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INTRODUCTION 
 

It is important to establish classroom procedures which are consistent from day to day and which  
give students a feeling of 'knowing' what to expect in the study setting.  The rules and regulations 
should allow for a learning climate to be present on a daily basis.   
 
During the past years certain ideas have been heard from staff members in regard to how we, as a 
building, should develop consistency and unity in our day to day operation.  In order to aid our effort 
toward consistency, some basic classroom procedures and expectations will be initiated.  Each 
instructor will be expected to model good learning techniques in the classroom.  The basic classroom 
expectations are:   

1.  Intensive learning activities to occur in each class.   
2.  The classroom time must be quality time.   
3.  Our greatest duty is to teach the subject matter, followed closely by performing the other 

responsibilities required of teachers 
4.  What we expect of our students, we should be willing to do ourselves.  We truly must model 

that which we perceive to be important.   
5.  Specific conditions in the room should include: 

a.  Class should begin on time. 
b. Chairs should be used to sit on. 
c.   Class time should be used in study of the subject.  
d.  Make yourself available to students.  
e.   It is the responsibility of the teacher to supervise their students.                                                                                                                                         
 

PRINCIPAL’S ABSENCE 
 

In the absence of the principal from Lyons High School, a staff member shall be designated by the 
principal to serve in the building administrative role and assume the principalship responsibilities.  On 
questions regarding non-routine matters, the designated principal should consult with other district 
administrators.   
              Order of Assignment:   
                Assistant Principal/Activities Director 
                Counselor 
                Secretary or designee 
 

RESPONSIBILITIES TO STUDENTS 
 

As a teacher in Lyons High School, you have authority over all students enrolled and you are 
expected to give guidance, supervision or correction as the occasion arises.  You are expected to 
take an equal share of responsibility in supervision and sponsorship.  This includes time before class 
begins, during the noon hour, and after school.  Students must respect your position and you should 
strive to gain the respect for the position.   
   

RESPONSIBILITIES 
 

1. Classes should begin immediately after the last bell sounds.   
 2. Do not leave your class unattended for any reason other than in emergency situations.  

Have another teacher assist you if emergency leave is required.   
 3. You are responsible for the proper care of all books, furniture, apparatus, and supplies 
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assigned to you, your class, or department.   
 4. Classes are not to be dismissed until the bell sounds or until the announcements are 

completed if the public address system is being used.   
 5. Classes are not to be dismissed earlier than the regular time without the permission of the 

administrator.   
 6. Turn off all lights, close windows, and lock the doors when you leave your department or 

room for the day.   
 7. Do not leave money in an unlocked desk during the day or in the desk or room overnight. 
 8. You are not to engage in conversation about controversial school issues in the presence of 

students or where you are likely to be overheard by students. Be Professional.  
 9. Please do not discuss students with students or a student with a teacher where you can 

possibly jeopardize the relationship you must have with students. 
10. You are to have general and specific objectives listed for each of your classes and 

activities.  These objectives need to be examined, constructively criticized, and evaluated   
 on a regular basis. 
11. Prepare a course outline for each subject. Daily plan sheets are provided for your use.  

Definite plans are to be made at least one week in advance.  This furnishes an invaluable 
aid for a substitute teacher.   

12. Equipment, belonging to the school, is not to be checked out to individuals.  USD 405 
policy does not allow for equipment to be checked out for personal use.  

 
STUDENT PRIVACY RIGHTS 

 
District employees may have ongoing opportunities to access confidential information or records that 
are required to be kept confidential.  Much of the student information processed by district employees 
is confidential, and state and federal law limits its release; for example, driver record and vehicle 
registration information, confidential student records, criminal history background check information, 
information obtained pursuant to Social and Rehabilitation Services (SRS) interventions, social 
security number information, and professional misconduct background checks. 
 

Employees are prohibited from divulging information contained in the student records and files of the 
district, except to other, authorized employees who may need such information for an educational 
purpose in connection with their duties and to authorized persons or agencies only in accordance with 
law, district policies, and administrative rules. 
 

If an employee is approached to provide information inappropriately, the employee must refuse to 
release the requested information unless authorized by his/her supervisor or otherwise be required to 
release the information under law or court order.  In all cases, the employee’s immediate supervisor 
shall immediately be informed, of any requests. 
 

Any employee who inappropriately releases information, or uses confidential information obtained in 
the course of his/her employment with the district will be disciplined in accordance with board policies, 
the negotiated agreement, and district procedures.  Disciplinary action may include penalties, up to, 
and including, termination.  
 

STAFF MEMORIALS 
 
The board may contribute $20 in district funds to the USD #405 – Lyons Education Endowment 
Association to honor the passing of an employee or an employee’s relative.    If the person being 
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honored is not a former USD #405 staff member, memorials may be made for the following:  spouse, 
mother, father, mother-in-law, father-in-law, brother, sister, son, daughter, step children of any current 
USD #405 employee. 
 

All bereavement notifications are to be channeled to the Superintendent’s secretary at the Frisbie 
Education Center through the building secretaries.   
 

FACULTY DRESS REGULATIONS 
 
Employees of USD-405 Lyons serve as role models for the students with whom they work and as 
leaders in the community.  Consistent with these roles, all employees should dress in a manner and 
have an appearance that is appropriate and professional considering the environment in which they 
work, the duties of their jobs, and the impressionable youth they serve.  The employee’s supervisor is 
authorized to interpret these provisions and their interpretations shall be given deference.  

TEACHER EVALUATION  
 
Teacher evaluation by the principal will be made during the year. Classroom walkthrough 
observations will be a key to the evaluation.  You will be expected to have a written lesson plan on 
request.  State and district evaluation policies will be followed. 

 
HOW A TEACHER CAN HELP A SUBSTITUTE  

 

1. Be sure to have your schedule where the substitute can find it easily.   
2.   Be sure your roll book is up-to-date and available.   
3.   Remember to leave the seating chart where it can be seen. 
4.   Have your plans written and ready for each subject and group, including questions and 

tests.  Give a step by step written plan for your substitute to follow.   
5.   Leave the textbook on your desk.   
6.   Make an effort to visit with your substitute teacher prior to your absence.   

 
STORM WARNINGS 

 
A severe weather alert will be relayed over the intercom.  The general procedure is to move students 
to an inside wall.  They should be placed in a seated position with backs to the wall, covering 
exposed parts of their bodies with their arms.  If it is possible, directions will be given to move 
students to the Lyons Middle School PE/dressing rooms.   Any student not able to move as quickly or 
efficiently as the general population (e.g. wheelchair, crutches, temporary injuries…) will be assisted 
by the classroom teacher to their assigned location.  Students not able to enter their assigned 
location will be assisted to the nearest accessible safe area.  
 

STORM ALERTS 
 
Faculty:  Please note the room assignment during a severe weather alert.  Instruct each student to sit 
near an inner wall in a crouched position with (his or her) hands and arms protecting one's head.  
Avoid areas where broken glass could be a problem.   
 
An alert signal will be issued from the office by way of the intercom.  If we have electrical failure, the 
signal will be by horn or siren.   
 
In general, students are to move to the most protected area of the building if time permits.  The 
immediate general area to move students is as follows:  
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The Lyons Middle School Locker Room/Dressing Rooms are every teacher’s priority safety area.  
  
   
Please remain in these areas until a clear signal is given to you.  We will have practice drills.  All 
students should be made aware of the area assignment.  Remember - you may have a class in an 
area other than your classroom.  Be sure you are familiar with the other assigned areas.  
  

FIRE DRILL INSTRUCTIONS 
 
In the event of a fire drill, students should exit as swiftly and as orderly as possible.  Ventilators are to 
be closed and lights turned off.  Below is a list of exit routes.  Please move away from the building as 
rapidly as possible, into the parking lot area, or across the bridge, depending upon the location.   
  
If poor weather conditions exist, cars may be used as cover.  Teachers are to supervise the lot.  All 
cars should remain stationary.   

 
Room Numbers and Exit Routes: 

    
    North Class          Southwest Exit       Northeast Exit 
    109     105      131    139            130    120 
    121     123          132    137            126    117 
    124     103          136    135            125    118 
                                      138    134            128 
                                    133     127 
        
    Southwest near      North Exit by Front Door  
    Little Theater      Custodian Room      Auditorium 
     144  147  146           113  111             Office 
     154  152  153           112  114             Counselor's Rm. 
     157  145  148  115                  102                
    149  150  
 
All students in rooms that have an exit adjoining the classroom and a sidewalk leading from the room 
may move out by these routes.  Move out using the safest route.  Students should refrain from talking 
during a drill.   
 

TEXTBOOKS AND SUPPLIES 
 
Textbooks and supplies requisitioned by teachers have been delivered to the classrooms.  
Requisitions for additional supplies and books should be made in consultation with the principal.   

 
SCHOOL NURSE 

 
The school nurse's office for USD 405 is located at Lyons Middle School.  The teacher should report 
illness, first aid treatment or emergencies requiring the nurse’s attention first to the high school office.  
Do not send the student directly to the nurse's office unless you accompany them.  Discretion must 
be exercised by the teacher in sending students to the health office so students do not abuse this 
privilege.   
 
The policy of the Board of Education of USD 405 is to not allow the dispensing of medication at 
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school by any school personnel.  This includes prescription, non-prescription drugs, and injections.  If 
it is necessary for the student to receive prescription medication at school then the following 
procedure must be followed:   
 

1. Present a signed Student Medication Release Form signed by the family physician that 
includes the name of the medication, dosage time of day  to be given, and duration of 
treatment. 

   
2.   Parent must have completed and signed their portion of the Student Medication Release 

Form.   
3. The parent or other responsible adult designated by the parent must bring the medication 

to school in the original prescription bottle properly labeled with a current date by a 
registered pharmacist as prescribed by law.   

4.   The medication must have been administered at home at least once to reduce the risk of a 
reaction at school. 

5.   Any changes in type of drugs, dosages, and/or time of administration should be 
accompanied by new physician and parent permission signatures and a newly labeled 
pharmacy container.   

 
Failure to comply with the above requirements will result in the medication NOT being administered at 
school and it will be returned home with the student at the end of the school day.   
 

EPA REQUIREMENTS ON FRIABLE ASBESTOS 
 

Public Law 94-469 requires that parents be notified of the conditions of a school building in regard to 
asbestos.   
 
The high school building has been inspected for asbestos.  Friable asbestos containing materials are 
not known to exist in this building. 
 

DISCIPLINE 
 
Any teacher has the authority at any time over any pupil in the building or on the school grounds 
whether or not the pupil is in the teacher's class.   
 
A general procedure will be used, when possible, in dealing with discipline cases:   

a. Initially the teacher should schedule a conference with the person involved.  If it is 
inconvenient at the time, plan to cover it during the minutes following school time.  
Please use wise judgment and make an attempt to solve the problem with the student.   

b.   If the problem continues, bring the student to the assistant principal.             
c.   Upon the students' return to class, if the problem continues, more restraining action 

from the office may occur. 
 

You are directly responsible for the discipline of students while they are in your class or activity.  More 
detailed guidelines are listed in the student handbook. 

 
Some general statements to serve you: 

Philosophical Guidelines: 
a. Treat students as you would like to be treated. 
b. You can only influence behavior, not change it. 
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 The difference between Punishment and Discipline:  
 Punishment …. 

a. .…requires judgment 
b. …imposes an outside power 
c. …arouses resentment and anger 
d. …invites more conflict 

 
Discipline is a planned response and … 

a. …allows the student to recognize what he or she has done wrong. 
b. …ownership of the problem stays with the student. 
c. …the student learns how to solve the problem. 
d. …it leaves the dignity of both the student and the teacher intact. 

 
Discipline is not ridicule, sarcasm and embarrassment. 

 
Good Teaching is Discipline Prevention. 

a. In order for learning to take place, there must be order in the classroom. 
b. For order to take place in the classroom, there must be something worth learning.  
 

Behavior change is from consistency - not severity. 
 

Low Level Interventions should be used first when disciplining a student.   
a. Most discipline problems arise during transitions. 
b. Law of Least Intervention - Start with the least amount of power necessary. 
 (eye contact, the “look”, gesture, snap fingers, proximity, name, shake your head, clear 

your throat, flick lights, count, count backwards, humor, touch, ignore, whisper, stop 
talking, change voice, use a different language, pink slip on their desk, wait time, close 
the door…) 

           
YOUR ROOM 

 
Key - Teachers will be issued keys to their classrooms and office.   
Locking your room - Your room should be locked any time you leave (except during fire drills), 
including the end of the day.  Thefts from unlocked rooms are inexcusable.  Rooms should not be 
locked during class sessions.  EACH TEACHER IS RESPONSIBLE FOR HIS ASSIGNED 
CLASSROOM AREA.  PREVENT STUDENT INJURIES BY KEEPING YOUR AREA LOCKED 
WHEN YOU ARE NOT IN THE AREA.   
 

RESTROOMS 
 
Considerable vandalism has occurred in this area in past years.  In your supervision during the day, 
please take time to check the restrooms.  Never allow more than one student to pass from your class 
to a restroom at any one time.   
 

CLASS EDUCATIONAL TRIPS 
 
A well-planned field trip is considered a worthwhile educational experience.  A teacher wishing to take 
such a trip should obtain administrative approval before proceeding with planning a trip.   
Teachers should make an effort to obtain a Commercial Driver’s License.  Teachers taking a field trip 
will be asked to drive when possible.  A trip should be approved and placed on the calendar one 
week in advance of the planned event.  Field trips will not be allowed after the first Friday in May.  A 
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field trip notification form to parents must be completed. 
  

TEACHER - COMMUNITY RELATIONSHIPS 
 
1.   Be business-like.  We should be courteous and yet be convincing that we do have some 

knowledge.   
2.  It is a good idea to go more than halfway to get along with folks. 
3.  Be humble and be able to communicate with all citizens.   
4.  Do not be afraid to do more than what is expected of you in the community in which you  
 work. 
5.   The attitude of your community toward you depends largely upon your attitude toward the 

community.   
6.  Gossip is the public school's worst enemy; watch your step.   
     Work to improve the organization.   
7.   The sensible teacher never, under any circumstances, criticizes another teacher in public.   
8.  Our goal is to improve the community of Lyons through our efforts with the youth.   
9.  Every move you make either adds to or subtracts from public confidence in the 
     school system.   
10. The parents see you through the eyes of their children.   
11. Become active in building Lyons.   
 

ORGANIZATION FUNDS 
 
All class funds are handled in the office.  Prior to the making of a charge account, it must be approved 
by the head sponsor or assistant sponsors.  Send a slip, signed by the sponsor, authorizing the pupil 
to make the purchase for your organization.   Also, have the students sign the charge slip at the store.  
These approval slips may be acquired from the office.  (Sponsors should keep an account of these 
charges and see that they are paid promptly.)  ORGANIZATIONS OF THE SCHOOL ARE NOT 
PERMITTED TO OVERSPEND THEIR ACCOUNTS.   
 

CLASS MEETINGS AND OTHER GROUP MEETINGS 
 
The class/club president should consult with the sponsor.  Meeting times will be scheduled during 
Lyons Pride Period.  Sponsors should attend all meetings of their group and assist officers in 
parliamentary practice.  It is necessary for the office to know of any and all meetings of such school 
groups, whether meeting at school or elsewhere, in order that conflicts may be avoided and that the 
office may be able to answer inquiries concerning those attending such group meetings.  Have this 
information in the office one day in advance if it is not a regularly scheduled meeting.   
 
At no time should a group of students hold a meeting without a sponsor present.  Meetings used to 
discuss students follow due process procedures. 
 

GRADING AND RECORDING GRADES 
 
  90 – 100 A 
  80 – 89 B 
  73 – 79 C 
  68 -  72 D   

0   -  67 In – progress 
 
Grades are based on a percentage so as to arrive at a more uniform basis of evaluation for the work 
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completed.   
 

GRADING AND RECORDING GRADES 
 
Grades will be issued each semester for student report cards.  Parents should be informed of in-
progress grades in all subjects.   

a.   Adjustments for curving grades are allowed provided they are then reported to the office 
as a percentage.  The percentages will then be used to help calculate a student's rank 
and GPA.   

      
TEST SCHEDULE 

 
Final semester exams will be given to all students in all classes where it is deemed appropriate by the 
administration.  A semester test schedule will be used during the school year.  
 

 
 

FINAL TEST REGULATIONS 
INCLUDING NINE WEEK AND/OR SEMESTER TEST 

 
1.   All students are to be given a semester and/or nine week final. 
2.  Tests are to be administered during the regular classroom time. 
3.  Tests which are designed for a longer period of time than an hour, the instructor may begin 

a portion of the exam on another non-testing school day.   
4.   Students should not be required to take more than four tests per day.  This includes 

chapter tests, laboratory quizzes, etc.   
5.   Adjustments, which are unforeseen, will be made by the administration.   
6.   A provision may be made to exempt students with an 'A' grade from taking a final semester 

exam. 
7.   Final tests will be worth 10-20% of the class grade.  Teachers have the authority to decide 

the percentage used in their classroom.   
 

SEMSESTER TEST INCENTIVE POLICY 
(Lyons High School) 

 

Students may be exempt from taking their semester finals if they meet the following criteria at the end 
of each semester.   

1. This policy will be administered on a class-by-class basis. (Teachers choice to opt-in for 
their classes) 

2. All students who have a grade of A, no office referrals for the semester no unexcused 
absences and five (5) or less cumulative tardies to all classes for the semester will be 
exempt from the semester final exam. Professional appointments (dentist, doctor, legal) are 
not discounted from the three (3) day limit required by the incentive policy.  

3. Absences due to school activities will not count against the student’s attendance for the 
purpose of the incentive policy.  

4. Students who have four (4) or more absences from a class or whose grade is B or less for 
the semester must take the semester final exam.   

5. Students who are exempt from the semester final will have the option of taking the 
semester final exam to raise their grade in the class. (Taking the semester test cannot hurt 
their current grade.) 
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6. Students exempt from the semester test do not need to be present during the scheduled 
test time.  

7. Students are expected to be in class on time for scheduled finals. Students who are not on 
time for the scheduled final may be denied the opportunity to take the finals. Students will 
not be allowed to take finals early.  

 
SCHOLARSHIP BANQUET 

 
Students that have a 3.68 G.P.A. on a 4.0 scale for each of the first three nine week’s grading 
periods, will be honored at a scholarship banquet.  

 
TIME ON DUTY 

 
High School teachers are expected to be on duty consistent with the negotiated agreement.   
 

 
SUPERVISION OF HALLS 

 
Each teacher is expected to supervise the halls adjoining his or her room.  Your presence in the hall 
prevents disorder.  We want to discourage all unnecessary loitering in the halls and the teachers and 
principal in charge are instructed to move pupils to and from class with as much speed as possible, 
and to maintain supervision of the halls at all times while school is in session.  Running, scuffling, 
hitting, boisterous behavior is to be prevented.  For this reason instructors should be present at their 
classroom doors between periods.  
 

STUDENT AIDES 
 
From time to time, you are confined with situations that require some clerical or secretarial help.  In 
order to assist you in this matter, you should request from the counselor, the assistance of a teacher's 
aide.  If you believe that you do not have enough material to keep a student aide busy, you may wish 
to share a student with a fellow instructor.   
 
The student aides may do a variety of tasks for you including such things as filing papers, duplicating 
materials for classroom use, grading objective tests, running in-school errands, type projects and 
send mailings for you.   Student Aides should be confined to their assigned classroom or designated 
work area.  

 PUPIL ATTENDANCE 
 
It is expected that each student will strive to be present at school each day.  Every absence and tardy 
is entered on the student's permanent record.  Groups, with an immediate concern, often desire the 
attendance record of students.  Regular attendance, in a larger part, contributes to a satisfactory 
scholastic record.  It is extremely important that teachers keep accurate and up-to-date records of 
tardies and absences.  Teachers will be required to turn in absences at a designated time to the high 
school office by electronic transmission. 
 
The most updated pupil attendance guidelines are printed in the student handbook.  
 

STUDENT PASSES 
 
A student should have a hallway pass in their possession any time he or she moves within the 
building during class hours.   
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Students who desire to visit another teacher should have their hallway pass signed.  It is not the 
responsibility of the sending teacher, in this case, to grant initial permission to visit the other teacher.   
Teachers should be diligent in signing and checking the student passes.  
 

PLANNING PERIOD 
 
Our schedule provides teachers with a period during which they have no classes scheduled.  This 
period is for conferences with students and administration, and for planning class work and grading 
tests.  This period should not be used solely as a recreational period.  If a teacher has duties that take 

him away from school during this period, he should inform the principal or secretary.  
 

STAFF CELL PHONE USE 

 
Cell or telephone use for non-instructional purposes is not permitted in class during instructional time 
without prior approval of the principal except for emergency situations.    

 
 

ASSEMBLIES 
 
Teachers are required to attend all student assemblies unless you are excused by the principal.  You 
are to sit with the students, and supervise those students assigned to you.   
 
It is our view that assemblies can have a beneficial influence on the life of students at LHS.  It is our 
concern that students participate in a positive way during the program.   
 
Some guidelines are proposed to allow for the proper functioning of the assembly period:   

 1. Students shall sit in their assigned seats during each assembly. 
 2. Students shall sit in their seats without leaning their heads on the backrest or place their 

shoes on the seat in front of them.   
3.   All talking and distracting activity shall cease when the performance begins.   
4.   It is appropriate to respond to the assembly.  The type of response, of course, is dependent 

upon the nature of the assembly.  Boisterous activity, extraneous shouting, comments 
  to the performers or throwing of objects are inappropriate at all times.   
5.   Food is not to be consumed in the auditorium during the assembly.  
             ASSEMBLY SUPERVISION SCHEDULE 

    NAME                     STUDENT GROUP     
    SCHERER    Seniors 
    MILLS              Juniors 
    BLUE     Freshman 
    SLUPSKI                  Juniors 
    ROTH     Freshman 
    OBORNY                Freshman 

A. DAWSON           Seniors 
    DENNY        Sophomores 
    JOHNSTON    Seniors 
    VOGEL                 Juniors 
    REID           Juniors 

D. DAWSON             Sophomores 
    TOMMER            Sophomores     
    FOSTER                 Freshman 
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    ROBL            Juniors 
    BLUE     Sophomores 
    FRIESS    Freshman 
    ESKUT    Freshman 

SCHOTTLER   Sophomores  
BRAXTON    Freshman  

 
Teachers should sit in the student section within the group you are supervising.   
All remaining classroom instructors are to supervise the general assembly by stationing yourself in a 
strategic location.   Teachers in the Functional classroom should sit with their students. 
 

BUILDING USAGE 
 
The schedule for the use of the building for rehearsals and meetings to be held at times other than 
school hours must be arranged through the principal.  The sponsor is responsible for seeing that the 
building is cleaned and all doors locked and lights out after meeting and rehearsals are over.  Please 
double-check all doors and lights 
 
The building is not to be used on Wednesday evenings, and NOT ANYTIME ON SUNDAYS 
WITHOUT PERMISSION ACQUIRED FROM THE PRINCIPAL.   
 

ACTIVITY PURCHASING 
 
The Activities Director is the approving agent of the activity funds and consent shall be acquired from 
him for authority to purchase and withdraw from this fund.   
 
All purchases must be approved in advance by the Activities Director or Principal for anything to be 
paid by the Board of Education or the activity fund.  It is imperative that this procedure be followed in 
making all school purchases.  Students who purchase for organizations or classes must have the 
approval of the sponsor before purchasing.  ORDERS PLACED BY TELEPHONE MUST BE 
PLACED BY THE OFFICE.   
 
The purchasing of items on approval is an unauthorized practice in our school system and individual 
utilizing this purchase method becomes entirely responsible for the financial responsibility of the 
purchases.   

GUIDANCE 
 
Guidance is an important function of our school program.  Since our teachers are interested in 
developing well rounded personalities and not just teaching subjects alone, every teacher does 
counseling work with his students.  However, students should be encouraged to use the services of 
the school counselor.  Please review the section dealing with the responsibility to you students.   
 
A complete personal file folder is kept on each student.  It includes scholastic records, mental ability 
scored, achievement scores, interest and aptitude test results, health record, etc.  These files may be 
observed by any teacher by making a request to the school secretary.   
 
The counselor is given special time during the day to do counseling and testing.  Teachers are urged 
to refer special problem cases to the counselor's office or the principal.  TEACHERS, PLEASE DO 
NOT SEND DISCIPLINARY CASES TO THE COUNSELOR'S OFFICE.   
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MEDIA CENTER 
 
References and reserve books and all magazines are used by the students in the media center only 
period by period.  These materials may also be checked out overnight and are due before first period 
begins the following morning.   
                                                  
Other books may be checked out for two weeks, with a one-week renewal privilege.  When a student 
wants to check several books out at one time, arrangements may be made with the librarian to do so.  
The demand for the books in question will have a bearing on this service.   
 
Teachers may request that books be put "on reserve" at any time.   
 
Students often leave library books and materials in various areas of the building.  When you see 
library materials, please see that they are returned to the library.  Your help in these cases will be 
greatly appreciated.   
 
Students are to enter and exit the library through the east door.  The only exception to this rule is 
during the time a class enters and exits as a group with a teacher or sponsor.   
 
IF TEACHERS WANT TO BRING A CLASS TO THE MEDIA CENTER, THEY SHOULD MAKE 
ARRANGEMENTS WITH THE MEDIA CENTER SPECIALIST SHOULD BE MADE OR YOU 
SHOULD ATTEND THE STUDENTS AS THEY STUDY IN THE LIBRARY.   
 
It is hoped that the teachers will feel free to bring their classes to the library for work.  If you can give 
advance notice on what the class hopes to study, the librarian can help you more effectively.   
 
A media center can only be effective when the faculty members have become knowledgeable and 
familiar with the available volumes pertaining to their subject area.  Requests for books not available 
should be made to the media center specialist.   
 

SERVICE FOR TRANSPORTATION 
 
It is the responsibility of the driver to be sure the vehicles are properly serviced.   
 
If maintenance is needed, check the listing in the vehicle that indicates the service station to be 
patronized for the particular month.   
 
Each ticket of purchase should be signed and returned to the office.  If defective equipment is 
observed please notify the transportation director immediately.   

 
Permission for use of school transportation must be obtained from the activities director.  Following 
the request for a vehicle, the transportation director will be notified and the assignment completed.   
 

TRANSPORTATION FOR ACTIVITY TRIPS 
 
The activity schedule presents several conditions and challenges.  Obviously, we must coordinate our 
efforts to accommodate the variety of situations encountered.   
 
Many requests have been made for transporting students to and from contests by sources other then 
those designated by the school.  A review of the transportation format and policy follows:   
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1. It is important for groups to support each other during activity contests.  Each team 
should support the team engaged in a contest when possible.   

2.  Assignments of buses going and returning should be made prior to leaving for the contest.  
This assignment must have the approval of the activities director. 

3. Any deviation from the scheduled plan of transportation must be approved by the principal 
or A.D. 

  a.  Coaches should consult with the building principal or A.D. for request of status change.   
 b. Special requests of students must be approved by the principal or A.D. 
 c.   Plans to return home prior to the final contest of the evening must be approved by the 

principal or A.D. 
4. Situations that involve non-weekend trips will be evaluated by the administration and an 

allowance for early return will be considered.   
5.  Student athletes are required to ride the bus, if provided, both ways unless special 

arrangements have been approved by the administration.   
 

 
ACTIVITY & ATHLETIC ELIGIBILITY 

 
The following academic eligibility policy will be in effect for USD #405 students participating in all 
extra-curricular activities.  Academic Eligibility is applicable to any activity resulting in public 
performance, competitive event which a student represents their school, loss of school time or school 
activities.  An event that a class grade is connected is exempt from the above definition. 
 
The eligibility policy will be in effect the first full week of school.  Ineligibility will be in effect for one 
week beginning on Monday morning of that week through Monday morning of the next week.  A 
student must be passing seven subjects to be eligible to participate in activities and field trips (longer 
than one class period).  A student’s ineligibility status will remain in effect for one week regardless of 
academic achievements.  A student not passing 7 courses has until Monday at the start of the school 
day after the Thursday In-progress list to improve their grade to allow eligibility for that week.  The 
student is responsible for communicating the grade improvement to the office by providing irrefutable 
proof of the grade change.  USD #405 rules are more stringent.  Students who are ineligible may not 
participate in activities and field trips that extend beyond a given class period.  
 

ACTIVITY JOB RESPONSIBILITY 
 
In fulfillment of one's responsibility in supervision during activities held in the school, generally non-
classroom activities, please use the following information to govern your activity.   

 
1.  Each individual is responsible to maintenance of good conduct and sportsmanship.   
2.  Each individual is responsible to maintain order and ascertain potential problems.  Try to 

prevent problems prior to their occurrence.   
3.   Your responsibility is to execute good judgment and secure the above climate.  If one is to 

be removed, do it or secure the assistance of supportive personnel to do this.  You may 
wish to obtain the assistance of your immediate supervisor in the event of removing an 
individual.   

4.  Ticket sellers and ticket takers are to maintain accurate accounting of money and tickets.  
The balance between tickets sold and money must agree.  Program dissemination is also 
your responsibility.   

5.   Basically one will probably be doing a satisfactory job if concern is given to order and 
efficiency in the doing of your duties.  Circulate throughout the hall where the performance 

  is being held.   
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6.   Please so not bring children with you when performing your duties.  The tasks require your 
total attention.  If a special need develops, please contact the principal for request to bring  
a child along.   

                                                                                                                      
TO ALL ATHLETIC WORKERS 

 
Some guides to use by workers of athletic contests are:   
 

1. Patrons are not to be issued passes to leave the facility.  The KSHSAA recommends that 
all patrons remain in the arena unless they wish to purchase another ticket.   

2. All concessions are to remain in the concession area or the cafeteria.  We will have to 
remind individuals from time to time until they become accustomed to this requirement.  It is  
definitely necessary to keep all carbonated beverages in the cafeteria.   

3.  Students should respect the athletes by being in their seats during action on the court.  
Encourage all students to find a seat in the stands and support our teams.   

4.   It is absolutely necessary that each supervisor and staff person on duty support other 
members on duty.  It is a difficult task and requires support from all avenues.   

 
Several other suggestions should be made at this time.  Supervisors, please be moving around the 
gym during the evening contests.  DO NOT congregate in one area, but rather spread out over the 
seating area.  Look for situations that may call for your attention.  If you correct a student, expect him 
to respond in a positive manner.   
  

AWARDS AND LETTERS 
                                            
 A standard six-inch 'L' will be purchased for awarding to any student that has earned the Lyons High 
School Letter.  A letter will be given to a student one time.  Successive awards related to lettering will 
be made in the form of a bar and an activity emblem.   
 
Each group giving awards will be responsible for the cost within their department.   
                             

REQUIREMENT FOR INTERSCHOLASTIC PARTICIPATION 
 
Requirements for participation in activities that involve other schools are set and regulated by both 
the B.O.E and the KSHSAA.  As a member of the association, each school must comply totally with 
its rules and policies.  A local board of education may establish a more restrictive policy than the one 
set by the association.   
 
The following academic eligibility policy will be in effect for U.S.D #405 students participating in all 
extra-curricular activities.  Academic eligibility is applicable to any activity resulting in public 
performance, competitive event, event in which a student represents their school or loss of class time.  

 

 
ACTIVITY ELIGIBILITY 

 
Students are required to meet Kansas State High School Activities Association (KSHSAA) guidelines 
in regard to academic eligibility.  Currently KSHSAA requires students to pass five (5) subjects of 
equal weight during his or her last semester of attendance.  
 
KSHSAA requires students to pass five subject of equal weight during his or her last semester of 
attendance.  U.S.D. 405 rules are more stringent.  
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Teachers must have grades for the ineligibility list to the office by a Wednesday morning at 10:00 
a.m.   

GENERAL INFORMATION 
 
Faculty meetings will be held when needed.  Teachers should arrange to keep this time free and to 
be available for these meetings.  It is the desire of the administration to keep these meetings short 
and to the point.  We will have some afternoon meetings that will be announced when needed.  
Meetings to discuss policy, curriculum, and other department concerns will be called as needed.   
Students and teachers shall park in assigned areas.  Do not leave money or valuables in your desk.  
We will be glad to hold them for you in the vault.   
                                               

 
 
 
 
 
OFFICE ASSIGNMENTS 
 

  Mills   143              Scherer  156 
  Jones     116                Tommer          119 
  TBA     101                   
 Vogel    129   Roth           124                         

Johnston        142   Braxton  155 
  Friess           106                       Reid       142 
  AFJROTC  115                      A. Dawson  140 
  Oborny      141                     
  Schottler     110                   D. Dawson            141 
  Konda            100                         
  Media Aides            149                                                     
  Denny   116   
  Kries   102 
                                                                                 

CO-CURRICULAR ACTIVITIES 
 
The co-curricular activities should be important to each student.  Each sponsor should help in 
motivating the students to actively participate within some organization.   
 

Sponsorships     
   
  D. Dawson StuCo     Roth/Crowsey Cheerleaders 
  Johnston Seniors    A. Dawson  Yearbook   
  D. Dawson Debate/Forensics    TBA   Scholars' Bowl 
  Schottler Sophomores    TBA   Freshman 
  Reid  Sophomores     Braxton  Chorus 
  Oborny Foreign Language Club  Tommer            FCCLA       
  Pierce   Juniors                          Scherer  Band 
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DEPARTMENT CHAIRPERSONS 
 
The purpose of a chairman is to allow for better organization.  Problems that arise may be studied as 
a department and recommendations made to the principal through the chairman.  Department 
chairperson meetings may be scheduled throughout the school year.  
 
                             Mathematics ------------------  John Denny 
                    Language Arts --------------  Amanda Dawson 
                    Science ------------------------  Penny Blue 
                        Fine Arts -----------------------  Corey Braxton 
                    Social Science --------------  Brad Reid 
    Career & Tech Ed Coordinator Julie Tommer 
 
Any department which contains one instructor will be served by the individual instructor.   
 

TIME FROM CLASSROOM 
 
Visitors are to check into the office prior to any visit with an instructor.  If the person desires to visit 
with a coach, time should be used during the preparation periods and not during classroom time.   
College coaches desiring to visit with student athletes should make an appointment.  Approval for 
such a visit must be given to the school from the parents.   
 

STUDY GROUPS 
 

The Lyons High School faculty will participate in study groups sessions at the designated times 
reserved for this opportunity.  Study groups are defined as a small number of individuals joining 
together to increase their capacity through new learning to meet the needs of students.  The power in 
the whole faculty study group process rests in the promise that what teachers become more skillful at 
doing will result in higher levels of student learning.  Study groups that function simply to satisfy the 
interest of the individuals in the groups often lack the content focus that will boost the goal of schools.  
The goal of whole-faculty study groups is to focus the entire school faculty on implementing and 
integrating effective teaching and learning practices into school programs that will result in an 
increase in student learning and a decrease in negative behaviors of students, as reflected in related, 
relevant data sources.  During the 2018-2019 school year, faculty study groups will be held every 
Friday.  Staff is expected to be actively engaged in study groups at 2:25 p.m. Study groups may 
conclude at 3:25 p.m. 
 

ELECTRONIC MAIL 
 

Employees shall have no expectation of privacy when using district e-mail or other official 
communication systems.  E-mail messages should used only to conduct approved and official district 
business.  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.  
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