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Blue Valley Mission Statement

It is the purpose of Blue Valley/Randolph School District Number 384 to develop and maintain a functional curriculum that will give maximum achievement to all students.
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CONFIDENTIALITY

All student/personnel information and materials are to be handled in a confidential manner and shall not be discussed with anyone other than the appropriate district personnel.  If questioned about district policies or practices, employees shall refer a member of the public to the appropriate district personnel.  Documented violations of this procedure could result in disciplinary action being taken against the employee, including termination.

CHAIN OF COMMAND-RESOLVING PROBLEMS

Employees are to follow the proper chain of command by first contacting your building principal for resolution of problems.  Exceptions may be made if the principal is the source of the complaint.  In the absence of the Principal, contact should be made with the Superintendent for serious situations that cannot wait for the next day for a solution.
PAYROLL
Pay date for all employees is on the 15th of the month or before if the 15th falls on a weekend or holiday.  Paycheck by direct deposit is encouraged.  All full-time employees may have a single low option Blue Cross Blue Shield insurance policy paid by the district.  Money equaling the premium may not be received in lieu of the insurance coverage.  

Teaching Faculty on a nine-month contract will receive their pay divided in 12 equal parts but may elect to receive the 3-summer month checks in June but the employee must notify the Clerk of the Board by May 1st.

Payroll Deductions - The District has a 125 Cafeteria Plan in which the employee may elect to purchase cancer insurance, additional life insurance, health insurance, medical and day care deduction prior to taxes.  The District's Plan date is October 1.  The District also allows, presently, deductions for 403B annuities from a company of the employee's choice.

KPERS - All employees working 630 hours or more a year will be covered by KPERS, Kansas Public Employees Retirement System.  Contact the Clerk of Board for specific information on KPERS.

Jury Duty - The district will pay employees for time served on a jury but any compensation paid by the courts for jury duty shall be turned over to the district.  Mileage reimbursement is not included.  

Sick Leave Bank - The District will allow employees to transfer some of their sick leave to another employee in an extended illness type of situation.  The transferring employee must keep at least 5 days of sick leave in their bank.  Administration will notify employees when an employee needs sick leave.

Change of Status:  Notification to the USD 384 District Office must be made within ten (10) calendar days of any change in mailing address or home telephone number, or change in family status which might alter Internal Revenue Code (IRC) section 125 fringe benefits, including marriage or divorce, birth or adoption of a child, change in employment status by the employee or spouse, or the taking of an unpaid leave of absence by the employee or spouse.

AUTOMATED EXTERNAL DEFIBRILLATORS (AED)

The board has authorized the use of Automated External Defibrillators in school buildings.  Qualified persons are allowed to use the devices when appropriate.  A qualified person means an employee who has:

1. Completed a course in CPR or a basic first aid course of training that included CPR.

2. Has completed a course of training in the use of AED.

3. Demonstrated proficiency in the use of an AED.

Employees who wish to be trained in use of an AED or who may have questions about these devices are urged to contact the school building principal.
PHYSICALS
Kansas Law 72-5213(a) Every board of education shall require all employees of the school district, who come in regular contact with the pupils of the school district, to submit a certification of health on a form prescribed by the secretary of health and environment.  The certification shall include a statement that there is no evidence of physical condition that would conflict with the health, safety, or welfare of the pupils; and that freedom from tuberculosis has been established by chest x-ray or negative tuberculin skin test.  If at any time there is reasonable cause to believe that any such employee of the school district is suffering from an illness detrimental to the heath of the pupils, the school board may require a new certification.

LUNCH PERIODS

A one-half hour duty free lunch period is allowed for certified staff.  For efficiency of operations of the building, the principal may request that you not leave the building during your lunch period.  The building principal must approve arrangements for a longer lunch period and leaving the grounds.

Faculty - See line schedule for lunch period times.

COMPUTER AND COMPUTER SOFTWARE USE
Use of or access to district computers and computer software is limited to district employees and students.  Use of computers is for the performance of official and approved assignments only.  Use of district computer equipment or software for personal projects is prohibited without prior permission of the employee's supervisor.
Only software purchased by the district may be loaded onto district computers.  Software licensed to the district shall not be used on computers not owned by the district.  District software shall not be copied for personal use.

Employees shall not use electronic communications, including e-mail and the Internet, to harass staff, students, or other individuals.

No Right to Privacy - Employees shall have no expectation of privacy when using district e-mail or other official communication systems.  All employees must use appropriate language in all messages.  Employees are expected to conduct themselves in a professional manner and to use the system according to these guidelines or other guidelines published by the administration.

Any e-mail or computer application or information in district computers or computer systems is subject to monitoring by the administration.  The district retains the right to duplicate any information in the system or on any hard drive.  Employees who violate district computer policies are subject to disciplinary action up to and including termination.

Ownership - Computer materials or devices created as part of any assigned district responsibility undertaken on school time shall be the property of the district

Secure Files - All employees must secure files containing confidential student information.  This would include: 1. User name and password to log into your computer; 2. Logging out of your computer when leaving the computer unattended; 3. Password protect your screen saver; 4. Keeping all removable media in a secure, locked environment.

Internet - Inappropriate use and/or transmission of any material in violation of any United States or state regulation is prohibited.  This includes, but is not limited to, copyrighted material, threatening or obscene material, or material protected by a trade secret.

COPYRIGHT POLICY

1. Be knowledgeable of the law regarding copyrights

2. Set a good example of compliance and insist that others do likewise.

3. Maintain a reference system for school-copyrighted materials.

4. Encourage others to obtain permission for use of copyrighted materials.

5. Purchase materials in sufficient quantities to preclude the temptation of illegal copies.

6. There shall be no public showing of commercially made videos, unless the teacher has prior permission from the principal.

SENATE BILL WOULD EXTEND 'FAIR USE' CLAUSE TO ONLINE EDUCATION

Educators involved in distance-learning programs that use digital technologies would be able to use portions of copyrighted materials--such as film, sound, and other media clips--without the expressed permission of the copyright holder, under a bill introduced into the Senate. 

Senate Bill S.487, the Technology Education and Copyright Harmonization (TEACH) Act, is intended to update the Copyright Act of 1976 and account for advancements in digital transmission technologies that support distance education. 

The current fair-use provisions for distance education, as set out in the 1976 law, grant an exemption from copyright liability for "in-class performance, displays of certain copyrighted works, and the transmission of those performances to outside locations" via broadcast television (analog technology).
SUICIDE PREVENTION TRAINING

All certified employees will receive a one (1) hour annual required training in suicide prevention for our students.
SEXUAL HARASSMENT

Sexual harassment will not be tolerated in the school district.  Sexual harassment of employees or students of the district by board members, administrators, certified and support personnel, students, vendors, and any others having business or contact with the school district is strictly prohibited.  It shall be a violation of the board policy for any employee to sexually harass a student, for a student to harass another student; or for any employee to discourage a student from filing a complaint, or to fail to investigate or refer for investigation, any complaint lodged under the provisions of the policy.  (See Board Policy)

BULLYING/CYBER BULLYING

The Board of Education prohibits bullying and cyber bullying in any form on school property in a school vehicle, or at a school sponsored activity or event.  Bullying is defined as any intentional gesture or any intentional written, verbal, electronic, or physical act or threat that is sufficiently sever, persistent, or persuasive that creates an intimidating threatening or abusive educational environment for a student or staff member. 

Cyber bullying means bullying by use of any electronic communication device through means including, but not limited to, email, instant messaging, text messages, blogs, mobile phones, pagers, online games and websites.

PHYSICAL/SEXUAL CHILD ABUSE
By law, any employee of a school system is required to report any suspicion of physical or sexual abuse of a student to the local police department or Social Rehabilitation Services (SRS). 
The Kansas Child Protection Act (K.S.A. 38-716-724) requires any district employee who suspects that a child’s physical or mental health or welfare is being adversely affected by physical, psychological or sexual abuse will immediately report this suspicion to the Social and Rehabilitation Services (SRS) office or to the local law enforcement agency if the SRS office is not open.  It is also recommended that the building administrator be notified after the report is submitted. 

District employees will not contact the child’s family or any other persons to determine the cause of the suspected abuse or neglect.  It is not the responsibility of the employee to prove that the child has been abused or neglected.

DRUG FREE SCHOOL – DRUG AND ALCOHOL POLICY

All students and employees have a right to attend school in an environment conducive to learning.  The use of alcohol, tobacco and other illegal drugs or the improper use of legal drugs is recognized to be extremely harmful to the individual who uses and to those around that individual.  A student cannot learn or an employee cannot function to his/her full potential while under the influence of these substances.  It is further recognized that all students have a right to be educated in a drug-free environment.  Therefore, the use (including being under the influence of), possession, or distribution (including sale and given without remuneration) are forbidden in school, on school property at any time, at school sponsored participatory events (whether the event is on school property or elsewhere), or on school transportation.

SMOKING AT SCHOOL
Smoking or use of tobacco in any form is prohibited at any USD #384 building or grounds.

CONTRACTS FOR EMPLOYMENT
All employees of the district are hired by contract or work agreement.  The contract does not become effective until approved by the Board of Education of USD #384.  All contracts are in effect until ending date of the contract unless either the employee or employer initiates termination outlined in the contract.  All teacher contracts fall under the state’s continuing contract law.
TERMINATION

Should termination of employment become necessary, it shall be recommended by the superintendent to the board.  Termination of employment automatically cancels all sick leave benefits.

CALENDAR

All school activities must be submitted at least two weeks in advance to the activity director or principal for approval.  If approved, the events will be scheduled on the superintendent’s calendar.  

INVENTORY

Inventories are to be completed as soon as possible.  Any new items must be listed and any items missing must be noted.  An inventory will be done at the beginning of the school year and also at the end of the school year before you check out for the summer.   The inventory is kept on-line and accessible to all employees for updating.
PLACING ORDERS FOR SUPPLIES OR SERVICES

AND DEPOSITS to ACTIVITY FUNDS
No order can be made without prior approval by the building Principal and Superintendent.  This is accomplished by completing a requisition, which must then be approved by the principal of the building.  If the purchase is to be paid from district funds, the requisition will then be forwarded to the Superintendent of the District for approval.  Upon approval, the order will be placed using one of the following methods:

There are two kinds of Purchases and two kinds of requisitions.  

1.  Let’s begin with a purchase that will be paid for by the district:

A.    Using a White Duplicating Requisition, which you can get from your school secretary, completely fill out all information.  Vendor name, address and phone/fax number.  Quantity and item number, description of item to be ordered, unit cost and total cost including shipping and handling.  

B.  Sign and date the requisition and give to your building secretary for further processing.  After approval has either been received or denied, the yellow copy of the requisition is returned to the employee.  

C.  If the purchase has been approved, the district office will complete a purchase order (PO), which is then sent to the company or returned to the employee to use as evidence of prior approval of the expenditure.

This procedure is extremely important in that the school district is not responsible for any item a staff member may purchase without a purchase order.

* * * * * * * * * * *

Activity Funds are accounting funds, similar to the general fund and special revenue funds.  They are created for the purpose of accounting for moneys related to co-curricular activities such as student organizations and athletics.

The collection, disbursement, and accounting for activity fund money is centralized at the building level, with the building principal designated as the activity fund supervisor.  The principal’s secretary is the activity fund bookkeeper.  In addition to handling activity fund moneys, the activity fund supervisor and bookkeeper will also account for non-activity fund moneys such as fee collections and sales tax.
* All Activity Funds must be reported in the school district’s financial statements.

* All Activity Funds will be operated in accordance with sound internal control procedures and forms prescribed by the treasurer.

* All fund-raising activities for activity funds shall be approved in advance by the Principal.

*  All Activity Funds must be audited along with other funds of the district.

The Activity Fund bookkeeper will deposit all receipts as often as possible, preferably on a daily basis.  Un-deposited receipts must be kept under lock with limited access.
2. For purchases that will be paid for through the High School Activity Account:

A. Before purchases can be made for your organization, you must have adequate funds in your activity account.  You must turn the money in to the office and allow time for it to be deposited in the bank.  If necessary, sales tax will be deducted before the money is deposited in your account.  You will be given a receipt for all money deposited.

B. After making sure you have adequate funds in your activity account, you will need to fill out a Green Single Copy Requisition, which you can get from the high school secretary.  Completely fill out all information.

C. Sign and date the requisition and give to your building secretary for further processing.  After approval has been received, you will be notified and can then place the order.  No purchase order will be issued for an activity account purchase, unless one is specifically requested.

D. When the order has been received, you must turn the invoice in to the office for payment.  A check will then be issued from the funds in your activity account.

Step by step instructions:

Deposit funds

Turn in a requisition for approval

Place the order

Turn in the invoice for payment
ORGANIZATIONAL FUND RAISING AND DONATIONS
School clubs, organizations, students and personnel may hold school fund-raising activities and events with prior approval of the building principal and superintendent.  Applications for fund-raising must be made to the administration before any agreement is made or decision reached about such activities.

Only approved fund raising may take place in the name of the school.  A financial report of all fund raising will be made to the administration by the organization.

Donations made to the school and school organizations are to be reported to the Board of Education for acceptance.

TRANSPORTATION

A.  Travel Within the District:

Transportation expenses between home and the assigned place of work are personal commuting expenses and are not reimbursable.  However, employees will be compensated for actual mileage at the district mileage rate when they are required to use their personal vehicle during the course of the duty day.  Mileage will be paid for the number of miles the employee is required to travel after reaching their first assigned attendance center until reaching their last assigned attendance center.

B.  Travel Outside the District:

The district provides transportation for employees for business travel when possible.  Mileage will be reimbursed if previous approval for use of personal vehicle is received from the superintendent.

Scheduling District Transportation – A Travel Request Form needs to be completed at lease one week prior to the event.  This includes student or staff travel.

C.  Mileage Rate:

The mileage rate for personal vehicles is ​​​​​$.53.5.
NEWS MEDIA RELEASE

All news releases concerning Blue Valley Schools, its activities or organizations, must be released through the building principal or Superintendent’s office.  Brady Burton, Superintendent is designated by the USD #384 Board of Education as the official district spokesperson.
SIGNS/POSTERS/DISTRIBUTION OF MATERIALS

All posters displayed in Blue Valley Schools must be approved by a faculty sponsor and the principal, before being displayed.  If the poster is not sponsored by a school club or other school group, it must have the approval of the principal.  Posters will not be displayed if they are judged to be in poor taste, or if they are poorly constructed.  We want our buildings to look clean and presentable at all times; therefore, signs must be removed immediately after they have served their purpose.

Posting of materials or distribution of materials by outside persons shall be according to Board policy.

DISTRICT KEYS/KEY FOBS/KEY CARDS
All keys, key fob, or key card checked out must be returned at the end of the school year unless approval is given by the principal and/or superintendent to keep the keys to use during non-school days.

BUILDING MAINTENACE

Requests for custodial services must be submitted to the principal’s office.  If the requests are not corrected, please notify the office.

VOLUNTEERS

Volunteers are encouraged with all student co-curricular activities and are subject to building level administrative approval.

VISITORS

We are proud of our school and eager to show it to outside guests.  Guides will be provided for adults who do not know their way around the building.  Student guests will be expected to follow the same rules and regulations as our regular student body and if they refuse, they will be asked to leave the building.

Unauthorized persons will be instructed to secure a permit in the office or leave the building.  Suspicious persons must be reported to the principal immediately.  Unauthorized persons who refuse to leave the building after being requested to do so will be recommended for prosecution if necessary.

USE OF DISTRICT EQUIPMENT

No district equipment shall be removed from district property without prior approval of the superintendent.  Also see section on Computer and Computer Software Use.

AV equipment will be retained in the library.  When you need an item, check it out in the library.

Media Lab Aide between 8:00 a.m. and 4:00 p.m.

HEPATITIS B VACCINE

The district provides Hepatitis B vaccination at no cost to the employee.  See district nurse for details.

WORKERS COMPENSATION

Injuries Occurring When an Employee is “Under the Influence” – The Workers’ Compensation Law clearly states that compensation is not payable if the injury was caused primarily by the intoxication of the employee or by the influence of any drugs, barbiturates, or other stimulants not prescribed by a physician.  Under the law, the employer may require the employee to submit to a test for the presence of any or all drugs or alcohol in his or her system.  If the injured worker refuses to submit to a drug test, it shall be presumed in the absence of clear and convincing evidence to the contrary that the injury was caused primarily by the influence of drugs or alcohol.

Recreational and Social Activities – Recreational and social activities are not compensable unless such recreational or social activities are an expressly required incident of employment and produce a substantial direct benefit to the employer beyond improvement in employee health and morale that is common to all kinds of recreation and social life.

Injuries Suffered While Traveling to and from Work – An injury suffered while going to or coming from work is not an injury arising out of and in the course of employment whether or not the employer provided transportation if such means of transportation was available for the exclusive personal use by the employee, unless the employee was engaged in a special errand or mission for the employer, or access to the vehicle was an integral element of the employment.  An employee who is injured while deviating from the course of his employment, including leaving the employer’s premises, is generally not eligible for benefits unless such deviation is expressly approved by the employer.

Horseplay – An employee who is injured during horseplay occurring in the course of the workday is not entitled to benefits unless the injured employee is an innocent victim not participating in the activity.
WORKING CONDITIONS

No staff member shall obligate himself for work outside of school hours that would impair his work efficiency.

TELEPHONE AND CELL PHONE USE

Students must not use the office telephone or classroom telephone during school hours, except for emergencies or other urgent matters.  Staff shall refrain from using their phone for personal use.  Cell phones should not be used during student contact/classroom time unless approved by the building principal.
COPY MACHINE

Teachers, staff, and office aides are the only people authorized to use the school copy machine.  Students are not to use the copy machine without the permission of the Principal.

APPEARANCE
A professional appearance is extremely important in developing proper attitudes within our students.  If you act or dress unprofessionally they will behave accordingly.  Each staff member shall dress according to the nature of their service.  Clothing must be clean, neat, and appropriate.  First impressions and appearances are important.  A visitor must be able to pick out the teachers over the students by means other than age.  Appropriate appearance will be determined by the building principal.

EVALUATIONS

The district shall maintain a formal performance evaluation plan KEEP2 for all certified employees.  Evaluation criteria shall be based on individual job descriptions.

USD 384 certified employees will be evaluated as prescribed by state law.
ANIMALS
Persons bringing animals and plants in the school must receive prior permission from the building principal.  Animals, including vertebrates, invertebrates, and toxic plants such as poison ivy or sumac, may be brought into the classroom for educational purposes only.

Under no circumstances are animals to be transported in school vehicles.
DRILLS

We are required by statute to conduct one fire drill each month while school is in session and three tornado drills.  We will also conduct periodic intruder lockdown drills.  It is our aim to evacuate the building in an orderly fashion as quickly as possible.  To ensure the safety of all persons evacuating the building, the following rules must be followed:

1. Use a special bell or signal for drill


Fire Drill = Regular Fire Alarm 

Tornado Drill = Handheld siren for middle school; one long bell for Elementary and high school

Teachers - See section under FACULTY for more details concerning evacuating students.

SCHOOL CLOSINGS DUE TO WEATHER
The Superintendent will make the determination to close school due to weather.  This may be either after school has started or before school starts for the day.  At the beginning of the school year, two call lists are made; one for students and the other for staff.  Be sure to get a call list for staff to determine whom you are to call.  Be sure members of your household who may take the call understands how the call list works in case you are not available.

Most local radio and television stations will have the announcements for school closings, but WIBW, KMAN, and KCLY will for sure.

On closing school after the school day has started, each parent must be contacted prior to allowing that student to leave for home, either walking or on the bus.

SCHOOL MESSENGER INSTANT CONTACT SYSTEM
School Reach provides school administration the ability to deliver personalized phone messages to every parent, staff, board member, or select group through a web based system that is linked to the individual’s phone.  School Reach allows the District to notify parents and other selected groups if school is cancelled or delayed, in case of emergencies, and for other important school messages.

FACULTY

Building Faculty Meetings - Building faculty meetings will be held at the principal’s discretion.  All faculty members are required to attend.  No one will be excused unless they have made arrangements with the principal prior to the meeting.  See Negotiation Agreement also.

Teacher Arrival and Departure Time – The teachers contract workday shall be from 8:00 a.m. until 4:00 p.m.  Teachers shall be allowed the flexibility to deviate from this schedule with notification to the building administrator. (See Negotiated Agreement).
Leaving School – Teachers that leave the building “must notify the building principal or designee when they desire to be out of the building during the day”.  This includes planning periods.

Non-renewal or Resignation of Continued Contract - See Negotiated Agreement and Board Policies concerning dates of notification and liquidated damages.

Professional Days / In-service Reimbursement - Each certified staff member will be allowed two professional days and reimbursement for college hours and/or in-service expenses up to $250.00.

Assemblies – Teachers are expected to attend all assemblies unless excused by the principal, and help in the supervision of students.  Your presence is needed to help students remember to show respect to those on the program.

Classroom Liability and Supervision – The laws of the State of Kansas hold you liable at all times for the students under your direction.  Do not leave your students unattended except in extreme emergencies or until you have been relieved by another certified staff member.  

Grant Writing Stipend – See Negotiated Agreement
Remember, you are liable for your actions or failure to act.

It is the professional duty of each of us to supervise those students for whom we are personally responsible.  The Tort Liability Act reinforces the proposition that instructors are not to leave students unsupervised.

Base your decisions on sound judgment and concern for students.

Handicapped Evacuation Plan – In case of tornado, fire, or other building emergencies, where the building must be evacuated, the handicapped student’s paraprofessional and/or teachers will escort the student to the designated exit or shelter.

Lesson Planning - Teachers will publish their lesson plans to Planbook each week.  This will be done by the first day of each school week by 8:00 a.m.

Rehearsals and Meetings - Rehearsals and meetings of school groups before and after school must be arranged in the office with the principal.  Wednesday night and Sundays are observed as family night.  No rehearsals or meetings are permitted by any school organization on Wednesday evenings.  All students participating in activities after school will be out of the school building no later than 6:30 p.m. on Wednesday evenings.

Sponsors - Sponsors are expected to advise and counsel their organization to such an extent that the interest of the entire school will be promoted by their activities.  They are expected to be present at all regular and called meetings of their organization.  No organization will be permitted in the building without the sponsor being present.

Whenever a sponsor of a sanctioned school group plans to take a group of students away from school during regular school hours, a list (in advance) of student names must be submitted to the principal for approval.  Upon receiving approval, the sponsor must provide all teachers, administrators and secretaries with a list of the students participating (put in teachers’ mail box or e-mail one day before leaving school).  Students are to obtain priors if they are to miss at least six class periods.  Sponsors must take care to ensure the safety of the young people for whom they are responsible and they (the sponsor) must never allow groups of students to work in the building after the close of the regular school day unless properly supervised by a certified staff member.  Students may not leave the group on a trip unless they are accompanied by one or both of the parents (legal guardian).

Activity Scheduling - All activity scheduling must go through the principal’s office. Planning and scheduling must be done well in advance as not to cause conflicts with other events.  Field trips, plays, and music events, etc. must be scheduled a month in advance.  A Transportation Request Form must be completed for any activity requiring transportation.

One sponsor must be present at all times during the social activity. 

There shall be no practices on Sundays or holidays.  (There must be administrative approval to deviate from this rule.)

An activity time is not final until placed on the Superintendent's On-line calendar.

All out of state trips must have Board of Education approval a minimum of one month in advance of the trip.

Field Trips
When field trips are made, teachers are responsible for:

1.  Determining which field trips are beneficial and have educational value for the pupils.

2. Submitting a general plan to the principal for review and securing approval for the trip.

3. Providing plans for transportation and securing transportation through the principal’s office.

4. Informing students of proper safety procedures and carefully monitoring student behavior on buses.

5. Having an accurate written list of names of all persons to be transported.

6. Complying with the time schedule as stated on the field trip request.

7. Notifying the principal before returning if a pupil is missing or is injured.

8. Making certain that students who take a school bus always return by the same mode of transportation.  No student may leave the group unless the parents request from the sponsor permission to take their children home.

9. Clean vans and/or bus after each use.

10. There will be no field trips scheduled the last two weeks of school without administrative approval.

Planning Periods - Planning periods are provided to assist teachers in making adequate preparations for their many responsibilities.  If you find it necessary to leave during the school day, you must receive permission from the principal.  See Negotiated Agreement.

Observations -Teachers can expect to be visited during the school year for the purpose of observing general classroom procedures.  The visits will not always be related to formal staff evaluations, but they will help the administration to know more about our building, curriculum, students, and staff.  We hope each of you will share your concerns and problems with the administration so that we may assist you in solving your problems while we concurrently improve our school.  See Negotiated Agreement and Board Policies.

Teacher Evaluation - Every employee in the first two (2) consecutive years of employment shall be evaluated at least one (1) time per semester, by not later than the sixtieth (60th) school day of the semester.  Except that any employee who is not employed for the entire semester shall not be required to be evaluated.  Every employee during the third (3rd) and fourth (4th) years of employment shall be evaluated at least one (1) time each school year, by not later than February 15; and after the fourth (4th) year of employment every employee shall be evaluated at least once every three (3) years by not later than February 15 of the school year in which employee is evaluated.  See Negotiated Agreement and Board Policies.

Valuables - Never leave money or other personal valuables in classrooms.  All activity money must be turned into the office to be placed in the vault or deposited.  Instruct students to take valuables with them to lunch or at other times when a class leaves its regular classroom area.

Reporting Attendance - Daily attendance records will be kept in the office computer, this is the basic and legal record of a students attendance.  Teachers, not students, are responsible for taking attendance.  If a student is not in attendance, he is absent regardless of whether the absence is excused or unexcused.  Students may request extended absence with the prior knowledge and consent of their parents.  The student must obtain a Prior form from the office before a planned absence.
Grade Reports - Some of the new teachers have asked for our plan for evaluating students and how we should assign grades for their work.  Our teachers have always accomplished fine results in this task and we are all aware of the inadequacy of marks when used to express total values for achievement and attitudes.  As teachers we must think, and cause students to think, in terms of self-competition for self-improvement; as well as striving for satisfaction, which comes from performing each task well.  These are far more important goals than striving for a particular grade.  We know that grades represent certain standards of value and for the most part these values will be relative to the wise judgment of the teacher.  Following are some ideas that have guided the teacher in Blue Valley relative to evaluation.

1. The importance of a uniform grading system shall be emphasized in grades three through twelve.  This section is to explain the present grading system and to emphasize the importance of all teachers utilizing the present system.

2. The percentage of the number of correct responses to the total responses is the basis for the grading system.  The following is an explanation of marks.

The following scale shall be used in determining the letter grade based on percentages received from all graded class work.

Letter Grade
Percentage   
Meaning of Marks

A
90 – 100 
Superior or outstanding


B
80 – 89 
Above average


C
70 – 79  
Average


D
60 – 69 
Below average, lowest passing grade


F
59 or below  
Failing grade

3. There will be a graduation of scores within a letter grade.  These are plus and minus scores.  The mid-point between percentage scores shall be established and plus or minus scores entered accordingly.

4. Incomplete Grades:  There are many legitimate reasons why a teacher may desire to award a student an incomplete rather than a letter grade at the end of the nine weeks or semester.  Normally, students will be expected to make up all incomplete grades within one week after the grading period in which they were awarded.

Homework – It is USD 384 policy that homework is not to be used as discipline or punishment.

High School Finals – All high school teachers will give a final exam or project each semester and provide a copy to the office one week in advance of scheduled final exams.

Testing Integrity – In the administration of standardized tests, licensed staff (teachers, administrators and others) shall not:


1.  Provide inappropriate test preparation


2.  Modify test administration procedures.


3.  Provide inappropriate assistance to students during test administration.


4.  Change or fill in answers on student answer sheets.


5.  Provide inaccurate data on student information sheets.


6.  Discourage or exclude certain students from taking the test.


7.  Engage in any other practice to artificially raise student scores without actually improving underlying student achievement.

Failure by staff to follow district guidelines and/or state testing directions is grounds for termination.

Student Progress Reports - If a student is not performing satisfactorily in class, the teacher must complete a deficiency report and turn it into the office.  Please refer to the calendar and complete the forms on time.  Phone contact with parents is also advised.  If a student is failing, an office deficiency report must be sent to parents.  This must be done at any time during the nine-week period.  Progress reports, which shall include all assignment grades, shall be issued at 4.5 weeks and 9 weeks.

Teacher Assigned Detentions - All teacher assigned student detentions are to be directly supervised by the assigning teacher.  Teachers must arrange a pre-determined detention location and be present at the designated time.  Teachers will continue student supervision throughout the assigned detention.  Parents must be contacted prior to the detention for grades K-8.

In school suspension (ISS) guidelines - ISS is an alternative to out-of-school suspension to be used at the discretion of the principal for certain offenses.  It is an alternate method of dealing with student discipline problems in attempting to change student behavior while maintaining learning.  Misbehavior is a symptom of an underlying problem that must first be identified, and then attempts to solve the problem must be taken by the classroom teacher.  The building principal is the only person with the authority to place a student in ISS.

These guidelines will be enforced:

1. The parents will be notified of the In-School suspension and the reasons.

2. Students are placed in the In-School Suspension room under the supervision of school personnel.

3. Assignments (including tests) from each of the student’s teachers are collected and given to the student.  Upon completion of the assignments, a student receives credit just as he/she would in a regular classroom.

4. Students in In-School Suspension stay in the same room all day and eat their lunch there.  They may not talk.  They are allowed to use the restrooms twice a day or upon an emergency.

5. Students that are in In-School Suspension for one day or longer are not in good standing and are thereby prohibited from representing his/her school in any extra-curricular activities during the period of suspension.

6. Absence from In-School suspension due to illness or other emergency reasons shall not relieve the student from fulfilling the required time of his/her assignment.

7. Student, parents, and principal will meet and confer on possible implications if the undesired behavior continues.

Blue Valley High School Detention Rules - Detention is assigned to students for unexcused tardies and disciplinary actions.  Detention will be served from 3:35 p.m. to 4:05 p.m. on the next day after receiving a detention notice, unless other arrangements are made.  If a student is assigned a detention after school, the parents will be notified 24 hours ahead of time so travel arrangements can be made for grades K-8.  (Both of these statements are in the current handbook)

1.
No communication with anyone, (ex. sign language, gestures, talking, notes, etc.).

2.

No sleeping or lying on the desk.

3.
No outside privileges.  Drinks, restrooms, and phones are available for use between 3:30 and 3:35 p.m.

4.
Don’t be late or time will be added.

5.
Come prepared to spend the time constructively.  You will not be allowed to return to your locker.

6.
Remain seated at all times during detention.

7.
No gum, candy, pop, etc.

8.
Teacher on duty is not available for assistance with homework.  This is not a study hall.

9.
Permission for early dismissals will not be given.

Refusal or failure to serve detention will result in the notification of parents and the following:


1st offence – double detention time


2nd offence – in school suspension

Hall Supervision - All teachers are responsible for the hall area in and around their classroom.  Teachers are expected to make it a practice to be standing near their door when classes are passing, also before school, and at the close of the day.  Do not allow loafing, misbehavior, running or boisterous conduct in the building at any time.

Pass Requirements (high school) - If a teacher detains a student after class, it is the responsibility of the detaining teacher to fill out student’s planner to allow entry to his/her next regularly scheduled class.  Teachers will need to sign planners for all students whom they permit to leave class.

Student Class Enrollment (high school) - A teacher must not add or drop students from their rolls without official notice from the office.  Remember that your first class rolls will only be tentative; therefore it is suggested that you avoid listing students in your permanent grade book until the end of the first week of school.  Some students may be permitted to drop a class; however, no student will be allowed to drop a class unless his/her parents present a written request for a schedule change to the office.  All such written requests will be further verified by a telephone call or parent conference in the office.  

Planned Absences - If a student knows of an anticipated absence(s) that will require them to miss more than one period he/she must report to the to have their planner stamped “Prior” for personal absences only. Since the planned absence is secured prior to the absence, the collection of future work is the responsibility of the student and parents.  Each teacher has his or her own policy for turning in work.  It is the student’s responsibility to complete and turn all work in on time.  No planned absence will be excused during finals (first and second semester).  

Student Errands - Teachers may not send students on errands.  No student may leave the school grounds without permission from the principal.  If a teacher needs certain supplies, he/she must make those arrangements through the principal’s office.

Substitute Teachers - A substitute teacher provides a very specific service to the district, the learning process, and the students.  This role must not be seen as some sub-standard fill-in, but as emergency personnel covering, usually on short notice, the full responsibilities of the classroom.

Teacher-Community Relations - It is extremely important that teachers are visible to the students and community.  It is encouraged that all teachers become active in the community by attending school and community functions.  Be visible.  Your students will appreciate your interest in them, and the people of the community will feel like their investment in the school is more worthwhile.

Safety Procedures - Situations that Require Assistance:
In situations such as with handicapping conditions where assistance is required the following procedure shall be in effect:

1. The Paraprofessional assigned to the child in need of assistance shall escort and assist the child to the designated area.

2. In situations where a child needs assistance and does not have an assigned paraprofessional, the classroom teacher shall escort and assist the child to the designated area.

Fire Drills - We are required by statute to conduct one fire drill each month while school is in session.  It is our aim to evacuate the building in an orderly fashion as quickly as possible.  To ensure the safety of all persons evacuating the building, the following rules must be followed:

1.  Use a special bell or signal for drill


Fire Drill = Regular Fire Alarm


Tornado Drill = one long bell for High School & McCormick Elementary, Hand held siren for Middle School

2. Fire drills will be held at least once each month as required by law, but at irregular and secret times.  (We notify you of the first drill so that you can prepare your children, especially the lower grades, but after that no warning will be given).
3. At the sound of the fire drill all work must cease instantly.  Pupils will rise and march out at a brisk, orderly pace.  Permit no running.  Do not get coats or hats.
4. In establishing the lines of march, use the shortest route and give the small children every advantage.  Do not permit lines to cross.

5. After leaving the building, continue the march until all the pupils are the same distance from the building.  Retain formation so a quick check can be made to ascertain if any pupils have been left in the building.  This check would be the only means of knowing that all were out in the event that smoke quickly filled the structure.  

6. Fire monitors (doormen) must follow the pupils out of the building after checking to be sure that no one has been left behind and after closing the classroom doors when all are out.

7. Teachers are to take grade books for the purpose of taking roll outside once everyone has reached a safe distance from the building.

Intruder/Lockdown Drills:  The building principal will conduct periodic intruder/lockdown drills in accordance with the district’s Crisis/Violence Plan and with assistant from County Law Enforcement.
Tornado Drill: The principal will direct a “Tornado Drill” three times a year. In the event of a possible tornado or severe weather where there is undue risk for the safety of the students, the following procedure will be put into effect:

Weather Watch:  In the event of adequate warning or dangerous weather conditions all teachers will either frequently observe or appoint a student to observe for funnel clouds.  Report any observation to the office and/or give immediate warning to take cover as necessary.

Adequate Warning:  In the event of adequate warning of an approaching funnel cloud:

1. Sound the alarm

2. Proceed rapidly to the assigned area for your building 

3. Remain in shelter areas until the "all clear" signal is given or safety is assured.

Little or no warning:  In the event little or no warning is received:

1.  The first person to see or hear the danger – shout:  “TAKE COVER”!!!  On hearing this, pass it on by repeating the order.  If possible, also use ringing of school bells with three short rings.
2.  Get away from windows.

3.  Seek the best shelter available.  Use center hall; lay down along lockers, away from windows.

4.  Get out of high roof areas, i.e.: band room, gym, and shop.

Blue Valley High School - Staff and students will assemble in the underground boys and girls’ locker rooms located in the east gym area. 

Randolph Middle School:  In case of a tornado alert, the handheld siren will be sounded at which time students are to vacate rooms and assemble in the basement.  The all-clear signal will be given by the principal.

McCormick Elementary School: Students are to vacate rooms and assemble in the restrooms as directed by the teachers.

STUDENT ACTIVITIES

See Student Handbook for your building.

For student activities and/or clubs not sponsored by an employee of the school, a Building Use Permit form must be completed and approved by the principal of the building.

Student participation in extracurricular activities must not be carried to the point where it endangers academic work.  Sponsors of extracurricular activities shall guide their programs in such a way as to produce the greatest amount of harmony in the total school program.  Teachers shall assist in guiding the students in such a way that he will not seek more responsibilities that he has time to successfully complete.

STUDENT CONDUCT

In order to create a positive learning environment, the following rules will be in effect:

1.
Students must stay on school grounds after arriving at school unless picked up by parents.

2.
Courtesy and respect of authority will be shown for all teachers and school officials.

3.
Each student shall respect the rights and property of fellow students.

4.
In accordance with Board Policy students' use of alcohol, tobacco or drugs is prohibited.

5.    No student shall possess a weapon or any other items that could be considered dangerous while on school property.

6.
No foul, obscene, or disrespectful language or gestures will be allowed on school property.

7.
Each student will be expected to act in a courteous manner which will include no running in the halls or commons, no yelling, and keeping hands to themselves while moving from one area to another.

8.
No gum or candy will be allowed in school except at designated parties.

9.
Students will not wear hats in the school building from 8:00 a.m. to 4:00 p.m.

10.
Students shall not deface or destroy any school property.

11.
Snowballs will not be allowed to be thrown on school property.

12.
No radios, tape players, CD players, or records are to be brought to school unless requested by teacher.

13.  Do not bring money to school except for payment of bills.  Do this as soon as you get to school.  If you have money for activities taking place after school, ask your teacher (or principal) to keep it for you.

14.  Students will follow classroom procedures as designated by each individual teacher.

15.The following items will not be permitted in school: laser pointers, chains (wallet, watch, etc.)
Failure to comply with the stated rules will result in a corrective measure, which may consist of the following:  

1. Reprimands; 2. Detention; 3. Extra assignments; 4. Withdrawal of privileges; and 5. Suspension from school.

Blue Valley Public School USD #384

TEACHER COMPUTER LOAN FORM AGREEMENT

Date:  ______________________
Latest Date of Return:  _________________

Name:  _____________________
Home Phone:  ________________________


City:  _______________________________

	Item Description
	Serial No./Laptop No.
	Condition

	Laptop Computer


	
	New/Good

	Power Supply


	
	New/Good

	Carrying Case


	
	New/Good


The above listed items are being loaned to me and are in good working order unless otherwise indicated.  It is my responsibility to care for the equipment and ensure that it is retained in a safe environment.  The administration understands that accidents occur, but after the second claim is filed the Borrower is responsible for the $100.00 deductible or for the replacement or repair thereof.
This equipment is the property of Blue Valley Public Schools, USD #384, Randolph, KS and is herewith being loaned to the Borrower for educational purposes only for the Academic School year.  Borrower may not deface or destroy this property in any way.  Inappropriate material on the machine may result in the Borrower losing their right to use this computer.  

Borrower agrees to indemnify the District from any claim occurring during or resulting from Borrower’s possession or use of the District property, including, but not limited to any claim for infringement or violation of applicable trademarks and copyrights attributable to Borrower’s use of the District Property.

The District Property may be used by Borrower only for non-commercial purposes, in accordance with the District’s policies and rules.  Any included software may be used only in accordance with the applicable license and it is Borrower’s responsibility to be familiar with and to comply with the provisions of such license.

Borrower may not install or utilize software in connection with Borrower’s use the District Property other than software owned by the District and made available to Borrower in accordance with this Receipt and Agreement and Borrower agrees not to make any unauthorized use of or modifications of such software.

The District is not responsible for any computer or electronic viruses that may be transferred to or from Borrower’s diskettes or other data storage medium and Borrower agrees to use Borrower’s best efforts to assure that the District Property is not damaged or rendered inoperable by any such electronic virus while in Borrower’s possession.

Borrower acknowledges and agrees that Borrower’s use of the District Property is a privilege and that by Borrower’s agreement to the terms hereof, Borrower acknowledges Borrower’s responsibility to protect and safeguard the District Property and to return the same in good condition and repair.

Borrower’s Signature _______________________
Print Name ___________________

Date:  ______________Signature of District Supervisor _________________________

USD 384 Blue Valley Schools

Acceptable Use Policy for Information Retrieval Systems - Staff


USD 384 Blue Valley is providing access to information retrieval systems for all faculty and staff. Information retrieval system is a term, which includes all existing technologies related to computers and the Internet.
Inappropriate use of information retrieval systems may result in the loss of privileges and/or disciplinary action. 

The following actions constitute unacceptable use of information retrieval systems:

- using impolite, abusive or otherwise objectionable language in either public or private messages.

- using an information retrieval system for non-school related activities.

- using an information retrieval system illegally in ways that violate federal, state, or local laws.

- using for commercial purposes.

- using for political lobbying.

- changing any file that does not belong to the user.

- sending or receiving copyrighted materials without permission.

- knowingly giving one’s password to others.

- using another’s password.

- sending or receiving pornographic material, inappropriate text files, or files dangerous to the integrity of the network.

- circumventing security measures on school or remote computers or networks.

- attempting to gain access to another’s resources, programs or data.

- vandalizing or any malicious attempt to harm or destroy data of another user.

- falsifying one’s identity to others.

- downloading or installing any commercial software, shareware, or freeware unless directed to do so by school personnel.

- subscribing to Listserves, UseNet news, and discussion groups unless allowed by school personnel.

CONSEQUENCES
Level 1: Warning
Written warning with a copy placed in the employee’s personnel file.

Level 2: Pattern of abuse, repeated abuse, or flagrant violations
A loss of the privilege to access the information retrieval systems for a length of time to be determined by the administration and/or termination of employment.
AGREEMENT
I have read the policy on Acceptable Use of Information Retrieval Systems at USD 384 Blue Valley, and I understand fully and agree to abide by the principles and guidelines it contains. 

I have read and agree to refrain from those actions which are considered unacceptable to the proper use of information systems.

This contract will remain as long as I am an employee of USD 384 Blue Valley.

Signature________________________________________ Date__________________
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