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FORWARD 

 

 The purpose of the Staff Handbook is to answer as many questions as possible, which may arise during the school 

year. Of course, not all questions with which you will be confronted can be answered. What is not explained will 

have to be handled in the best manner possible until a formal interpretation can be obtained. 

 

MEMBERS OF THE BOARD OF EDUCATION 

 President – Tim Shaw   Secretary – Sonny Corkle 

 Vice President – Kristy Beard  Treasurer – Tonya Larson 

 Board Member– Leah Hagan  Board Member – Krystal Kaup 
 

 

PERSONNEL POLICIES 

 

 The Rock County Public Schools Board of Education recognizes that teachers must provide a classroom situation 

that maximizes the learning opportunity for the students. A classroom that is physically attractive and orderly will 

help children to realize the benefits of such qualities in their own lives. The teacher also must create a learning 

climate, which fosters positive attitudes within the children, themselves, their country, their community, and their 

goals in life. 

 

Teacher Responsibilities: 

 

1: To offer stimulating up-to-date instruction in accordance with the adopted curriculum. 

2. To keep informed of developments in teaching techniques and advances in subject areas of teaching. 

3. To set an example for student behavior, which creates an optimum-learning environment. 

4. To participate on a total basis in general school improvement. 

5. To support and implement school district policies and regulations and to participate in their modification 

for school improvement. 

6. To protect the learning rights of all by establishing and maintaining an appropriate learning environment, 

including control of disruption. 

7. To assist in caring for school property by proper use. 

8. To keep necessary school records. 

9. To offer guidance and support to students. 

 

Teacher Rights: 

 

1. To have reasonable access to the necessary tools of instruction. 

2. To be free to use effective teaching methods appropriate to the subject to be taught and the age of  the 

students. 

3. To enjoy the rights and privileges of any free citizen in matters of a political nature. 

4. To privacy of out-of-school life. 

5. To support in matters of student discipline when actions have been appropriate. 

6. To consistent application of personnel policies. 

7. To fair evaluation of professional competence. 

 

 

EQUAL OPPORTUNITY EMPLOYER 

 

 The Rock County Public School is an equal opportunity employer. Applicants for vacancies are considered on the 

basis of merit, regardless of their race, color, religion, sex, disability, or national origin.  Grievances regarding equal 

opportunity employment should be addressed to the Superintendent. 
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 When vacancies occur, these vacancies will be advertised in appropriate publications (e.g., newspapers, radio 

stations, college placement bureau bulletins.) An administrative vacancy will be handled through the president of the 

Board of Education with the board responsible for interviewing candidates. 

 Teaching vacancies and all other vacancies will be handled through the superintendent. When applications for 

employment are received, the superintendent will notify the applicant of the receipt of the application and will 

request the candidate's credentials, which must include an official college transcript and letters of recommendation 

from individuals who have supervised the candidate. The superintendent is responsible for interviewing candidates, 

making certain that they are properly certificated and endorsed, and recommending to the board that a contract be 

offered to the candidate he feels is best qualified for the position. 

 The Board of Education is responsible for hiring all employees, and this responsibility cannot be delegated to the 

superintendent. 

When a teaching vacancy occurs, teachers already in the system may apply for the position, and they will be given 

first priority. If it is judged by the principal to be in the best interest of the school, the transfer will be made. 

 

 

LINE AND STAFF RELATIONS 

 

 As with any organization, each staff member has certain responsibilities. The Board of Education is responsible to 

the patrons of Rock County. The superintendent, as the executive administrator of the school, is directly responsible 

to the Board of Education. All staff members are responsible to the superintendent or principal, and all suggestions, 

questions, and complaints are to be directed to either. Only after this avenue has been exhausted should a staff 

member request to meet with the Board of Education, and this meeting is to be arranged through the principal. 

 

 

TEACHER’S HOURS 

 

 The regular school day at Bassett Grade School begins with classes at 8:15 a.m., with morning dismissal at 11:25 for 

lunch. Afternoon classes begin at 12:10, and dismissal is at 3:31 Monday through Friday.  

  

The regular school day at Rock County High School begins with classes at 8:00 am with dismissal at 3:31 p.m. 

 

 All teachers are to be at school at least fifteen minutes before classes begin in the morning. Teachers are to remain at 

school for at least fifteen minutes after school is dismissed in the afternoon. Permission to deviate from these 

procedures must be obtained from the principal. Before vacations, teachers will be permitted to leave school when 

all students have left.  

 

If a teacher has told a student to report before or after school, the student must be supervised. The student’s parents 

must be notified of such circumstances, especially when the student’s transportation may be affected. 

 

 

SUBSTITUTE TEACHERS 

 

 Teachers/Staff who know in advance they are unable to be present to discharge their assigned duties should notify 

Mr. Mark Otten or Mrs. Nicole Ebert (Principals) at the earliest possible time, and fill out a “Staff Absence Slip” 

online in Red Rover.  If you are ill please call Mrs. Ginger Schmidt or Mrs. Bobbie Anthony as early as possible 

before 6:30 A.M., so they can assist in making arrangements for a substitute.  All leave requests must be made 

thru Red Rover, even if going to be gone one period.  Teachers are to maintain adequate lesson plans, which are 

readily accessible and understandable by a substitute teacher. 

 

Substitute teachers are paid according to school policy. Substitute teachers will be paid a per diem rate set annually 

by the Board.  Substitutes employed for 10 or more consecutive days in the same position shall be paid according to 

the prevailing base salary, and will be retroactive to the first day of the substitute period.  Substitute certificated 

employees are expected to perform the same duties as the certificated employees. 
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PATRIOTISM 

 

 Each school day may begin with the Pledge of Allegiance. Students are encouraged to learn the words of the Star 

Spangled Banner and other patriotic songs in music classes. It is the responsibility of the teachers to make students 

aware of the importance of loyalty and patriotism to our country. 

 

 

DISCIPLINE 

 

 Adequate control of the classroom situation is the foundation of effective teaching. Discipline is not incidental; it is 

good control through planning. Teachers are more likely to be accepted by both the pupils and the parents if they 

insist upon an orderly procedure of classroom control. 

 

 Being “too easy” with the students does not win respect for a teacher. A teacher may be “easy” on the students and 

allow infractions of the rules to be popular with the students, but students will have more respect if they are made to 

abide by the rules. The strongest disciplinarians are frequently the best-liked teachers, because they give the students 

an orderly learning environment. Teachers who have discipline problems should consult with the principal for 

advice and assistance. The principal will assume some teacher problems, but it is necessary for personal success and 

a feeling of satisfactions that teachers attempt to handle difficult situations as well as possible. 

 

 Students have a keen sense of fair play, so the best rule for discipline would be to treat the students fairly and 

consistently. We establish rules for everyone, and students resent someone who is considered to be a favorite. In 

whatever rules we establish, we must be sure that we can follow through with consequences that have been 

established to deal with misbehavior. The teacher is the best example for the students. The respect we give to others 

will be returned many times. 

 

 

CORPORAL PUNISHMENT 

 

 Corporal punishment is prohibited in Rock County Public Schools. 

 

 Corporal punishment is not to be confused with physical force used by a teacher or employee to protect another 

person from personal attack or threat of attack, to protect himself/herself, to remove a student from a class or from 

one part of the building to another, or to protect a student from doing harm to himself/herself or others. Nor should 

corporal punishment be confused with grasping or touching a student with no intent to inflict bodily harm. 

 

It shall be the policy of Rock County Public Schools to periodically, as the administrator and Board of Education 

deems appropriate, review this policy with the appropriate employees of the School and to provide information to 

such employees as the administrator and Board of Education may deem appropriate for the appropriate and lawful 

application of the policy by the employees of Rock County Public Schools. 

 

 It shall be the further policy of Rock County Public Schools to require any person employed by the school who has 

been involved in an incident involving self-defense, the defense of others, the defense of one’s property, the 

property of another, or the property of the school, to make an oral report of such circumstances to the administrator 

or his/her designee as soon as is practicable and within twenty-four hours. The administrator or his/her designee 

shall prepare a memorandum of such report and shall undertake such efforts, as he/she deems appropriate to 

investigate and further report in writing the results of the investigation concerning any such incident. 
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ASSIGNMENT OF TEACHERS 

 

 As much as possible, the workload for teachers will be assigned equitably. Each teacher’s daily schedule shall 

include at least one class period during the regular day, or an equivalent amount of time, for pupil conferences and 

class preparation. 

 

 Teachers will be assigned to positions by the principal and will be responsible directly to him/her. Prior to a change 

of assignments, a consultation will be held with the teacher whenever possible. 

 

 Extracurricular duties will be assigned to teachers based upon several considerations, including: background, 

experience, interests, and regular teaching assignment. 

 

 Each teacher is assigned to a room and is charged with making sure all windows and the doors are closed and locked 

when leaving the building. The teacher is to remind the students of their responsibility to keep everything in the 

room in good condition, and when anything needs to be repaired, the teacher is to notify the principal. At the end of 

each school year, the teacher will complete an inventory of the classroom. 

 

 

NOON DUTY PROCEDURE 

 

Bassett Grade School 

 All staff members will be assigned on a rotation basis, with two teachers on duty per day. The dismissal bell for 

lunch will ring at 11:25. Students who go home for lunch are to leave at that time upon dismissal. Students eating at 

school will go to the gym upon dismissal. The staff members on duty will dismiss them to the playground. Students 

who leave for lunch are not to be back on the playground until 11:50 a.m. 

 

RCHS Lunch Duty 

 

 All RCHS teachers will be assigned to a full week of lunch duty on a rotating basis; one teacher per lunch period 

will be assigned.  

 

RECESS 

 

 Recess is the responsibility of the individual classroom teacher.  When the students go outside, the teacher and/or an 

aide must supervise them. As a safety measure, teachers/aides should make sure that students know how to properly 

use playground equipment. Misuse of playground equipment by students can cause injuries. For the sake of 

uniformity and safety, students are to push the merry-go-round from the outside so as not to become tangled 

between the metal pipes.  At BGS recesses, the teacher/aide will carry a radio to communicate with the office. 

 

 

SUPERVISION OF BUILDING AND GROUNDS 

 

 During regular school hours, the entire staff—superintendent, principal, teachers, and support personnel—is 

responsible for the discipline and supervision of the school building, supplies, equipment, and school grounds. 

Everyone is to make sure that good discipline is enforced for all students, not just for the students in a teacher’s 

homeroom. All school functions and activities will be supervised.  All district employees are responsible to enforce 

district policies and procedures. 

 

 

HALL DUTY 

 

 Teachers are to supervise the halls outside their classrooms when classes are passing. Running, loud talking, noise 

making, and other distracting behavior are not to be tolerated. All staff members are to enforce the rules concerning 

students being in the hallways prior to school.  
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STUDENT ATTENDANCE 

 

 Elementary teachers are to take roll by 8:30 in the morning and by 12:30 after lunch, and enter absentees/tardies on 

PowerSchool.  High School teachers must take attendance at the beginning of each period. Students who are tardy 

because of bad roads will not have this counted against their attendance records, as they cannot control such 

circumstances. 

 

 If a student is absent, the teacher is to indicate the reason for the absence if it is known. If the teacher does not know 

the reason, this should be indicated so the student’s parents will be called. 

 

 When students will miss school because of an appointment, school activity or a trip with parents, MAKE-UP 

WORK IS TO BE COMPLETED BEFORE THE ABSENCE. When parents do not notify the school of a planned 

absence, completion of make-up work before the absence is impossible, and the absence will be treated as 

unexcused. 

 Two school days will be allowed to make up work for each day missed, with a maximum of 10 days allowed to 

make up work. 

 

 

SUSPENSION OF STUDENTS 

 

 Teachers are to be familiar with the Board of Education policy on student suspension and expulsion. Teachers are to 

go through this policy with the students to make sure that students realize that there is a policy, what actions warrant 

suspension or expulsion, and what the procedure is. 

 

 

RETENTION OF STUDENTS 

 

 When, in the opinion of the teacher, a student should be retained, the teacher should confer with the principal, 

explaining the reasons for retention. A conference with the child’s parents should be arranged as soon as possible to 

explain that retention is a possibility and the reasons for making the recommendation. The parents should understand 

that the final decision is a joint decision, with the best interests of the student as the main factor. 

 

 

SALARY INFORMATION 

 

 Salaries are paid on the 15th of each month according to provisions of the teaching contract. When the 15th falls on a 

weekend of during a vacation during the school year, teachers will be paid on the school day immediately preceding 

the weekend of vacation. The following items are deducted from salaries: social security, Medicare, federal income 

tax, state income tax, retirement contributions, health insurance, and privately owned annuities. 

 

 

PERSONNEL RECORDS 

 

 All employees shall, upon request, have access to his or her personnel file maintained by the District and shall have 

the right to attach a written response to any item in such file. The employee may, in writing, authorize any other 

person to have access to such file, which authorization shall be honored by the District. Such access and right to 

attach a written response shall not be granted with respect to letters of recommendation solicited by the employer, 

which appear in the personnel file. No other person, except school officials while engaged in their professional 

duties, shall be granted access to such file, nor shall the contents thereof be divulged in any manner to any 

unauthorized person. 

 

 Complete transcripts of all college credits earned by each teacher must be on file in the school office. It is the 

responsibility of the teacher to maintain current transcripts in his or her file. If a teacher has earned enough college 



6 

 

credits as defined in the negotiated agreement for horizontal movement on the salary schedule, it is the teacher’s 

responsibility to furnish the District with an official transcript of such credits, according to the conditions specified 

in the negotiated agreement. 

 

 A current copy of each teacher’s Nebraska teaching certificate must be on file in the school office. 

 

 

INSURANCE 

 

 The Educator Health Alliance (EHA) is the official health insurance carrier for the current school year. Blue 

Cross/Blue Shield of Nebraska is the administrator of this insurance policy. 

 

 

CONTRACT PERIOD 

 

 All full-time teachers are under contract for 184 days of service, with at least 175 days of teaching. In accordance 

with the Negotiated Agreement, teaching contracts will be issued after March 15 of each year for the coming school 

year. Contracts must be returned by April 15. 

 

 If a teacher resigns before a contract is completed, the Board of Education must act on the resignation before it 

becomes effective. 

 

 

EXPENSES INCURRED IN SCHOOL BUSINESS 

 

 If a school vehicle is not available, mileage will be paid to employees to use their own car for authorized school 

trips.  Reimbursement will be at the current IRS allowance.  Room and meal expenses for employees on school trips 

will also be paid. 

 

 

DRESS CODE 

 

 Well-groomed teachers are more likely to command respect from students than those who neglect good grooming. 

All teachers are expected to dress in an appropriate manner for people of professional status. Sponsors of activities 

are expected to wear customary school attire unless the activity is of such nature that occasional dress is deemed 

expedient and proper. 

 

 

REPORTS 

 

1.  All teachers – withholding exemption certificate, retirement numbers or application, and health insurance forms – 

all on file in the office. 

2.  All teachers – certificates on file in the school office. 

3.  Homeroom teachers – attendance reports at the beginning of the day and immediately after lunch. 

4.  All teachers – inventory of room at the end of the year. 

 

 

CURRICULUM-ASSESSMENTS 

 

1. State Assessments. 

 

Rock County Public Schools has adopted an assessment plan and has aligned the curriculum with the state approved 

content standards.  The assessment plan includes a schedule and procedures for assessing success in achieving state 

standards.   
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Teachers are to clearly articulate the learning targets and align instruction to the learning targets within each of the 

content standards.  Teachers are to give students instruction on the content prior to students being assessed on each 

content standard in order to provide learning opportunities for all students. 

 

The assessments are to be conducted in accordance with the assessment plan schedule.  Teachers are to conduct the 

assessments in a manner that assures it accurately assesses whether or not students are meeting the targets outlined by 

the content standards.    

 

Assessment results are to be reported by the teachers in the manner and within the time directed by the administration 

or designee.  The assessment data is to be used to meet state standards, to provide students and parents with information 

about student progress, to enhance school improvement planning, and to improve instruction. The assessment data is 

to be evaluated by teachers to monitor student learning and to improve instruction or terminate ineffective teaching 

practices to ensure students are being given the opportunity to meet the standards.   

 

2. Achieving Valid Assessments.  

 

Educators are responsible for maintaining the integrity of the assessments to ensure that assessments provide a valid 

measure of student progress and accomplishments. Educators are not to engage in any practice that may result in 

assessment results that do not reflect student learning, knowledge, skills or abilities in the area assessed.   

 

For purposes of this policy, student assessments include both “standardized assessments” (including state assessments, 

norm referenced tests, and evaluations conducted for special education eligibility) and “coursework assessments” 

(e.g., classroom tests, quizzes, and other evaluative tools used to assign grades).   

 

The following specific assessment expectations and rules apply:   

 

a. Integrity of the Assessment Instrument. The integrity of the assessment instrument is to be maintained.   

 

i. Standardized Assessments. Standardized assessment instruments are not to be made available to students at any time 

before the student takes the assessment.  The assessment instrument is to be maintained in a secure manner.  

 

ii. Coursework Assessments. Coursework assessment instruments are to be periodically modified to keep the assessments 

current and prevent students from effectively using “test banks.”  For coursework assessments that are given on a 

repeat basis to students at different times (e.g., a test that is given to students throughout the school day), the educator 

is to remind students to not share the content of the assessment with students who will be taking the assessment later.   

 

b. Teaching for Success on Assessments.   

 

It is appropriate for educators to prepare students to do well on assessments. This is to be accomplished in a manner 

that assures the assessment accurately reflects the student’s knowledge, and not simply test preparation.  

 

i. Teach the Content.  Educators are to prepare students to do well on assessments by teaching the subject content. 

Educators are not to “teach to the test” by teaching based solely on the content of the assessment.  The content is to 

be taught to the students over an appropriate amount of time prior to the assessment. “Cramming” assessment content 

just before the assessment is to be taken is not appropriate. Review of content previously taught is appropriate. 

 

ii. Practice Tests. Educators are to prepare students by teaching test taking skills independent of the subject matter being 

assessed.  Educators are not to conduct reviews (drills) using earlier (no longer published) versions of the same test, 

using alternate (parallel) forms of the same published test, or using actual items from the current form of a standardized 

test that will be administered to students. Educators are not to conduct reviews (drills) using items of identical format 

(for example, multiple choice) to the exclusion of other formats.  

 

c. Conditions for Successful Assessments. 

 



8 

 

i. Communications.  Educators are to communicate to students and parents when assessments will be administered, the 

purpose of the assessment and how the assessment results will be used.  Educators are to motivate students to do their 

best on assessments.  Educators are to read and be familiar with assessment administration directions in advance and 

communicate the rules to students accurately and clearly.  

 

ii. Climate. Educators are to have sufficient assessment materials available (e.g., No. 2 pencils, if needed).  The classroom 

is to be arranged to allow comfortable seating.  Distractions are to be eliminated.  Educators in nearby classrooms are 

to be informed that the assessment is to be administered so noises from neighboring classrooms are kept at a minimum.  

Activities or arrangements are to be made for students who finish early so such students do not cause a distraction to 

other students still taking the assessment.   

 

iii. Security. Educators are to monitor students while administering assessments to ensure students are complying with 

standards of academic integrity.  Students who violate standards of academic integrity are to be reported to the 

administration.  

 

d. Full Participation. Educators are to make efforts to have all eligible students take the assessments. The 

educator should develop a list of students who will be exempted from assessment and the reason for the exemption 

and submit the list for review and approval by the Principal.   

 

e. Assistance During Assessments.  

 

i. Standardized Assessments. Educators are not to provide assistance to students while a standardized assessment is 

being administered except as provided for in a student’s 504 Plan or IEP.  This includes giving “hints,” giving extra 

time, reading the tests to students or defining or pronouncing words for students, allowing students access to 

instructional material related to the content of the assessment (e.g., displaying a map during a social studies 

assessment) or allowing students access to mechanical aids (e.g., calculators).   

 

ii. Coursework Assessments. For coursework assessments, students may be allowed access to instructional materials or 

mechanical aids only when all students being given the assessment are given the aids and use of the aids does not 

hinder the students from learning the content of the lesson. 

 

f. Student Answers.  Assessments are to reflect the students’ work as submitted by the students. During the 

assessments, educators are to monitor students to make sure directions are being followed (e.g., students are using a 

No. 2 pencil on all “bubble” sheet assessments and completely erase mistaken answers and extra marks on “bubble” 

sheet assessments).  Educators are not to change answers on a student’s assessment sheet or otherwise participate in 

the submission of false or misleading assessment results.   

 

Violations of the rules and expectations set forth in this policy will be considered to be a breach of the District’s 

standard of ethics and may result in disciplinary consequences.  Educators are to report suspected violations of the 

expectation to the administration.  The administration is to investigate and appropriately respond to violations of the 

expectations.   

 

 

STUDENT RECORDS AND REPORTS 

 

 Teachers are responsible for recording necessary academic information in the cumulative records of each student in 

their homeroom. In the departmentalized grades, the teacher of a subject is to complete the cumulative record for 

that subject. Cumulative records are kept in the classrooms during the school year, but they are turned in to the 

office at the end of the school year. 

 

 Cumulative records for students at the High School are kept in the office. 

 Special education records, speech therapy records, accident reports, and discipline reports are maintained separately 

from the academic file. 

 

 Staff members are required to report to parents any significant change in a students’ work (raising or lowering of a 
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letter grade). 

 

 

ACCIDENT REPORTS 

 

 Many accidents occur each year. All accidents of a serious nature, as determined by the individual staff member 

must be reported to the principal, and an accident report completed. A copy of the report will be returned to the staff 

member(s) completing the report. 

 

 

HEALTH SERVICES 

 

 All school personnel may administer first aid for many of the minor injuries. General first aid supplies will be kept 

in the office. If the injury appears to be serious, the student’s parents will be notified to determine the disposition of 

the student. 

 

 

PUBLIC RELATIONS 

 

 School personnel are constantly in the public eye. Our actions both in and out of school cause the public to form 

opinions of our abilities. 

 

 Good public relations are the responsibility of everyone associated with the school. Whenever it is possible, positive 

events or interesting happenings should be brought to the attention of the public. In addition, all teachers are 

encouraged to put news articles, which will keep the public informed about the school in the Rock County Leader, 

with approval of the principal or superintendent. 

 

 Of course, most information about school is disseminated to the public through the students. School personnel 

should be aware of this in making sure that students understand why we must do certain things for the benefit of all 

students. 

 

 

ORDERING PROCEDURE 

 

 ALL purchases must be approved by the superintendent. A purchase order, signed by the superintendent, is required 

for all purchases of supplies, textbooks, etc. Most of the textbooks and teaching supplies will have arrived by the 

opening of school. These items will be checked in and will be in the room at the beginning of the year. 

 

 Requisitions for teaching supplies and textbooks for the coming school year will be due in the office as requested by 

the superintendent. 

 

 

 

 

LEAVE 

 

Leave of Absence—All leaves of absence (excluding personal, sick, professional, maternity and bereavement) must 

be requested in writing and presented to the Board of Education. 

 

Personal Leave—Each full-time employee at RCPS may have three days Personal Leave per year.  Such leave shall 

be arranged with the principal and/or superintendent.  Faculty members are asked to provide the administration with 

2 weeks prior notice and leave may be granted dependent upon substitute availability. 

 

Sick Leave—Employees shall be entitled to absence without loss of pay for personal illness or for illness or death in 

the immediate family for a period of ten days in any one-year.  The maximum certified staff can accumulate is 45 
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days.  The maximum classified staff can accumulate is 40 days. 

No part of the sick leave shall be granted to employees or used by them for any other purpose.  The board reserves 

the right, in exceptional cases, to extend these provisions by a majority vote of the board. 

 

Professional Leave—Will be granted at the discretion of the principal according to the provisions found in the 

Policy Manual. 

 

Bereavement Leave—Will be granted by the principal or the Board of Education on an individual basis, determined 

by the circumstances. Personal leave may be used to attend funerals for which bereavement leave is not granted. 

 

Maternity Leave—The teacher must notify the principal as to pregnancy and request a leave of absence to begin at a 

mutually agreed upon time. The teacher will be allowed to use any unused personal leave, sick leave for the year, 

and accumulated sick leave to avoid loss of pay, if she desires to do so. Continuity of the instructional program will 

be a prominent factor in the length of the leave of absence. 

 

 

GRIEVANCE PROCEDURE 

 

1. If the employee has a grievance he/she should first discuss the matter with his principal in an effort to resolve the 

problem. 

 

2. If the employee is not satisfied with the disposition of the grievance, he/she may file a written grievance with the 

local Teacher's Association Professional Rights and Responsibilities Committee. (P.R.& R.) 

 

3. If the committee feels that the grievance warrant further consideration, a request for a hearing with the 

superintendent may involve, in addition to the employee, a representative from the P.R.& R. committee and the 

principal, in an effort to solve the problem. If a decision is made, the superintendent will render his/her decision and 

his/her reasons for making it, in writing, to the aggrieved person with a copy to the P.R.& R. committee. 

 

4. If the superintendent is unable to resolve the problem or the employee is not  satisfied with the disposition of the 

problem, he/she may request, in writing, a hearing with the Board of Education. The board will agree to meet with 

the employee within 35 school days. 

 

5. The board will set a time and place for the hearing. A representative of the P.R.& R. committee and the 

superintendent and/or principal may be invited to participate in the meeting if necessary. The board will render its 

decision, in writing, within 5 school days of the meeting. 

 

6. If the employee chooses not to accept the decision of the Board of Education,  the two parties will be at impasse 

and the Fact Finding Process shall be initiated. 

 

7. Fact Finding Committee will consist of one member selected by the Board of Education, one member selected by 

the association, and a third by the two members. This Fact Finding Committee will hear and review matters relating 

to the dispute and shall render a written report of its decision. Such recommendations shall receive the good faith 

consideration of the parties as a method of settling the dispute. 

 

 

LESSON PLANS 

 

 All teachers must have complete lesson plans on Planbook by the start of class for the week. 

 

 

FACULTY MEETINGS 

 

 Faculty meetings will be held Wednesday morning following the regular monthly board meeting. All teachers are to 

attend faculty meetings, unless excused by the principal. 
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ASSEMBLY PROGRAMS 

 

 Students will be permitted to attend assembly programs at the high school when the principal and teachers determine 

that some or all students may benefit from the program. All classes will attend assembly programs unless the 

principal and/or the classroom teacher feel the program content is inappropriate for a class. 

 

In all cases with assembly programs, all teachers will supervise the students. One or two teachers or staff members 

will remain at the elementary school to supervise those students who do not attend assembly programs at the high 

school. 

 

 

PARTIES 

 

 Classroom parties are to be kept to a minimum. Parties will be held throughout the school at Christmas time. The 

principal must approve parties on any other day. 

 

 Student birthday parties will not be held; however, students wishing to bring treats for the class may do so, as long 

as treats are brought for every member of the class. 

 

 

FIELD TRIPS 

 

 The superintendent or principal must approve all field trips. The teacher requesting the trip will be responsible for 

arranging transportation, places to tour, sponsors, and notifying the parents about the trip. Rules of the trip must be 

established prior to the trip in accordance with school rules and made known to the students.  Field trips should be 

tied to the curriculum.  Field trips should not be planned during the last two weeks of school.  

 

 

CARE OF FACILITIES AND EQUIPMENT 

 

 It is to the credit of the Rock County Public Schools staff that the buildings, grounds, and equipment are in good 

condition. All members of the staff must continue to impress upon the students the importance of respect for all 

school property, and that destruction of property prevents others from its use and costs the taxpayers of the district 

hard-earned money. 

 

 Except in cases of unavoidable accidents, pupils are liable for all damages they do to school property, and the 

teachers are to report such damages to the principal or superintendent immediately. Whenever it is necessary to 

repair furniture or equipment, the principal or superintendent is to be notified. 

 

 Textbooks are a valuable commodity, and teachers must impress upon the students the need for proper care of 

books. New hardcover books should be covered to extend the life of the books. At the end of the school year, 

teachers are to examine books, and if there are damages, fines will be assessed. 

 

 

 

 

 

 

 

ESU SERVICES 

 

 Rock County Public Schools takes advantage of many services from Educational Service Unit #17. 
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1. The media library provides many kinds of audio-visual aids for classroom use. Ordering of media materials 

is accomplished through the school librarian. 

 

2. ESU #17 coordinates a cooperative purchasing program for school districts, and the Rock County Public 

Schools save money on equipment and supplies through this program. 

 

3. Other services available include speech therapy, health screenings, special education supervision and 

programs, psychological testing, and pre-school special education. 

 

 

MONEY 

 

 Parents often wonder why students must bring money to school. In the lower grades, whenever it is necessary for the 

students to bring money to school, a note is to be sent home explaining the reason for the money and the amount 

needed. 

 

 When teachers order books from book clubs for the students, this money is to be counted and balanced with the 

order. All inaccurate orders will be returned to the teacher. 

 

 All checks, unless otherwise specified, are to be made out to the Rock County Public Schools. 

 

 

SCHOOL ACTIVITIES 

 

 Staff members are encouraged to attend extracurricular activities, which are conducted according to school policy. 

Coaches are responsible for supervision of participants at practice, games, and to and from away games. The band 

and chorus instructors are responsible for supervision of band and chorus students at school functions. 

 

 If a student must be dismissed from an activity prior to its scheduled conclusion, the sponsor should contact the 

student’s parents prior to dismissing him/her. 

 

 

MAIL 

 

 Mail will be distributed daily, unless something unforeseen develops. Teachers should check their mailboxes daily, 

and should also check the announcement board in the teacher workroom daily. 

 

 

FACULTY EMAILS 

 

 Faculty emails will be utilized to disseminate pertinent information to staff without the need for faculty meetings.  

All staff are responsible for checking email daily to keep apprised of the information being sent out. 

 

 

 

 

 

SMOKING 

 

 To promote the health and safety of all students, staff and patrons, the use of all tobacco products in all school 

buildings, in all school vehicles, rented or owned, and at all school-sponsored functions, whether within the school 

facilities or elsewhere, is prohibited. This ban extends to all employees and students attending school-sponsored 

athletic events, productions, classes, field trips, meetings, etc., whether within school facilities or elsewhere, as well 

as to all privately sponsored functions held within the school facilities. 
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 Sanctions, which may be taken against an employee for non-compliance with this policy may be one or more of the 

following: A. An oral reprimand; B. A written reprimand to be placed in the personnel file; C. Suspension with pay; 

D. Suspension without pay; E. Cancellation of employment; F. Non-renewal of employment. 

 

 

PERSONAL BUSINESS 

 

 Teachers are not to conduct personal business during school hours. If it is necessary to make appointments during 

school, permission may be obtained from the principal to leave school before 3:45. 

 

 

VISITORS 

 

 Parents are encouraged to visit classrooms. All visitors must report to the school office before proceeding to their 

destination. Visitors will be given a: ”Visitor Badge”.  Students from other schools will not be allowed to visit the 

school unless they are former students or they will be enrolling in Rock County Public Schools. 

 

 Any teacher who has questions about a visitor or a visitor’s purpose should contact the principal to make sure the 

visitor has notified the principal of the purpose. 

 

 

SALESMEN 

 

 All salesmen must report to the office and provide necessary identification. A salesman who wishes to contact a 

teacher must do so outside of regular school hours for teachers or during a teacher’s free period, if permission is 

given by the principal. Salesmen who do not abide by Board Policy will be asked to leave the school. 

 

 

SOCIAL MEDIA 

 

 The use of personal social medias, during a teacher’s contract time, should not take place on school technology nor 

on the school’s internet access, unless permission is given by the principal for a specific situation. 

 

 

CELL PHONE USE 

 

 Teachers’ cell phones are not to be used during classes.  The cell phone should be turned off or set to silent during 

the school day.  Teachers should not answer their cell phones during class.  If an emergency situation occurs, in 

which the cell phone needs to be on and answered during a class, the principal must be contacted in advance and 

his/her approval obtained.  

 

 

DISTRACTED DRIVING  

 

 When transporting students the driver of the school vehicle is prohibited from using a mobile phone while the 

vehicle is moving.  Best practices say to turn off your mobile phone and place it out of your reach while driving. 

 

 

 

TELEPHONE CALLS 

 

 The school telephone is a business phone. Teachers will not be called out of regular classes unless it is urgent. Long 

distance calls by teachers should be kept to a minimum. 
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TEACHER PROFESSIONALISM 

 

 If a teacher is aware of a classroom problem that another teacher is encountering, he/she should speak to the teacher 

having the difficulty and offer advice. If the problem persists, it should be presented to the principal. Remember that 

being a professional educator means that you must always consider the well-being of the children first. 

 

 

PARENT NOTIFICATION OF SPECIAL EVENTS 

 

 When a student is to participate in a school-sponsored activity outside of the regular school day, the school sponsor 

of the activity should notify the parents of the student at least one week prior to the activity. 

 

 

SEXUAL HARASSMENT 

 

 Conduct of a sexual nature, when such conduct has the purpose or effect of unreasonably interfering with student 

academic performance, or creating an intimidating, hostile, offensive, or unsafe or unwholesome environment, is 

prohibited. Use of any electronic means or medium for any interpersonal communication of a sexual or harassing 

nature is prohibited. Please refer to the Board Policy Manual for more information. 

 

 

PROFESSIONAL NEGOTIATIONS 

 The Rock County Public School Board of Education will follow state law in negotiation procedures with employees. 

 

            

PROFESSIONAL GROWTH & PROFESSIONAL LEAVE 

 

  School employees are encouraged to: 

1. Join educational associations whose programs are designed to improve the teacher's professional capabilities. 

 2. Work toward advanced college degrees to improve their teaching capabilities. 

  Professional leave must be approved by the administration.       

 

 

PROFESSIONAL GROWTH CREDIT 

 

 The Board of Education recognizes the need for continued professional growth on the part of the certificated 

employees.  Nebraska Statute 79-12, 113 states [Every six years permanent certificated employees shall give 

evidence of professional growth. Six semester hours of college credit shall be accepted as evidence of professional 

growth or, in the alternative, such other activities as are approved by the school board, who may include, but are not 

limited to, educational travel, professional publications, or work on educational committees.  The Board of 

Education will approve the following professional activities as evidence of professional growth by permanent 

certificated employees: 

 1.  Six semester hours of college credit. 

2.  Other professional activities. To determine the number of professional growth credits, the following guideline 

shall be followed: For every fifteen (15) hours of class preparation time spent on the activity, one (1) professional 

growth credit shall be granted with the approval and verification of the superintendent.  

  

 Activities that will be accepted as professional growth include: 

 a. Workshops 

 b. Conventions 

 c. Curriculum committees 

 d. State Department committees (e.g., PPC, Chapter 1) 

 e. Professional publications 

 f. Educational travel 
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 g. Conferences on classroom instruction-related topics 

 h. In-service programs 

i. Nebraska State Education Association convention, and other activities sponsored by the NSEA or other 

professional organizations, which are related to classroom instruction and approved by the superintendent. 

 j. Visitations to other schools 

 k. Serving as cooperating teacher (supervising a student teacher) 

 l. Teaching adult education, college credit, or summer classes 

 m. Other activities approved by the Superintendent 

 

 At the request of the staff member, a review will be made of professional growth credits of each teacher for 

verification of permanent status. All professional growth credits obtained under the provisions of this policy, which 

are approved by the superintendent, shall be accepted by the Board of Education as evidence of professional growth 

for retention of permanent status. 

 The Board of Education delegates to the superintendent the authority to approve professional growth activities for 

professional growth credit, so long as compliance with this policy is maintained. The superintendent shall devise 

procedures and forms to implement the provisions of this policy. 

       

 

TEACHER EVALUATION 

 

 The Principal/Superintendent shall evaluate all teachers at least once during the school year. Probationary teachers 

shall be evaluated at least once each semester, with a minimum of two total evaluations during the school year. All 

evaluations shall be in writing and shall follow room visitations. These visitations shall last for an entire 

instructional period. Format of evaluation forms is at the discretion of the principal and will be made available to the 

teacher prior to the time of the visitation. 

       

     

TEACHER EVALUATION POLICY AND PROCEDURE 

 

(A)  The purposes of teacher evaluation at Rock County High School shall be: 

1. To improve the performance of teachers and thus raise the quality of  educational service to the students. 

2. To provide a basis for recommendations by the superintendent regarding the continued employment of teachers 

within the system. 

 

(B)  The policy, procedures, and forms concerning staff evaluation shall be developed by the superintendent 

with input from the teaching staff. The teacher input will be provided by a committee of the certified teaching staff. 

The board of education and State Department of Education shall have approved the policy, procedure and forms 

prior to implementation and shall approve all changes before they become effective. 

 

(C) Evaluation Schedule:  

  

Each probationary teacher will be evaluated at least two times per year and at least once each semester, following an 

observation. The two observations will be for at least the entire instructional period. At least one of the observations 

will be an announced observation. 

 

 Each tenured teacher will be evaluated at least one time per year following an observation. 

 

 Each coach will be formally evaluated at least one time during the season of each sport they coach. 

 

(D)  Teacher Performance Improvement: If a teacher is evaluated as "Needs Improvement" or "Unsatisfactory" 

on the Teacher Evaluation Form, the teacher will be given written directions concerning method(s) to improve 

his/her performance and a time line for implementing the methods. 

 

(E) Evaluator Training: The evaluator must possess a valid Nebraska Administrative Certificate. 
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The evaluator is encouraged to attend the in-service provided by Educational Service Unit #17 concerning teacher 

evaluations. Also, the evaluator is encouraged to attend other professional classes, meetings, etc., concerning teacher 

evaluation. 

 

(F) Teacher Contracts: Any teacher who receives a rating of "Needs Improvement"  or "Unsatisfactory" in one 

or more areas on Teacher Evaluation Form is expected to remedy the observed deficiencies. If the teacher does not 

satisfactorily remedy the observed deficiencies, the evaluator may recommend contract termination or contract non-

renewal.  This policy and its corresponding rules, regulations, and forms will not restrict the Board of Education 

from executing their statutory rights concerning teacher contract termination or contract non-renewal. 
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3057 

Title IX Policy 

 
It is the policy of the school district that no person shall, on the basis of sex, be excluded from participation in, be 

denied the benefits of, or be subject to discrimination under any of the school district’s programs or activities.  The 

district is required by Title IX (20 U.S.C. § 1681) and 34 C.F.R. part 106 to not discriminate in such a manner. 

 

1. Title IX Coordinator 

 

1.1. Designation.  The district will designate and authorize at least one employee to coordinate its efforts to 

comply with its responsibilities under this policy, who will be referred to as the “Title IX Coordinator.”  The district 

will notify applicants for admission and employment, students, parents or legal guardians of students, employees, and 

all unions or professional organizations holding collective bargaining or professional agreements with the district, of 

the name or title, office address, electronic mail address, and telephone number of the Title IX Coordinator.  Any 

person may report sex discrimination, including sexual harassment (whether or not the person reporting is the person 

alleged to be the victim of conduct that could constitute sex discrimination or sexual harassment).  This report may be 

made by any means, including but not limited to, in person, by mail, by telephone, or by electronic mail, using the 

contact information listed for the Title IX Coordinator, or by any other means that results in the Title IX Coordinator 

receiving the person’s verbal or written report.  Such a report may be made at any time (including during non-business 

hours). 

 

2. Definitions.  As used in this policy, the following terms are defined as follows: 

 

2.1. Actual knowledge means notice of sexual harassment or allegations of sexual harassment to any district 

employee.  Imputation of knowledge based solely on vicarious liability or constructive notice is insufficient to 

constitute actual knowledge. This standard is not met when the only district employee with actual knowledge is the 

respondent (as that term is defined below). “Notice” as used in this paragraph includes, but is not limited to, a report 

of sexual harassment to the Title IX Coordinator as described in subsection 1.1 above. 

 

2.2. Complainant means an individual who is alleged to be the victim of conduct that could constitute sexual 

harassment. 

 

2.3. Formal complaint means a document filed by a complainant or signed by the Title IX Coordinator alleging 

sexual harassment against a respondent and requesting that the district investigate the allegation of sexual harassment.  

The only district official who is authorized to initiate the Grievance Process for Formal Complaints of Sexual 

Harassment against a respondent is the Title IX Coordinator (by signing a formal complaint).  At the time of filing a 

formal complaint with the district, a complainant must be participating in or attempting to participate in the district’s 

education program or activity.  A formal complaint may be filed with the Title IX Coordinator in person, by mail, or 

by electronic mail, by using the contact information required to be listed for the Title IX Coordinator under subsection 

1.1 above, and by any additional method designated by the district.  As used in this paragraph, the phrase “document 

filed by a complainant” means a document or electronic submission (such as by electronic mail or through an online 

portal provided for this purpose by the district) that contains the complainant’s physical or digital signature, or 

otherwise indicates that the complainant is the person filing the formal complaint.  Where the Title IX Coordinator 

signs a formal complaint, the Title IX Coordinator is not a complainant or otherwise a party under this policy or under 

34 C.F.R. part 106, and will comply with the requirements of this policy and 34 C.F.R. part 106, including subsections 

5.1.3–5.1.4 and 34 C.F.R. § 106.45(b)(1)(iii). 

 

2.4. Respondent means an individual who has been reported to be the perpetrator of conduct that could constitute 

sexual harassment. 

 

2.5. Consent for purposes of this policy means the willingness in fact for conduct to occur.  An individual may, 

as a result of age, incapacity, disability, lack of information, or other circumstances be incapable of providing consent 

to some or all sexual conduct or activity.  Neither verbal nor physical resistance is required to establish that an 

individual did not consent. District officials will consider the totality of the circumstances in determining whether 

there was consent for any specific conduct.  Consent may be revoked or withdrawn at any time. 
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2.6. Sexual harassment means conduct on the basis of sex that satisfies one or more of the following: 

 

2.6.1. An employee of the district conditioning the provision of an aid, benefit, or service of the district on an 

individual’s participation in unwelcome sexual conduct; 

 

2.6.2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and objectively offensive 

that it effectively denies a person equal access to the district’s education program or activity; 

 

2.6.3. Sexual assault, as defined in 20 U.S.C. § 1092(f)(6)(A)(v), which means an offense classified as a forcible 

or nonforcible sex offense under the uniform crime reporting system of the Federal Bureau of Investigation: 

 

2.6.3.1. Sex Offenses, Forcible—Any sexual act directed against another person, without the consent of the victim 

including instances where the victim is incapable of giving consent. 

 

2.6.3.1.1. Rape—(Except Statutory Rape) The carnal knowledge of a person, without the consent of the 

victim, including instances where the victim is incapable of giving consent because of his/her age or because of his/her 

temporary or permanent mental or physical incapacity. 

 

2.6.3.1.2. Sodomy—Oral or anal sexual intercourse with another person, without the consent of the victim, 

including instances where the victim is incapable of giving consent because of his/her age or because of his/her 

temporary or permanent mental or physical incapacity 

 

2.6.3.1.3. Sexual Assault With An Object—To use an object or instrument to unlawfully penetrate, however 

slightly, the genital or anal opening of the body of another person, without the consent of the victim, including 

instances where the victim is incapable of giving consent because of his/her age or because of his/her temporary or 

permanent mental or physical incapacity 

 

2.6.3.1.4. Fondling—The touching of the private body parts of another person for the purpose of sexual 

gratification, without the consent of the victim, including instances where the victim is incapable of giving consent 

because of his/her age or because of his/her temporary or permanent mental or physical incapacity 

 

2.6.3.2. Sex Offenses, Non-forcible—(Except Prostitution Offenses) Unlawful, non-forcible sexual intercourse. 

 

2.6.3.2.1. Incest—Non-Forcible sexual intercourse between persons who are related to each other within the 

degrees wherein marriage is prohibited by law 

 

2.6.3.2.2. Statutory Rape—Non-Forcible sexual intercourse with a person who is under the statutory age of 

consent 

 

2.6.4. Dating violence, as defined in 34 U.S.C. § 12291(a)(10), which means violence committed by a person— 

 

2.6.4.1. who is or has been in a social relationship of a romantic or intimate nature with the victim; and 

 

2.6.4.2. where the existence of such a relationship shall be determined based on a consideration of the following 

factors: 

 

2.6.4.2.1. The length of the relationship. 

 

2.6.4.2.2. The type of relationship. 

 

2.6.4.2.3. The frequency of interaction between the persons involved in the relationship. 

 

2.6.5. Domestic violence, as defined in 34 U.S.C. § 12291(a)(8), which includes felony or misdemeanor crimes of 

violence committed by a current or former spouse or intimate partner of the victim, by a person with whom the victim 

shares a child in common, by a person who is cohabitating with or has cohabitated with the victim as a spouse or 
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intimate partner, by a person similarly situated to a spouse of the victim under the domestic or family violence laws 

of the jurisdiction receiving grant monies, or by any other person against an adult or youth victim who is protected 

from that person’s acts under the domestic or family violence laws of the jurisdiction. 

 

2.6.6. Stalking, as defined in 34 U.S.C. § 12291(a)(30), which means engaging in a course of conduct directed at 

a specific person that would cause a reasonable person to— 

 

2.6.6.1. fear for his or her safety or the safety of others; or 

 

2.6.6.2. suffer substantial emotional distress. 

 

2.7. Supportive measures means non-disciplinary, non-punitive individualized services offered as appropriate, 

as reasonably available, and without fee or charge to the complainant or the respondent before or after the filing of a 

formal complaint or where no formal complaint has been filed.  Such measures are designed to restore or preserve 

equal access to the district’s education program or activity without unreasonably burdening the other party, including 

measures designed to protect the safety of all parties or the district’s educational environment, or deter sexual 

harassment.  Supportive measures may include counseling, extensions of deadlines or other course-related 

adjustments, modifications of work or class schedules, campus escort services, mutual restrictions on contact between 

the parties, changes in work or housing locations, leaves of absence, increased security and monitoring of certain areas 

of the campus, and other similar measures.  The district will maintain as confidential any supportive measures provided 

to the complainant or respondent, to the extent that maintaining such confidentiality would not impair the ability of 

the district to provide the supportive measures.  The Title IX Coordinator is responsible for coordinating the effective 

implementation of supportive measures. 

 

3. Discrimination Not Involving Sexual Harassment. 

 

3.1. General Prohibition.  Except as provided elsewhere in Title IX, 34 C.F.R. part 106, or this policy, no person 

shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination 

under any academic, extracurricular, research, occupational training, or other education program or activity operated 

by the district. 

 

3.2. Specific Prohibitions.  Except as provided elsewhere in Title IX, 34 C.F.R. part 106, or this policy, in 

providing any aid, benefit, or service to a student, the district will not on the basis of sex: 

 

3.2.1. Treat one person differently from another in determining whether such person satisfies any requirement or 

condition for the provision of such aid, benefit, or service; 

 

3.2.2. Provide different aid, benefits, or services or provide aid, benefits, or services in a different manner; 

 

3.2.3. Deny any person any such aid, benefit, or service; 

 

3.2.4. Subject any person to separate or different rules of behavior, sanctions, or other treatment; 

 

3.2.5. Apply any rule concerning the domicile or residence of a student or applicant; 

 

3.2.6. Aid or perpetuate discrimination against any person by providing significant assistance to any agency, 

organization, or person which discriminates on the basis of sex in providing any aid, benefit or service to students or 

employees; 

 

3.2.7. Otherwise limit any person in the enjoyment of any right, privilege, advantage, or opportunity. 

 

3.3. Complaint Procedure.  All complaints regarding any alleged discrimination on the basis of sex, including 

without limitation violations of this policy, 34 C.F.R. part 106, Title IX, Title VII, or other state or federal law—when 

the alleged discrimination does not arise from or relate to an allegation of sexual harassment as defined in subsection 

2.6 above—shall be addressed pursuant to the district’s general complaint procedure, Board Policy 2006.  
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4. Response to Sexual Harassment 

 

4.1. Reporting Sexual Harassment.  Any person who witnesses an act of unlawful sexual harassment is 

encouraged to report it to the District’s Title IX Coordinator.  No person will be retaliated against based on any report 

of suspected sexual harassment or retaliation.  Any District employee who receives a report of sexual harassment or 

has actual knowledge of sexual harassment must convey that information to the Title IX Coordinator as soon as 

reasonably practicable, but in no case later than the end of the following school day. 

 

4.2. General Response to Sexual Harassment.  When the district has actual knowledge of sexual harassment in 

its education program or activity against a person in the United States, the district will respond promptly in a manner 

that is not deliberately indifferent.  The district will be deemed to be deliberately indifferent only if its response to 

sexual harassment is clearly unreasonable in light of the known circumstances. For the purposes of this policy 

“education program or activity” includes locations, events, or circumstances over which the district exercised 

substantial control over both the respondent and the context in which the sexual harassment occurs.  The district’s 

response will treat complainants and respondents equitably by offering supportive measures as defined in subsection 

2.7 above to a complainant, and by following the grievance process described in section 5 below before the imposition 

of any disciplinary sanctions or other actions that are not supportive measures, against a respondent.  The Title IX 

Coordinator will promptly contact the complainant to discuss the availability of supportive measures, consider the 

complainant’s wishes with respect to supportive measures, inform the complainant of the availability of supportive 

measures with or without the filing of a formal complaint, and explain to the complainant the process for filing a 

formal complaint. 

 

4.3. Emergency Removal.  Nothing in this policy precludes the district from removing a respondent from the 

district’s education program or activity on an emergency basis, provided that the district undertakes an individualized 

safety and risk analysis, and determines that an immediate threat to the physical health or safety of any student or 

other individual arising from the allegations of sexual harassment justifies removal.  In the event that the district so 

removes a respondent on an emergency basis, then the district will provide the respondent with notice and an 

opportunity to challenge the decision immediately following the removal.  This provision may not be construed to 

modify any rights under the Individuals with Disabilities Education Act, Section 504 of the Rehabilitation Act of 

1973, or the Americans with Disabilities Act. 

 

4.4. Administrative Leave.  Nothing in this policy precludes the district from placing a non-student employee 

respondent on administrative leave during the pendency of a grievance process that complies with section 5 below.  

This provision may not be construed to modify any rights under Section 504 of the Rehabilitation Act of 1973 or the 

Americans with Disabilities Act. 

 

4.5. General Response Not Conditioned on Formal Complaint.  With or without a formal complaint, the 

district will comply with the obligations and procedures described in this section 4. 

 

5. Grievance Process for Formal Complaints of Sexual Harassment. 

 

5.1. General Requirements. 

 

5.1.1. Equitable Treatment.  The district will treat complainants and respondents equitably by providing remedies 

to a complainant where a determination of responsibility for sexual harassment has been made against the respondent, 

and by following the grievance process described in this section 5 before the imposition of any disciplinary sanctions 

or other actions that are not supportive measures against a respondent.  Remedies will be designed to restore or 

preserve equal access to the district’s education program or activity.  Remedies may include the same individualized 

services described in subsection 2.7 as “supportive measures”; however, remedies need not be non-disciplinary or 

non-punitive and need not avoid burdening the respondent. 

 

5.1.2. Objective Evaluation.  This grievance process requires an objective evaluation of all relevant evidence—

including both inculpatory and exculpatory evidence.  Credibility determinations may not be based on a person’s 

status as a complainant, respondent, or witness. 
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5.1.3. Absence of Conflicts of Interest or Bias.  The district will require that any individual designated by a 

recipient as a Title IX Coordinator, investigator, decision-maker, or any person designated by a recipient to facilitate 

an informal resolution process, not have a conflict of interest or bias for or against complainants or respondents 

generally or an individual complainant or respondent. 

 

5.1.4. Training.  The district will ensure that all individuals or entities described in this Training section 5.1.4 

receive training as provided below.  Any materials used to train these individuals will not rely on sex stereotypes and 

will promote impartial investigations and adjudications of formal complaints of sexual harassment. 

 

5.1.4.1. All District Employees and Board Members.  All district employees and board members will be trained 

on how to identify and report sexual harassment. 

 

5.1.4.2. Title IX Coordinators, Investigators, Decision-Makers, or Informal Resolution Facilitators.  The 

district will ensure that Title IX Coordinators, investigators, decision-makers, or any person designated by the district 

to facilitate an informal resolution process receive training on: 

 

5.1.4.2.1. The definition of sexual harassment in subsection 2.6; 

 

5.1.4.2.2. The scope of the district’s education program or activity; 

 

5.1.4.2.3. How to conduct an investigation and grievance process including hearings, appeals, and informal 

resolution processes, as applicable; and 

 

5.1.4.2.4. How to serve impartially, including by avoiding prejudgment of the facts at issue, conflicts of 

interest, and bias. 

 

5.1.4.3. Decision-Makers.  The district will ensure that decision-makers receive training on issues of relevance of 

questions and evidence, including when questions and evidence about the complainant’s sexual predisposition or prior 

sexual behavior are not relevant, as set forth in subsection 5.6. 

 

5.1.4.4. Investigators.  The district will also ensure that investigators receive training on issues of relevance to create 

an investigative report that fairly summarizes relevant evidence, as set forth in subsection 5.5.8.   

 

5.1.5. Presumption.  It is presumed that the respondent is not responsible for the alleged conduct until a 

determination regarding responsibility is made at the conclusion of the grievance process. 

 

5.1.6. Reasonably Prompt Time Frames.  This grievance process shall include reasonably prompt time frames 

for conclusion of the grievance process, including reasonably prompt time frames for filing and resolving appeals and 

informal resolution processes if the district offers informal resolution processes.  The process shall also allow for the 

temporary delay of the grievance process or the limited extension of time frames for good cause with written notice 

to the complainant and the respondent of the delay or extension and the reasons for the action.  Good cause may 

include considerations such as the absence of a party, a party’s advisor, or a witness; concurrent law enforcement 

activity; or the need for language assistance or accommodation of disabilities. 

 

5.1.7. Range of Possible Sanctions and Remedies.  Following a determination of responsibility, the district may 

impose disciplinary sanctions and remedies in conformance with this and the district's student discipline policy, and 

other state and federal laws. Depending upon the circumstances, these policies provide for disciplinary sanctions and 

remedies up to and including expulsion.  

 

5.1.8. Range of Supportive Measures.  The range of supportive measures available to complainants and 

respondents include those listed in subsection 2.7. 

 

5.1.9. Respect for Privileged Information.  The district will not require, allow, rely upon, or otherwise use 

questions or evidence that constitute, or seek disclosure of, information protected under a legally recognized privilege, 

unless the person holding such privilege has waived the privilege. 
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5.2. Notice of Allegations. 

 

5.2.1. Initial Notice.  Upon receipt of a formal complaint, the district will provide the following written notice to 

the parties who are known: 

 

5.2.1.1. A copy of this policy. 

 

5.2.1.2. Notice of the allegations of sexual harassment potentially constituting sexual harassment as defined in 

subsection 2.6, including sufficient details known at the time and with sufficient time to prepare a response before any 

initial interview.  Sufficient details include the identities of the parties involved in the incident, if known, the conduct 

allegedly constituting sexual harassment, and the date and location of the alleged incident, if known.  The written 

notice will include a statement that the respondent is presumed not responsible for the alleged conduct and that a 

determination regarding responsibility is made at the conclusion of the grievance process.  The written notice will 

inform the parties that they may have an advisor of their choice, who may be, but is not required to be, an attorney, 

under subsection 5.5.5, and may inspect and review evidence under subsection 5.5.5. The written notice will inform 

the parties of any provision in the district’s code of conduct that prohibits knowingly making false statements or 

knowingly submitting false information during the grievance process. 

 

5.2.2. Supplemental Notice.  If, in the course of an investigation, the district decides to investigate allegations 

about the complainant or respondent that are not included in the Initial Notice described above, the district will provide 

notice of the additional allegations to the parties whose identities are known. 

 

5.3. Dismissal of Formal Complaint. 

 

5.3.1. The district will investigate the allegations in a formal complaint. 

 

5.3.2. Mandatory Dismissals.  The district must dismiss a format complaint if the conduct alleged in the formal 

complaint: 

 

5.3.2.1. Would not constitute sexual harassment as defined in subsection 2.6 even if proved; 

 

5.3.2.2. Did not occur in the district’s education program or activity; or 

 

5.3.2.3. Did not occur against a person in the United States. 

 

5.3.3. Discretionary Dismissals.  The district may dismiss the formal complaint or any allegations therein, if at 

any time during the investigation or hearing: 

 

5.3.3.1. The complainant notifies the Title IX Coordinator in writing that the complainant would like to withdraw the 

formal complaint or any allegations therein; 

 

5.3.3.2. The respondent is no longer enrolled in or employed by the district; or 

 

5.3.3.3. Specific circumstances prevent the district from gathering evidence sufficient to reach a determination as to 

the formal complaint or allegations therein. 

 

5.3.4. Upon a dismissal required or permitted pursuant to subsections 5.3.2 or 5.3.3 above, the district will promptly 

send written notice of the dismissal and an explanation of that action simultaneously to the parties. 

 

5.3.5. Dismissal of a formal complaint under this policy does not preclude the district from taking action under 

another provision of the district’s code of conduct or pursuant to another district policy. 

 

5.4. Consolidation of Formal Complaints.  The district may consolidate formal complaints as to allegations of 

sexual harassment against more than one respondent, or by more than one complainant against one or more 

respondents, or by one party against the other party, where the allegations of sexual harassment arise out of the same 
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facts or circumstances.  Where a grievance process involves more than one complainant or more than one respondent, 

references in this policy to the singular “party,” “complainant,” or “respondent” include the plural, as applicable. 

 

5.5. Investigation of Formal Complaint.  When investigating a formal complaint and throughout the grievance 

process, the district will: 

 

5.5.1. Designate and authorize one or more persons (which need not be district employees) as investigator(s) to 

conduct the district’s investigation of a formal complaint; 

 

5.5.2. Ensure that the burden of proof and the burden of gathering evidence sufficient to reach a determination 

regarding responsibility rest on the district and not on the parties provided that the district cannot access, consider, 

disclose, or otherwise use a party’s records that are made or maintained by a physician, psychiatrist, psychologist, or 

other recognized professional or paraprofessional acting in the professional’s or paraprofessional’s capacity, or 

assisting in that capacity, and which are made and maintained in connection with the provision of treatment to the 

party, unless the district obtains that party’s voluntary, written consent to do so for a grievance process under this 

section (if a party is not an “eligible student,” as defined in 34 CFR 99.3, then the district will obtain the voluntary, 

written consent of a “parent,” as defined in 34 CFR 99.3); 

 

5.5.3. Provide an equal opportunity for the parties to present witnesses, including fact and expert witnesses, and 

other inculpatory and exculpatory evidence; 

 

5.5.4. Not restrict the ability of either party to discuss the allegations under investigation or to gather and present 

relevant evidence; 

 

5.5.5. Provide the parties with the same opportunities to have others present during any grievance proceeding, 

including the opportunity to be accompanied to any related meeting or proceeding by the advisor of their choice, who 

may be, but is not required to be, an attorney, and not limit the choice or presence of advisor for either the complainant 

or respondent in any meeting or grievance proceeding; however, the district may establish restrictions regarding the 

extent to which the advisor may participate in the proceedings, as long as the restrictions apply equally to both parties; 

 

5.5.6. Provide, to a party whose participation is invited or expected, written notice of the date, time, location, 

participants, and purpose of all hearings, investigative interviews, or other meetings, with sufficient time for the party 

to prepare to participate; 

 

5.5.7. Provide both parties an equal opportunity to inspect and review any evidence obtained as part of the 

investigation that is directly related to the allegations raised in a formal complaint, including the evidence upon which 

the district does not intend to rely in reaching a determination regarding responsibility and inculpatory or exculpatory 

evidence whether obtained from a party or other source, so that each party can meaningfully respond to the evidence 

prior to conclusion of the investigation.  Prior to completion of the investigative report, the district will send to each 

party and the party’s advisor, if any, the evidence subject to inspection and review in an electronic format or a hard 

copy, and the parties will have at least 10 calendar days to submit a written response, which the investigator will 

consider prior to completion of the investigative report; and  

 

5.5.8. Create an investigative report that fairly summarizes relevant evidence and, at least 10 calendar days prior to 

the time of determination regarding responsibility, send to each party and the party’s advisor, if any, the investigative 

report in an electronic format or a hard copy, for their review and written response. 

 

5.6. Exchange of Written Questions.  After the district has sent the investigative report to the parties pursuant 

to subsection 5.5.8, but before reaching a determination regarding responsibility, the decision-maker(s) will afford 

each party the opportunity to submit written, relevant questions that a party wants asked of any party or witness, 

provide each party with the answers, and allow for additional, limited follow-up questions from each party.  Questions 

and evidence about the complainant’s sexual predisposition or prior sexual behavior are not relevant, unless such 

questions and evidence about the complainant’s prior sexual behavior are offered to prove that someone other than 

the respondent committed the conduct alleged by the complainant, or if the questions and evidence concern specific 

incidents of the complainant’s prior sexual behavior with respect to the respondent and are offered to prove consent. 
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The decision-maker(s) will explain to the party proposing the questions any decision to exclude a question as not 

relevant. 

 

5.7. Determination Regarding Responsibility 

 

5.7.1. Decision-Maker(s).  The decision-maker(s) cannot be the same person as the Title IX Coordinator or the 

investigator(s). 

 

5.7.2. Written Determination.  The decision-maker(s) will issue a written determination regarding responsibility.  

To reach this determination, the decision-maker(s) will apply the preponderance of the evidence standard.  The written 

determination will include: 

 

5.7.2.1. Identification of the allegations potentially constituting sexual harassment as defined in subsection 2.6; 

 

5.7.2.2. A description of the procedural steps taken from the receipt of the formal complaint through the 

determination, including any notifications to the parties, interviews with parties and witnesses, site visits, methods 

used to gather other evidence, and hearings held; 

 

5.7.2.3. Findings of fact supporting the determination; 

 

5.7.2.4. Conclusions regarding the application of the district’s code of conduct to the facts; 

 

5.7.2.5. A statement of, and rationale for, the result as to each allegation, including a determination regarding 

responsibility, any disciplinary sanctions the district imposes on the respondent, and whether remedies designed to 

restore or preserve equal access to the district’s education program or activity will be provided by the district to the 

complainant; and 

 

5.7.2.6. The district’s procedures and permissible bases for the complainant and respondent to appeal. 

 

5.7.3. The district will provide the written determination to the parties simultaneously. The determination regarding 

responsibility becomes final either on the date that the district provides the parties with the written determination of 

the result of the appeal, if an appeal is filed, or if an appeal is not filed, the date on which an appeal would no longer 

be considered timely. 

 

5.7.4. The Title IX Coordinator is responsible for effective implementation of any remedies. 

 

5.8. Appeals.  The district will offer both parties the opportunity to appeal from a determination regarding 

responsibility, and from the district’s dismissal of a formal complaint or any allegations therein, on the grounds 

identified below. 

 

5.8.1. Time for Appeal.  Appeals may only be initiated by submitting a written Notice of Appeal to the Office of 

the Superintendent of Schools within ten (10) calendar days of the date of the respective written determination of 

responsibility or dismissal from which the appeal is taken.  The Notice of Appeal must include (a) the name of the 

party or parties making the appeal, (b) the determination, dismissal, or portion thereof being appealed, and (c) a concise 

statement of the specific grounds (from subsection 5.8.2 below) upon which the appeal is based.    A party’s failure to 

timely submit a Notice of Appeal will be deemed a waiver of the party’s right to appeal under this policy, 34 C.F.R. 

part, 106, and Title IX. 

 

5.8.2. Grounds for Appeal.  Appeals from a determination regarding responsibility, and from the district’s 

dismissal of a formal complaint or any allegations therein, are limited to the following grounds: 

 

5.8.2.1. Procedural irregularity that affected the outcome of the matter; 

 

5.8.2.2. New evidence that was not reasonably available at the time the determination regarding responsibility or 

dismissal was made, that could affect the outcome of the matter; and 
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5.8.2.3. The Title IX Coordinator, investigator(s), or decision-maker(s) had a conflict of interest or bias for or against 

complainants or respondents generally or the individual complainant or respondent that affected the outcome of the 

matter. 

 

5.8.3. As to all appeals, the district will: 

 

5.8.3.1. Notify the other party in writing when an appeal is filed and implement appeal procedures equally for both 

parties; 

 

5.8.3.2. Ensure that the decision-maker(s) for the appeal is not the same person as the decision-maker(s) that reached 

the determination regarding responsibility or dismissal, the investigator(s), or the Title IX Coordinator; 

 

5.8.3.3. Ensure that the decision-maker(s) for the appeal complies with the standards set forth in subsections 5.1.3–

5.1.4. 

 

5.8.3.4. Give both parties a reasonable, equal opportunity to submit a written statement in support of, or challenging, 

the outcome; 

 

5.8.3.5. Issue a written decision describing the result of the appeal and the rationale for the result; and 

 

5.8.3.6. Provide the written decision simultaneously to both parties. 

 

5.9. Informal Resolution.  The district will not require as a condition of enrollment or continuing enrollment, or 

employment or continuing employment, or enjoyment of any other right, waiver of the right to an investigation and 

adjudication of formal complaints of sexual harassment consistent with this section.  Similarly, the district will not 

require the parties to participate in an informal resolution process under this section and may not offer an informal 

resolution process unless a formal complaint is filed.  However, at any time prior to reaching a determination regarding 

responsibility the district may facilitate an informal resolution process, such as mediation, that does not involve a full 

investigation and adjudication, provided that the district: 

 

5.9.1. Provides to the parties a written notice disclosing: 

 

5.9.1.1. The allegations; 

 

5.9.1.2. The requirements of the informal resolution process including the circumstances under which it precludes 

the parties from resuming a formal complaint arising from the same allegations; 

 

5.9.1.3. That at any time prior to agreeing to a resolution, any party has the right to withdraw from the informal 

resolution process and resume the grievance process with respect to the formal complaint; and 

 

5.9.1.4. Any consequences resulting from participating in the informal resolution process, including the records that 

will be maintained or could be shared; 

 

5.9.2. Obtains the parties’ voluntary, written consent to the informal resolution process; and 

 

5.9.3. Does not offer or facilitate an informal resolution process to resolve allegations that an employee sexually 

harassed a student. 

 

5.10. Recordkeeping. 

 

5.10.1. The district will maintain for a period of seven years records of: 

 

5.10.1.1. Each sexual harassment investigation including any determination regarding responsibility, any disciplinary 

sanctions imposed on the respondent, and any remedies provided to the complainant designed to restore or preserve 

equal access to the district’s education program or activity; 

 



26 

 

5.10.1.2. Any appeal and the result therefrom; 

 

5.10.1.3. Any informal resolution and the result therefrom; and 

 

5.10.1.4. All materials used to train Title IX Coordinators, investigators, decision-makers, and any person who 

facilitates an informal resolution process.  The district will make these training materials publicly available on its 

website, or if the district does not maintain a website then the district will make these materials available upon request 

for inspection by members of the public. 

 

5.10.2. For each response required under section 4, the district will create, and maintain for a period of seven years, 

records of any actions, including any supportive measures, taken in response to a report or formal complaint of sexual 

harassment.  In each instance, the district will document the basis for its conclusion that its response was not 

deliberately indifferent, and document that it has taken measures designed to restore or preserve equal access to the 

district’s education program or activity.  If the district does not provide a complainant with supportive measures, then 

the district will document the reasons why such a response was not clearly unreasonable in light of the known 

circumstances.  The documentation of certain bases or measures does not limit the district in the future from providing 

additional explanations or detailing additional measures taken. 

 

6. Superintendent Authorized to Contract.  The board authorizes the Superintendent to contract for, 

designate, and appoint individuals to serve in the roles of the district’s investigator(s), decision-maker(s), informal 

resolution facilitator(s), or appellate decision-maker(s) as contemplated by this policy. 

 

7. Access to Classes and Schools. 

 

7.1. General Standard.  Except as provided in this section or otherwise in 34 C.F.R. part 106, the district will 

not provide or otherwise carry out any of its education programs or activities separately on the basis of sex, or require 

or refuse participation therein by any of its students on the basis of sex. 

 

7.1.1. Contact sports in physical education classes.  This section does not prohibit separation of students by sex 

within physical education classes or activities during participation in wrestling, boxing, rugby, ice hockey, football, 

basketball, and other sports the purpose or major activity of which involves bodily contact. 

 

7.1.2. Ability grouping in physical education classes.  This section does not prohibit grouping of students in 

physical education classes and activities by ability as assessed by objective standards of individual performance 

developed and applied without regard to sex. 

 

7.1.3. Human sexuality classes.  Classes or portions of classes that deal primarily with human sexuality may be 

conducted in separate sessions for boys and girls. 

 

7.1.4. Choruses.  The district may make requirements based on vocal range or quality that may result in a chorus 

or choruses of one or predominantly one sex. 

 

7.2. Classes and Extracurricular Activities.  The district may provide nonvocational single-sex classes or 

extracurricular activities as permitted by 34 C.F.R. part 106. 

 

8. Athletics.  It is the policy of the district that no person shall, on the basis of sex, be excluded from 

participation in, be denied the benefits of, be treated differently from another person or otherwise be discriminated 

against in any interscholastic, club, or intramural athletics offered by the district, and that the district will not provide 

any such athletics separately on such basis. 

 

8.1. Separate Teams.  Notwithstanding the foregoing paragraph, the district may operate or sponsor separate 

teams for members of each sex where selection for such teams is based upon competitive skill or the activity involved 

is a contact sport. 
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8.2. Equal opportunity. The district will provide equal athletic opportunity for members of both sexes.  Unequal 

aggregate expenditures for members of each sex or unequal expenditures for male and female teams will not constitute 

noncompliance with this section. 

 

9. Certain Different Treatment on the Basis of Sex Permitted.  Nothing herein shall be construed to prohibit 

the district from treating persons differently on the basis of sex as permitted by Title IX or 34 C.F.R. part 106.  For 

example, and without limiting the foregoing, the district may provide separate toilet, locker room, and shower facilities 

on the basis of sex, but such facilities provided for students of one sex shall be comparable to such facilities provided 

for students of the other sex. 

 

10. Retaliation Prohibited.  Neither the district nor any other person may intimidate, threaten, coerce, or 

discriminate against any individual for the purpose of interfering with any right or privilege secured by Title IX, 34 

C.F.R. part 106, or this policy, or because the individual has made a report or complaint, testified, assisted, or 

participated or refused to participate in any manner in an investigation, proceeding, or hearing under this policy.  The 

district will keep confidential the identity of any individual who has made a report or complaint of sex discrimination, 

including any individual who has made a report or filed a formal complaint of sexual harassment, any complainant, 

any individual who has been reported to be the perpetrator of sex discrimination, any respondent, and any witness, 

except as may be permitted by the FERPA statute, 20 U.S.C. § 1232g, or FERPA regulations, 34 C.F.R. part 99, or as 

required by law, or to carry out the purposes of 34 C.F.R. part 106, including the conduct of any investigation, hearing, 

or judicial proceeding arising thereunder.  Complaints alleging retaliation may be filed according to shall be addressed 

pursuant to Board Policy 2006 (Complaint Procedure). 

 

10.1. Specific Circumstances. 

 

10.1.1. The exercise of rights protected under the First Amendment does not constitute retaliation prohibited by this 

section. 

 

10.1.2. Charging an individual with a code of conduct violation for making a materially false statement in bad faith 

in the course of a grievance proceeding under this part does not constitute retaliation prohibited under this section, 

provided, however, that a determination regarding responsibility, alone, is not sufficient to conclude that any party 

made a materially false statement in bad faith. 

 

11. Notification of Policy.  The district will notify applicants for admission and employment, students, parents 

or legal guardians of students, employees, and all unions or professional organizations holding collective bargaining 

or professional agreements with the district of the existence of this policy.  The requirement to not discriminate, as 

stated in Title IX and 34 C.F.R. part 106, in the district’s education program(s) or activities extends to admission and 

employment, and inquiries about the application of Title IX and 34 C.F.R. part 106 to the district may be referred to 

the district’s Title IX Coordinator, the Assistant Secretary for Civil Rights of the United States Department of 

Education, or both. 

 

12. Publication of Policy.  The district will prominently display on its website, if any, and in each handbook that 

it makes available to applicants for admission and employment, students, parents or legal guardians of students, 

employees, and all unions or professional organizations holding collective bargaining or professional agreements with 

the district, the name or title, office address, electronic mail address, and telephone number of the employee or 

employees designated as the Title IX Coordinator(s). 

 

13. Application Outside the United States.  The requirements of this policy apply only to sex discrimination 

occurring against a person in the United States. 

 

14. Scope of Policy.  Nothing herein shall be construed to be more demanding or more constraining upon the 

district than the requirements of Title IX (20 U.S.C. § 1681) and 34 C.F.R. part 106.  To the extent that the district is 

in compliance with Title IX and 34 C.F.R. part 106, then all of the district’s obligations under this policy shall be 

deemed to be fulfilled and discharged. 
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	It is appropriate for educators to prepare students to do well on assessments. This is to be accomplished in a manner that assures the assessment accurately reflects the student’s knowledge, and not simply test preparation.
	i. Teach the Content.  Educators are to prepare students to do well on assessments by teaching the subject content. Educators are not to “teach to the test” by teaching based solely on the content of the assessment.  The content is to be taught to the...
	ii. Practice Tests. Educators are to prepare students by teaching test taking skills independent of the subject matter being assessed.  Educators are not to conduct reviews (drills) using earlier (no longer published) versions of the same test, using ...
	c. Conditions for Successful Assessments.
	i. Communications.  Educators are to communicate to students and parents when assessments will be administered, the purpose of the assessment and how the assessment results will be used.  Educators are to motivate students to do their best on assessme...
	ii. Climate. Educators are to have sufficient assessment materials available (e.g., No. 2 pencils, if needed).  The classroom is to be arranged to allow comfortable seating.  Distractions are to be eliminated.  Educators in nearby classrooms are to be...
	iii. Security. Educators are to monitor students while administering assessments to ensure students are complying with standards of academic integrity.  Students who violate standards of academic integrity are to be reported to the administration.
	d. Full Participation. Educators are to make efforts to have all eligible students take the assessments. The educator should develop a list of students who will be exempted from assessment and the reason for the exemption and submit the list for revie...
	e. Assistance During Assessments.
	i. Standardized Assessments. Educators are not to provide assistance to students while a standardized assessment is being administered except as provided for in a student’s 504 Plan or IEP.  This includes giving “hints,” giving extra time, reading the...
	ii. Coursework Assessments. For coursework assessments, students may be allowed access to instructional materials or mechanical aids only when all students being given the assessment are given the aids and use of the aids does not hinder the students ...
	f. Student Answers.  Assessments are to reflect the students’ work as submitted by the students. During the assessments, educators are to monitor students to make sure directions are being followed (e.g., students are using a No. 2 pencil on all “bubb...
	Violations of the rules and expectations set forth in this policy will be considered to be a breach of the District’s standard of ethics and may result in disciplinary consequences.  Educators are to report suspected violations of the expectation to t...
	STUDENT RECORDS AND REPORTS
	Teachers are responsible for recording necessary academic information in the cumulative records of each student in their homeroom. In the departmentalized grades, the teacher of a subject is to complete the cumulative record for that subject. Cumulat...
	Cumulative records for students at the High School are kept in the office.
	Special education records, speech therapy records, accident reports, and discipline reports are maintained separately from the academic file.
	Staff members are required to report to parents any significant change in a students’ work (raising or lowering of a letter grade).
	ACCIDENT REPORTS
	Many accidents occur each year. All accidents of a serious nature, as determined by the individual staff member must be reported to the principal, and an accident report completed. A copy of the report will be returned to the staff member(s) completi...
	HEALTH SERVICES
	All school personnel may administer first aid for many of the minor injuries. General first aid supplies will be kept in the office. If the injury appears to be serious, the student’s parents will be notified to determine the disposition of the student.
	PUBLIC RELATIONS
	School personnel are constantly in the public eye. Our actions both in and out of school cause the public to form opinions of our abilities.
	Good public relations are the responsibility of everyone associated with the school. Whenever it is possible, positive events or interesting happenings should be brought to the attention of the public. In addition, all teachers are encouraged to put ...
	Of course, most information about school is disseminated to the public through the students. School personnel should be aware of this in making sure that students understand why we must do certain things for the benefit of all students.
	ORDERING PROCEDURE
	ALL purchases must be approved by the superintendent. A purchase order, signed by the superintendent, is required for all purchases of supplies, textbooks, etc. Most of the textbooks and teaching supplies will have arrived by the opening of school. T...
	Requisitions for teaching supplies and textbooks for the coming school year will be due in the office as requested by the superintendent.
	LEAVE
	Leave of Absence—All leaves of absence (excluding personal, sick, professional, maternity and bereavement) must be requested in writing and presented to the Board of Education.
	Personal Leave—Each full-time employee at RCPS may have three days Personal Leave per year.  Such leave shall be arranged with the principal and/or superintendent.  Faculty members are asked to provide the administration with 2 weeks prior notice and ...
	Sick Leave—Employees shall be entitled to absence without loss of pay for personal illness or for illness or death in the immediate family for a period of ten days in any one-year.  The maximum certified staff can accumulate is 45 days.  The maximum c...
	No part of the sick leave shall be granted to employees or used by them for any other purpose.  The board reserves the right, in exceptional cases, to extend these provisions by a majority vote of the board.
	Professional Leave—Will be granted at the discretion of the principal according to the provisions found in the Policy Manual.
	Bereavement Leave—Will be granted by the principal or the Board of Education on an individual basis, determined by the circumstances. Personal leave may be used to attend funerals for which bereavement leave is not granted.
	Maternity Leave—The teacher must notify the principal as to pregnancy and request a leave of absence to begin at a mutually agreed upon time. The teacher will be allowed to use any unused personal leave, sick leave for the year, and accumulated sick l...
	GRIEVANCE PROCEDURE
	1. If the employee has a grievance he/she should first discuss the matter with his principal in an effort to resolve the problem.
	2. If the employee is not satisfied with the disposition of the grievance, he/she may file a written grievance with the  local Teacher's Association Professional Rights and Responsibilities Committee. (P.R.& R.)
	3. If the committee feels that the grievance warrant further consideration, a request for a hearing with the superintendent may involve, in addition to the employee, a representative from the P.R.& R. committee and the principal, in an effort to solve...
	4. If the superintendent is unable to resolve the problem or the employee is not  satisfied with the disposition of the problem, he/she may request, in writing, a hearing with the Board of Education. The board will agree to meet with the employee with...
	5. The board will set a time and place for the hearing. A representative of the P.R.& R. committee and the superintendent and/or principal may be invited to participate in the meeting if necessary. The board will render its decision, in writing, withi...
	6. If the employee chooses not to accept the decision of the Board of Education,  the two parties will be at impasse and the Fact Finding Process shall be initiated.
	7. Fact Finding Committee will consist of one member selected by the Board of Education, one member selected by the association, and a third by the two members. This Fact Finding Committee will hear and review matters relating to the dispute and shall...
	LESSON PLANS
	All teachers must have complete lesson plans on Planbook by the start of class for the week.
	FACULTY MEETINGS
	Faculty meetings will be held Wednesday morning following the regular monthly board meeting. All teachers are to attend faculty meetings, unless excused by the principal.
	ASSEMBLY PROGRAMS
	Students will be permitted to attend assembly programs at the high school when the principal and teachers determine that some or all students may benefit from the program. All classes will attend assembly programs unless the principal and/or the clas...
	In all cases with assembly programs, all teachers will supervise the students. One or two teachers or staff members will remain at the elementary school to supervise those students who do not attend assembly programs at the high school.
	PARTIES
	Classroom parties are to be kept to a minimum. Parties will be held throughout the school at Christmas time. The principal must approve parties on any other day.
	Student birthday parties will not be held; however, students wishing to bring treats for the class may do so, as long as treats are brought for every member of the class.
	FIELD TRIPS
	The superintendent or principal must approve all field trips. The teacher requesting the trip will be responsible for arranging transportation, places to tour, sponsors, and notifying the parents about the trip. Rules of the trip must be established ...
	CARE OF FACILITIES AND EQUIPMENT
	It is to the credit of the Rock County Public Schools staff that the buildings, grounds, and equipment are in good condition. All members of the staff must continue to impress upon the students the importance of respect for all school property, and t...
	Except in cases of unavoidable accidents, pupils are liable for all damages they do to school property, and the teachers are to report such damages to the principal or superintendent immediately. Whenever it is necessary to repair furniture or equipm...
	Textbooks are a valuable commodity, and teachers must impress upon the students the need for proper care of books. New hardcover books should be covered to extend the life of the books. At the end of the school year, teachers are to examine books, an...
	ESU SERVICES
	Rock County Public Schools takes advantage of many services from Educational Service Unit #17.
	1. The media library provides many kinds of audio-visual aids for classroom use. Ordering of media materials is accomplished through the school librarian.
	2. ESU #17 coordinates a cooperative purchasing program for school districts, and the Rock County Public Schools save money on equipment and supplies through this program.
	3. Other services available include speech therapy, health screenings, special education supervision and programs, psychological testing, and pre-school special education.
	MONEY
	Parents often wonder why students must bring money to school. In the lower grades, whenever it is necessary for the students to bring money to school, a note is to be sent home explaining the reason for the money and the amount needed.
	When teachers order books from book clubs for the students, this money is to be counted and balanced with the order. All inaccurate orders will be returned to the teacher.
	All checks, unless otherwise specified, are to be made out to the Rock County Public Schools.
	SCHOOL ACTIVITIES
	Staff members are encouraged to attend extracurricular activities, which are conducted according to school policy. Coaches are responsible for supervision of participants at practice, games, and to and from away games. The band and chorus instructors...
	If a student must be dismissed from an activity prior to its scheduled conclusion, the sponsor should contact the student’s parents prior to dismissing him/her.
	MAIL
	Mail will be distributed daily, unless something unforeseen develops. Teachers should check their mailboxes daily, and should also check the announcement board in the teacher workroom daily.
	FACULTY EMAILS
	Faculty emails will be utilized to disseminate pertinent information to staff without the need for faculty meetings.  All staff are responsible for checking email daily to keep apprised of the information being sent out.
	SMOKING
	To promote the health and safety of all students, staff and patrons, the use of all tobacco products in all school buildings, in all school vehicles, rented or owned, and at all school-sponsored functions, whether within the school facilities or else...
	Sanctions, which may be taken against an employee for non-compliance with this policy may be one or more of the following: A. An oral reprimand; B. A written reprimand to be placed in the personnel file; C. Suspension with pay; D. Suspension without ...
	PERSONAL BUSINESS
	Teachers are not to conduct personal business during school hours. If it is necessary to make appointments during school, permission may be obtained from the principal to leave school before 3:45.
	VISITORS
	Parents are encouraged to visit classrooms. All visitors must report to the school office before proceeding to their destination. Visitors will be given a: ”Visitor Badge”.  Students from other schools will not be allowed to visit the school unless t...
	Any teacher who has questions about a visitor or a visitor’s purpose should contact the principal to make sure the visitor has notified the principal of the purpose.
	SALESMEN
	All salesmen must report to the office and provide necessary identification. A salesman who wishes to contact a teacher must do so outside of regular school hours for teachers or during a teacher’s free period, if permission is given by the principal...
	SOCIAL MEDIA
	The use of personal social medias, during a teacher’s contract time, should not take place on school technology nor on the school’s internet access, unless permission is given by the principal for a specific situation.
	CELL PHONE USE
	Teachers’ cell phones are not to be used during classes.  The cell phone should be turned off or set to silent during the school day.  Teachers should not answer their cell phones during class.  If an emergency situation occurs, in which the cell pho...
	DISTRACTED DRIVING
	When transporting students the driver of the school vehicle is prohibited from using a mobile phone while the vehicle is moving.  Best practices say to turn off your mobile phone and place it out of your reach while driving.
	TELEPHONE CALLS
	The school telephone is a business phone. Teachers will not be called out of regular classes unless it is urgent. Long distance calls by teachers should be kept to a minimum.
	TEACHER PROFESSIONALISM
	If a teacher is aware of a classroom problem that another teacher is encountering, he/she should speak to the teacher having the difficulty and offer advice. If the problem persists, it should be presented to the principal. Remember that being a prof...
	PARENT NOTIFICATION OF SPECIAL EVENTS
	When a student is to participate in a school-sponsored activity outside of the regular school day, the school sponsor of the activity should notify the parents of the student at least one week prior to the activity.
	SEXUAL HARASSMENT
	Conduct of a sexual nature, when such conduct has the purpose or effect of unreasonably interfering with student academic performance, or creating an intimidating, hostile, offensive, or unsafe or unwholesome environment, is prohibited. Use of any el...
	PROFESSIONAL NEGOTIATIONS
	The Rock County Public School Board of Education will follow state law in negotiation procedures with employees.
	PROFESSIONAL GROWTH & PROFESSIONAL LEAVE
	School employees are encouraged to:
	1. Join educational associations whose programs are designed to improve the teacher's professional capabilities.
	2. Work toward advanced college degrees to improve their teaching capabilities.
	Professional leave must be approved by the administration.
	PROFESSIONAL GROWTH CREDIT
	The Board of Education recognizes the need for continued professional growth on the part of the certificated employees.  Nebraska Statute 79-12, 113 states [Every six years permanent certificated employees shall give evidence of professional growth. ...
	1.  Six semester hours of college credit.
	2.  Other professional activities. To determine the number of professional growth credits, the following guideline shall be followed: For every fifteen (15) hours of class preparation time spent on the activity, one (1) professional growth credit shal...
	Activities that will be accepted as professional growth include:
	a. Workshops
	b. Conventions
	c. Curriculum committees
	d. State Department committees (e.g., PPC, Chapter 1)
	e. Professional publications
	f. Educational travel
	g. Conferences on classroom instruction-related topics
	h. In-service programs
	i. Nebraska State Education Association convention, and other activities sponsored by the NSEA or other professional organizations, which are related to classroom instruction and approved by the superintendent.
	j. Visitations to other schools
	k. Serving as cooperating teacher (supervising a student teacher)
	l. Teaching adult education, college credit, or summer classes
	m. Other activities approved by the Superintendent
	At the request of the staff member, a review will be made of professional growth credits of each teacher for verification of permanent status. All professional growth credits obtained under the provisions of this policy, which are approved by the sup...
	The Board of Education delegates to the superintendent the authority to approve professional growth activities for professional growth credit, so long as compliance with this policy is maintained. The superintendent shall devise procedures and forms ...
	TEACHER EVALUATION
	The Principal/Superintendent shall evaluate all teachers at least once during the school year. Probationary teachers shall be evaluated at least once each semester, with a minimum of two total evaluations during the school year. All evaluations shall...
	TEACHER EVALUATION POLICY AND PROCEDURE
	(A)  The purposes of teacher evaluation at Rock County High School shall be:
	1. To improve the performance of teachers and thus raise the quality of  educational service to the students.
	2. To provide a basis for recommendations by the superintendent regarding the continued employment of teachers within the system.
	(B)  The policy, procedures, and forms concerning staff evaluation shall be developed by the superintendent with input from the teaching staff. The teacher input will be provided by a committee of the certified teaching staff. The board of education a...
	(C) Evaluation Schedule:
	Each probationary teacher will be evaluated at least two times per year and at least once each semester, following an observation. The two observations will be for at least the entire instructional period. At least one of the observations will be an a...
	Each tenured teacher will be evaluated at least one time per year following an observation.
	Each coach will be formally evaluated at least one time during the season of each sport they coach.
	(D)  Teacher Performance Improvement: If a teacher is evaluated as "Needs Improvement" or "Unsatisfactory" on the Teacher Evaluation Form, the teacher will be given written directions concerning method(s) to improve his/her performance and a time line...
	(E) Evaluator Training: The evaluator must possess a valid Nebraska Administrative Certificate.
	The evaluator is encouraged to attend the in-service provided by Educational Service Unit #17 concerning teacher evaluations. Also, the evaluator is encouraged to attend other professional classes, meetings, etc., concerning teacher evaluation.
	(F) Teacher Contracts: Any teacher who receives a rating of "Needs Improvement"  or "Unsatisfactory" in one or more areas on Teacher Evaluation Form is expected to remedy the observed deficiencies. If the teacher does not satisfactorily remedy the obs...
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	Title IX Policy
	It is the policy of the school district that no person shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subject to discrimination under any of the school district’s programs or activities.  The district i...

