MISSION STATEMENT

The mission of the Red Cloud Community School District is to ensure the educational success of all students by having high expectations, both academically and socially, confirming the belief that all students can learn and become responsible, successful  members of society.
BELIEF STATEMENT

· Academic excellence is our first priority.
· All students can learn given the opportunity to attain his/her maximum potential.
· All students will graduate with the basic skills to enter higher education or the work force.
· School Activities (academic, athletic, and the fine arts) are a vital part of the educational process.
· Students will be provided with a safe learning environment.
· Respect for oneself and others is imperative.
· Human diversity is to be recognized and respected.
· Students will learn to make their own decisions and accept responsibility for their actions.
NON-DISCRIMINATION STATEMENT
It is the policy of the Red Cloud Community Schools not to discriminate on the basis of sex, age, handicap, race, color, religion, marital status, national or ethnic origin, or sexual orientation.  This policy will exist in admission or access to, or treatment of employment in its programs and/or activities.

It is the intent of Red Cloud Community Schools to comply with both the letter and the spirit of the law in making certain discrimination does not exist in its policies, regulations and operations.  Grievance procedures have been established for anyone who feels discrimination has been shown by Red Cloud Community Schools.

Inquiries regarding grievance procedures or the application of these policies of nondiscrimination can be obtained by contacting, Brian Hof,

Superintendent of Schools, 334 North Cherry Street, Red Cloud, NE 68970 (402-746-3413).
NOTICE OF ASBESTOS ABATEMENT

The Red Cloud Community Schools are in compliance with asbestos abatement provisions as required by the Asbestos Hazard Emergency Response Act (AHER).  The asbestos management plan for the Red Cloud Community School, has been completed and is on file with the Nebraska Department of Health.

The plan is available for public inspection  by contacting the Superintendent.  The school’s contact person is Brian Hof, Superintendent
Schools, 334 North Cherry Street, Red Cloud, Ne 68970. Telephone 402-746-3413.

WORKING RELATIONSHIPS

BOARD-FACULTY
The Board of Education is responsible for the hiring of staff and for setting basic policies of the school system.  The day-to-day management of the school system is the responsibility of the Superintendent.  The day-to-day management of each particular school building is the responsibility of the Principal.

The school board meets monthly and teachers are encouraged to attend these meetings.  As an employee, you have a right to communicate with the school board.  This right is restricted by the responsibility to follow the chain of command.  The direction of the chain of command is the Principal, Superintendent, and the Board of Education.  It also follows the same progression in reverse order; Board of Education, Superintendent, Principal and the faculty and staff.  All decisions may be appealed to the school board, but only after the proper procedures have been followed.

ADMINISTRATOR-FACULTY

The Superintendent and Principal are employed by the district to ensure the schools are managed on a smooth and lawful basis.  They are empowered to make decisions as provided for in board policy and other relevant documents.  They are the immediate supervisors of all faculty and staff.

To do their jobs successfully, however, administrators must maintain close relationships with the faculty and staff.  This includes frequent formal and informal communication.  Most concerns and problems in the system are handled by face-to-face discussions and you are encouraged to meet frequently with the Superintendent and Principal.

FACULTY-STUDENT

Teachers are expected to establish open, positive relationships with students in school and to assist them academically and in terms of their personal lives.  A major goal of the school system is to have the students grow into successful, productive citizens and we cannot achieve this goal if we limit our instruction of students to the classroom.

You are also responsible to see that the students are properly supervised and that their behavior is corrected as necessary.  This applies to all students regardless of whether they are directly assigned to you or not.  This is also expected while attending extracurricular school activities out of town.
WORKING CONDITIONS

Teaching is a task-oriented occupation, not a time-oriented one. Normal working hours, established by the board, are

arrival at 7:45 a.m. to 4:15 p.m. On Friday, teachers may leave after 2:30 p.m.  Faculty members are expected to put in such hours, however, as are necessary to get their jobs done in an effective manner.  Teachers may receive permission to deviate from their normal working day from the Principal.  During the working day, there are no legally binding duty-free periods other
than lunch.  An effort is made to provide some planning time for each teacher and to keep assignments reasonably balanced.

However, these may vary depending on the needs of the school system.
TEACHER CERTIFICATES
Each teacher is to have a certificate from the Department of Education to cover the field in which he/she is working. The certificate must be recorded and signed by the Superintendent of Schools before the teachers will receive a paycheck.  A copy of your certificate will be with your personnel record in the Superintendent’s office.

LESSON PLANS
Lesson plans are to be e-mailed to the principal.  There should be assignments plus enough detail to help you stay aware of the goals you have set.  They also serve as a very valuable guide for a substitute teacher. A copy is to be turned into the Principals’ office:  by Monday 8:00 a.m. of each week!

DRESS CODE
Administration, faculty, and staff need to be appropriately dressed for school days while students are in attendance.  On teacher workdays, casual attire is allowable.  On Wednesdays, the staff is allowed to wear jeans to school.   Anytime a teacher is attending an educational meeting outside of the school district, professional dress will be expected. 

STAFF ABSENCES

Absence for illness requires notification of the Superintendent of Schools, as well as their respective Principal, as early as possible so that a substitute may be hired.  Notification should be made prior to 6:00 a.m.  Absences other than illness require the Principal’s and/or the High School Office Manager’s approval at least three days in advance.  A staff absence report should be completed and given to the Principal at that time.  Regulations for leaves are outlined in School Board Policy.

Sick leave is to be taken in half day increments.

SUBSTITUTE TEACHERS

The High School Manager arranges for substitute teachers, which are paid by the district.  Teachers are not to arrange their own substitutes unless this has been prearranged with the Principal.  The Principal will try to honor requests for particular subs, but the final decision is his/hers.  An outline of work to cover during the absence should be left for the substitute in the substitute folder. Preparing the students in advance as to what they are expected to do will greatly help the substitute teacher.  Up-to-date seating charts are required at all times.

SCHOOL RULES

School rules for students are spelled out in detail in the student handbook.  In addition to these, teachers can make such reasonable rules as necessary to perform daily tasks.  Teachers can also assign classroom penalties, however, rules or penalties, which are arbitrary, capricious or degrading, are prohibited.  Since state law specifically prohibits corporal punishment, the threat of physical punishment/corporal punishment is prohibited.  Use good judgment in making rules and enforcing them.  Be careful to avoid making disciplinary decisions when angry.  The use of profanity or degrading remarks in a classroom is prohibited.  Teachers will NOT bully any student.
FACULTY RESPONSIBILITIES
Responsibilities, which require deadlines, are to be taken seriously.  The following materials are to be appropriately completed and turned in on time:


Taking Attendance –Teachers must take attendance at the beginning of each period on the power school program.  At the elementary, attendance will be taken by 8:00 a.m. and then again in the afternoon by no later than 12:00 p.m.  The office will determine whether or not the absence is excused or unexcused. It is very important that careful attendance is taken each period.  The Attendance Policy is outlined in the Student Handbook.


Lunch Count – Lunch count should be taken first period each day on power school.  An accurate count is necessary so enough food is prepared for all students who wish to eat. All staff members need to put in a lunch count if eating school lunch, whether you have a class first period or not.


Daily Bulletin – The daily bulletin should also be read during first period each day to inform students as well as staff of activities going on that day as well as upcoming events.  Attendance, lunch count, and daily bulletin will be available on Power School.


Supervision of Students – Students scheduled in a particular class are the direct responsibility of the teacher of that class.  Students are not to be dismissed from class prior to the end of the period unless there is an educational reason.  Students must have a pass from the instructor if there is a legitimate reason to be out of class.  The student should not be allowed to go to an area that is not supervised by a staff member for an extended period of time.  They must return to the class prior to the end of the period.  Students should not be allowed to go to another faculty member’s room without the direct permission of that faculty member.  In short, students are not to be allowed to be alone in a classroom at any time unsupervised.  This also includes lunch periods.

Teachers and other employees are responsible for ensuring that students are adequately supervised.  This is a legal responsibility and cannot be abrogated on the grounds that “he/she is not in my class”.  Teachers are to monitor hallways between classes and be alert to students’ activity in all areas.
According to the Computer Use policy, students are not to be using computers for purposes other than educational.  This includes playing games, accessing internet sites other than those assigned, and using 
e-mail at times other than those specified by policy.  The use of e-mail is not to be allowed in any class period at any time except to receive information for writing a paper, etc.  It is your responsibility to STOP students from using computers or the internet for purposes other than those allowed by policy.

Red Cloud Community Schools has a closed campus policy, which means students are not to leave school grounds during school hours without permission of an administrator.  If students need to go because of illness, parents/guardians will be contacted.  Students are not allowed to go home or downtown during the lunch hour to eat.

Students are not to be in the building after school unless a teacher is supervising them.  When a teacher sponsors a group in the building, he or she is to be the first person to arrive at the activity and the last to leave.  The teacher is responsible for ensuring that lights are off and doors are secured.  Students are not to be left alone in the building.  When a group is working in the building, they should not be going to other parts of the building.

Outside doors will be locked at 4:45 p.m. 

UNAUTHORIZED VISITORS
All district personnel must share the responsibility for keeping unauthorized persons out of the school building and off school grounds.  If an employee encounters an unknown person in the school building, he or she is expected to ascertain if this person has received permission from the front office to be on school premises.
 CLASSROOM MANAGEMENT

Teachers are initially expected to handle student behavior in their classroom themselves.  Rules should be set and adhered to.  It is often necessary to review them with each class from time to time.  Discipline procedures should be consistent and fair.

Teachers will not use profanity or degrading remarks towards students’ ethnicity, gender, or intellectual level.

Teachers may require students to serve detentions for classroom or hallway infractions.  Detentions will be served after school with the teacher who gives the detention regardless of extracurricular activities or duties.  Detentions should not exceed one hour.  Try to give students a one-day grace period so they may arrange for transportation or change a work schedule.  Phoning a parent is also helpful in getting students to serve detentions.  It also makes them aware their child has to serve a detention.  

If a student skips a detention, the punishment is doubled.  If the detention is skipped again, the Principal should be notified.  The student will be subject to student handbook policies.
KEYS

Each teacher is responsible for the keys they have been issued.  Keys are not to be loaned to students or to people not employed by the school district!  Children of school employees are under these same guidelines!

MONEY

Under no circumstances should money ever be left overnight in a classroom.  Sponsors should have the students turn all money in to the school secretary at the beginning of each day.  

FACULTY MEETNGS

Meetings will be held as needed; attendance is mandatory. Teachers need to attend IEP meetings concerning a student in their class.  If unable to attend, written communication of student performance is required.

TEACHER EVALUATION

Teacher evaluation will occur as defined in school board policy and approved by the Department of Education.  Evaluation procedures will be reviewed in the faculty in-service session. 

PERSONAL CONDUCT

Staff members are to be role models for the students.  If we are to effectively work with the students, we must show them respect, display a sense of responsibility and exhibit appropriate behavior.

If we expect the students not to use profanity, we should refrain from using it.  When students do use profanity, they should be reprimanded.

Staff members should continue to be role models while in the community and are expected to do so.  Inappropriate behavior at any time is unacceptable and will be dealt with by the administration.

NOON DUTY

Students should not be allowed to leave the lunchroom area until accompanied by a teacher on noon duty.  

Although we have designated certain teachers to be on noon duty, all teachers need to cooperate.  Teachers are expected to accompany their classes to the lunchroom at the prescribed time.  Teachers are expected to help supervise students upon their return from lunch. 

ADVANCE MAKE UP SLIPS

Students are required to obtain an advanced make up slip when they have prior knowledge of when they will be absent.  Faculty members are to sign the advanced make up slip when the student completes the given assignment or the teacher makes other arrangements with the student.  If a student has failed to complete the assignments prior to leaving for an activity or an event, notify the office.

REPORT CARDS

The teacher, prior to the printing of report cards/progress reports, will verify final grades. Parents can check their student’s grades on Power School, so grades need to be kept up-to-date. 
.HOMEWORK
Homework is a necessary part of the educational process and should be expected from each teacher.  You should give only homework assignments you can check.   If you fail to check homework and return it promptly, students will not believe the work was necessary or important.
SCHOOL ACTIVITIES, FIELD TRIPS & TRANSPORTATION

A limited number of field trips and activity trips may be made to supplement regular classroom instruction.  

Bus requests from the activity sponsor must be made by the 25th day of the month prior to the month in which the activity will occur, to the Activities Director.  Occasionally events do come up at the “last minute”.  When this does occur, a minimum of three days is needed to arrange transportation.

Bus supervision is a requirement of all activity sponsors.  The sponsor is responsible for ensuring supervision on all trips.  The supervisor is responsible for student conduct.

Students are required to present an approval slip, to the office, signed by parents or guardians at the beginning of the school year before being allowed to participate.  All trips shall be approved in the Principal’s office.  All field trips and activities during school must be cleared through the office at least ten days before the trip and a list of students participating must be turned in to the Principal’s secretary.

Sponsors must have a copy of each student’s emergency form with him or her on all field trips. 

SUPPLIES/REQUISITION ORDERS

Supplies are ordered in the spring for the following year.  If additional supplies are needed, a request should be made in the Superintendent’s office.  No purchases will be made and charged to the school unless a requisition has been secured from the Superintendent’s office.  All purchases must be authorized.

Requisitions are to be used by organization sponsors and picked up from the Superintendent’s office.  Orders received that do not include a requisition will not be paid with school district funds.  Any correspondence with individuals or companies is not to include the name of the school unless approved by the 
administration.
ASSEMBLIES

Teachers are expected to attend all assemblies including pep rallies.  Each teacher is responsible for supervision.

ACCIDENTS

The teacher shall fill out an accident report form and turn a copy in to the building Principal and the school nurse immediately.  In case of serious injury, the parent shall be notified immediately and the principal shall be given a written report.  This report shall be made on all accidents or injuries serious enough to warrant medical assistance or an insurance claim.  Accident report forms can be found in the Principals office and above the teacher’s mailboxes.

SCHEDULE OF EVENTS

In order to guard against conflicts, it is necessary to schedule events in the administrator’s office.  All practices and meetings involving the school facilities must be scheduled and okayed in the respective building administrator’s office.

EXTRA DUTY

Teachers are expected to share mutually in such duties as in-house substitution, morning, noon, or activity duties, as may be assigned by the administration.

CLASSROOM DOORS

All doors should remain locked (whether open or closed in case of a lock down) when conducting class.  Doors are to be locked and closed when students are at lunch or everyone is out of the room.  Doors and windows should not be obstructed.
EMERGENCY DRILLS

Secondary staff should take their grade book, along with a pen or pencil to report an accurate attendance count to the administrator.Attendance must be taken immediately upon reaching the designated area.

Fire Drill

Directions are posted in each classroom.  A fire drill policy is also posted in each classroom.  All elementary students will go to assigned areas.  All secondary students will congregate by class at the corner of the sheriff’s office lawn, where attendance will immediately be taken.  The attendance slips will be given to the teacher in charge.

Tornado Drill

The signal indicating a TORNADO ALERT will be four consecutive rings of the bell.  All elementary staff and students are to go to the assigned restrooms.  All secondary staff and students are to go to the first floor hallway.  Assume a position on the floor away from the doors and windows, on your knees with your head down and your hands over your head.  Remain in this position until further instructions are given.

CELLULAR PHONES
Teachers and staff members will be expected to carry cellular phones on their person during the school day.  Cellular phones are to be used for emergencies only!
HEAT AND LIGHTS

It is the teacher’s responsibility to see that the classroom is conducive to good study habits. When leaving the room at noon and afternoon, be sure that the lights are turned off.  Windows and doors will be locked before leaving school.  All mechanical failures should be reported to the administration immediately.

When, for any reason, students are kept after school, teachers should see that these students are out of the building before he/she leaves.  As a rule, all students are to be out of by 4:00 p.m. except athletics or activities sponsored by a teacher.  Whenever a teacher is the last to leave the building, the teacher should shut off all lights, including corridors, and see that the doors are locked.  Coaches should be especially careful when they are the last out of the gymnasium or locker rooms to see that ALL the lights are all off and that ALL doors are locked at either building.

EVENING REHEARSALS

Evening rehearsals and meetings should be held to a minimum.  The sponsor is expected to admit only the students involved in the activity.  Evening activities are to be over by 10:00 p.m.  Students should be kept in that part of the building, which is being used for the activity.  No class area is to be used unless that particular teacher is present.  Careful supervision of students is the responsibility of the teacher.  Any cases of the students either in or out of the group involved, which will not cooperate, should be reported to the Principal.  Before leaving the building, the teacher must see that all students have left, the lights are shut off, windows are closed and locked, and ALL doors are locked.

WEDNESDAY NIGHT/SUNDAY ACTIVITIES

By common consent, Wednesday night and all day Sunday are designated as non-school activity time.  Teachers will NOT schedule either performances or rehearsals on Wednesday nights.  Any exception must be cleared through the building Principal’s office. 
ACCESS TO INTERNET BY ADULTS
Adults accessing Internet services provided by Red Cloud Community Schools shall be subject to the following rules and regulations:

1. Adults shall not access material that is obscene, child pornography, or otherwise inappropriate for training or 

work-related uses.

2. Adults shall not use Red Cloud Community Schools technology resources to engage in unauthorized hacking or attempts to otherwise compromise any computer or network system’s security.

3. Adults shall not engage in illegal activities on the Internet.

Actions as a result of misuse may include but not be limited to a letter of reprimand, suspension with pay, suspension without pay, and/or termination.

PERSONAL BUSINESS VENTURES
There will be no personal profit sales on school grounds by staff using School equipment.

Sales for non-profit will be continued.

ACTIVITY SPONSORSHIPS

Staff members may be assigned to sponsor activities.  These sponsorships are usually made as part of the teaching contract and carry the same obligations as other teaching assignments.  Extra compensation is provided for many sponsorships.  In addition, staff may be assigned additional duties such as ticket selling, supervision, etc.  These tasks are generally not compensated.

Activity sponsorship includes the management of students at activities, practices, rehearsals as well as bus supervision.  Management of students includes ensuring that students stay in the activity area, all doors are locked, lights shut off, school rules are followed, and the activity area is properly cleaned up when the activity has concluded.  Activity sponsors are expected to set and maintain reasonable rules for student conduct not allowing conflict with regular school rules.

FUND RAISING
The Principal also coordinates activity fund-raising.  Organizations wishing to sell anything (money-making articles, uniforms, etc.) must secure permission from the Principal, who will in turn check with the Superintendent about board policy.  All monies will be collected before any items are ordered.  Any organizations wishing to run the concession stand must sign up with the concession coordinator.
GRADING PROCEDURES
GRADES AND RECORD KEEPING

Teachers will take at least one grade each week.  Grades are to be kept up-to-date and accurate.  Grades should be kept confidential.  Teachers will record grades using their computers on the PowerSchool grading system.

Each teacher is to have a written grading policy for each class. Students should be informed of the policy.

The grading scale used at Red Cloud Community School is as follows:



A  =  100  -  93



B  =    92   - 85



C  =    84  -  77



D  =    76  -  70



F =     69 - and below

Qualifications for the Honor Roll are:

Merit Roll      -  achieve a grade point average of 95% or higher      

                        and no grade below 85%

Honor Roll    -  achieve a grade point average of 90% or higher   

                                     and no grade below 80%

The grade point average will not be rounded up.

FAILING LIST

The names of students and the subject they are failing or near failing will be turned in to the office by 11:00 a.m. each Monday or the first day of the week. Confidentially, the teacher of the situation will verbally notify the student who is failing. The teacher will also, in verbal or written form, tell the student what needs to be done to bring the grade up.
Red Cloud Faculty Handbook Receipt
Any sums owed the school district as a result of purchases made by a faculty member which have not been paid for such as school lunches, supplies of any kind or services from the school shall be paid for at the time the expenditure or debt is incurred. Any sums remaining unpaid at the end of the school year shall be deducted out of the last paycheck of the employee for that school year. In the event that any employee has made an unauthorized purchase in the name of the school the price of such purchase shall be assessed against the employee by deducting from his or her last paycheck an amount equal to the unauthorized purchase. If the unauthorized purchase exceeds the amount of the last paycheck and such amount is known previous to the issuance of paychecks that amount will become due prior to the last check or the amount may be prorated out over multiple remaining paychecks.

The undersigned is an employee of the Red Cloud Public Schools and by signing this acknowledgement acknowledge receipt of the above and foregoing handbook, I agree to be bound by the terms and conditions of employment as set forth in the handbook and my signature constitutes my written approval for deduction from my paycheck for any sums for which I may have become liable to the school district during the course of the school year.









Dated this _________ day of _____________










___________________________











Employee
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