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BASIC INFORMATION 

 

Welcome   to another great school year at Miami R-I! 

CONTACT INFORMATION:​ ​ ​ ​ SCHOOL COLORS: 

Miami R-I School District​ ​ ​ ​ ​ Kelly green and white 

7638 NW STATE ROUTE J 

Amoret, MO 64722​ ​ ​ ​ ​ ​ SCHOOL MASCOT: 

(660) 267-3484​ ​ ​ ​ ​ ​ Eagles 

(660) 267-3480 

FAX: (660) 267-3630 

www.miamir1.net  

Facebook: Miami Eagles 

 

SCHOOL FIGHT SONG: 

(To the tune of “On Wisconsin”) 

 

Onward Miami! Onward Miami! 

We’ll stand up for you! 

Onward goes our green and white. 

Our colors, they are true (Rah! Rah! Rah!) 

Stand and cheer boys, never fear boys! 

MHS on high! 

Cheer! Cheer!  The gangs all here 

For Miami High! 

 

IN GENERAL, please remember that each of us is a representative of our wonderful 

school district, both on and off “the clock.” Let’s all do our part to ensure that Miami is 

viewed in the most favorable manner possible. We have great things going on, and that 

should be what we strive to represent. Improving school climate and culture will 

continue to be priorities for all, this school year. 

 

The following information is presented by topic. Not every topic can be covered in a 

document such as this; however, need-to-know information has been included. If you 

do not see something covered or have any questions at all, please seek me out at any 

time. I strive for an open-door policy, and my goal is to communicate with you and be 

transparent whenever I possibly can about topics or events that will impact you. If you 

have questions, please do ask. Let’s do this, Eagles! 

 

Sincerely,  

Dr. Daniel Johnson 

 

 
 

 

http://www.miamir1.net


ACCIDENTS: 

Accidents do happen. If one happens under your supervision, take the appropriate 

steps to handle the situation.  

●​ Stay calm. 

●​ Notify the office immediately.  

●​ Notify the nurse immediately if a student needs medical attention.  

●​ Always complete an Accident Report Form and turn it in to the office, whether 

for accidents involving students, staff, or others. 

 

ALCOHOL, ILLEGAL DRUGS, AND TOBACCO: 

Use of alcohol, tobacco, and illegal drugs of any type are not allowed in the Miami R-1 

building. 

 

ASSEMBLIES: 

Teachers are expected to attend all assemblies, to supervise their classes, and to help 

supervise others. If any student, yours or otherwise, is causing a disturbance or being 

rude, please remove him/her immediately. Let students know what is expected of 

them before assemblies. Teach procedures and etiquette. This needs to happen at the 

JH/HS level, as well. Elementary teachers, please sit with your class during the 

assembly. JH/HS teachers, please sit on the bleachers with your class or, if no class 

that hour, please stand where you can see the bulk of the student body for supervision 

purposes. If you see a problem with your class or others, address it. Students can only 

have cell phones out when the assembly is open to the public. 

 

BEGINNING TEACHER ASSISTANCE: 

A two-year mentoring program is required by DESE to meet certification requirements 

for any teacher with an Initial Professional Certificate (IPC). This mentoring must be 

documented by our district before a teacher is eligible for a certificate upgrade. The 

principal or district mentoring supervisor will assign your mentor. Participation in a 

beginning teacher assistance program through an approved agency is also required for 

teachers in their first two years of teaching.  

All teachers new to the district, regardless of years of experience, will also be assigned 

a mentor as a courtesy to the new teacher. Teachers needing more information on this 

topic should consult with the principal. 

 

BULLETIN: 

If you have items to be put in the bulletin, please provide the necessary information to 

the high school secretary in a timely fashion to ensure proper posting in the bulletin. 

The bulletin will be sent to staff by way of school e-mail and the student information 

portion will also typically be read over the intercom each morning. The bulletin will 

include both faculty and student information. Read ONLY relevant student 

information to your class. The student information part of the bulletin will also be 

posted on the Miami website. Staff is encouraged to send out positive, staff-to-staff or 

staff-to-student messages, shout-outs, class ‘brags’, etc., through the bulletin, with 

principal approval. 

 

 

 

CALENDAR/SCHEDULING: 

 
 

 



The master calendar for the school year is maintained by the high school secretary, in 

conjunction with the Activity/Athletic Director (for gym/game scheduling), music, 

clubs, etc. Please check this calendar through the secretary before scheduling ANY 

activities, home or away. Items typically must be cleared by the secretary, principal, 

and others, in order to ensure feasibility of activities in regards to District, Vo-tech, 

Conference, and other calendars.  

 

CASH IN SCHOOL BUILDING: 

Money collected for any purpose (fundraising, concession stand, lunches, etc.) will be 

submitted to the principal's office or superintendent's office. They will provide for its 

deposit and safekeeping. Please do not keep money for longer than one week, even if a 

fundraising period has not yet expired. MONEY SHOULD NEVER BE LEFT IN AN 

UNLOCKED CLASSROOM OR DESK, or any unsecured area, at any time. 

 

CO-CURRICULAR AND EXTRA CURRICULAR ACTIVITIES: 

All extra-curricular activities must have a duly appointed sponsor, advisor, or coach.  

It shall be the duty of such individuals to schedule and attend meetings, functions, or 

practices of various groups; to model, advise, and monitor students regarding proper 

conduct; and to keep the principal and others on a need-to-know basis (parents, AD, 

office, etc.) informed regarding activities, changes, and cancellations. No team or other 

group of pupils shall leave Miami R-I School for any interscholastic game or activity 

unless accompanied by a coach, director, or someone delegated by the principal. This 

person will remain with the team or group until it returns to the school and until all 

students under his/her supervision have left the premises. Please do not allow 

students to sit outside the building unattended. Students should remain in the 

vicinity of the coach/sponsor until they are picked up. The coach/sponsor shall not 

leave before all students have left campus/been picked up. The team or group shall at 

all times be subject to the authority of the person(s) accompanying them and adhere to 

all rules and regulations of Miami R-1. Please do not allow siblings of participants to 

attend practices without a parent present. It is not your job to babysit siblings. If you 

will have students staying after school to wait for a practice or contest to begin, you 

are responsible for supervising them until the event time. If you will not be here, 

please inform students they are NOT allowed to stay after school. We have many 

issues with students staying after school for hours, with no supervision. You should 

plan on riding the bus to/from all events within your realm of supervision. 

*All club/activity/athletic/class/etc. meetings must be held before or after school. 

Advisory will not be available for these meetings. 

 

CONCESSION STAND:  

The concession stand is provided as a fundraising opportunity for Senior Trip and 

Prom. Specific dietary guidelines must be followed in accordance with the Smart 

Snacks in School regulations for concession stand offerings provided before school 

and until 4:20 pm. No pop is allowed to be sold before school or until 4:20 pm. Food 

item regulations can be found on the USDA website by searching “Smart Snacks in 

Schools.” Sponsors are expected to carefully monitor students working in the stand at 

all times for appropriate behavior, honesty in money handling and item distribution, 

and practicing safe food handling. Many students initially may need help in making 

change. Please do not allow students to work in or visit the concession stand without a 

school staff member for any reason. Please do not give students the key to the 

concession stand for any reason if you will not be present. Morning concession stand 

 
 

 



supervision by sponsors will be reflected in the morning/afternoon duty rotation, as 

needed. Please do not allow students to loiter at the concession stand in the morning if 

you are on duty in this area, as it blocks the flow of traffic.  

Students are not allowed to make concession stand purchases during the regular 

school day. Staff may make purchases during the day on a limited basis. 

 

COPY MACHINE/FAX/LAMINATOR/PHONE: 

All of these are located in one of the offices or workrooms for your use. There is also a 

die cut machine and paper cutter in the workroom at the end of the elementary 

hallway.  

You will be given a copy code that you must enter before using copy machines. Do not 

leave anything jammed in a machine without telling a secretary or use all the paper 

without replenishing.  

Large faxes need to be sent using the Superintendent’s machine. One page faxes can 

be sent using the HS fax machine.  

Phones are available in your rooms. Except for the offices, these are set to answer on 

an intercom-style. Please adjust your volume so you can hear callers and 

announcements that come over the phones. Classroom phones are not for student 

use, with the exception of a discipline issue in which the student is required to call 

home to explain what he/she has done. Students should not be answering school 

phones except in cases of extreme emergencies. To dial out, just select Line 1, 2, or 3 

and then dial the phone number. You will be provided with a list of extensions for 

internal calls. Just pick up the phone and dial the extension desired.  

Please limit lamination to the essentials, and ensure that there is enough on the roll to 

finish your job. It must heat up before use.  

If you need help with a machine, ask a secretary. 

 

CORPORAL PUNISHMENT/STUDENT RESTRAINT/ISOLATION/SECLUSION: 

For the purposes of this policy, corporal punishment is the use of physical force as a 

method of correcting student behavior. No person employed by or volunteering on 

behalf of the Miami R-I School District shall administer corporal punishment or cause 

corporal punishment to be administered upon a student attending district schools. 

Staff members are not allowed to use physical activities, including but not limited to 

push-ups, standing for the hour, etc., as punishments in the regular classroom setting 

at any time. Per board policy, a staff member may use reasonable physical force 

against a student for the protection of the student or other persons or to protect 

property; however, this should only be done in a true emergency requiring protection. 

There are also personnel on-staff who have specific de-escalation and restraint 

training. Please call the office and let them know you need a CPI staff member, should 

a student be out-of-control (a danger to self or others). Trained staff are the only ones 

authorized to restrain students except in emergencies to protect students or others. 

Students are never to be left alone in a locked room. 

For more information, see BOE policy JGGA. 

 

 

DETENTION/TUTORING: 

DETENTIONS: Each teacher will be responsible for informing parents of the detentions 

they assign through use of a standardized form available in the office that parents 

must sign, or by phone. Teachers are also responsible for monitoring the first 3 

detentions they assign a student. Detentions can be assigned on a same-day basis as 

 
 

 



the discipline issue that occurred IF parents can be contacted and agree. It is not 

necessary to schedule detentions around the student’s after-school practice schedule. 

Detentions may be scheduled before or after school per the supervisor’s scheduling 

needs. Students serving before-school detentions must be provided the opportunity to 

eat school breakfast. Office referrals should be made for students who require 

additional intervention after a teacher has monitored 3 detentions for them. 

 

“Private Dining” is another option for minor and/or first-time offenses. Students eat 

lunch outside the cafeteria (typically in the office or ISS room) away from the privilege 

of socialization time. Each teacher will be responsible for supervising Private Dining 

they assign, unless advanced arrangements have been made with the principal or 

other staff member. Please send home a note/email or make a phone call to let parents 

know why Private Dining was assigned. 

 

Please notify the principal by email of the specifics related to each detention/Private 

Dining assigned, and document discipline in your behavior log (see Student Discipline 

section of the handbook). 

 

TUTORING: HS students at-risk of academic ineligibility may benefit from tutoring as 

an intervention strategy. If you would be interested in volunteering some time before 

or after school to assist in this, please let the principal know ASAP. Tutoring provided 

privately by the teacher (which is not being sanctioned or compensated by the school) 

should begin no earlier than 4:00 p.m. to ensure clear separation from the school day. 

 

DISCRIMINATION POLICY/EQUAL EMPLOYMENT OPPORTUNITY: 

The Miami R-I School District Board of Education is committed to maintaining a 

workplace and educational environment that is free from discrimination and 

harassment in admission or access to, or treatment or employment in, its programs, 

services, activities and facilities. In accordance with law, the district strictly prohibits 

discrimination and harassment against employees, students or others on the basis of 

race, color, religion, sex, national origin, ancestry, disability, age, genetic information 

or any other characteristic protected by law. The Miami R-I School District is an equal 

opportunity employer. Employment decisions will be made on the basis of each 

applicant's job qualifications, experience and abilities. Employees with questions or 

concerns about discrimination on the basis of race, color, religion, sex, national origin, 

age or military status should contact the Central Office. Employees with questions or 

concerns about discrimination on the basis of disability should contact the Central 

Office.  

 

STAFF DRESS CODE: 

To encourage activity and engagement with the learning process by teachers, staff are 

allowed to wear jeans each day. However, please avoid jeans with holes or excessive 

distressing. Dress appropriately for the age/grade level with which you work. Teachers 

should look different than students. 

PE Teachers: As part of your profession, tasteful shorts and other workout gear are 

acceptable to be worn in the workplace. 

Teachers may be requested to dress more professionally for some events, such as 

parent-teacher conferences. 

 

 
 

 



EMERGENCY DEPARTURE FROM SCHOOL: 

If an emergency arises that necessitates your leaving school during school hours, 

please notify and make arrangements with the principal or, in extreme emergencies, a 

nearby teaching partner. Try to make appointments late enough that it will not be 

necessary to leave early. If an emergency arises, something will be worked out to assist 

you. For non-emergencies, please make arrangements and notify the principal before 

leaving the building early. 

 

FACULTY/STAFF MEETINGS: 

Regular faculty meetings will take place on those Mondays for which teachers are 

scheduled for in-service. The typical time requirement for Mondays will be 9:00 am – 

3:00 pm. It may be necessary throughout the year to attend unscheduled faculty 

meetings to address unforeseen issues or concerns.  If you have something that needs 

to go on the Monday agenda, please let the principal know as soon as possible. All 

faculty members are expected to attend Monday workdays for the full length of time, 

as well as other faculty meetings that arise, unless excused by the principal in 

advance. This also includes any IEP parent meetings or staffing scheduled for 

Mondays and/or before/after school.  Leave request forms must be filled out for 

Monday work days, as with any other absence.  

 

FIELD TRIPS, ETC.: 

If you are planning an educational field trip or other activity out of your classroom, be 

sure to schedule a minimum of 10 school days in advance, though many 

establishments require scheduling much further in advance. It will be necessary to 

complete a field trip request form and transportation request form. Each of the 

request forms must be approved prior to travel and this can take time. Generally, for 

approval, a field trip must have objectives related to your class curriculum and must 

be academically justified. In general, elementary classes will be allowed one major field 

trip per year. Junior high and high school teachers will be allowed activity travel as the 

budget allows. Clubs are typically required to pay for their own transportation 

expenses (bus/school van) and any entry fees. Trips will not be approved and 

payments will not be made if there are not sufficient funds to cover all expenses. It is 

up to the individual teacher/coach/sponsor to ensure ALL eligibility requirements are 

met by activity attendees. Failure to do so may cause administrative limitations on 

activity approvals in the future. 

If approved, please email a list to the office of those students who will be attending 

ASAP, so they will not be counted absent. Please be sure to let the nurse know who 

will be going at least a week in advance so that any medical needs can be planned for. 

Also please let the cooks know so they can adjust the amount of food prepared for 

lunch. Sack lunches can typically be provided for students unable to provide their own 

lunch for trips, but cooks will need to know this in advance so they can plan for 

provisions. 

Any time you plan on a special activity that takes you out of your classroom during 

typical instructional time (such as instructional visits to the greenhouse, pond, etc.), 

please let the office know in advance. You will be provided with a walkie-talkie in case 

of emergencies.  

 

FOOD AND DRINKS IN CLASS/LOCKERS: 

Aside from elementary snack times, there will be no food or drinks (with the exception 

of water) in the classrooms unless on specific teacher-designated occasions. These 

 
 

 



might include special days where lunches are eaten in the classroom, classroom 

parties, and other special events. All “treats” brought in must be individually 

prepackaged this year.  

For JH/HS, please do not allow students to eat and drink in your classrooms or in 

hallways/at lockers, before or during school. Students are not allowed to take food out 

of the cafeteria at breakfast or lunch for any reason other than Private Dining or a 

specific teacher/classroom activity cleared in advance with the principal. Students can 

be required to throw away food for repeated issues, or face disciplinary measures. 

Students are not allowed to keep open food/beverages in their lockers, as this leads to 

rodent and pest problems. For JH/HS, water is allowable. They may bring pop/sports 

drinks to lunch, but should not bring anything over 20 oz., and must finish it while in 

the cafeteria. JH/HS students (not elementary) are allowed to eat food from the 

concession stand in the morning in the gym (only), but if they abuse this and become 

messy with it, they will lose this privilege. Please keep the office informed of any 

concession stand issues. 

For staff: Please keep your personal beverages out of reach of students at all times. 

Please do not eat in front of students in your classroom unless you have a medical 

necessity or it is a party day.  

 

ICE AND COFFEE: 

Students are not allowed to get ice out of the machine in the cafeteria. This is for staff 

use, only. The only exception to this will be during sporting events when emergency ice 

packs are requested. Sometimes students are the first responders in these situations. 

Students are not allowed to get ice for personal or staff use during the school day.  

Coffee and tea on the cart in the kitchen area are strictly for staff consumption. 

Students are not to have access for any reason. If you need a refill, please get it during 

your plan time or between classes.  

 

LACIE: 

There are elementary, JH/HS, and Office “LACIE” data storage systems available for 

your use. Please get with the secretaries for particulars on this, and they can show 

you how to put in a work order for access (by sending an email to 

workorder@miamik12.net).  

 

INVENTORY: 

Your inventory list is available on the LACIE and/or from the secretary. It should be 

updated as new items arrive. A complete inventory of your classroom, books, and 

supplies should be done at the end of the school year. This will be recorded on the 

LACIE as well as a paper copy, and an updated copy will be required before checking 

out each school year. Even if no changes have been made, please email a copy of the 

existing inventory with the dates changed to reflect the most recent year to the 

secretary. 

 

LUNCH: 

Please plan on eating lunch, either school or sack, in the same area as students in 

order to share in supervision. If you have work that unavoidably needs to be 

accomplished during your lunch period, please ensure there is at least one teacher 

available to supervise the shift in your absence. There is a teacher table provided for 

your use, although some intrepid souls choose to eat with their students.  

 

 
 

 



BREAKFAST/LUNCH PRICES 

Breakfast Prices: ​ K-12: $1.75​ ​ Reduced: $0.30  

​ ​ ​ Faculty: $2.67​ Visitors: $2.67             

​ ​ ​ Extra Milk: $0.50 

 

Lunch Prices: ​ K-12: $2.85  ​​ Reduced: $0.40 

​ ​ ​ Faculty: $3.95​ Visitors: $3.95  Extra Milk: $0.50 

 

Faculty lunches are on a debit system. Please be advised that you must have money 

available in your account or you will be required to pay on those days you choose to 

eat a school meal. Please make regular deposits into your school meal account if you 

intend upon eating school meals on a regular basis. Charges will be capped at $10.00 

this year. 

 

NURSE/MEDICATIONS: 

We have a full time nurse, however, on days the nurse is not here, students are 

directed to go to their respective secretary. On those days, please limit students’ trips 

to the secretaries to emergencies, and make sure they have a hall pass (unless you are 

in danger of being vomited upon by providing one. In that case, a trash can serves as a 

highly appropriate hall pass.)  

For liability reasons, it is very important that you do not administer meds of any kind 

(even cough drops) to a student. Send students to the nurse/secretary for all 

meds/health needs. Some students have restrictions on the types of meds they can be 

given, including cough drops. 

For students with special health needs, such as those on health plans or 504s, please 

follow those plans to the letter when determining nursing needs. If you have any 

questions about IEP/504 students, or need updated copies of applicable documents, 

please contact the special education teacher or director. 

 

OFFICE RULES: 

1. Office hours are from 7:35 A.M. to 4:15 P.M. Tuesday- Friday (regular school 

calendar). 

2. It should not be necessary for students to go to the office during class time unless 

they are ill, or they have been absent, tardy, or are summoned to the office to see the 

principal.  Students sent to the office from class to take care of routine business (such 

as making a doctor’s appointment) will be sent back to class to take care of their 

business between classes or on their own time outside school.  

3. Please send students with notes or give the office a call explaining their needs if you 

send them during class. A student accompanied by a trash can is self-explanatory. A 

student sent for behavior issues with no explanation from the teacher will be sent 

back to class. 

 

PARTIES: 

Elementary teachers will be responsible for organizing three classroom parties per 

year—on/near Halloween, the last day of school before Christmas break, and on/near 

Valentine’s Day. Other parties must be cleared in advance by the principal.  

JH/HS—All parties need to be cleared in advance by the principal. JH/HS students 

ARE NOT allowed to attend elementary parties, even if their parents check them out to 

attempt to do so. Please send out a memo to elementary parents and let JH/HS 

 
 

 



students know in advance of the party dates. The only HS students who may possibly 

attend parties would be A+ students (peer tutors) who happen to be scheduled at the 

time of the party, and yearbook photographers. Younger, non-school age siblings in 

the care of parents/guardians are allowed to attend parties.  

Please be aware of any special dietary needs or restrictions—allergies or otherwise—of 

your students.  

 

PARENT/GUARDIAN CONTACTS: 

The core of a successful school-home connection, and indeed, of a successful school, 

is effective communication and relationship-building. Staff is expected to make 

frequent positive home contacts in order to make it easier to make the not-so-positive 

contacts. Staff is asked to briefly document all parent/home contacts made and the 

outcomes of those contacts. Please document (separate documentation for each 

student) all interactions, including email replies, with the date, time, person 

contacted, subject of contact, and any outcome of the contact. A simple form will be 

provided for your use, if requested. It is expected that for every negative home contact 

made, two (2) positives should either directly precede and/or follow it. Acceptable 

positive home contacts include face-to-face talks, phone calls/voice mails, emails, or 

texts (with prior parent/guardian approval or use of Remind). Old-fashioned notes 

home or post cards are also acceptable for positive contacts. In terms of 

communicating student academic/behavior issues, only direct, two-way conversations 

via face-to-face talks, phone calls, email, or text are acceptable parent contacts. Please 

do not message parents on social media when a concern needs to be brought to their 

attention.  

By the end of each semester, staff is expected to have made at least two (2) positive 

contacts home about each student. You may choose to send a beginning-of-the-year 

welcome/introduction/etc., for first semester, or a first-week check-in, etc. Another 

contact needs to be a beginning of second semester ‘check-in’ or ‘update’ 

letter/email/phone call/etc. These can be mass-produced. So, if you never have any 

reason to contact a parent with something negative, at the very least, your parent 

contact log should contain your 2 positive contacts per semester. Please turn copies of 

parent contact logs in each semester, or more frequently if requested, to the principal. 

 

PERCEIVED PROBLEMS AND CONCERNS OF THE STAFF: 

Staff members having a problem pertaining to school should communicate the 

problem directly to the building principal.  The first step in solving any school-related 

problem is through the principal or his/her designee. A grievance procedure is 

available to seek solutions concerning disagreements and also begins with the 

principal. *See Board Policy. 

 

PURCHASING PROCEDURES: 

Requests for equipment, materials, books, supplies, and reimbursements shall be 

placed on a purchase order (PO) with all the required information through use of a 

computer program that you will have on your computer. Please ask a secretary for 

assistance if you do not know what you are doing. Approval of POs shall be made 

through the principal, then superintendent.  If the purchase is approved, the secretary 

will provide you with a PO number and you will place the order. (Sometimes the 

secretary may take care of the purchasing process.)  The school bookkeeper will 

generally send you an email letting you know your purchase request was approved. 

You can ask her for a PO number to use when placing your order. No payment of a bill 

 
 

 



will be made without proper purchase order forms. If you order or purchase materials 

or obligate the district for them without proper procedure you may end up paying for 

them yourself.   

Request for supplies are approved on a needs-basis. In general, requests must be 

made at least a week in advance of when they will be needed. Requests that go over 

your budget or that are not made in a timely manner will not be approved. For projects 

or supplies that students will purchase, money must be paid by the students in 

advance before a PO will be approved. Students’ dues will not be paid for them, and 

will not be paid in advance of the dues money being collected. 

Please run all purchases past the principal before filling out a PO. 

 

REPORTING CHILD ABUSE: 

In keeping with the state abuse laws, any school employee who knows or has 

reasonable cause to suspect that a pupil has been subjected to abuse and/or neglect 

will immediately make a report per BOE policy. Staff must contact the Child Abuse 

Hotline with and/or without administrative assistance -- Child Abuse Hotline 

(l-800-392-3738). It is important to understand that our role as mandatory reporters 

is not to prove that something has or has not happened to a child. We simply observe 

and report with reasonable suspicion, and let the appropriate authorities conduct an 

investigation, if they determine one is warranted. Hotlines are anonymous, unless you 

choose to reveal you have made one. Administration is happy to assist or advise in this 

difficult process, and should be informed of any potential issues that they may be 

contacted by parents about. Please maintain confidentiality of such issues at all times. 

 

SOCIAL MEDIA:  

Thanks to the far-reaching access provided by social media, the private and public 

lives of teachers today are now often one and the same. Please use common sense on 

social media and keep in mind that nothing is ever truly ‘private’ or ‘deleted’ on the 

internet.  

Staff will limit participation in communication programs such as Facebook, Twitter, 

other social media, texting, etc. with students to those situations which relate to 

school matters, in accordance with BOE policy GBH. Please see ‘”Staff/Student 

Relations” in this handbook for other provisions. 

 

SPONSORS: 

You may be asked or required to be the sponsor of a class, organization, etc. Please 

review the guidelines in the Student Activities Handbook as to requirements of 

officers, member eligibility, rules, requirements and by-laws, etc. Please seek 

administrative approval for meeting times in advance so such information can be 

posted in the daily bulletin, teachers can prepare for having fewer students in class, 

and other sponsors can avoid scheduling overlapping meeting times. ​  

Sponsors must submit and have approval by the principal in advance for any social or 

moneymaking projects. In general, groups other than the junior or senior class will be 

limited to one major fund-raiser per year. 

Class/club/athletic/etc. meetings must occur before or after school, rather than 

advisory. 

 

STAFF/STUDENT RELATIONS: 

Partial Board Policy GBH--  

Definition 

 
 

 



Educational Purpose - A reason associated with the staff member's duties in the 

district including, but not limited to: counseling, the treatment of a student's physical 

injury, or coordination of an extracurricular activity, depending on the staff member's 

job description.  

 

General 

Staff members are expected to maintain courteous and professional relationships with 

students. All staff members have a responsibility to provide an atmosphere conducive 

to learning through consistently and fairly applied discipline and the maintenance of 

physical and emotional boundaries with students. These boundaries must be 

maintained regardless of the student's age, the location of the activity, whether the 

student allegedly consents to the relationship or whether the staff member directly 

supervises the student. Maintaining these boundaries is an essential requirement for 

employment in the district. 

Although this policy applies to the relationships between staff members and district 

students, staff members who inappropriately interact with any child may be 

disciplined or terminated when the district determines such action is necessary to 

protect students. 

 

Absolute Prohibitions 

There are some interactions between staff members and students that are never 

acceptable and are absolutely prohibited including, but not limited to: 

1. Touching, caressing, fondling or kissing students in a sexual or sexually intimate 

manner.  

2. Dating a student or discussing or planning a future romantic or sexual relationship 

with a student. The district may presume that this provision has been violated if a 

staff member begins a dating or sexual relationship with a student immediately after 

graduation or immediately after a student has left the district. 

3. Making sexual advances toward a student or engaging in a sexual relationship with 

a student. 

4. Engaging in any conduct that constitutes illegal harassment or discrimination as 

defined in policy AC or that could constitute a violation of that policy if pervasive. 

5. Engaging in any conduct that violates Board policies, regulations or procedures or 

constitutes criminal behavior.  

 

Exceptions to This Policy 

The goal of this policy is to protect students from harm and staff members from 

allegations of misconduct by requiring staff members to maintain professional 

boundaries with students. The district does not intend to interfere with or impede 

appropriate interactions between staff members and students. An emergency situation 

or an educational purpose might justify deviation from some of the professional 

boundaries set out in this policy. Likewise, staff members might be related to students 

or have contact with students outside the school environment through friends, 

neighborhood or community activities, or participation in civic, religious or other 

organizations. These contacts might justify deviation from some of the standards set in 

this policy, but under no circumstance will an educational or other purpose justify 

deviating from the "Absolute Prohibitions" section of this policy.  

The staff member must be prepared to articulate the reason for any deviation from the 

requirements of this policy and must demonstrate that he or she has maintained an 

appropriate relationship with the student. To avoid confusion, the district encourages 

 
 

 



staff members to consult with their supervisors prior to engaging in behaviors or 

activities that might violate professional boundaries as defined in this policy.  

 

Failure to Maintain Boundaries 

Unless an educational purpose exists or an exception as defined in this policy applies, 

examples of situations where professional physical and emotional boundaries are 

violated include, but are not limited to:  

1. Being alone with a student in a room with a closed or locked door or with the lights 

off. Counselors or others who need to work with students confidentially must discuss 

with their supervisors the appropriate manner of meeting with students.  

2. Meeting students in non-work settings without the parent/guardian being present, 

even if the parent/guardian grants permission.  

3. Associating with students in any setting where students are provided, are 

consuming or are encouraged to use or consume alcohol, tobacco, drugs or any other 

product or service prohibited to minors.  

4. Communicating with students about sexual topics verbally or by any form of 

written, pictorial or electronic communication. 

5. Discussing the staff member's personal problems with or in the presence of 

students.  

6. Sponsoring parties for students outside of school unless as part of an 

extracurricular activity that is appropriately supervised by additional staff members.  

7. Inviting students to the staff member's home.  

8. Being present when students are fully or partially nude.  

9. Sending students on personal errands. 

10. Allowing a student to drive the staff member's vehicle. 

11. Providing a student (other than the staff member's children, stepchildren or other 

children living in the staff member's home) transportation in the staff member's 

personal vehicle without a supervisor's approval, unless another staff member or the 

student's parent/guardian is also present in the vehicle. 

12. Allowing any student to engage in behavior that would not be tolerated if done by 

other similarly situated students. 

13. Giving gifts to individual students.  

14. Frequently pulling a student from another class or activity to be with the staff 

member. 

 

Electronic Communication 

Staff members are encouraged to communicate with students and parents/guardians 

for educational purposes using a variety of effective methods, including electronic 

communication. As with other forms of communication, staff members must maintain 

professional boundaries with students while using electronic communication 

regardless of whether the communication methods are provided by the district or the 

staff member uses his or her own personal electronic communication devices, 

accounts, webpages or other forms of electronic communication.  

The district's policies, regulations, procedures and expectations regarding in-person 

communications at school and during the school day also apply to electronic 

communications for educational purposes, regardless of when those communications 

occur. Staff communications must be professional, and student communications must 

be appropriate. Staff members may only communicate with students electronically for 

educational purposes between the hours of 6:00 a.m. and 10:00 p.m. Staff members 

 
 

 



may use electronic communication with students only as frequently as necessary to 

accomplish the educational purpose.  

1. When communicating electronically with students for educational purposes, staff 

members must use district-provided devices, accounts and forms of communication 

(such as computers, phones, telephone numbers, e-mail addresses and 

district-sponsored webpages or social networking sites), when available. If 

district-provided devices, accounts and forms of communication are unavailable, staff 

members communicating electronically with students must do so in accordance with 

number two below. Staff members may communicate with students using 

district-provided forms of communication without first obtaining supervisor approval. 

These communications may be monitored. With district permission, staff members 

may establish websites or other accounts on behalf of the district that enable 

communications between staff members and students or parents/guardians. Any 

such website or account is considered district sponsored and must be professional 

and conform to all district policies, regulations and procedures.  

2. A staff member's supervisor may authorize a staff member to communicate with 

students using the staff member's personal telephone numbers, addresses, webpages 

or accounts (including, but not limited to, accounts used for texting) to organize or 

facilitate a district-sponsored class or activity if the communication is determined 

necessary or beneficial, if a district-sponsored form of communication is not available, 

and if the communication is related to the class or activity. The district will provide 

notification to the parents/guardians of students participating in classes or activities 

for which personal electronic communications have been approved. Staff members 

may be required to send the communications simultaneously to the supervisor if 

directed to do so. Staff members are required to provide their supervisors with all 

education-related communications with district students upon request.  

3. Staff use of any electronic communication is subject to the district's policies, 

regulations and procedures including, but not limited to, policies, regulations, 

procedures and legal requirements governing the confidentiality and release of 

information about identifiable students. Employees who obtain pictures or other 

information about identifiable students through their connections with the district are 

prohibited from posting such pictures or information on personal websites or personal 

social networking websites without permission from a supervisor.  

4. The district discourages staff members from communicating with students 

electronically for reasons other than educational purposes. When an electronic 

communication is not for educational purposes, the section of this policy titled 

"Exceptions to This Policy" applies, and if concerns are raised, the staff member must 

be prepared to demonstrate that the communications are appropriate. This policy does 

not limit staff members from communicating with their children, stepchildren or other 

persons living within the staff member’s home who happen to be students of the 

district.  

 

Consequences 

Staff members who violate this policy will be disciplined, up to and including 

termination of employment. Depending on the circumstances, the district may report 

staff members to law enforcement and the Children's Division (CD) of the Department 

of Social Services for further investigation, and the district may seek revocation of a 

staff member's license(s) with the Department of Elementary and Secondary Education 

(DESE).  

 

 
 

 



Reporting 

Any person, including a student, who has concerns about or is uncomfortable with a 

relationship or activities between a staff member and a student should bring this 

concern immediately to the attention of the principal, counselor or staff member's 

supervisor. If illegal discrimination or harassment is suspected, the process in policy 

AC will be followed.  

Any staff member who possesses knowledge or evidence of possible violations of this 

policy must immediately make a report to the district's administration. All staff 

members who know or have reasonable cause to suspect child abuse shall 

immediately report the suspected abuse in accordance with Board policy. Staff 

members must also immediately report a violation or perceived violation of the 

district's discrimination and harassment policy (AC) to the district's nondiscrimination 

compliance officer. Staff members may be disciplined for failing to make such reports.  

The district will not discipline, terminate or otherwise discriminate or retaliate against 

a staff member for reporting in good faith any action that may be a violation of this 

policy.  

 

STUDENT CELL PHONE USE—STAFF EXPECTATIONS: 

No Students are allowed to have personal electronic devices (including cell 

phones,headphones, & smart watches) out at school, unless for medical purposes. 

They need to be turned off and kept in their 1st Period phone box. Confiscated items 

should be given to the Main Office at the start of the school day. Students who arrive 

late will have their phone confiscated upon arrival to the building. 

Bluetooth speakers or similar accessories have no place in the regular school day and 

should remain at home or stored in student vehicles. Per Board Policy KKB, the use of 

audio or video recording equipment (which includes students’ personal electronic 

items) by students on district property or at district activities is prohibited except: 

A. If required by a district-sponsored class or activity.  

B. At performances or activities to which the general public is invited, such as athletic 

competitions, concerts, and plays.  

C. At open meetings of the Board of Education or committees appointed by or at the 

discretion of the Board.  

D. As otherwise permitted by the building principal.  

In compliance with Policy KKB, students are also not allowed to take pictures or videos 

at any time without teacher/principal permission. Students with chronic personal 

electronic device violations will be required to check in their devices to the office at the 

beginning of each school day for a period of time to be determined by the 

administration, up to the remainder of the school year.  

The school is not responsible for any damage incurred to personal electronic devices or 

accessories. Administration reserves the right to limit any and all student personal 

electronic device use that does not coincide with the District’s mission or goals, or that 

substantially disrupts the school/learning environment. Misuse of devices by students 

will result in teacher and/or administrative disciplinary action. MSHSAA has 

established a no-cell phone/camera/media-use policy for locker rooms (including 

classrooms or other areas used as changing rooms) during all MSHSAA events. The 

District mirrors this policy in restrooms, locker rooms, and any area used as a 

changing room before/during/after school, at home or away, to ensure compliance 

during MSHSAA events. 

 
 

 



It is expected by administration that all staff will help monitor and supervise student 

adherence to personal electronic device policies. See student handbooks for specifics. 

Please keep a close eye out for smart watches, as they are the current “work-around” 

for cell phone violations, even at the elementary level. They have also been used to 

cheat on tests. You may collect them as needed to prevent use. 

 

STUDENT ATTENDANCE: 

It is imperative that faculty present a united front in regards to attendance matters in 

order to encourage regular student attendance and to support one another in 

accurately reflecting district attendance. Please read and be very familiar with the 

student attendance policy in your respective student handbook(s).  

JH/HS: It is important that you check your attendance each period, including 

morning advisory period. Please report discrepancies to the office. Missing and tardy 

students must be reported each period, with fidelity. Please make sure that your 

attendance and tardies are accurate. When two or more students ride to school 

together but have different advisory teachers, it is very difficult to explain why only 

one or two of them were counted tardy. It is expected that if a student is found in the 

hall without a hall pass, they will show up as tardy/late/absent and NOT “present” on 

your attendance report. Please do not, under any circumstances, allow students to 

take your attendance for you.  

 

TEACHER EVALUATIONS: 

Certified staff will be evaluated on a continuous basis using a variety of tools identified 

within the NEE Model. Evaluations may include any combination of the following: 

Scheduled/drop-in classroom observations, Units of Instruction, Student Surveys, 

SLO trackers, and Professional Development Plans. 

Additional evaluations may occur as deemed necessary. Much of the data used in 

evaluations will be historical; i.e. accumulated on a day-to-day basis and recorded to 

be included in the formative and summative evaluations. 

Please share SLO trackers through Google drive/docs/sheets/etc. with the principal 

early in the school year as part of state requirements for tracking student learning 

outcomes. Final SLO outcomes are due no later than February 1
st
.  

 

TEACHER SUPPORT TEAM: 

The Teacher Support Team (TST) is a problem-solving approach to addressing general 

education students at-risk of behavioral and/or academic failure. There are packets 

available in the office to refer a student of any age to the TST. The packet contains 

step-by-step directions on what to do and when. It includes a large list of interventions 

(pale yellow packet) you can choose from in order to see if the student responds. It is 

neither expected nor desired that every intervention in the packet should be 

attempted. Try only one or two interventions at a time, for at least a couple of weeks at 

a time, and only in the area(s) the student is struggling. For instance, it would be a 

waste of time to document interventions in basic reading if you have a third grader 

decoding fifth grade level texts. However, it would be very appropriate to document use 

of math strategies if this same student is unable to complete basic addition facts 

independently and fluently. 

TST referral is a requirement for any student when retention may be considered, and 

for students who require special testing/classroom accommodations on a regular 

basis. Only students with completed TSTs will be considered for retentions and testing 

accommodations. TSTs should be filled out for students with speech or language 

 
 

 



delays that are negatively impacting their progress in the curriculum, or their ability to 

communicate with peers/adults. Please contact the SLP for further alternative 

intervention strategies to attempt with these students. TST referral should also be 

considered for students with severe behavior issues that do not respond to a typical 

classroom behavior management plan.  

While TSTs do sometimes result in special education referrals, it is important to note 

this will not always be the case. The TST process is meant to be a general education 

intervention plan. Students who respond to interventions and differentiation 

documented in a TST have demonstrated they do not need specially designed 

instruction (special education). The differentiation that works for them should 

continue to be provided in the general education setting.  

 

TELEPHONES/TECHNOLOGY: 

School phones are for business purposes, however if personal long distance calling is 

necessary please use a calling card.  Teachers may use their personal phones during 

the school day with discretion. If a teacher or student receives a phone call, they will 

not be called out of class unless it is an emergency.  The office will take messages 

(call-back numbers) for non-emergency calls. Staff members are not allowed to call, 

text, or use social media in front of or when supervising students.   

School technology is provided as an educational tool, and not as a babysitter. It is 

expected that student use of iPads, laptops, and other technology will remain strictly 

focused on academic benefit and not simply as a time-filler. Please ensure students 

are using items responsibility and productively, to maximize their learning and skill 

attainment or concept knowledge. Student use of ‘just for fun’ games is prohibited, as 

there are too many other valuable ways to use technology that are lost when this 

avenue is chosen. Make every minute count. Students who continuously misuse 

district technology are subject to restrictions on their access to items, which then 

often requires teachers to make hard copies of all of their work and frequently 

necessitates teacher creation of alternate assignments. Please see the technology 

handbook for further information on student tech use/restrictions. Students should 

not access Youtube, Netflix, or similar sites as part of the regular school day unless it 

is for a clearly educational, guided and supervised assignment or activity. Youtube is 

currently on restricted mode for students. 

 

TEXTBOOKS: 

There has been a huge uptick in the number of textbooks returned with severe 

damage. The textbook number and condition of the book should be recorded at the 

time of issue, and condition of books should be checked frequently by teachers 

throughout the school year, with damages submitted to the librarian as needed. When 

the text is checked in at the end of the year, the condition of the text should be noted 

also. Students should understand that these books are provided for them and 1) they 

will be subject to discipline for damaging school property and 2) the students shall pay 

for any misuse of the books, as follows: 

 

​ 1.  Lost hardback book .........100% of replacement cost 

2.​ Damaged books .................25%-100% of total cost 

 

The percent of a book’s total replacement cost will be determined by school principal. 

 

 
 

 



VISITORS: 

All visitors must report to the office immediately. Office staff will assist them and give 

them a visitor’s badge for identification purposes. Under no circumstances should 

anyone except the office let someone in the building after the doors are locked in the 

morning. Please inform your students of this protocol. Visitors must buzz in and 

identify themselves through the office. This is the case even with known individuals, 

former students, or current students. You never know the circumstances surrounding 

some individuals’ arrival on campus, and the office may be aware of issues that would 

limit access to the building of even these familiar adults.  

If you see an unfamiliar student or adult in the building without visitor identification, 

notify the office and/or kindly ask them to go get a badge, if you feel comfortable doing 

so. Students are not allowed individual guests, and are not allowed to have 

restaurant/fast-food brought in or to have guests eat lunch with them except on 

special occasions, cleared in advance. There is some gray area with this when it comes 

to morning routines, as some parents go in to the cafeteria or gym to drop their 

children off. This is acceptable as long as it does not interrupt the morning flow, and 

as long as parents enter and exit in a timely manner. Extended visitors need a visitor’s 

badge. 

Staff visitors/relatives/volunteers need to be cleared in advance with administration. 

Please limit such visits to special days. 

 

VOLUNTEERS: 

ALL volunteers who will be working directly with students must have appropriate 

background checks and paperwork on file in the office, and be BOE approved. There 

are no exceptions to this rule for school liability and safety purposes. This includes 

school relatives, dance chaperones, and any other individual assisting with 

school-sponsored activities before, during, or after school. 

 

WEATHER CLOSINGS: 

See Board Policy FC 

In case of inclement weather, school closing announcements can be found in the 

following locations: 

www.miamir1.net (School Website) 

www.facebook.com/MiamiR1Eagles/ (District Facebook Page) 

https://www.teacherease.com/ (Student Information System) 

 

 

GENERAL SUPERVISION 

 

DUTY HOURS AND EXPECTATIONS: 

Teachers are to be in their classrooms or on morning supervision each morning no 

later than 7:35 A.M. Teachers may occasionally be here earlier than that, should they 

choose to provide morning detention/tutoring. Teachers not on morning duty should 

use before-school time for instructional preparation, and if necessary, for 

supplementary assistance to students.  

Please do not allow students to ‘hang out’ in your classrooms on a regular basis 

before, during, or after school, and never when you are not going to be in the room. 

There are specific areas in the building they need to report to as part of the District’s 

safety plan. Upon their arrival, direct these students to the cafeteria (if they need 
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breakfast) or to the gym. JH/HS teachers are expected to be at their doors, 

supervising hallways and common areas, at the first bell and during each passing 

period.   

Teachers are free to leave the building for the day at 4:00 P.M. or after the last bus 

and student vehicles have left, unless a conference has been requested, a faculty 

meeting has been scheduled, a required in-service activity has been planned, 

detention/tutoring has been scheduled, or in the case of some other special 

event/activity. Be sure that your room is in order before leaving, heat/air turned off or 

down, windows closed and locked, and lights turned off. Please leave lesson plans and 

sub plans in an easily identifiable location in your classroom before leaving each day. 

Due to liability issues, students at both the elementary and secondary levels should 

never be left unsupervised in classrooms or other gathering areas, including before or 

after school (especially the playground and gym) during the school day. Classroom 

doors should be shut and locked at all times. Students should never be in classrooms 

without a teacher present. Staff children are an exception, but should stay with their 

parent/relative or in the classroom of their parent/relative, unless they have 

permission to be with another staff member. Please have another teacher cover your 

room if you need to leave your classroom for a restroom break or other brief amount of 

time. If longer coverage is needed for an emergency situation, please contact the office. 

Please do not leave classroom doors open and/or unlocked at any time. This is a 

required aspect of our safety plan. It is preferable to have students sitting in the 

hallway with community supervision rather than entering an empty classroom with no 

supervision. For elementary, please establish the arrival procedure of leaving 

backpacks, jackets, etc., lined up neatly along the wall outside your classroom or the 

hooks in the cafeteria (first come, first serve). Please do not unlock another teacher’s 

door for students, unless you plan on supervising them for the duration of whatever 

they are doing or until the teacher arrives. Never leave students alone in the 

concession stand. 

A weekly rotation system will be set up for supervision areas. Teachers will be 

assigned to supervise morning/afternoon bus, gym, cafeteria, lunch, hall, parking lot, 

concession stand, laptop areas, and other duties as needed. Teachers not assigned to 

a specific duty should be doing routine supervision in halls and rooms. Diligence in 

supervision is the best policy to prevent problems from occurring. All teachers not on 

duty are responsible for general supervision directly outside their rooms before and 

directly after school. Supervision of students must be a priority throughout the school 

day.  

Any teacher or staff member who sees a student with a cell phone or other personal 

electronic device out during class without permission, is expected to confiscate the 

phone and turn it in to the office on the first occurrence. You can give the first week of 

school as a leeway period to get students acclimated to this change, at your discretion. 

Students are not to use their phones or other personal devices in the locker rooms or 

restrooms at any time, and are not to have school technology in the locker rooms or 

restrooms at any time.  

 

MORNING/AFTERNOON DUTY INFORMATION: 

Teachers will be assigned a supervision rotation including the gym before school, the 

cafeteria at breakfast, the loading area of the buses before and after school, the high 

school halls and door (concession stand), the elementary door/hall, the HS parking lot 

before and after school, and the HS computer lab (laptop area). Other duties may be 

assigned, as needed. The buses begin unloading at around 7:35 a.m., and staff is 

 
 

 



expected to be at their assigned duty locations no later than that time so as not to 

create a hardship for other staff or a student supervision issue. Hall and parking lot 

duties occur both before and directly after school (until the halls/student parking lot 

are empty….usually about five minutes, on a typical day). If you know in advance that 

you will be absent on a duty day, it is your responsibility to find someone to cover your 

duty. Please leave a copy of your duty rotation in your sub plans and let the principal 

know your duty when you call in. Coaching and after school activities are not excuses 

for missing after school duty without a cover. It is your responsibility to find someone 

to cover your duty if you cannot do it. 

 

Bus:  

Bus duty teachers should meet the buses outside in the morning (west side of school) 

no later than 7:35 am to supervise students entering the building. In the afternoon, 

staff is to accompany students to the buses and stay outside on the sidewalk until all 

students riding buses have loaded and buses have departed. One classroom at a time 

will load, beginning with Kindergarten through sixth grade, then heading down the 

JH/HS hallways. Classroom cohorts should socially distance from one another as 

much as possible on the way to the bus. Use the beginning of the year to practice safe 

bus loading/unloading procedures. 

 

Gym:  

In the morning, students are to report to the cafeteria for breakfast or to the gym to 

await the start of school. The first bell rings at 7:50 am, which is when students are 

dismissed to their classrooms. 

 

General Morning Gym Expectations: 

●​ Students sit in the gym with elementary, by class, on the bleachers closest to 

the superintendent’s office, and JH/HS closest to the concession stand.  

●​ They need to sit, not stand on the bleachers/in front of the bleachers. 

●​ No horsing around, shoving, excessive movement that could cause injury.  

●​ If bleachers aren’t pulled out, elementary typically sits by class on the floor on 

their side, and JH/HS can stand on their side of the gym or be put in whatever 

arrangement is necessary for controlled chaos.  

●​ Once in the gym, students are expected to stay in the gym, with the exception of 

ONE quick trip to the concession stand, for elementary. (JH/HS should do this 

before entering.) They should not linger in the entrances. 

●​ Elementary students are allowed to visit the concession stand with 

permission, but are NOT allowed to open any items purchased. They must 

go in backpacks once they are in the classroom. 

●​ JH/HS can visit the concession stand and consume their items in the 

gym and nowhere else. However, if they become messy with leaving trash 

or food around, please remind them this can and will be discontinued. 

●​ JH/HS students are allowed to have phones/personal electronic devices out 

until 8:00 a.m., but please monitor and ensure no pictures or videos are being 

taken outside the stipulations allowable under BOE policy KKB. Take any 

offenders’ phones and turn them in to the office with specifics as to what was 

observed. You may give them the first partial week of school as a grace period to 

acclimate them to this expectation, if you wish. 

●​ JH/HS students are not allowed to leave the gym without permission until the 

bell rings. 

 
 

 



●​ Rules can be added/changed to best meet our supervision needs, as a staff. 

Please see the principal with any concerns/revisions needed.  

 

Cafeteria:   

BREAKFAST DUTY (Report at 7:35 am): The person on breakfast duty will need to be 

present in the cafeteria to monitor students in line, ensuring they socially distance, 

keep their bodies to themselves, and get in and out in a timely manner. Upon entering 

the school before 7:50 am, students will either head to the gym (if not eating 

breakfast), or head to the cafeteria to eat breakfast. After they eat, they will either 

head to the gym (before 7:50 am), or directly to their elementary classrooms or JH/HS 

advisory classrooms (after the first bell at 7:50).  

 

LUNCH DUTY (Your lunch shift): Students will eat in the cafeteria. Teachers should 

plan on eating lunch in the cafeteria, whether or not they are eating school food. 

Please do not leave students in the lunch room unattended. Ensure another staff 

member is in the cafeteria before using the restroom, washing hands, etc.  

 

ALL MEAL TIMES:  

 

Cafeteria expectations to model, monitor, and enforce, as needed:  

●​ No running in or to the line. (Faculty, please don’t run to the line, even on 

biscuits and gravy day, no matter how excited this makes you.)  

●​ No cutting in line. Exception: Students getting cereal can skip around those 

waiting on the entrée.  

●​ No ducking under the rope—go around. (There will be other times for students 

to practice their limbo skills.) 

●​ Students are not allowed to choose both cereal and entrée, regardless of how 

tempting they both are. 

●​ Students are allowed one juice and one milk; extras above that they need to 

know they will be charged for. 

●​ Students who owe meal money are not allowed to get seconds. 

●​ PK/elementary and JH/HS must sit separately from one another at breakfast, 

although sometimes due to popularity of some breakfast entrees, some overlap 

may need to occur to fit everyone in the cafeteria. Please still try to keep HS 

separate from our young ones. Exception: Some young ones need a ‘breakfast 

buddy’ to help them (and you) get through the meal process in a timely manner. 

This should be someone staff has chosen, and they are allowed to sit with their 

buddy to model social skills and keep the student on-task. 

●​ As a general rule, students are NOT allowed to take pictures or videos, as this is 

a violation of BOE policy. (There are some reasons allowable under BOE policy 

KKB; however, permission must always be granted.) Elementary students are 

not allowed to have cell phones out at school for any reason. Please confiscate 

offenders’ devices and turn them in to the HS office with specifics as to what 

occurred. You may give them the first partial week of school as a grace period to 

acclimate them to this expectation, if you wish. *School is not responsible for 

maple syrup or other food-related incidents involving student electronics. 

●​ Students are not allowed to have school electronics on their person while eating 

breakfast or lunch. 

●​ Students are NOT allowed to leave the cafeteria with food, for any reason (with 

very rare exception). 

 
 

 



●​ Once students are done eating, they are to go directly to the gym, if the bell has 

not rung, and nowhere else. They are not to wait on peers to finish in the 

cafeteria. 

●​ Students are not allowed to exit and reenter the cafeteria. They should go 

straight to the gym and stay there until the bell rings. 

●​ Before leaving for the gym/classroom, please ensure students are cleaning up 

after themselves. Please make a point to call students back to the cafeteria 

when they need to take responsibility for their messiness. 

●​ Students need to be finishing up and heading to the gym by the 7:50 bell. 

Please begin urging them to finish at around 7:45. Some students will need 

redirection to stop talking and eat. Students who are chronically tardy in 

finishing their meal can be required to throw away any remaining food soon 

after the bell rings. However, if a bus is late, students from that bus are allowed 

to eat past the bell time.  

●​ If an individual student is late, and staff determines it is in the student’s best 

interest to eat breakfast, please allow the child to do so. It is hard to learn with 

a growling belly. They will still be tardy, but please call the office to make a 

notation that they were eating breakfast due to late arrival. 

●​ Elementary students will leave to go directly to the gym, unless it is observed 

that their class has already headed to the classroom. 

●​ Rules can be added/changed to best meet our supervision needs, as a staff. 

Please see the principal with any concerns or needed/requested revisions. 

 

***Students with chronic behavior disruptions during breakfast may be assigned 

alternate dining locations within the cafeteria or elsewhere, away from distractions.*** 

 

Teachers are relieved of breakfast duty when the last student (excluding PK) has left 

the cafeteria and the area is free of excessive trash. This means you will want as many 

students as possible to finish as quickly as possible. If needed, assign older 

elementary “breakfast buddies” to any perpetually pokey younger students. You can 

call the office to take over for you if there are students who are having issues and you 

need to get to class. 

 

Elementary Hall and Door (Report at 7:35 am):  

Elementary hall and door duty staff work together as a team and can rotate who does 

what during any given duty period. One person will be on elementary hall duty to 

monitor students as they come in from the elementary car drop off line and buses. 

This person will direct traffic to either breakfast or classrooms and ensure students 

are going where they should be going and nowhere else. An exception might be if a 

student needs to go to the nurse to do a blood sugar check, drop off medication, or if 

they have been sick on the bus. There are no other approved locations for students to 

go.  

The other person will be standing outside assisting students as they are dropped off in 

car rider line format. It will be necessary to ensure only one vehicle at a time is 

releasing students and that no one is walking between cars in the line. Elementary car 

riders will enter the campus via the middle driveway and exit via the north driveway. 

  

Students arriving excessively early (before 7:35 a.m.) should be reported to the office 

so a phone call home can be made, as there is no supervision available before that 

 
 

 



time. Staff children/relatives (PK-HS) who arrive early need to stay with whom they 

came with.  

 

Junior High and High School Halls (Report at 7:35 am):   

High school hall duty is stationed in two locations: 1) The main high school hallway. (It 

will need to be a roving duty.) 2). The Junior High locker area. This means duty 

partners will need to divide and conquer these two areas. This duty involves ensuring 

students aren’t wandering the hallways or loitering outside lockers/concession 

stand/restrooms/the stairwell/etc. If your duty partner is absent, priority rests with 

the high school hall, as it can quickly become chaotic. Students should be either in 

the cafeteria picking up their breakfast or heading straight to their advisory teachers. 

Students can go to their lockers briefly, ONE time, when they first arrive, but they are 

not to congregate there, at the concession stand, restrooms, locker rooms, computer 

lab, etc. Students should also not congregate around hall duty teachers and are not to 

go to the office except in case of an emergency. Please keep hall traffic to a minimum 

before school due to social distancing concerns. Students should not leave the 

advisory classroom once they enter without express permission from the teacher. 

Students arriving excessively early need to be directed to arrive later and reported to 

the office so a phone call home can be made, as there is no supervision before 7:35 

am. (Some students will arrive early due to practices, etc.) Please do not allow early 

birds to wander the halls be anywhere there is not supervision. Students are not 

allowed to mess with/use gym equipment, including balls. Staff children/relatives 

(PK-HS) who arrive early need to stay with whom they came with or go to the cafeteria 

until students begin arriving off the buses. JH/HS students are allowed to have out 

phones before 7:55 a.m. but are generally not to be taking pictures or videos, and are 

not to use them in the restrooms/locker rooms under any circumstances. Confiscate 

phones from offenders. Be cognizant that students are now using their smart watches 

for this purpose. Students are to be directed to leave all hats, caps, backpacks, 

purses, drawstring bags, etc., (aside from their laptop bags) in their lockers. Very small 

purses can be an exception; please use your best judgment, here, or have 

administration look into it. 

 

Concession Stand/Parking Lot (A.M. Report at 7:35/P.M. stay till HS drivers gone):   

Students arriving at school should not hang out in or around vehicles. BOE policy 

states students are to enter the building no more than 5 minutes after parking. This 

should be more than enough time for students to gather materials and head to the 

building. Students taking longer than this, particularly students who arrive in pairs or 

groups, need to be prompted to be quicker and/or reported to the office. Please 

carefully monitor students for unsafe driving/parking behavior as they arrive and 

depart the school. Please stand where student drivers can see you and let your 

presence be known. Watch for careless driving, peeling out as they enter the highway, 

spewing gravel, or other unsafe driving behaviors. Imprudent driving needs to be 

reported to the office, as there are strict consequences for this.  

Students are not allowed to randomly enter and exit the building to go to their vehicles 

once they have entered the building of a morning. During inclement weather, it is 

acceptable for teachers to stand inside the doors and watch the parking lot; however, 

it may still be necessary to exit the building to address student parking/driving 

issues, so plan your attire accordingly. Students arriving excessively early need to be 

directed to arrive later and reported to the office so a phone call home can be made. 

(Some students will need to be here early due to practices, etc.) Please do not allow 

 
 

 



early birds to wander the halls. Staff children/relatives (PK-HS) who arrive early need 

to stay with whom they came with. 

Student drivers are required to have parking permits. If you do not see one, please let 

the office know.  

Only Students of the Month are allowed to park in the designated spot. Students are 

not allowed to park at any of the spots next to the Student of the Month spot—these 

are designated as staff/visitor/handicapped spots. Students who park adjacent to the 

HS staff/visitor parking should not park in the closest area to the staff vehicles. The 

log where students should NOT park is painted white. Please ask if you need help to 

identify this area.  

 

Elementary Recess: 

Recess schedules will be arranged.  One teacher (or more) is to supervise the 

playground.  The other teacher(s) shall be in the classroom, supervising students who 

have lost recess, not finished work, etc. Please do not be on phones during recess 

supervision. Please try to move around to the various play areas. Use this time to 

teach and reinforce appropriate play skills. Students who consistently misuse 

playground equipment may need to lose this privilege, at teacher discretion. Please try 

to limit taking away recess as a punishment.  

There is no prescribed rule for moving recess indoors during inclement weather. Please 

use prudence when making this determination. Generally, temperatures near freezing 

(taking any wind chill into consideration), as well as when it is actively precipitating 

and/or there is snow on the ground or muddy conditions, would indicate the need for 

alternate recess plans. Even on muddy days, students may still be able to use select 

playground equipment. Barring these conditions, please try to take students out, even 

if only for a shortened recess time. When weather precipitates the need for indoor 

recess (pun intended), please check with the PE teacher in regards to gym availability, 

even if it means moving your regular recess time to do so. Please use classroom recess 

as a last resort, although sometimes it is unavoidable. Students need opportunities for 

movement whenever possible throughout their day to prevent/reduce behavior issues. 

Please ensure the office(s) are aware of “extra” or long recess plans in case 

emergencies arise or a student needs to check out, needs medication, etc. 

 

Supervisory Duties (Other Events):  

During the year, teachers will be needed for various activities such as game ‘gate’ duty, 

ticket taking, score keeping, timers, etc. This will be done on a volunteer basis, unless 

enough volunteers are not obtained to meet supervision needs. It is requested that 

each staff member plan on taking at least one gate duty per year. A sheet will be 

passed around at an early Monday in-service. If not enough help is gained through 

volunteer means, duties will be assigned on a rotational basis in the same manner 

bus/gym/cafeteria/etc. duties are assigned.  If you cannot supervise the event you 

have been assigned, it is your responsibility to acquire a substitute and notify the AD. 

For elementary, some events such as Spelling Bee and Spring Fling are typically 

all-hands-on-deck. Your help in all extraneous supervision is deeply appreciated. 

 

USE OF CLASS TIME (Please read ALL):  

Teachers are expected to maximize use of instructional time each and every day. It is 

imperative with a four-day schedule to use every minute available to engage students 

in learning opportunities related to your specific learning standards. Please keep 

students in class and occupied on assignments and activities that will deepen their 

 
 

 



content knowledge, critical thinking skills, and their abilities to function as positive 

members of society.  

If the majority of your students are gone on a field trip, an alternate learning 

experience is expected to be provided to the students remaining in class, even when 

you have only one or two students remaining. Please keep in the good graces of your 

colleagues and principal and do not “farm” your remaining students out to other 

teachers. Please do not accept students from other classes on days where many 

students are gone on field trips. These days are not to be considered free days. Use of 

movies should be done sparingly, approved by the principal in advance, and used only 

to support a curricular topic through planned extension activities around the movie, 

or to practice a skill using multimedia. In general, movies rated R are not allowed. For 

elementary, it is recommended to stick with G (K-3
rd

 grade) or PG (4
th
-6

th
 grade) 

ratings. Know the movies you plan to show so you aren’t surprised by questionable 

scenes. 

Additionally, please do not utilize classroom time to do tasks that should be 

accomplished before or after school or on plan time, such as making large quantities 

of copies (which would leave students unattended) or attending to coach/sponsor 

activities that detract from classroom instruction. If emergency copies are needed, 

send a student to the office and have the secretary make the copies and send them 

back with the student. If you need your room watched, please call the office or enlist 

the assistance of a buddy room nearby who can monitor both classrooms temporarily. 

A loss of only three minutes each day equates to a loss of a full day by the end of the 

year. Think of how much time we lose that is beyond our control—Make every 

minute of every day count! 

 

HALL PASSES / BREAKS: 

As noted, it is expected that teachers will keep students in class and working on 

meaningful learning opportunities for the bulk of each school day. Elementary 

teachers can schedule regular restroom and drink breaks as they see fit to meet the 

needs of their students and maximize instructional time.  

JH/HS students will have 4 minutes between classes. This time is set aside for 

students and staff to take care of personal needs and is sufficient for the majority of 

needs. If students need additional time to address class issues and/or personal needs 

during regular class time please fill out a hall pass, or at the very least call ahead to 

the office to inform them of the student’s whereabouts. Please do this sparingly to 

avoid interruptions to the learning process.  

JH/HS: Please do not let students travel in pairs to the restroom during class. 

Students are also not allowed to use the locker room as an additional restroom facility 

outside their PE time, as it will be locked.  

Students who abuse hall privileges, either by leaving class excessively or through 

excessive tardiness, need to serve a classroom detention that you assign. Students 

who are found excessively wandering the halls without passes or phone calls to the 

office will be kept track of by the office in terms of what class(es) they are coming out 

of/late to and why. Students come up with many fine excuses to leave class or to be 

late. Please use prudence in accepting them. Please count students tardy when they 

are tardy each hour, not just upon arrival to school! It is not fair to anyone when staff 

enforce discipline policies inconsistently amongst each other, and leads to a poor 

school climate. Additionally, it does not allow students to internalize rules and 

procedures across classrooms, leading to more behavior issues in the long run. 

 
 

 



Please (frequently) remind students that every 4 tardies = 1 absence (school wide), 

including advisory, and that seniors have a very limited number of absences they are 

allowed for the year in order to be eligible for Senior Trip (eight days, including tardies, 

over the course of the year—whether excused or unexcused). 

Teachers are expected to make a parent contact for all students who are tardy three 

(3) times in a class period, per semester. Continued tardiness within the same 

semester should result in an office referral. 

Exceptions: For students with chronic health conditions or short-term health needs, 

additional breaks are likely necessary. Any Section 504 plan or IEP 

modifications/accommodations necessary will be relayed to staff and are expected to 

be followed at all times. 

 

GRADES AND REPORTING OF GRADES: 

 

Each student's grades will be posted on School Insight each quarter, by established 

dates and times. Quarter and semester grades need to be reported both in numerical 

and letter form on grade sheets.  The following scale will be used in applicable grade 

levels. 

 

A   93-100​ B+  87-89​ C+  77-79​ D+  67-69​ F   59 and below 

A-  90-92​ B    83-86​ C    73-76​ D    63-66 

​ ​ B-   80-82​ C-   70-72​ D-   60-62 

 

Grade books and or grade programs should be kept current and complete.  Please 

be advised that it will be necessary to post grades in a timely fashion. Teachers should 

keep their student’s grades in School Insight and their hard copy grade book (or 

frequently print off the online gradebook). You will also need to turn in a hard-copy of 

your grade book at the end of the year.  

Please be advised it will be necessary to record enough grades that you can justify the 

grade you give a student for the quarter or semester. For most classes, a minimum of 

two grades per week will be necessary and required to provide grade justification. 

Grades should be updated on School Insight on at least a weekly basis, and probably 

more frequently than that, on a per-student basis. Please pay attention to office 

memos concerning midterm reports and grade card deadlines. Double check your 

grades at grading periods so they are correct. Sending out incorrect grades and later 

changing them creates problems for all -- students, parents, teachers, and office 

personnel.  

As a professional courtesy, please do not check other teachers’ online grade books or 

students’ cumulative progress. You should be accessing ONLY your gradebook and 

class grades. Students have the ability to check their cumulative progress for 

themselves at any time they choose. 

Please do not allow students to sit in your teacher area or any area where they would 

have access to grades or ANY confidential student data or information, should NEVER 

access teacher computers. 

Remember when changing grades, offering extra credit, giving out make up work, etc. 

that what may seem like a small matter of points could be a big difference when final 

grades/rankings come out. Class ranks, valedictorian/salutatorian honors are often 

determined by .0001 of a point. Please utilize fair and ethical grading practices that 

reflect student learning and effort but do not punish students for having one bad day 

 
 

 



that happened to coincide with a test. Grades should consist of a variety of tasks in 

order to try to capture the truest picture possible of the products, processes, and 

progress students achieve through your instructional practices.  

 

There is a fine balance necessary in attempting to work with students to help them get 

work done but also accurately reflecting their progress in the grade book for parents to 

understand. The following procedure will be used this year to assist parents in better 

understanding their students’ grades, and more accurately reflecting students’ 

progress:  

1. In general, teachers are expected to leave blank assignments/tests/etc. that are 

collected or assigned during a student’s absence (excused or otherwise), until the 

student has had the allowed time to complete the work and get it turned in, per the 

makeup work policy of one day allowed for each day missed (unless an IEP or 504 plan 

specifies longer).  

2. Do not put in zeros for work until AFTER students have surpassed the allowable 

time for turning it in.  

3. After that time, teachers should put the zero in, and then it will be up to each 

individual teacher as to whether they will allow students to turn in the work after that 

time for credit.  

4. Teachers, please do not leave blanks in the grade book unless a student is to be 

completely excused from an assignment, which should be noted in the comments, or 

unless they were absent and are still within the allowable time frame for completion. 

The only long-term blanks that should be in any grade book would be for transfer 

grades that don’t apply to any students except a new one, or work you are exempting a 

student from on an individual basis, with a notation made as to why they are exempt. 

In general, there should be no blank grades on assignments aside from these in any 

grade book for longer than a week. It results in an inaccurate representation of 

students’ progress or lack thereof, which is viewable by parents via portal. 

5. In order to facilitate this process, it is necessary for teachers to review and adjust 

grades (if needed) and make sure they are posted and accurate for parents’ viewing on 

a frequent basis—probably more than once per week for some students. Failure to do 

so will result in quickly falling behind and finding this process unmanageable. Keeping 

up with grading in order to adjust instruction based on student needs will need to be a 

priority for teacher plan times and Monday times this year. 

 

Please note: It is not necessary to enter every piece of work completed in the 

gradebook. More work or more grades in the grade book does not necessarily equate to 

more learning. Be thoughtful with what you choose to include—how did the 

task/test/project serve to show student performance or progress on grade level 

expectations/standards? Did every student (or most) do poorly on the task, suggesting 

reteaching needs to be done for the class, as a whole? In general, pre-tests should not 

be included in the grade book, but should be kept for comparison to post-testing. 

Summative tasks and evaluations of student learning of grade/content level standards 

should be from where the bulk of students’ grades stem.  

 

JH/HS ADVISORY GRADES: 

The “zero hour” advisory class is roughly ten minutes longer this year. It should 

provide more time for students to engage in some sort of meaningful work, particularly 

now that they must stay in their assigned advisory for the duration of each period. 

Please hear this, as it cannot be stressed enough: Advisory is NOT meant to be an 

 
 

 



additional plan period, and MUST be used as active student engagement time. 

Students will be held accountable for specific work or tasks in daily morning advisory. 

Each teacher will be assigned a group of students for whom they will be responsible. 

Advisory grades may be made up of attendance points, specific activities assigned by 

advisors, or a combination of both. Teachers should give students tasks/assignments 

to help them make up missed points from unexcused tardies/absences. (Teachers can 

check with the office to determine if a tardy/absence is excused or unexcused.) 

Advisory does count towards eligibility in terms of both grades and attendance. If 

attendance points are to be used, the following standardized procedure/rubric for 

assigning points will be used. Please do not assign “participation” points for advisory; 

see the next session in regards to participation points in other classes. This is due to 

inconsistencies last year with what was considered “participation.” 

 

Advisory Attendance Rubric 

 

Student Name: _______________ Class: ____________ Date: _________ 

 

(Teacher will circle how many points earned this day and briefly notate 

why.) 

 

0 points = Student was not physically in class (absent or failed to check-in at any 

point during the 31 minute class) for over ½ of the class period; OR, student failed to 

report/stay where assigned for the duration of advisory. Students on school-sponsored 

trips or those with excused absences on file with the office will NOT be penalized.  

 

1 point = Student was tardy/late without written excuse submitted to the office, but 

was present for at least ½ of advisory. 

 

2 points = Student was on time and present for the entire advisory time and stayed 

where assigned for the duration of advisory.  

*Students who are absent will have the opportunity to make up attendance 

points by completing a task/assignment assigned by the advisory teacher. 

Students who are tardy 3 times to advisory during the course of the semester 

will receive an office referral. 

 

Excused Absence/Tardy = Documentation is on file with the office that the 

absence or tardy was excused. No penalty received.  

 

NO ATTENDANCE PENALTIES will be assigned to students who are done with all of 

their work or for behavior management issues that arise during class (aside from those 

receiving a zero for not reporting to class or from walking out of class…these should be 

reported immediately to the office). Points assignment will be based purely on 

attendance rather than participation in order to alleviate issues with the subjectivity of 

“participation.” It will be up to each advisory teacher to keep their students busy and 

on-task if students do not bring work. Again, advisory is not an additional plan time, 

nor should it be ‘babysitting.’ If work suggestions are needed, please consult 

administration and/or your teaching colleagues for ideas.  

 
 

 



 

PARTICIPATION POINTS IN OTHER CLASSES: 

In general, the use of participation points is discouraged due to their highly subjective 

nature. They are not to determine the bulk of a student’s grade in a class. There are 

some exceptions to this, such as music and PE, where participation could constitute 

the bulk of students’ grades. If participation points are used, a simple rubric or 

checklist should be used in each instance in order to help students know what they 

need to do next time to receive full credit. Absences should not count against students 

in terms of participation points—an alternative method should be provided to earn 

points missed due to absences/field trips/etc.  

 

EXTRA CREDIT:  

If you offer extra credit, you must do so for your entire class, not just individual 

students. If one student has an opportunity to bring his/her grade up, it is only fair 

that all have that same opportunity. If you do offer extra credit, do so only in very 

limited amounts.  Extra credit in lieu of an individual student completing regular 

work/assignments/etc. is not allowed; however, alternate assignments for students 

lacking materials due to financial or family circumstances, or those with special 

learning needs are very permissible and encouraged to promote student equity.  

 

REPORTING INADEQUATE PROGRESS TO PARENTS: 

Teachers are responsible for notifying parents of any progress that is inadequate in 

their classroom.  If a student will have a failing grade go home at mid-term or 

quarter/semester, or their grade has dropped substantially from typical performance, 

you will need to contact parents BEFORE the mid-term/grade card goes home, and a 

conference, if needed, should be scheduled. Please log all parent contacts by date, 

time, type, and outcome. A log sheet is available in the office, if needed. Please keep 

the principal informed of any potentially failing grades early on and at 

mid-term/quarter/semester, so that credits can be checked and the need for 

grade/class retention can be ascertained and parent meetings set up, if necessary.  

 

MAKE-UP WORK: 

While completion of make-up work is the responsibility of the student, it is your 

responsibility to get the work to the student in a timely manner. Students will be 

expected to make up all assignments from missed classes, regardless of whether an 

absence is excused or unexcused, unless a teacher chooses to exempt a student from 

an individual assignment that wouldn’t make sense for them to complete outside the 

missed class time.  The general rule is one day will be allowed for each day missed. 

This time may be extended at each teacher’s discretion, often due to extenuating 

circumstances, such as for Section 504 or IEP compliance, or lengthy illnesses.  

If a test or assignment was announced during the student’s presence in class, he or 

she will be required to take the test or hand in the assignment on the date designated 

or their first day back, if they are absent on the date of completion.  Teachers may 

extend this time at their discretion, and oftentimes it is necessary and encouraged to 

do so, such as when a student was suddenly sick and did not know they would need 

to take home a book or paper to study/complete, etc. 

If a student is to be absent for an extended period of time, the office may be contacted 

to collect homework assignments from the teachers.  If student work is requested 

early, please make every effort to have work ready by the end of the day that the 

request is made. 

 
 

 



Students on class trips or leaving for activities should have have visited with each 

teacher and gathered the day’s work/homework assignments BEFORE leaving, when 

possible (sometimes it’s not). Students will then be provided one day to get any work 

assigned during activity participation turned in, as with regular absences, unless an 

individual teacher has granted more time. Students in school-sponsored activities will 

be provided alternate assignments in lieu of receiving a zero for not being present to 

earn any participation points assigned in their absence. In general, late work should 

not be accepted after the quarter ends, unless extenuating circumstances apply and 

are cleared by administration. Individual teachers may assess other late work 

penalties that do not conflict with this handbook guidance, in accordance with their 

personal classroom management plans. 

Students who are absent from class without permission (ex: to assist in other school 

activities for which they have not been excused to assist with) will be counted 

tardy/absent, a truancy referral may be made, and a zero may be assigned for any 

work turned in/assigned during the missed class period(s).  

**Some 504/IEP students may be on a modified grading scale of some type. These will 

be communicated to you through the case manager.  

 

WORK/INFORMATION REQUESTED TO BE SENT HOME: 

At various times, parents request homework for a student that is absent, current 

grades for their student, or withdrawal grades.  Teachers may be notified by email or 

phone call from the office, or notified in person when parents have requested work or 

information sent home. There will be a folder for that student placed in the office to 

put homework/assignments or grades into, or you may email that information to the 

secretary, and he/she can place it into the folder for you. Please reply, even if there is 

no homework for the day (such as test, group work, etc.) so we will be able to tell when 

all work is ready. 

 

JH/HS QUARTER AND SEMESTER FINALS: 

Final exams will be given at the end of each semester, while quarterly exams will be 

given both 1
st
 and 3

rd
 quarter. Project-based finals are encouraged but not required. All 

classes are required to have semester finals, unless approval is granted by the 

principal not to do so.  

A finals schedule will be determined by the counselor and relayed to staff each 

semester. This schedule should be followed as it is written, unless extenuating 

circumstances apply. In that case, teachers are asked to consult with the principal 

and/or counselor beforehand to resolve any conflicts. 

 

GRADE LEVEL RETENTION: 

Grade level retention is one of the most serious academic and social issues we will 

encounter as educators, with the potential for far-reaching effects. It should only be 

considered as a last resort, when a team of teachers and the parents/guardians 

determine it is necessary for a student to continue to progress in his/her education. 

(Specific requirements are in place for promotion from 7
th
 and 8

th
 grades.)  

For elementary, when retention may be recommended, parents should be contacted by 

the classroom teacher and a meeting take place when retention first begins to even be 

a consideration, with frequent follow up throughout the year, and, if necessary, the 

final retention recommendation conference occurring no later than Spring Break.  To 

restate, even for students whom the teacher ultimately decides not to retain, parents 

should be informed at any point that it was a consideration. Formal retention 

 
 

 



recommendation meetings should occur only after previous parent conferences in 

which all data has been reviewed with parents/guardians, including but not limited to 

mid-quarter reports, absence reports, and grade cards, which support retention of a 

student. A Teacher Support Team (TST) plan (paperwork is available in the office) 

must be on file that documents all alternative interventions attempted with the 

student and the outcomes, or response, of the student to those interventions. The TST 

plan should be implemented early on in the school year for students when need of 

retention or other intervention even begin to be suspected. (See the TST section for 

further information.).   

All progress/conference notifications should be carefully documented by the teacher, 

signed by the principal and placed in the student file. With rare exception (ex: possibly 

for an IEP situation), elementary retention recommendations will not be accepted 

without all criteria noted above being in place, and without significant evidence that 

no other viable options exist for the student. 

HS students who fail a course necessary for graduation will be required to retake the 

course or substitute it for another that meets the same criteria, when possible. HS 

students who fail to earn the required number of credits each year will be retained in 

their current grade level. 

 

SEVENTH AND EIGHTH GRADE RETENTION POLICY: 

No student will be promoted from the 7
th
 and 8

th
 grades who fails four (½) units of the 

eight core requirements (English, Math, Science, and Social Studies). Seventh and 

eighth graders who fail any four (½) units over the course of the 7
th
 or 8

th
 grade year 

will be retained in their grade level.  

TST plans are also available for students at the JH/HS level, both for behavior and for 

academic needs. Paperwork is available in the office. (See the TST section for further 

information.) 

 

LESSON PLAN PROCEDURES: 

 
In general, lessons should be planned with these considerations in mind: 

  

*Ensure you are planning around the standards that apply to your grade level/content 

area. Teachers should make sure that they are teaching to their written curriculum 

and standards that correlate with the Missouri Learning Standards and MAP/EOC 

testing. 

*Please plan on addressing a wide range of depths of knowledge and have a plan for 

addressing students’ authentic and fluent use of content vocabulary, as this continued 

to be our weakest area across the district on teacher evaluations last year.  

*Differentiation for diverse learners is a required component of teacher evaluations in 

the state of Missouri. You are encouraged to document how you plan to address the 

needs of diverse learners in your lesson plans. 

* Lesson plans should be left on your desk or main instructional area, and may be 

checked randomly, if the need arises. A copy of your lesson plans must be turned in at 

checkout time at the end of the year.  

*This year, it is required for teachers in all grades/content areas to have alternate 

activities ready to go at all times for students who lose technology privileges or who 

forget their devices on any given day. Please have classroom consequences in place for 

these students, and have them approved by the principal before implementing them. 

 
 

 



*JH/HS: Plan to teach or facilitate grade level/content learning the entire period, even 

on days you are missing several students due to a trip or class activity. This cannot be 

stressed enough. Please have an alternate, generic (if needed) plan on those days that 

does not involve a movie (with some exceptions, noted in previous handbook sections), 

game day, or “free” iPad/laptop time. Please do not allow remaining students to leave 

your classroom and go to another. Please do not accept students into your class from 

another. You are still responsible for teaching your own students, regardless of how 

many you have or are missing. An alternate activity that reflects your curriculum is 

required for students who stay behind while others are on a trip. Again, movie days, 

with rare exception, will not be considered suitable reflections of curriculum. We lose 

too many instructional days to “fluff.” 

 

TEACHER ABSENCE/LESSON PLANS: 

When it becomes necessary for you to be absent from your classroom and a substitute 

will be required, please contact the principal as soon as possible. Make sure you leave 

your name and a call-back number if you leave a message on voice mail. Keep trying 

to call/text until you get a response. Please do not call/text the 

secretary/superintendent unless you are unsuccessful in reaching the principal by 

7:00 am. Please fill out an absence form upon your return to school if you were unable 

to do so in advance. 

For elementary and secondary staff: If you know of an absence in advance, please 

submit an Absence Request to the high school secretary ASAP. This will allow time to 

get a substitute for your class. Staff are required to fill out an absence form when they 

return from a last-minute absence. Please indicate whether you are using an annual 

day or if the absence was school-related. Staff need to have this form filled out for ALL 

types of absences in advance, when possible, including when they need to leave early 

for athletic competitions. This form triggers office staff to find a cover for those staff 

leaving early. 

If it is not possible to obtain a substitute teacher, other teachers may be asked to fill in 

for the absent teacher on their plan periods. This needs to be done in the absent 

teacher’s classroom, making sure students do assigned work, as specified in 

substitute plans created by the absent teacher in advance. These give the covering 

teacher warm, happy feelings about the absent teacher and life, in general. This will 

keep students on-task and allow the teacher to be able to proceed with the next lesson 

as scheduled. In times of substitute shortages, administration asks that you limit 

absence requests to only those that are necessary and unavoidable.  

Sometime during the first two weeks of school, each teacher will be expected to 

prepare a substitute packet or “sub tub” and keep it in an easily accessible place in 

his/her classroom.  An email with a detailed explanation of where to find this 

packet/tub should be sent to the principal within the first two weeks of school. Please 

keep it in the same place in your classroom for easy retrieval and put flashing lights, 

neon signs, or other ways for subs to easily identify the packet/tub’s location upon 

entering your room. The packet/tub should include a schedule including 

pull-out/special services, seating charts, supplementary and worthwhile activities 

related to course standards that could be used to fill time, as well as duty obligations 

and a “thank you” to the substitute.  For the convenience of substitute teachers, 

teachers should place the following schedules in the sub packet, as they apply to your 

grade/subject: 

 

​ 1.  Your daily schedule of classes, including early out schedule 

 
 

 



​ 2.  Music, PE, Art and Library schedule 

​ 3.  Special education schedule/student needs 

​ 4.  Recess and your recess duty schedule 

​ 5.  Lunch time schedule 

​ 6.  What bus each student rides 

​ 7.  Fire and tornado instructions 

​ 8. Teacher before/after-school duty schedule 

9. Class roster 

10. Cell phone/food/beverage policies 

11. Instructions not to let students leave class to join others and to send back 

students not on the roster to wherever they came from. 

12. The COVID reentry plan and other virus-related protocols they will need. 

 

In addition to your sub packet, you should leave your lesson plan book and any other 

items that will make running your classroom in your absence easier for your sub in a 

location where they may be found easily by your substitute. It is preferable for this to 

be on your desk or your main instructional area. Do not give your grade book to a 

substitute or keep it out in students’ view. 

All teachers are expected to have generic, emergency lesson plans available at all 

times. Please create lesson plans that will help your substitute be successful while 

acting in your role, and make sure you leave enough generic, yet relevant work in the 

emergency sub packet/tub to ensure students remain engaged in learning for the 

duration of your absence. We like our subs. We like them to still have a full head of 

hair when they walk out of your classroom at the end of the day. (No offense to those 

who walk IN without a full head of hair…we also like them and ideally wish them to 

walk out of your room smiling and in full working order at the end of the day.) To 

ensure that plans are prepared in advance, please try to have at least the next week’s 

lesson plans and materials prepared ahead of time. Sometimes life happens, and 

administration/co-teachers are more than happy to help if/when emergencies arise by 

gathering materials for you, printing off lesson plans, etc.  

Please provide the principal with feedback on the substitutes in your room, as some 

are better suited for certain grade levels than others. 

If you are asked by an administrator to miss school to accompany a group (field trip, 

contest, etc.) as a supervisor, it will be considered a school business day.  If you are 

not asked by an administrator to go, but want to attend anyway, you may be asked to 

use a personal day. 

Coaches/sponsors leaving during the day for student activities need to fill out a 

substitute request form as far in advance as possible so the secretary can plan to 

cover your class(es). 

If you are organizing a trip and would like a school employee to go as a chaperone, 

please coordinate this with the building administrator, first. 

 

STUDENT BEHAVIOR/CLASSROOM DISCIPLINE: 

 
It is very important that teachers have well-organized plans of discipline before the 

students enter the classroom.  Teachers who communicate to the students what is 

expected of them and consistently follow through on those expectations while in the 

classroom and school environment, as a whole, are in a better position to establish 

and maintain school behavior and a classroom climate/culture that is conducive to 

 
 

 



learning. Please ensure you have a good mix of both proactive (preventive) strategies 

and reactive (disciplinary) measures in your behavior plan.  

 

Each teacher should submit a copy of his or her syllabus and discipline plan 

(including rules, procedures, and consequences) to the principal for review before 

posting or sending home. After approval, procedures, rules and consequences need to 

be posted in each classroom where students can see them. For ALL levels (elementary 

through secondary), please go over rules, procedures, and consequences with 

students, and practice, practice, practice. Do not include a rule that you are not going 

to be willing to consistently enforce (i.e., pick your battles). Make sure students 

understand your discipline policy is in addition to (not in place of) the school-wide set 

of expectations. Do not include rules or consequences that directly contradict school 

wide or BOE policies. Please be familiar with the student cell phone policies (“personal 

electronic device” policies) per the student handbooks. These are included in this 

handbook for your convenience. You will be expected to strictly adhere to these 

policies. After the first week of school, you will be expected to confiscate any devices 

being misused. 

 

It is expected that teachers will handle as much discipline as safely possible within 

their classrooms. This is important in order to establish the teacher as the person 

in-charge, rather than handing discipline off to the office for every offense. This can 

cause students to have the misperception that the teacher is unable or unwilling to 

deal with issues, thus demeaning the teacher’s respect and classroom authority. In 

general, consistency in behavior management and discipline is expected, and will help 

you in the long-run extinguish behaviors without having to resort to multitudes of 

office referrals that detract from students’ learning and academic success, and the 

ability of administration to focus on school leadership rather than discipline.  

 

Send a copy of your syllabus and rules/consequences home with each student and 

include a return slip for parents to sign that they have read and understand the 

syllabus/rules/consequences. Put this return slip in your parent contact log, and 

make it a small grade if you need to, in order to get it back. Call parents who do not 

return these forms and go over the information with them, documenting the contact 

and their understanding/questions/etc., on your parent contact log. 

 

●​ Give the principal a clear, concise discipline plan at the start of the year.  

●​ Have clear expectations and consequences. 

●​ Have parents sign that they have read your plan. 

●​ Post it. 

●​ Practice expected procedures as needed. 

●​ Be fair and follow your plan consistently. 

●​ Have a plan to handle minor discipline issues in-house. 

●​ If a severe problem arises, send the student to the office/call for help. 

●​ Notify the office that the student is coming and SPECIFICALLY WHY, or they 

may be returning to you in short order.  

●​ Complete an office referral form for documentation. 

●​ Remind students that misbehavior with substitute teachers is not tolerated.  

●​ Keep in mind 504 or IEP considerations. 

 

 
 

 



A copy of the student handbook relevant to your grade level(s) is in your packet. Be 

sure to familiarize yourself with it and go over it thoroughly with your students the 

first two weeks of school.  

 

BEHAVIOR LOGS: 

It will be necessary for teachers to keep a simple record of each student’s misbehavior 

(a separate log for each student) and actions they, personally, have taken to correct 

misbehavior. This should be done for in-class behavior issues as well as ones handled 

in the halls, during transitions, assemblies, etc. Keeping a log of all misbehavior and 

actions you have taken allows you and the principal to have an idea of each student's 

behavior, remediation methods attempted, and any patterns/trends that need to be 

addressed. Incidents that are addressed by the office will be recorded in Chalkable. If 

misbehavior is chronic, this should be recorded, a copy turned into the office, and a 

parent/teacher conference should be scheduled. Please let the principal know if you 

would like him in attendance. 

Behavior logs can be separate from or incorporated into parent contact logs, since 

most behaviors will require a parent contact, at some point. You just need a separate 

one for each student, rather than a running list of contacts made for all students on 

one page. 

Behavior logs should not consume your life or class time. Make something simple and 

stick with it. Student name, date, time/class period and a brief summary (less than 2 

sentences) of the incident and action(s) will suffice. If an office referral is needed, fill 

one out and include more thorough information as to the incident. 

Please turn in copies of all behavior logs as requested.  

 

JH/HS STUDENT DRESS CODE:  

The Board of Education recognizes the value of allowing individual student expression, 

as well as the necessity of protecting students’ health and safety and maintaining an 

atmosphere conducive to education. Student dress code procedures are designed with 

the goal of balancing these competing interests. All dress code procedures will adhere 

to health and safety codes and comply with applicable laws. Dress that materially 

disrupts the educational environment will be prohibited. No staff member will impose 

dress and grooming rules based on gender, in violation of Title IX.  

All students are expected to dress appropriately for the setting and for the weather. 

Students’ dress is expected to be neat, clean, and in good taste so that each student 

may share in promoting a positive, healthy, and safe environment within the District.  

Parents and guardians should check to ensure their children are wearing 

suitable/dress code appropriate clothing to school. Students found in violation of the 

dress code will be required to change clothing. At such time, students will be sent to 

the office for clothing retrieval from home or school stores, or sent home until they don 

acceptable attire. Students who fail to comply will be subject to disciplinary measures.  

Administration reserves the right to require any student to change their attire when 

they determine the clothing disrupts the educational process, constitutes a threat to 

health, and/or is a safety concern. In the event such a determination is made, the 

student will be required to make modifications to his/her attire.  

 

For ALL students:  

1. Examples of unacceptable dress are: bare or socked feet, open back shirts, 

spaghetti strap tank tops, muscle shirts, short shorts/skirts, plunging necklines, tube 

tops, halter tops, off-the-shoulder shirts as stand-alone garments, “cropped” tops, 

 
 

 



pajamas/house shoes/slippers (except on principal-approved special occasions), 

sagging pants, see-through clothing, or that which shows underwear (bras, sports 

bras, bustiers or corsets worn as tops, boxers, boy shorts, or underwear of any sort) 

and clothing with profane, inappropriate, or suggestive language (including but not 

limited to alcohol, drugs, tobacco, pornography, etc.).  

2. JH/HS: Shorts/skirts are allowable on the provision that common sense is used 

during cold weather months. Students should dress for the weather each day and 

wear appropriate footwear and outerwear accordingly. Students who choose to dress 

inappropriately for the weather are choosing to lose their shorts privileges until April 

1st.  

3. Hoods/hoodies, caps, sunglasses, etc., are to be removed upon teacher request, 

unless a medical or religious exception is on file allowing for head covering.  

4. Undergarments are just that….UNDER garments. They are not to show for any  

reason, whether due to holes in clothing, length of clothing, cut of clothing, transparency 

of clothing, etc. They are not to be worn as an outside layer of clothing.  

5. Spandex pants should be of sufficient thickness that undergarments do not show 

through.  

6. Sleeveless shirts and tank tops are allowable as long as they do not have low cut areas 

around necklines or arm holes that expose areas typically covered by undergarments.  

7. Tattoos are part of a students’ personal appearance and shall be subject to regulation 

(cover up) in regards to inappropriate or suggestive topics/language (including but not 

limited to profanity, alcohol, drugs, tobacco, pornography, etc.).  

8. Proper athletic attire shall be worn in physical education class. Gym shoes are required 

for P.E. classes and athletic practices, and boots, especially those with metal toes or 

heeltaps, are not permitted. P.E .clothes/shoes are to be worn during P.E. class and no 

other time. Students who need assistance in purchasing PE shoes should contact the 

office.  

9. NO BLANKETS, PERIOD. Wear a coat, jacket, or other appropriate attire if you are cold.  

 

There may be other types of dress, not specifically mentioned, that is determined to be 

disruptive to the school environment and may be prohibited. In cases where 

appearance and dress create problems to the learning environment of the school, the 

following procedures will be used:  

1. The student will be asked to change his/her clothing and refrain from future use of 

the attire that created the problem. This warning will be placed on record.  

2. If the student does not change into or have acceptable clothing, the student will be 

required to wear a substitute article of clothing provided by the school.  

3. If dress code violations continue, the student will face consequences under the 

discipline policy for insubordination, and parents will be contacted.  

 

Student dress considerations apply at school and on all school-sponsored trips. 

Faculty sponsors/coaches may request a certain dress from students going on a trip 

or participating in an activity/sport. Students are to adhere to those requests. 

 

 

ELEMENTARY STUDENT DRESS CODE: 

 
For ALL students:  

1. We request pupils maintain a clean and neat appearance.  

 
 

 



2. Students should wear clothes appropriate for the weather conditions and school day 

activities: No shorts for preschool/elementary students between the dates of November 

1
st
 and March 31

st
. Flip-flops, sandals, etc. should be avoided in cold weather. (No 

temperature guideline will be used due to the unpredictable nature of Missouri 

weather.)  

3. Footwear appropriate for physical activity in gym and at recess is required in order 

to help prevent injury. Gym shoes should not be worn outdoors and should stay at 

school. 

 

Examples of unacceptable dress include:  

 

1. Clothing that is disruptive to the educational process (i.e. alcohol or tobacco 

advertisements, inappropriate language and/or suggestions, etc).  

2. Costumes, except when pre-approved by teachers.  

3. Bare/socked feet.  

4. Clothing with inappropriate skin exposure including shirts with low necklines or 

ones allowing undergarments to show, such as: halter tops, mesh/see-through tops, 

camisoles as stand-alone tops, muscle shirts, t-shirts with arm holes/necklines cut 

out, open-backs, off-the-shoulder shirts as stand-alone garments, tube tops, and 

short skirts and shorts, sundresses, and short (“cropped”) tops which expose the 

stomach. This includes clothing with excessive distressing/holes/rips.  

5. Undergarments are not to show for any reason.  

6. Writing on skin or clothing will not be permitted.  

7. “Sagging” pants/shorts.  

8. Spandex pants should be of sufficient thickness that undergarments do not show 

through.  

9. Hats/head coverings may not be worn inside the building during the school day or 

at after-school activities. This includes stocking caps, scarves, bandanas, 

hoods/hoodies up, and all other headwear except when pre-approved by teachers for 

special occasions, or unless a medical or religious exception is on file allowing for head 

covering.  

10. Pajamas, slippers, robes, and other sleepwear are not allowed except when 

pre-approved by teachers for special occasions.  

 

The administrators may use their discretion in applying these rules to articles of 

clothing that may be determined disruptive to good school climate. In the event of 

such a determination the student will be required to make modifications to his/her 

outfit. Students may be given alternate clothing from the nurse or parents may be 

called to bring appropriate school clothing. 

 

HAZING & BULLYING: 

District staff, coaches, sponsors, and volunteers shall not permit, condone, or tolerate 

any form of hazing or bullying or plan, direct, encourage, assist, engage or participate 

in any activity that involves hazing or bullying. District staff will report incidents of 

hazing and bullying to the building principal. 

 

Bullying: 

General 

 
 

 



In order to promote a safe learning environment for all students, the Miami R-I School 

District prohibits all forms of bullying.  The district also prohibits reprisal or 

retaliation against any person who reports an act of bullying among or against 

students. 

Definitions 

Bullying - In accordance with state law, bullying is defined as intimidation, unwanted 

aggressive behavior, or harassment that is repetitive or is substantially likely to be 

repeated and causes a reasonable student to fear for his or her physical safety or 

property; that substantially interferes with the educational performance, opportunities 

or benefits of any student without exception; or that substantially disrupts the orderly 

operation of the school.  Bullying includes, but is not limited to: physical actions, 

including violence, gestures, theft, or property damage; oral, written, or electronic 

communication, including name-calling, put-downs, extortion, or threats; or threats of 

reprisal or retaliation for reporting such acts. 

 

Cyberbullying - A form of bullying committed by transmission of a communication 

including, but not limited to, a message, text, sound or image by means of an 

electronic device including, but not limited to, a telephone, wireless telephone or other 

wireless communication device, computer or pager.  The district has jurisdiction over 

cyberbullying that uses the district's technology resources or that originates on district 

property, at a district activity or on district transportation.  Even when cyberbullying 

does not involve district property, activities or technology resources, the district will 

impose consequences and discipline for those who engage in cyberbullying if there is a 

sufficient nexus to the educational environment, the behavior materially and 

substantially disrupts the educational environment, the communication involves a 

threat as defined by law, or the district is otherwise allowed by law to address the 

behavior. 

 

School Day - A day on the school calendar when students are required to attend 

school. 

 

Reporting Bullying 

School employees, substitutes or volunteers are expected to intervene to prevent 

student bullying, appropriately discipline the perpetrator, assist the victim and report 

the incident to the building principal or designee for further investigation and action.  

Any school employee, substitute or volunteer who witnesses or has firsthand 

knowledge of bullying of a student must report the incident to the building principal or 

designee as soon as possible, but no later than two school days after the incident. 

 

Students who have been subjected to bullying, or who have witnessed or have 

knowledge of bullying, are encouraged to promptly report such incidents to a school 

employee.  Any school employee receiving such a report shall promptly transmit the 

report to the building principal or designee. 

 

If the bullying incident involves students from more than one district building, the 

report should be made to the principal or designee of the building in which the 

incident took place or, if more appropriate, to the principal or designee of the building 

attended by the majority of the participants in the incident. 

 

Investigation 

 
 

 



Within two school days of receiving a report of bullying, the principal or designee will 

initiate an investigation of the incident.   

 

Consequences 

Students who participate in bullying or who retaliate against anyone who reports 

bullying will be disciplined in accordance with the district's discipline code.  Such 

discipline may include detention, in-school suspension, out-of-school suspension, 

expulsion, removal from participation in activities, exclusion from honors and awards, 

and other consequences deemed appropriate by the principal or superintendent.  The 

district will also contact law enforcement when required by law or notify social media 

companies of inappropriate online activity when appropriate. 

 

Even in situations where the district does not have jurisdiction to discipline a student 

for bullying, such as when the acts take place off campus and there is an insufficient 

nexus to the district, the principal or designee will take appropriate actions to assist 

student victims.  Such actions may include, but are not limited to, contacting the 

parents/guardians of the victim and the alleged perpetrators, communicating that this 

behavior is not allowed on district grounds or at district activities, notifying the 

appropriate district staff to assist the victim, and taking additional action when 

appropriate, such as notifying law enforcement or social media companies of 

inappropriate online activity. 

 

District employees and substitutes who violate this policy will be disciplined or 

terminated.  Discipline may include suspension with or without pay, a negative 

evaluation, prohibition from being on district property or at district activities, 

mandated training or other appropriate remedial action.  Volunteers who violate 

this policy will no longer be permitted to volunteer. 

 

Hazing 

 

In order to promote a safe learning environment for all students, the Miami R-I School 

District prohibits all forms of hazing. 

 

For purposes of this policy, hazing is defined as any activity, on or off school grounds, 

that a reasonable person believes would negatively impact the mental or physical 

health or safety of a student or put the student in a ridiculous, humiliating, stressful 

or disconcerting position for the purposes of initiation, affiliation, admission, 

membership or maintenance of membership in any group, class, organization, club or 

athletic team including, but not limited to, a grade level, student organization or 

district-sponsored activity. 

 

Hazing may include those actions that subject a student to extreme mental stress 

including, but not limited to, sleep deprivation, physical confinement, forced conduct 

that could result in extreme embarrassment or criminal activity, or other 

stress-inducing activities.  Hazing may also include, but is not limited to: acts of 

physical brutality; whipping; beating; branding; exposing to the elements; forcing 

inhalation or consumption of any food, liquor, drug, tobacco product, or other 

substance; or any other forced physical activity that could adversely affect the physical 

health or safety of an individual. 

 

 
 

 



Hazing can occur even when all students involved are willing participants.  Hazing 

does not occur when a student is required to audition or try out for an organization 

when the criteria are reasonable, approved by the district and legitimately related to 

the purpose of the organization. 

 

District staff, coaches, sponsors and volunteers will not permit, condone or tolerate 

any form of hazing or plan, direct, encourage, assist in, engage in or participate in any 

activity that involves hazing.  District staff will report incidents of hazing to the 

building principal.  The principal shall promptly investigate all complaints of hazing 

and administer appropriate discipline to all individuals who violate this policy.  

District staff who violate this policy may be disciplined or terminated. 

 

Students participating in or encouraging inappropriate conduct will be disciplined in 

accordance with JGR1.  Such discipline may include, but is not limited to, suspension 

or expulsion from school and removal from participation in activities.  The district will 

report hazing incidents to law enforcement when required by law.  Students who have 

been subjected to hazing are instructed to promptly report such incidents to a school 

official. 

 

PROHIBITIONS: DISCRIMINATION, HARASSMENT AND 

RETALIATION 

 

General Rule 

The Miami R-I School District Board of Education is committed to maintaining a 

workplace and educational environment that is free from discrimination and 

harassment in admission or access to, or treatment or employment in, its programs, 

services, activities and facilities. In accordance with law, the district strictly prohibits 

discrimination and harassment against employees, students or others on the basis of 

race, color, religion, sex, national origin, ancestry, disability, age, genetic  

information or any other characteristic protected by law. The Miami R-I School District 

is an equal opportunity employer.  

 

The Board also prohibits: 

1. Retaliatory actions including, but not limited to, acts of intimidation, threats, 

coercion or discrimination against those who: 

a) Make complaints of prohibited discrimination or harassment.  

b) Report prohibited discrimination or harassment.  

c) Participate in an investigation, formal proceeding or informal resolution, whether  

conducted internally or outside the district, concerning prohibited discrimination or  

harassment. 

2. Aiding, abetting, inciting, compelling or coercing discrimination, harassment or 

retaliatory actions. 

3. Discrimination, harassment or retaliation against any person because of such 

person’s association with a person protected from discrimination or harassment in 

accordance with this policy. 

 

All employees, students and visitors must immediately report to the district for  

investigation any incident or behavior that could constitute discrimination, 

harassment or retaliation in accordance with this policy. If discrimination, harassment 

 
 

 



or retaliation that occurs off district property and that is unrelated to the district's 

activities negatively impacts the school environment, the district will  

investigate and address the behavior in accordance with this policy, as allowed by law.  

 

Additional Prohibited Behavior 

Behavior that is not unlawful or does not rise to the level of illegal discrimination, 

harassment or retaliation might still be unacceptable for the workplace or the 

educational environment. Demeaning or otherwise harmful actions are prohibited, 

particularly if directed at personal characteristics  

including, but not limited to, socioeconomic level, sexual orientation or perceived 

sexual orientation.  

 

Boy Scouts of America Equal Access Act 

As required by law, the district will provide equal access to district facilities and 

related benefits and services and will not discriminate against any group officially 

affiliated with the Boy Scouts of America, the Girl Scouts of the United States of 

America or any other youth group designated in applicable federal law. 

 

Interim Measures 

When a report is made or the district otherwise learns of potential discrimination, 

harassment or retaliation, the district will take immediate action to protect the alleged 

victim, including implementing interim measures. For example, the district may alter a 

class seating arrangement,  

provide additional supervision for a student or suspend an employee pending an 

investigation. The district will take immediate steps to prevent retaliation against the 

alleged victim, any person associated with the alleged victim, or any witnesses or 

participants in the investigation. These steps may include, but are not limited to, 

notifying students, employees and others that they are protected from retaliation, 

ensuring that they know how to report future complaints, and initiating follow-up 

contact with the complainant to determine if any additional acts of discrimination, 

harassment or retaliation have occurred. 

 

Consequences and Remedies 

If the district determines that discrimination, harassment or retaliation have occurred, 

the district will take prompt, effective and appropriate action to address the behavior, 

prevent its recurrence and remedy its effects. 

 

Employees who violate this policy will be disciplined, up to and including employment 

termination. Students who violate this policy will be disciplined, which may include 

suspension or expulsion. Patrons, contractors, visitors or others who violate this policy 

may be prohibited from school grounds or otherwise restricted while on school 

grounds. The superintendent or designee will contact law enforcement or seek a court 

order to enforce this policy when necessary or when actions may constitute criminal 

behavior. 

Students, employees and others will not be disciplined for speech in circumstances 

where it is protected by law. 

 

In accordance with law and district policy, any person suspected of abusing or 

neglecting a child will be reported to the Children’s Division (CD) of the Department of 

Social Services.  

 
 

 



 

Remedies provided by the district will attempt to minimize the burden on the victim. 

Such remedies may include, but are not limited to: providing additional resources 

such as counseling, providing access to community services, assisting the victim in 

filing criminal charges when applicable, moving the perpetrator to a different class or 

school, providing an escort between classes, or allowing the victim to retake or 

withdraw from a class. 

 

The district may provide additional training to students and employees, make periodic 

assessments to make sure behavior complies with district policy, or perform a climate 

check to assess the environment in the district. 

 

Definitions 

Compliance Officer - The individual responsible for implementing this policy, including 

the acting compliance officer when he or she is performing duties of the compliance 

officer.  

Discrimination - Conferring benefits upon, refusing or denying benefits to, or providing 

differential treatment to a person or class of persons in violation of law based on race, 

color, religion, sex, national origin, ancestry, disability, age, genetic information or any 

other characteristic protected by law, or based on a belief that such a characteristic 

exists. 

Grievance - A verbal or written report (also known as a complaint) of discrimination, 

harassment or retaliation made to the compliance officer. 

Harassment - A form of discrimination, as defined above, that occurs when the school 

or work environment becomes permeated with intimidation, ridicule or insult that is 

sufficiently severe or pervasive enough that it unreasonably alters the employment or 

educational environment.  

Behaviors that could constitute illegal harassment include, but are not limited to, the 

following acts if based on race, color, religion, sex, national origin, ancestry, disability, 

age, genetic information or any other characteristic protected by law or based on a 

belief that such a characteristic exists: graffiti; display of written material, pictures or 

electronic images; name calling, teasing or taunting; insults, derogatory remarks or 

slurs; jokes; gestures; threatening, intimidating or hostile acts; physical acts of 

aggression, assault or violence; theft; or damage to property.  

Sexual Harassment - A form of discrimination, as defined above, on the basis of sex. 

Sexual harassment is unwelcome conduct that occurs when a) benefits or decisions 

are implicitly or explicitly conditioned upon submission to, or punishment is applied 

for refusing to comply with, unwelcome sexual advances, requests for sexual favors or 

conduct of a sexual nature; or b) the school or work environment becomes permeated 

with intimidation, ridicule or insult that is based on sex or is sexual in nature and 

that is sufficiently severe or pervasive enough to alter the conditions of participation in 

the district’s programs and activities or the conditions of employment. Sexual 

harassment may occur between members of the same or opposite sex. The district 

presumes a student cannot consent to behavior of a sexual nature with an adult 

regardless of the circumstance. Behaviors that could constitute sexual harassment 

include, but are not limited to: 

1. Sexual advances and requests or pressure of any kind for sexual favors, activities or 

contact.  

2. Conditioning grades, promotions, rewards or privileges on submission to sexual 

favors, activities or contact. 

 
 

 



3. Punishing or reprimanding persons who refuse to comply with sexual requests, 

activities or contact. 

4. Graffiti, name calling, slurs, jokes, gestures or communications of a sexual nature 

or based on sex.  

5. Physical contact or touching of a sexual nature, including touching of intimate 

parts and sexually motivated or inappropriate patting, pinching or rubbing.  

6. Comments about an individual's body, sexual activity or sexual attractiveness.  

7. Physical sexual acts of aggression, assault or violence, including criminal offenses 

(such as rape, sexual assault or battery, and sexually motivated stalking) against a 

person's will or when a person is not capable of giving consent due to the person's age, 

intellectual disability or use of drugs or alcohol.  

8. Gender-based harassment and acts of verbal, nonverbal, written, graphic or 

physical conduct based on sex or sex stereotyping, but not involving conduct of a 

sexual nature.  

Working Days - Days on which the district's business offices are open.  

 

Compliance Officer 

The Board designates the following individual to act as the district’s compliance 

officer: 

 

Superintendent 

Dr. Daniel Johnson 

7638 NW State Route J, Amoret, MO 64722 

Phone: 660-267-3480  

Fax: 660-267-3630  

(TDD/TTY, if available) 

E-mail: djohnson@miamik12.net  

 

In the event the compliance officer is unavailable or is the subject of a report that 

would otherwise be made to the compliance officer, reports should instead be directed 

to the acting compliance officer: 

 

Mr. Les Nieder, BOE Vice President 

7638 NW State Route J, Amoret, MO 64722  

Phone: 660-267-3480  

Fax: 660-267-3630  

(TDD/TTY, if available) 

E-mail: l.nieder@miamik12.net 

 

The compliance officer or acting compliance officer will: 

1. Coordinate district compliance with this policy and the law. 

2. Receive all grievances regarding discrimination, harassment and retaliation in the 

Miami R-I School District.  

3. Serve as the district’s designated Title IX, Section 504 and Americans with 

Disabilities Act (ADA) coordinator, as well as the contact person for compliance with 

other discrimination laws. 

4. Investigate or assign persons to investigate grievances; monitor the status of 

grievances to ensure that additional discrimination, harassment and retaliation do not 

occur; and recommend consequences. 
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5. Review all evidence brought in disciplinary matters to determine whether additional 

remedies are available, such as separating students in the school environment.  

6. Determine whether district employees with knowledge of discrimination, 

harassment or retaliation failed to carry out their reporting duties and recommend 

disciplinary action, if necessary. 

7. Communicate regularly with the district's law enforcement unit to determine 

whether any reported crimes constitute potential discrimination, harassment or 

retaliation. 

8. Oversee discrimination, harassment or retaliation grievances, including identifying 

and addressing any patterns or systemic problems and reporting such problems and 

patterns to the superintendent or the Board.  

9. Seek legal advice when necessary to enforce this policy. 

10. Report to the superintendent and the Board aggregate information regarding the 

number and frequency of grievances and compliance with this policy.  

11. Make recommendations regarding changing this policy or the implementation of 

this policy. 

12. Coordinate and institute training programs for district staff and supervisors as 

necessary to meet the goals of this policy, including instruction in recognizing 

behavior that constitutes discrimination, harassment and retaliation. 

13. Perform other duties as assigned by the superintendent.  

 

Reporting 

Students, employees and others may attempt to resolve minor issues by addressing 

concerns directly to the person alleged to have violated this policy, but they are not 

expected or required to do so. Any attempts to voluntarily resolve a grievance will not 

delay the investigation once a report has been made to the district. 

 

Unless the concern is otherwise voluntarily resolved, all persons must report incidents 

that might constitute discrimination, harassment or retaliation directly to the 

compliance officer or acting compliance officer. All district employees will instruct all 

persons seeking to make a grievance to communicate directly with the compliance 

officer. Even if the potential victim of discrimination, harassment or retaliation does 

not file a grievance, district employees are required to report to the compliance officer 

any observations, rumors or other information regarding actions prohibited by this 

policy. If a verbal grievance is made, the person will be asked to submit a written 

complaint to the compliance officer or acting compliance officer. If a person refuses or 

is unable to submit a written complaint, the compliance officer will summarize the 

verbal complaint in writing. A grievance is not needed for the district to take action 

upon finding a violation of law, district policy or district expectations. 

 

Even if a grievance is not directly filed, if the compliance officer otherwise learns about 

possible discrimination, harassment or retaliation, including violence, the district will 

conduct a prompt, impartial, adequate, reliable and thorough investigation to 

determine whether unlawful conduct occurred and will implement the appropriate 

interim measures if necessary. 

 

Student-on-Student Harassment 

Building-level administrators are in a unique position to identify and address 

discrimination, harassment and retaliation between students, particularly when 

behaviors are reported through the normal disciplinary process and not through a 

 
 

 



grievance. The administrator has the ability to immediately discipline a student for 

prohibited behavior in accordance with the district’s discipline policy. The 

administrator will report all incidents of discrimination, harassment and retaliation to 

the compliance officer and will direct the parent/guardian and student to the 

compliance officer for further assistance. The compliance officer may determine that 

the incident has been appropriately addressed or recommend additional action. When 

a grievance is filed, the investigation and complaint process detailed below will be 

used.  

 

 

 

 

Investigation 

The district will immediately investigate all grievances. All persons are required to 

cooperate fully in the investigation. The district compliance officer or other designated 

investigator may utilize an attorney or other professionals to conduct the investigation.  

In determining whether alleged conduct constitutes discrimination, harassment or 

retaliation, the district will consider the surrounding circumstances, the nature of the 

behavior, the relationships between the parties involved, past incidents, the context in 

which the alleged incidents occurred and all other relevant information. Whether a 

particular action or incident constitutes a violation of this policy requires a 

determination based on all of the facts and surrounding circumstances. If, after 

investigation, school officials determine that it is more likely than not (the 

preponderance of the evidence standard) that discrimination, harassment or other 

prohibited behavior has occurred, the district will take immediate corrective action. 

 

Grievance Process Overview 

1. If a person designated to hear a grievance or appeal is the subject of the grievance, 

the compliance officer may designate an alternative person to hear the grievance, or 

the next highest step in the grievance process will be used. For example, if the 

grievance involves the superintendent, the compliance officer may designate someone 

outside the district to hear the grievance in lieu of the superintendent, or the grievance 

may be heard directly by the Board.  

2. An extension of the investigation and reporting deadlines may be warranted if 

extenuating circumstances exist as determined by the district's compliance officer. The 

person filing the complaint will be notified when deadlines are extended. If more than 

twice the allotted time has expired without a response, the appeal may be taken to the 

next level. 

3. Failure of the person filing the grievance to appeal within the timelines given will be 

considered acceptance of the findings and remedial action taken. 

4. The district will investigate all grievances, even if an outside enforcing agency such 

as the Office for Civil Rights, law enforcement or the CD is also investigating a 

complaint arising from the same circumstances. 

5. The district will only share information regarding an individually identifiable 

student or employee with the person filing the grievance or other persons if allowed by 

law and in accordance with Board policy. 

6. Upon receiving a grievance, district administrators or supervisors, after consultation 

with the compliance officer, will implement interim measures as described in this 

policy if necessary to prevent further potential discrimination, harassment or 

retaliation during the pending investigation. 

 
 

 



 

Grievance Process 

1. Level I: A grievance is filed with the district's compliance officer. The compliance 

officer may, at his or her discretion, assign a school principal or other appropriate 

supervisor to conduct the investigation when appropriate.  

 

Regardless of who investigates the grievance, an investigation will commence 

immediately, but no later than five working days after the compliance officer receives 

the grievance. The compliance officer or designee shall conduct a prompt, impartial, 

adequate, reliable and thorough investigation, including the opportunity for the person 

filing the grievance and other parties involved to identify witnesses and provide 

information and other evidence. The compliance officer or designee will evaluate all 

relevant information and documentation relating to the grievance.  

 

Within 30 working days of receiving the grievance, the compliance officer will complete 

a written report that summarizes the facts and makes conclusions on whether the 

facts constitute a violation of this policy based on the appropriate legal standards. If a 

violation of this policy is found, the compliance officer will recommend corrective 

action to the superintendent to address the discrimination, harassment or retaliation; 

prevent recurrence; and remedy its effects. If someone other than the compliance 

officer conducts the investigation, the compliance officer or acting compliance officer 

will review and sign the report. The person who filed the grievance, the victim if 

someone other than the victim filed the grievance, and any alleged perpetrator will be 

notified in writing, within five working days of the completion of the report, in 

accordance with law and district policy, regarding whether the district's compliance 

officer or designee determined that district policy was violated.  

 

2. Level II: Within five working days after receiving the Level I decision, the person 

filing the grievance, the victim if someone other than the victim filed the grievance, or 

any alleged perpetrator may appeal the compliance officer’s decision to the 

superintendent by notifying the superintendent in writing. The superintendent may, at 

his or her discretion, designate another person (other than the compliance officer) to 

review the matter when appropriate.  

 

Within ten working days, the superintendent will complete a written decision on the 

appeal, stating whether a violation of this policy is found and, if so, stating what 

corrective actions will be implemented. If someone other than the superintendent 

conducts the appeal, the superintendent will review and sign the report before it is 

given to the person appealing. A copy of the appeal and decision will be given to the 

compliance officer or acting compliance officer. The person who initially filed the 

grievance, the victim if someone other than the victim filed the grievance, and any 

alleged perpetrator will be notified in writing, within five working days of the 

superintendent's decision, regarding whether the superintendent or designee 

determined that district policy was violated. 

 

3. Level III: Within five working days after receiving the Level II decision, the person 

filing the grievance, the victim if someone other than the victim filed the grievance, or 

any alleged perpetrator may appeal the superintendent’s decision to the Board by 

notifying the Board secretary in writing. The person filing the grievance and the alleged 

perpetrator will be allowed to address the Board, and the Board may call for the 

 
 

 



presence of such other persons deemed necessary. The Board will issue a decision 

within 30 working days for implementation by the administration. The Board secretary 

will give the compliance officer or acting compliance officer a copy of the appeal and 

decision. The person who filed the grievance, the victim if someone other than the 

victim filed the grievance, and the alleged perpetrator will be notified in writing, within 

five working days of the Board's decision, in accordance with law and district policy, 

regarding whether the Board determined that district policy was violated. The decision 

of the Board is final. ​  

 

 

 

Confidentiality and Records 

To the extent permitted by law and in accordance with Board policy, the district will 

keep confidential the identity of the person filing a grievance and any grievance or 

other document that is generated or received pertaining to grievances. Information 

may be disclosed if necessary to further the investigation, appeal or resolution of a 

grievance, or if necessary to carry out disciplinary measures. The district will disclose 

information to the district’s attorney, law enforcement, the CD and others when 

necessary to enforce this policy or when required by law. In implementing this policy, 

the district will comply with state and federal laws regarding the confidentiality of 

student and employee records. Information regarding any resulting employee or 

student disciplinary action will be maintained and released in the same manner as 

any other disciplinary record. The district will keep any documentation created in 

investigating the complaint including, but not limited to, documentation considered 

when making any conclusions, in accordance with the Missouri Secretary of State's 

retention manuals and as advised by the district's attorney.  

MCKINNEY-VENTO HOMELESS ASSISTANCE ACT INFORMATION: 

 

Miami R-I Homeless Liaison/Foster Care Point of Contact: 

Brittany Nieder 

7648 NW State Route J 

Amoret, MO 64722 

660-267-3484 x 303 

bnieder@miamik12.net 

 
Cited from the McKinney-Vento Homeless Assistance Act, as amended by the Every Student 
Succeeds Act (ESSA) in Title IX, Part A: 
LOCAL EDUCATIONAL AGENCY LIAISON  

(A) DUTIES - Each local educational agency liaison for homeless children and 
youths, designated under paragraph (1)(J)(ii), shall ensure that—  

(i) homeless children and youths are identified by school personnel through 
outreach and coordination activities with other entities and agencies;  
(ii) homeless children and youths are enrolled in, and have a full and equal 
opportunity to succeed in, schools of that local educational agency;  
(iii) homeless families and homeless children and youths have access to and 
receive educational services for which such families, children, and youths are 
eligible, including services through Head Start programs (including Early 
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Head Start programs) under the Head Start Act (42 U.S.C. 9831 et seq.), early 
intervention services under Part C of the Individual with Disabilities 
Education Act (20 U.S.C. 1431 et seq.), and other preschool programs 
administered by the local educational agency; 
(iv) homeless families and homeless children and youths receive referrals to 
health care services, dental services, mental health and substance abuse 
services, housing services, and other appropriate services;  
(v) the parents or guardians of homeless children and youths are informed of 
the educational and related opportunities available to their children and are 
provided with meaningful opportunities to participate in the education of 
their children;  
(vi) public notice of the educational rights of homeless children and youths is 
disseminated in locations frequented by parents or guardians of such 
children and youths, and unaccompanied youths, including schools, shelters, 
public libraries, and soup kitchens, in a manner and form understandable to 
parents and guardians of homeless children and youths, and unaccompanied 
youths; 
(vii) enrollment disputes are mediated in accordance with paragraph (3)(E); 
and  
(viii) the parent or guardian of a homeless child or youth, and any 
unaccompanied youth, is fully informed of all transportation services, 
including transportation to the school of origin, as described in paragraph 
(1)(J)(iii), and is assisted in accessing transportation to the school that is 
selected under paragraph (3)(A);  

(ix) school personnel providing services under this subtitle receive 
professional development and other support; and 
(x) unaccompanied youths –  
​ (I) are enrolled in school; 

(II) have opportunities to meet the same challenging State 
academic standards as the State establishes for other children 
and youth, including through implementation of the 
procedures under paragraph (1)(F)(ii); and  
(III) are informed of their status as independent students 
under section 480 of the Higher Education Act of 1965 (20 
U.S.C. 1087vv) and that the youths may obtain assistance from 
the local educational agency liaison to receive verification of 
such status for purposes of the Free Application for Federal 
Student Aid described in section 483 of such Act (20 U.S.C. 
1090).  

 
(B) NOTICE - State Coordinators established under subsection (d)(3) and local 
educational agencies shall inform school personnel, service providers, and 
advocates working with homeless families, parents and guardians of homeless 
children and youths, and homeless children and youths of the duties of the local 
educational liaisons, and publish an annually updated list of the liaisons on the State 
educational agency’s website. 

 
 

 



 
(C) LOCAL AND STATE COORDINATION - Local educational agency liaisons for 
homeless children and youths shall, as part of their duties, coordinate and 
collaborate with State Coordinators and community and school personnel 
responsible for the provision of education and related services to homeless children 
and youths. Such coordination shall include collecting and providing to the State 
Coordinator the reliable, valid, and comprehensive data needed to meet the 
requirements of paragraphs (1) and (3) of subsection (f). 

 
(D) HOMELESS STATUS. – A local educational agency liaison designated under 
paragraph (1)(J)(ii) who receives training described in subsection (f)(6) may affirm, 
without further agency action by the Department of Housing and Urban 
Development, that a child or youth who is eligible for and participating in a program 
provided by the local educational agency, or the immediate family of such a child or 
youth, who meets the eligibility requirements of this Act for a program or service 
authorized under title IV, is eligible for such program or service.  

 
(42 U.S.C. § 11432(g)(6)) 
 
See next page for common signs of homelessness. 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



CHANGES TO HANDBOOK PROCEDURES: 

 
The Miami R-I School Board of Education reserves the right to make changes in the 

Miami Faculty Handbook throughout the school year as deemed necessary. A 

handbook cannot cover all possible activities of a school. Items not covered are left to 

the discretion of the principal in consultation with the superintendent. The handbook 

is a part of the Miami R-I School Board of Education’s policy and rules incorporated 

therein by reference. Full Board policy is available in the Central Office or on the 

District website: www.miamir1.net. In the event of a discrepancy between any 

information contained in our Employee Handbook and Board Policies, Board Policy 

will govern. 
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ACKNOWLEDGEMENT OF RECEIPT OF EMPLOYEE HANDBOOK 
2026-2027 School Year 

 

 

Name: _______________________________  Job Assignment: _________________________ 

 

 

●​ I hereby acknowledge receipt of the Miami R-I School District Faculty Handbook 

for School Year 2026-2027.  

●​ I agree to read the handbook and abide by the standards, policies, and 

procedures defined or referenced in this document. 

●​ I understand that failure to comply with policies may result in disciplinary 

actions. 

●​ I understand the information in this handbook is subject to change based on 

Board policy changes and/or student/staff needs.  

●​ I understand that this document does not cover every possible staff question, 

concern, procedure, policy, or need, and that the principal is available to 

answer questions or provide clarification in such instances. 

●​ I understand that changes in District policies may supersede, modify, or 

eliminate the information summarized in this document. 

●​ As the District provides updated policy information, I accept responsibility for 

reading and abiding by the changes.  

●​ I understand that no modifications to contractual relationships or alterations of 

at-will employment relationships are intended by this handbook. 

●​ I understand that I have an obligation to inform the principal or office personnel 

of any changes in personal information such as phone number, address, etc. 

●​ I also accept responsibility for contacting the principal if I have questions or 

concerns or need further explanations or information. 

 

 

 

 

_______________________________________ 

      Staff Member Signature 

 

 

_______________________________________ 

​            Date of Receipt 

 

 

 

 

 

 

 

 

 

 

Please sign, date, and return receipt to the high school office ASAP. 
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