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GIDEON NO. 37 SCHOOL DISTRICT

EMPLOYEE HANDBOOK

2022-2023 School Year

“No Blame, No Shame, No Excuses!”

The Gideon No. 37 School District staff is responsible for being familiar with all policies and regulations of the Board of Education.  Board policies are posted on the district web site and copies of the policy books are available in each building office.  The official board policy book is located in the office of the Superintendent of Schools and on the school’s website.  The information in the official board policy book shall take precedence over all other copies of the board policy book.  Lack of knowledge regarding Board policies and regulations will not be an acceptable excuse for failure to follow them.  This manual is a supplement to board policy and provides information on the implementation of various policies and administrative rules but is NOT to be construed as a complete compilation of all policies, regulations, and procedures pertaining to employees.
POLICY AND MANAGEMENT ISSUES FOR ALL EMPLOYEES
The information contained in this handbook is part of district rules, regulations, and procedure.  It includes information and expectations pertaining to the day to day operation of the district and may include summaries of established policies and procedures. It is the responsibility of the employee to be familiar with and be in compliance with the information contained in this handbook as well as all other published district policy and procedure.  
Classroom Telephones and Cell Phones
Every instructional area and office is equipped with a speakerphone.  These phones are to help make your job easier and should be used appropriately. The telephones are primarily intended for business use.  Please do not conduct social visits over the telephone.  Feel free to use the phone to call parents of your students or for tasks of a professional nature.  A code may be required to place long distance calls. Our justification for installing telephones in the classroom is to enhance student achievement by providing better communication between the school and home as well as among teachers.  Classroom telephones provide an easy means to make contact with parents.
Classroom telephones do not have the capability to directly originate outside calls.  If you need an outside line, you will need to call your building office to request a line.  You will then be able to pick up the line from hold.  All classroom telephones have the capability to intercom other stations.  This feature is intended to help improve coordination between teachers.

Cell phones have brought a whole new dimension to our lives.  They are a unique convenience and can be very valuable.  But this convenience has the potential to be abused in the work place.  Additional guidance on teacher and staff usage of cell phones is provided in the section on Cell Phones/Personal Electronic Devices. Failure to comply established guidelines may result in the implementation of very strict guidelines for employee cell phones.  
Our telephone system is equipped with automatic rollover to help reduce the incidence of busy signals.  If someone calls one of the main office numbers and that number is busy, the system will “roll over” to the automated attendant.  Callers then have the option of attempting to reach the office they were dialing through the automated attendant.  As long as the secretary in that office is not the one on the phone, the call will then go through to the office.  The only time the automated attendant answers, is if the phone number being called is busy or if it goes unanswered for a specified number of rings. 

District telephone numbers:

Superintendent's office:  
573-448-3911

High school office:

573-448-3471

Elementary office:

573-448-3447

District Information Line:
573-448-3594

Voice mail:


573-448-3594

High school fax:

573-448-3868

Elementary school fax:
573-448-5153

Intercom Directory

	NAME
	Intercom #
	Room #
	BUILDING

	ADAMS, CRISTIE
	342
	10
	ELEM

	ASHABRANNER, KRISTEN
	317
	201
	HS

	BIZZELL, KAREN
	354
	23
	ELEM

	BOST, SHAE
	366
	35
	ELEM

	BREECE, JIMMY
	304
	Supt. Office
	CENTRAL

	BREECE, MICAH
	362
	30
	ELEM

	BUCHANAN, LADONNA
	322
	207
	HS

	BUCHANAN, CIARA
	316
	103
	HS

	BUCHANAN, CALEB
	323
	207
	HS

	BUCHANAN, KEENAN
	303
	Supt. Office
	CENTRAL

	BUCHANAN, PAM
	331
	AEC ROOM
	CAFÉ

	BUCHANAN, RON
	331
	AEC ROOM
	CAFÉ

	BUCHANAN, JAMIE
	318
	202
	HS

	BUCHANAN, RUSSELL
	324
	Coach’s Office
	GYM

	CHAPPELL, STEVE
	312
	Maintenance
	HS

	COMPUTER LAB (Central Office)
	307
	110
	CENTRAL

	COMPUTER LAB (Elementary)
	352
	21
	ELEM

	COMPUTER LAB (Media Center)
	328
	105
	MEDIA CTR

	CONFERENCE ROOM/BOARD ROOM
	305
	112
	CENTRAL

	CRAFTON, DEANNA
	302
	Supt. Office
	CENTRAL

	HOLIMAN, BRUCE
	373
	Bus Garage
	GARAGE

	HOLIMAN, SHARON
	340
	Elem. Office
	ELEM

	HUCKABEE, CHRISTY 
	357
	26
	ELEM

	ITV – HIGH SCHOOL
	308
	111
	CENTRAL

	JOHNSON,  HANNAH
	314
	209
	HS

	KALICH, KEVIN
	319
	203
	HS

	KING, MEGAN
	321
	206
	HS

	KITCHEN
	332
	Kitchen
	CAFE

	KNIGHT, MICHELE
	344
	12
	ELEM

	LAWRENCE, KASSI
	343,345
	11,13
	ELEM

	LAWRENCE, NIKKI
	310
	101-HS Office
	HS

	LENTZ, TIFFANY
	348
	16
	ELEM

	MANESS, MELISSA
	356
	25
	ELEM

	MARTIN, AMBER
	355
	24
	ELEM

	PICKARD, MARK
	341
	Elem. Office
	ELEM

	RAMSEY, TARAH
	347
	15
	ELEM

	RICHARDSON, TOLBY
	311
	101A-HS Office
	HS

	PRESCHOOL INNOVATIVE PLAYROOM
	346
	14
	ELEM

	SCIENCE LAB -  HS
	320
	205
	HS

	SCIENCE LAB - ELEM
	363
	31-No Phone
	ELEM

	STORAGE LAB -  ELEM
	358
	27
	ELEM

	SERVER CLOSET
	306
	Server Closet
	CENTRAL

	SHOCK, SHARRI
	351
	20,22
	ELEM

	SMITH, ERIN
	349
	19
	ELEM

	SMITH, JODI
	359
	28
	ELEM

	SPEECH ASSISTANT/ELEM. COUNSELOR
	360
	28C
	ELEM

	ST CIN CASSY
	313
	OLD OFFICE
	HS

	TEACHER CONFERENCE ROOM ELEM
	350
	18
	ELEM

	WALKER, JEREMY
	328
	105
	MEDIA CTR

	WATKINS, AMANDA
	365
	33
	ELEM

	WEIGHT ROOM
	330
	Band Room
	CAFE

	WIGGS, VALERIE
	301
	Supt. Office
	CENTRAL

	WILBURN, EMILY
	327
	104
	MEDIA CTR

	WILLIAMS, ALIZABETH
	315
	102
	HS

	ROOM # 31 NOT OCCUPIED
	363
	31-No Phone
	ELEM

	ROOM # 106 NOT OCCUPIED
	329
	106
	MEDIA CTR

	VOICE MAIL
	300
	VOICE MAIL
	 

	ELEMENTARY FAX: 448-5153
	 
	 
	 

	HIGH SCHOOL FAX: 448-3868
	 
	 
	 

	CENTRAL OFFICE FAX: 448-5197
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Long Distance Calls

Some calls require an access code.    A unique two-digit code has been assigned to each teacher.  If you do not know your code, please contact the superintendent's office.  If you hear a beep or beeps and another dial tone after dialing a number, an access code is required.  Simply enter your two-digit code when this happens and the call will complete.  Local exchanges in our area include Gideon/Clarkton (448), Malden (276) and (281), and Risco (396).  These are not long distance calls and do not require a “1” to be dialed before the number.
Telephone System

Note:  Classroom telephones are for teacher use.  Students should not be using classroom telephones, nor should they be answering the classroom telephone when it rings.

Our telephone system is a NEC UX 5000 system that provides many advanced features.  The classroom phones have an enhanced LCD display.  You will need to make sure that you place the telephones in a safe place on your desk or wall so that they do not get damaged from other items or from being pulled off of your desk.

Most of the telephones are 12 button telephones.  With the exception of the ITV classroom, direct outside calls can only be made from the offices. This is to provide some measure of telephone security.  We don’t want students gaining access to the telephone system.  You can make any internal calls without assistance but if you if you need to place an outside call from a classroom you will need to call the office and have the office place the call for you and then you will be able to pick up the call.
Gideon School District Voice Mail

NOTE:  Make sure you set up a security code for your voicemail.  Otherwise anyone on campus will be able to access your voicemail and anyone off campus will be able to access it if they know the process.  See Instructions Below!
All teachers have voice mail and you are expected to have a current greeting on your voice mail and to monitor/check your voicemail on a daily basis during your regular employment.  Your classroom telephone display will notify you if you have voice mail waiting.

It is expected that employees check voicemail regularly and respond to voicemail messages within 1 business day.  Do not let voicemail messages stack up in your voicemail mailbox.

To access your voice mail from your classroom telephone, follow these steps:

1. With the handset on the hook, press the V-MAIL on your phone (should be the last button on the bottom row).  You may then pick up the handset.

2. When prompted for your security code you should enter your assigned security code.  (Initially your voicemail may not have a security code and will go directly into voicemail retrieval.)

3. You may then listen to the prompts or use information below.  A quick reference card will be available later.

a. Press L or 5 to listen to messages.

b. While listening you may:

i. Press L or 5 to go to the next message.

ii. Press RE or 73 to record a reply.

iii. Press TI or 84 to get the Time and Date of the message.

iv. Press SA or 72 to save the message.

v. Press E or 3 to erase the message.

vi. Press B or 2 to backup.

vii. Press G or 4 to go ahead.

viii. Press MC or 62 to make a call to the sender.

ix. Press * to pause/resume listening.

x. Press # to exit listen mode.

From any phone, with the handset on the hook you can press the Call 1 or Call 2 button and dial 300 to get into the voice mail.  When the attendant answers, you will be prompted for your mailbox number (extension number in most cases).  If you have a security code you will then be asked for your security code (if your voicemail has a security code).  After that you will have options listed in step 3 above.

To access your voice mail from home or from you cell phone, dial 573-448-3594.  When the attendant answers, press #.   Then you will be prompted for your mailbox number followed by your security code (if your voicemail has a security code).  After that you will have options beginning at step 3 above.

You can leave a voicemail for any other voice mailbox (extension) by dialing the above number and pressing * followed by the mailbox (extension) number.  You will be taken to the voicemail of that person.

Managing Your Security Code

A security code will help protect your voicemail from access by unauthorized parties.  Without a security code, nearly anyone can access your voice mailbox.  You can use any 4 digit number for your security code. It should be something you can remember but not something that is easy for someone else to figure out.

To set up or manage a security code:

1. With the handset on the hook, Press the Voicemail Key 

2. Press 67 to access the Mailbox Options menu

3. Press 7 to set up or change your security code

4. Follow the voice prompts.

Recording Voice Mail Greeting From Your Own Extension 

Please remember to keep your voice mail greeting current!  These instructions apply to name and greeting recordings from your own extension.  For assistance in recording your name and greeting from another extension or by dialing in from an outside line you may contact your building principal.

Recording Your Name

You will need to record your name so that your mailbox is announced with your name rather than your extension number.  After connecting to your voicemail you may follow the voice prompts starting with “0” for complete directions or you can follow the steps below.

1. With the handset on the hook, press the V-MAIL on your phone (should be the last button on the bottom row).  You may then pick up the handset.

2. When prompted for your security code you should enter your assigned security code.  (Initially your voicemail may not have a security code and will go directly into voicemail retrieval.)

3. When the auto attendant answers press RN to get to the Record Name function. If there is no name recorded, then press R to record your name and follow the instructions.  You will press # after your name has been recorded.  To erase a name that has already been recorded you will press E.  To listen to your recorded name you will press L.

4. To back out of the name recording you may press # or you may hang up the handset.
Recording Your Voice Mail Greeting

Follow the instructions below to record your voicemail greeting.  You may record up to 3 different greetings but only one greeting may be active at a time.  

A sample voice mail greeting would be:

Hello, this is ______.  I’m unable to take your call right now, but if you leave your name, number, and a detailed message at the tone, I will return your call as soon as I can.  Thank you!

1. With the handset on the hook, press the V-MAIL on your phone (should be the last button on the bottom row).  You may then pick up the handset.

2. When prompted for your security code you should enter your assigned security code.  (Initially your voicemail may not have a security code and will go directly into voicemail retrieval.)

3. When the auto attendant answers press G to get to the Greeting function.

4. Press the number of the greeting you want to record (1, 2 or 3)

5. Press R to record the greeting.  You may then follow the prompts to review your greeting or to re-record your greeting.  You may record up to 3 greetings.  Make sure you set the appropriate greeting as active.

6. Press # to back out of the recording portion of the voice mail until the auto attendant tells you to press X (or 9) to exit your mailbox.

Other Options
Our telephone system has numerous other options that you can set up.  
A Gideon School District voicemail guide summary sheet is available online at:  http://gideon.k12.mo.us/INFO/VoiceMailQuickReference-8-13-09.pdf  or through the Employee Links on the District Home Page.

A more complete telephone system manual is available online at:  http://gideon.k12.mo.us/INFO/NECUX5000Phone.pdf  or through the Employee Links on the District Home Page.

School Messenger Telephone Notification System

Note:  It is essential that you keep us informed of telephone number changes in order to be properly informed of important notifications.  If you do not have your voicemail set up on your cell phone service or if you do not check your voice mail, you will likely miss numerous important announcements from the district.

The Gideon School District is using a telephone broadcast system known as School Messenger to make reminder phone calls, announcements, or emergency notifications to parents and staff.  The system can also generate text messages and reminder email notifications which may also be used.  Hence it is important that we have updated telephone and email contact information at all times.  Messages can be sent to home phones as well as cell phones.  Messages can be targeted to a specific group of individuals for reminder notifications or to all parents and staff for important announcements or emergencies.  Generally announcements will be sent only to your main recorded telephone number. Emergency and critical announcement calls will be sent to all listed phone numbers.  The Gideon School District will continue to report school closings due to snow or weather through our normal media notification process and will use this system as an overlay to the public announcements.
The School Messenger System has a portal which will allow users to manage the types of messages they receive and manage the user’s phone numbers.  This will allow users to change information as necessary.  More information and training will be provided during the school year.

Possible uses of the system include placing reminder calls to parents concerning school programs, field trip reminders, extra-curricular reminders, etc.  Teachers, sponsors, and coaches can work with their building principal if they would like to set up a reminder call for a special event or activity.  These should only be for special events or activities.

When used, the service will simultaneously call the phone numbers that you have provided to the district and will deliver a recorded message from the building principal or another school administrator. It is vital that we have both your home and cell contact numbers in order for these announcements to reach you.  In some cases, this will be the only avenue we will utilize to try to communicate information to you on short notice.  The service will deliver the message to both live answer and answering machines. If no one answers or if a busy signal is received, the number will be automatically retried twice in 15 minute intervals after the initial call.
IMPORTANT:  If you simply hang up and don’t listen to the message, the system will assume that the message was not delivered and will retry.  If you don’t want to listen to the message, simply press the number 1 and then hang up.  The system will record that the call was received on that number.
Things you should be aware of concerning our use of the School Messenger system:

1. Live Answers -- There is a short pause at the beginning of the message, usually just a few seconds. Answer your phone as you normally would “Hello” and hold for the message to begin. Multiple “Hello’s” will delay message. Inform all family members of this process who may answer your phone.

2. Answering Machines -- The system will detect that your machine has answered and will play the recording to your machine. The maximum numbers of rings before hang up is 5. Make sure your machine answers after 4 rings or you may miss the message.

3. Message Start – Messages will begin with a brief introduction. 
4. Calls -- In the event a cancellation decision is made the night before, or in the early morning hours, the broadcast message will normally be sent to your main as provided to us on the information sheet at the beginning of school. Emergency calls, as currently configured, will be sent to all phone numbers provided.   Decisions made during the regular school day will be distributed via internal communication means.   Please make sure you update any telephone number changes with the central office.  It is our intention to transition to users updating phone information through the School Messenger Portal.
5. Message Repeat --At the end of the message you will be prompted to press a specific key to hear the message again.  This is very effective when a child answers the phone and hands it to a parent, who can then ‘Repeat’ the message in its entirety.

Some reasons for false detection:

1. Loud background noise; television, radio, general noisy environment.

2. Cordless phone that has static or other foreign noise.

3. Not saying hello or delaying saying hello

4. Some cell phone greeting messages can “trick” the system into beginning the message early.  If this happens, try recording your cell phone message again.  This sometimes corrects the problem.  Make sure there are no long pauses in any cell phone greeting message.
What can be done to remedy false detections?

1. Do not say hello more than once, if the system detected your answer incorrectly all noise will reset the three-second counter.

2. If, after you answer, the message does not immediately play- you can cover the mouthpiece of the phone to cutout all background noise the message should then play after three seconds.
Employees Leaving the School Grounds

Employees are expected to be at their assigned job when scheduled.  If it becomes necessary for you to leave school grounds during the school day, you must have the permission of your immediate supervisor.  This would be the department head for non certified employees and the building principal for teachers.  Department heads and principals should notify the central office when they are off campus during regular working hours.  When it is necessary for a teacher to leave the school grounds during the school day the teacher must check out through the building principal.  If you are off campus during the school day for non-work related reasons and you have not notified your building office or your direct supervisor, you are in violation of district procedure.
If you are absent or leave during the school day for any non-work related reason, you will be expected to complete an absentee form for the day or hours missed.  If you do not complete the proper paperwork, your paycheck may be delayed.  

Employee Dress

All employees are expected to dress appropriately for their position.  We should all consider the example we are setting for our students.  Specific dress requirements may be outlined for different functional areas.  In every case, safety and appropriateness should be a consideration in employee dress.  If you have questions about dress, contact your department supervisor.

Teachers and instructional assistants are expected to dress professionally.  Teachers are not to wear jeans or shorts unless it is a work day or unless the principal has designated a special day in which jeans may be worn.  Creating a professional atmosphere means that the professional staff is distinguishable from the students in terms of dress.  Teachers who spend a substantial portion of their day in physical education (not just one or two hours in the day) may wear clothing appropriate to their assignment as long as it is professional looking.  Please remember that we have a very conservative community and choose your professional dress with that in mind.  Research indicates that teacher dress does make a difference in the character of a building.  Casual dress conveys a casual attitude to students and this often shows through in coursework.  Cases of non-professional dress will be handled by the principal on a case-by-case basis.

Charges and Bills

All employees are expected to pay all charges and bills at least on a monthly basis.  This expectation applies to the employee as well as to charges and bills for any of the employee’s children.  All lunch bills are to be paid at least monthly, along with any other charges.  The building principal or department supervisor will contact staff members who do not keep their bills current.  In the case of consistent delinquency, the amount due may be withheld from your paycheck or your paycheck may be delayed.

Breakfast and Lunch Prices for 2022-2023
	Breakfast
	

	     Adult Price
	$1.40

	Extra Milk
	$   .35


Public Relations

Always remember that you represent our school!  Good public relations will enhance the reputation of our program, our student body, and you personally.  You are expected to handle all job related issues through the appropriate channels and not talk about them in the community.  Remember that school fall under FERPA (Family Educational Rights Privacy Act) and you should NEVER talk about students or student issues outside of the appropriate environment.  Violations of FERPA can result in lawsuits against you and the school district.  If you violate FERPA, you have violated a law and most liability insurance policies will not provide liability coverage.
If you see good things happening in our school, report them to one of the building principals or the central office so we can promote them. 
Public Service Loan Forgiveness Program

Employees working for a government agency or not-for-profit organization may be eligible for student loan forgiveness. The Public Service Loan Forgiveness Program forgives the remaining balance on Direct Student Loans for borrowers after they have made 120 qualifying monthly payments under a qualifying repayment plan while working full time for an employer who meets certain qualifications.

 

For more information about the program, visit https://studentaid.ed.gov/sa/repay-loans/forgiveness-cancellation/public-service.
Employee Absences

As soon as it becomes apparent that you will not be able to report to work, you should contact your immediate supervisor.  For instructional personnel, this would be the building principal.  For other departments, this would be your department head.  Department heads and principals should notify the central office or other designated individual if they are going to be absent.   It is vital that we know as soon as possible of a pending absence so that substitutes can be secured for critical areas such as the classroom, bus driving, or the cafeteria.  Failure to provide your appropriate supervisor with timely notification of an absence is considered to be a violation of district directives and may result in disciplinary action.
All requests for personal leave must be scheduled in advance through the building principal or department head.  Personal leave may not be taken the working day before or the working day after a scheduled school holiday.  Teachers are responsible for leaving clear and complete lesson plans.  A current seating chart, grade book, absentee slips, schedule of classes, and lesson plans are required for the substitute.

Please recognize that it is very difficult to secure substitute teachers, substitute cooks, or substitute bus drivers.  We need you to be present in your assigned job unless your absence is absolutely necessary.  Our students suffer when our teachers or other employees are not present.  This is especially evident when teachers are absent from the classroom.

Employees may be terminated for excessive absences.  Unless authorized by the Board or the superintendent, an employee’s absence is considered excessive if it is for a reason not granted as paid or protected leave under Board policy, if it exceeds the number of days allotted by the Board for that particular leave and is not protected by law.  Notwithstanding the amount of paid leave accumulated, absences for any reason are considered excessive if they exceed five (5) days a month, 20 days in a semester or 40 days per school year, unless otherwise authorized by law.

Staff members must be present if school is in session during inclement weather or pay will be docked.  This includes those residing outside the district.

Absence/Leave Categories
Sick Leave:  Sick leave shall be granted to employees when they are incapacitated because of sickness, injury, or for medical, emergency dental, or emergency optical examination or treatment, or for family illness to the extent that they are prevented from performing their duties.  Employees are to schedule regular dental and regular optical appointments after school hours or on Saturdays.  Leave under this section shall not exceed eight days per year (including two days of personal business leave).  According to board policy, employee absences of more than one day may require documentation such as a doctor’s excuse or verification through the school nurse.

Personal Leave – A maximum of two (2) of the eight (8) days of annual sick leave may be utilized for personal business or other necessary personal reasons. 
Absences may be charged against personal leave for the following reasons:

1. Tax investigation.

2. Court appearances, unless applicable law requires no leave be charged to the employee.

3. Events such as parent-teacher conferences, non-school meetings, weddings, graduations or funerals.

4. Observance of a religious holiday.

5. Leave under the FMLA.

6. Leave connected with duty as a volunteer firefighter, member of Missouri-1 Disaster Medical Assistance Team, Missouri Task Force One, Urban Search and Rescue Team or activation by the Federal Emergency Management Agency (FEMA) in times of national disaster.

7. Leave for other personal reasons with proper notification of the principal or other designated supervisor or administrator.

No personal leave days may be taken the day before or the day after a holiday.
In order to insure uninterrupted operation of district functions, it is expected that requests for personal leave will be made to the designated administrator at least 48 hours in advance of the time leave is requested except for emergency or unavoidable situations. Employees may be requested to reschedule non-essential personal leave if such leave would have a significant negative impact on district operations.

For certain absences, employees may qualify for unpaid leave under FMLA.  The law outlines specific requirements for FMLA leave.   Thirty days' advance notice is required by law if the leave qualifies as FMLA leave and such notice is practical. FMLA requirements will apply to FMLA requests. The administrator will respond promptly to the employee requests for FMLA leave. A district employee may not use personal leave days during the period the employee receives Workers' Compensation for time lost to work-related incidents.

Bereavement (Funeral) Leave:  An employee shall be granted up to a maximum of three (3) calendar days of paid funeral leave on the death of a member of his/her immediate family.  Immediate family is defined as spouse, son, daughter, mother, father, sister, brother, mother-in-law, father-in-law, step-parents, step-children, grandparents, or grandchildren.  To be paid as funeral leave, the leave must be taken within a window that begins two days prior to the funeral and ends two days after the funeral.

Any paid days must:

1. Be scheduled work days.

2. Be within two days immediately preceding the funeral or within two days immediately following the funeral.

3. Include the day of the funeral if it falls on a work day.

Additional consecutive days may be taken from the sick leave allowance if needed.  The school district will not reimburse additional days if sick leave days are unavailable.

Professional Development/In-service Absence:  Whenever an employee is out of the classroom for ½ day or more due to a professional development or in-service activity, that employee shall be responsible for completing a Professional Development/In-service Absence form.  This form includes the basic information necessary to properly account for the professional absence and to provide evaluation information to the Professional Development Committee.

After any absence from duty, the employee shall file a certificate indicating the reason for his/her absence and the date in which it occurred.  Payroll deductions will be made for any absence not substantiated by a certificate.
On The Job Safety

Safety for both students and employees is a major consideration for our district.  If you see any issue within your building that creates a safety concern you need to notify your building administrator in writing.  Often we are tempted to just verbally mention safety concerns but these often get forgotten.

Please remember to always take adequate precautions to prevent injury in all of your job duties.  For instance, you should keep your work area free from clutter.  If you are performing a task that requires safety equipment, then you are expected to be using that safety equipment.  Never climb on furniture or equipment.  Be aware of your surroundings and use common sense in all job activities.  Injuries due to failure to follow prescribed safety procedures may not be covered under Workmen’s Compensation.
From time to time, on the job injuries may occur.  There is a specific procedure that MUST be followed if you have an on the job injury.  Any such injuries are to be reported to your building administrator immediately.  The school nurse may do an assessment of the injury.  If medical treatment is required you must use the facility 
selected by our Workman’s Compensation insurance in order for the cost to be covered under Workman’s Compensation.  If you seek treatment on your own with your own medical provider, any associated costs may not be covered.
Performance Expectations—All Employees

The Gideon School District requires all staff members to serve as positive role models for District students.  District schools exist to provide quality, cognitive, and affective education for district students.  In achieving these objectives, staff are required to meet certain performance criteria including, but not limited to:

1. Be properly prepared to do your job every day.

2. Comply with administrative directives.

3. Communicate with students and other staff in a professional and respectful manner.

4. Maintain relationships with students in a professional and caring manner.

5. Review and comply with Board policies, regulations, and procedures as well as related building rules and practices.

6. Properly operate and maintain district property.

7. Utilize district technology primarily for school district business.

8. Maintain required records and submit requested reports in a timely manner.

9. Comply with all safety guidelines and directives.

10. Refrain from the use of profane and obscene language.

11. Use appropriate grammar in interactions with students, parents, and patrons.

12. Insure that written communications meet acceptable standards for the type of communication utilized and audience addressed.

13. Dress in a professional manner.

14. Attend to all duties in a punctual manner.

Additional performance expectations specifically applicable to the classroom are found in the Teacher section of this handbook.

Failure to meet performance expectations may be noted in your evaluation and may result in disciplinary action.  Consistently falling short of performance expectations will be grounds for termination.

Snow /Ice Schedule

The School Messenger system will be utilized to notify school staff concerning weather related dismissals.  Calls will be made to your preferred number and an email will be sent to your email address.  We must have current contact information for you to receive notification.

Attempts will be made to notify the following radio and television stations in case of school dismissal: 

KBOA/KTMO (98.9 FM)
Kennett

KFVS-TV
Cape-TV 12

KJEZ/KKLR/KWOC 

Poplar Bluff

KAIT-TV
Jonesboro-TV 8

KDEX (102 FM)

Dexter

Delayed Starts
When weather conditions such as fog or winter weather create temporary hazardous conditions as determined by the Superintendent of Schools, the start of school may be delayed for up to two hours.  If conditions do not improve during this delay, school may be closed for the entire day. 

Delayed starts will be announced through the School Messenger telephone system and through the same media outlets utilized for school dismissal announcements.

Chain of Command

Teachers and staff are expected to adhere to the chain of command in their dealings with students, parents, or other staff members.  If you have a concern about anything pertaining to your school, please discuss this with the building principal before you see the superintendent.  If the problem cannot be resolved, it will be forwarded to the superintendent.  Please feel free to come by the principal’s office with any thoughts or concerns.  We believe we can have a close working relationship.  We will strive to be fair and consistent in every manner.

We want the best for everyone concerned.  If you feel change is needed, please do it in the appropriate manner.  Go to the appropriate building administrator to resolve any situation.
Student Records Confidentiality

The Family Educational Rights and Privacy Act (FERPA) is a federal law that protects the confidentiality of student educational records.  This law places a responsibility on you to always remember that educational records and student specific information are confidential.  This information may only be shared with the parent or guardian of the particular student and only with the student after he/she turns 18. Do NOT discuss specific information about a student with someone other than the student’s parent or guardian.  You may share any specific student information with staff members who have a job related need to know the information.  Under no circumstances should you make diagnostic judgments about a student to a parent.  If you are questioned about the progress of a referral, you should direct the individual to the building principal.

District Technology

Access to district technology is a privilege and is intended to be utilized to facilitate student learning.  With this privilege comes responsibility.  District usage agreements are in all student handbooks and on the district Internet site.  The district Internet usage agreement also applies to all students, district employees, and patrons who use Gideon School District technology resources.  All employees are required to have a signed Network Usage Agreement on file with the district.

By using the Gideon School District network system an individual is agreeing to abide by the "Gideon School District Network Usage Agreement".  The district reserves the right to add to or modify this policy at any time.  Should an individual violate any portion of this agreement, all network and Internet privileges may be revoked.  In addition inappropriate or illegal use of network facilities may result in civil or criminal lawsuits.
Students and patrons failing to abide by the guidelines in the agreement will be subject to disciplinary action as outlined in below:


1st offence:  Network privileges taken away for a term of 30 days


2nd offence:  Network privileges taken away for a term of one semester


3rd offence:  Network privileges may be revoked indefinitely

Additional disciplinary actions may be taken by the principal if deemed necessary.

District employees who violate the “Gideon School District Network Usage Agreement” will receive a warning upon their first violation.  A second violation may result in a written reprimand.  A third violation may result in dismissal of the employee.  Using network facilities for illegal activities may result in immediate dismissal of the employee.

Email

All employees have been assigned a Gideon School District Email account and we have an expectation that you check your email on a daily basis.  The Gideon School District utilizes Google Mail as our web-based email system.  This provides access to your email from any Internet capable computer.  There is a link to our web-based email from the district home page.  All teachers are assigned a district email account.  Email will be utilized as one of the primary means of communication within the district.  You will be responsible for information communicated via email.

Morenet provides email archiving for our email system.  The district has a statutory responsibility to archive any business related email.
If you join any email listserves, please make sure you sign off of those lists over the summer unless you plan on checking email regularly over the summer.  Also, be sure to you delete unneeded email messages rather than allowing them to accumulate in your main email folder.

Be aware that email attachments are a primary means of spreading new computer viruses.  You should never open an email attachment unless you know the person who sent the attachment AND you were expecting the attachment.  Some new computer viruses will go into a person’s address book and replicate the virus by sending it to everyone in the individual’s address book. Thus, you could receive an email from someone you know that could still be infected with a virus.  The very best defense is to make sure the virus protection software on your computer is up to date and running.

Make sure you are familiar with our district Network and Internet Acceptable Use Policy (AUP).  Violation of the AUP can lead to disciplinary action, dismissal, or even criminal prosecution.  School email is to be used primarily for school business purposes.  You should never mass forward “cute” items to others within the district.  This eats up bandwidth and other resources and is a violation the AUP.  You should never use school email to promote your personal political views or your personal religious views.  You have the right to do both of these, but not using tax payer resources.  Make sure that you utilize another email service if you want to promote your political or religious views.

Since all district email is archived and subject to “discovery” upon an open records request, it is highly recommended that you maintain a personal email account and not use district provided email for personal purposes.  For district staff, the district does not block any of the major email providers.  It is expected that employees will handle email access appropriately.  Misuse of district email (or personal email from on campus or during work hours) may result in disciplinary action.

WeBSIS Student Records Suite

We currently utilize Lumen WeBSIS for our student records suite for a variety of functions including student enrollment, teacher gradebook, attendance, transportation, food service, maintenance requests, technology requests, etc.   This is a web based system which means it is accessible from any Internet connected computer via the Mozilla (Firefox) web browser or the Chrome Web Browser.  The Mozilla browser has been added to all on campus computers.  WeBSIS will NOT work reliably from a web browser on the iPad.  Furthermore, if you use Internet Explorer it can cause strange issues with the student records program.  If you try to use Internet Explorer you will get a warning message.

Remember never use the Back button when working in a web based application.  This can cause unpredictable results.

If you try to print from the student records and nothing seems to happen, check to make sure that you don’t have a warning bar on your screen saying that popup have been blocked.  If you do have the warning bar, then select Always Allow Popup from lumensoftware.com.  Then try to your printing again.  If you select always allow popup from lumensoftware.com then you should not have to do that on the same computer in the future.  The selection should remain.

Each individual has been assigned to a “home” location.  You may have access to information from other locations, but your home location is generally where you should log in.  Elementary is location 2, high school is location 3, and central office is location 4.  In general, your home location is the building in which most of your work is done.  There are a few exceptions to this.

The following screen shots provide some basic introduction to the web based software.  This operates much like a replacement desktop on your computer while you are in the software.  Please note that if you have classes in both high school and elementary, you must change to the appropriate location in order to see your students in that building in your instructor suite.

Access WeBSIS from the Lumen WeBSIS link under Employee Links on the district home page or by going directly to:  https://websis.gideon.k12.mo.us/uplinkos/login.php
Network/Internet User Agreement

Access to network resources and the Internet is an unparalleled opportunity to interact with the world at large.   This opportunity brings with it a number of responsibilities.  In order to use the network and Internet services available through the Gideon School District network individuals must agree to abide by the following regulations.
The goal of the Gideon School District in providing Internet service to students and teachers is to promote educational excellence by facilitating resource sharing, research, innovation, communication, and collaboration while also expanding educational opportunities outside of the standard school day.

Student, employee, and guest use of district network resources, including use of the Internet, is considered to indicate acknowledgement of this district Network User Agreement.

Information Content & Uses of the System:
Along with national and international access to computers, people, and information valuable to the education process comes the availability of material that may not be considered of educational value in a school setting. The Gideon School District takes precautions to restrict access to controversial materials by teaching students responsible computer and Internet use, and through the utilization of content filtering software to generate a “best effort” to block student access to inappropriate materials.  The Internet is a mostly unregulated space.  Therefore, inappropriate material will exist.  The Gideon School District does not condone the use of such inappropriate materials and does not permit usage of such materials in the school environment. Users knowingly bringing or allowing such materials into the school environment may be subject to disciplinary action.  The use of any Gideon School District network is a privilege that may be revoked by the administrators of the network at any time for abusive or inappropriate conduct.  Commercial uses of the system, advertising for profit, and/or promoting a political campaign are strictly prohibited.  Inappropriate use of computers, software, or the Internet will result in cancellation of these privileges.

Copyrighted Material:
Students, staff, and faculty are expected to be familiar with copyright law and ethical use of copyrighted material. Copyrighted material must not be placed on any system connected to the Gideon School District without the author’s permission. Users may download copyrighted material for their own use only if permitted under the specific circumstances.  Reproduction of copyrighted material is strictly forbidden without authorization of the author. Illegal (pirated) software will not be allowed on the system under any circumstances.
Unacceptable uses of the network and Internet include, but are not limited to:

· Violating the privacy of others by intentionally viewing, copying, modifying, or deleting files, passwords, data, emails, or electronic communications that belong to someone else.

· Bypassing measures designed to restrict minors’ access to harmful materials.

· Accessing, acquiring, storing, or displaying inappropriate or offensive materials.

· Tampering with or vandalizing computer/network hardware or software.

· Using district resources to harass, bully, or demean another individual through written, visual, or auditory means or by sending persistent unwanted email or using foul or   offensive language.

· Accessing, viewing or disseminating information using school or district resources, including e-mail or Internet access, that constitutes insulting or fighting words, the very expression of which injures or harasses other people (e.g., threats of violence, defamation of character or of a person’s race, religion or ethnic origin); presents a clear and present likelihood that, because of their content or their manner of distribution, they will cause a material and substantial disruption of the proper and orderly operation and discipline of the school or school activities; or will cause the commission of unlawful acts or the violation of lawful school regulations is prohibited.

· Accessing information without authorization, giving out passwords, causing a system to malfunction, mass consumption of system resources, or violating copyright protection.

· Failure to abide by existing Federal and State Laws in force regarding electronic communication and electronic networks.

· Attempting to infiltrate another computer or computing system or otherwise performing any unlawful activity utilizing the network.  This includes any form of hacking or the introduction of viruses into any computer system.

· Accessing, viewing or disseminating information using district resources, including e-mail or Internet access, that is pornographic, obscene, child pornography, harmful to minors, obscene to minors, libelous, pervasively indecent or vulgar, or advertising any product or service not permitted to minors.

· Any unauthorized, deliberate or negligent action that damages or disrupts technology, alters its normal performance or causes it to malfunction is prohibited, regardless of the location or the duration of the disruption.

· Violating the online safety issues listed below.

Online Safety Issues:

· Student users are prohibited from sharing personal information about themselves or others over the Internet, unless authorized by the district.  Never give out personal information (address, phone or social security number) about yourself or anyone else.

· Never send pictures that are personally identifiable over the Internet.

· Never agree to a personal encounter or meeting with someone you met online without parental approval

· If you accidentally access a web page that makes you feel uncomfortable or if you receive a message or email that you feel is inappropriate or makes you feel uncomfortable, report it immediately to your instructor or other school official.
Electronic Communications:

· A user is responsible for all electronic communications (including email, texts, and other electronic/digital communications) originating from the user’s ID or password or user owned device.

· Email and accounts providing any form of electronic communication are to be used only by the registered user.

· Users are not to interfere with the network traffic by sending broadcast or chain letters to lists or individuals.   Users are not to send or forward any form of spam e-mail.

· Forgery or attempted forgery of electronic communications is illegal and is prohibited.

· Users are prohibited from sending unsolicited electronic communications to more than ten addresses per message, per day, unless the communication is a necessary, employment-related function or an authorized publication.

· All users must adhere to the same standards for communicating online that are expected in the classroom and that are consistent with district policies, regulations and procedures.

· Electronic communications, including email, are not guaranteed to be private.  The district reserves the right to inspect any and all electronic communications composed, received, or passing through our network.  Messages dealing with inappropriate or illegal activities will be reported to appropriate authorities.

· Electronic communications must be used responsibly.  Generally, access to these services will be limited or restricted during regular school hours.  Used of student electronic communications services is not allowed during the regular school day unless utilized as part of a class project under the direction of a teacher or as allowed by other rules and procedures.  Employee or guest use of electronic communication services may not interfere with network operation or the employees’ job performance.

General Issues:

· Student or employee owned devices are not allowed on the district network without prior permission.  Any attempt to bypass system security to install such a devices is a violation of acceptable use.

· Student or employee owned devices may not interfere with network operations in any manner.

· Data use by student or employee owned device must conform to all acceptable use provisions.

· The District will not tolerate any form of cyber bullying through the use of electronic communications. Anyone who engages in this will be in violation of this agreement and subject to disciplinary action.

· The district reserves the right to inspect any material stored in files to which users have access and will edit or remove any material which the district staff, in its sole discretion, believes may be objectionable. .

· The use of streaming audio or video shall be limited to appropriate educational use.

· The use of any “high bandwidth” application or function shall be limited to appropriate educational use during regular school hours and may be restricted at other hours if it interferes with the necessary business functioning of the network.

· All users will adhere to the limitations of the district’s technology licenses.  Copying for home use is prohibited unless permitted by the district’s license, and approved by the district.

· Unauthorized disclosure, use, and dissemination of personal information regarding minors is prohibited.

By using the Gideon School District network system you are agreeing to abide by the “Gideon School District Network User Agreement".  The district reserves the right to add to or modify this agreement at any time.  Should you violate any portion of this agreement, all network and Internet privileges may be revoked.  In addition inappropriate or illegal use of network facilities may result in civil or criminal lawsuits.  Parents and/or guardians may be held accountable for inappropriate use by their child.

Parents who do not wish their child to have non-curricular related access to the Internet must provide signed and dated written notification of their desire to the appropriate building level principal.  Once received, the district will provide a “best effort” to prevent non-curricular related access for the named child.

Publication of this notice in student and employee handbooks and on the district web site shall constitute notification of these regulations.  This usage agreement shall be bound by board policy EHB-R-L which shall take precedence over any rules and regulations stated in this agreement in event of a conflict between the two.  

(Revised 11/10/2011)
Technology Support

Whenever you have a technology issue you will need to email Mr. James Breece (jbreece@gideon.k12.mo.us). 

Make sure you type in a subject and complete description of the problem, including the room number and workstation number for computers (located on the side of the machine beginning with “WS”).  Please indicate as precisely as possible what the problem is and what you were doing or attempting to do when the problem occurred.  The more complete the description the quicker we will be able to resolve the issue.
The Gideon School District has no dedicated technical support personnel.  Items are handled by individuals with other district responsibilities.   
Maintenance Requests
We want to maintain a pleasant, clean, and safe school facility.  Our faculty and staff are often in the best position to be aware of some specific needs that may not be noticed by others.  Please email all maintenance issues using to Mr. Breece (jbreece@gideon.k12.mo.us).  

Maintenance requests are handled by our maintenance staff.  Critical maintenance requests are handled as soon as possible.  Other maintenance requests will be handled on a time available basis or placed on our summer projects list.  Some examples of appropriate items would include safety issues, broken windows, lock problems, electrical issues, heating issues, plumbing issues, flooring issues, painting needs, suspected leaks, playground issues, or any other issues affecting the physical facilities or grounds.
Purchasing Procedures

Staff members are not to purchase items without the knowledge and approval of the building principal and central office.  Purchase orders should indicate exact or closely estimated costs and should be secured prior to the commitment to purchase.  No purchase by a staff member is to be made without a purchase order number.  You are not to order items "on approval" unless it has been approved and a purchase order has been secured prior to placing the order.  Purchase orders must be approved by the building office and by the central office before they can be printed.  This process takes some time.  Do not expect to be able to walk into the office, request a PO, and walk out with the PO.  Financial commitments made by a teacher without proper authorization are the responsibility of the teacher.

Teacher requisitions are utilized to begin the purchasing process.  Obtain a Requisition Form from your building office.  Make sure to fill it out completely.  Add shipping to ALL requisitions.  Do not guess at shipping charges.  Look in the catalog, web or phone for information.  Often companies will waive shipping charges or reduce them if we have ordered a substantial amount from them.  
When your requisition is complete turn it in to your building office for approval.  

Consider the following notes and definitions as you plan requisitions:
· Requested using regular requisition process (some funds may be available during the school year for these items)
· Instructional Resources consist of consumable and non-consumable classroom items, instructional materials, resource materials, models, demonstration items, classroom apps (not district apps), other classroom based resources, etc. (these are items that will be used in an individual classroom normally requisitioned directly by the teacher or building offices)

· Instructional equipment would include non-textbook, non-supply items that may be of a general instructional nature or may be specific to your discipline (requisitioned directly by the teacher during the annual requisition process.  Since these may be higher priced items, it is best to talk to the building principal about these needs prior to submitting the requisition.) 

· Requested as needed (these items are aggregated and/or reviewed at the district level for consideration)
· Computer related technology needs include laser printer cartridges, software, cables, computers, printers, monitors, computer CD/DVD units, interactive boards, LCD projectors, LCD bulbs, iPad support items, etc.
· Electronic Resources includes online subscription services, district apps, eBooks, audio books, etc.
Note:  All purchases must have a pre-approved purchase order.  During the school year, if you need to purchase any items at all for any class or activity you must always follow the above procedures.  At any time, if you make a purchase without following proper procedures, you may have to pay for the purchase yourself.

Employees are never allowed to order items under the school’s name “on approval.”

Invoices and Receipt of Goods

After a purchase order is approved, the goods will either be ordered or you will pick them up.  Before the district can pay for the goods, we have to have verification that they have been received.  Whenever you receive goods, you MUST okay the invoice or purchase receipt and return it to your building office.  Your okay means that the items have been received and are correct.  This provides us with the authorization to pay.  We have no way of knowing that the goods have been received unless you follow through with this process.

In the past, we have had difficulty getting invoices and purchase receipts back from the classroom.  In some cases we have lost grant money because someone did not let us know it was okay to pay a particular invoice.  This needs to be a priority!  Anytime you receive goods you should expect to send something back to the office indicating that you have received them.  If they are purchased locally, then your sales receipt will be sufficient.  If they were ordered, then an approved invoice is sufficient.  If you are negligent in notifying your office that the goods have been received and the invoice is okay to pay we may have to restrict orders in the future.

Inventory

State law requires that we have an up-to-date inventory for all school owned property.  This includes classroom items.  Each teacher is responsible for maintain an appropriate inventory for their classroom and other assigned areas/duties.  Once we move to an online system, it will be expected that inventories are updated in real time.   Inventories should be an accurate representation of the items in your classroom.  When new items are added to the inventory, use the actual cost (including shipping) to determine the value.  If a value is not currently provided, use your best estimate to determine the value.
Computers and computer peripherals are inventoried at the district level due to special inventory requirements.  These items are not required to be on the classroom inventory.

Time Sheets

Teachers are to sign in with the office each day to produce a record of attendance.  Your building may have specific procedures to follow for recording your sign in and sign out for work.

Non-certified employees are to maintain an adequate record of time worked using district provided time sheets.  You are to record actual time worked and only work your specified hours.  Authorization is required for all overtime or work outside of assigned hours.  Except in cases of emergency or when authorized, your work start and end times should be within 5 minutes of your assigned hours and your total work time for the day should be no more than your assigned hours.

Duties outside of the regular school day are assigned by your department supervisor and it is expected that all employees participate equally in assigned extra duties.

Payroll

All payroll for the Gideon School District is completed via direct deposit. This speeds up the process and helps in the accounting cycle.  The official pay date is the 15th of the month or the last working day closest to the 15th.  Direct deposit payroll will be scheduled to be in the employee’s bank account one day prior to the official pay date.  If you change banks or accounts you must make sure the central office has the updated information or your payroll will be delayed.  You do have the option of splitting your pay between more than one account, if that meets your needs.
Payroll Schedule for 2022-2023
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	Payroll is due in the office by the end of the day that the 

	payroll period ends.
	
	
	

	 
	 
	 
	 
	 

	
	
	No. Work
	
	

	PAYROLL
	Week
	Days in
	DATE
	Week

	PERIOD ENDS
	Day
	Period
	DIRECT DEPOSIT
	Day

	June 30, 2022
	Thursday
	22
	July 14, 2022
	Thursday

	July 29, 2022
	Friday
	21
	August 12, 2022
	Friday

	August 31, 2022
	Wednesday
	23
	September 14, 2022
	Wednesday

	September 30, 2022
	Friday
	22
	October 14, 2022
	Friday

	October 31, 2022
	Monday
	21
	November 14, 2022
	Monday

	November 30, 2022
	Wednesday
	22
	December 14, 2022
	Wednesday

	December 30, 2022
	Friday
	22
	January 14, 2023
	Friday

	January 30, 2023
	Monday
	21
	February 14, 2023
	Monday

	February 28, 2023
	Tuesday
	21
	March 14, 2023
	Tuesday

	March 30, 2023
	Thursday
	22
	April 14, 2023
	Friday

	April 28, 2023
	Friday
	22
	May 12, 2023
	Friday

	May 31, 2023
	Wednesday
	23
	June 14, 2023
	Wednesday

	June 30, 2023
	Friday
	22
	July 14, 2023
	Friday

	July 31, 2023
	Monday
	21
	August 14, 2023
	Monday

	August 31, 2023
	Thursday
	23
	September 14, 2023
	Thursday

	Payroll will be delivered to the bank on the 
	

	Direct Deposit Date stated; However, we are not 
	

	responsible for how your bank handles the transaction.

	
	
	
	
	

	
	
	
	
	


HR Portal

We have added a web based secure Human Resources Portal (HR Portal) that interfaces with our accounting system.  It is recommended that you use Internet Explorer when accessing the Portal as some functions do not function properly with Firefox.

The Portal will often have district news that may be valuable to you.  Through the HR Portal you can view personal and W-4 information, download a new W-4 form from the IRS, view leave balance, view pay history, view benefit history, view deduction history, submit leave requests, view leave request status, submit personal information change, and view personal information changes.  You are also able to print a new pay stub and submit requisitions through the portal.  We hope to activity the Classroom Inventory module in the portal soon.
Please use this site to keep your address, phone number, and other information up to date.  Sick leave, personal leave, and other leave will also ultimately be submitted via this method.

To log on to the portal you can use the link on the home page or you can go to http://www2.gideon.k12.mo.us/portal .  Once the portal loads, simply enter your username and password and click on the Login button.  Your initial userID and password is available through the central office and you are encouraged to change your userID and password on your first login.

Some sample screen shots are included below.  The banner at the top may be different depending on the current version of the Portal.
Login Screen
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You would enter your UserID and Password and click on the “Login” button.

Main Screen
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[ District News:
‘Welcome to the Gideon School District HR Portal!

, Welcome,

Online Inventory Management will be available soon!

NEW!!!! You can view pay history from previous years! A drop down menu has been added to
open up access to previous year data.

~my HRPortal
8 Change serIp, Password < submit leave Request
View Personal and W4 Info O yiew Leave Request Status

ew Leave Balance ® submit personal Info Changes

& View pay History 8 View Personal Info Changes
& View Benefit History % view Deduction History

—my SISFinPortal

. Requisitions Professional Development

Inventory Control





Your view may differ slightly from the above view depending on the information available to you and the version of the portal that is currently active.
Upward Bound Scholarship Fund
In the Spring of 2005 the Upward Bound Scholarship Fund was established by the Gideon School District to provide additional scholarship opportunities for our students.  The funds will be divided between scholarships awarded to one or more graduating seniors and students enrolling in Dual Credit College Courses during their Junior or Senior year. This scholarship fund is supported primarily by employees of the Gideon School District.

The amount of the scholarship will vary annually based upon funding received.  One or more scholarships will be awarded to graduating seniors who are planning to attend college, who have applied for other local scholarship, but who have received limited or no other local scholarships.  It is anticipated that the graduating senior scholarship funding will be between $100 and $300 for each scholarship awarded but could be higher depending on the situation.  Approximately 1/3 of the annual funding may be allocated to dual credit scholarships and these funds will be provided based upon the number of students applying for assistance.

You have the opportunity to help support our students through this fund.  We have made it possible for you to contribute to this scholarship fund through a monthly payroll deduction.  You can select a monthly amount that you would be willing to contribute and then this amount will simply be deducted from your paycheck.  And if you itemize your deductions, the amount that you give to the scholarship fund may be deductible as a donation to a non-profit organization.

Forms to contribute to the Upward Bound Scholarship Fund are available during our beginning of school workshops or through the district office.

Senior Class Support Contract
You can help the senior class bypass some of their fundraising costs and keep more money directly in their pocket.  We have made it possible for you to contribute to the senior class through a monthly payroll deduction.  By executing this contract, members of the senior class will not approach you for direct sales of fundraising merchandise.  (They may approach you for food event fundraising sales such as the Senior Dinner or a Chili Supper).  You may also indicate below if you would like the Senior Class to go ahead and contact you for fund raising events. 

You can select a monthly amount that you would be willing to contribute and then this amount will simply be deducted from your paycheck.  And if you itemize your deductions, the amount that you give to the scholarship fund may be deductible as a donation to a non-profit organization.

This is a great opportunity for you to help our senior class and keep more money in our community.  In general the Sr. Class profit on fund raisers is 45%.  This process allows them to basically keep an additional 55%.

Forms to contribute to the Senior Class Support Contract are available during our beginning of school workshops or through the district office.
MEUHP Group Health Insurance 
The Gideon School District currently pays the full cost of health insurance for full time employees.  Health insurance rates continue to increase every year and this is a concern for the district.  There is no rate increase for 2022-2023.  We fared better than that due to moving to a less expensive tier.  Expenses for health insurance benefits make up a substantial portion of our employment costs.  We pay more than a quarter of a million dollars in health insurance premiums each year.  This is money that is not available for raises or instructional support.  Please use your benefits wisely and make every effort to help us keep our health insurance rates down.

Our health insurance plan year runs from July 1 of the current year to June 30 of the following year.  The deductible runs from January 1 to December 31.  We are a member district of the Missouri Educators Unified Health Plan.  The coverage is provided by Cigna.
District employees currently have four options to select from (see summary of options in chart below).  Current employees make their plan selection in April of each year and the new plans are effective July 1 of each year.  The health insurance options available for the 2022-2023 school year are outlined below:

	
	
	Gideon 37 School District
	
	
	

	
	    2022-2023 MEUHP Insurance Rates Effective 7/1/2023

	
	 
	IN NETWORK BENEFITS
	
	
	 

	 
	HSA 6550
	HSA 5500
	HSA 4000
	
	
	PPO 3000

	All plans are Embeded
	Includes 
Preventative RX
	Includes 
Preventative RX
	Includes 
Preventative RX
	
	
	N/A

	Office Visit
	Ded. + 0%
	Ded. + 0%
	Ded. + 0%
	
	
	$30/$50

	Deductible Ind/Family
	$6,550/$13,000
	$5,500/$11,000
	$4,000/$8,000
	
	
	$3,000/$9,000

	Co-Ins.
	0%
	0%
	0%
	
	
	20%

	Out of Pocket Ind/Family
	$6,550/$13,000
	$5,500/$11,000
	$4,000/$8,000
	
	
	$7,150/$14,300

	ER copay
	Ded. + 0%
	Ded. + 0%
	Ded. + 0%
	
	
	$250 

	RX
	Ded. + 0%
	RX cost share 
after Ded.
See A Below
	RX cost share 
after Ded.
See B Below
	
	
	See C Below

	Employee Premium
	$517 
	$590 
	$590
	
	
	$600 

	Spouse Premium
	$569 
	$649
	$649 
	
	
	$660 

	One Child Premium
	$284
	$325 
	$325
	
	
	$330 

	Children Premium
	$465
	$531 
	$531
	
	
	$540 

	All Plans meet the minimum essential coverage.  
	
	
	
	

	
	
	
	
	

	A after Ded. $15/$45/$75/25% $400 Max.  Extra OOP max on RX after Ded. -$1,450  Ind/$,2900 Family



	B after Ded. $15/$45/$75/25% $400 Max.  Extra OOP max on RX after Ded. -$1,000 Ind/$,2000 Family



	C $10/$35/$75/ 25% to $150 max         Tier 2 and Tier 3 RX only:  $200 Cal. Year Ded.

	The District’s current cap on health insurance is $550.00. This coming year, the district will pay the cost for all 3 HSA plans listed, but employees electing the PPO plan will have to "buy up"
by paying the premium difference themselves.



	The district will continue an incentive match payment to employees selecting one of these 3 HSA Plans

	·HSA 6550 - The district will match $4 for every $1 contributed by the employee, up to $100 per month. 

	·HSA 5000 - The district will match $4 for every $1 contributed by the employee, up to $75 per month.

	·HSA 4000 - The district will match $1 for every $1 contributed by the employee, up to $25 per month.

-HSA 3000 –  The district will match $1 for every $1 contributed by the employee, up to $20 per month.

	·PPO 3000 – District will cover entire cost of plan.
	


Health Plan Summaries Effective July 1, 2023
For New Employees, the effective date of coverage is the first day of the month following your employment.  Family health coverage is optional and must be applied for on appropriate forms.  Premiums for family coverage will be withheld from the employee’s paycheck.

The district provides $25,000 in Board paid term life insurance for employees.  Optional term life policies are available for you and your family at an additional cost.  If you choose the optional life insurance, the premium amount will be withheld from the employee’s paycheck.

Health insurance costs are a big portion of our budget and the cost continues to escalate.  You have heard the statement that there is no free lunch.  That applies to health insurance coverage.  By being part of a pool, we are protected from major losses.  But in the end, our rate is basically calculated based upon how much the health insurance company pays out on our behalf.  If we have high utilization, then our rates will go up.  The health insurance is there for your benefit, but please use it judiciously.  In the end, you pay for it.

You can currently access benefit information for our district by going to http://www.ftj.com/moed where you will see a drop down box toward the bottom of the page.  Specific information about the FTJ/MEUHP web site and how to access the information is provided later in the section on Health Insurance/Supplemental Insurance/Flex Plan Web Site.  When you arrive at the site, click on the down arrow in the “School District” drop down box and select Gideon 37 from the drop down menu.  You will use bulldogs as the password.  All users can access general information about the Gideon School District benefits plan. 
On this site you can access:

· Benefit and rate information for your medical plan

· Current Preferred Provider Directories

· Generic and Preferred Brand Name Drug lists

· Member Services Information

· Frequently used forms and applications

· MSTA sponsored Plans

There is a secure portion of the site where you can access additional personal information.  It is the “Employee Login My Account” area.  To access the My Account area you must have a User Login.  If you already have one, simply click on the “Employee Login My Account link and enter your login information.  If you don’t have a Username and Password you will need to use the “Create an Account” link to establish your logon credential. 

You can also access your Explanation of Benefits (EOB) online by going to the Cigna site at https://www.cigna.com/.  This is a secure site that also requires you to have a user name and password.  If you have not yet registered, you can do so through the links on the site.  Additional information about the My Cigna site is included in the handbook section on My Cigna.
Employees can call Cigna One Guide at 888-806-5042 and ask for the QuickSwitch Prescription Service. Additional information can be found at Cigna's website: https://www.cigna.com/home-delivery-pharmacy
Links to these sites are also available from the Gideon School District home page under the Employee Links.  Currently you will find the Employee Links in the menu collection under the main website banner.  After clicking on “Employee Links” you will need to select “Human Resources Links” on the next page.
Another benefit of your health insurance plan is Cigna’s Open Access Plus.  This is a dynamic, integrated collection of services that add value to your health benefits.  It includes the following:

Cigna -- Open Access Plus
· ConditionCare to provide 24 hour nurse access and other tools to individuals with several chronic conditions.

· 24/7 Nurse Line to provide answers to health questions right away 24 hours a day.

Health Savings Account

If you select a Health Insurance Plan that includes an HSA (Health Savings Account) you can fund your HSA though a payroll deduction with pretax money.  If you have a Health Savings Account or want to establish one, you may contact the Central office to make arrangements for the payroll deduction to your HSA and for information on how to establish the HSA.  You may also make individual deposits into the HSA outside of the payroll deduction (up to the annual limits) and take a deduction on your income tax.

You must establish your Health Savings Account through a bank or financial institution that offers such a plan.  We have worked with Southern Bank of Gideon to establish a special arrangement for employees who establish a HSA with them.  The account will be an interest bearing account with a debit card you can use for medical related expenses and the bank is currently waiving the normal monthly maintenance fee for the Health Savings Account for employees of the Gideon School District.
Health Benefit Web Sites

In the sections below you will find information about websites related to your health insurance benefit.  Each site provides some unique information that could be of benefit to you.

· MEUHP Web Site – http://meuhp.com – Provides information about our group health insurance plan, governance, and a comprehensive resources library.

· Cigna.com – http://www.Cigna.com – Provides access to your health information, benefits, and explanation of benefits as well as healthy living information and cost comparisons, among other details.

· Missouri Educators Health Plan—FTJ – https://secure.ftj.com/server1/Moed/default.asp -- Provides access to benefit plan summaries, forms, supplemental insurance, and other information.

MEUHP Web Site
The Missouri Educators Unified Health Plan maintains a website with additional information about our plan.  The “Resource Library” tab is your link to a wealth of valuable information about your plan, including feature demos, instruction sets, special discount offers, preventative care information, complex care information, and other information. 

You can access the web site at:  http://meuhp.com/
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Cigna Web Site
My Cigna web page:  http://www.Cigna.com
The Cigna site is a valuable tool to help you manage your health insurance benefits and find valuable health related information.  When it comes to making important health decisions, knowledge is power.  These tools can give you the knowledge you need, help you have a healthier lifestyle, and save you money.

FTJ Website - Health Insurance/Dental and Vision Insurance

Forrest T Jones (FTJ) is the broker for our health insurance, dental and vision insurance.  You can access information about these benefits by going to the FTJ site and logging in.  The first step is to log in to the Missouri Educations Health Plan site at https://secure.ftj.com/server1/moed/Default.asp or by accessing it from the Human Resources Links page available from the district home page.

When you arrive at the FTJ site you will initially log in using the district name and our mascot as the password.

See illustrations below!
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Once you log into the site, you will have the ability to view summary information, log into your own account, or register for an account.  If you are looking for information specifically relating to health insurance claims (such as EOBs or online pharmacy) you will need to use the Cigna site described earlier.
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The FTJ web site has links to lots of valuable information about your health insurance benefits, including a summary of the plans, directory of in network providers, prescription drug formulary, Health Savings Account information, etc.


[image: image6.emf]
DID YOU KNOW? Missouri now has a website that allows you to compare prices on Prescription Drugs. At Mo RX Compare, you can research prices for prescriptions and over-the counter medications in your area.  Check out the website at:  http://www.morxcompare.mo.gov/
Fringe benefits will allow you to see all of the board paid and optional products available to you.  You can review the summary for each of the products.  You can also use the provider search tool to find an “in network” provider.

Cafeteria Plan
All Gideon School District employees have the option of participating in the district sponsored cafeteria plan.  The cafeteria plan is a means by which employees can purchase certain insurance products using pre-tax dollars as well as pay for qualified medical, dental, vision, and child care expenses with pre-tax dollars through the Flex Plan option.  With the exception of new employees, you must sign up for the plan during the district enrollment period in May of each year.  Changes in the plan cannot be made after the plan year begins unless a qualifying event (as defined by the IRS) occurs.  New employees may sign up when they report for work with the Gideon School District.  Our cafeteria plan year runs from July 1 through June 30.  To participate in insurance portion of the plan you simply purchase qualified insurance products and have the premiums held out and paid through the school.   American Fidelity Education Services serves as the Section 125 plan provider and the main source for supplemental insurance products.   To participate in the Medical Reimbursement or the Child Care Reimbursement portion of the plan you authorize the district to withhold a certain amount from your pay each pay period. That amount is submitted American Fidelity Education Services as a third party administrator.  You will then you submit claims for reimbursement to American Fidelity Education Services.  The medical reimbursement and child care reimbursement plans have a “use it or lose it” provision.  If you do not use the money you set aside, you lose it.  Thus, you should estimate any projected contributions carefully.  New regulations now basically allow a 15 month window with a $500 (max of $500) carryover of any amount remaining unused in a health FSA as of the end of the plan year.  Such carryover amount may be used to pay or reimburse medical expenses under the health FSA incurred during the entire Plan year to which it is carried over, which should help with this provision.
Representatives from the American Fidelity will meet with all staff prior to July 1 of each year to inform you of the cafeteria plan options.  All regular employees must be offered the opportunity to participate in the plan and each employee must sign off on an annual basis.

How a Section 125 Cafeteria Plan Works

Prior to the beginning of each plan year, the employee estimates how much they may spend in out-of-pocket medical expenses and/or dependent care expenses during the course of the plan year.  It is important for employees not to overestimate their annual election amounts, as the FSA is a “use it or lose” benefit and the employee will forfeit any unused balance remaining in the account at the end of each plan year.  (There is a grace period for which an employee can file claims for each play year and employees can fund up to 3 months of the following year expenses from the previous year contributions.)  If there is a surplus in the FSA at the end of the plan year, the remaining balance is retained by the employer to offset administrative expenses or future employee benefit costs.

This amount is then deducted over the course of the plan year from their paychecks prior to being taxed and is deposited into their FSA (flexible spending account).  On or after the first day of the plan year, the employee cannot change or revoke the section 125 agreement with respect to pre-tax premiums until the plan year has ended unless a “change in family status” occurs (as defined by the IRS) and the change is consistent with the “change in family status.”

The employee would then pay their out-of-pocket expenses upfront and submit a claim with necessary documentation to the plan administrator.  The plan administrator for the FSA for the Gideon School District is American Fidelity (americanfidelity.com/welcome). Employees can easily find claim forms, contact information and more. They can also sign up for secured account to check their claim status, view and print policies, and verify balances.
When you submit claims under the Flex plan, after the claim and necessary documentation is verified, reimbursement is then made from your FSA account with pre-tax dollars.  The reimbursement is currently accomplished through a check mailed to the employee.  We anticipate that a direct deposit option will be available within the next few months.

During the annual enrollment period all employees meet with qualified representatives to discuss the cafeteria plan options and to make their elections for the plan year.  At this time employees can select voluntary insurance premiums they want processed through the Cafeteria Plan.  These premiums would then be paid with pre-tax dollars.  Examples of qualifying insurance premiums include, but are not limited to: dependent health insurance premiums, cancer policies, accident and injury policies, disability policies, etc.  Employees would also make their elections for their medical FSA and/or their dependent care FSA.

Benefits of a Section 125 Cafeteria Plan

The main benefit of a Section 125 Cafeteria Plan is that it allows employees to pay for certain expenses with pre-tax dollars. This can be a significant savings to the employee.  In general, the higher the income tax bracket for your family, the greater your realized savings will be. 

403b Plan

What is a 403(b) Plan?
A 403(b)/403(b)(7) is a tax-advantaged retirement program for employees of educational institutions, and certain other not-for-profit organizations.  403(b) plans provide an outstanding means to maximize retirement savings.  All employees of the Gideon School District are eligible to participate in a 403(b) plan through payroll deduction.  To minimize administrative and payroll costs, the district maintains a list of approved vendors for 403(b) plans and employees have the option of selecting from plans offered by these vendors.

These plans allow employees to reduce current taxable income while setting aside funds to supplement retirement benefits.  Taxes on investment earnings are also deferred, allowing for long-term investment growth.  Withdrawals are taxed as ordinary income, but many retirees find themselves in a lower tax bracket than when they were working.  (A 10% penalty may apply for early withdrawal.)

Of the many IRS rules and regulations governing 403(b) plans, there are a few fundamental principles:

· The amount that can be contributed in pre-tax dollars to 403(b) retirement plans (employer and salary reduction combined) is limited by both an overall maximum and your income.
· Even if an employer’s retirement plan allows cash withdrawals, you can’t take distributions of salary reduction to annuity or any 403(b)(7) contribution to a mutual fund before age 59 ½ as long as you are still working for that employer.  If you leave your employer and take distributions before 55, you may be subject to an additional 10 percent tax penalty in addition to regular income taxes.

· Most people in 403(b) retirement and Tax Deferred Annuity plans must start receiving minimum distributions by the April 1st following the year they turn 70 ½ or retire, whichever is later.  403(b) funds accumulated prior to 1987 aren’t subject to mandatory federal minimum distribution rules, but are subject to other distribution requirements.

As part of a comprehensive revision of the laws covering ERISA retirement plans, 403(b)(7)s were created to expand the original 403(b) concept.  A 403(b)(7) plan allows employees to make contributions to custodial accounts invested in mutual funds, yet the investment is treated the same as if it had been made to an annuity contract.  As a result, if an employee makes 403(b)(7) contributions, they may exclude them from their gross income for federal (and most state) tax purposes.  Section 403(b)(7) also makes an exception to the 403(b) rule that requires contributions be made to annuity purchased from an insurance company.  But the exception applies only when the mutual fund investments are held in qualifying custodial accounts.

Recent changes in the law allow individuals to fund Roth 403(b) accounts that utilize after tax wages, but in which the earnings grow tax free.  This may be a viable option for some individuals.

How Can I participate in the Gideon School District 403(b) Plan?

The Gideon School District 403(b) plan currently has two approved vendors through which employees can participate in 403(b)/403(b)(7) tax deferred investment options.  As of the August 6, 2013, currently approved vendors include:

· Forrest T Jones (FTJ) http://www.ftj.com//moed
To participate in the district 403(b) plan you must establish an account with one of the approved vendors and then fill out a salary reduction request contract with the central office.

New vendors will be considered at the request of a group of five or more employees who intend to fund a 403(b) through the new vendor via payroll deduction and who provide cost saving justification for the addition of that vendor.

To participate in the district 403(b) plan you must establish an account with one of the approved vendors and then fill out a salary reduction request contract with the central office.  All employees are eligible to participate in the 403(b) plan.

The IRS imposes contribution limits for employees participating in a 403(b) plan.  These are total contribution limits for all 403(b) plans an employee may participate in.  The annual contribution limit is $17,500 for 2013.  
The contribution limit may be increased annually to factor in the effects of inflation.

There are certain catch-up limits that allow contributions above the established limitations.

· Age 50+ Catch-up:  You are eligible to make additional annual “Age 50+ Catch-up” contributions to your 403(b) plan beginning in the year you turn age 50.  If you’re already contributing the maximum to your 403(b) plan, you may be eligible to use these pre-tax, catch-up contributions to save even more for retirement.  You should check IRS guidelines for the current restrictions on the “Age 50+ Catch-up” provisions.

· 403(b) Lifetime Catch-up:  This is available to employees who have completed 15 or more years of service.  This catch-up provision allows participants to contribute up to $3,000 per year (subject to a $15,000 lifetime limit) in addition to the regular contribution limit.  To qualify, you must be a long-term employee who has contributed on average less than $5,000 a year to your 403(b) plan.  Your 403(b) vender must verify you have not exceeded the contribution limit to qualify.

You are ineligible to participate in the 403(b) plan if:

· You do not meet the minimum annual contribution requirements established by the approved vendors.

· You are a participant in an eligible deferred compensation plan [457 or 401(k)] or a participant in another TSA.

If you have questions about the 403(b) plan available through the Gideon School District you can contact the central office.

Smoking And Tobacco Use

In compliance with Missouri State Statutes, no person shall smoke or otherwise use tobacco or tobacco products in any indoor area of any facility or in any vehicle of the Gideon No. 37 School District.  Smoking or tobacco use in school buildings under the jurisdiction of the Board of Education of the School District of Gideon or in district operated vehicles shall be prohibited.  No smoking or tobacco use shall be allowed in offices, classrooms, auditoriums, student cafeterias, corridors, gymnasiums, teacher’s lounges, lavatories, libraries, or any other building or room on campus.  Furthermore, no smoking or tobacco use shall be allowed on busses or any school operated vehicle.  Smoking is only allowed in designated outdoor smoking areas.
Students are not permitted to smoke or otherwise use tobacco on school property, on school buses, or at any school sponsored event.

Furthermore, school employees are not permitted to smoke or otherwise use tobacco when in the presence of students at any school sponsored activity or event.

The Board of Education of the School District of Gideon believes that it is the right of the nonsmoker to breathe clean air.  The Board of Education also believes that tobacco smoke in a school building denies students access to clean air, introduces a substantial health hazard to those students, and interferes with learning.

Asbestos Awareness

On October 22, 1986, President Reagan signed into law the Asbestos Hazard Emergency Response Act (AHERA, Public Law 99-519).  The law required EPA to develop regulations which provide a comprehensive framework for addressing asbestos problems in public and private elementary and secondary schools.  On October 30, 1987, EPA published the Asbestos-Containing Materials (ACM) in Schools Rule 
(40 CFR Part 763 Subpart E).  This New Rule requires all public and private elementary and secondary schools to inspect for friable and non-friable asbestos develop asbestos management plans that address asbestos hazards in school buildings, and implement response actions in a timely fashion.  This rule became effective December 14, 1987.

The Gideon No. 37 School District has conducted a complete inspection of its facilities on July 5, 1988, utilizing the services of MEAD Environmental Services.  The results of this inspection have been included in a management plan.  This management plan is available in the administrative offices of the Gideon No. 37 School District and in the office of the Gideon Elementary School and the Gideon High School during normal business hours, without cost or restriction, for inspection by representatives of the EPA and the State, the public including teachers, other school personnel and their representatives, and parents.  The Gideon No. 37 School District may charge a reasonable cost to make copies of management plans.

Periodic surveillance is required every six (6) months and was last conducted on July 6, 2022.  A reinspection of our facilities is required every three (3) years and was last conducted on August 20, 2021.  Any fiber release episodes and any activities involving the disturbance of the ACM are also recorded in the management plan.

The purpose of the Federal and State regulations is to protect the health and well-being of all persons entering the buildings of the Gideon No. 37 School District for any reason.  The Gideon No. 37 School District takes very seriously the recommendations made in the management plan.

The person in the Gideon No. 37 School District trained to oversee asbestos activities and ensure compliance is James Breece.  As required in the Rule, James Breece is the single contact for the public to obtain information about asbestos-related activities in the Gideon No. 37 School District.  You may reach James Breece in the Superintendent’s Office of the Gideon No. 37 School District at 400 Main Street in Gideon, Missouri.  

Title IX
The Gideon School District does not discriminate on the basis of race, color, national origin, gender, disability, or age in its programs or activities.  The high school principal serves as the district Title IX coordinator.  Inquiries related to district programs may be directed to:  Title IX coordinator, Gideon School District, PO Box 227, Gideon, MO  63848; telephone 573-448-3471.

Furthermore, the Missouri Department of Elementary and Secondary Education does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities.   Inquiries related to Department programs may be directed to:  Title IX Coordinator, Jefferson State Office Building, 6th Floor, 205 Jefferson Street, P.O. Box 480, Jefferson City, MO 65102-0480; telephone number (573) 526-4757 or TTY (800) 735-2966.  
Sexual Harassment
Sexual harassment constitutes unlawful sex discrimination.  It is the policy of the Gideon School District to maintain a learning and working environment that is free from sexual harassment.

It shall be a violation for any member of the Gideon School District staff to harass another staff member or student through conduct or communication of a sexual nature.  It shall also be in violation of the policy for students to harass other students through conduct or comments of a sexual nature.

Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

· Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment or education

· Submission to or rejection of such conduct by an individual is used as the basis for employment or educational decisions affecting such individual

· Such conduct has the purpose or effect of unreasonably interfering with an individual’s work or education performance or creating a pervasively intimidating, hostile, or offensive environment.
Any person who alleges sexual harassment by any staff member in the district may use the district’s complaint procedure or may complain directly to the building principal or other individual designated to receive such complaints.
TEACHER AND CLASSROOM ISSUES

This section of the handbook applies specifically to teachers and, where applicable, to instructional assistants.
Parent and Student Portals

Our student records system has an enhanced parent and student portal.  Information available to parents and students may include things such as attendance history, grade history, gradebook information, discipline incidents, lunch bills, and transcripts.   Parents are entitled to this information about their child and providing the information in a timely and accessible manner can help us address some of the issues of poor student performance.

Teachers are expected to keep student classroom performance information and classroom activities/assignments up to date in your electronic gradebook.  It is expected that your gradebook information be updated daily.

The parent and student portals are currently active.  All students in grades 7-12 have been trained and have access to the portal.  Encourage students to utilize the portal to check grades, assignments and lunch bills.
Sample Student/Parent Web Portal View
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School Day

The school day begins with all teachers at school by 8:00 a.m.  Duty teachers should be at their duty locations no later than 7:50 a.m.  There may be times when teachers are asked to arrive early or stay later for a particular reason.

The schedule for high school is as follows:



First class bell rings:  8:10


1st hour:
   8:15 -   9:08


2nd hour:
   9:11 - 10:04


3rd hour:
 10:07 - 11:03

4th hour:
 11:06 - 11:56


   Lunch:
 11:56 - 12:20

5th hour:
 12:23 - 1:17

6th hour:
  1:20 - 2:14


7th hour:
  2:17 - 3:10
       Grades Pre-K-2 Lunch   11:05-11:25
       Grades 3-6 Lunch       11:30 – 11:50
Elementary students are dismissed at 3:08 p.m.  All teachers should remain on campus until the buses have departed.
Students Leaving School

Any student who leaves the campus during the school day must check out through the office prior to leaving.  A student must be signed out by an authorized adult when leaving the school grounds.  In certain circumstances, a note or a phone call from a parent will also suffice to sign a student out of school.  Such alternative notification methods must be directly approved by the principal on a case-by-case basis.

Time-On-Task

This is perhaps the most important factor in learning.  Research indicates that utilizing the full class time for instruction is one of the most important factors leading to increased student achievement.  There is an expectation that your classroom and your lessons be organized to maximize the efficient use of class time and minimize disruptions.  Classroom down time should be kept to a minimum.  The building and district level administrators are charged with helping insure the appropriate use of classroom time. 
Expectations:
· Bell Work should be posted for every class, every day

· Students should be in their seat working on Bell Work when the Tardy Bell rings.  Any student not in seat and not working is considered tardy.

· Students should be engaged in learning activities the entire period.  No “free time” to do whatever they please during your class

· The teacher dismisses the class, not the bell.  Establish a procedure to dismiss your class the same way every day.

Professional Development Days

Professional development for teachers is an important part of maintaining and effective instructional environment.  Therefore, students will be dismissed at 12:20 PM on the following dates so teachers may enhance their teaching skills by participating in two hours of professional development.  The early release dates for the current school year are as follows:
October 20, 2022 – EARLY RELEASE

February 17, 2023 – EARLY RELEASE

March 10, 2023 – NO SCHOOL
Teacher Preparation Period

Each teacher is assigned a preparation period.  This period is for you to do the things necessary to be effective in your teaching.  From time to time you will be asked to participate in professional development activities during your preparation.  Your preparation period is a working period.   The major portion of your preparation period should be spent as intended.  You are encouraged to make the best use of the period.  Teachers are expected to use their preparation period to run off necessary classroom materials.  Please do not send materials to the office and ask the office secretary to run off items for you unless it is an emergency.  Feel free to come by and discuss any necessary instructional issues with the building principal during your preparation time.  Your preparation period is provided to help you prepare for instruction so please avoid sitting in the offices and visiting during that time.  Your work here is important, and you have lots to accomplish so we do not want to give the public the impression that our teachers have nothing to do.   Your teacher preparation period is not a free period.  It is a paid working period and should be treated as such.

Copy Machines

Each building has one or more up-to-date copy machines.  Please utilize the building copy machines for any copy work that you need but please attempt to move toward electronic delivery to iPads when at all possible.  This will help reduce copying costs.  The main office copy machines also serve as the fax machines.  Please refrain from using the central office copy machine except in dire emergencies as this machine serves multiple functions.

Monthly Teacher's Meetings

Monthly teacher's meetings will be held from 3:20 till 4:20 on the first Tuesday of each month.  All teachers are expected to be present for these meetings.  You should not schedule personal appointments or any school activities during this time.  Some of these meetings will be building level and some will be district wide.  We will attempt to keep most of our meetings within this pre-scheduled time frame.  There may be times when additional meetings are necessary, but we will attempt to keep any extra meetings to a minimum.  Attendance is required and you are to fill out an absence form if you are not at the meeting.  Absences from these meetings will be handled in line with district absentee policy.

Curriculum Issues

Curriculum development is an ongoing process within the Gideon School District.  We continue to monitor developments at the state level very closely.  MSIP accreditation in cycle 5 will be based entirely upon multiple measures of academic achievement.  Curriculum becomes a critical issue as we transition to the Common Core State Standards and the Next Generation Assessments.  During an MSIP review, curriculum will be reviewed looking for evidence of quality of instruction.  The guidelines call for the curriculum objectives to be supported with appropriate classroom activities and assessments.  These activities and assessments must be part of the written curriculum.  Build Your Own Curriculum (BYOC) provides opportunities for us to further develop and enhance curriculum.  Our goal is to implement a curriculum which is effective in students meeting state standards, insures that objectives are taught consistently and can be managed electronically.  PLC Teams and administrators will work together to review and make any revisions to ensure the objectives, assessments and activities are aligned and meet the appropriate depth of knowledge level and push toward Quadrant D.  
Promoting the Positive
Work through your building principal to provide positive information for the newspaper, our web site, and the newsletter.

We also want to know what good things are happening in your classroom.  Please let your building principal know of any noteworthy classroom events or of particular students that should be recognized for various reasons.  The building principals will be making a weekly report that will include this type of recognition.  At times, special recognition will be provided for these events and students via the school board meetings.

We have a good collaborative relationship with the Delta News Citizen to report school activities, events, and other newsworthy items.

Community Resources

Your district administrators encourage you to use and support community resource, people.  Do not, however, allow people from outside the district to present material or information to your students without administrative screening and approval.

Performance Expectations—Certified Staff
In addition to the general performance expectations established previously, teachers have a greater responsibility due to their direct interaction with students.  These additional performance criteria including, but not limited to:

1. Properly prepare for student instruction.

2. Fully utilize instructional time for learning activities.

3. Maintain students under active supervision at all times.

4. Assess student performance in a regular and accurate manner in line with district guidelines.

5. Modify instructional goals to meet the needs of each student.

6. Motivate students to achieve learning objectives.

7. Maintain a high level of student engagement in the classroom.

8. Utilize a variety of appropriate instructional methodologies in order to help all students achieve at a high level.

9. Communicate with students in a professional and respectful manner.

10. Maintain relationships with students in a professional teacher-student model.

11. Encourage and maintain appropriate teacher/parent communication.
12. Understand the realities of the student’s situation and modify instruction appropriately.

Deficits in performance expectations may be noted on teacher evaluations and can be cause for disciplinary action.  Consistently falling short of performance expectations will be grounds for termination.
Teacher Evaluation

1. All probationary teachers will be evaluated each year during their probationary periods.  Each permanent teacher will be evaluated at least once every three years and it is the intention that all teachers be evaluated every year.

2. Each teacher to be evaluated will receive at least one formal scheduled observation and one formal unscheduled observation.

3. Building principals, mentor teachers, and other district administrators will make frequent informal classroom visits and will frequently use a walkthrough observation process. 
4. Evaluation is considered to be an ongoing process and will utilize a combination of formal or extended evaluations, walkthrough evaluations, data analysis reports, and compilation reports.  Network for Educator Effectiveness (NEE) will be utilized to assist in the compilation and reporting of evaluation data.  The Network for Educator Effectiveness (NEE) is a comprehensive system for enhancing the effectiveness of K-12 educators. It includes a web-based platform for storing and managing data on each educator in the building/district. There are five sources of data (see features) stored together. The Network for Educator Effectiveness (NEE) trains administrators to make consistent and reliable assessments of classroom behaviors, content knowledge, and preparation of units of instruction and personal development plans. NEE also links local professional development opportunities to specific areas of need indicated in the five data sources.

5. The building principal will assume the lead role in the evaluation process and will be responsible for the timely filing of summative evaluations.

The evaluation process is heavily weighted on creating an effective instructional environment in which students excel.  As the state modifies evaluation expectations, our system will be modified to keep us in line with state expectations and requirements. 
Medical Concerns/Visits to the Nurse

Students bringing medications to school should bring them to the nurse’s office or the principal’s office.  The school nurse is not authorized to give aspirin, Tylenol, or any other pain relievers without written permission from parents or guardians.

The nurse will distribute a list of chronic and/or serious medical problems at the beginning of the school year.  Please take note so that you will be prepared should a medical emergency arise when students are under your supervision.

If a student becomes extremely ill, alert the office.  Do not leave students unattended in the classroom.  Should an emergency arise, students will look to your guidance.  If you remain composed, they are less likely to panic.

Use discretion in allowing students to go see the nurse.  Students should only be allowed out of class to go to the nurse if the situation demands immediate attention.  Otherwise, students should be encouraged to see the nurse during their lunch period.  High school students are to always go through the office prior to seeing the nurse.

Teacher Mailboxes

Teachers should check their mailboxes each morning and afternoon.  All correspondence will be placed in your mailbox.  Before teachers place anything in the mailboxes, it must be cleared through the building administrator.
Teacher’s Lounge/Workroom

Please keep the lounge/workroom clean and in an orderly manner.  Coffee and sodas need to remain in the lounge/workroom and should not be taken to the classroom when students are present.  Try to set a good example for our students.  Students are not allowed in the teacher’s lounge/workroom, do not send students to get you coffee, sodas, etc.

Fund Raising

Classes, school organizations, and extracurricular groups are not allowed to conduct fund raisers during the school year except at the annual Labor Day event.  During the school year fund raising activities are reserved for the Senior Class to raise money for the Senior Trip and for the Junior Class to raise money for the Prom.  All fund raising activities are to be approved by the appropriate building administrator.

Using district resources or benefits of your position to raise funds for special concerns and/or local, regional, state, or national causes is not allowed.  The building principal has the authority to conduct one building wide, charitable fund drive per year for a cause agreed upon by the teacher’s of the building.

Windows, Blinds, Lights, and Thermostats
At the end of each day, please make sure that all windows are closed and locked, all blinds are closed, and all lights are turned out.  Please turn out lights anytime you are going to be out of your room for any significant period of time.
Please be conscious of energy conservation.  We want you to be comfortable in your room, but please make sure you adjust your thermostats at night and on weekends.  Following are requested settings:

Heating Season:  Recommended Daytime Temperature, 68 to 72 degrees.  Set thermostats back to at least 65 degrees overnight and 60 degrees on weekends. 

Cooling Season:  Recommended Daytime Temperature, 72 to 76 degrees.  Set thermostats up to 80 degrees overnight and 85 degrees on weekends.
Turning your thermostat up to 80 degrees when you come into a chilly room will not heat it up any faster than just setting it on the desired final temperature.  Likewise, turning your thermostat down to 60 degrees will not cool it any faster than just setting it on the desired final temperature.
Teacher/Parent Correspondence

All correspondence going home must be reviewed and approved by the principal.  Any memo or letter to parents will need to be copied and filed in the office for future reference.  Your building administrator may want these memos and letters submitted electronically.  Teachers are expected to utilize correct grammar and construction in all communications.
Communicating Course Expectations

Communication between teacher, parent, and student is essential for an effective learning environment.  In order for a student to meet the performance standards, outcomes, or objectives for a course, we must clearly communicate our expectations to him/her.  If parents are to become allies in education, they too need to know what is expected.  Thus, teachers in the Gideon school system are expected to inform students and parents concerning course outcomes/objectives, assessment methods, and expected performance standards prior to instruction.  This should be done multiple times during the year, at appropriate times during the year, and should be in a form that can readily be understood.

At the beginning of a course, teachers are expected to distribute a course overview to the students.  This overview should list the major course outcomes/objectives.  Furthermore, the overview should describe the assessment methods that will be used in the course and detail the expected performance standards.  Performance standards should briefly indicate how student work will be judged and what the expected level of performance is.  The course overview should contain a sign-off sheet for the parents to return when they have reviewed the overview.  A copy of the course overview that is sent home to parents should be provided to your building principal.

At the beginning of each unit, students need to be specifically informed concerning the course outcomes pertaining to that unit.  Information about the unit assessment and expected performance standards should also be shared.  Preferably, this should be done in writing.

At the beginning of each unit, parents need to be specifically informed concerning the unit outcomes.  In addition, parents should be made aware of the types of assessments that will be used within the unit.  A reminder of performance standards would also be appropriate.  This should be in a written form that is readily understandable.  It is suggested that this be accomplished by preparing a “parent letter” for each unit.  The “parent letter” could include the unit outcomes, student expectations, and any other information that might be of interest to parents.

At the beginning of each lesson, teachers need to inform the students of the expected outcomes/objectives. Objectives are to be posted and introduced/reviewed at the beginning of each class period.  Students should be able to communicate clearly what the lesson objective is for that class period. Where appropriate, students should be reminded of the assessments and the performance standards.
Special Activities

All activities must be approved by the building principal and placed on the approved school calendar.  Activities not approved or assigned to the school calendar will be subject to cancellation due to conflicts in schedules.  All activity scheduling should be completed through the building office.  This includes any summer activities.

Bus/Trip Ticket Requests
Anytime you need a bus for an extracurricular activity, it must be approved through your principal’s office and the ticket must be submitted at least 2 weeks in advance to insure transportation is available.  Failure to submit bus tickets in a timely manner may result in transportation being unavailable.
Please keep in mind that the current state cutbacks and or the lack of available drivers may make some trip requests impossible to fill.
Scheduling Computer Labs and LMC
In order to prevent conflicts in use of the media center (LMC) and computer labs, you must schedule your class time in advance.  

Teachers who need to schedule a class into one of the Computer Labs or the LMC must do their scheduling online using Google Calendar.  This will help reduce scheduling conflicts as well as provide documentation that we need for various reports.

More specific directions about how to schedule one of these resources will be provide in handout form.

Media Center

The LMC is housed in one facility.  In order to meet the needs of staff and student the following guidelines have been developed:

· Entrances:

All elementary students are to enter through the South door (central office side).

All high school students are to enter through the North door (new gym side).

· Plan ahead for LMC use:

Teachers must contact LMC staff to schedule whole class use of the facility.  Use of the LMC should be a planned portion of the instructional process.  Therefore, the teacher should contact the LMC staff in advance to schedule use of the LMC.

· Hall Passes:

Every student must have a hall pass, signed and dated, before coming to the LMC.  Call before sending any student to the LMC to ensure LMC staff will be able to assist the student at that time.

· Computers in the LMC:

There are a limited number of computers in the LMC for student use, not enough for an entire class.  Call LMC staff before sending students to use LMC computers.

· Video Editing Computer:
One video editing computer is available in the work room of the LMC.  This computer has movie making software and the capacity to burn DVDs.  Only trained students are allowed to use this computer and they should be accompanied by a teacher when using the computer.

· LMC Materials:

All LMC materials are cataloged and must be checked out by staff and students before leaving the LMC.

· Food or drinks are restricted in the LMC.  Food or drink may only be used in the LMC for meetings or special events.   

Announcements

Announcements will be sent to the classroom teacher by the office secretary.  It is a goal to have all pertinent announcements posted by 9:30 a.m. although new announcements may be added throughout the day.  If you wish to place information on the announcement page, you must send them to the office no later than 8:15 a.m.  Any announcements should be sent to the office secretary via email.  Condense them as much as possible.  In extreme cases, other pertinent information will be read over the intercom the seventh period of the day.  We will try our best to keep from interrupting your class at other times of the day.  

Assemblies

Teachers are expected to attend all regular assemblies and to assist in the supervision of the students.  Only those teachers having their planning periods during assemblies or who have other assigned duties are excused from attending.  Periodically we will be scheduling assemblies for specific groups of students to provide teachers with some time to work collaboratively on school improvement issues.  When those assemblies are scheduled, the teachers who are scheduled to work on school improvement issues should move to their work area as quickly as possible and accomplish as much as possible on the task at hand.

Homework/Class Assignments

Class and homework assignments should be meaningful.  Homework should provide reinforcement for material covered in the classroom as well as provide enrichment.  Students should have the skills to complete the homework independently before it is assigned. All assignments should be kept at reasonable amounts. Class and homework should always be assessed in some form.  Students need and deserve some sort of feedback on their work.  We need to hold high expectations for students.  Demand that students adequately complete homework assignments and are diligent in class work.  Work with your building principal and counselor to deal with students who do not complete homework or who slack off on class work.  If problems persist, parents should be notified.  The student may also be referred to the principal for possible after school detention, AEC, or recess detention.  Always utilize appropriate methods when communicating with parents and students about homework and class work.
Grade Book

Always record plenty of observations and grades.  Do not base a student’s grade on just a few assignments or assessments.  Students should have multiple grades each week.  It is unfair to a student to base their grade on only a handful of scores during the quarter.  The semester grade is based on total points.  Hence, you need to work to insure some equity between the total points available in each quarter.  If one quarter has a significantly larger number of points than the other quarter, the semester grade will be skewed toward the quarter with the significantly larger number of points.  This can make it appear that the there is something wrong with the way the grades are being calculated.  We have never found an error in the way our student records program calculates grades.  We have found errors in the way the grades were entered or in grades being skewed by wide variations in points between quarters.
All teachers will be expected to utilize the electronic grade book.  Our electronic gradebook is integrated with our student information system.  Parents will also be able to view grade book information about their particular student.  If you need assistance in mastering the advanced functions of your gradebook, please send an email to jbreece@gideon.k12.mo.us and describe your need in as much detail as possible.  When needed, we will work on arranging specific training opportunities utilizing the teacher gradebook.  When you use the electronic grade book, you do not have to keep grades in your regular grade book, but you must regularly print out a copy of your grades for backup purposes.  At the end of the year you will need to submit a final printout of your grade data to the office.  Never destroy grade entry data until you have printed out backup information.    Make sure you have records to substantiate your grades and comments.  We get several calls concerning grades and it is very difficult to support when there is nothing recorded in the grade books.  You should begin entering data into the electronic gradebook from the very beginning of the school year. If a student changes classes, the gradebook rosters can be updated automatically.
If you receive transfer students during the school year you may “Truck In” a summary grade for the current quarter up to the point the student entered our school district.  For your semester grade to calculate properly, you may need to change quarters and “Truck In” a quarter grade if the student was not here during quarters 1 and/or 3.  Any final semester transfer grades will be entered by the office.  You will be notified if a decision is made to handle this process differently.

Mileage

In general, mileage is paid only for travel to meetings and professional development activities that have been approved through your building administrator.  All approved mileage submissions must meet IRS guidelines for reimbursement.  Mileage is not paid for activity sponsorship or for trips to purchase supplies.

Professional Development Expenses

From time to time you may be involved in professional development activities for which you must drive or be away from home overnight.  If you drive, you may be reimbursed for mileage for the MOST DIRECT route to your destination.  You may drive any route you wish, but please only request reimbursement for the most direct route.  If multiple individuals are attending the same inservice, mileage will only be paid for one vehicle.  You should get together and decide who will drive and who will turn in the mileage.

In general, the following guidelines should be followed when requesting reimbursement without a receipt.  Breakfast will be reimbursed up to $7.00.  Lunch will be reimbursed up to $9.00.  Supper will be reimbursed up to $14.00.  If a meal is provided with the in-service or a conference you are expected to take advantage of that meal and not request reimbursement for a meal someplace else.  A tip of up to 20% may be added to the above amounts.  In certain instances, you may be eligible for reimbursements slightly above these rates if deemed necessary and if a receipt is provided.  In no instance will reimbursement be more than 25% higher than the stated amounts (even with receipts).  
When booking hotel rooms always request, “DIRECT BILLING,” for the cost of the hotel room.  To do this, call the hotel reservations department and make reservations for the nights you will be staying.  Mention the name of the conference since they will sometimes have a special rate assigned to you.  If you will check in after 4:00 p.m., always ask the reservation to be guaranteed.  Request a confirmation number for the reservation and write it down for reference.  Tell the person you are requesting Direct Billing on a school purchase order.  Most hotels will agree to do this.  They may transfer you to the accounting department for more instructions.  If they agree to direct bill the school, fax or mail a copy of the purchase order and sales tax exempt letter to the hotel with Attn: ____  (person you talked with) and the confirmation number of the Purchase Order.  Always write the dates you are staying, how many nights, names of the persons in the room, and the name of the conference attended.

Upon arrival, show the purchase order and tax exempt letter when checking in.

IF THE HOTEL WILL NOT DIRECT BILL:  Use the school credit card to make the reservation.  Check with either principal for school credit card information.  Mark confirmation number and note "Charged to school's Mastercard" on the purchase order.  Upon arrival--show the confirmation number and the tax exempt letter when checking in.

It is necessary that you follow all steps mentioned above in order to have a smooth billing process.  It is very time intensive to try to track down incorrect billings after the fact. If you have any questions, please check with the superintendent's office BEFORE making reservations.

Grant Writing

The Gideon School District wants to encourage teachers to write competitive grants.  This often provides a unique opportunity for teachers to gain extra resources for their classroom or for the school.

The district offers a $100 stipend to any certified staff that writes and submits a competitive grant.  The stipend will be paid whether or not the grant is approved.  The following conditions apply to the payment of the stipend.

· The grant must be competitive in nature.  (It cannot be an entitlement grant.)

· The grant concept must have prior approval of the building principal.

· The grant must address student achievement or an established local professional development need.

· The grant writing must meet all local deadlines established by administration.

· The grant must be reviewed locally, and improvement suggestions should be implemented.

· The grant must meet the minimum requirements of the grant program (it cannot be rejected as being non-responsive.)

· The grant must be ready to mail at least five business days prior to the deadline.

· The value of the grant must be greater than $1000.00.

· Anticipate district funding for the district match must be no greater than 10%.

· The stipend will be paid to the main grant writer.

· Only one stipend per grant will be paid.

Many of the state grant programs have been suspended but a there are still some opportunities available.  There are many federal and private competitive grants that would qualify.  If you have questions as to whether a particular grant would qualify you for a stipend, please contact your building principal prior to starting work on the grant.

Duty

Specific duty assignments have been made for before school and at lunchtime.  All faculty who are assigned duty will be expected to be in the appropriate area and on time.  If for some reason you are unable to be at your duty post, arrangements should be made to exchange times with another staff member.  Teachers on duty should be in their area by 7:45 a.m.  If you see a student behaving inappropriately outside your class, take measures to correct his/her behavior.  You may correct them yourself, or send them to the office.

Duty teachers should always eat their lunches in the cafeteria and move around among the students as much as possible.  Teachers on lunch duty should make periodic checks of the cafeteria restrooms.  Teachers should encourage and require students to leave the tables clean.  Hallways are closed during lunch and students should not be allowed to enter the main building.  

Hallway and Classroom Supervision

It is important for all students to be supervised at all times going to and from all classes, as we are responsible for all students, whether in our class or on duty.  All teachers are to stand outside their classroom doors between classes.  Immediately correct any unsuitable behaviors.  Watch for instances of horseplay.  What may seem innocent at first can quickly escalate into an incident where property is damaged or where student are injured.  Teachers should also be at their doors at the end of the school day when students are dismissed until the halls are cleared.  Please stand by your classroom and do not go down and visit at another teacher’s door, go to the teacher’s lounge for a soda, etc.  You are responsible for your students.  Do not leave your room, for any reason, unless an emergency arises.  If so, inform a nearby teacher or the building principal and do not leave your students unless they are under the direct supervision of another certified individual. Students are to be supervised at all times!  You are never to leave your students unattended.  That means they are never to be out of your site.  Leaving students unattended, even for a few moments, can be sufficient reason for job dismissal.  

High School Students in the Elementary Building

Because of changes in our student population and redistribution of resources, we are seeing more situations where high school students are in the elementary building.  ALL teachers need to work to enforce the expectations of these students as we share resources.  Following is a list of some of the basic expectations that apply to high school students when they are in the elementary building:

· High School Students should access the building by using the sidewalk between the cafeteria and the elementary building.  (Students going to the nurse or cadet teachers may need to use the main entrance).

· High School Students should enter the building using the east set of doors.

· High School Students are not to use the restrooms in the elementary building.

· High School Students are to go directly to the classroom where they are assigned. They are not to linger in the halls.

· High School Students are expected to be quiet in the halls.

· High School Students are to be respectful of all teachers and accept instructions from elementary teachers as required.

Classroom Appearance

You are responsible for the appearance of your room. The fact that we have custodial service does not remove the responsibility of keeping the room neat and orderly.  Any food in classrooms must be in closed containers.  You should also make sure that the classroom is free from stacks and clutter that might provide habitat for vermin. It is also your responsibility to do general dusting; keeping computers, monitors, keyboards, and mouses clean; and for keeping desk tops clean.  Please do not allow student desks to touch the walls.  Check student desks daily for writing.  DO NOT PLACE ANY TAPE/ADHESIVES ON WALLS, CABINETS, OR DOORS.

No food is to be kept in the classroom unless it is in a tightly sealed container such as Rubbermaid or similar product.  If a special approved event, at which food is served, is held in the classroom the room must be cleared of all trash and any food must be immediately discarded in the trash.  The trash is to be removed immediately and not left in the room. This is the responsibility of the teacher and not the maintenance staff.  
It is the district’s intention to adequately furnish your classroom.  Therefore, it is generally unacceptable for you to bring outside furnishings into your classroom.  This includes microwaves, refrigerators, area rugs, etc.  If you have a special need, discuss this need with your building principal.

Special Education Procedures

All teachers should follow the correct procedures for special education students.  Please realize that the special education process is lengthy and time consuming.  When a teacher suspects a problem with a student, he/she should follow the procedure below: 

1. Request a Special Education packet, which contains a Pre-Referral checklist.  The teacher must complete this checklist.  A specific set of Response to Intervention Strategies (RTI) will be developed from this pre-referral checklist.

2. The teacher will be given a list of Response to Intervention Strategies (RTI).  The teacher must try the given strategies for a period of 4-6 weeks.  If the Response to Intervention Strategies are not successful, the student will be further evaluated.

3. A screening will be completed to investigate the problem and check the need for further testing.

4. The parents/guardians of the student will be notified of the problem and asked to attend an evaluation-planning meeting.  They will also be asked to sign consent for evaluation.

5. The Special Education staff has sixty days to complete the testing and to write an evaluation summary.

6. The parents will be notified of the results and asked to help formulate an Individual Education Plan (IEP).  The Special Education staff has an additional thirty days to formulate an IEP.

7. Finally, the student will be placed and served with the appropriate services.

Important things to remember about Special Education:

· Do not discuss Special Education issues with a parent before you have talked with the special education coordinator or an administrator.

· Always look at your handbook to refer to the special education process.

· Be Patient.

· Feel free to contact your special education coordinator at any time about a student or the progress of a student’s paperwork.

Drug and Alcohol Free Workplace
In accordance with the philosophy of education of the Gideon Public Schools, the curriculum rationale governing the teachings of the district, and the Drug-Free Public Law #101-226, the Gideon Schools will make every attempt to maintain a drug-free environment for its students and staff.
Each employee of this district is responsible for giving a no-use message through word and deed.  Reminders are posted in all classrooms regarding the districts “No Use Message”.

No employee may manufacture, use, possess, sell, distribute or be under the influence of alcohol or drugs in violation of the district's Drug-Free Workplace policy. All employees may be tested for alcohol and drugs if the district has reasonable suspicion that the employee has consumed alcohol or drugs in violation of Board policy.

Drug or alcohol tests administered pursuant to district policy are mandatory. An employee refuses to submit when he or she fails to provide adequate breath or urine for testing when notified of the need to do so or engages in conduct that clearly obstructs the testing process. Drug or alcohol tests administered pursuant to this policy are mandatory. An employee refuses to submit when he or she fails to provide adequate breath or urine for testing when notified of the need to do so or engages in conduct that clearly obstructs the testing process.
Employees who refuse to submit to a test, who test positive for prohibited substances or who take deliberate action with the intent to falsify test results will be subject to discipline, including termination, in accordance with Board policy and law.
In addition to the drug testing provisions applicable to all employees, the School District of Gideon 37, which employs operators of commercial motor vehicles ("drivers"), is required to implement a drug and alcohol testing program that fulfills federal requirements. The district will use laboratories certified by the U.S. Department of Health and Human Services to conduct drug specimen analysis. This comprehensive program shall include conducting pre-employment drug testing and reasonable suspicion, random and post-accident testing for use of alcohol or drugs by drivers; notifying drivers of the requirements and consequences of the program; maintaining appropriate records; and complying with Missouri Department of Revenue's reporting requirements.

As required by law, no driver shall report for duty within four (4) hours of using alcohol. No driver required to take a post-accident test shall use alcohol for eight (8) hours following the accident or until he or she undergoes a post-accident alcohol test, whichever comes first.
Records of drug and alcohol tests and other related records shall be made available to a subsequent employer only as expressly requested in writing by the employee.

In accordance with the Policies of the Board of Education of the Gideon School District #37, the following actions will be taken for the use, possession of, or distribution of illegal drugs or alcohol during school, on school premises, or at any school activity.

1. Employees who have possession and use of illegal drugs and alcohol will be suspended from work for a period of ten school days and will be reported to the proper legal authorities for the first offense.  A rehabilitation program will be required for reemployment.
2. An employee who is guilty of a second offense of possession of illegal drugs or alcohol will have his/her employment terminated and be reported to the proper legal authorities.
3. An employee who distributes illegal drugs or alcohol on school premises at any time will be automatically terminated from employment.
4. The standards of conduct and consequential disciplinary sanctions are mandatory with no exceptions.
School Improvement Issues

In July of 2012, the State of Missouri was awarded a waiver under NCLB regulations.  NCLB has been replaced with Every Student Succeeds Act of 2015) However, ESEA waiver will continue for the 2022-2023 school year. The waiver establishes a single set of performance criteria that will be used for MSIP and as Federal School Improvement Criteria.  

Missouri's ESEA waiver: 

· Implements more rigorous academic standards, more comprehensive teacher evaluation, and ambitious, but achievable, accountability measures. 

· Creates one aligned system of accountability, reducing duplication and making more effective and efficient use of resources throughout the state. 

· Eliminates the requirement of using 20 percent of Title I funds on supplemental educational services (SES) tutoring programs for students in low-performing schools and returns those funds for school improvement. 

· Eliminates the adequate yearly progress (AYP) measure and ineffectual labeling of schools. 

· Provides more accurate identification of schools in need of intervention and school supports. 

· Improves the effective educational practices and professional development of teachers, principals and superintendents. 

Under the waiver, schools will be identified as Reward Schools, Priority Schools, or Focus Schools, based upon their achievement data.
Under the previous system we were targeted for District Improvement Level 3 – Corrective Action because of failure to meet AYP in selected sub-groups or overall for two or more consecutive years.  Under the waiver, there will no longer be an AYP designation and the punitive “School Improvement” and “District Improvement” levels no longer exist.  This does not mean there is a reduction of accountability. It does remove the unrealistic expectation that ALL students be proficient and allows the state to utilize the MSIP 5 standards as a means of identifying low performing schools.  In Missouri, the waiver moved us more toward a continuous improvement model that includes high academic standards, college and career readiness measures, a focus on improving sub-group achievement, and a new teacher/principal/superintendent evaluation system that includes student achievement as part of the evaluation.  
Literacy Instructional Coaches
A Literacy Coach model, a Title funded position, will work primarily with K-6 grades to help enhance instruction in Communication Arts/Reading.  We will utilize a push in program with these individuals. Students will be selected for services through testing, teacher recommendation and coach observations. 
Attendance and Lunch Count

Attendance and Lunch Count should be taken immediately upon beginning class each morning.  This data is transmitted to the office and to the cafeteria.  High school teachers will enter attendance through their Instructor Suite at the beginning of each hour.  In high school, tardies should also be entered through the Instructor Suite.  In elementary, tardies will be assigned by the office.

Timely Recording of Assignments and Grades

WeBSIS is an integrated system.  Everything works together.  Parents and students have access to the Parent and Student Web Portal where they can view academic information, discipline information, IEP information, schedules, assessment information, assignments and other data.  The web portal is updated in real time.  Hence, it is important for you to keep your grading and assignments up to date and posted in your instructor suite.  The building principals will be monitoring this aspect of our system. Expectations:
· All assignments that are to be graded should be entered into WebSIS.  
· Grades are to be kept up-to-date

Discipline Referrals

Discipline referrals are to be entered online.  This is essential to the building principal when a student is sent to the office.  It provides access to a record of what has transpired in your class and in other teacher’s classrooms pertaining to that student and provides the principal with the information necessary to make an appropriate discipline decision.  The discipline referral module also notifies the office via an instant message if a referral is resulting in a student being sent to the office.  If you are in the middle of class, and you have to send a student to the office you should be able enter the minimum necessary information to submit the referral and later go back and fill in more details. Enter reports through the system even if you have handled an issue in your classroom. This provides a much better picture of discipline issues pertaining to the student.

Classroom Discipline

Discipline plays an important part in classroom management and procedures.  You, as a teacher, will only be as successful as your classroom procedures allow you to be.  If you cannot handle your students, you will not be effective as a classroom teacher.  Discipline and the handling of students are very important during the entire year, but it is essential during the first few months of the school year.  It is much easier to relax the classroom situation than it is to tighten it up.

Administrative Goal

It is our goal to support your classroom discipline to the fullest.  Yet, we are not at liberty to punish students for what we think they did.  You must have witnessed the incident, the student must confess, or there must be a preponderance of evidence as determined by the principal.  Also, students will not be punished if they are left unsupervised unless it is an incident of major proportion or a flagrant violation of known rules.  See the section on sending students to the office for more guidance and expectations concerning student discipline.
Student Discipline

You are requested to handle disciplinary cases to the extent that you think you are capable.

The following steps need to be taken to insure students are disciplined appropriately:

1. Keep accurate records (documentation) of disciplinary action involving a student.  Note the nature of the problem, dates, and steps you have taken to correct the situation.

2. Make students aware of the steps you are taking and why you are keeping records of their activity.

3. Contact parents concerning problems you are having with their children.  Working together with parents is the best course in correcting behavior of the student.  Don’t be afraid to pick up the phone, this will pay large dividends for you and opens the lines of communication between home and school.

Students should be sent to the office immediately for the following problems:

· Alcohol or drug situations
· Dangerous items or situations
· Tobacco violations
· Serious fighting (punches being thrown, injuries occurring)
· Disrespect or insubordination toward teachers
· Threats toward teachers
· Striking school personnel
Food in Class

Students are not allowed to have food in the classroom past the 8:10am  Students are not allowed to purchase sodas in-between classes or at recess.
Cell Phone/Electronic Devices Procedures

Instructional staff members are expected to help consistently implement and enforce these procedures.  Failure to be consistent may result in board action to place significant restrictions upon the possession of cell phones on campus, possibly even leading to a ban of ALL cell phones on campus.  The following procedure was developed as a compromise to help protect the instructional integrity of the school day, while also recognizing the benefit and possible instructional benefit of personal electronic devices, including cell phones.
School safety and learning are concerns of everyone.  The Gideon School district recognizes that mobile electronic devices are a part of our culture.  We further recognize the value of these devices for communication and the need for parents to be able to communicate with their children in a timely manner. Developments in personal electronics and cell phone technology in recent years have resulted in enhanced learning and communication opportunities.  However, the use of cell phones, pagers, digital cameras, MP3 players, iPods, personal laptops, tablet computers, and similar devices pose increasing risks of school disruptions, bullying, criminal activity and academic dishonesty.  While we recognize the potential educational value of these devices, there is also concern over managing such devices and preventing inappropriate use of such devices.  As a result, use of cell phones, pagers, digital cameras, MP3 players, iPods, personal laptops, tablet computers, and similar personal electronic devices will be restricted during the instructional day for all students in grades pre-K – 12, and the use of devices with photographic capability will be banned at all times in all restrooms, dressing rooms and locker rooms including extracurricular activities at home and away.
While the district does not recommend that such devices be brought to school or extracurricular activities, we realize these devices are a part of our culture and do have potential personal and instructional benefit.  Therefore, we have established a procedure of tolerance and trust that allows the possession and use of such devices within narrowly established guidelines.  The district reserves the right to modify these guidelines at any time, should possession of such devices cause a disruption or result in discipline issues.

Board Policy JFG, Interrogations, Interviews and Searches, states that student property (i.e., cell phones, pagers, digital camera, MP3 players, iPods, personal laptops, tablet computers, and similar personal electronic devices) may be searched based on reasonable suspicion of a violation of district rules, policy or law.  

Students who bring cell phones, pagers, digital cameras, MP3 players, iPods, personal laptops, tablet computers, or similar personal electronic devices on campus do so with the understanding that should they violate any school rule, policy, procedure, or regulation that involves such device or the use of such device:

· they will be required to immediately turn the device over to any instructional staff member or administrator upon request.

· they will turn the device over in complete working order, with all storage media intact and accessible

· they will disable any locks or password protection

· the device will be searched for contraband or illegal content and if such is found additional disciplinary action may be taken beyond the action related to the original infraction, including turning the device over to law enforcement authorities

Failure to immediately comply with the above requirements will be considered insubordination and may result in immediate suspension and possible involvement of law enforcement officials.

Abuse of any of the following outlined privileges may result in the implementation of more strict procedures including a total ban on the use of such devices.

Security of Electronic Devices
Security of all cell phones, pagers, digital cameras, MP3 players, iPods, personal laptops, tablet computers, or similar personal electronic devices is the sole responsibility of the student.  Students who bring such devices on campus assume full risk for the device.  Due to the school’s recommendation that these items not be brought to school or extra-curricular activities, administrative or instructional staff time will not be used to retrieve, repair, or replace a lost, damaged, or stolen item.  Gideon Public Schools shall not assume responsibility or liability for the theft, loss, or damage to a cellular phone or other personal electronic device, nor does it assume responsibility for the unauthorized use of any device.

Teachers and Staff

District employees are expected to use personal electronic devices in a manner consistent with current policy and in a way that does not create a disturbance or interrupt the educational process.  Employees should not allow cell phones or other electronic devices to interrupt their work or their classroom.  Ideally, cell phones should be turned off except during prep periods or employee breaks.  Teachers and staff are not to use cell phones casually during the day.  Employee cell phones are not to ring in class.  Teachers and/or staff should not utilize personal electronic devices to interact with students during the school day.  This includes sharing apps, ringtones, photos, etc.  You should never make personal cell phone calls during times when students are under your instruction.  The only use of cell phones during instructional time should be for legitimate instructional purposes.  Employees who violate these guidelines may be subject to disciplinary action and/or termination.  Failure to comply with such guidelines may also result in the implementation of very strict guidelines.
High School (7-12)
For purposes of these regulations, the instructional day for students in grades 7 – 12 begins with the 1st-hour tardy bell and ends with the end-of-day dismissal bell.  
Students in grades 7 – 12 may bring electronic items to school but the school assumes no liability for the security of such devices. During the instructional day cell phones and personal electronic devices are to be turned off or silenced, unless it is during lunch, during passing time between classes, the use is part of the instructional program, required by a district-sponsored class or activity, or otherwise permitted by the building principal. This includes the restroom and locker rooms. Smart watches may be required by the teacher to be set on the teacher's desk during instructional time. 
Elementary School (Pre-K – 6th)
For purposes of these regulations, the instructional day for students in grades Pre-K – 6 begins at 7:50 a.m. and ends with the end-of-day dismissal.  
Students in grades Pre-K – 6 may bring electronic items to school but the school assumes no liability for the security of such devices. During the instructional day cell phones and personal electronic devices are to be turned off and out of sight, unless the use is part of the instructional program, required by a district-sponsored class or activity, or otherwise permitted by the building principal. This includes in the restroom and locker rooms.  Smart watches may be required by the teacher to be put up if students appear to be using them for anything other than checking the time. 
EXCEPTION:  When personal electronic devices support the educational goals of the class, teachers and authorized personnel have the right to allow specified electronic devices within the instructional setting.  Such use must always be under the direction of AND with the specific permission of the teacher or other authorized school personnel.  This exception applies only to the personal electronic device types necessary for the particular instructional activity and use is limited to activities directly related to the specific instructional setting.  The personal electronic devices must be powered off immediately when instructed to do so by school personnel.  Any “school day use” outside of this exception shall be considered a violation of the rule.

Use of Electronic Devices on Extracurricular Trips

Students in grades pre-K – 12 on extracurricular trips during the instructional day, outside the instructional day, or overnight trips may have cell phones, personal laptops, tablet computers, or similar personal electronic devices in their possession.  These devices may be used during travel time, free time, or with the permission of the sponsor in charge.  If at any time the use of such devices creates a disruption, teachers or other school personnel may require that they be turned off.  Failure to comply with such directives will be considered a violation of this regulation.

Discipline for Unauthorized Use
	First

Offense:
	Principal/Student conference, notification of parent, one (1) day of after school detention.  Item may be searched for inappropriate or illegal content.  Parent must pick up the item after the close of the school day or the student may retrieve the item after serving the assigned detention.  

	Second

Offense:
	Principal/Parent/Student conference, three (3) days of after-school detention or one (1) day of Saturday school.  Item may be searched for inappropriate or illegal content.  Parent must pick up the item after the close of the school day or the student may retrieve the item after serving the assigned detention. 

	Third

Offense:
	Three (3) day out-of-school suspension or 15 to 30 day alternative school.  Item may be searched for inappropriate or illegal content.  Item will be held for one (1) week and parent or student may pick the item up after the retention period.


	Subsequent

Offense:
	3-10 days out-of-school suspension, 10-180 days placement at Alternative School, notification of juvenile officers or law enforcement officials, or expulsion.  Item may be searched for inappropriate or illegal content.  Item will be held for 9 weeks and parent or student may pick the item up after the retention period.  Student is no longer allowed to possess personal electronic devices on any school property at any time or at any extracurricular activity that Gideon is involved in during the current or following semester.


No Use Areas

In order to help insure that inappropriate pictures are not taken by students, the use of any device with photographic capability is banned at all times from all restrooms, dressing rooms and locker rooms.  Violation of this regulation may result in the following:

1. Immediate confiscation of the device (cell phone, digital camera, or other photographic device).

2. 1-10 days out-of-school suspension or Alternative School placement.

3. Possible notification of juvenile officers or other law enforcement officials
Student Dress Code
1. Students shall wear adequate modest clothing of such style and design as shall be consistent with community standards as determined by district administration. 

2. All skirts and shorts must extend past the student’s extended fingertips.  

3. Any type of attire which attracts undue attention to the wearer and /or is cult or gang related is not acceptable 

4. Skin-tight or otherwise revealing clothing is not allowed.  Low-cut shirts that show cleavage, tight jeans, etc. are not acceptable.

5. Any pants with holes shall not have any holes that expose skin above the students extended fingertips.  No skirts or shorts are allowed that have holes in them.

6. Bare midriff costumes, shirts, blouses, or tops with narrow straps, and see-through clothing are not appropriate wearing apparel for either boys or girls. Any tops made from lace or other thin material must have an approved dress code appropriate top underneath.   All tops must be 3 fingers wide on the shoulder. No spaghetti straps are allowed.

7. Students shall maintain clothing and person in a hygienic condition.  (Hair and skin must be kept clean.  Hair must be combed and well groomed.)  No unnatural hair colors will be allowed (purple, orange, etc.)

8. Students shall wear shoes for foot protection and hygienic reasons while on school grounds or aboard school transportation.  Sandals are acceptable, house shoes are not.

9. Decoration, symbols, mottoes, or designs imprinted or attached to the body or clothing which are offensive to good taste or the maintenance of good decorum, shall not be worn to school or to school functions.  (examples- drug or alcohol symbols, ethnic slurs, off color slogans or statements.  

10. No spandex biking shorts or see-through mesh shorts will be allowed.

11. Due to safety concerns, baggy clothing will not be allowed. ABSOLUTELY NO SAGGING!
12. Tank tops may only be worn over or under t-shirts. 

13. Caps/hats/hoods worn in the building will be confiscated.  Repeat offenders may have caps permanently confiscated. Caps will always be worn with the bill facing forward.

14. Any other attire or grooming that is perceived by the administration as being detrimental to the education process will not be allowed.

15. No street shoes allowed on the gym floor. All P.E. students must have an extra pair of clean Tennis shoes when participating in physical education class or sporting events. 

16. Piercings should be in the ears only. No other piercings are acceptable or permitted.

17. Pajamas and blankets are not to be worn, or brought to school, unless approved by administration. 

18. Leggings may be worn ONLY if the top being worn is at least extended fingertip length. 

The Gideon School District dress code applies to all school sponsored activities and events.
Teachers are expected to help enforce the dress code.  First hour teachers are expected to be especially vigilant in checking for dress code violations.  If students violate the dress code, they should be sent to the principal.  Warnings will be issued the first time.  However, the second and succeeding times, students may be placed in AEC or be provided with alternative clothing at school.

Guidelines under the dress code of the student handbook will be in effect for all school functions.

For Prom, all students are expected to wear formal dress attire.

Male Students

Suits or tuxedos required

No Jeans or Tennis Shoes
Female Students

May wear formal dresses

May wear formal pant suits

No jeans or Tennis shoes
No Dresses with the back out below the waist

No slits in dresses unless the slit is below mid-thigh

ny two piece dresses or pants suits with tops should not show any skin between the two articles of clothing.
No bikini tops with long skirts

No cut outs below the waist

No dresses or formal wear that have a plunging neckline and show cleavage

No dresses or formal wear that utilize “see through” material to hide cleavage

May wear spaghetti straps

May wear strapless dresses as long as no cleavage is showing

For Homecoming, girls in the homecoming ceremony must follow the same general guidelines as outlined for prom in selecting dresses and formal wear.

Please remember that the dress code for all school dances is the same as for a regular school day.

For all school functions, if a student’s date attends another school, it is the student’s responsibility to notify them of our dress code.  If they do not comply, they will not be allowed to attend. 

Parking Lots

Students are not to be on the parking lots or in their cars during the school day.  Student vehicles are to remain locked during the school day.  If a student has a legitimate reason to return to their vehicle during the day, they 
must have permission of the building principal or the teacher on duty. Students who ride bicycles are to follow the directions given by the building principal and/or duty teachers.

Parent Involvement and Notification

We need to cultivate the support of parents.  Parents can be strong allies in the schooling process.  Yet, too often the first contact a parent has from a teacher is in a negative situation.  Teachers are expected to provide numerous positive contacts with parents.  Teachers should provide positive feedback to parents and should compliment students when they do well.  In this manner, parent contact will not become totally negative events.  When there are problems, parents should be the first line of contact.  It is a simply matter to call the parent before the student gets home and simply say “Ms so and so…  we had a little incident in class today with Johnny… Johnny did thus and so and I’m sure that you really don’t want him acting that way.”  In most cases, the parent will agree and you and work with you to change the child’s behavior.  If such contact prove ineffective, then it is appropriate to contact the building principal for assistance in correcting the problem or issue.
Due Process

Providing each student due process is very important.  Be sure you implement this in your classroom.  Notify students of what they have done, give them an opportunity to state their side of the story, and then assign appropriate penalties.

Assigning Reports for Disciplinary Action

It is considered poor practice to assign school related work, such as reports or writing assignments, as disciplinary action.  Utilizing such action often creates a negative connotation for school work.  Any disciplinary action requiring report-writing assignments should be constructive.  When writing for discipline purposes is used, you MUST send a disciplinary report to the office through WeBSIS. 
Do not double assignments when students fail to produce assigned reports or writing assignments, refer these instances to the office for possible after school detention or AEC assignment.  The building principal has the option of assigning a student to AEC until the writing assignment is finished.    

Alternative Education Classroom

For the 2022-2023 school year, an Alternative Education Classroom (AEC) is available for all grades, although it is primarily intended for students in grades four through twelve.   Only the building principal or another administrator may place students in AEC.  The role of the teacher is to refer.  A teacher cannot place a student in AEC.  If you feel a student should be placed in AEC, you must refer them to the building principal.  Do not tell a student that they are going to AEC and do not suggest to a student that the principal WILL assign AEC.  This will be entirely at the discretion of the principal.
Sending Students to the Office

Your building administrators are more than happy at any time to assist you with any discipline problems.  However, by the time you bring a student to the office, it is expected that you have exhausted other possibilities.  There should be reasonable cause for you to have the student in the office.  Please take care of all trivial problems.  On the other hand, for any problem of significance, by all means, send the student to the office immediately!  Teachers, please do not threaten to send a student home, to AEC, or to the office to be paddled for misbehavior.  This will be the principal’s decision only.

Always notify the office when you are sending a student.  A quick call on the telephone to alert the office will alleviate many potential problems with students taking their time going to the office or failing to report to the office in a timely manner.

Our student records program provides a module to record student discipline incidents.  You are expected to use this system for reporting discipline incidents. There is a check box on the discipline report page to indicate that you are sending a student to the office.  When you submit a form with that box checked, a private message pops up on the office computers notifying them that a student is being sent to the office.  Having accurate discipline records will assist the office in handling discipline incidents appropriately.  Please do not suggest to a student that the principal will carry out a specific punishment.  Once a student has been sent to the office, the principal will determine what disciplinary action will be taken.

Student Handbook

All students will receive a copy of the Student Handbook.  On the first day of school, teachers will need to go over the Student Handbook with the students, page by page.  Students need to be told that they are responsible for following the rules in the handbook.  Each student must sign to ensure that they have gone over the handbook and will obey the rules as stated.  

Classroom Rules

Classroom rules are important.  Our ultimate goal is to have a single set of relatively simple rules for each building.  Until we reach that point, each teacher must establish a relatively simple list of classroom rules and then submit a copy to the office.  We will keep them on file in our office as well as in the central office.  The classroom rules will also need to be sent home for parents and each student to sign.  As a district, we will be establishing some common expectations that should be integrated into your classroom rules and consistently enforced.
Classroom Control

You cannot teach students unless you have their attention.  This does not mean that your classroom must always be quiet and in order for learning to take place.  However, it does mean that you, as a teacher, must have control of any activity that is taking place.  Student engagement is the key.  When students are engaged in learning, they will gain substantially more.
Respect

Remember that our students are human beings; they deserve respect.  Do not berate students to their face or behind their back.  Do not call students names, run them down, or humiliate them in front of their peers.  Do not back a student into a corner.  In most cases, if students are treated in a respectful manner, they will respond accordingly.

Disruptive Students

Do not allow a few students to interfere with the education of the majority.  It is up to the individual teacher what manner he/she wishes to handle disruptive students.  If a student has a poor attitude, and you are spending a large amount of time dealing with him/her instead of teaching, then that student is interrupting the educational process.  This will not be tolerated.  Do not allow students to make you miserable in your classroom.  At the same time remember that you have a responsibility to carefully evaluate the situation and be the adult.  Do not be responsible for escalating a situation and do not back a student into a corner.  Do not let a student engage you in an argument.  Sometimes the best approach is to back off and handle the situation after class without an audience of other students.

The following unacceptable behaviors will not be tolerated:

· Insubordination:  If you make a reasonable request of a student and he/she refuses, send or bring that student to the office immediately.

· Disrespect:  If a student says or does something that would potentially cause the teacher to lose the respect of other students, the student is guilty of disrespect.  Disrespect could be calling the teacher an inappropriate name, cursing at the teacher, making a demeaning remark about the teacher, making an inappropriate gesture toward the teacher, and other such items.  If a student is guilty of disrespect, immediately send or bring the student to the office.  

In these two cases, there is no such thing as a warning.

Praising of Students

When you catch students being good, praise them!  Send positive notes home.  Please do not allow all correspondence to parents to be negative.

Searches by School Personnel

School lockers and desks are the property of the Board of Education, are provided for the convenience of students, and as such, are subject to periodic inspection without notice.  Students or student property may be searched based on reasonable suspicion of a violation of district, rules, policy, or law.  Reasonable suspicion must be based on facts known to the administration, credible information or reasonable inference drawn from such facts or information.  Personal searches and searches of student property shall be limited in scope based on the original justification of the search.  The privacy and dignity of students shall be respected.  Searches shall be carried out in the presence of adult witnesses and never in front of other students.  Students shall not be required to undress, although they may be asked to empty pockets or remove jackets, coats, shoes, and other articles of exterior clothing for examination if reasonable under the circumstances.  If in doubt about the reasonableness of the search or the need for a search, contact a building level administrator.

Corporal Punishment

Corporal punishment is an allowed form of discipline in this district and is allowed by state law.  Parents do not have an option as to whether their child can be paddled or not.  Yet, we should be considerate of children’s needs and of parental concerns.  Just because corporal punishment is allowed under district policy and under state law does not prevent a child abuse claim from being filed on an individual if they use corporal punishment.  It also does not protect you or the district from being sued for the use of corporal punishment.  Choosing to use  corporal punishment and administering of all corporal punishment will be done by building administrators.  
Points to Remember

1. Do not leave a class unsupervised.  There are many legal implications involved in leaving a group of students unsupervised.  Stay in your area; visit with other teachers on your prep, lunch, or before and/or after school.  Leaving a class unsupervised may be cause for dismissal or other job action.

2. Do not dismiss a class before the bell rings.

3. The bell tone does not dismiss the students. They should remain in their seats until you dismiss them.

4. Do not allow students to deface desks, chairs, walls, or other school property.  Check for this regularly.  Have the offending students correct the defacement, without further destruction.  Notify the building principal if further assistance is needed to correct the situation.

5. When sending a student to the office for disciplinary reasons, send a disciplinary referral form along with him/her.  This will expedite the process.

6. High School and Jr. High students should check in the office before going to see the school nurse. 
7. Do not physically handle a student.  If a student refuses to do as you ask, call the office.

8. Make sure that all of your students know your classroom procedures concerning the tardy bell, grading, etc.  Make these rules clear and be sure all students understand them.  Post your classroom rules in your room for students to view.

9. Your help is needed in supervising students during passing time.  It is of the utmost importance that teachers station themselves in the doorways between classes.  The fact that you are in a position to observe any problem will usually be enough to stop many hallway problems.  

10. Realize the vast majority of our parents will support your efforts dealing with their children.  But, deal with your students as you would want another teacher dealing with your own children.

11. Remember that the discipline referral you send to the office may also be sent home.  Please don’t write inappropriate comments on the referral.  Please document the measure that you have taken before the office referral.  This is not necessary for referrals that require immediate attention.

12. Use caution!  There is a fine line between picking on students in a joking manner and hurting their feelings in front of other students.  If it does occur, try to correct it. But please do not ignore it.  If you anticipate the situation to be a big deal, contact the parent immediately.

13. Anticipate potential problems, and notify the parent.  Contact the parent before they contact you!  Do not let the situation escalate and become a problem that could have been avoided.

14. Use a seating chart.  This helps to expedite roll call and is very beneficial for substitutes.

15. Treat students with respect.  The majority of our students responds to this and will do the same in return.  It is also appreciated by parents.

TEACHER INFORMATION--2022-2023
Final Exams 

Comprehensive final exams will be required in all core classes (math, communication, arts, science and history) and all weighted courses. Finals will be given the last two full days of each semester.  Teachers will calculate grades on a “work day” that will be after the final.  Final grades will not be calculated prior to the end of the semester. The finals will be comprehensive in nature and will cover major items of the entire semester.  This will not be just a “final test.”  Teachers will submit copies of the proposed finals to the building principal prior to the date of the final.  The final should have a value of 1.5X of a normal test in non weighted classes and 2X weighted courses.

High School:

First Semester Finals will be given December 14th, 15th and 16th 2022

1st  and 3rd Hours December 14th 

2nd and 4th and Hours December 15th 

5th and 6th Hours December 16th 

Second Semester Finals will be given May 15th, 16th and 17th, 2023

1st and 3rd Hours May 15th 


2nd and 4th Hours May 16th 

5th and 6th Hours May 17th 

Grade Report Schedule

2022-2023
First Quarter

September 16, 2022
Progress Reports due/printed (all grades in system)

October 14, 2022
End of 1st Quarter

October 20, 2022
All grades entered in system / final grades calculated

October 20, 2022
Parent-Teacher Conferences





Thursday, Oct. 20
12:30 -- 7:00 PM





Report cards given to parents

Second Quarter

November 11, 2022
Progress reports due/printed (all grades in system)

December 16, 2022
End of 2nd quarter (1st semester)

January 3, 2023
All grades entered in system / final grades calculated

January 6, 2023
Report cards given to students

Third Quarter

February 3, 2023
Progress Reports due/printed (all grades in system)

March 3, 2023

End of 3rd quarter

March 7, 2023            All grades entered in system / final grades calculated 

March 10, 2023
Report cards given to students

Fourth Quarter

April 7, 2022

Progress Reports due/printed (all grades in system)

May 17, 2022

All grades entered in system by 11 AM/ final grades calculated

May 17, 2022

Report cards given to students

May 18, 2022

End of 4th quarter (second semester)
Elementary School Faculty
2022-2023
Pre-School – Tarah Ramsey
 


tramsey@gideon.k12.mo.us
Kindergarten – Kassi Lawrence


klawrence@gideon.k12.mo.us
1st Grade – Erin Smith




esmith@gideon.k12.mo.us
2nd Grade – Sharri Shock



sshock@gideon.k12.mo.us




3rd Grade –Tiffany Lentz



tlentz@gideon.k12.mo.us


4th Grade –  Amber Martin



amartin@gideon.k12.mo.us
5th Grade – Christy Huckabee



chuckabee@gideon.k12.mo.us
6th Grade – Jodi Smith



jrsmith@gideon.k12.mo.us 
Lit. Coach/Support– Michele Knight


mknight@gideon.k12.mo.us
LD/EMH -Shae Bost




sbost@gideon.k12.mo.us
Speech & Sped. Coord. – Micah Breece

mbreece@gideon.k12.mo.us
Elementary Music – Melissa Maness


mtfoster@gideon.k12.mo.us
Elementary Art – Karen Bizzell


kbizzell@gideon.k12.mo.us
Elementary PE – Russell Buhanan, 


rcbuchanan@gideon.k12.mo.us
Elementary Bulletin Board Assignments

2022-2023
Bulletin Board (Entrance):

August-May:

Office Staff (Sharon Holiman/Mark Pickard)

Bulletin Board (By Music Room)

August-September:

Karen Bizzell
October:


Melissa Maness
November:


Karen Bizzell
December-January:

Melissa Maness
February:


Karen Bizzell
March/April


Melissa Maness
May:



Karen Bizzell
Cafeteria Board/Computer Lab:

Melissa Maness
[image: image8.png]Gideon Elementary Class Schedule
PHKind Go straigh to the classroom, bfast at 8:05

Staffarmive - 7:50 AM

Staif can leave afteriast pickup 15t-6th Breakfast as 500 as they et to school
Monday Tuesday Wednesday Thursday Friday
815908
9111004
e - NI e - [ e - [T e - [N = o.crn
10:07-11:03
PE- PE- PE PE- PE-
PE- PE- PE- PE- PE-
K-2nd 3rd6th Preschool
11:05-11:25 Lunch 11:30-11:50 Lunch 12:25 Lunch
11:25.11:45 Recess 11:50-12:10 Recess
Keyboarding - Jag- Keyboarding - Keyboarding - Jag-
1223117 Art At STEM-
Music - Music - i STEM -
Library - Library - Library - Life Skills -
At At At STEM - STEM -
120214 | Keyboarding - Music - Keyboarding - Music - Music -
Library - Library - Life Skills - Life Skills -

217300





[image: image9.png]Gideon Elementary Duty Schedule

2022-2023
Worning
:50-8:05 Notes:
Cafeteria Walkway  HS Teacher
Cafeteria Entance M. Maness Stop traficfor bus kids
Elem Front Enrance  C. Adams / M. Knight Front door | Stop rafic for walkway
Breakfast Count €. Wilbum
Breakfast Duty.
tstoth PKK Notes:
7:50.8:05 5-6:25

Tables Breece Classroom Teachers

Lunch | Recess Duty

K-2nd Notes:
11:05-11:25 Lunch
11:20.11:40 : Recess

Daily Wibum | Watkins  Maness

Duty Teacher Rotation
Monday Lawrence Martin 15t Quarter
Tuesday E. Smith Huckaby 2nd Quarter
Wednesday Shock 4. smith 31 Quarter
Thursday Bost Lentz th Quarter
Friday 1/4 Teacher 114 Teacher
Preschool Arrivals
Knight / Bizzell
office

Bizzell | Watkins





High School Faculty
2022-2023
Teacher


Subject






Activities

Kristen Ashabranner
7th Grade Social Studies



11th Grade Sponsor




Physical Education




HS Volleyball Coach





Yearbook





Student Council Sponsor




8th Grade Social Studies





Jr. High P.E. (Girls)

Karen Bizzell


Art Appreciation




10th Grade Sponsor





Jr. High Art





Art Club





Elementary Art




Art I/Art II
Ladonna Buchanan

Special Education




7th Grade Sponsor





Caleb Buchanan

Modern History




HS Baseball








World Geo/Cont Issues



8th Grade Sponsor




World History









Personal Finance/Gov’t




9th American History

Megan King


9th Grade Physical Science



7th Grade Sponsor





8th Grade Science









7th Grade Science






Biology





Astronomy/Earth Science





Jr. High English Enrichment

Kevin Kalich


Algebra I





9th Grade Class Sponsor





Algebra II










Geometry





ACT Prep







Trigonometry




Exploratory & Enrichment

Michele Knight








JH Beta Club

Amber Martin








JH Beta Club
Teacher


Subject






Activities

Russell Buchanan

Elementary P.E. 




Asst. HS Basketball Coach




JH PE






JH Baseball




Freshman PE





12TH Grade Sponsor




Life Skills





JH Basketball Coach
Melissa Maness

Choir






JH Cheerleading Sponsor




Elementary Music




8th Grade Sponsor




Jr. High Music







Cassy St. Cin


Sr/Jr. High Counselor



             Asst. HS Volleyball Coach




FACS I 





National Honor Society
Jamie Buchanan

7th Grade Math/8th Grade Math


9th Grade Sponsor





Creative Writing












Pre-Algebra














Launch Chemistry




JH Math Enrichment

Jeremy Walker

Business Math





8th Grade Sponsor





Physiology/Anatomy




 HS Basketball Coach




High  School P.E.




Asst. JH Basketball Coach


Computer Applications




Greenhouse/Lifetime Sports







Launch  and Dual Credit

Valerie Wiggs








12th Grade Sponsor

Alizabeth Williams

English I, II, III, IV




10th Grade Sponsor




7th Com Arts

 



High School Beta Club




8th Com Arts





 JH Volleyball Coach











HS Cheerleading Sponsor
Ciera Buchanan

JH JAG





11th Grade Sponsor





HS JAG

 



Asst. JH VB Coach




9th Grade Health










HS Culinary Arts





High School Bulletin Board

2022-2023
Aug. 24– Sept 4. 
Office

Sept.7 - Sept 25
HS Volleyball 

Sept.28 –Oct 9 
Jr High Basketball
Oct. 12 – Oct 23
HS BETA
Oct. 26 – Nov 6. 
JAG
Nov 9 – Nov. 25
HS Basketball
Nov 30 – Dec. 18
FCA
Jan. 4 – Jan. 15
Bleem-- History                  

Jan. 18 – Jan 29 
Art Club

Feb 1 – Feb. 12
Quiz Bowl
Feb. 16 – Feb 26
JH Volleyball 
Mar. 1 – Mar. 19
King –Science 
March 22– Apr 9
Jr High Baseball
April 12-Apr. 23
Sr Class
April 26-May 7
 National Honor Society 

May 10- May 20
Softball/Baseball
High School Hall Duty—2022-2023
	Team
	Cafeteria
	Breakfast 
	Back Hall
	Parking Lot

	Black 
	King
	St. Cin
	L. Buchanan
	Williams

	Gold
	J. Buchanan
	Walker
	Kalich
	Caleb Buchanan

	Red
	Johnson
	R. Buchanan
	Ciera Buchanan
	Ashabranner


· Duty responsibility will rotate weekly between teams. 
High School Sponsors
7th Grade-Sponsors
Ladonna Buchanan
Megan King
8th Grade-Sponsors
Jeremy Walker
Melissa Maness
Caleb Buchanan

9th Grade-Sponsors
Kevin Kalich
Jamie Buchanan
10th Grade-Sponsors
Karen Bizzell

Alizabeth Williams
11th Grade- Sponsors
Kristen Ashabranner
Ciara Buchanan

12th Grade-Sponsors
Valerie Wiggs

Russell Buchanan
Pledge of Allegiance

Students will be given the opportunity to recite the pledge of allegiance each Monday morning during the first period of the day (Approximately 8:25).  After lunch count and absentees have been taken, the teacher will lead or select a student to lead the class in the Pledge of Allegiance.  Student participation is voluntary.  If there is no school on Monday, the pledge will be recited on the next school day.
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Home Fringe Benefits Forms Library Contact Us Logout  


Gideon 37 Employees Welcome!


Create an Account


Fringe Benefits
Plan Benefits
Premiums
Provider Directories


Retirement


Investments
403(b) / 457
FTJ Fund Choice (Mutual
Funds)


Forms Library


Please return all insurance forms to Jacque Crafton.


MEUHP On Line Resources


Allstate Benefits at Your Fingertips 24/7


Accessing your Allstate benefit information is now FAST and EASY using My Benefits.


Allstate Benefits Claim Forms


If you need assistance filing a claim for any of your Allstate Benefits Plans (exclusive of
wellness claims and office visits claims), please contact our claims service representative,
Tana Wise. You can reach her using one of the following:


Office: 417-451-4244
Fax: 417-451-4247
Email: customer-care@ibcneosho.com


Build Wealth for Retirement! ...


With a 403(b) account. Hear first hand from Missouri educators who, through modest payroll
deductions, are happy members of the 403(b) $50,000+ Club!
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