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Introduction
The purpose of this manual is to acquaint personnel with general administrative practices of the school with regard to routine matters based on Board policies. This manual does not in any way negate established policies of the Board of Trustees of School District 65 nor the Teacher Master Agreement.  It is intended to be a supplement to them. (1000-R)
All staff are required to become thoroughly familiar with this manual and Board Policies. This manual does not include complete Board policies. Complete Board policies are available on the school website. All bulletins issued by the Superintendent/Principal are to become a part of this handbook. 
Administration
1. The District will provide equal employment opportunities to all persons, regardless of their race, color, religion, creed, national origin, sex, age, ancestry, marital status, military status, citizenship status, use of lawful products while not at work physical or mental disability, if otherwise able to perform essential functions of a other legally protected categories. (5010-R, 6110P-R)
2. The Superintendent will schedule all classes, assign all teachers, and determine the instructional procedures as per Board policy. (5210, 6000, 6110-R, 6110P-R)
3. The Superintendent will convene the teachers at his/her discretion for consultation or to provide instruction in matters pertaining to education and to the operation of the school.  Faculty meetings will be held every Wednesday at _____________.  Other meetings may be scheduled as needed. (6000, 6110P-R)
4. The employees’ personnel records will be maintained in the District’s Administrative Office under the Superintendent/Principal’s direct supervision. Employees will be given access to their personnel records in accordance with guidelines developed by the Superintendent/Principal. (5231)
General Policies
1. All District workplaces are drug and alcohol free. As a condition of employment, each employee will abide by District Policy 5226. 
2. The District maintains tobacco-free buildings and grounds. Tobacco includes but is not limited to cigarettes, cigars, snuff, smoking tobacco, smokeless tobacco, nicotine and any other tobacco innovation. Violation of the policy by students and staff will be subject to actions outlined in District discipline policies. (8225)
3. The Board will strive to provide a positive and productive working environment. Bullying, harassment, intimidation, or hazing, by employees or third parties, is strictly prohibited and shall not be tolerated. (3226-R, 3310-R, 3612P-R, 5015)
4.  The District will strive to provide employees a work environment free of unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct or communications constituting sexual harassment, as defined and otherwise prohibited by state and federal law. A violation of this policy may result in disciplinary action, up to and including termination of employment. Employees who believe they may have been sexually harassed or intimidated should contact the Title IX Coordinator or an administrator, who will assist them in filing a complaint. (3225-R, 5012-R)
5. The District does not allow weapons on school property. It is the policy of the Froid School District to comply with the federal Gun Free Schools Act of 1994 and state law 20-5-202 (2), MCA. (3311-R)
6. Employees are strongly discouraged from using their personal cell phone during the school days. When necessary, employees may use their personal cell phones and similar communication devices only during non-instructional time. In no event shall an employee’s use of a cell phone interfere with the employee’s job obligations and responsibilities. (5630)
7. A District Employee who has reasonable cause to suspect that a student may be an abused or neglected child shall report such a case to the Montana Department of Public Health and Human Services and notify the Superintendent/Principal that a report has been made. An employee does not discharge the obligation to personally report by notifying the Superintendent/Principal. (5232, 5232F)

Personnel/Contracts
1. It is the policy of the Board that any finalist recommended for hire to a paid or volunteer position with the District involving regular unsupervised access to students in schools, as determined by the Superintendent/Principal, shall submit to a name-based and fingerprint criminal background investigation conducted by the appropriate law enforcement agency prior to consideration of the recommendation for employment or appointment by the Board. (5122)
2. The District requires its’ contracted certified staff to hold valid Montana teacher or specialist certificates endorsed for the roles and responsibilities for which they are employed. Failure to meet this requirement shall be just cause for termination of employment. No salary warrants may be issued to a staff member, unless a valid certificate for the role to which the teacher has been assigned has been registered with the county superintendent within sixty (60) calendar days after a term of service begins. Every teacher and administrator under contract must bring their current, valid certificate to the personnel office at the time of initial employment, as well as at the time of each renewal of certification. (5120)
3. To comply with state and regional accreditation requirements, each teacher must submit to the office an official, up-to-date transcript of all college work.  Transcripts of new credits earned at summer session or by correspondence must be submitted.  (Master Agreement 2016-2017)
4. Every newly hired employee must provide the District documentation of the results of a tuberculin skin test done within the year prior to initial employment, along with the name of the tester and the date and type of test administered, unless the person provides written medical documentation that he/she is a known tuberculin reactor. (5120)
5. An employee with a communicable disease shall not report to work during the period of time in which the employee is contagious or infectious. (5130)
6. Certified employees who intend to retire at the end of the current school year should notify the Superintendent/Principal in writing prior to April 1 of that year. (5251, 5253)
7. The Board authorizes the Superintendent/Principal to accept on its behalf resignations from any District employee. Once the Superintendent/Principal has accepted the resignation, it may not be withdrawn by the employee. (5251)
Leave/Absences 
1. In practice the Board has granted 10 days sick leave per year, cumulative to 60 days.  For classified staff, “sick Leave” is defined as a leave of absence, with pay, for a sickness suffered by an employee or an employee’s immediate family. See Board Policy for complete definition. (Master Agreement, 5321)
2. Teachers should notify the school secretary or the administration as early as possible when they cannot arrive on time or if a substitute is needed. The Superintendent/Principal or school secretary shall have the responsibility for calling substitute teachers.(5314)
3. Teachers are entitled to five (5) days per year for personal leave.  Notice of at least one (1) week is required for any personal leave of less than one (1) week; notice of one (1) month is required for any personal leave exceeding one (1) week. Personal leave must be approved by the Superintendent/Principal. (Master Agreement, 5321)
4. Each teacher will be granted four (4) bereavement days per school year.  Bereavement days are to be used only for immediate family members.  Immediate family is defined as an employee’s spouse and any member of the employee’s household, or any parent, sibling, child, grandparent, grandchild, or corresponding in-law.  Bereavement days cannot be carried over to the following year. (Master Agreement, 5321)
Payroll/Insurance 
1. Salary warrants will be distributed on or before the 5th of the month. (Master Agreement)
2. Newly hired employees are eligible for insurance benefits offered by the District for the particular bargaining unit to which an employee belongs. The payment of the premium for this insurance will be arranged by the negotiated agreement. (Master Agreement, 5331)
3. All employees of the District are covered by Worker's Compensation Benefits.  (5337)
Work Hours 
The contracted day is 8:00 a.m. to 4:00 p.m.  Teachers are to be present in their teaching areas 5 minutes before classes begin in the morning and afternoon.  Teachers are excused at the hour of dismissal on Fridays and the day before a holiday.  Permission to leave the school early shall be obtained from an administrator.  Teachers are to be in their classrooms at all times that students are present. (6000, 6110-R, 6110P-R)
Evaluations/Grievances (Complaints)
1. Tenured teachers will have an evaluation once every three (3) years. Non-tenured teachers will have one (1) evaluation each year completed in the early spring. Teachers that are new to the District will have two (2) evaluations. One (1) of which will be in the fall and one (1) in the early spring their first year of service. (6110P-R) 
2. The Board established the Uniform Complaint Procedure as a means to address complaints arising within the District.  The Uniform Complaint Procedure is intended to be used for all complaints except those governed by a collective bargaining agreement. (1700-R, 5240-R) 
Personal Conduct
1. District staff are invaluable in creating an effective educational program and vibrant learning environment. The Board looks to staff to promote a positive school climate in all educational endeavors, so students may work toward their greatest potential. Employees are expected to maintain high standards of honesty, integrity, and impartiality in the conduct of District business. District employees who fail to fulfill their job responsibilities or to follow reasonable directions of their supervisors, or who conduct themselves on or off the job in ways that affect their effectiveness on the job, may be subject to discipline. (4332, 5000, 5223, 5255)
2. Standards of dress and groom will meet the requirements of a professional who is dedicated to setting an example of appropriate attire and grooming.  Casual attire may be worn on Fridays if a $1.00 donation is made to the “Jean Fund”. 
3. Teachers are expected to attend all teachers' meetings, child-study-team meetings, and in-service meetings called by the Superintendent, Principal, Counselor, or Resource/Chapter 1 Coordinator.  A person who is unable to attend a meeting at any one time should contact the person calling the meeting.
Duties
1. Teachers will be requested to sponsor extra-curricular activities such as ushers, ticket sellers, and gatekeepers during the sports’ seasons. Assignments of special duties (hall duty, recess duty, emergency substitutes, etc.) are to be made by the Superintendent/Principal or Athletic Director.
2. K-6 teachers will eat with their students to ensure proper supervision. A dismissal schedule for order of class release will be in effect.  
3. The Board grants authority to a teacher or Superintendent/Principal to hold a student to strict accountability for disorderly conduct in school, on the way to or from school, or during intermission or recess. (3310-R)
4. The District seeks to maintain and operate facilities in a safe and healthful condition. (8410)
Record Keeping/Grades
1. Teachers must keep an accurate and current attendance record and grade book. Since accurate enrollment and attendance records are essential both to obtain state financial reimbursement and to fulfill the District’s responsibilities under the attendance laws, staff shall be diligent in maintaining such records. Teachers shall keep a record of absence and tardiness. The issuance of grades and progress reports on a regular basis serves as a basis for continuous evaluation of student performance and for determining changes that should be made to effect improvement. These reports will be designed to provide information helpful to the students, teachers, counselors, and parents. (2420, 3121, 3123-R) 
2. Weekly lesson plans will be turned in to the Superintendent by 8:00 am on Monday for that week.  Plans should be detailed enough to guide a substitute teacher and to serve as a reference for yourself.  
3. Recommendations for retention are to be filed with the Superintendent/Principal. It is the philosophy of the District that students thrive best when placed in or promoted to grade levels with other students of compatible age, physical, social, and emotional status. It is equally the District’s philosophy and practice to retain students who do not make a reasonable effort to meet grade-level expectations, as long as those expectations are commensurate with the individual student’s ability and rate of learning. (2421) 
4. The book number, purchase date, and condition of all textbooks given to students will be recorded on the textbook inventory sheet which will be turned in to the office.  All textbooks must be numbered.  Stamp all books as the property of Froid Schools. The Board is legally responsible to approve and to provide the necessary instructional materials used in the District. Students will not be charged for normal wear. They will be charged replacement cost, however, as well as for excessive wear, unreasonable damage, or lost materials. The professional staff will maintain records necessary for the proper accounting of all instructional materials. (2311-R)
Organization Advisors 
1. All student organizations and activities will have a faculty advisor who will be responsible for the group, their activities, and their finances. All student organizations must be approved by the administration. When applicable, the rules and regulations of the Montana High School Association shall govern student activities. (3510,7425)
2. Teachers and students must clear through the office, student council, or both, any school function that is to be sponsored by a school organization or teacher.  Please inform the custodians if a school facility is to be used. Each class and organization should construct its own calendar early in the year.  Advisors are expected to aid in this and are responsible for adding entries of events on the calendar after necessary approvals have been obtained.  Advisors are expected to chaperone their classes' activities. (2100, 2320, 3233, 3510, 8132)
3. The advisor of an organization or activity is responsible for the treasury of that organization or activity. All money will be turned in to the office and an official receipt will be issued.  This should be done as soon as possible after the money has been collected. When a bill for an organization comes to the office, it will be turned over to the advisor of that organization.  The bill will be paid when the activity/class advisor certifies that the organization's account has sufficient funds to pay the bill by initialing it and returning it to the school secretary. Each advisor is to see that the organization treasurer checks periodically with the central treasurer to insure proper balance and correction of any errors.  This is for the advisor's own protection and convenience and as well as for the convenience of the organizations. Financial record books for all classes and organizations will be kept in the main office.  The school secretary will be the central treasurer for all activity money.  Duplicate books may be kept by the organization treasurers. 
4. Publicity concerning classroom or general school activities is very desirable.  Articles for the Searchlight in reference to school activities must be in the office by Tuesday of each week. (3221, 3222)
5. Charity drives will not be handled through the school unless approved by the Superintendent.
6. Wednesday evening is family night.  Activities or practices are to be scheduled according to Board policy.  Athletic practices are not to exceed two hours on Wednesday night.
7. No student may drive a school-owned vehicle.
Field Trips
Field trips must be arranged and approved through the Superintendent/Principal at least one week in advance of the activity. Field trips that travel greater than 120-mile radius from Froid or outside the country need to be pre-approved by the Board. (2320, 8132)
Teacher Aids
Aides are under the direct supervision of the Superintendent/Principal and are responsible to the teacher(s) to whom they are assigned.  Temporary and emergency changes may be made from time to time as deemed necessary by the Superintendent/Principal.  An aide is vested with the same disciplinary authority and responsibility as a classroom teacher.  Aides are expected to notify the office prior to being absent from school. (5420)
Student Discipline
Please see Student Handbook and District Policy Manual for all applicable definitions/policies for Corporal Punishment and Discipline/Control. (3310)
End of Year Checkout
At the end of the year, the following must be completed:
1. Rooms, desks, files, storerooms, etc., must be organized and left in good order to facilitate summer maintenance and cleaning.
2. Room and equipment inventories must be updated and turned in.
3. Permanent record sheets and cumulative record folders must be completed, checked, and okayed by the guidance counselor.
4. Health records must be complete and placed in permanent record folders.
5. A list of any bills and fines must be turned in by May 1.
6. School keys must be turned in at the office, as necessary.
7. Year-end reports must be completed as directed.
8. All monies owed the school must be paid.
9. Other duties and reports required by the administration must be completed.
10. To facilitate budget planning, all teachers will be asked to submit to the office a complete requisition for textbooks, supplies, etc., for their classrooms or departments for the next school year. Requisitions should include catalogs and page numbers.  This should include the student supplies list for the upcoming year.
Purchases
Teachers will make purchases to be charged to the school district only after filling out a purchase order and having it properly signed. The secretary or Superintendent places all orders. The Superintendent/Principal will establish requisition and purchase order procedures to control and maintain proper accounting of expenditure of funds. Staff who obligate the District without proper authorization may be held responsible for payment of such obligations. (7320)
Student Testing
The test coordinator and principal are the directors of the testing program in both elementary and high school.  All standardized tests will be given by the teachers or in cooperation with the testing coordinator and principal.


[bookmark: _GoBack]Publication:
It is the practice of Froid Public School to release pictures and information regarding student and teacher activities to various media sources (newspapers, school web site, extra-curricular programs, school newspaper, etc.) for public relations, public information school promotion, publicity, and instruction.
· Yes, Froid Public Schools may release my name, picture, art, written work, verbal statements, statistical information, and/or portraits (video or still).
· No, Froid Public Schools may not release my name, picture, art, written work, verbal statements, statistical information, and/or portraits (video or still).

_____________________________________________		_____________________________
(Teacher Signature)						(Date)


*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  
Internet Use:
I, _______________________________ understand and will abide by the Froid School District’s policy 3612 R and 3612P-R, found in the Froid School District Policy Manual. I further understand that any violation of these rules is unethical and may constitute a criminal offense. Should I commit any violation, my access privilege may be revoked and District disciplinary and/or appropriate legal action may be taken.
Teacher Signature______________________________________    Date_________________
	
*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  
Teacher Handbook Acknowledgements
I have read and understand my responsibilities and duties outlined in the Teacher handbook and Board policies. I understand I can access the Froid District Policies on the Froid School website under the Board link.  
_____________________________________________		_____________________________
(Teacher Signature)							(Date)
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