissemination of BGR-1 related information (i.e. homework, practice schedules, supplemental instructional material.) 

Employees should note that all social media/communication sites, even personal sites, can fall under Board Policy 

As a BGR-1 employee, you should not knowingly allow students access to your personal social networking site (Facebook, 
Twitter, Instagram, LinkedIn, Flickr, Tumblr, Google+, YouTube, etc.), website, web page, blog or otherwise that discusses 
or portrays sex, nudity, alcohol or drug use or other behaviors associated with your private life that would be inappropriate 
to discuss with a student at school; you should not knowingly give students access to any part of your personal social 
network sites or websites that are not accessible to the general public; you should not post information about identifiable 
students on a personal website, web page or social networking site without the permission of a supervisor. Staff who 
engage in any of the above behaviors or in any other conduct that intrudes upon a student’s physical or emotional 
boundaries without a valid educational or health purpose will be disciplined, up to and including termination of 
employment. 

 
Consequences 
Staff members who violate this policy will be disciplined, up to and including termination of employment. Depending on 
the circumstances, the district may report staff members to law enforcement and the Children's Division (CD) of the 
Department of Social Services for further investigation, and the district may seek revocation of a staff member's license(s) 
with the Department of Elementary and Secondary Education (DESE). 

Reporting 
Any person, including a student, who has concerns about or is uncomfortable with a relationship or activities between a 
staff member and a student should bring this concern immediately to the attention of the principal, counselor or staff 
member's supervisor. If illegal discrimination or harassment is suspected, the process in policy AC will be followed. 

Any staff member who possesses knowledge or evidence of possible violations of this policy must immediately make a 
report to the district's administration. All staff members who know or have reasonable cause to suspect child abuse shall 
immediately report the suspected abuse in accordance with Board policy. Staff members must also immediately report a 



 

 

 

violation or perceived violation of the district's discrimination and harassment policy (AC) to the district's 
nondiscrimination compliance officer. Staff members may be disciplined for failing to make such reports. The district will 
not discipline, terminate or otherwise discriminate or retaliate against a staff member for reporting in good faith any 
action that may be a violation of this policy. 

Training 
The district will provide training to district staff that includes current and reliable information on identifying signs of sexual 
abuse in children and potentially abusive relationships between children and adults. The training will emphasize legal 
reporting requirements and cover how to establish an atmosphere where students feel comfortable discussing matters 
related to abuse. 

Check your email daily.  

Routinely delete unwanted and no-longer needed messages in accordance with the established records retention 
requirements.  

When using distribution lists, make sure the message content matches the interests of the list members.  

When replying to an email, know the difference between “Reply” and “Reply All.” “Reply All” will respond to everyone 
who was included in the original email message. If you intend to reply only to the person who sent the original email, 
choose the “Reply” option and not “Reply All.”  

• Under Missouri Public Records Law, all email messages are public records. Never include anything in an e-mail 
message that you would be embarrassed to have everyone see.  

Utilizing the network, including the email system for soliciting, advertising, fundraising, commercial purposes or for 
financial gain, is not allowed unless authorized by the District.  

• To share information with all district employees, contact the Technology Department. If appropriate, information 
will be posted on the Secure Intranet, or included in a staff-all email. 

SUBSTITUTES - TEACHERS AND AIDES 

When absences are known in advance (professional leave, personal leave, hospitalization, etc.), notify the principal as 
soon as possible and complete the proper forms. Requests for personal leave must be made at least 48 hours in 
advance. 

If advance notice is not possible, contact the district substitute teacher coordinator, Amy Becker (573-470-2692),  before 
10:00 p.m. the night before, or before 6:30 a.m. on the day the substitute is needed If the substitute coordinator cannot 
be reached after trying several times, you may call your building principal. 

Adequate lesson plans must be provided and are vital to a continuation of the class work during the teacher's absence. 
An up-to-date seating chart is also necessary and should be available at school for the substitutes.  

 



 

 

 

STUDENT SUPERVISION 

The students are our primary responsibility and concern from the time they leave home until they return from school. 
We all share responsibility for each student, whether or not they are in our direct charge. 

1. Teachers are to report to school each day at 7:40 a.m. and must be at their classroom door by 7:45 a.m. to 
supervise the area adjacent to their door until the 8:05 a.m. bell 

2. Teachers are required to be in the hallways at their classroom door supervising during all passing times. Please 
spread yourself out and actively supervise the students and keep visiting with your colleagues to a minimum. 
Before school and during passing times is an excellent opportunity for all staff members to build relationships 
with students. 

3. Teachers must stay with their assigned class at all times. Between classes, teachers should be at their classroom 
door to monitor hallways. 

4. It is the students’ responsibility to secure permission from a staff member to leave an area.  
5. Teachers must accompany their classes at any time that a class leaves the classroom, such as to attend an 

assembly, meeting or pep rally, or to work in the library or another location.  
6. All students should be under the supervision of an adult at all times while they are on school property. This 

includes all activities before and after school. Students who must leave the classroom unattended should have a 
hall pass. 

7. One teacher near each restroom should check the restroom during each passing period. Please direct all 
students to proceed to class as soon as possible. 

8. Teachers must supervise the hall after school until halls clear and must remain in the building until 3:25 PM.  
9. Teachers should dismiss their class from the door. Emphasize to students that the bell does not dismiss 

students. Dismissal of class will be done by the teacher.  
10. Any time students are kept after school hours or return from a field trip or competition after school hours, 

teachers must remain at school and supervise all students until the last student has left the school grounds. 
11. No student is to leave school grounds without the expressed permission of the building administration.  
12. Do not hesitate to correct a student who is not under your direct charge. Again, the appropriate conduct of 

students is a responsibility we all share.  
13. Promptly report all accidents and injuries to the office and be sure to file an Accident Report. 

 

TEACHER’S RESPONSIBILITIES TO THE SCHOOL PROGRAM 

The success of the school program is dependent upon a cooperative and collaborative effort put forth by all. Each class 
and subject area is equally important to overall success. The following guidelines will help in this endeavor:  

Online Grade Book: Teacher Professional Responsibilities Parents, staff and students rely on having up-to-date 
information. Because we believe that parental involvement and teacher support have a great impact on a student’s 
success, staff members are expected to maintain, update and enter information into SISK12 on a regular basis. SISK12 is 
used to enhance communication in our school by complementing other means of parent-teacher communication such 
as email, telephone calls, and by providing basic information for meaningful parental conferences. Teachers, students 
and parents must proactively work together and communicate any concern or problem as soon as possible. Be sure that 
all paperwork is submitted, accurately and on time, to the appropriate personnel. Keep your SISK12 gradebook up to 
date per the following minimum expectations: 



 

 

 

Posting Assignments  
Papers:  When assigned, at least one week prior to the due date. 
Projects:  When assigned, at least one week prior to the due date.  
Tests:  When assigned, at least one week prior to the test date. 
Daily Work and Quizzes:  Daily work and formative quizzes – as applicable.  
Summative quizzes – one day in advance. *Important note:  Posted information may change based on 
instructional needs. 

Recording Grades  
Papers:  Within three weeks. Note:  Large-scale papers that may require additional time for grading shall include 
an assignment comment indicating such.  
Projects:  Within three weeks. Note:  Large-scale projects that may require additional time for grading shall 
include an assignment comment indicating such.  
Tests:  Within 2 weeks. 
Daily Work and Quizzes:  Within one week Missing Assignments Flag within one week past the due date. 

Additional Professional Responsibilities: 
● Do not detain students beyond the end of class without the consent of the teacher whose class that student will 

be missing.  
● Any fundraising or other activities involving the handling of money should be approved by the principal and 

appropriate paperwork maintained by the supervising teacher.  
● In order to fulfill contractual obligations, teachers will be scheduled to perform additional duties. These may 

include supervising dances, games, clubs, and other extracurricular activities, as well as certain duties deemed 
appropriate by the principal.  

● Please refer to the appropriate sections of your building staff handbooks for instructional, grading, and 
supervision responsibilities.  

● Teachers have a mutual responsibility to maintain uniform academic and disciplinary standards throughout the 
school.  

● The staff of the Bowling Green R-I school district should demonstrate daily high ideals of patriotism, honesty, and 
fair play, and we should expect these qualities from each one of our students. 

TELEPHONE USE BY STAFF 

There are a limited number of phone lines available to the school; therefore, phone calls should be made as briefly as 
possible. Long distance calls are expensive, and should thus be made only in emergency situations. If any long distance 
call is of personal nature, then the teacher must use their personal cell phone to complete the call. Cell phone use by staff 
should be kept to a minimum during instructional time.  

TOBACCO-FREE SCHOOL CAMPUS 

Smoking, chewing or any other use of any tobacco products or e-cigarettes by staff or visitors is prohibited on school 
property. For purposes of this policy, the following definitions shall apply: 

1. “School property” shall mean all property owned, leased, rented or otherwise used by a school including but not 
limited to the following:  



 

 

 

a. All interior portions of any building or other structure used for instruction, administration, support services, 
maintenance or storage.  

b. Any indoor facility or portion of such facility owned or leased or contracted for and used for the provision of 
regular or routine health care, day care, or early childhood development services.  

c. All vehicles used by the district for transporting students, staff, visitors, or other persons.  
2. “Tobacco” shall include cigarettes, cigars, pipe tobacco, snuff, chewing tobacco and all other kinds and forms of 

tobacco prepared in such a manner as to be suitable for chewing, smoking, or both. “Tobacco” shall include cloves 
or any other product packaged for smoking.  

3. “Smoking” means the carrying or holding of any lighted pipe, cigar, or cigarette of any kind, including e-cigarettes, 
or any other lighted smoking equipment, or the lighting, inhaling, or exhaling of smoke from a pipe, cigar, or 
cigarette of any kind, including e-cigarettes. 

Violation of this policy shall result in disciplinary action. 

USE OF BUILDINGS AND EQUIPMENT 

Use of the building and/or grounds for student activities must be scheduled in advance on the school calendar. Be sure 
and request use of the facility through the building principal's office well in advance of the need in order that proper 
custodial and administrative adjustments can be made. In addition, no school equipment should be removed from the 
building for personal use unless pre-approval has been received from the building principal or Superintendent. 

VACATION LEAVE – CERTIFICATED STAFF 

 An employee must submit a written request for vacation to the superintendent or designee and receive written 
authorization before taking vacation days. If the employee's absence may disrupt district operations, the superintendent 
or designee has the discretion to deny a request for vacation or to limit the time of year the employee may take his or her 
vacation. A district employee may not use vacation days during the period the employee receives Workers’ Compensation 
for time lost to work-related incidents. 

Non-administrative certificated staff that are contracted on a 12 month basis shall be entitled to 20 paid vacation days 
for each such contractual period.  

All vacations shall be taken at a time when it is least disruptive to the job requirement, mutually agreeable to the 
employee and the employee’s immediate supervisor, and subject to approval by the superintendent of schools.  

All 12 month employees (Administrative, Certificated, and Support Staff) are allowed to carry over a maximum of 5 
unused vacation days to the next contract year. However, an employee may not accumulate a total number of vacation 
days that exceed 5 days more than their annual allotment for their next contract year. 

VACATION LEAVE – SUPPORT STAFF 

An employee must submit a written request for vacation to his or her supervisor and receive written authorization before 
taking vacation days. If the employee's absence may disrupt district operations, the supervisor has the discretion to deny 
a request for vacation or to limit the time of year the employee may take his or her vacation. A district employee may not 
use vacation days during the period the employee receives Workers' Compensation for time lost to work-related incidents. 



 

 

 

Support staff that are contracted on a 12 month basis shall be entitled to 20 paid vacation days for each such contractual 
period for the first four full-time years of service to the Bowling Green R-I School District 

All vacations shall be taken at a time when it is least disruptive to the job requirement, mutually agreeable to the 
employee and the employee’s immediate supervisor, and subject to approval by the superintendent of schools. 
Custodians and Maintenance Workers are allowed to take vacation days over Christmas Break but not on inclement 
weather days. 

All 12 month employees (Administrative, Certificated, and Support Staff) are allowed to carry over a maximum of 5 
unused vacation days to the next contract year. However, an employee may not accumulate a total number of vacation 
days that exceed 5 days more than their annual allotment for their next contract year.  For further guidance, see board 
policy. 

VISITORS 

Board of Education policy states that no visitors with students shall be permitted during the school day. Visitor slips will 
not be issued. 

WORKERS’ COMPENSATION 

All employees are covered by workers’ compensation insurance, which provides coverage for lost time and medical care 
for employees who become disabled as a result of a job-related injury or illness. An employee who becomes injured 
while at work must report the injury immediately to his or her supervisor. The first three (3) days will be paid by your 
employer and any time off thereafter will be paid by the Worker’s Compensation provider.  Employees are responsible 
for paying all deductions that would normally come out of their paycheck for their benefits. 

Coverage is provided according to the laws governing workers’ compensation in the State of Missouri. Compensation 
and/or benefit amounts can be affected by an employee when it involves: 

● Intentional self-inflicted injury, 
● Failure by an employee to use safety devices or adhere to employer policies and procedures, and/or 
● Failure of an employee to adhere to a drug-free workplace or the use of alcohol or non-prescribed controlled 

drugs. 

In the event of an accident, notify your supervisor immediately and complete an accident report. This is required for 
workers’ compensation insurance coverage. Anyone who seeks treatment for an injury covered by workers’ 
compensation insurance must go to the Pike Medical Clinic, Pike County Memorial Hospital or the Hannibal Clinic in 
Bowling Green for treatment. The doctors at the Pike Medical Clinic and Hannibal Clinic will have to get permission from 
our workers’ compensation carrier if they want to refer you to another doctor. 

 



 

 

 

WORKPLACE SAFETY 

Drug and Alcohol Free 

Student and employee safety is of paramount concern to the Board of Education. In recognition of the threat to safety 
posed by employee use or possession of drugs or alcohol, the Board of Education commits itself to a continuing good-faith 
effort to maintain a drug-free workplace. The Board of Education shall not tolerate the manufacture, use, possession, sale, 
distribution or being under the influence of controlled substances, alcoholic beverages or unauthorized prescription 
medications by district employees on any district property; on any district-approved vehicle used to transport students to 
and from school or district activities; off district property at any district-sponsored or district-approved activity, event or 
function, such as a field trip or athletic event, where students are under the supervision of the school district; or during 
any period of time such employee is supervising students on behalf of the school district or is otherwise engaged in school 
district business. 

When it is evident that an employee has consumed alcoholic beverages or controlled substances off school property 
before or during a district activity, the staff member will not be allowed on school property or to participate in the activity 
and will be subject to the same disciplinary measures as for possession or consumption on district property. 

Staff members will be tested for alcohol and controlled substances if the district has reasonable suspicion that the staff 
member has violated this policy. In addition, staff members who operate district transportation must submit to alcohol 
and drug testing as otherwise required by law. All testing will be conducted in accordance with Board policy, administrative 
procedures and law. 

Any employee who violates this policy will be subject to disciplinary action, which may include suspension, termination 
and referral for prosecution. Employees may be required to satisfactorily participate in rehabilitation programs. 

Workplace Violence 

BGR-1 recognizes that violence in the workplace is a growing nationwide problem necessitating a firm, considered 
response by employers.  The costs of workplace violence are great, both in human and financial terms. We believe that 
the safety and security of BGR-1 employees is paramount.  

Acts or threats of physical violence, including intimidation, harassment and/or coercion that involve or affect BGR-1, or 
that occur on the district’s property or in the conduct of BGR-1’s business off district property will not be tolerated.  This 
prohibition against threats and acts of violence applies to all persons involved in BGR-1’s operations, including, but not 
limited to, district personnel, contract workers, temporary employees and anyone else on BGR-1’s property or 
conducting district business off district property. Violations by any individual will lead to disciplinary action, up to and 
including termination of employment, and/or legal action as appropriate. 

This guidance is intended to bring the district into compliance with existing legal provisions requiring employers to 
provide a safe workplace. It is not intended to create any obligations beyond those required by existing law. 



 

 

 

 

I acknowledge my obligation to read and understand its contents. I understand that this Handbook is not a 
contract of employment for any purpose or for any specified duration. This Handbook supersedes any 
previous employee manuals or handbooks that may have been issued by BGR-1. I understand that this 
Handbook supplements, but does not supersede, my obligation to comply with all Board of Education 
policies, procedures, and regulations, as well as administrative directives. 

Compliance With Law and Board Policies 

1. I will comply in all respects with all laws and policies and regulations set forth in the Board policy manual and staff 
handbook.  

2. I will abide by all policies and guidelines published by the Bowling Green R-I school district.  
3. I will arrive at work and leave from work following the times and procedures designated in the staff handbook. 
4. I will dress professionally following the procedures designated in the staff handbook and by my supervisor. 
5. I will maintain my SISK12 gradebook according to the district procedures in order to keep my parents and students 

informed of their progress in my class. 
6. I will use the district's assets for legitimate school business purposes only. 

School and Community Relations 

1. I will strive to follow the Bowling Green R-I district vision of preparing today’s students for tomorrow’s unknown 
opportunities. 

2. I will strive to fulfill the district mission to support student learning and success. 
3. I will endeavor to deal fairly with students, parents and co-workers. I will not take unfair advantage of anyone through 

manipulation, concealment, abuse of confidential information, misrepresentation of material facts, or any other unfair 
dealing practice. 

4. I will accept constructive criticism from my supervisors, co-workers, parents and students and will never retaliate against 
them for providing constructive criticism. 

5. I will not retaliate against any student, parent or co-worker or solicit or encourage others to do so. 
6. As an educator, I recognize that my actions and words are a direct reflection of the school district in our community. 
7. I will strive to represent the district in a positive manner at all times. 
8. I will not discuss confidential school information in a public setting. 
9. I will strive to use various forms of communication to proactively communicate with my parents and the school community 

about the happenings in my classroom and the progress of their students. 
10. I will be cognizant of the potential issues in my usage of social media and its impact on the district. 
11. I will provide a positive environment for students at all times when I come into contact with students and parents. 

 
________________________________________  ___________________________ 
SIGNATURE OF EMPLOYEE     DATE 
 
________________________________________  ___________________________ 
NAME (please print)      DATE 

Please sign and return the form below to the BG R-I Central Office by August 31, 2022. 

Bowling Green R-I School District Staff Handbook and Code of Conduct 
Acknowledgment Form 


