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2010-2011 School District of Green Lake

Staff Handbook
Intent:

It is the intent of this manual to assist staff with the various policies and procedures of the Green Lake School District.  This manual is not intended to supercede the collective bargaining agreement.  Any conflict between this manual and the collective bargaining agreement shall be resolved in favor of the bargaining agreement.
Mission Statement:

The Green Lake School District in partnership with the community commits to an education of excellence by creating a safe environment that encourages mutual respect, enthusiasm for learning through personal attention and integrated, challenging curriculum so that students can reach their full potential as positive members of our community and the world beyond the classroom.

Vision:
The vision of the School District of Green Lake is…

· “An Environment of Excellence
· “Trustworthiness, Respect, Fairness, Caring, Citizenship, Responsibility

Public Notice of Non-Discrimination Policy
It is the policy of the School District of Green Lake that no person may be denied participation in, be denied the benefits of, or be discriminated against in any curricular, extracurricular, pupil service, recreational, or other program or activity because of the person’s sex, race, national origin, ancestry, creed, pregnancy, or learning disability or handicap as required by s.118.13 of the Wisconsin Statutes.  This policy also prohibits discrimination as defined by Title IX of the Education Amendments of 1972 (sex), Title VI of the Civil Rights Act of 1964 (race and national origin), and Section 504 Rehabilitation Act of 1973.
The district encourages informal resolution of complaints under this policy.  A formal complaint resolution procedure is available, however, to address allegations of violations of the policy in the School District of Green Lake.

Any questions concerning Wisconsin Statute 118.13 or Title IX of the Education Amendments of 1972, which prohibits discrimination on the basis of sex, should be directed to:

Mary Allen, Principal
            School District of Green Lake

Green Lake, WI 54941

(920) 294-6411



Inquiries related to Section 504 of the Rehabilitation Act of 1973, which prohibits discrimination on the basis of handicap, should be directed to:

Kenneth L. Bates, District Administrator
School District of Green Lake

Green Lake, WI 54941

(920)294-6411

Publications of the School District
Teachers are required to be knowledgeable of:
1. 
District Teacher Handbook

2.
Negotiated Agreement

3. 
Weekly Teacher Bulletin

4.
Student handbooks associated with their grade level(s): 

-4K-6 Parent/Student Handbook

-7-12
Parent/Student Handbook

5. 
Memos from the Principal

6. 
Memos from the District Administrator

7. 
Board policies and procedures

8. 
Building letters to the parents

9.
Emergency procedures for the building including but not limited to:

-early school closings

-fire alarms

-weather warnings

-bomb threats

-child injury
10.
Blood borne pathogens plan
11.
Co curricular Activity Guidelines
In addition, teachers are encouraged to stay current in their reading of general professional journals, school district board minutes, and professional literature in their own area(s) of assignment.

Absence- Staff
It is the responsibility of the teacher to contact the school administrative assistant when they are unable to teach.  This should be done before 6:00 a.m., if possible.  The teacher should give any information available as to the length of time that he/she may be away from his/her duties and such information which may be helpful to the substitute. 
During the day, if you are in need of a substitute due to illness or an emergency contact the school administrative assistant.  
Every teacher should have a completed substitute folder containing a current seating chart, lesson plan information, and a completed Substitute Information Sheet (see forms section).  If possible, the teacher should contact the school administrative assistant before 3:00 p.m. on the day prior to his/her return.  Teachers may request a specific substitute, but are not to arrange for their own substitutes.  
In the event a teacher cannot report for work for reasons other than illness (including personal day or a class field trip); the teacher should request permission as far in advance as possible using a Leave Request Form, found on  Link for Learning.  Teachers may request a specific substitute teacher (providing the sub is on our list).  The office will make attempts to hire that teacher but in the event that the sub is not available, will find a suitable replacement.  
Teachers who may only be missing one or two periods during a day may be replaced with another staff member.
Abuse/Neglect
Teachers, counselors, and administrators are required by law to report all cases of suspected child abuse/neglect to the local social services agency.  In the School District of Green Lake these staff members should call Green Lake Human Services (294-4070) when there is a “reasonable cause to suspect” abuse/neglect.  These staff members should then follow up the call by completing the district reporting form.  The original should be sent to Green Lake Human Services and a copy should be given to the building administrator.  

Unless there is eminent danger, Human Services has five days to act on the report and sixty days to give you a response regarding the disposition of the case.   The names of those who make reports to Human Services are kept confidential.  Failure to report a case of abuse/neglect is punishable by fines or jail or both and the loss of your license.

Definitions of Suspected Child Maltreatment

Report of abuse or neglect should be based on having reasonable cause to suspect that it has occurred.  A primary school responsibility is to report the facts of the suspected child maltreatment.  Responsibility to investigate and substantiate all reports of suspected child maltreatment lies with Green Lake County Department of Social Services Child Protection Intake Unit.  Abuse and neglect are defined by state law, apply across all cultures, and include the following:

1. Physical Abuse
Physical injury was inflicted on the child by other than accidental means.  Physical injury to the child included but was not limited to lacerations, fractured bones, burns, internal injuries, severe or frequent bruising or great bodily harm (Wisc. Stats. 48.981 (19) (a) 1. (e).

2. Neglect
Failure, refusal or inability on the part of the parent, guardian, legal custodian or other person exercising temporary or permanent control over the child, for reasons other than poverty, to provide necessary care, food, clothing, medical or dental care or shelter so as to seriously endanger the physical health of the child (Wisc. Stats. 48.981 (1)(d)).

3. Sexual Abuse
Sexual intercourse or sexual contact with a child (Wisc. Stats. 48.981(1) (a) 2.).  Exposing a child to harmful materials (Wisc. Stats. 948.11). Soliciting a child for prostitution (Wisc. Stats. 948.08). Sexual exploitation of a child (Wisc. Stats. 948.05). Knowledge of sexual intercourse or sexual contact occurring between minors is not considered as privileged information to be withheld from the notification process.  This is to be reported regardless of the ages of the minors involved.  Green Lake County Child Protection Intake will review the information and determine a course of action on a case-by-case basis.

4. Emotional Damage
Harm to the child’s psychological or intellectual functioning which is exhibited by severe anxiety, depression, withdrawal, or outward aggressive behavior, or a combination of those behaviors, which is caused by the child’s parent, guardian, or legal custodian or other person exercising temporary or permanent control over the child and for which the child’s parent, guardian, or legal custodian has failed to obtain the treatment necessary to remedy the harm.  (Wisc. Stats. 48.981(1) (cm)).

5. Threatened Harm
Any school personnel having reasonable cause to believe that a child seen in the course of professional duties has been threatened with abuse or neglect and that abuse or neglect of the child will occur (Wisc.  Stats. 48.981(2)).

Questions and Answers Regarding Mandatory Reporting

What must be reported?  The law requires that mandated reporters that have seen a child, in the course of conducting their professional duties, or have a reasonable suspicion that abuse or neglect has occurred, or will occur file a report.  A report is not a determination of abuse or neglect.  It is up to the county department of social services to make an assessment and determine what action is appropriate to protect the child.

Who must report suspected child abuse and/or neglect?  In addition to many categories of non-school personnel, Wisconsin statutes require that teachers, physical therapists, social workers, psychologists, nurses, occupational therapists, counselors, speech therapists, and administrators report abuse and neglect.

When should a report of suspected child abuse or neglect be made?  A report should be made as soon as the mandated reported has a reasonable suspicion of the possibility of child abuse or neglect.  It is important that there be no delay in making a report to the county department.  Based on the information they receive, that department will determine how urgent the circumstances are and how quickly they must respond.

What protections are given reporters for their actions?  Any person making a report in good faith is granted immunity from civil or criminal liability.  In the event of a lawsuit, it is unlikely that they would be successfully sued as long as the report was made in good faith because of this protection.  State law requires that the school district defend, or pay the cost of the defense, in any lawsuit against a mandated reporter who is an employee and acting within the scope of his or her employment.

Is there a legal sanction to a mandated reporter for not reporting?  The law provides that a mandated reporter may be fined not more than $1,000.00 or imprisoned not more than six months, or both.

Is it necessary for a mandatory reporter to be absolutely certain that abuse or neglect is occurring before making a report?  No.  The law only requires a reasonable suspicion that abuse or neglect has occurred or a reasonable belief that it will occur.  It is the role of the child protection agency to assess the situation and to determine the facts.   Mandated reporters should not conduct any investigation on their own.

Where are reports of suspected abuse or neglect made?  Individuals who suspect that child abuse or neglect exists are required by law to report that suspicion to either the county social service department or the local law enforcement agency.  No other agency, public or private, is legally designated to receive, or act on, a report of child abuse or neglect.

Reporting suspicions to an administrator or another staff member does not absolve the individual from the responsibility of reporting to the appropriate child protective agency.  No administrator or other school district staff member may counsel an individual against or prevent an individual who suspects abuse or neglect from making a report.

Can a mandatory reporter ask another person to make the report?  An individual who requests that another staff person or an administrator make a report of suspected child abuse or neglect is not absolved from the legal responsibility of making the report.  If the other staff person fails to make the report, the individual with first knowledge remains legally responsible for the consequences of not reporting.

What information should be given to the child protection agency?  1.  The reporter’s phone number, position, relationship to the child, and the school phone number; 2.  Child’s name, address, age; 3.  Child’s parents’ names, address, work place(s), names and ages of siblings; and, 4.  Description of suspected child abuse and neglect, statements of the child, statements allegedly made by the child to others, and any surrounding circumstances and conditions in the home of which the reporter is aware.

If the child protection worker conducts interviews with the child or the reporter at the school, may anyone be with them during the interview?  When the student is interviewed, the decision to have someone present is up to the child and the child protection worker.  If the child wishes, and the child protection worker concurs, another person may be present in the interview to provide support to the student.

What obligation does the mandated reporter have to protect the confidentiality of information gained through being a part of the child’s interview?  Any information that is a part of the child abuse or neglect report and records is confidential and may not be revealed by any person involved in the investigation to any other person not also involved in the investigation, with certain statutory exceptions.  Generally, information shared with the child protection worker may not be shared with any other person not involved in the investigation.

What right does the reporter have to know the outcome of the investigation?  The child protection agency may not share details of the investigation with anyone but must inform the mandated reporter of what action was taken, if any, to protect the health and welfare of the child.  If another incident of suspected abuse or neglect occurs, it is important to report the situation once again regardless of the outcome of the first report investigation.



Why doesn’t the child protection agency remove the child then do the investigation?  Most reports of child maltreatment do not result in a finding that the child is unsafe.  The child can often be kept safely in his or her own home with appropriate supportive services.  Removal of a child is done only when absolutely necessary to protect the child and, in emergency situations, may only be done with a court order.
Accident Report-Student

All student injuries must be reported to the school health room aide.  Parents will be contacted if a serious injury or head injury has occurred and be sure that the correct paperwork and documentation is completed.  This includes any injury involving extra curricular activities
Accident Report-Staff

Whenever staff suffers an injury on school property or while on a fieldtrip regardless of how minor the injury may be, you must fill out an Employee Accident report form and return it to the Accounts Manager within twenty four hours of the incident.  These are requirements of Wisconsin Workman’s Compensation.
Attendance- Student
Elementary teachers are expected to take attendance twice a day.  Attendance is computerized and should be entered by 8:10 in the morning and by 12:45 in the afternoon.  When an elementary student is absent it is the responsibility of the teacher to forward the note explaining the absence to the office. 

High school teachers should complete their computerized attendance each class period.  First hour attendance should be entered within the first 15 minutes of class.  Attendance should be entered for each period.
Blood Borne Pathogens
All staff must complete Blood Borne Pathogen training.  A complete plan for handling Blood Borne Pathogens is available in the office.  In general, teachers should avoid contact with blood, vomit, or other bodily fluids without proper protection (gloves).  Problems found on the floors in the classroom or hallway should be handled by janitorial staff and students with these fluids on them should be sent to the health aide’s office for care.
Bomb Threats -  See Incident Response Plan
The safety of students and staff are always of greatest concern.  However, many schools are plagued with bomb threats as a method to disturb classes.  In order to avoid this administration will take the following steps:

Budget

Each staff member will be provided with a printout of their classroom budget.  Directions for completing requisitions forms can be found on Link For Learning.  All forms need to be completed and signed by the appropriate personnel.  All Purchase Orders need to be completed by March 1.  Only emergency items can be ordered after that date with proper approval.  Staff members need to plan ahead.  
Payments for accounts payable bills will be done each Friday during the school year. If you need a special check for a registration, field trip, or supplies please make sure to have your request to the accounts manager by the Tuesday prior to Friday’s check date.
The District does have charge accounts and charge cards for those purchases that cannot be completed by a purchase order or for travel arrangements.  Please request use of the charge accounts/charge cards from the accounts manager.  Please make sure to provide the District Tax Exempt Certificate for any purchases that are charged.  You must also provide the Tax Exempt Certificate to hotels for reservations as well.

Teachers will be asked to participate in the development of the annual school budget in the spring by submitting to the accounts manager requests to be included in the annual budget subject to approval of the principal/superintendent.  Budget forms will be handed out to the teachers for the following year requests.  Upon first draft approval of the budget, one-half of the budgeted amount can then be released for purchase orders to be filled.

Staff members will be notified in March of any balances remaining in their accounts.

Bulletin Boards- Hallways

Bulletin Boards have been placed in the hallways for the positing of information for the students.  Students who wish to put up posters need to have them approved by a teacher, advisor or coach before they are posted.  
Staff and students are reminded to post only on bulletin boards not walls, windows or doors.

Calendar-Master
A master calendar will be kept in the office for the school district.  Teachers, coaches, advisors, and administrators in charge of events which include the participation or interest of the school or the general public should clear dates on this calendar.  Examples of events which must be cleared include but are not limited to field trips, concerts, sporting events, musicals/plays, lyceums, and assemblies.  ( A “Use of the Building” form should be filled out and submitted to the office for any event using a room other than that which is assigned to you for daily use.)

Chain-of-Command
Issues with students and parents will be resolved at the teacher level, if possible.  If problems persist, contact the principal. Employee issues will be resolved at the employee level, if possible.  If problems persist, contact the principal.  If this conflict cannot be resolved, contact the superintendent.
Class Changes
A counselor, parent, student, or teacher can initiate a class change.  All changes require approval of the counselor/principal, before the change will occur. The computer generated schedule will reflect the change.
Classroom Care
Staff members requesting work done in a room (i.e. lights, repair desk, etc.) should complete a janitorial order available on Link for Learning.  It will then be forwarded to the custodial staff.

The following care of the classroom is appreciated by the custodial staff.

· Please report all damage, breakage and needed maintenance on a work order. 
· Please use only products provided by the custodial staff for cleaning.
· Rags and a spray bottle filled with cleaning solution will be kept in each room for cleaning.
· Desktops need to be kept clean.  Do not make desk-cleaning requests of the custodians.

· Carpet spills need to be reported to the custodians for immediate attention.  

· The windows in the classroom doors or sidelights are to be uncovered according to state statute.

· Close and lock the windows, shut off electrical equipment and lock the doors when leaving.  

· The classrooms are to be left in an orderly manner each night with all items off the floor including scraps of paper, crayons, pencils, erasers, etc.  

· Shelves are to kept orderly and clean. 

· Try and keep at least one outlet free of obstructions for custodial vacs.

· No spray painting in the building.  

· No masking or duct tape on the windows, carpet, or walls, as the residue causes damage.

· Have the students clean their desks and lockers every week. Food in lockers or desks should be in sealed containers.
· Plants are to have adequate dishes to catch excess water.

· Keep sinks clean and adequately flush milk down the drain to prevent clogging.

· Wipe off the tables after milk breaks

· Chairs are to be placed on desks or tables at end of the day.

· Only custodians or teachers are to empty pencil sharpeners
· Classrooms are to be swept on a daily basis.  Garbage/Recycling should be placed in the hallway at the end of the day.
Collecting Money

Teachers, coaches, and advisors collect money for various reasons.  Classroom teachers are required to turn in money collected during the day each afternoon before 2:30 p.m. Coaches and advisors should turn in money collected to the office before 3:00 p.m.  

Teachers, coaches, and advisors who hold money in their rooms or offices are risking a loss.  Such a loss would be considered the responsibility of the teacher, coach, or advisor if the above procedures are not followed.

Checks for disbursement are cut each week on Thursday, from the Activity Fund.  In order to have a check issued, documentation will be required.  A receipt, itemized invoice, or other proof of purchase should accompany your request for reimbursement.  A disbursement form then needs to be completed by a staff member explaining the check request.  Signatures are required on disbursement forms as well as any receipts or invoices.

Communication
Goal:  To work toward the implementation of the following objectives in order to enhance cooperative efforts between administration, staff, students and parents. 
Required communication guidelines:

· Conduct conversations face to face as often as possible in other’s classroom/office, if possible.

· Involve all staff members in discussions versus having representatives when possible, so that everyone has a chance to be heard and communications are not garbled in translation.

· Limit interruptions, communications and the scheduling of meetings to protect everyone’s instruction, planning, and personal time.

· Limit the use of e-mail and speak directly to the individual involved, so that can help with a concern that needs further clarification or additional information

· Everyone needs to follow through and bring support on issues to other staff members, parents, and board members regarding problems and concerns.

· If you don’t have anything nice to say do not say anything.

· Forgive, forget and move on regarding past issues.

· Staff members need to read the staff bulletin each week, clear out his or her mailboxes (e-mail and workroom) once per day.

· Information needs to be timely to and from the office regarding the scheduling of all events and fieldtrips.  Events are not official until cleared by the Building Principals and placed on master calendar.
Computer Care
The district has a sophisticated computer network.  All staff members are reminded that they are to take great care with this equipment and serve as models for the students.  Computer CD’s need to be kept in their boxes, to insure they are not corrupted.  Students could corrupt the entire network, if not watched closely.  It is also important to strictly enforce the no gum, pop, or food policy for students near the computers.

All staff members and students will be asked to sign an Acceptable Use Policy.  Staff members need to take care when drinking or eating near their computer or laptop at home.  The network backs-up information every night, therefore all computers need to be shut down each evening, before leaving the building for the day.

Computer Hardware/Software Work Requests

Send work request by smiley-face e-mail to the Computer Coordinator.
Copy Machine

Staff members must follow copyright laws at all times. The copy machine in the office may be used by the staff for small orders.  Please make no more than 10 copies at a time. This is due to fact it is far more cost effective to do long runs on the larger machine. 
Credit Reimbursement – See Link for Learning Form
Teachers need to complete a Credit Approval form and submit it to the District Administrator prior to enrolling in a graduate coursework.  All courses must be approved before the first class meeting.  Upon completion of the course, teachers are responsible for supplying a copy of their grade sheet or transcript and a Credit Reimbursement Request before reimbursement can take place.  (See article 11.g of the bargaining agreement.)
Cumulative Records

Files on all students are maintained in the main office. The information within pupil’s cumulative records is confidential and needs to be administrated according to guidelines.  Access to a pupil’s cumulative records is restricted to certified staff directly involved with the student.  Parents may view the file upon request.  Files are not to be removed from the office area for security purposes. Special Education files are also available on a need to know basis. Contact the district Director of Special Education to access these files.

The file may contain the following information.

1.
Personal and family data.

2.
School attendance record, including student entrance and transfer date.

3.
Records of conferences, dates and persons involved.

4.
Notification of Individual Education Plan (IEP) evaluations that have been held and reports.

5.   Copy of all report cards and progress reports including the conduct and effort sheets and any other   

      documentation sent home with report cards.

6.   Standardized testing reports

7.   In and out of school suspension notifications

      8.   Notes sent by parents to school personnel
      9.   Annotated records that parents have signed. I.e. notebook or behavior forms that teachers and parents 
            use to communicate.

    10.   Retention letters and other letters sent to the home.

    11.   Reading records that parents have seen

    12.   Medication Records

    13.  
Title I parent-student-staff agreements, Academic summer school documentation, notice of letter to parent 
           
indicating child is a Title I student

    14.  
Other pertinent information that parents have seen.  If you have a question, contact the principal.
Detentions (7-12)

Detentions may be assigned for a variety of reasons by teachers or administrators.  Return the detention forms to the principal as soon as possible.  A detention schedule for the current year is found in the current year section of this handbook.

Disciplinary Referrals - See Link For Learning Form
The discipline form should be used exactly as the title states.  It is for recording a student’s continuous improper behavior and is for referral to the principal when your classroom discipline program stipulates.  A copy will be mailed home, and the teacher who wrote the referral will receive a copy.  The information on the referral will be entered in the student’s file via computer 
Students shall be expected to abide by the code of classroom conduct adopted by the Board (BOE 6425) and any other appropriate classroom rules established by the building principal and/or classroom teacher for the purpose of maintaining order and a favorable academic atmosphere.  Any student who violates the code of classroom conduct or other classroom rules may be subject to removal from class and/or disciplinary action.

A teacher may remove a student from class if the student:

(1) violates the code of classroom conduct adopted by the Board, or

(2) is dangerous, unruly or disruptive to the extent it disrupts the student’s right to learn. 
A student with a disability may be removed from class and placed in an alternative education setting only to the extent authorized by state and federal laws and regulations.

When a student is removed from class, the teacher will send the student to the principal or designee and inform the principal or designee via phone of the reasons for the student’s removal from class.  The teacher or staff member will follow up with a disciplinary referral as soon as possible the same day.  The student shall also be informed of the reasons for the removal from class and be given an opportunity to present his/her version of the situation.  The principal or designee shall review the situation and make a placement decision regarding the student in accordance with procedures outlined in the code of classroom conduct adopted by the Board.  Parents/guardians shall be notified of the student’s removal from class in accordance with established procedures.

Emergencies
There may come a time when something has happened in the school community (death or injury of a student or staff member, problems with the building, etc.) and staff need to be contacted.  If a teacher hears of such an incident they should contact the administration immediately.  They will try to get all the facts and decide the course of action to follow.  Staff will then be contacted through use of the Emergency Calling Tree or an e-mail alert.  (included in this handbook.)
Evacuation Procedures in Case of Fire

State Law requires schools to have at least one fire drill per month.  Within the first week of school teachers should go over evacuation procedures with students.  In the lower grades, it is advisable that teachers actually take students through the procedure including exiting the building.  

Whenever the fire alarm goes off, tell the students it is a fire drill and stay calm.
General Procedures:

1. There should be no talking while exiting the building.

2. Students should walk in a single file out the building.

3. Students should move to the left or right of an entranceway to allow for emergency personnel to enter.

4. Teachers should be the last ones out of the classroom closing their doors and taking their attendance with them.  Once outside, they should verify that all their students are accounted for.
	ROOM
	EVACUATION ROUTE
	ALTERNATE ROUTE

	112, 110
	Students should turn left out their door, walk to the exit at the top of the ramp and use the left door moving across Mill
	Students should turn right out door, exit out the entrance by the office and cross Mill Street



	ROOM
	EVACUATION ROUTE
	ALTERNATE ROUTE

	118, 116
	Students should turn left when leaving the room; exit the building through the left door, across Mill St., and left down  the sidewalk.


	Students should turn right leaving the room, go up the ramp to the first exit using the right door, across Mill Street

	114
	Students should turn right when leaving the room, up the ramp to the first exit, exit using the right door.  Students should move across Mill St.
	Students should turn left leaving the room, exit the building through the left door, across Mill St.

	115
	Students should exit out the west door of the room, turn left up the ramp and use the exit at the top of the ramp.  Student should move across Mill St.
	Student should exit ou the north door of the room turn right and use the exit at the end of the hall using the right door.  Students should move as far away from the building as possible but stay on the blacktop.

	117
	Turn left out the door and go out the door to the playground
	If one of the exits is blocked, student in the blocked area should exit using the left doorway to the playground

	120
	Exit out the back door of the kitchen
	Exit into the cafeteria and use the north door and proceed across Mill St.

	109, 111, 113
	Student should turn right out their door, walk to the exit at the top of the ramp and use the left door moving across Mill Street 
	Student should turn left out their door, exit ou the entrance by the office and cross Mill Street

	103
	Students should exit across the hall using the right side doorway and move across Mill St.
	Student should turn left out their door, exit out the entrance by the office and cross Mill St.

	124-128
	Turn left to exit and use the left door moving across Mill St.
	Turn left but continue down to the exit at the top of the ramp using the door on the left and moving across Mill St.

	400 (girls locker room)
	Student should exit toward the office and use the left door moving across Mill St.
	Students should exit through the gym and use the first exit on the west wall of the gym moving across Mill St.

	401 (boys locker room)
	Turn right and down the hall on the right side of the hallway exiting the right door and moving across the street to the parking lot
	Student should exit through the gym and out the first exit on the west wall moving across Mill St.

	Gym
	Student should exit using the two doors on the west wall moving across the street
	Student should exit out through the lobby and use the right door and move across the street

	406, 409, 410, 412, and writing lab
	Students should turn left leaving the classroom and follow the hallway to the lobby staying on the left side of the hall.  Use the left door to ext and move to the parking lot across Scott St.
	Students should turn left leaving the classroom, down the stairs following room 416 out the right side door and moving across Scott St.

	409, 411
	Students should turn right leaving the classroom and follow the hallway to the lobby staying on the left side of the hall.  Students should use the left door to exit and move to the parking lot across Scott St.
	Students should turn right leaving the classroom, down the stairs following room 416 out the right side door and moving across Scott St.

	413
	Students should turn left leaving the classroom and exit the door on the left moving across Scott St.
	Student should turn right up the stairs and follow room 411 out the center door of the lobby moving across Scott St. to the parking lot

	416, 418
	Students should turn right leaving the classroom and exit the door on the right side moving across Scott St.
	Student should turn left up the stairs following room 412 up the left side of the hall and out the left door moving across Scott St. to the parking lot

	Shop
	Student should exit out the back of the shop moving away from the building on the playground
	Students should exit through room 413, going left in the hallway and exiting the left door moving across Scott St.



	ROOM
	EVACUATION ROUTE
	ALTERNATE ROUTE

	200, 202
	Student should turn left and stay to the left of the hall and stairway using the left door for their exit then moving across Scott St.
	Students should turn right and stay to the right of the hall and stairway and follow room 204 out the right door and to the back of the blacktop

	201, 203
	Students should turn right and stay to the right of the hall and stairway using the right door for their exit and then moving across Scott Street.
	Student should turn left and stay to the left of the hall and stairway and follow room 204 our the left door and to the back of the blacktop.

	204, 206, 208
	Students should turn right and stay to the right of the hall and stairway following 117 out using the right door for the exit then moving to the back of the blacktop
	Students should turn left and stay to the left of the hall and stairway following room 202 out the left door and moving across Scott St.

	300, 310 (IMC/Lib)
	Students should exit out the 300 hallway staying to the left of the hall and moving to the exit using the left door and out to the back of the blacktop
	Students should exit out the 100 hallway staying to the right side of the hallway, exiting out the right door across Scott St. to the parking lot

	301, 303, 305, 307
	Students should turn right and exit out the right side of the doorway moving to the back of the blacktop.
	Students should turn left and stay left moving down the left side of the hallway and exit through the doors in the office lobby.

	309, 121, 313, 311
	Student should turn left and use the left door to the exit moving away from the building to the back of the blacktop
	Students should turn right and follow room 311 staying to the right side and exiting out the right side door moving away from the building to the back of the blacktop.

	502, 504
	Student should turn right and exit building on the playground
	Students should exit the front of the building through the Commons area onto Scott St.

	Commons Area
	Students should exit the Commons thru the nearest door

oonto the playground
	Student should exit through the front of the building across Scott St.

	
	
	
	
	


	
	
	
	
	

	
	
	

	
	


Evaluation Procedures
The principal will observe about one third of all the staff with three years of experience or more and all of the staff with less than three years experience each year.  Tenured staff members will receive at least two observations while the probationary staff will receive a minimum of three observations. The teacher and principal will have a pre-conference and set a date for the observation.  In the pre-conference, the teacher will present his/her goals for the year, explain what they intend to accomplish in the lesson to be observed, and can request specific areas they wish observed by the administration.  After each observation there will be a post-conference in which the teacher and principal will discuss the class and the observations made. 

In addition to formal observations, the principal or district administrator may stop in to observe any class in progress. The administration reserves the right to place any teacher back in the observation cycle, when they deem it necessary.  (A copy of the observation schedule is inserted in the current year section.)

Expense Reimbursement: See Link For Learning
This form is used for reimbursement for gas, meals, lodging, parking, or mileage incurred during pre-approved school activities.  This form should be turned in to the business manager with all receipts as soon as possible after the event.  Generally, reimbursement comes after the next School Board meeting.

Field Trips – See Link For Learning
The educational benefits of field trips are recognized and encouraged by the Board of Education.  Trips must be of an educational nature, pertain to a specific element of the curriculum and be integrated into the curriculum.  Faculty members should carefully study the educational value of each field trip.  The approval of the Building Principal must be obtained before announcing a trip to the students.

The following general conditions apply when approving field trips:
1.  Teachers must complete a Field Trip Proposal form and submit it to the Principal at least two weeks before the proposed trip; if there are extenuating circumstances then contact with the principal is necessary prior to making plans.   Funds collected must be deposited with the receptionist in the office and a request for a check completed a minimum of one week prior to the trip.  Parents appreciate adequate notice when their child is going on a field trip. As soon as a trip has been approved, it should be placed on the upcoming events of the staff bulletin and the master calendar.  A list of   participating students needs to accompany this notice. Any deviations from this list need to be given to the appropriate staff involved prior to the trip.
2.  Trips of a recreational nature or involving shopping excursions during school hours will not be approved as school-sponsored activities.
3.   Students shall not be penalized for not participating in their scheduled classes, but may have to do an alternative assignment in lieu of a missed class period.  

4.   All curricular field trips shall be conducted under the supervision of school personnel and volunteers. An effort should be made to have a minimum of 8:1 student: chaperone ratio.  Chaperones expenses under the 8:1 ratio are borne by the participant.  School personnel have priority as chaperones then parents.  Staff member’s spouses may participate, with approval of the administrator and at their own expense, if there are not enough school personnel or parents available.

5.
Elementary field trips must be pre-approved and it is recommended that the trips fall into one of three categories: school-to-work, environmental and cultural.  
6.   Field trips for grades 7-12 will be coordinated, so that no more than one trip per week occurs, due to 
       the impact on the students.

7. Students shall not take field trips out of state and overnight without permission from the School Board.

8. Students need parental permission to go on any fieldtrips. 

Field Trip Guidelines 
1. Parental permission and payment are required for students to attend a trip by the deadline. Students who do not comply will remain in another classroom for the day.  These arrangements must be made by the time the field trip permission form is submitted for approval.   

2. 
A method of student identification and tracking shall be used.  For example: roll call, assigned groups, 
    
and /or badges.

3.  
Students shall be informed of where to meet in case the group is separated.

4.  
All school rules and regulations related to the place visited shall be followed.

5.  
Students may be supplied with special rules and regulations for extended trips.

6. Discourtesy, disobedience, or defiant behavior will not be tolerated.  

7. Students are to ride and return on the bus or school van for all field trips, unless prior written parent request has been signed by the principal.

Fieldtrip Safety, Accident or Injury Guidelines
Teachers/Chaperones:
1.  Be alert for students with special problems (orthopedic, medication, etc.) 

     Take appropriate student medications, student medical cards and kit on the trip.

2.  Know the trip site and facility to be visited in relation to any unusual hazards, safety 

     conditions, terrain and special facilities.

3.  Know what to do in the event of an accident or injury to include the following:


a.
plan in advance, action to be taken in case of any accident, illness or injury;


b.  
assist bus driver or vice versa in necessary first aid, or call local police.


c.  
notify parents and administration.


d.  
arrange transportation to hospital, if necessary.


e.  
record all events pertaining to the accident


f.   
assist the Principal in completing forms regarding the accident or illness.

4.  Please provide the school administrative assistant with a cell phone number to remain in contact with the school.

The following information must be submitted to the school office:

1.   A list of students not going on the trip and staying in school.  Indicate what arrangements have been 
      made for these students.

2. A list of students going on the trip.  Special teachers shall be notified of the date and time of the field trip by the teacher(s).  Record your field trips on the school calendar with the District administrative assistant.
3. Attendance shall be taken before leaving on the trip and attendance reported to the office.      

4. Attendance shall also be taken each time the buses are loaded after any stop on the field trip.

Field Trip Transportation

Requests for bus transportation shall be made to the district bus company by the district administrative assistant.   All bus rules and regulations must be followed by the students.  The school van can only transport seven students according to the state of Wisconsin DOT regulations.  All chaperones are to ride the bus or van.  Personal vehicles shall not be used to transport students.  Upon special occasions the school van may be used.  Prior permission and arrangements need to be made through the school office.

Out- of –State Fieldtrips 
Field trips out of state or country should be taken on non-school days.  Permission will be granted for up to two school day excused absence per trip.  Out of state field trips with an overnight stay must receive 45 day prior approval by the School Board.  There will be a limit of one out of state trip every two years for non-competitive groups such as band, foreign language groups, or choir, unless otherwise approved by the Board. Costs for such trips will be the responsibility of the traveling group and not the District.  The District fund raising policy will apply.

In event that an out of state trip is required as an extension of in-state competition or is curriculum related, such a trip may be exempt from the two-year limitation upon approval of the Board.  
This policy does not apply to extra-curricular/co-curricular field trips.

Student Trip Chaperone Guidelines
I.
Responsibilities of Chaperones on Student Activity and Athletic Trips





a.  Pick up rosters of students signed up to ride the bus.       



b.  Take roll call just before departing time.



c.  Be alert for suspicious items being taken aboard the bus, e.g.


   
    weapons, drugs, alcohol.  Searches of bags and carryon items are suggested.



d.  Ensure that students remain seated during the trip.



e.  Report students violating school rules.



f.   Take roll call after all stops during the trip.

II.
Responsibilities of Chaperones/Advisors on school field trips.



a.  Ensure that field trip request form is completed and approval



     received.



b.  Make sure that the office has a list of the names of students


 
     taking the trip.



c.  Make sure that the office also has a list of those students not taking


 
     the trip and what alternative arrangements have been made for them.



d.  Take Roll Call before the bus departs.



e.  Inform students in advance where to meet if anyone becomes 



     separated from the group.



f.   Ensure that students remain seated during the bus ride and school



     rules are observed.



g.  Take roll call before departing after all stops during the trip.



h.  Report any students violating school rules to office.
III.
Responsibilities of Chaperones/Advisors on overnight and out-of-state- 

             country trips.


a.  Ensure that approval has been granted by the Board of Education



b.  Parental approval forms for the overnight or out-of state trip must be



     completed and turned into the Chaperone/Advisor.


c.  Names of students attending shall be made available to the office.



d.  Chaperones must go over all rules and regulations, which include




1.  Meal times - group should eat together.




2.  Morning attendance & assembly.




3.  Curfew times & room checks.




4.  Departure time & return.




5.  Meeting attendance.




6.  Consequences for rule violation.
e. Chaperones should never leave students unattended.



f.  If a field trip is co-ed, visitation in each other’s rooms is allowed,



    but only under the condition that room doors are open all the time.



g. Ensure that students do not leave the housing area without permission of



    chaperone or advisor.



h. No smoking, drinking, or drug usage (the co-curricular policy must be followed 


    

    and signed prior to attending a fieldtrip being taken overnight).



I.  Chaperones/Advisors are expected to conduct themselves in a manner



    that will reflect positively on both the students and the District.



j.  Prior permission must be received from the Superintendent for any non-



    student to accompany an advisor or chaperone on an overnight or out-of-



    state field trip.  Children under school age may not participate.

Fitness Center 
Staff members are encouraged to stay in good health.  Staff members may use the Fitness Center thirty minutes a day during their contract time.  Staff members are reminded that they should never be in the room alone due to the possibility of accidents.

Fund Raisers – See Link For Learning
Many teachers, advisors, and coaches coordinate fund raisers.   A “Request for Fund Raiser” form must be filled out and approved by the building administrator before any materials are ordered or signs go up.

General Supervision

Teachers are expected to help supervise students throughout the building by remaining at the classroom door, where they can watch both classroom and hall, between classes and before and after recesses.  When elementary students are moved as a class to another classroom or library they should be escorted by their teacher to and from the site. Elementary teachers are assigned lunch and recess duty and junior and high school teachers are assigned detention hall duties. 

Gifted and Talented 
Some students may excel in one or more areas.  When a teacher identifies a student with exceptional abilities, a Gifted and Talented referral should be written up and given to the program coordinator.  The SAT team will meet to evaluate and develop a differentiated education plan with the teachers and parents to direct the student’s education to a higher level.
Grading- 4K-Grade 4
The elementary grades 4K-4, receive report cards which measure progress in particular skills.  The traditional letter grades (A, B, C, D, and F) are not given in these lower grades.  The elementary grades, 5-6, also receive report cards which measure progress in particular skills.  These students receive the more traditional letter grades. 
There are four grading periods.  The school administrative assistant will set up a schedule for each quarter of when grades need to be completed and sent home with the students.  
Grading Jr/Sr High School

By the end of the first week of each course, teacher must provide the principal, students and parents with a course outline including, but not limited to: course learning standards, descriptions of the weighting of grades, discipline, assignments, absences, and assessments.  All teachers will use the district approved grading scale.

A  =  94-100

C  = 83-79

A- =  93


C- = 78
B+ = 92-91

D+= 77-76
B   = 90-87

D  = 75-71
B-  = 86


D- = 70

C+ = 85-84

F  = 69-0
Each week teachers will enter all assignment grades into the electronic gradebook.  They are to enter the appropriate grades (quarter, final exam, and/or semester) and up to three comments.  The office will mail report cards to the parents of these students.  

Incompletes are only extended to a student, if there has been a medical reason or other family emergencies with written approval by the principal.  Incompletes are the responsibility of the student and must be made up within two weeks of the end of the grading period.  Staff members will then need to submit the grade to the school administrative assistant for entry.

In addition to the regular grades, jr/sr high school teachers are required to send out mid-term progress reports.  It is also a good practice to send out a progress report any time a student is perceived to be in danger of failing the grading period. This progress report can be sent to the parent via face to face communication, telephone call or email, and must be documented.
When grades are reported in error, changes must be made on the grade change form available on line (Link for Learning) and given to the principal and who will give it to the school administrative assistant for changes.  New reports will be issued to parents.
Hold Lock Procedures /Security
Students should not be dismissed into the hallways.  An announcement stating that we have a situation in the building will be made.  At that time, teachers should lock their doors and move their students to an area in the classroom not visible from the door.  The administration or the police will notify you when the condition has been settled.  Do not open your door for any reason and do not let any student leave your room.  Please keep the Hold/ Lock Procedure Sheet in the front of this notebook for easy reference and one in the substitute folder.

Homework

Homework is necessary work assigned by teachers of all grades to support learning.  There is no set standard as to how much homework is assigned or how long it will take any individual student to complete assigned work.   

“Students are encouraged to make a reasonable attempt to complete any assigned work prior to leaving.  It is recommended that the student and teacher set an appropriate timeline for completion of missed assignments and tests.  A student may have no more than one day for each day missed to make up any missing work for a pre excused absence”.  For an excused absence for illness or other reasons as stated in our student agenda students may have up to two days to complete work for each day missed. 

Parents may request homework by calling the school office before 9:00 a.m. for pick up that day.  Please be sure to have work delivered prior to 3:00 p.m. on that day.  Students are responsible for previously announced assignments and tests on the scheduled day.  Extended illnesses will require written notification from a doctor or other health care professional and a request from the parent/guardian for homework.  All teachers will be informed as to when the student will return and the ability of the student to complete assignments

Illness - Student
When a student becomes ill during class time, the teacher should call the office.  The health aide will examine the child and contact the parent.   If the student needs to go home, the health aide will contact the teacher and the office informing them that the child has left the building.   (Note: if a teacher feels the student may have trouble making it to the office they should either call for the health aide or administrator to come to pick up the student.)

Inclement Weather 
Winter in Wisconsin is unpredictable.  If weather conditions warrant, the administration will make the decision to delay or cancel school by 6 a.m.  Announcements will be made on radio stations WISS (102.3 FM), WCWC (1600 AM), WTCX (96.1 FM), WPKR (99.5/104.9 FM) or television stations Channel 98 (the Charter Cable School Information Channel), Channel 11 (WLUK Green Bay), or Channel 15 (WMTV Madison) and if weather permits on the District web site and on our automated phone answering machine.
If an emergency dismissal is called during the school day, all staff must leave the building as soon as possible after the students are dismissed.  Practices for extra-curricular events are canceled.
Injury Student /Staff
If a student is injured the procedure for care depends on the nature of the injury. If a child has fallen from any distance or complains of pain to back, neck, head or extremity, the teacher should not move the child.  Another teacher or student should call the office and additional help will come to the injured child and a determination of how the student’s injury will be handled will be made.   By law a parent must be notified when a student sustains any head or serious injury.  Any teacher involved in the handling of a student who is injured, will need to fill out an Injury/Incident Report (see forms) as soon as possible after the incident.  Make sure you take note of what other students were present and who might have witnessed what happened. 

Any employee that is injured while performing his/her duty may apply for compensation under the Worker’s Compensation Law.  A report needs to be filled out and filed at the District office within three days after the accident.  This form may be obtained from the Accounts Manager.
Intruder in the building
Immediate Actions to take:
· Any staff member aware of a suspected intruder should call the school office.

· An administrator or designee will observe the described intruder.  If the intruder appears calm and in control, the administrator or designee will attempt to engage the person in conversation to determine their intentions.

· If the administrator or designee feels there is an immediate danger, then he/she will maintain surveillance of suspected intruder and request designee to call for emergency help (911).

· At no time should the administrator or designee leave the described intruder until the police have arrived.

Leave – See Link For Learning
Teachers who know in advance that they will be missing one or more days of school (ill, doctor’s appointments, seminars) should submit a “Request for Leave” form as soon as you know you will be gone.  On the form you should identify the date(s), time(s), and /or if a sub will be needed for your class.  You should not make your own arrangements with a substitute.
If you have an emergency or call in sick, please complete the Employee Absence Report, also available on line.
Lesson Plans

Under the GLEA Master Agreement staff members are required to make daily preparation for teaching.  A professional standard for educators includes planning and alignment of lesson plans to course curriculum and district learning standards.  Staff members need to submit their weekly plans to the building principal by Friday at 3:45 PM or before leaving the building.  Plans should include information as to methods, student assignments, materials used and the objective of the lesson and reference to the appropriate learning standards. Plans will be shared with substitute teachers if needed and filed and stored as evidence of the district’s having provided an opportunity to learn.
Lunch
Each elementary teacher and first hour 7th-12th grade teacher is responsible to take a lunch count each morning. If there are two lunch entrees, the student’s choice should be noted at this time.  The lunch count should be sent to the cafeteria by phone call (ext. 120) or email to sirackil@glsd.k12.wi.us.  Teachers are welcome to eat lunch in the cafeteria.  The costs will be charged to your account and balances should be cleared up before the last day of the school year.  Lunch Prices for 2010-2011 are Grades 4K-6 $2.10; 7-12 $2.25; Adult $3.00.  Breakfast is 4K-12 $1.15 ; Adult $1.65.
MSDS Sheets
Teachers who purchase hazardous materials for use in classroom projects receive MSDS sheets, describing these materials when the materials arrive.  They must be given to the Head of Building and Grounds who will file them in the MSDS books located in the staff workroom and receiving room.
Pledge of Allegiance
Beginning with the second week of school, each classroom will supply one or two students to come to the office to recite the Pledge over the intercom.  The schedule will be as follows:

1. Grade 6


 6. Grade 1/2
2. Grade 5


 7. Grade 1
3. Grade 4


 8. Grade K
4. Grade 3



5. Grade 2



 
Students in each classroom should recite the Pledge each day (per Wisconsin State Law).

Purchasing - see Link for Learning
The district budget should be referenced when making requisitions for purchases.  Staff members are asked to clearly complete all lines on the form before submitting the request to the principal for approval.  The principal will check available funds and approve or deny such requests and inform staff members of changes.
Restraint
Seclusion and Restraint:  Controversy surrounds the use of seclusion and physical restraint.  These interventions carry a high degree of risk and should only be used as a last resort in cases of danger to the student and/or others.  Seclusion should never be used without the presence of adult supervision.

Keep in mind that the use of physical restraint is only appropriate:


*When the student’s behavior is an immediate threat to his/her safety and/or the safety of others;


*If there are no physical, medical, psychological or other contraindications; and,


*If the staff using the restraint technique have been trained in its safe application.
Please follow these guidelines before physically restraining or secluding a regular or special education student.

1. Direct the disruptive student to go to the office.
2. Call the principal and/or those trained in non-violent crises intervention.

3. Attempt to direct other students who are near the disruption to go to another area until the disruptive student has calmed down or has been removed.

4. Call the office and ask for assistance if possible, if that is not possible send a student to the office to ask for help.
5. Make a written report as soon as possible describing the incident and give that report to the principal.
Special Observance Days
Wisconsin Statute 118.02 requires that the following days shall be appropriately observed in the schools in Wisconsin.  
Sept. 16 - Mildred Fish Harnack 

Sept. 17 - U.S. Constitution Day

Sept. 18 – POW-MIA Recognition Day

Sept. 19 - Wisconsin Day

Sept. 28- Francis Willard Day

Oct. 9
- Leif Erickson Day

Oct. 12 - Columbus Day

Nov. 11
- Veteran’s Day

Jan. 15  - Dr. Martin Luther King


     
Feb. 12
-Lincoln’s Birthday


Feb. 15
-Susan B. Anthony’s Birthday

      
Feb. 22
-Washington’s Birthday

March 4 - Casmir Pulaski Day
March 17 – “The Great Hunger” in Ireland

April 9 – Prisoners of War Remembrance Day
April 13 - American Creed Day
April 19 – Patriot’s Day
April 22 - Environmental Awareness Day
April 30 - Arbor Day
June 14 – Robert L Follette Sr.

If any such day falls on a Saturday, Sunday, or any other vacation day, the observance shall be on a school day preceding or following. 

All teachers are encouraged to observe these days in the manner most appropriate for their students and subject area.

14.14

Staff Bulletin
Each week a staff bulletin will be published and distributed via email and will include a calendar of events, a lunch menu, and various announcements.  Teachers should make sure they read this bulletin to keep up on any changes in schedules or special events.  Anyone wishing to include an announcement should have it to the school office prior to noon on Thursday to have it published in the next week’s bulletin.   

Staff Expenses – see Link for Learning
If a member of the staff spends, with prior approval of the Principal, personal funds in support of approved school business, reimbursement will be made after a written statement of the expenses incurred has been submitted.  The form for mileage and other expenses is available in the office (see Forms).  Expense accounts and mileage forms should be submitted to the Principal for approval and a check will be issued the day after the next board meeting.
Staff Supervision for Athletic Events

A list will be posted in the staff workroom. The list in the staff workroom will include the work assignments for supervisor, ticket seller, announcer, clock and book for each event.
Staff Meetings

Elementary and secondary faculty meetings are held at 3:20 p.m. The day and date will be announced in advance. Other meetings will be scheduled as far in advance as possible and published in the weekly Teachers’ Bulletin.  Please see attachment.
Substitute Folders

All teachers will be required to have a substitute folder.  In that folder should be the following information:

-a current seating chart for each class (es)

-a copy of your class schedule (room numbers, if you change rooms)

-a completed information sheet (see Forms)

-additional homework or projects for students who complete work early 

-the bell schedule for regular and late start days
-Emergency procedures handout
This folder should be kept current and available in the classroom.
Substitute Report 
This sheet is filled out by both the substitute and teacher identifying positive and negative situations in the class and how the regular classroom teacher felt the job was done.

SAT (Student Assistance Team): Teachers who have concerns about a specific student’s academic performance can request assistance from other school professionals such as the school counselor, social worker, special education teacher or the parents.  When filling out the SAT request form they choose who will attend the meeting along with the principal.  The team listens to the teachers concerns and assists in goal setting, intervention planning, and NON-EEN testing before the formal EEN referral process begins.  A review date is set to discuss progress and at that time an EEN referral may be considered.

Textbook Check-Out/Return 
Hardcover textbooks in our school are marked with a number.  At the beginning of each year or semester, teachers should record the book number and the condition of the book when handed out on a Textbook Check-Out/Return Sheet.  At the end of the year of semester, teachers should use these sheets to check in books from students and assess damages based on the information written down at the beginning of the year.  These sheets along with Textbook Damage Reports should be turned into the office on the last day at check out (last day of school for senior’s books if there are any charges).  
Textbook Damage
This form should be turned in to the school office whenever a textbook is returned and has incurred more than the normal wear for one year. Charges should be as follows:

Defaced covers or broken binding

$8.00
Writing on pages where print is unreadable
$0.50/page  
Pages missing or the book not returned-student-The cost of the book according to Academic Book Services -Excellent Used charge.  
These sheets should be turned into the school office on the last day of the teacher school year (last day of school for seniors) along with the check-out/return sheets.
Tornado
Spring in Wisconsin is traditionally Tornado Season though severe storms which produce tornadoes can occur any time of the year.  If a warning is issued, teachers and students will be instructed via the P.A. to proceed to their designated tornado shelter.  Teachers should move students quietly and quickly to these areas.  All students should be seated on the floor with backs to the wall.  The administration will advise staff when it is safe to return to the classroom.  Students will not be dismissed from school until the threat of severe weather has passed.
Transporting students

It is advised that staff members do not transport students in their personal vehicles.  When using the van it is advised that staff members do not transport one student when they are alone in any vehicle at any time for any reason without prior approval from an administrator and parent notification.  Staff members that need to transport any students should notify an administrator who will help make arrangements for a second individual to go on the trip.

Use of school and personal vehicles to transport students and or staff members for school business

Our insurance carrier requires that several new policies be instituted for all staff members, volunteers, and coaches.  All staff members that anticipate using school vehicles for any reason must first complete an Employment Application Driving Position Form that are found in the form section of this handbook.  
Use of Building Registration:
Because of the demands on our building, any individual, club, or activity which requires use of the building outside the normal class schedule must submit a completed Use of Building Form to the office.  The office will then verify the availability of the facility requested and, if available, place it on the official calendar.  Teachers and/or coaches are not to place events on the calendar.
Use of Technology:

It is the expectation of the District that all staff upgrade their skills in technology, as needed.  Opportunities will be provided to do so.  All staff must sign an Acceptable Use of Technology Policy.  Social networking with current students is not allowed.

I Forms Available on Line:


Human Resources-Faculty



Report of Employee Absence




Request for Leave-Teachers/Aides




Request for Leave-Non-GLEA




Request for Fundraisers




Trip Request




Use of School Property




Expense Reimbursement




Credit Reimbursement



Professional Staff Development




Professional Meeting/Conference/Staff Development Request



Student Management




Student Office Referral




Textbook Damage Report




Grade Change Report



Janitorial Work Order



Central Supplies Request

Sign Up Sheets Available on Line:



Elementary Computer Lab



High School Computer Lab



COWS Reservation (LMC)



COWS Reservation (Upstairs)



LCD Projector #1 and #2 from LMC
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