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To provide an Accessible, Responsive Learning Environment for Excellence for all students
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PURPOSE and AUTHORITY

The following handbook is meant to serve as a reference source for you while you are employed by Arlee
School District. It may not answer every question which arises for you, but you are encouraged to consult
it when questions arise. With the exception of the administrative procedures, this handbook, with any
revisions, will reflect board policy each year. You are expected to comply with its provisions.

It is the expectation of the board of trustees that all staff members maintain the highest standards of ethical
and personal behavior. Please remember, all staff, but especially teachers, are expected to be positive role
models for all students.

SCHOOL PHILOSOPHY and MISSION STATEMENT

Arlee Schools #8J prides itself in its ongoing quest to provide the best possible education for its students.
At Arlee, all resources operate to fulfill this goal. As a staff member, you are expected to do the following
to assist in reaching that goal:

Believe all students can learn and be successful.

Provide every student with the opportunity, time and coaching necessary to be successful.
Maintain high expectations for your students and yourself.

Believe students are capable of making decisions for themselves and provide them the
opportunity to develop this capability.

Maintain a warm and caring, but orderly classroom environment.

Demonstrate flexibility, enthusiasm, and imagination.

Make yourself accessible to students outside the classroom during the school day.

Tailor your teaching to individual needs.

Make sure students understand how their learning today will benefit them now and in the
future.

Seek to discover new and better approaches to instruction.

Insure you have a strong grasp of your assigned subject area(s)

Ensure students are comfortable interacting with you.

Ensure you are a positive model for students to emulate.

Respect the worth and dignity of all students, regardless of their cultural, racial, or socio-
economic background and

Build every student's pride and confidence in himself/herself.

Treat students fairly and equitably.

Provide students with positive learning experiences and keep them productively on task.
Contribute positive ideas and solutions to improve educational opportunities.

Help build and maintain a safe and healthy environment for all.

VVVYYVY YVVVYY YV VYV

VVVYYVY

MISSION:
To provide an Accessible, Responsible, Learning Environment of Excellence for all
students.
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BENEFITS

In addition to your salary, the district provides several benefits: workers compensation insurance, social
security, heath insurance, unemployment and teachers' retirement. The costs of these benefits to the
school district are in excess of 25% of your gross salary. All of these benefits, except health insurance
and the flex-account, are required and set by law. Inadvertent errors in salaries or benefits may
occasionally occur. It is your responsibility to cross check your salary with the negotiated salary schedule
to insure correctness. Salary errors noted by employees must be brought to the attention of the district
within the current school year or the individual will forfeit his/her rights to redress. The District may in
like manner find errors which will be brought to the attention of the employee for reconciliation.

BOARD MEETINGS

The regular monthly meetings of the School Board are usually held on the second Tuesday of each month.
If an employee would like to address the trustees on any matter, he/she must notify the superintendent or
district clerk at least 48 hours in advance of the meeting (board members prefer five (5) days). At board
meetings, because of every individual's right of privacy, no complaints may be made about an individual
without proper notification of that individual. During the meetings, discussions about individuals may
only be made in open session if that individual agrees; otherwise any discussion must be held in closed
session. If more than one individual is involved ALL persons must agree to have discussion in open
session, otherwise the discussion must be held in closed session. Written minutes are the only official
record of the meeting (after they are approved by the trustees). From time to time, you may be requested
to explain or discuss your instructional program or provide other information to the trustees to keep them
informed about the programs within the school. You are encouraged to come to the board meetings to
describe instructional programs you feel are particularly effective or to praise the accomplishments of your
students.

CELL PHONES and COMMUNICATION DEVICES

Employees are strongly discouraged from using their personal cell phone during the school days. When
necessary, employees may use their personal cell phones and similar communication devices only during
non-instructional time. In no event shall an employee’s use of a cell phone interfere with the employee’s
job obligations and responsibilities. If such use is determined to have interfered with an employee’s
obligations and responsibilities, the employee may be disciplined in accordance with the terms of the
collective bargaining agreement and Board policies. Refer to Policy 5630 (Employees Use of Cellular
Phones and Other Electronic Devices).

CHAIN of AUTHORITY

The purpose of discussing the idea of chain of authority in this handbook is to help you to understand that
the board expects you to work with your principal if you have a suggestion or concern. If you and the
principal need additional help, then you should both go to the superintendent. If the superintendent is not
able to help you, then the matter will be placed on an agenda for consideration by the entire board of
trustees.

CHILD ABUSE

Reporting Procedure: Reporting is the most critical step in obtaining help for both the child and the
parent. Under Montana law, if any school staff member has reasonable cause to suspect that a child is
being abused or neglected, it remains that individual's obligation to insure that the situation is reported.
Reporting your concerns to the principal does not satisfy the reporting requirement. Where there is a
conflict between state law and a school's reporting procedures, state law prevails. Under Montana
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statutes, those individuals who are required to report and who fail to do so, may be held civilly liable for
damages to the injured child. Failure to report is also a misdemeanor, which could involve up to one year
in jail and an unlimited fine.

Reporting Information: School personnel shall report any suspected child abuse case promptly by phone
to one of the local Family Service’s offices. The telephone numbers are: Montana Centralized Intake
System: 1-866-820-5437, Lake County Sheriff’s office 883-7279, Tribal Social Services 1-800-823-8228,
Tribal Police 675-4700. The report required under 41-3-201(5), MCA shall contain:

1. The names and addresses of the child and his or her parent(s) or guardian(s) responsible for his
or her care;

2. To the extent known, the child's age, the nature and extent of the child's injuries, including any
evidence of previous injuries, child’s date of birth, names of other siblings, address and telephone
numbers;

3. Any other information that the maker of the report believes might be helpful in establishing the
cause of the injuries or showing the willful neglect and the identify of the person or persons
responsible; and

4. The basis which led the person reporting to believe that the child has suffered injury or injuries
or willful neglect.

5. The caller may be asked to clarify that the child involved is a Native American Child.

ACTIVITY FREE NIGHT

Normally, there should be no scheduling of school activities on Wednesday evenings. (NOTE: "evening"
is to be considered as beginning at 6:00 p.m.) This allows the students to participate in the youth activity
program of his/her choice.

CIVIL RIGHTS of STUDENTS and EMPLOYEES

Non-Discrimination Policy: It is the policy of the school district that no employee shall discriminate
against any student or other employee on the basis of sex, race, marital status, national origin, or
handicapping condition. For students this includes programs, facilities, textbooks, curriculum,
counseling, library services, discipline, and extracurricular activities, (for teachers this also includes the
negotiated agreement). (Policies 3200, 3210 and 5010) Specifically, on the basis of the above factors,
you may not:

1. be treated or treat others differently in aid, benefit, or service;

2. be subject to or subject others to different conditions or requirements;
3. be denied or deny services extended to others;

4. be subjected to or subject others to different rules or sanctions.

Harassment or Intimidation: In addition, under the Administrative Rules of Montana (ARM) 24.9.1003
Treatment of Students... (3) No student or school employee shall be subject to intimidation or harassment
by any other student or employee on school-owned property or at any school sponsored activity. This
includes sexual harassment and child abuse.

Students or employees, who believe they may have been harassed or intimidated or treated differently
because of sex, race, etc., should:
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Do not ignore it because it tends to get worse.

If you feel comfortable doing so, tell the person to stop. If not, report immediately.

If it does not stop, keep a record of events or instances of harassment that happen.

Report it to the principal or another administrator.

If the harassing continues after step # 4, tell the principal or other administrator. You may be
asked to file a written complaint. Complaint forms are in the school office.

6. See Arlee School Board Policy 3226- Hazing/Harassment /Intimidation/Bullying/Menacing.

9 s wN e

Consequences to the Perpetrator: After an investigation has proven the charges, the perpetrator will be
given a confidential hearing. If appropriate, he/she may be given the opportunity of stopping all offensive
behaviors. If a contract for appropriate behavior is signed and followed, no further disciplinary action
may be taken. If the contract is broken, the student or employee shall be subject to disciplinary action
including suspension, expulsion, or job dismissal.

COMMUNITY

Our community supports our schools. It does this both by the taxes community members pay, whether
federal or state, and by its interest and involvement directly in our schools. Each year one or more trustees
are elected and community members attend various activities put on at the school. Regardless, the schools
depend heavily upon our community.

Confederated Salish & Kootenai Tribes: The Arlee community is located on the reservation of the
Confederated Salish and Kootenai Tribes. As a result, the community has a responsibility to the Tribes to
meet special needs of Indian children. The school faculty must take into account and promote the unique
cultural characteristics of these community members. Arlee Schools have a wonderful advantage accorded
to only a few other schools in Montana or in the U.S.

Community Use of Facilities: One small way the district can show our appreciation to members of the
Arlee community is by making our facilities available whenever possible. At the same time we have an
obligation to protect equipment and the facilities for all patrons of the community. Whenever any person
or organization wants to use equipment or a part of the school facilities, the equipment or facility may be
checked out. They may do so in accordance with District Policy (4330F-FACILITIES USE
AGREEMENT).

COMPLAINTS AND GRIEVANCES

If you have a complaint, the Board expects you to attempt to resolve it at the lowest level, usually with
your Principal. Most routine problems will be able to be resolved by working with the Principal.
However, for certified staff, if you believe that the terms of the negotiated agreement have been violated,
you have protections under the negotiated agreement and you should discuss your concerns with your
union representative. You have the right under the labor agreement to file a grievance. Please read the
negotiated agreement for more information on this matter.

There is also a specific complaint procedure in District Policy, (1700 — UNIFORM COMPLAINT
PROCEDURE). A copy of District policies is on file in each school library, the District Administration
Building, and on the District’s internet site under Departments, School Board, Policies. If
parents/guardians desire to lodge a complaint against a staff member, they may get a copy of this policy
from each school secretary. Parents/guardians who have a complaint are expected to work to resolve their
concern first with the staff member directly.
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COMPUTERS

Staff members are provided with a computer for their educational professional duties. You are
encouraged to use this tool to improve the quality of your instruction. The school is networked and the
ability to send information between staff has been increased. Please use the system to enhance your
effectiveness and to help your students achieve the District’s instructional goals. If you don’t know how
to use a program or have a problem with your computer which requires attention, please contact your
building principal. Students and staff are not to play games on District computers.

Policy 5450 Employee Electronic Mail and On-Line Service Usage
Electronic mail (“e-mail™) is an electronic message that is transmitted between two (2) or more computers
or electronic terminals, whether or not the message is converted to hard-copy format after receipt, and
whether or not he message is viewed upon transmission or stored for later retrieval. E-mail includes all
electronic messages that are transmitted through a local, regional, or global computer network. is defined
as a communications tool whereby electronic messages are prepared, sent, and retrieved on personal
compulters.

Because of the unique nature of e-mail/Internet, and because of the District’s desire to protect its interest
with regard to its electronic records, the following rules have been established to address e-mail/Internet
usage by all employees:

The District e-mail and Internet systems are owned by the District and are intended to be used for
educational purposes only. While occasional personal use is allowed, employees should have no
expectation of privacy when using the electronic mail or Internet systems for any purpose.

Users of District e-mail and Internet systems are responsible for their appropriate use. All illegal and
improper uses of the e-mail and Internet system, including but not limited to extreme network etiquette
violations including mail that degrades or demeans other individuals, pornography, obscenity, harassment,
solicitation, gambling, and violating copyright or intellectual property rights, are prohibited. Abuse of the
e-mail or Internet systems through excessive personal use, or use in violation of the law or District
policies, will result in disciplinary action, up to and including termination of employment.

All e-mail/Internet records are considered District records and should be transmitted only to individuals
who have a need to receive them. If the sender of an e-mail or Internet message does not intend for the e-
mail or Internet message to be forwarded, the sender should clearly mark the message “Do Not Forward.”

In order to keep District e-mail and Internet systems secure, users may not leave the terminal “signed on”
when unattended and may not leave their password available in an obvious place near the terminal or
share their password with anyone except the system administrator. The District reserves the right to
bypass individual passwords at any time and to monitor the use of such systems by employees.

Additionally, District records and e-mail/Internet records are subject to disclosure to law enforcement or
government officials or to other third parties through subpoena or other process. Consequently, the
District retains the right to access stored records in cases where there is reasonable cause to expect
wrongdoing or misuse of the system and to review, store, and disclose all information sent over the
District e-mail systems for any legally permissible reason, including but not limited to determining
whether the information is a public record, whether it contains information discoverable in litigation, and
to access District information in the employee’s absence. Employee e-mail/Internet messages may not
necessarily reflect the views of the District.
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Except as provided herein, District employees are prohibited from accessing another employee’s e-mail
without the expressed consent of the employee. All District employees should be aware that e-mail
messages can be retrieved, even if they have been deleted, and that statements made in e-mail
communications can form the basis of various legal claims against the individual author or the District.

E-mail sent or received by the District or the District’s employees may be considered a public record
subject to public disclosure or inspection. All District e-mail and Internet communications may be
monitored.

An individual User Release form must be filed with the District.

CONFIDENTIALITY

Confidentiality is a critical component of your professionalism. Students may disclose information about
themselves or their families which is highly sensitive. Do not discuss information about students which
will break confidentiality. Guidelines you are expected to follow are shown below:

e Discuss information only with persons, who are authorized to know it, (basically this means
other appropriate school employees only).

e Discuss information only with persons who have a need to know the information. (This means
only with staff who have a need to know about that student to carry out their professional
duties and responsibilities).

e Discuss information in a secure location where it cannot be overheard.

Please see the administrative procedure in Appendix B on confidentiality for more information.

DEATH and OTHER SIGNIFICANT EMOTIONAL EVENTS

A sudden and unforeseen death in the school population, whether it is a student or school employee, can
be very traumatic. Our goal will be to get the school back to normal as soon as possible, while respecting
the rights of the family (ies) involved and being sensitive to their needs. The school's response to a
tragedy or significant emotional event seeks to accomplish several goals. Included are the following:

e Efforts should be directed toward individual and collective grief resolution.

e Attention should be given to reducing the risk of additional traumatic loss (e.g., suicide,
retaliation for a murder, etc.)

e High priority should be given by school staff to rebuilding a sense of community following a
disaster.

e The school should resume normal activities as soon as possible after the disaster, while
maintaining an appropriate follow-up program which reduces potential risks to students and
staff.

An automated phone messaging system will be used to notify you of a tragedy or other emergencies. A
staff meeting will be held as soon as possible, likely before the start of the next day's classes. The
building principals, the superintendent, the counselors, and the school health official will meet as soon as
possible to plan follow up actions. One person will be appointed as the sole media spokesperson, usually
a principal or the superintendent.
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DRUG or ALCOHOL USE or POSSESSION

District Employees: It is the responsibility of the faculty and other staff to set the highest examples of
behavior. The inappropriate or illegal use of drugs or alcohol is discussed in District Policy 5226. Please
refer to that policy.

Tobacco Free: The campuses of the Arlee School District #8J are smoke-free and tobacco free. Asa
result, smoking or tobacco use on campus is not permitted. Employees or students who disregard this will
be liable for disciplinary action.

EMERGENCIES

Emergencies may occur at any time. For that reason, you must be prepared to assist your students to travel
to a safe and secure location in an appropriate manner. In the event of a crisis, please follow the directions
in the Emergency Procedure Manual, aka Lockdown Procedures.

If the school must be closed for any emergency, such as weather or road conditions, you will be notified
through the automated phone messaging system. If you change your telephone number please notify the
school. The closure information will also be broadcast over local radio stations. (KYSS, 94.9FM; KLCY,
930AM; KUFM, 89.1FM; KERR, 750AM; KQ92, 92.3FM)

EMPLOYEE DISCIPLINE PROCEDURE:

In general, the steps in employee discipline procedure are: An employee will first receive a verbal
reprimand; if the infraction occurs again the employee will receive a written reprimand; the third
occurrence will incur a written reprimand with unpaid leave; and the fourth occurrence will be addressed
with a recommendation for termination. However, the superintendent or the Board may choose to repeat
any step(s) or jump to a higher step depending on the situation. An employee has the right to appeal the
disciplinary action to the next higher level of authority up to and including the School Board.

In Arlee School District #8J employees are expected to follow the direction and/or requests of their
immediate supervisor. Failure to follow the directions and/or requests of a person in authority may be
considered as insubordination. The employee’s refusal to perform an assignment by may be an oral
rejection or simply non-compliance with a legitimate directive or request. If an employee is not sure what
is expected, he/she should ask questions to clarify the situation before choosing not to comply. In general,
to prevent a charge of insubordination from being brought, an employee should fulfill the request and
resolve any conflict later. However, if an employee believes the request will result in personal injury or
injury to others, clearly state the concern to the person giving the directions. If an employee chooses not
to comply, the burden of proving he/she could not or should not have complied falls on the employee.
Final termination can only be done by a majority vote of the Trustees at a legal meeting of the School
Board.

EVALUATION

Employees are to be evaluated on the effectiveness of their job performances as defined in job
descriptions. Certified staff are evaluated based on the procedures established in the CBA. Classified
staff are evaluated on a regular basis by their immediate supervisors. All new employees, or current
employees working in new positions, will be evaluated at the end of the six-month probationary period.
The District will develop the evaluation tools for all staff.
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HAZARDS

One of the most important responsibilities each of us has, as district employees, is to look for and
eliminate safety hazards. If you see anything which you believe might be a hazard, please take the time to
report it to your principal and also write up a maintenance request.

HEALTH

The goal of the District is to have healthy, satisfied employees who are ready, willing and able to perform
their assigned duties and responsibilities in support of educating the youth of Arlee. A priority for the
District is the health, welfare and safety for all staff, students and clients.

Accident or Injury: There is only one way to do any job - THE SAFE WAY! However, occasionally
accidents or injuries may happen. If an employee is injured while working for the District, the injury
should be reported to the supervisor immediately to complete the proper forms. Medical attention, if
needed, will be pursued to insure workers’ compensation insurance benefits. Again, if an employee is
injured while working for the School District, the injury should be reported to the supervisor
immediately and the employee will fill out the worker’s compensation form with the District Clerk
or Assistant Clerk. Failure to report an injury may result in a loss of benefits.

Iliness: If an employee is too sick to come to work, it is his/her responsibility to notify the
supervisor/designee as soon as possible. This will enable the supervisor/designee the opportunity to find
the most suitable substitute. Medical leave under state law is available and possibly unpaid Family
Medical Leave as provided under federal law. Long-term medical conditions are special situations where
the employee and his/her doctor are expected to keep the District informed. If an employee is returning to
work after a long illness, a statement of fitness for work signed by the doctor will be required before the
employee starts working again. Employees absent for five or more consecutive days due to illness will be
required to provide documentation from their health provider as to why they were unable to attend work.

Alcohol and/or Drugs: Our goal in this district is to have a safe work environment for all students and
employees. Individuals who work under the influence of alcohol or drugs detract from that goal and put
other persons at risk. The possession or use of illegal drugs/alcohol or the abuse of prescription drugs will
be considered as grounds for termination of employment with the District per Policy 5226.

Tobacco Free: The campuses of the Arlee School District #8J are smoke-free and tobacco free, per Policy
8225. As a result, smoking or tobacco use on campus is not permitted. Employees who disregard this
will be liable for disciplinary action.

Health Examination: Should the District or its designee determine a health examination is needed by an
employee, the employee agrees as a condition of his/her employment to submit to such examination, so
long as the District bears the cost of the examination and any transportation or related expenses. Should
the employee decline to have the examination, such refusal shall be a de facto resignation. Employees in
safety sensitive positions are required to submit to pre-employment and random drug testing.

KEYS/BADGES

Keys/badges are checked out to you to allow you to work at the school when you would like. However,
you are responsible for your keys/badges and for securing your classroom/area and the building if you
leave after regular school hours. Please make sure all your classroom/area windows are closed and locked
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before you leave. You may check your keys in at the end of the year or keep them over the summer. A
Medeco Key Contract will need to be on file at the Business Office for each set of keys that are
checked out to you. Please see the section on SECURITY.

LEAVE

There are various types of leave available to employees. Some are mandated by law (holidays, sick leave,
Family Medical Leave Act [FMLA], jury duty, military leave, and vacation). Others are provided
voluntarily by the District, (personal and emergency/bereavement leave) and/or through a collective
bargaining agreement. Each type is discussed below. Before a known absence or upon returning from an
unexpected one, submit the leave request in iVisions Employee Self Service Web Portal, using your
assigned login, for approval of any leave type to be used for the days that were missed.

Holidays: Certified staff work according to the school calendar adopted by the Board. Classified staff
members work according to the schedules prepared by supervisors. Holidays are days for which
employees are paid by the School District, but during which they do NOT work. Employees of this
District do not work on the following holidays, unless an emergency situation exists. (Example:
malfunctioning boiler...engineer required on duty.) Should an employee be called in on a holiday that
lands on a weekend they will be paid for the hours worked that day, if the hours are less than four they
will be compensated up to four hours of holiday leave on the designated day of observed for the holiday.
Employees are only entitled to holiday pay if they are under contract during the time of the holiday.

[1] New Year's Day (January 1)

[2] Martin Luther King Day (third Monday in January)

[4] Memorial Day (last Monday in May)

[5] Independence Day (July 4)

[6] Labor Day (first Monday in September)

[7] Thanksgiving Day (fourth Thursday in November)

[8] Christmas Day (December 25th)

[9] State and national election days when school building is used as a polling place and school activities would
interfere with the election process at the polling place. When these holidays fall on Saturday or Sunday, the
preceding Friday or the succeeding Monday shall not be a school holiday.

Sick or Medical Leave: Sick leave is a privilege accorded to employees under either the collective
bargaining agreement or state law. Protect this benefit; do not abuse sick leave.

Vacation Leave (also referred to as Annual Leave): Only classified staff members are eligible for
vacation leave. The rate of vacation or annual leave is set by Montana law. The number of days is based
upon the number of years an employee has worked for a state governmental agency. The lowest amount is
15 work days for the first ten years of employment. The maximum is 24 work days for those employees
who have worked 20 or more years. This rate is based upon a full work year of 2,080 hours. If an
employee works fewer hours, his/her vacation leave will be prorated. Montana law states, “However,
employees are not entitled to any vacation leave with pay until they have been continuously employed for
a period of 6 calendar months.” [2-18-611, & -612, MCA.] Vacations are granted while school is in
session only with the approval of the employee’s supervisor. Vacation leave may be used as sick leave
only with the permission of the employer. [2-18-615, MCA.] The maximum accumulation of vacation
leave is set by law and is limited to two times the number of days earned annually. This statute also
provides for payment of unused leave. [2-18-617, MCA.]
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Jury Duty, Military Leave, and Leave for Persons Holding Public Office: Leave to perform civic
responsibilities is non-chargeable to other types of leave.

[1] Jury duty or being called as a witness will be considered as “other duties as assigned”. Unless an
employee takes annual leave during the time of service, he/she is required to pay the School District any fees
earned, not including travel or food allowances paid by the court. [2-18-619, MCA.]

[2] Under Montana law, active duty service with the military will be considered as service with the School
District. Under federal law an employee has certain rights under the Soldiers and Sailors Relief Act. Should
this category apply, the employee shall notify the superintendent immediately and be ready to supply a copy
of his/her official orders. [2-18-614, MCA.]

[3] Montana law states, “Employers of employees elected or appointed to a public office in the city, county
or state shall grant such employees leaves of absence, not to exceed 180 days per year, while they are
performing public service.” Other information, rights and benefits are contained in the law. [2-18-620,
MCA ]

Personal Leave: Certified staff members are provided leave pursuant to the terms of the current CBA.
Classified staff members are entitled to up to two days of paid leave per year for personal reasons. The
granting of this leave is contingent only on being able to find a substitute, if required. This leave may not
be accumulated, and will not be paid out if not used.

Emergency/Bereavement Leave: Certified staff members are provided leave pursuant to the terms of the
current CBA. Leave for classified staff members will be granted for emergencies or bereavement for up
to five days per year. This leave will be deducted from the employee’s available medical leave.

Leave Requests: For all leaves of absence whether paid or unpaid, classified employees are required to
submit the