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 Ash Fork Schools Vision Statement 

We Empower 

 

Ash Fork Schools Mission Statement 

We empower students, staff, community, and 

parents through a rigorous curriculum, hard 

work, and an attitude that focuses on constant 

improvement 
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WELCOME TO THE SPARTAN FAMILY! 

 

It is the purpose of this handbook to provide school district employees with 

a resource, which gathers all the pertinent policies and procedures 

related to your work.   It is our belief that staff morale improves when 

everyone understands the relationship of his/her work within the 

organization and each employee knows his/her rights and responsibilities.  

This handbook contains information regarding many of the personnel 

policies that are used by certified staff and support staff.   The Governing 

Board Policy Manual is the final authority on operational procedures, rules, 

regulations, etc. of the District.  

This handbook does not constitute an employment contract, grant, or vest 

any continuing right to employees.  The Governing Board expressly reserves 

the right to modify, delete, or add a policy if it determines that it is in the 

best interest of the District to do so. 

The Ash Fork Joint Unified School District conducts one of the largest and 

most essential businesses in our area.  It is responsible for the proper 

investment of many dollars of public funds and proper use of the talents of 

more than 45 employees. 

Every employee – whether teacher, teacher aide, custodian, office 

personnel, administrator, bus driver, or food service – is part of the team 

whose goal is a quality education for all students. 

It is essential that all school personnel be thoroughly acquainted with this 

handbook.   You are encouraged to refer to it  frequently.   Employees 

are urged to make suggestions for future improvement and revision. 

Access to the District’s policy book may be found at www.azsba.org, click on the 

link to Policy Bridge and check the box next to our name.  

 

 

 

http://www.azsba.org/
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Human Resources Information 
 Ash Fork Joint Unified School District is set in a very rural community that has a limited 

student population that qualifies Ash Fork Schools as a “Rural School District”. With limited staff, 

there is no Human Resources office and the responsibilities for this department are mostly handled by 

the Business Manager unless otherwise specified.  

Employment Information 

Fingerprint – All employees must obtain a fingerprint clearance card through the Arizona 

Department of Public Security as per Policy GCFC. The District will pay upfront for the application 

fee and may re-coup the cost from the employee through payroll deduction. For information and 

paperwork on fingerprinting, see the Business Office. A copy of your fingerprint card is required for 

your personnel file. 

10 Month vs 12 Month Employee – Classified Staff Positions are either 10 months or 12 months in 

duration.       12-month employee schedules are for 10 hours daily with a half hour break, Monday 

through Thursday.         10-month employees are scheduled for 9 hours daily with a half hour break, 

Monday through Thursday, or a modified schedule based on job description. Information on overtime 

is under Employee Payroll & Benefits. Employees are not permitted to start work early or work from 

home.  

Governing Board Approved Holidays for 12 Month & 10 Month Employees 

Approved Holidays            12 Month 10 

Month/Certified 

INDEPENDENCE DAY X  

LABOR DAY X X 

VETERANS DAY X X 

THANKSGIVING DAY X X 

CHRISTMAS DAY X X 

NEW YEAR’S DAY X X 

MARTIN LUTHER KING DAY X X 

PRESIDENT’S DAY X X 

MEMORIAL DAY X  

TOTAL NUMBER OF DAYS 9 7 
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Certified Staff hours – Teacher contract hours are stated in their teacher contracts. The teacher work 

day begins at 7:00am and ends at 4:30pm with a half-hour lunch break Monday through Thursday. 

Arriving late or leaving early is unprofessional and will lead to possible disciplinary action. Teachers 

must get permission from the Superintendent to leave early.  

Sick Leave and Accumulation – Per Policy GCCA, Sick Leave is to be used for personal or familial 

illness, injury, physical and mental health related appointments, quarantine, or unable to perform 

duties as usual. Sick Leave accumulates one (1) day per month. 10 Month employees have a 

maximum of 9 days of Sick Leave to accumulate, and 12 Month employees have a maximum of 12 

days of Sick Leave. Sick Leave can accumulate for 125 days, at which point no more days can be 

added. When all Sick Leave days have been used, unpaid leave of absence must be requested from a 

supervisor and filed with the Business Office.  

Personal Time Off - PTO is two days that the employee can use in order to be excused from work 

for any reason. A Request for Leave must be filed with the business office at least a week in advance 

before the scheduled PTO. This leave does not accumulate. 

Vacation Time – Per Policy GDD, the following vacation allowances are based upon the standard 

ten-hour day and shall be prorated accordingly for days shorter than ten hours.  

For 12-Month employees, vacation day allowances increase with years of service at the District: 

● Upon completion of the first year - four days 

● Upon completion of the second year - eight days 

● Upon completion of the tenth year - twelve days 

● Upon completion of the fifteenth year - sixteen days 

Employees must submit a Leave of Absence Request form with the Superintendent’s signature 

approval to the Business Office two weeks in advance.  

Vacation may accumulate to a maximum of thirty-two (32) days, at which time no more vacation can 

be earned. If you begin the year with the maximum amount of days (32), at least 12 days of 

accumulated vacation time must be used by April 1st during the year it was earned. Days in excess of 

12 shall be rolled at ½ the rate to employee’s sick time. The Superintendent shall take special 

circumstances to this policy into consideration.  

Absences – Refer to Policy GCC regarding absences. All absences need to be reported to the District 

as much in advance as possible. Employees are not to be compensated for time lost without leave of 

absence as per Policy GCC states. The different absences and procedures are as follows: 

 Illness: Call your immediate supervisor or manager before 6am, or as soon as possible to 

make whatever arrangements are necessary to provide a substitute, or rearrange working 

schedules to accommodate the normal school operation during your absences.  
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Teachers should log into their ESI account as soon as they know they will not to be able to 

come to work and perform their duties. ESI submission for a substitute teacher does not 

replace calling your supervisor or gaining preapproval for known absences.  

On the day following your return to work, submit a Leave Request Form to the Business 

Office.  

 Discretionary Leave: Submit a Leave Request Form to the Business Office no less than five 

(5) days prior to desired leave.  

 Emergency Leave: Submit a Leave Request Form to the Business Office on the day following 

your return to work. Refer to Policy GCCB.  

 

Teacher/Staff Evaluations – The Superintendent conducts the teacher/staff evaluations and 

approves the Special Services Director, and the Facilities Maintenance Supervisor to conduct their 

own staffs’ evaluations. Teachers will be formally observed a minimum of two times per year. Refer 

to Policy GCO for more information on teacher evaluations. The evaluation will be in writing and a 

copy given to each teacher. The Superintendent may also make classroom visitations. 

Procurement Policy and Procedures – Purchasing related items are included in Policy DJE and DJ 

for purchasing ethics. Purchasing items for a wide range of programs can be arranged through the 

Business Office. When an employee would like to request the District to purchase an item, he/she 

must complete a Purchase Requisition (found in the Appendix) with as much information as possible. 

If a photograph is available to print out, this is helpful. The Purchase Requisition must then be signed 

by the Superintendent and then returned to the Business Office for processing. Typical school related 

items are oftentimes ordered in bulk, so the Business Office may be able to retrieve them from the 

Supply Closet. The Superintendent reserves the right to deny any purchase request based on District 

needs, finances, and funding.  

Quotation Requirements: As per Policy DJE, items under $5,000, require no quote. For items worth 

more than $5,000 but less than $10,000 three verbal quotes are required. For items that are worth 

more than $10,000 but less than $100,000, documentation of three written quotes from different 

vendors are required for purchasing and must be on file in the District office. If written quotes are 

unable to be obtained, there must be documentation on file with the District office showing that the 

contacted vendor did not offer a written quotations or explaining why a written quotations was not 

obtained. For purchase $100,000 or more, a Sealed Bid is required.  

Items that are purchased without being listed on the Purchase Requisition are the responsibility of the 

employee (including snack or drink purchases). Discrepancies may result in disciplinary actions.   

Use of District Credit Cards – Employees that wish to “check out” a District Credit Card must 

complete and return an authorized Purchase Requisition to the Business Office. All cards must be 

signed out and returned with a receipt for purchase in a timely manner. (Refer to the Credit Card 

Agreement filed at the beginning of employment/once a year). Policies on credit cards and usage are 

DGD and its subsidiaries.  
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Personal Reimbursements – Purchasing items for the District should always be done through the 

proper channels as listed above in the Procurement Procedures and Use of District Credit Cards 

sections. Only in the case of absolute necessity in the carrying out of authorized duties, shall an 

employee use their own funds to purchase items for the District and per Policy DKC request a 

personal reimbursement. A District Employee Reimbursement Request form can be found in the 

Appendix of this Handbook and outside the Business Office. This form must be filled out in its 

entirety with all relevant receipts attached in a timely fashion. Attached to the District Employee 

Reimbursement Request form is the AFJUSD #31 Acknowledgement of After-The-Fact Purchase 

form. This form must be fully completed satisfactorily in order to process the Reimbursement. Please 

be aware that this form is a request form, and it may be vetoed by the Administrative or Business 

Office if found inappropriate.  

Travel Policy and Procedures – The District encourages staff to partake in professional 

development activities such as conferences and workshops. Per policy GCCE, attending such 

meetings and conferences requires administrative approval by the Superintendent twenty (20) days 

prior to the engagement in which such things as value of attendance, funds availability and substitute 

(if necessary) availability will be assessed.  

With prior approval, certain expenses associated with professional development activities may be 

eligible for reimbursement per policy DKC. A Purchase Requisition with authorization from the 

Superintendent and a Travel Reimbursement Claim form (see Appendix) will need to be promptly 

submitted to the Business Office for evaluation and processing. The Travel Reimbursement Claim 

form must be filled out entirely and accompanied by conference/workshop agenda, itemized receipts, 

Google Maps/MapQuest printout for mileage reimbursement if using personal vehicle and 

documentation of AFJUSD vehicle unavailability. Please note, that an AFJUSD vehicle must be used 

for such activities unless an AFJUSD vehicle is not available or the Superintendent authorizes the use 

of a personal vehicle. Per policy EEB, the use of a personal vehicle for school business must have 

prior approval by the Superintendent in order to be eligible for reimbursement.  

As per policy GCCE, attendance and participation in a professional development activity are not 

eligible for compensation but the District may authorize the employee to use accumulated 

compensated leave time.  

End of Year Checkout – All employees must complete an End of Year Checkout form and return it 

to the Business Manager before the Last Day of the school year. Even if an employee will be working 

throughout the summer session, they must indicate this on their End of Year Checkout sheet. All 

forms must be signed by the Superintendent or immediate supervisor after room/area inspection 

where appropriate.  

Employment Payroll & Benefits 

Payroll – Payroll is conducted by the Business Manager and specific questions about the employee’s 

own paychecks and payroll related items should be directed to the Business Manager. Payroll is on a 

bi-weekly schedule and Payday is every second Thursday. Please refer to the Business Office for 

Payroll Schedule. Payroll procedures are found in Policy DKA.   
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Time Clock – Classified staff should clock in and out using the Time Clock Plus link on your 

desk top. Four or more-time clock adjustment requests in a pay period will result in suspension of the 

employee’s direct deposit and a hard check will be issued.  

Timesheets – Employee timesheets must be signed at the end of the employee’s shift on the last day 

of the pay period (Thursday) or following Monday by 8AM in the Business Office. All classified 

employees must sign a timesheet and teachers must fill out a timesheet for certain off-contract 

activities such as Friday School. Timesheets not submitted on-time will result in suspension of the 

employee’s direct deposit and a hard check will be issued.   

Leave slips must be turned in prior to the last day of the pay period.  Leave slips WILL NOT be 

accepted Monday mornings. If you are absent on the last day of the pay period contact your 

supervisor or Business Office to have a slip filed in your absence.  Pay periods are posted in Google 

drive and in the Business Office. 

Time and Effort Policy and Procedures – If your position is funded by a grant or multiple grants, 

Time and Effort forms must be filled out in a timely manner. These forms are mandatory reports that 

are necessary for fulfilling grant obligations and securing grants in the future. For the full handbook 

on Time and Effort reporting, please see the handbook in the Business Office.  

Overtime – Overtime should not be needed under most circumstances, and should be avoided by 

both parties. The supervising administrative bodies must authorize any overtime before an employee 

is allowed to perform such duties other than in an emergency situation where authorization cannot be 

obtained. Policies referring to overtime are Policies GDL, GDL-R, and GDBC. Unauthorized over-

time will be banked as Comp-time. 

Break time – A 30-minute break per day is afforded in your work agreement.  You can either take 

this break at breakfast or lunch but not both.  Although we prefer you to be performing your job 

duties, if you are taking both meal breaks you must be clocked out for both. 1 on 1 SPED Para’s will 

clock out for break if your schedule allows.  

Health Insurance – The District offers its employees two different kinds of insurance plans through 

ASBAIT’s agreement with Meritain Insurance and the Aetna. The Silver Plan is 100% covered by the 

District and the Gold Plan is offered with a payroll deduction of the difference between the two. 

Dependents may be added to the policy and paid for by the employee via payroll deduction. Further 

questions about the Insurance and Insurance Plans, as well as changing between plans, can be 

discussed with the Business Manager.  

Dental Insurance – Delta Dental of Arizona is the District’s dental insurance provider. Employee 

coverage is 100% paid for by the District. Employees can pay to have dependents added with a 

payroll deduction.  

Vision Insurance – VSP is the District’s vision insurance provider. Employee coverage is 100% paid 

for by the District. Employees can pay to have dependents added with a payroll deduction. 
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Life Insurance – A $10,000 life insurance policy benefit is offered by the District and employees 

may purchase additional coverage via payroll deductions Questions about life insurance should be 

directed to the Business Manager.  

Retirement – Every full-time employee is enrolled in a retirement plan through the Arizona State 

Retirement System (ASRS). Enrollment is mandatory as per state and federal statutes as designated 

in Policy DKB. The payroll contributions of the employee are 100% matched by the District. For 

more information, refer to www.asrs.com.   

Technology 

Technology Use Agreement – All employees that utilize or have access to a computer must 

complete and sign a Technology Use Agreement each school year. This agreement is kept in the 

employee’s personnel file in the Business Office. Note – Students should only use a teacher’s 

computer under direct supervision and be limited to printing needs only.  

Employee Email Account – Email accounts are created for every employee in order to share 

information throughout the District. Email accounts are created, distributed, and managed by the Data 

Manager/Admin Assistant in the front office. Check in with the Data Manager in order to know the 

status of your email account. Accounts can only be created with completed personnel files. For more 

information and directive on employee email accounts, refer to Policy EGAEA.  

PowerSchool Accounts – PowerSchool is the online platform that the District staff, students, and 

parents use for many different functions. If an employment position needs PowerSchool in order to 

operate efficiently, the PowerSchool Account will be created, distributed, and managed by the Data 

Manager/Admin Assistant. Clearance for certain parts of PowerSchool must be administered by the 

Superintendent.  

PowerSchool Lunch Account - The PowerSchool Lunch Account is a charge system for employees 

of the District and Board Members for breakfast and lunch. Deposits and payments to the account must 

be made with the Business Office. Any balances not paid by the end of the month will be done by 

payroll deduction. In order to find out how much is owed, one can enter their PowerSchool Account or 

request that the front office staff look it up.  

Telephones – School telephones are business phones, and should be used for business and office 

matters only. Teachers are responsible for supervising and training students in the use of the phones, 

and students must ask for permission to utilize the telephone.    

Cell Phones- The same expectation of proper cell phone use we have for the students also applies to 

staff. Cell phone use should be limited to break time, official school business or in the case of an 

emergency. Otherwise it should be put away. Let’s lead by example. 

Computers – School computers are to be used for District and School business only. Teachers are 

responsible for supervising and training students on the computers and their accessories, as well as 

the general care and maintenance of said devices. Damage to District computers is strictly prohibited 

and must be addressed by the Administrative Office. Logins for the District Network are 

administrated by the Data Manager/Admin Assistant.  



10 | P a g e  
 

Copy Machines – The copy machines at the District are expensive to maintain and operate. Please be 

respectful when choosing items and materials to print, as well as notifying the IT staff and/or Front 

Office when a copier is not functioning properly. Do not try to fix any copy machine problems. All 

volunteers must be trained to use the copy machines by the teachers/staff and students are never 

permitted to use the machines. As a courtesy, do not use the Front Office copy machine. It is for 

the Office Personnel only.  

Safety & Security  

School Property – Our Maintenance Department works hard over the summer session to prepare our 

schools for the new school year. Cleaning, painting, and repairing are very costly to the District, but 

ensure the beauty and pride of our District is sustained. AFJUSD is proud to offer a pleasant and 

attractive atmosphere for our students with the belief that this will reinforce the ideals the District 

tries to impart on the students. Educating students about respecting each other and school property 

are a major concern for every employee of the District. Any damage to school property must be 

reported to the Administrative body. Teachers are responsible for their classrooms and the equipment 

therein, as well as instructing students to respect these rooms by helping the teachers with the upkeep 

of their rooms. All doors leading to the outside must be closed at all times and never propped open. 

All visitors and guests must enter through the front doors. Refer to Policy JICB.  

Security/Keys – Keys are managed and appropriately distributed by the Facilities Supervisor only. 

Keys are never to be duplicated or loaned to anyone, for any reason. Loss or theft of District keys 

must be reported immediately to the Superintendent or other Administrative personnel, and 

replacement or rekeying may be a payroll deduction or payed for by the responsible employee.  

Refer to policy HBECA-R on possessing keys and note: any person who, for oneself or for another, 

misuses a key to any building or other area owned, operated, or controlled by the District, without 

authorization from the Governing Board/Supervisor, is guilty of a Class 3 misdemeanor. Please see 

policy.  

Abuse of Employees – According to ARS 15-507, any person that knowingly harms a teacher or 

District employee on school grounds or while the teacher or employee is engaged in the performance 

of his/her duties is guilty of a Class 3 misdemeanor. (Refer to 15-2911 Interference of Educational 

Facility). 

Accident Reports – Report all student or staff accidents. Written accident reports are to be filled out 

immediately after each accident of serious or potentially serious nature. The supervising teacher is 

responsible for completing the report with the Nurse’s Office or Superintendent’s Office for any 

injured student. Employees who are injured during work must fill out an Accident Report in the 

Nurse’s Office. These reports must be turned in to the Business Office upon receipt of all required 

signatures. Policies pertaining to accident reports include Policy EBBB, EBBB-R, and EEB.  

Fire Drills – Arizona law requires that a fire drill be performed once a month. In case of an actual 

fire, fire drills are an important practice procedure for students and staff alike. When a fire alarm is 

heard, teachers and support staff must direct children out of the buildings to their designated safe 
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zones. Teachers must retrieve their red, emergency backpacks with their class attendance list. Policies 

referring to emergencies include Policy EB and EBC and (ARS), 15-341 (A) (32). 

Lockdown Drills – Lockdown drills are important to practice in case of a bomb or weapon threat, as 

well as natural disaster. The teachers’ classrooms will be locked from the inside during the lockdown 

drill.  

Hazardous Conditions – Report any and all hazardous conditions to the Administrative body as 

soon as possible.  

Weapons and Reporting Violations – Pursuant to ARS 15–515, all school personnel who observe a 

violation of ARS section 13–3102 (Misconduct involving weapons; defenses) or ARS section 13–

3111 (minors prohibited from carrying or possessing firearms) on school premises shall immediately 

report the violation to the Administration. The Administration shall immediately report the violation 

to a peace officer. SB1067 also requires a report to local law enforcement agencies regarding any 

suspected crime against a person or property that is a serious offense or that involves a deadly 

weapon or dangerous instrument or serious physical injury. Dangerous instrument is defined as 

“anything that under the circumstances in which it is used, attempted to be used, or threatened to be 

used is readily capable of causing death or serious injury.  

Per ARS 13–3620, it is now a Class 6 Felony for failure to report any behavior which mandates 

reporting. Please review carefully statues 13 – 3506 – Mandatory Reporting Statue. Everyone on a 

school campus has an obligation to report: child abuse, neglect, non-accidental injuries, sexual 

misconduct, violent incidents, threats and sexual harassment.  

Professional Conduct Standards  
The following sections pertain to the professional conduct standards that the District recognizes as 

mandatory for all employees. Certified staff and classroom support staff must additionally read and 

abide by the instructions in the Teacher Specific section. 

Faculty/Staff Relations – The District’s goal is to have a climate of professionalism and comfort in 

order to best enrich the learning environment of the students and the working environment of the 

employees. Each employee is expected to work alongside their fellow colleagues in a productive 

manner that encourages the success of the individual, the school, and the student body.  

Teacher/Instructor/Pupil Relations – The teacher has more responsibility to each child than just 

education. The teacher is a major role model and source of instruction, information, and answers for 

all students. Teachers are professionally obligated to recognize the needs, struggles, and challenges of 

each student and help them or direct them to the best help available for a variety of reasons. Every 

child must be accepted for who they are, and teachers must do what they can in order to help them 

grow and succeed. It is important that all employees address the needs of all the children at all times. 

Reporting Child Abuse – All employees are responsible for reporting child abuse under any 

circumstances as per Policy JLF– Reporting Child Abuse/Child Protection and ARS 13 – 3620 – duty 

and authorization to report non-accidental injuries, physical neglect, denial and deprivation of 

necessary medical care or nourishment of minors. Any employee with such information or suspicion 
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is to make an immediate report to the Administrative Office and a peace officer or Child Protective 

Services. Such reports shall be made by telephone and followed by a written report within seventy-

two hours. Please refer to policy.  

Politics and Religion – All teachers shall carefully guard against the introduction of questions or 

discussion of sectarian or partisan nature into their instruction. Staff in general should only teach 

issues of politics and religion as outlined by the Arizona Department of Education and required by 

state standards and should be in a non-partisan, factual manner that promotes open discussion and 

respect among students.  

Alcohol and Drugs – Please refer to Policy GBEC, GBECB, GBECA, and EEAEAA. Any and all 

alcohol or drug items or related items are prohibited on school campus and must be reported to the 

Superintendent’s Office immediately. The Administrative body handles any and all alcohol or drug 

related issues individually and in certain cases, with the assistance of Police and/or Sheriff personnel.  

Medical Marijuana – Please refer to Policy GBECA for the rights of Medical Marijuana card 

holders. Any and all persons licensed to use Medical Marijuana are prohibited from doing so on 

District Property or at District events by the Drug-Free Campus Zone declaration.  

Tobacco Use – The board recognizes that smoking presents serious health and safety hazards to the 

smokers and the nonsmokers. The AFJUSD campus is decreed a smoke-free environment that is to be 

respected and upheld not only on campus, but also on school buses, district vehicles, during school 

sponsored activities, events, field excursions, etc. Refer to Policy GBED for further instruction on 

tobacco use.  

Arrival and Departure Procedures – Teachers are salaried employees. The Administration may 

alter or extend the school day for meetings, special events, and activities, preferably with due notice. 

Employees must refer to their mailbox and email daily upon arrival and at lunch in order to be as up-

to-date as possible. Employees are asked to check their emails before departure as well.  

School Day Schedule and Meetings – Keeping the School Day Schedule flowing is very important 

to the productivity of everyone’s time. Please be considerate and professional by being on time to 

work, meetings, and functions, and not leave early (unless permission is obtained), vacating a space 

promptly, etc. All scheduling conflicts must be reported to the Data Manager/Admin Assistant in 

order for adjustments to be made.  

Teachers are expected to attend all meetings called by the Administration. Please make all other 

appointments around these scheduled meetings. Cell phones must be turned off or on vibrate during 

these meetings.  

All employees are expected to attend the All Staff Meetings.  

Lunch Standards – Employees may charge school cafeteria meals to their PowerSchool lunch 

account provided you have a Payroll Deduction Authorization form on file with the Business Office. 

Lunch balances are not allowed to be carried for more than a month at a time. It is your responsibility 

to check with the Business Office at the end of each month for your balance and pay accordingly. If 
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payment is not made by the 1st pay period of the following month in which charges occurred a 

payroll deduction will occur to clear your balance. The Payroll Deduction Authorization form can be 

found in the appendix of the handbook.  

Staff Dress Code – The following are the guidelines for each department’s dress code.  

Any clothing item which advertises a political affiliation or viewpoint is not allowed while on duty 

on school property. 

Academic and Office Staff must dress professionally. T-shirts, blue jeans, shorts, sweats, leggings, 

flip-flops and other like attire are not considered professional.  

Welding Staff, Maintenance, Custodial, Grounds, Transportation, and Food Service Staff must follow 

the Academic and Office Staff dress code in general. Blue jeans, which are not worn, torn, or dirty, 

are considered appropriate for these departments. Due to OSHA and health department  regulations, 

open toed shoes, sandals or flip-flops are not appropriate footwear for these departments. 

Physical Education staff must follow the above standards in situations where they are not being 

physically active, i.e. athletic games, meetings, school functions, etc. Physical Education staff may 

wear shorts or leggings that are considered appropriate for that particular teaching assignment.  

Support Staff, Paraprofessionals, and Volunteers shall follow the Academic and Office Staff dress 

code.  

Summer Break – Summer casual shall be acceptable for the office staff.  

Personal Possessions – Personal possessions are the responsibility of their possessor and should be 

secured in a locked location. Items of value should not be left on campus unattended. The District is 

not fiscally responsible for theft or damage to any personal possessions, though such must be 

reported to the Administration for further investigation and direction, and possible further action.  

Advertisement and Announcements – Employees must safeguard the school against advertisement 

and unauthorized commercial announcement distribution. Commercial announcements must be 

approved by the Superintendent before distribution to anyone, faculty, staff and students.  

program may not Volunteers – Parent and community volunteers may be requested and assigned 

upon availability through the Superintendent, as well as any questions. Volunteers can have a 

meaningful impact and must be treated with respect. All volunteers for the District must have a 

completed and approved Volunteer Packet and a Fingerprint Clearance Card on file with the Business 

Office.  

District Vehicles – Per policy EEB, school vehicles shall not remain at an employee’s home 

overnight without permission from the Superintendent or Transportation Supervisor. Employees are 

to complete a Vehicle Request Form in order to secure a district vehicle. This form is to be forwarded 

to the Transportation Director after signature approval. Please make requests as far in advance as 

possible. Before leaving campus, sign out in the Front Office Vehicle Log as well as recording your 

trip in the in-vehicle Trip Log. Also, be sure to obtain the gas card code from the Business Office in 
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order to purchase gas. Sign the keys back in upon arrival as well as filling out the Trip Log with end-

mileage and date.  

Certified Staff Specific – The following sections pertain to the certified 

employees and their support staff.    

Teacher Certification – Teachers are expected to maintain current certification for their classroom 

assignment. Teachers seeking recertification must be fingerprinted. Questions and paperwork for 

recertifying should be directed to the Data Manager/Admin Assistant.  

Test Administration – As per policy ILB, Test and Assessment Administration, Security of Testing 

Materials is to be observed as directed. All test materials (standardized norm-reference achievement 

test) are to be kept in locked storage. Materials may not be reproduced. Items on the test may not be 

disclosed prior to testing, and answers are not to be provided to students. Previous editions of the test 

series being used in the statewide testing be used as practice tests. Observe all timed subtests and 

follow directions for administration explicitly. A student’s answer is not to be changed all test 

materials are to be returned to the Superintendent/Testing Coordinator upon completion of testing 

immediately. Failure to comply with these requirements or others as required by ARS shall be 

considered cause for discipline, including but not limited to suspension or termination. All violations 

of this policy shall be reported to the State Superintendent of Public Instruction. Testing coordinators 

must be certified personnel.  

Duties – Teachers are to supervise students on the playgrounds, during recess, going to and returning 

from special classes, and during lunchtimes if assigned the duty. Teachers are to accompany students to 

the bus area and remain until all of the students depart.  

Daily Lesson Plans – The teacher is to prepare daily lesson plans in the agreed upon format containing 

the agreed upon information. The lesson plans are to be prepared a week at a time and be visible and easy 

to locate in the classroom. The Administration may review the lesson plans and provide assistance as it is 

requested or deemed necessary.  

Substitutes – each teacher must prepare a well-developed “Substitute Folder” and have it available upon 

the substitute’s arrival. This must be documented in the Attendance Office that a folder is available in 

your classroom.   This “Substitute Folder” should contain the following: 

1. Seating Chart 

2. Duty Roster 

3. Detailed Lesson Plan and Daily Schedule 

4. Explanations to aid in typical workday flow 

5. Supply special education needs 

6. Discipline Plan 
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7. Emergency Response Plan – please note where this is located in your room and buddy class (Fire and 

Lock Down Drills) 

8. Detailed process including log in/password for attendance through AFJUSD.ORG or Powerschool Sub-

portal. 

Student Records – Teachers are expected to maintain accurate records of their students’ achievements. 

Attendance through PowerSchool and lesson plans must be kept up-to-date, including but not limited to the 

student’s name, attendance, entries and withdrawals, subject marks, etc. Attendance will be taken 

through PowerSchool and must be completed within 10 minutes of the start of each class as required 

in Regulation JE-R 

Student Attendance JE-R 

Taking attendance is imperative for the safety and security of both staff and students. Attendance records also 

affect the districts various funding sources. Accurate and prompt attendance practices are a vital responsibility of 

all classroom staff. 

All attendance will be taken within the first ten minutes of a class period. Attendance is considered “taken” when 

either a blank for present or a “u” for an un-excused absence is entered into PowerSchool. Grades Kindergarten 

through Second will take attendance when students enter in the morning and after lunch in the afternoon. 

Grades 3-12 Teachers will take attendance within the first 10 minutes of a class period for every 

separate period that the teacher has throughout the day. 

All late students will need to check-in at the district office front desk to receive a tardy slip. The front office will 

change the student’s attendance record in PowerSchool to reflect that the student was tardy and not absent. If a 

student tries to enter the classroom tardy without a tardy pass they need to be directed to receive one at the office.  

Though not required to enter into PowerSchool, all teachers should take attendance when the class 

leaves the room and reenters. Some examples of situations when attendance should be taken is after 

emergency drills and assemblies. 

Special Education – All special education paperwork is kept in the Resource room for confidentiality. Five 

years after the student graduates, their paperwork may be shredded. Collaboration between general 

education teachers and special education is a must in this District.  

45-Day Screening Forms – All kindergarten children and new children to the school will be screened 

within 45 calendar days of entry. The front office will make the form available to the teachers and a 

completed form will be given to the special education director. The screening will go in the student 

cumulative file. Areas to be screened include but are not limited to: academics, vision, hearing, social-

emotional behavior, health and communication skills.   

Child Study Team – Prior to a child study team, the teachers need to review student files and previous 

interventions. If the interventions were unsuccessful, the teacher should set up a child study team meeting 

with the other teachers, special education and the parents. A team decision will be made to implement 

further interventions or make a referral for further testing.  

Tuition Reimbursement for Continuing Education – The District will reimburse certified teachers at a rate 

of: 100% reimbursement of tuition for removal of deficiencies or addition of endorsements to existing certificates.             

50% reimbursement of tuition up to $2,500 per year for staff actively pursuing a teaching certificate. See the 

Business Office for further details. (Board approved. 1-2023) 
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Beginning of the Year and Ongoing Expectations 

 See the Business Manager to fill out new hire/annual paperwork (by the end of your first week) 

 Facilities Supervisor to receive classroom keys 

 Record voice mail phone message for your classroom phone (first day of school) 

 Room decorated: 

o Daily learning objective, essential questions, and bell work for each class you teach 

posted on whiteboard in kid friendly terms (first day) 

o Classroom rules, rewards, & consequences posted large enough to read from across the 

room (first day) 

o Capturing Kids’ Hearts social contract 

o Benchmark Standards for the month or quarter posted (first week) 

o Student Work wall display – updated monthly (by Open House) 

 Send home a welcome letter/syllabus the first day of school and email (or mail if no email 

address) 

 Lesson plans completed for the week posted by the door (second week) 

 On time and present for scheduled meetings, check and return all emails and voicemails by the 

following day (today and ongoing) 

 ESI substitute portal (first week) 

 Substitute emergency plans: Lesson plans/daily schedules/substitute PowerSchool login 

information (first week) 

 Quarterly Parent/Teacher conferences 

 Contact parents when a student has a failing grade 

 

Student Relations  
Classroom Standards 

Teachers and support staff are responsible for all aspects of the classroom and the students assigned to their 

classes during school hours. Ash Fork Schools has adopted the Capturing Kids Hearts approach to nurturing 

an educational environment for the students with the aim of improving student-faculty relationships, minimize 

discipline referrals and absences, and improve academic performance and teacher satisfaction. Discrepancies 

must be reported to the office immediately. Additionally, all classrooms will create a social contract that is 

well displayed and signed by all students and staff.  
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Student Attendance – Arizona Revised Statute charges the parent or guardian with the responsibility for the 

student’s consistent school attendance, per Policy JE. The Administrative office will place emphasis on the 

prevention and correction of the causes of absenteeism.  

Teachers will check and formally record attendance daily by 9 a.m. in PowerSchool. Elementary School 

attendance will be recorded one time before 9 a.m. Middle School and High School attendance will be 

recorded each class period. 

Snacks – All snacks provided to students must be pre-packaged.   

Gift Exchanges – Classroom gift exchanges are not permitted unless gifts are made in the classroom with 

materials provided by the teacher.  

Student Visitors – Non-enrolled student visitors may not attend classes or accompany any class on a study 

trip.  

Student Use of Equipment – Students are not to use the following equipment and equipment like it, unless 

under the direct supervision of a staff member: paper slicer/cutter, copiers, laminators, kitchen equipment (i.e. 

can opener, knives, etc.), stove, microwave, gym equipment, maintenance equipment, and any other items 

related to the teacher’s work area.  

Student Transportation –Teachers are never to transport students in their personal vehicles. If a student 

needs to be transported, a District Vehicle must be requested. Per Policy EEAG, the Superintendent may give 

prior special permissions for student transportation in personal vehicles. 

Sending Students on Errands – Only in the case of an emergency and with direct authority of the 

Administrative Office are students allowed to be sent off campus on errands. Students are not to be sent to 

retrieve staff mail, routine errands, or retrieve items from employee’s vehicles.  

Discipline Related  

The staff overall is responsible for the safety and welfare of the students. Disciplinary measures are always to 

be carried out by the Administrative staff.  

 

Student Dress Standards – Please refer to the student handbook and Policy JICA. It is the responsibility of 

each teacher to ensure that the student dress code is adhered to. Further issues need to brought to the 

Superintendent’s Office.  

Cell Phones and Other Devices – Cell phone use and other devices is regulated by the overseeing staff of the 

students. Cell phones are restricted in Elementary and Middle School. High School cell phone usage is 

restricted to outside the classroom only. 

Search and Seizures – Per policy JIH, the Administration has the right to search and seize property, including 

school property temporarily assigned to students, when there is reason to believe that some material or 

substance detrimental to health, safety, and welfare of the student(s) exist. Items provided by the District for 

storage such as lockers, desks, etc. remain the property of the District and are subject to its control and 

supervision regardless of who is using it, and may be inspected at any time with or without reason or notice by 

school personnel. Students have no reasonable expectancy of privacy while on school campus. 
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Hazing/Bullying Prevention – Per Policy JICFA-R and JICK, any form of hazing must be reported 

immediately to the Arizona Department of Education (ADE) and the Department of Public Safety as it is now 

considered a class 1 misdemeanor.  Each staff member who had any observance and/or notification of the 

incident must report to ADE-Investigation unit. Reports may be made electronically. The District must send a 

memorandum to ADE stating that ADE and the law enforcement agencies were notified. Bullying Report 

forms are available in this packet, the office and from the official District app. Reports may also be filed 

through the District app.  

Verbal Threats/Harassment by Students – By law, we are to report to the Administration any threats made 

by one student to another individual. Refer to Policy JICK.  

Student Interrogation by Law Officers – The following guidelines must be met in such a situation: 

1. Parental consent must be obtained prior to interrogation on school premises, unless the parent is the 

focus of said investigation.  

2. Either a parent or an administrator of the school must be present during an interrogation on campus.  

3. If the student is to be taken from campus by the law enforcement officer during school hours, it must be 

accomplished on the basis of a properly executed warrant.  

Extracurricular Activities 

 Extracurricular activities are greatly encouraged for all students, staff, and usually community as well. During 

these activities, all staff is expected to conduct themselves with the students’ best interest.  

Interscholastic Sports – Per policy JJIB, for each type of sport in which the student engages, the 

parent/guardian must give written consent. The student must complete an Athletic Packet with his/her parents 

or guardian. A physician must complete the Physician’s Form in the Packet in order to determine physical 

fitness for the sport. Participants in interscholastic athletic activities must receive careful health consideration. 

Participants must be provided access to water at all times during practice sessions, games, or other 

interscholastic athletic activities.   

Fund Raisers – the Governing Board must approve all school fundraisers. Complete an Activity request 

form and turn it into the Business Office for placement on the agenda. 

 

Field Trips – Activity Request Forms, found in the Business Office, after confirming date availability on the 

school calendar it must then be approved by the Superintendent before individual department approval 

(transportation, monetary, and food service needs) and filed with the front office ten days in advance along 

with a detailed itinerary and class roster. The field trip must provide educational opportunities for all 

students in the class and the teacher must list clear learning goals and objectives for the field trip. Some kind 

of follow-up should be planned upon return.  

      Items Required before Activity Request Form Submittal: 

 Calendar availability 

 Permission slips, emergency card for each student, and first-aid pack 

 Fiscal requirements (price of tickets, admission, etc.) 

 Transportation can accommodate size of the group  

 Ensures inclusion of special needs students that may be attending 
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 Goals and objectives for trip. 

 Post evaluation of trip and follow-up activity 

 

Field Trips cont.  

 Supervisory help (to support and encourage parent involvement in school activities, parent 

chaperones will be first choice followed by available support staff) If parents are asked to volunteer on 

the trip their admission will be paid for and they will accompany the students on the bus.  If parents 

make the request to accompany on the trip they will be responsible for their own admission and 

transportation.  

Student to chaperone ratio: 

Elementary K-8      1 chaperone per 5 students 

High School 9-12    1 chaperone per 8 students 

 

Refer to Policies IJOA and IJOA-R.  

  

Parent No-Shows after Special Events – Parents are always to be notified in advance of pick-up times. If a 

parent does not arrive to pick up their child at the scheduled time, attempts to contact the parent via phone 

must be made. Emergency phone contacts can be found in the student’s file and PowerSchool information. 

Students are not to be left unsupervised at any time. Should the parent be extremely late, they are to be 

notified that if they arrive beyond the pick-up time in the future, the student may not stay for the activity. 

Employees are not to transport students in their own vehicles. If necessary, a District Vehicle may be used to 

transport a student. If these options are not available to the employee, law enforcement must be called and 

requested to return the child home.  

Coaches and/or Club Advisors are to remain until the last student is picked up by a parent/guardian. 

Students may not be left alone at any time.  

Entertainment, Videos and Movies – The District shall obtain signed, written consent from a student's parent 

or guardian before using video, audio or electronic materials that may be inappropriate for the age of the 

student (G vs.PG, PG13 rated). Music must be clean of curse words and profane language. More information 

may be found in Policy IJND.  

 

Parent Relations 

Parent/Teacher Conference - There will be a minimum of one formal Parent/Teacher Conference during the 

school year and additional meetings held based on students’ needs/performance. Teachers should plan for 

conferences. Samples of student work, test results, books and materials used, and other information may be 

useful during the conference. The conference should be a two-way exchange between the parent and the 

teacher. Improvement in student performance should be the result of the conference.  

Informing Parents – Teachers will notify parents of poor work as soon in the school year as it is clear that the 

progress of a student is not satisfactory. Teachers should work to secure the cooperation of parents in 
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improving the student’s work. Contact with parents may be conducted via phone, email, letter, or conference 

and communication information can be found in PowerSchool.  

 

Community Relations 
Board Communication with Staff Members and Community Members – The Governing Board Policy 

provides direction for official communications between the Board and employees. The policy will first 

communicate on school or employment related matters at the administrative level. Any employee who feels 

this level has been exhausted may then communicate to the Board in writing. These forms can be found in the 

Business Office. No anonymous communication will be considered by the Board. Any employee who wishes 

to address the Board in the employee’s capacity as a parent, District resident, or individual, rather than as an 

employee, may do so by following the procedures in Policies BEDH and BDH (requires completing a form) 

and give the form to the Board prior to the start of the session or Board Meeting.  

Visitors and Guest Speakers – All campus visitors and guest speakers must be cleared for entry in 

advance by the Superintendent. They must be instructed to report to the office and sign in when 

first arriving to the school. The smooth reception of a guest is the responsibility of the inviting 

staff. Refer to Policy KI-R.  

Programs 
The following are programs offered at Ash Fork High School. Please review and be aware of 

them.  

Career & Technical Education Center (CTEC) – Ash Fork High School students participate in 

a variety of CTEC programs throughout the surrounding area in order to gain certifications and 

skills in trades that they would like to enter after graduation. This program provides state-of-the-

art facilities and instructors to boost students’ employability in their chosen field and jumpstart 

their careers.  The welding program takes place in the welding shop on campus while other 

programs take place at other school campuses. The Superintendent’s Office is responsible for the 

oversight of the CTEC programs.  

Please, always be cautious in the Welding Shop and be mindful of your surroundings. 

There is equipment and machinery in the shop that can be dangerous to the unwary. 

 

Concurrent-Enrollment and Associates Degree Programs – Yavapai College allows 

determined students to participate in concurrent-enrollment and associates degree programs. 

Many students earn college credits and degrees with this rewarding program. The 

Superintendent’s Office coordinates and helps monitor the success of these programs alongside 

the Scholarship and College Application overseer.  

  

Rev. 7/1/2023 
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