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District Philosophy

It is the philosophy of the Hinckley-Big Rock Community Unit School District #429 that student
academic achievement, student achievement and personal enrichment in activities and student
growth as persons of character are at the core of the work of the District.  The District is committed
to providing the highest quality personnel, practices, services and support to provide for the above
stated purposes. In addition, the District is committed to serving the community and taxpayers at
the highest levels.  To meet this commitment, the District is dedicated to acting in a fiscally
responsible manner, providing effective communication and transparent practices on all District
work to its community members, and forming working relationships with the community and the
District.

HBR is a Professional Learning Community (PLC). Utilizing clear standards, an articulated
curriculum and assessment data, we continually ask ourselves the four essential questions of a PLC
during collaboration and when making decisions about curriculum and/or interventions for
students.  Through a culture of collaboration and a focus on results, we ensure that all students
learn.

Four Essential PLC Questions

1. What do we expect our students to learn?

2. How will we know they are learning?

3. How will we respond when they don’t learn?

4. How will we respond if they already know it?

2021-2022 District Goal Areas

● Collaborative description of a HBR Royal Staff Member
● Analysis of course offerings
● Investigation of facility improvement needs to best support our students and community as

a whole

Visit https://www.hbr429.org/page/hbr-district-goals-2021-2022ls-2020-2021 for quarterly
updates
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Board of Education and Staff

Board of Education 2021-2022

Tim Badal, President

Greg Pritchard, Vice President

Bryan Hanacek, Secretary

Darrin Gengler, Member

Jack Haines, Member

Debi White, Member

Deb Winkle, Member

Administration

Travis McGuire, Superintendent

Jessica Sonntag, Director of Student Services

Brandon Kriesch, HBRHS Principal

Erik Borne, HBRHS Assistant Principal

Jeff Strouss, HBRMS Principal

Julie Melnyk, HBRES Principal
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District Office Staff

Marikay Slosar DO Administrative Assistant
Susan Dell DO Accounts Payable
Tina Weaver DO Payroll Specialist
Amy Spears DO Student Services Secretary
Lori Eberly DO Technology Assistant
Sharron Isola DO Technology Specialist

Nursing Staff

Laura Shea HBR Nurse

Teaching Staff

Scott Bastian HBRMS Social Studies
Kylie Beatty HBRES 4th Grade
Marcy Biletzky HBRMS English
Jessica Bish HBRES 2nd Grade
Michelle Brewington HBRES 4th Grade
Tory Brown HBRMS Special Education
Katherie Burgh HBRMS PE/Health
Brittany Carver HBRHS Science
Susan Clark HBR ESL Teacher (multilingual learners)
Katie Claypool HBRES 3rd Grade
Emily Cook HBRMS Special Education
Morgan Crawford HBRES 5th Grade
Manda Davis HBR Speech/Language Therapy
Alyssa Donlan HBRHS English
Janeen Edwards HBRMS English
Joe Edwards HBRMS Math
Tessa Farwell HBRHS English
Beth Ferguson HBR Psychologist/MTSS
Ashie Fischer HBRES Special Education
Erin Flanigan HBR Instructional Coach
Brittany Fullmer HBRES Special Education
Amanda Garrey HBRES Kindergarten
Laura Gilmore HBRMS Interventionist / HI
Michelle Greene-Larsen HBRHS Math

7



Chania Hamm HBRES 3rd Grade
Cathrine Harper HBRHS Special Education
Holly Hasselbring HBRES 2nd Grade
Amy Henkel HBRHS Art
Kim Halverson HBR AD/Drivers Ed
Kimberly Jones HBRHS Special Education
Gregory Jourdan HBRMS English
Matt Kantor HBRHS Guidance
Amanda Kaus HBRES 1st  Grade
Sara Lambert HBR Speech Language Therapy
Rebecca Lauer HBRES 2nd Grade
Brooke Lavender HBRES 1st Grade
Grace Lee HBRMS English
Anna Lewis HBRMS Math
Elizabeth Lopez HBRHS Spanish
Sandy Madden HBRES Reading Specialist
Drew Magis HBRHS Social Studies/Instructional Coach
Ashlie McCauley HBRHS English
Amber Moore HBRHS Physical Education
Theresa Morsch HBRES 3rd Grade
Julie Moulding HBRMS Social Studies
Elizabeth Mueller HBRES Kindergarten
Ben Mueller HBRHS Math/Health
Tara Neidigh HBR Social Worker
Daniel Novotny HBRMS Physical Education
Matt Olsen HBRHS PE/Instructional Coach
Bradley Phillips HBRES PE
Katelyn Plazola HBRES Early Childhood
Stefanie Rich HBRHS Family and Consumer Science
Seth Sanderson HBRHS Math
Tracey Sanderson HBRHS Agriculture
Sarah Sartori HBR Band
Maggie Schrader HBRES Special Education
Jason Sidman HBRMS Science
Jennifer Slater HBRES Music/Math Intervention
Katelyn Stanek HBRES 1st Grade
Christina Stanislao HBRMS Science
Nicholas Sullivan HBRHS Social Science
Nancy Summer HBRES Special Education
Mary Therriault HBRHS Special Education
Taylor Thomas HBRES 5th Grade
Mallory Wassmann HBRES Social Worker
Amber Williams HBRES 4th Grade
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Aaron Zvonek HBRHS Science

Support Staff - Paraprofessionals

Doug Brewington HBRHS Paraprofessional
Ann Byrne HBRHS Paraprofessional
Carmen Carls HBRES Paraprofessional
Karen Erhart HBRES Paraprofessional
Molly Ferguson HBRES Paraprofessional
Cathy Flannery HBRMS Paraprofessional
Kathy Kaus HBRES Paraprofessional
Lynn Kavcar HBRMS Paraprofessional
Jan Mahaffey HBRHS Paraprofessional
Mary Ann Mathus HBRHS Paraprofessional
Amber Murphy HBRES Paraprofessional
Carrie Rooney HBRMS Paraprofessional
Sally Ryan HBRES Paraprofessional
Deborah Stiles HBRES Paraprofessional
Marissa Walsh HBRES Paraprofessional
TBD HBRES Paraprofessional
TBD HBRES Paraprofessional

Support Staff – Building Offices

Sue Blume HBRMS Secretary/Library
Joann Garcia HBRES Secretary/Bookkeeper
Ashley Hughes HBRES Secretary/Library
Elizabeth Nokes HBRMS Secretary/Bookkeeper
Jenn Porter HBRHS Secretary/Bookkeeper
Ruth Trimarchi HBRHS Secretary

Custodial/Maintenance Staff

Chris Blevins HBRHS Director of Building and Grounds
Deana Blevins HBRMS Custodian
Ed Dowling HBRMS Custodian
Jennifer Fleming HBRES Custodian
Roger Olsen HBR Maintenance

Jon Robertson HBRES Custodian
John Willey HBRHS Custodian
Shawn Wolff HBRHS Custodian
Avery King HBR Event Custodian
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Transportation Staff

Sue Blume BB Bus Driver
Holly Crawford BB Bus Driver
Cathy Flannery BB Bus Driver
Daniel Flannery BB Dispatcher/Bus Driver/Mechanic
Liz Fox BB Bus Driver
Joyce Klotz BB Bus Driver
Tim May BB Bus Driver (Substitute)
Dan Pavek BB Bus Driver
Lynne Paver BB Bus Driver (Substitute)
Bev Phillips BB Bus Driver
Lori Ruhl BB Bus Driver

Ronda Tarkowski-Babb BB Bus Driver
Danette Vukmir BB Bus Driver

Advisors

Academic
Bowl
TBD HBRHS Advisor
Art
Amy Henkel HBRHS Advisor
Bass Fishing
Kim Halverson HBRHS Advisor
Class Sponsors
Brittany Carver HBRHS Jr. Class Co-Advisor
Amy Henkel HBRHS Jr. Class Co-Advisor
Kim Halverson HBRHS Sr. Class Advisor
Drew Magis HBRHS So. Class Advisor
TBD HBRHS Fr. Class Advisor
Ashlie McCauley HBRHS Advisor
FFA
Tracey Sanderson HBRHS Advisor
Intramurals
Kathy Burgh HBRMS Girls Basketball Intramurals
Joe Edwards HBRMS Boys Basketball Intramurals
Jazz Band
Sarah Sartori HBRMS Advisor
Sarah Sartori HBRHS Advisor
Library Club
Ashley Hughes HBRES Advisor
Alyssa Donlan HBRHS Co-Advisor
Jennifer Porter HBRHS Co-Advisor
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Music
Jennifer Slater HBRES Advisor
NHS
Matt Kantor HBRHS Advisor
Outdoor Ed
Christina Stanislao HBRMS Advisor
Renaissance
Michele Larsen HBRHS Advisor
Science Club
Jason Sidman HBRMS Co-Advisor
Christina Stanislao HBRMS Co-Advisor
Spanish Club
Elizabeth Lopez HBRHS Advisor
Spelling Bee
Erin Flanigan HBRMS Co-Advisor
Greg Jourdan HBRMS Co-Advisor
Student Council
Kim Halverson HBRHS Advisor
Greg Jourdan HBRMS Co-Advisor
TBD HBRES Advisor
TBD HBRHS Student Council/Leadership
Tech Club
TBD HBRES Advisor
Jason Sidman HBRMS Advisor
WYSE
Michele Larsen HBRHS Advisor
Yearbook
Ashley Hughes HBRES Advisor
Amy Henkel HBRHS Advisor
Christina Stanislao HBRMS Advisor

Coaching Staff

Kim Halverson HBR Athletic Director

Baseball

Matt Olsen HBRHS Coach
Greg Jourdan HBRHS Assistant Coach
Basketball-Boys
Seth Sanderson HBRHS Varsity Coach
Matt Olsen HBRHS Sophomore Coach
Brad Phillips HBRHS Freshman Coach
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Jason Sidman HBRMS 8th grade Coach
Scott Bastian HBRMS 7th grade Coach
Basketball-Girls
Doug Brewington, Jr. HBRHS Varsity Coach
Doug Brewington, Sr. HBRHS Frosh/Soph Coach
Jason Sidman HBRMS 8th grade Coach
Scott Bastian HBRMS 7th grade Coach
Cheerleading
Amanda Kaus HBRHS Cheerleading Coach
TBD HBRMS Cheerleading Coach
Cross Country
Amber Moore HBRHS Cross Country Co-ed Coach
Golf
Greg Jourdan HBRHS Golf - Girls Coach
Matt Olsen HBRHS Golf - Boys Coach
Poms
Lindsay Byington HBRHS Royalettes Coach
Soccer-Boys
Melissa Jennings HBRHS Varsity/JV Coach
Jake Inman HBRHS Assistant Coach
Scott Bastian HBRMS Soccer Co-ed
Emily Cook HBRMS Soccer Assistant Co-ed
Soccer-Girls
Melissa Jennings HBRHS Varsity/JV Coach
TBD HBRHS Volunteer Asst Coach
Softball
TBD HBRHS Softball Coach
Track
TBD HBRHS Track Co-ed Coach
Scott Bastian HBRMS Track Co-ed Coach
TBD HBRMS Assistant Coach
Volleyball
Doug Brewington HBRHS Varsity Coach
Jessica Bivins HBRHS Fresh/Soph Coach
Kathy Burgh HBRMS 8th grade Coach
Erin Flanigan HBRMS 7th grade Coach
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GENERAL CONTACT NUMBERS

District Office 815-286-7578

Student Services 815-286-7576

Payroll 815-286-7589

HBRES 815-286-3403

HBRMS 630-556-4190

HBRHS 815-286-7501

HBR Athletic Office 815-286-7535

Custodial/Maintenance 815-286-7530

Bus Barn 815-286-7329
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Work Day

The professional work day begins at 7:50 and ends at 3:30. Please arrive on time each day #ready to
go.  HBR Administration recognizes that there may be times when a late arrival or early dismissal
are necessary. Please communicate with your building principal should a need arise.

Building & PLC Meetings

Building meetings are a way of bringing the entire staff together for celebrations, communication,
discussion, and problem solving.  In order to respect everyone’s time, agendas will be provided for
these meetings. “Stand Up  meetings” may be called when a quick (5-10 min) connection to share
timely information is needed.

Professional Learning Communities (PLCs) will meet weekly to support curriculum development,
monitor student progress, and provide collaboration time for staff.

Scheduling School Events

All teacher sponsored activities that take place in District buildings, before, during or after school
hours, must first be approved by your building principal. Examples of activities needing approval
and scheduling: club meetings, fundraisers, student performances and programs, etc.

Once approval is given, please fill out and submit a Building Usage Form (on staff website) to
reserve the areas of the building needed for the activity. This form will also initiate the posting of
the activity on the District website calendars and to the event calendar for custodial coverage.

Note: Co-curricular and extra-curricular activities must follow the IDPH requirements set forth for the
school setting, which include social distancing, appropriate use of PPE,, and cleaning and disinfecting
to prevent the spread of COVID-19. Athletics will follow the guidelines provided by the IHSA and the
IESA.

Maintenance Requests

You should report any issues, repairs, adjustments needed to the physical elements of your room by
filling out and submitting a Maintenance Request Form to the District Office. A link to the
maintenance request form can be found on the staff website. If the request has not been handled in
a timely manner, discuss your request with building administration. It is important to follow this
procedure so that building administrators are aware of repair issues, and progress on the issues can
be tracked.
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Professional Attire

All HBR staff serve as role models for the students with whom they work and as leaders in the
community. Consistent with these roles, all staff shall dress in a manner that is appropriate and
professional in light of the environment in which they work, the duties of their jobs and the
impressionable youth they serve. Please reserve jeans for building designated “spirit days” and
Fridays (or the last student attendance day of the week).

Calling in Sick

If you become ill and will be unable to report to work, call the designated number for your building
(see below) as early as possible the morning of the illness  so that a sub can be found for you in a
timely  manner.

HBRES Call or text  Julie Melnyk at 630-415-8362

HBRMS Call or text  Jeff Strouss at 815-712-3671

HBRHS Call or text  Jenn Porter at  630-430-1685

Sick days should be recorded in Skyward Employee Access.

Note: For Covid related absences, please work with the School Nurse and your building principal to
follow the 2021-2022 Learning Plan and updated IDPH Decision Tree.

Sub-Folder/Lesson Plans

Please prepare a sub folder in case of an unplanned absence. Your sub folder should be readily
available at your desk.  Please include class lists, lunch count instructions, attendance
information/directions, seating charts, daily schedules, emergency plans, student information
including IEP or 504 Accommodations, and any other information that is needed or would be
helpful to a sub.

If this is a planned absence, please provide the sub teacher with lesson plans that are clear and
directions for accessing necessary materials and the appropriate learning platform (Google
Classroom or Seesaw).

If the absence is unplanned, please email your lesson plans to either your building principal  or the
building secretary early enough to ensure that they may be printed and given to your sub prior to
the first class period.

Please provide your building level administrators “teacher” access to the appropriate learning
management system (Seesaw: EC-2; Google: 3-12) so that lessons are accessible in the event a sub is
needed.
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Personal Days

Teachers are allowed two paid personal leave days per school year. The purpose of personal leave is
to attend to personal business which cannot be scheduled other than during normal school hours.
Personal days should be requested using Employee Access in Skyward.

Personal leave may be granted to teachers under the following conditions:

1. Notification of leave must be given to the principal or his/her designee at least 24 hours
prior to the leave;

2. Leave days are limited to one teacher per building per week (Monday through Friday);
3. Leave may not be taken the day preceding or following a holiday or school recess period;
4. Leave may not be taken during the first ten (10) or last ten (10) teacher work days of the

school year; and
5. Leave requests will be considered and approved in the order in which they are received.

If these conditions are met, teachers do not need to submit a reason for a personal day. Exceptions
to these five conditions may be granted at the discretion of the Superintendent. For the
Superintendent to consider an exception, a teacher shall submit a reason for the request.

If additional personal leave is needed beyond the two days, staff may elect to utilize two (2) days of
sick leave as a personal leave day following the same 5 conditions. However, if additional days are
requested staff will be asked to disclose the reason for the request.

Jury Duty

If you are called for Jury Duty, please send a copy of the check and check stub you receive for your
service to Tina Weaver in the District Office.  You should also turn in your mileage and your meal
receipts to Susan Dell for bookkeeping purposes.
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Course Approval

The following is taken from the Collective Bargaining Agreement between the HBR CUSD #429
Board of Education and the Hinckley-Big Rock Education Association:

Courses taken for credit for the purpose of horizontal advancement must be approved in
advance by the Superintendent and the building principal. A grade of “B” or better must be
received in a graduate class and a grade of “C” or better must be received in an undergraduate
class in order to receive credit on the salary schedule.

The Board will reimburse teachers for pre-approved, successfully completed coursework at the
agreed upon rate within the current Collective Bargaining Agreement (CBA). Reimbursement
payments shall be made at the end of the first month of each school year. Reimbursement
payments will also be provided to teachers who use tuition waivers provided by the District.

Salary schedule advancement will occur only when a full lane on the schedule has been
completed.  No increase in salary will be given for any partial lane movement.

To be eligible for tuition reimbursement and/or salary schedule advancement the teacher must
submit to the Superintendent by June 1 all documents required for consideration. Evaluation of
credit advancement on the salary schedule shall be made annually on September 1st.

In the event that a teacher is requested to and agrees to take additional coursework by his/her
Superintendent, the district shall pay the full tuition cost of the course and shall pay for
textbooks and/or materials required for the course.

Course approval is at the discretion of the Superintendent. In order to assist with the approval
process, please complete the course request form. The following priorities are considered when
deciding upon course approval:

● Rigor of course (Syllabus review)
● Alignment of course to the District Goals
● Alignment of course to the School Improvement Goals
● Alignment of course to identified areas as a result of the evaluation process
● Number of courses requested in one semester by the staff member

To help in gaining a better understanding of a course request, please submit the following
information along with the course request document:

● Rationale for the course selected
● How this course will impact your ability to influence your classroom, building, and/or

district

Providing this information will greatly help during the approval process.
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Field Trips

Field trips can be a valuable learning and enrichment activity for students.  All field trips must be
pre-approved by your building principal. Please consider the following when planning learning
experiences for students:

- Is this a trip that is learning centered and related to curricular objectives/learning
standards that may also be fun?

- Middle and high school teachers should collaborate to limit the number of times students
are removed from other teachers’ classrooms.

Procedures for Scheduling Field Trips

Purpose : In order to make the field trip process smooth, keep teachers from handling any field trip
money, and have all parties notified in one action.

Parties involved:

- Building principals for field trip approval
- Susan Dell - to do Pushcoin set-up for parental payment of field trip fees
- Marikay Slosar - to schedule field trip transportation when needed

STEPS:

1. Teacher fills out a field trip approval form and submits at least 6 weeks prior to the date of
trip.  The form can be located under Staff Forms on the HBR staff website.  A copy of the
form goes to all 3 parties mentioned (building principal, Susan Dell and Marikay Slosar)

2. Building principal downloads the submitted form, checks and signs appropriate approve/do
not approve and then will notify via e-mail the affected parties of approval or disapproval
(requesting teacher, Susan and Marikay). He/she can do so by scanning in and forwarding
the form with the appropriate box checked and signature, or via a regular email message.

3. If approved, all parties move ahead with the following actions:
a. Once your field trip is approved, email a list of students who will be gone for the

field trip to all teachers affected by the trip.
b. Send home trip information and the Field Trip Permission Form with students.
c. Follow up with the District Office to ensure transportation is secured 2 or 3 days

prior to your trip.
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Scheduling Buses for Athletic Events

Coaches are responsible for scheduling buses for team away games. Scheduling should be done as
early as possible prior to the start of your athletic season and can be done on the staff website
under the Staff Forms page. Use this form to schedule buses for your entire season. Any changes to
bus schedule, including departure time, game date changes, or cancellations of athletic events
should be communicated to Marikay Slosar in the District Office (815-286-7578 or
mslosar@hbr4229.org) or Dan Flannery (815-286-7539 or dflannery@hbr429.org) as soon as
possible.

For tournaments, please send a copy of the tournament bracket to Marikay Slosar as soon as you
receive it.

Scheduling Buses for Club Activities

Club sponsors are responsible for scheduling buses for any club activities that occur off school
grounds. Sponsors should use the Field Trip/Activity Request form found on the staff website
under the Staff Forms page. Trips should be scheduled as far in advance as possible.

District Activity Bus / Van

The District also has an Activity Bus available with seating for 14 or less athletes/students. Any
coach or sponsor who has a small group and wishes to drive a team to an event must go through a
one-hour class, which includes a test drive, prior to using the Activity Bus for the first time. You can
schedule your class by calling Dan Flannery, District vehicle manager, at 815-286-7539. He will
work with you to set up a convenient time to familiarize yourself with the vehicle. To request the
use of the Activity Bus, please use the corresponding request form on the website.

Fundraising

A Fundraising Request Form must be filled out for ALL fundraisers planned by any club, athletic
team, classroom, etc., and must be approved by your building principal beforehand. Once approved,
the form should be sent to Marikay Slosar in the District Office. Fundraisers that are expected to
raise $1,000.00 or more must also be approved by the Board of Education before they can be held,
so allow time for Board approval when planning your fundraiser. Board of Education meeting
dates are listed on the District calendar on the website. The principal-approved Fundraising Form
that you turn in to the District Office will be submitted to the Board of Education for approval if
needed. Once your fundraiser is completed, download and fill out the Fundraising Report ( also on
the website) and send that to Marikay Slosar in the DO.

The Fundraising Request form, an online calendar of fundraisers scheduled for the year and the
Fundraising Report form are now available on our staff website in the Staff Forms section.
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Reimbursement

If you make a job-related purchase from personal funds and require reimbursement, you must
fill out the “Check Request Reimbursement Form” found in the Staff Forms section of the Staff
Site. When requesting reimbursement, remember the following:

- Receipts must be turned in within 30 days of the receipt date in order for you to be
reimbursed.

- The receipt must be itemized. Black-out any items on the receipt you are not requesting
reimbursement for.

- Meal reimbursement amounts for conferences/workshops are $10.00 for breakfast and
lunch, $20.00 for dinner. Alcoholic beverages are NOT reimbursable.

- Sales tax will not be reimbursed.
- Your reimbursement must be approved by your building principal before being submitted

to the District Office.
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Communication

Communication by District staff with parents, students and community is  important. The District’s
expectation is that teachers will respond within 24 hours of being contacted by a parent using the
same mode of communication as the parent.

Social Media Policy

Guidelines for the use of social networking sites by professional staff:

● Do not accept students as friends on personal social networking sites. Decline any
student-initiated friend requests.

● Do not initiate friend requests with students.
● Remember that people classified as “friends” on social networking sites have the ability

to view, download, and share your personal information with others.
● On any personal site, such as Facebook, post only what you want the world to see.

Imagine your students, their parents, your administrator viewing  your personal site.
Remember, that on a social networking site, once you post something it may be
available, even after you remove it from the site.

● Visit your profile’s security and privacy. At a minimum, educators should have all privacy
settings set to “only friends”. Other settings open your content to a large group of
unknown people. Your privacy and that of your family may be at risk.

Guidelines for ALL networking sites by professional staff:

● When posting on social networking sites, do not use commentary deemed to be
defamatory, obscene, proprietary or libelous.  Exercise caution with regards to
exaggeration, colorful language, guesswork, obscenity, copyrighted materials, legal
conclusions, and derogatory remarks or characterizations.

● Weigh whether a particular posting puts your effectiveness as a teacher at risk.
● Due to security risks, be cautious when installing the external applications that work

with any  social networking site. Examples of these apps are calendar programs and
games.

● Run updated malware protection to avoid infections of spyware and adware that social
networking sites might place on your computer.

● Be careful not to fall for phishing scams that arrive via e-mail or on your wall, providing
a link for you to click leading to a fake log-in page.

● If a staff member learns of information on the social networking site that falls under the
mandatory reporting guidelines, they must report it as required by law.

23



24



25



Bullying, Intimidation, and Harassment Policy
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Guidelines for Acceptable Use of District Technology System by Employees

A. Acceptable Use

All Users of the District Technology System (“System”) must comply with the district’s acceptable
use guidelines, as amended from time to time.

The System shall include all computer hardware and software owned or operated by the district, the
district electronic mail, the district website, the district online services, bulletin board systems, any
and all internet traffic that occurs on the district’s network, and any accounts created by the district.
“Use” of the System shall include use of or obtaining access to the System from any computer
terminal or device.

Employees have no expectation of privacy in their use of the System.  The district has the right to
access, review, copy, delete, or disclose, as allowed by law, any message sent, received, or stored on
the System.  The district has the right to and does monitor use of the System by employees,
including employees’ access in the internet, as part of system maintenance to determine whether
use is consistent with federal and state laws and district policies and guidelines.

Employees should be aware that their personal computer files or System use may be the subject to
public disclosure under the Illinois Freedom of Information Act.

Access to the system is provided to employees primarily for work-related purposes.  Incidental
personal use should be minimized.

B. Privileges

Access to the System is provided as a privilege by the district and may be revoked at any time.
Inappropriate use may result in disciplinary action.

The System, including all information and documentation contained therein, is the property of the
district, except as otherwise provided by law.

C. Prohibited Use

Uses of the System listed below are prohibited and may result in discipline or other consequences
provided in Section H of these guidelines.  The System shall not be used to:

1. Engage in activities which are inconsistent with the district’s educational mission or
which interferes with an employee’s performance of work responsibilities.

2. Access, retrieve, or view obscene, profane, or indecent materials.
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3. Using technology resources and/or internet access for any illegal activity, including
violation of copyrights or other contracts, or transmitting any material in violation
of any federal or state laws or regulation or district policy or rules.  This includes,
but is not limited to: improper use of copyrighted material; improper use of the
System to commit fraud, or with the intent to commit fraud; improper use of
passwords or access codes; or disclosing the full name, home address, or phone
number of any student, district employee, or user.

4. Transfer any software or applications (apps) to or from the system without
authorization from the system administrator

5. Engage in for-profit or non-school sponsored commercial activities, including
advertising or sales.

6. Harass, threaten, intimidate, or demean an individual or group of individuals
because of sex, color, race, religion, disability, national origin, or sexual orientation.

7. Disrupt the educational process, including use that is reasonably foreseeable to
result in disruption, or interfere with the rights of others at any time, either during
school days or after school hours.

8. Disrupt or interfere with the System.
9. Gain unauthorized access to or vandalize the data or files of another user, the

System, or the technology system of any other individual or organization.
10. Forge or improperly alter electronic mail messages, use an account owned by

another user without authorization, disclose the user’s individual password or that
of another user.

11. Invade the privacy of any individual, including violation of federal or state laws
regarding limitations on the disclosure of student records.

12. Send nuisance electronic mail or other online messages such as chain letters,
pyramid schemes, or obscene, harassing, or other unwelcome messages.

13. Send mass electronic mail to multiple users inconsistent with other elements of the
Acceptable Use Policy.

14. Anything not listed, or anything that may be questionable, make sure and contact a
system administrator prior to using the System.

D. Websites

Unless otherwise allowed by law, the district websites shall not display photographs or work of
students whose parents or guardians have opted out.

Any website created by an employee using the System must be part of a district-sponsored activity
or otherwise be authorized by the appropriate district administrator.  All content, including links, of
any website created by an employee using the System may be subject to review by the appropriate
district administrator.  All contents of a website created by an employee using the System must
conform with these acceptable use guidelines.  Employees may not place any personal or editorial
material on the district website or any website created by an employee using the System without
appropriate administrative approval.
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E. Disclaimer

The district makes no warranties of any kind whether express or implied for the System.  The
district is not responsible for any damages incurred, including the loss of data resulting from delays,
non-deliveries, misdeliveries, or service interruptions. Use of any information obtained by the
System is at the user’s own risk.  The district is not responsible for the accuracy or quality of
information obtained through the System.  The district is not responsible for any user’s intentional
or unintentional access of material on the internet which may be obscene, indecent, or of an
inappropriate nature.

F. Security and User Reporting Duties

Security in the System is a high priority and must be a priority for all users.

Users that share their login information with other users must be aware that they are still
responsible for any and all activity by their account. Any unauthorized attempt to log in as another
user will result in consequences as set forth in Section H of these Guidelines.

If the user identifies a security problem in the System, the user is obligated to notify the system
administrator and/or the building principal. Identified security problems should only be
demonstrated to the system administrator, and/or building principal.

G. Vandalism

Vandalism or attempted vandalism to the System or any component thereof is prohibited and will
result in consequences as set forth in Section H of these guidelines.  Vandalism includes, but is not
limited to, the intentional downloading, uploading, or creating of computer viruses.

H. Consequences for Violations

Any user of the System who engages in any of the prohibited acts listed above, shall be subject to
discipline which may include but is not limited to:
(1) Discipline up to and including termination of employment.
(2) Referral to law enforcement authorities or other legal action in appropriate cases.

Revised 2015

31



AUTHORIZATION FOR ACCESS TO DISTRICT TECHNOLOGY SYSTEM BY EMPLOYEES

This form must be read and signed by each user as a condition of using the District Technology
System.

By signing this Authorization, I acknowledge that I have received a copy of the “Guidelines for
Acceptable Use of District Technology System by Employees” 2015 revision and that I read,
understand, and agree to follow the Guidelines.

I acknowledge that inappropriate use of the District Technology System may result in discipline.

I acknowledge that I have no expectation of privacy in my use of the District Technology
System, and that the District has the right to, and does, monitor the use of the system.

Name (print):_________________________________________________________________

Signature:____________________________________________________________________

Date:________________________________________________________________________

Assigned Site(s):_______________________________________________________________
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Employee Receipt of Certified Staff Handbook

I, the individual whose signature appears below, acknowledge receipt of the Certified Staff
Handbook and affirm that I have read the handbook and will seek additional clarification, if needed,
pertaining to the information within.

____________________________________________________
Name (please print)

____________________________________________________ _________________________
Signature Date
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