
Board of Education Regular Meeting
Wednesday, July 16, 2014 7:00 PM
Shelby-Rising City School Band Room
650 N. Walnut
Shelby, NE 68662-0218 

1. Call to Order

2. Pledge of Allegiance

3. Announce Open Meeting Act Posting and Location

4. Motion to Excuse

5. Recognition of Visitors
During this time visitors may request to the board the opportunity to speak at the 
appropriate time.  The Board will amend the agenda to include Public Comments.  Each 
speaker will be limited to 5 minutes during that time.

6. Approval of Agenda

7. Consent Agenda

7.1. Approve June 11, 2014 Regular Board Meeting Minutes

7.2. Approve July 8, 2014 Board Retreat Minutes

7.3. Treasurer's Report

8. Admnistrative Reports

8.1. Athletic Director/Activities Director Report

8.2. Elementary Principals Report

8.3. Middle School Principals Report

8.4. High School Principals Report

8.5. Superintendent's Report

9. Old Business

9.1. Report on Osceola Presentation



9.2. Technology Coordinator Report

9.3. District Maintenance & Transportation Update

10. New Business

10.1. Resignation of Board Member Jay Ingalls

10.2. 1st Reading of Group 2 - Board Policy Updates for 2014-2015 School Year

10.3. 2nd Reading of Group 1 - Board Policy Updates for 2014-2015 School Year

10.4. 1st Reading of the New Graduation Requirements beginning with the Graduating 
Class of 2016

10.5. Schedule Public Presentation of Facilities Plan

10.6. Approve Student Handbook for the 2014-2015 School Year

10.7. Approve the Classified Handbook for the 2014-2015 School Year

10.8. Approve Certified Staff Handbook for the 2014-2015 School Year

10.9. Approve Meal Program Prices for the 2014-2015 School Year

10.10. Annual Review of Student Fee Policy (504.19)

10.11. Annual Review of Bullying Prevention Policy (504.20)

10.12. Annual Review of Parental Involvement Policy (1005.03)

10.13. Pekny & Associates

11. Set Dates

12. Executive Session

13. Adjournment





Board of Education Regular Meeting
SRC Middle School at Rising City

DRAFT OF MEETING MINUTES FOR June 11, 2014 SCHOOL BOARD MEETING

I. Call to Order  

Motion Passed:  Call meeting to Order at 12:05PM. passed with a motion by Jeff  
Kuhnel and a second by Heath  Vrbka.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes

II. Pledge of Allegiance  

III. Announce Open Meeting Act Posting and Location  

IV. Recognition of Visitors  

V. Approval of Agenda  

Motion Passed:  Motion to approve the agenda as posted passed with a motion by 
Roy  Houdersheldt and a second by Heath  Vrbka.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes

VI. Consent Agenda  

Motion Passed:  Motion to approve the Consent Agenda passed with a motion by 
Geoffrey  Ruth and a second by Jason  Ingalls.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes

VI.A. Approve May 13, 2014 Regular Board Meeting Minutes  
VI.B. Approve May 29, 2014 Special Board Meeting Minutes  
VI.C. Treasurer's Report  

VII. Admnistrative Reports  
VII.A. Athletic Director/Activities Director Report  
VII.B. Elementary Principals Report  
VII.C. Middle School Principals Report  
VII.D. High School Principals Report  
VII.E. Superintendent's Report  



VII.E.1. Budget Explanation and Update  

VIII. Old Business  
VIII.A. B & D Presentation  
VIII.B. Technology Coordinator Report  
VIII.C. District Maintenance & Transportation Update  
VIII.D. Property Acquisition  

Motion Passed:  Motion to purchase property located at 600 North Walnut Street, 
Shelby, NE 68662. (146.583 ft x 171.33 ft) NW1//4, SW1/4 of Sec 10-14N-1W 
suburbs of Shelby, NE at agreed upon price. passed with a motion by Chris  
Whitmore and a second by Jason  Ingalls.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes

Motion Passed:  Motion to purchase property located at 670 North Walnut Street 
Shelby, NE 68662.  Tract 1 (50 ft x 100 ft) in SW1/4 NW1/4 of Sec. 10-14N-1 
Suburbs of Shelby in conjunction with Tract 2 (227 ft x 66 ft) in SW 1/4 NW1/4 
less Tract 1 in Section 10-14N-1 at agreed upon price. passed with a motion by 
Heath  Vrbka and a second by Roy  Houdersheldt.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes

IX. New Business  
IX.A. Approve Teacher Resignation  

Motion Passed:  Motion to approve the resignation of Sean Bartholomew and thank 
him for his 2 years in the Shelby-Rising City School District. passed with a 
motion by Roy  Houdersheldt and a second by Chris  Whitmore.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes

IX.B. Approve Superintendent Contract  

Motion Passed:  Motion to approve the Superintendent Contract for Chip Kay as 
presented. passed with a motion by Chris  Whitmore and a second by Jason  
Ingalls.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes



IX.C. Approve Teaching Contract  

Motion Passed:  Motion to approve the teaching contract of Turner Trofholz for 
the 2014-2015 school year. passed with a motion by Heath  Vrbka and a second by 
Geoffrey  Ruth.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes

IX.D. Approve Restroom Remodel Bid  

Motion Passed:  Motion to approve the bids for restroom remodels at the Shelby 
location. passed with a motion by Jason  Ingalls and a second by Roy  
Houdersheldt.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes

IX.E. 1st Reading of Board Policy Updates for 2014-2015 School Year  

Motion Passed:  Motion to Approve the 1st Reading of Board Policy Updates for 
the 2014-2015 School Year. passed with a motion by Jeff  Kuhnel and a second by 
Geoffrey  Ruth.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes

X. Set Dates  
 
Discussion: 
Next Board Meeting Date: July 16th, 2014 at 7:00PM in Shelby-Rising City HS Band 
Room 
Board of Education Retreat Date: July 8th, 2014 at 8am at Pinnacle Bank Board 
Room. 

XI. Executive Session  

XII. Adjournment  

Motion Passed:  Motion to adjourn at 2:57PM. passed with a motion by Jeff  
Kuhnel and a second by Geoffrey  Ruth.  
Roy  Houdersheldt         Yes
Jason  Ingalls            Yes
Jeff  Kuhnel              Yes
Geoffrey  Ruth            Yes
Heath  Vrbka              Yes
Chris  Whitmore           Yes



GEOFF RUTH____________________
School Board Secretary
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Jason L. Ingalls 
14094 Q Road                  Telephone No. 
Osceola Nebraska 68651                (402) 897-2500 
 
June 19, 2014 
 
Chip Kay 
Superintendent of Shelby-Rising City Public Schools 
650 North Walnut Street 
Shelby Nebraska 68662 
 
RE: Resignation from school board: 
   
Dear Chip: 
It is with regret that I am writing to inform you that I must resign my position on the 
Shelby-Rising City School Board, effective immediately, due to my moving out of the 
district. 

While I look forward to enjoying our new location, I will miss being a part of the board.  

If I can be of any assistance during the time it will take to fill the position, please don't 
hesitate to ask. 
 
Sincerely, 

 
Jason L. Ingalls 
   



File:  302.02   
Page 1 of 1 

SUPERINTENDENT CONTRACT AND CONTRACT NONRENEWAL 
 

April 15  is the notice date established by law.  The board may select an earlier date but 
not a later date. 
 
It shall be the responsibility of the board to provide the contract for the position of 
superintendent.  The length of the contract for employment between the superintendent 
and the board shall be determined by the board, but shall not exceed three years.  The 
contract will begin on July 1 and end on June 30.  The contract shall state the terms of 
employment. 
 
Before the board approves a proposed contract for superintendent services, or any 
proposed amendment to an existing contract, the board shall publish a copy of the 
contract or amendment, and a reasonable estimate and description of all current and 
future costs to the district if the proposed contract or amendment were to be approved, at 
least three days before the board meeting at which it will be considered.  This publication 
shall also specify the date, time, and place of this public meeting. Electronic publication 
on the web site of the district shall satisfy this publication requirement if it is prominently 
displayed and allows public access to the entire proposed contract or amendment.  The 
board is not required to publish the contract of a newly hired superintendent prior to 
board approval of the contract. 
 
After the board approves the contract or contract amendments the board shall publish a 
copy of the contract, and a reasonable estimate and description of all current and future 
costs to the district that will be incurred as a result of the contract, within two days after 
the board meeting at which it was approved. Electronic publication on the web site must 
be prominently displayed as described above. 
 
After approval of the contract or contract amendments, the board shall file a copy of the 
contract or amendments with the State Department of Education on or before August 1.  
 
The superintendent serves the board as a probationary certificated employee, regardless 
of length of service. The superintendent's contract shall be deemed renewed and will 
remain in full force unless it is amended or not renewed. The superintendent and board 
may mutually agree to terminate the superintendent's contract at any time. 
 
In the event of nonrenewal, termination or amendment of a contract, the board shall 
afford the superintendent appropriate due process, including notice of its intent by April 
15.  Unless continued by mutual written agreement according to statutory procedures, the 
board shall take final action on the contract by May 15. 
 
If the superintendent wishes to resign, to be released from a contract, or to retire, the 
superintendent must comply with board policies dealing with retirement, release or 
resignation. 
Legal Reference:  Neb. Statute 79-822 et seq. 
Approved _______________ Reviewed _____________ Revised ________________ 
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CERTIFICATED EMPLOYEE QUALIFICATIONS, RECRUITMENT, SELECTION 
 
 
Persons interested in a certificated position, other than administrative positions which 
will be employed in accordance with board policies in Series 300, "Administration," shall 
have an opportunity to apply and qualify for certificated positions in the school district 
without regard to age, race, creed, color, sex, national origin, religion or disability.  Job 
applicants for certificated positions shall be considered on the basis of the following: 
 
• Training, experience, and skill; 
• Nature of the occupation; 
• Demonstrated competence; and  
• Possession of, or ability to obtain, state certificate or license if required for the    

position. 
 
Announcement of the position shall be in a manner which the superintendent believes 
will inform potential applicants about the position.  Applications for employment may be 
obtained from and completed applications shall be returned to the school district 
administrative office.  Whenever possible, the preliminary screening of applicants shall 
be conducted by the administrator who will be directly supervising and overseeing the 
person being hired.   
 
In the initial employment process, including on the initial application, the applicant shall 
not be asked to disclose, orally or in writing, information concerning the applicants 
criminal record or history, until it has been determined that the applicant meets the 
minimum employment qualifications.  This does not prohibit the requirement to disclose 
an applicant’s criminal record or history relating to sexual or physical abuse.  Following a 
determination that the applicant meets minimum employment qualifications, a criminal 
history information check and questions regarding the applicant’s criminal record or 
history are allowed. 
 
The board shall take action regarding employment of certificated applicants after 
receiving a recommendation from the superintendent.  However, the superintendent shall 
have the authority to employ a certificated employee on a temporary basis until a 
recommendation can be made and action can be taken by the board on the position. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding qualifications, recruitment and 
selections of such employees shall be followed.  
 
Legal Reference: 29 U.S.C. §§ 621-634 (1994). 
   42 U.S.C. §§ 2000e et seq. (1994). 
   42 U.S.C. §§ 12101 et seq. (1994). 
Cross Reference: 402.01 Equal Employment Opportunity 

411.01 Substitute Teachers 
412.02 Support Staff Qualifications, Recruitment, Selection 
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Approved _______________ Reviewed ______________ Revised _______________ 
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SUPPORT STAFF QUALIFICATIONS, RECRUITMENT, AND SELECTION 
 
Managing the qualifications, recruitment and selection of candidates for these positions 
shall be the responsibility of the superintendent or designee who shall confer with 
principals and other supervisory personnel in making a selection. 
 
Persons interested in a support staff position shall have an opportunity to apply and 
qualify for support staff positions in the school district without regard to age, race, creed, 
color, sex, national origin, religion or disability.  Job applicants for support staff positions 
shall be considered on the basis of the following: 
 
• Training, experience, and skill; 
• Nature of the occupation; 
• Demonstrated competence; and  
• Possession of, or ability to obtain, state or other license or certificate, if required, for 

     the position. 
 
All vacancies shall be made known to the present staff. Anyone qualified for a position 
may submit an application. 
 
Announcement of the position shall be through means the superintendent believes will 
inform potential applicants about the position.  Applications for employment may be 
obtained from, and completed applications shall be returned to, the central administration 
office.  A standard application form shall be developed for these positions to ensure the 
enforcement of non-discrimination employment procedures.  A signed release shall be 
obtained from the prospective candidates authorizing reference and background checks. 
 
Whenever possible, the preliminary screening of applicants shall be conducted by the 
administrator who directly supervises and oversees the position.  The interviewer shall  
work from a written list of interview questions, using the same set of questions for each 
applicant.  Gaps in the applicant's employment record will be questioned and checked. 
 
In the initial employment process, including on the initial application, the applicant shall 
not be asked to disclose, orally or in writing, information concerning the applicants 
criminal record or history, until it has been determined that the applicant meets the 
minimum employment qualifications.  This does not prohibit the requirement to disclose 
 
Approved ______________ Reviewed ______________ Revised ________________ 
 
an applicant’s criminal record or history relating to sexual or physical abuse.  Following a 
determination that the applicant meets minimum employment qualifications, a criminal 
history information check and questions regarding the applicant’s criminal record or 
history are allowed. 
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Multiple reference checks may be made by telephone and a standard list of questions 
should be used in the screening process.  These reference checks will be documented and 
filed with the employee's records. 
 
Prior to hiring any person, the district may conduct background checks regarding the 
applicant's fitness for employment. 
 
The superintendent shall notify the board of new support staff hires. 
 
Legal Reference:  Nebraska Statute 79-501 
          79-802 
     
Cross Reference:  402.01 Equal Opportunity Employment 
    402.02 Employee Orientation 
    404  Employee Health and Well-Being   
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ADDRESSING BARRIERS TO ATTENDANCE 
 
Regular attendance by the students at school is essential for students to obtain the maximum 
opportunities from the education program. Parents and students alike are encouraged to 
ensure an absence from school is a necessary absence. Students shall attend school unless 
excused by the principal of their attendance center.  This policy, developed and annually 
reviewed in collaboration with the county attorney for the district’s principal office 
location, is an attempt to address the barriers to student attendance.  This policy shall 
include a provision indicating how the district and the county attorney will handle cases in 
which excessive absences are due to illness and shall state the circumstances and number of 
absences or hourly equivalent upon which the school shall render all services to address 
barriers to attendance.  
 
Any superintendent, principal, teacher, or member of the school board who knows of any 
violation of the state school attendance laws (79-201) shall report that violation to the 
school attendance officer within 3 days.  
 
The superintendent shall designate an attendance officer.  The attendance officer will 
immediately investigate the report of any child who may be in violation of the state’s 
compulsory attendance statutes. 
 
1. Excessive Absence: 

1.1 It shall be the policy of the district to report as truant any student enrolled in the 
district for exceeding the number of non-school excused absences as defined in 
the student handbook. For purposes of this policy, such reporting shall not be 
required of any student who is at least 18 years of age at the time excessive 
absenteeism occurs. The term "excessive absenteeism," as used herein, shall 
mean non-school excused absences that exceed eight (8) days cumulatively per 
semester year or the hourly equivalent. 

1.2 Students are subject to disciplinary action for excessive absenteeism including 
suspension and expulsion. It shall be within the discretion of the principal to 
determine, in light of the circumstances, whether a student may make up work 
missed because of non-school excused absences.  Disciplinary action for students 
receiving special education services will be assigned in accordance with the goals 
and objectives of the student's Individualized Education Program. 

1.3 For any semester in which the number of non-school excused absences exceeds 
eight (8) days or its hourly equivalent, the Superintendent or his/her designee 
shall see that services which shall include, but not limited to, the following are 
provided to the student and his/her parent or guardian: 
1.3.1 Verbal or written communication by school officials with the person or 

persons who have legal or actual charge or control of any child; and 
1.3.2 One or more meetings between a school attendance officer, school social 

worker or other person designated by the school administration if such 
school does not have a school social worker, the person who has legal or 
actual control of the child, and the student to address the barriers to 
attendance. The result of the meeting or meetings shall be to develop a 
collaborative plan to reduce barriers identified to improve regular 
attendance.  The plan shall consider, but not be limited to: 
1.3.2.1 Illness related to physical or behavioral health of the child; 
1.3.2.2 Educational counseling; 
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1.3.2.3 Educational evaluation; 
1.3.2.4 Referral to community agencies for economic services; 
1.3.2.5 Family or individual counseling; and 
1.3.2.6 Assisting the family in working with other community services. 

1.4 The school may report to the county attorney of the county in which the person 
resides when the school has documented the efforts it has made as required by 
statutes, that the collaborative plan to reduce barriers identified to improve regular 
attendance has not been successful, and that the child has been absent more than 
twenty days per year.  The school shall notify the child’s family in writing prior to 
referring the child to the county attorney. Illness that makes attendance impossible 
or impracticable shall not be the basis for referral to the county attorney.      

1.5 The superintendent shall report to the Commissioner of Education as directed 
by the commissioner regarding the number of and reason for any long-term 
suspension, expulsion, or excessive absenteeism of a student; referral of a 
student to the office of the county attorney for excessive absenteeism; or 
contacting of law enforcement officials other than school resource officers by 
the district relative to a student enrolled in the district. The superintendent 
shall report annually to the Commissioner the required data for the number of 
students who have dropped out of school. 

 
2. Hearing for the Habitually Absent 

2.1 The parent or guardian may request a hearing. If a hearing is requested, the 
recommendation of expulsion will be delayed until the hearing process has been 
exhausted. The request for a hearing much be submitted, in writing, to the 
building principal within five (5) school days from the date of receipt of notice 
of intent to recommend expulsion. 

2.2 The building principal must schedule the hearing within ten (10) school days of 
receipt of request for a hearing. 

2.3 A hearing committee will be formed by the Principal. 
2.3.1 The hearing committee will consist of the following: 

2.3.1.1 The Building Principal 
2.3.1.2 The Guidance Counselor 
2.3.1.3 Two (2) teachers, who have the student in class during the current 

semester. 
2.4 The hearing committee, after hearing all information presented by the student, 

parent and involved teachers has the following options: 
2.4.1 Recommend to the Superintendent to continue with the filing of the intent 

to expel with the Board of Education. 
2.4.2 Recommend to the Superintendent to withdraw the intent to expel. 

2.5 The hearing committee must reduce its finding to writing and submit a copy of 
the finding to the student, the parent and or guardians, and the Superintendent 
within five (5) school days of the conclusion of the hearing. 

 
3. Appeal of the Finding of the Hearing Committee 

3.1 The student or his parents may appeal the finding of the hearing to the 
Superintendent. The request for a review of the finding must be made in writing 
and presented to the Superintendent within five (5) school days from receipt of 
receiving the findings of the Hearing Committee. 

3.2 The Superintendent will review the minutes of the Hearing Committee, the 
written comments of the students and his/her parent, and other pertinent 
information. The Superintendent will reduce his/her finding to writing and mail a 
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copy of the finding to the student, parent, and the Hearing Committee within five 
(5) school days from receipt of the request for a review of the finding of the 
Hearing Committee. 

3.3 If the Superintendent determines that the absences were unnecessary, the 
Superintendent will file the intent to expel with the board at the next scheduled 
board meeting. 

3.4 The student and/or parent may ask to be on the board agenda for the purpose of 
appealing the finding of the Superintendent. 

3.5 The decision of the board will be final. 
 
Approved Reviewed Revised  ______________ 
 
Legal Reference: Neb. Statute 79-208 and 209 

NDE Rule 10.012.01B 
Cross Reference: 411.03 Attendance Officer 

505 Student Discipline 
506 Student Activities 
507  Student Records
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WEAPONS 
 
The board believes weapons and other dangerous objects and look-a-likes in school 
district facilities cause material and substantial disruption to the school environment or 
present a threat to the health and safety of students, employees and visitors on the school 
district premises or property within the jurisdiction of the school district. 
 
Weapons and other dangerous objects and look-a-likes shall be taken from students and 
others who bring them onto the school district property or onto property within the 
jurisdiction of the school district or from students who are within the control of the 
school district.  Parents of students found to possess weapons or dangerous objects or 
look-a-likes on school property shall be notified of the incident.  Confiscation of weapons 
or dangerous objects shall be reported to the law enforcement officials, and students will 
be subject to disciplinary action including suspension or expulsion. 
 
Students bringing firearms to school or knowingly possessing firearms at school may be 
expelled for a period of not less than one year. Students bringing to school or possessing 
dangerous weapons, including firearms, will be referred to law enforcement authorities. 
The superintendent shall have the authority to recommend this expulsion requirement be 
modified for students on a case-by-case basis. For purposes of this portion of this policy, 
the term "firearm" includes, but is not limited to, any weapon which is designed to expel 
a projectile by the action of an explosive, the frame or receiver of any such weapon, a 
muffler or silencer for such a weapon, or any explosive, incendiary or poison gas. 
 
Weapons under the control of law enforcement officials shall be exempt from this policy. 
Firearms kept in a locked firearm rack that is on a motor vehicle or that are contained 
within a private vehicle operated by a nonstudent adult that are not loaded are also 
exempt.  Firearms also may be possessed by a person for the purpose of using them, with 
the approval of the school, in a historical reenactment, in a hunter education program, or 
as part of an honor guard. The principal may allow authorized persons to display 
weapons or other dangerous objects or look-a-likes for educational purposes. Such a 
display shall also be exempt from this policy. It shall be the responsibility of the 
superintendent, in conjunction with the principal, to develop administrative regulations 
regarding this policy. 
 
Legal Reference:  Neb. Statute 79-263  
    Neb. Statute 28-1204.04 

Improving America's Schools Act of 1994, P.L. 103-382.  
18 U.S.C. § 921 (1994).   
McClain v. Lafayette County Bd. of Education, 673 F.2d  

  106 (5th Cir. 1982).  
Cross Reference:   505  Student Discipline   

508  Student Health and Well-Being 
Approved ______________ Reviewed _______________ Revised ________________ 
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SUICIDE AWARENESS 

 
The board wishes to ensure that appropriate staff training for suicide awareness and 
prevention as required by state statutes is conducted on an annual basis.  All district 
nurses, teachers, counselors, school psychologists, administrators, school social workers, 
and any other appropriate personnel shall receive at least one hour of such training each 
year. 
 
The training should include such topics as how to identify appropriate mental health 
services both within the school and also within the larger community, and when and how 
to refer youth and their families to those services. 
 
It shall be the responsibility of the superintendent to implement and monitor this training. 
 
Legal Reference:  2014 LB 923  
 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved ________________ Reviewed _______________ Revised 
________________ 
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EMERGENCY PLANS AND DRILLS 
 
Students will be informed of the appropriate action to take in an emergency. Emergency 
drills for fire, weather, and other disasters shall be conducted each school year.  At least 
10 fire drills shall be conducted each year, including at least 2 drills during the first two 
weeks of the school term.  At least 2 tornado drills shall be conducted. 
 
Each attendance center shall develop and maintain a written plan containing emergency 
and disaster procedures. The plan will be communicated to and reviewed with employees. 
The emergency plan shall include: 
 
• assignment of employees to specific tasks and responsibilities; 
• instructions relating to the use of alarm systems and signals. If combination visual 

and  auditory warning devices do not exist, the plan shall include specific provisions 
for  warning individuals with hearing impairments; 

• information concerning methods of fire containment; 
• systems for notification of appropriate persons and agencies; 
• information concerning the location and use of fire fighting equipment; 
• specification of evacuation routes and procedures; 
• posting of plans and procedures at suitable locations throughout the facility; 
• evacuation drills which include the actual evacuation of individuals to safe areas; 
• an evaluation for each evacuation drill. 
 
Employees shall participate in emergency drills. Certified employees shall be responsible 
for instructing the proper techniques to be followed in the drill. 
 
Legal Reference:   Neb. Statute 79-609 
              79-705 and 706  
    Neb. Fire Safety Code section 31-3 
 
Cross Reference:   801.04 Bus Safety Program 

905  Safety Program 
 
 
 
 
 
 
 
 
 
 
 
Approved _______________ Reviewed _______________ Revised ________________ 
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CONCUSSION AWARENESS 
 

1. Training. 
 

The Superintendent or designee shall make available training approved by the chief 
medical officer of the State on how to recognize the symptoms of a concussion or 
brain injury and how to seek proper medical treatment for a concussion or brain 
injury to all coaches of school athletic teams. 

 
2. Education. 

 

The Superintendent or designee shall require that concussion and brain injury 
information be provided on an annual basis to students and the students' parents or 
guardians prior to such students initiating practice or competition. The information 
provided to students and the students' parents or guardians shall include, but need not 
be limited to: 

 
a. The signs and symptoms of a concussion; 
b. The risks posed by sustaining a concussion; and 
c. The actions a student should take in response to sustaining a concussion, 

including the notification of his or her coaches. 
 
3. Response to Concussions. 

 

a. Removal. A student who participates on a school athletic team shall be removed 
from a practice or game when he or she is reasonably suspected of having 
sustained a concussion or brain injury in such practice or game after observation 
by a coach or a licensed health care professional who is professionally affiliated 
with or contracted by the school. 

 
b. Return-to-Play. A student who has been removed from a practice or game as a 

result of being reasonably suspected of having sustained a concussion or brain 
injury shall not be permitted to participate in any school supervised team athletic 
activities involving physical exertion, including but not limited to, practices or 
games until the student: (i) has been evaluated by a licensed health care 
professional, (ii) has received written and signed clearance to resume participation 
in athletic activities from the licensed health care professional, and (iii) has 
submitted the written and signed clearance to resume participation in athletic 
activities to the school accompanied by written permission to resume participation 
from the student's parent or guardian. 

 
The coach or administration may require that the student's return to full activities 
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be on a stepwise progression back to full participation, or otherwise establish 
conditions for return to participation that are more restrictive than those defined 
by the licensed health care professional if the coach or an administrator 
reasonably deems such to be appropriate. 

 
The signature of an individual who represents that he or she is licensed health care 
professional on a written clearance to resume participation that is provided to the 
school shall be deemed to be conclusive and reliable evidence that the individual 
who signed the clearance is a licensed health care professional. The school is not 
required to determine or verify the individual's qualifications. 

 
c. Parent Notification. If a student is reasonably suspected after observation of 

having sustained a concussion or brain injury and is removed from an athletic 
activity per the preceding paragraph, the parent or guardian of the student shall be 
notified by the Superintendent or designee of the date and approximate time of the 
injury suffered by the student, the signs and symptoms of a concussion or brain 
injury that were observed, and any actions taken to treat the student. 

d. Return to Learn.  The district shall establish a return to learn protocol for students 
that have sustained a concussion.  The return to learn protocol shall recognize 
that students who have sustained a concussion and returned to school may need 
informal or formal accommodations, modifications of curriculum, and 
monitoring by medical or academic staff until the student is fully recovered. 

 
4. Responsibility of Coaches. 

 

Coaches shall comply with this policy and apply their safety and injury prevention 
training. A coach who fails to do is subject to disciplinary action, including but not 
limited to termination of employment. 

 
5. Students and Parents. 

 

It is recognized that coaches cannot be aware of every incident in which a student has 
symptoms of a possible concussion or brain injury. As such, students and their parents 
have a responsibility to honestly report symptoms of a possible concussion or brain injury 
to the student's coaches on a timely basis. 

 
Legal Reference: LB 260 Concussion Awareness Act 



TOBACCO-FREE ENVIRONMENT 
 
The	
  use	
  of	
  tobacco	
  products	
  is	
  prohibited	
  in	
  all	
  school	
  buildings	
  and	
  all	
  school	
  vehicles.	
  	
  Smoking	
  shall	
  also	
  be	
  prohibited	
  in	
  any	
  area	
  where	
  school	
  
staff,	
   students	
  or	
  members	
  of	
   the	
  public	
  may	
  be	
  present	
  or	
  may	
  be	
  affected	
  by	
  smoke,	
   including	
  without	
   limitation	
   the	
  stands	
  and	
  bleachers	
  of	
  
outdoor	
  athletic	
  fields	
  and	
  near	
  the	
  entry	
  of	
  school	
  buildings.	
   	
  For	
  purposes	
  of	
  this	
  policy,	
  tobacco	
  means	
  any	
  tobacco	
  product	
  (including	
  but	
  not	
  
limited	
  to	
  cigarettes,	
  cigars,	
  and	
  chewing	
  tobacco),	
  vapor	
  products	
  (such	
  as	
  e-­‐cigarettes),	
  alternative	
  nicotine	
  products,	
  tobacco	
  product	
  look-­‐alikes,	
  
and	
  products	
  intended	
  to	
  replicate	
  tobacco	
  products	
  either	
  by	
  appearance	
  or	
  effect.	
  	
  This	
  policy	
  applies	
  at	
  all	
  times,	
  including	
  school	
  sponsored	
  and	
  
non-­‐school	
  sponsored	
  events.	
   	
  Persons	
   failing	
   to	
  abide	
  by	
  this	
   request	
  shall	
  be	
  required	
  to	
  extinguish	
  their	
  smoking	
  material	
  or	
   leave	
  the	
  school	
  
district	
  premises	
  immediately.	
  	
  It	
  shall	
  be	
  the	
  responsibility	
  of	
  the	
  administration	
  (or	
  designee)	
  to	
  enforce	
  this	
  policy.	
  
	
  
Legal	
  Reference:	
   Neb.	
  Rev.	
  Stat.	
  ''	
  71-­‐5716	
  to	
  5734	
  (Nebraska	
  Clean	
  Indoor	
  Air	
  Act) 
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STUDENT ABSENCES - EXCUSED 
 
1. Statement of Philosophy 

1.1 It is the philosophy of the board that it is the responsibility of the parent and/or 
guardian, the student, and the school to establish and maintain desirable habits of 
punctuality and attendance. 

1.2 Parents and/or guardians are expected to account for student's absences. 
2. Definitions 

2.1 For the purpose of this policy the following definitions will be used; 
2.1.1 Elementary student will be a student enrolled in grades Kindergarten 

through grade six. 
2.1.2 Secondary student will be a student enrolled in grades 7 through 12. 
2.1.3 All students will be held accountable to all sections of this policy unless 

there is a designation of elementary or secondary. 
2.1.4 Pre-arranged absences are those absences for which the school and 

teachers are notified a minimum of one day in advance that the student 
will be absent. 

2.1.5 Any students whose absences exceeds ten (10) days or is hourly equivalent 
per semester may be in violation of state compulsory attendance laws. 
Additionally, those students jeopardize their opportunity to earn credits or 
be promoted to the next grade. 

3. Notification of absence 
3.1 The parent and/or guardians of each student are required to notify the school 

each day that a student is to be absent. 
3.2 Parents are required to call the district office before 9:00 a.m. on the day their 

child is absent or the district will attempt to call the parent. 
4. Attendance and Excuses 

4.1 Elementary 
4.1.1 The following schedule is used to determine if an absence is to be counted 

as a full or half day on a regular school day. Students will be considered 
excused from school for illness, professional appointments, 
hospitalizations, and family matters with a signed excuse from a 
parent/guardian or other absences approved by the principal. Excused 
absences will count toward the 10-day limit. 
4.1.1.1 Students need to be in their classrooms by 8:15 AM. 
4.1.1.2 If a student arrives at school after 8:15 AM and before 8:58 AM, 

it will be considered a tardy. 
4.1.1.3 If a student arrives after 8:58 AM, but by or before 11:47 AM, the 

absence will be counted as ½ (one-half) day. 
4.1.1.4 Entry after 11:47 AM will be counted as a full-day absence. 
4.1.1.5 If a student leaves before 11:47 AM and does not return, the 

absence is counted as a full day. 
 
Approved Reviewed Revised    



File: 503.03 
Page 2 of 5 

	
  

 

4.1.1.6 If a student leaves after 11:48 AM and does not return, the 
absence is counted as ½ (one-half) day. 

4.1.1.7 No absence is counted if a student leaves after 2:39 PM. 
4.1.2 Special allowances may be made on days with late starts or early 

dismissals. 
4.2 Secondary 

4.2.1 Students will be considered excused from school for illness, professional 
appointments, hospitalization, and family matters including family 
vacations with a signed excuse from a parent/guardian, or other absences 
approved by the principal. When possible, students shall notify their 
teachers in advance of pending absences by completing a pre-arranged 
absence sheet to the attendance secretary prior to the absence. Excused 
absences, other than college visits arranged through the guidance 
office, will count toward the 10-day limit. 

 
If advanced notice cannot be given, then a parent/guardian should call the 
school stating why their child is absent. The school will call parent(s)/ 
guardian(s) when a note or call has not been received to inquire the reason 
for the student's absence. If no contact was able to be made before the 
student returns to school, the student must bring a signed note by the 
parent/guardian explaining the absence. 

4.2.2 Students participating in school sponsored activities under the direction of 
a school approved sponsor during the school day will not be counted as 
absent. In order to practice or participate in any activity the student must 
be in attendance all day on the day of the activity. Students arriving to 
school after the first 15 minutes will be considered absent rather than 
tardy. An exception to this rule would be a pre-arranged absence approved 
by the Principal. Extenuating circumstances must be approved by the 
administration. 

4.2.3 If the principal suspends a student, the days for which the student is 
suspended shall not be counted in the total of ten (10) days of allowable 
absences per semester. 

4.2.4 Secondary students arriving to class after the bell rings and before the first 
15 minutes will be considered tardy. 

4.2.5 Exceptions may be made to the attendance policy with the approval of the 
secondary principal. 

4.3 Notification of Student Attendance by the School 
4.3.1 Upon reaching the following limits during a semester, the parent and/or 

guardian will be notified as follows: 
4.3.1.1 On the 4th absence, an advisory letter will be sent to the parent 

and/or guardian. 
4.3.1.2 On the 6th absence, a second advisory letter will be sent to the 

parent and/or guardian. 
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4.3.1.3 On the 9th absence, an advisory letter outlining the attendance 
policy and consequences for additional absences will be mailed to 
the parent and/or guardian. 

4.4 Loss of Credit 
4.4.1 Ten (10) days absence from a class during any one (1) semester will 

constitute justification for an incomplete or the loss of credit for that 
semester in that class. All absences, whether excused, unexcused, or 
truant, will be counted toward this ten day limit. Students who miss the 
equivalency of ten (10) full days of school per semester are subject to 
consequences relating to Nebraska compulsory attendance law. 

4.5 Reinstatement of Credit/Appeals 
4.5.1 When a student has lost credit for a class, the student has two procedures 

from which to regain the credit. 
4.5.1.1 Procedure 1 – In cases of extreme hardship (accidents, extended 

illness, or other exceptional health related problems such as 
therapy on a weekly basis) or extenuating circumstances, a 
student may appeal, in writing, to the Principal for reinstatement 
of credit. 

4.5.1.2 Procedure 2 – When a student is notified of a loss of credit due to 
absences, an appeal may be made to the Attendance Review 
Committee. At least four (4) members of the committee need to be 
present to each meeting. The committee will have the authority   
to reinstate credit if a majority of the committee agrees sufficient 
reason for a waiver of the policy exists, place the student's credit 
on hold based on an attendance improvement plan outlined by the 
committee, or deny the appeal. The purpose of the meeting is to 
allow the student and parents)/guardian(s) the opportunity to 
present any information or argument as to why the attendance 
policy provisions should be waived. A tie vote will result in a 
decision in the student's favor. 

4.5.2 If the student and/or parent/guardian is unsatisfied with the decision of the 
attendance committee, they will have seven (7) calendar days to appeal the 
decision to the Superintendent. The Superintendent will conduct a review 
and within five (5) calendar days will provide a written response to the 
student. The Superintendent has the authority to reinstate credit, or uphold 
the decision of the committee. A final appeal may be made to the board 
within seven (7) calendar days of the Superintendent's decision. The board 
will have forty five (45) calendar days to provide a written response. The 
decision of the board is final. 

5. Make-up Work 
5.1 Elementary 

5.1.1 Elementary students will have two (2) school days from the date of their 
return to school following an absence to make-up the work missed. 

5.1.2 If the work is not made up within two (2) school days, a zero (0) will be 
entered into the grade book for all work missed and not made-up. 
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5.2 Secondary 
5.2.1 Secondary students are to complete all pre-arranged "make-up" work 

before the absence, or by the due date set by the teacher. Teachers are not 
required to allow students the opportunity to earn credit for assignments 
that are not completed prior to the due date set for absences classifying as 
pre-arranged. 

5.2.2 If a secondary student is absent on the day that an assignment is due, the 
student will be required to turn in the assignment on the first day of his/her 
return to school. If the student fails to turn in the assignment, the instructor 
will enter a grade of zero for that assignment. 

5.2.3 All students are required to have their assignment books marked by the 
office personnel following an absence. 

5.2.4 Students will have two (2) days from the date of their return to school 
following an absence to make up work missed as a result of the absence. 
Students may ask for and receive extra time from their teachers should 
extenuating circumstances exist. Work not finished in this time frame will 
fall under a teacher's policy regarding late work. 

5.2.5 Any student who has make-up work may appeal the amount of time to 
make up the work to the Secondary Principal. 
5.2.5.1 The Secondary Principal's decision is final. 

6. College Visitation 
6.1 Seniors are allowed two (2) days for college visitation, per school year, if the 

Guidance Office sets up the visitation and the parent accompanies the student on 
the visit. Additional days needed for college visits must be approved by the 
principal. 

7. Extra-Curricular Participation: 
7.1 In order to practice or participate in any activity held outside of school hours the 

student must be in attendance all day on the day of the activity. The only 
exception to this section would be a pre-arranged absence approved by the 
principal. 

8. Truancy 
8.1 Truancy will be defined as any absence without prior knowledge and/or 

permission of the school and/or parents. Under these circumstances, a student 
will be considered truant, whether the absence is for a full day or more, part of 
the day, or all or part of any class. Truancy will not be tolerated. Truant students 
will be subject to appropriate disciplinary action. See Board Policy 504.03, The 
Code of Conduct. 

9. Physical Education 
9.1 Excuses from home to keep a student out of physical education must be on a 

day-to-day basis unless accompanied by a doctor's written excuse. 
10. Tardy to School 

10.1 Elementary 
10.1.1 Students are considered tardy when school begins at 8:15 AM and 

they are not in their assigned rooms. Any time a student enters the 
building after 8:15AM they must report first to the office for a pass to 
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class. Students will be allowed two (2) tardies for the year without 
penalty (lunch detention). Students who are late to school on more 
than five days will be required to server afterschool detention or ISS. 
Additional definitions and consequences of being tardy are outlined in 
the Student Handbook. 

10.2 Secondary 
10.2.1 For the purpose of this policy, a student reporting to school within the 

first fifteen (15) minutes of the first period of the school day without  
a pre-excused absence will be considered to be tardy. A student that is 
more than fifteen (15) minutes late for the first period will be 
considered to be absent or truant for that period. See the Student 
Handbook for additional definition of Tardy. 

10.2.2 The make-up time will be at the discretion of the Principal. 
11. Admit Slips 

11.1 The office will collect attendance slips. 
12. Late Enrollment 

12.1 Students entering school after the third week of the semester will be prorated 
on the number of days of allowed absences. Instead of ten (10) days for the 
semester, students will have one-half (1/2) day for each week of school left in 
the semester. 

13. Withdrawing from School 
13.1 Any student who has withdrawn from school and has re-entered, shall not gain 

nor lose days, but will be reinstated with the same number of days of  
approved absences as they processed at the time of withdrawal. 

 
Legal Reference: Neb. Statute 79-209 

NDE Rule 10.012.01B 
 
Cross Reference: 505 Student Discipline 

506 Student Activities 
507 Student Records 



SEARCHES, SEIZURES AND ARRESTS 
 
School district property is held in public trust by the board. School district authorities may, without a 
search warrant, search students or protected student areas based on a reasonable and definable 
suspicion that a school district policy, rule, regulation or law has been violated. 

 
The search shall be in a manner reasonable in scope to maintain order and discipline in the schools, 
promote the educational environment, and protect the safety and welfare of students, employees and 
visitors to the school district facilities. The furnishing of a locker, desk or other facility or space 
owned by the school and provided as a courtesy to a student, even if the student provides the lock for 
it, shall not create a protected student area and shall not give rise to an expectation of privacy with 
respect to the locker, desk, or other facility. 
 
Random searches of district property and grounds may be conducted using available resources 
provided by local or state law enforcement.  This includes, but is not limited to the drug dog and 
electronic sensors. 

 
School authorities may seize any illegal, unauthorized or contraband materials discovered in the 
search. Items of contraband may include, but are not limited to, nonprescription controlled 
substances, marijuana, cocaine, amphetamines, barbiturates, apparatus used for controlled substances, 
alcoholic beverages, tobacco, weapons, explosives, poisons and stolen property. Such items are not 
to be possessed by a student while they are on school district property or on property within the 
jurisdiction of the school district; while on school owned and/or operated transportation; while 
attending or engaged in school activities; and while away from school grounds if misconduct will 
directly affect the good order, efficient management and welfare of the school district. 

 
Possession of such items will be grounds for disciplinary action including suspension or expulsion 
and may be reported to local law enforcement officials. The board believes that illegal, unauthorized 
or contraband materials may cause material and substantial disruption to the school environment or 
presents a threat to the health and safety of students, employees, or visitors on the school district 
premises or property within the jurisdiction of the school district. 

 
The superintendent or building principals may release minor students into the custody of a law 
enforcement officer upon presentation of a court order or warrant for the student's arrest, or to 
remove a student from school premises if the officer or school administrator has reason to believe 
that the student has violated the law. No contact with students will be permitted by law enforcement 
officials, insurance investigators, attorneys, probation personnel, or any other investigative official 
without parental consent or a warrant. 

 
The principal or designee will make extensive attempts to notify the parent/guardian or responsible 
relative prior to the student's release and the place to which the student is reportedly to be taken, 
except in cases of child abuse. No student records shall be produced without a court subpoena or 
parental consent; students may give consent after reaching their eighteenth birthday. When a crime has 
been committed on school premises, pupils may be questioned by the above authorities in the school 
without parental consent. Should questioning lead to charges, parents will be contacted according to 
policy. 

 
It shall be the responsibility of the superintendent, in conjunction with the administrative team, to 
implement this policy. 



 
Legal Reference: Neb. Statute 79-294 

New Jersey v. T.L.O., 469 U.S. 325 (1985). 
Cason v. Cook, 810 F.2d 188 (8th Cir. 1987), 

cert. den., 482 U.S. 930 (1987). 
 

Cross Reference: 504 Student Rights and Responsibilities 
	
   505 Student Discipline 

508.10 Referral of Students to Other Agencies 
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0504.51    SENIOR TRIP 
  
No overnight senior trip for the district will be permitted. The last day of classes for 
senior without deficiencies or detentions shall be ten (10) school days prior to 
regular summer dismissal for all students. Only graduating seniors, who have 
completed all necessary requirements as defined by the Principal, will be permitted 
a one day activity trip within 100 miles of Shelby. The trip must have the Principal's 
approval. Seniors must depart from and return to Shelby on the same day. 
Transportation and sponsorship shall be paid for and provided by the district. All 
other costs shall be absorbed through senior class funds or personal funds. The date 
selected for the activity trip shall be in the final 9 weeks  10 school days of senior 
classes and prior to final dismissal.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STUDENT ACTIVITY ELIGIBILITY 
 
Participation in school activities is a privilege. School activities provide the benefits of promoting 
additional interests and ability in the students during their school years and for their lifetime. 

 
However, students who participate in extracurricular activities serve as ambassadors of the school 
district throughout the calendar year, whether away from school or at school. Students wanting to 
participate in school activities must meet the requirements set out by the school district for 
participation in the activity and must conduct themselves in accordance with student conduct 
policies. 

 
Student activity events must be approved by the superintendent unless they involve unusual travel 
expense, in which case the board will take action. The events must not disrupt the education program 
or other school district operations. 

 
To represent Shelby-Rising City High School in interscholastic or extracurricular activities, each 
student participant must meet the eligibility rules of the Nebraska School Activities Association, and 
of Shelby-Rising City High School. 

 
1. SCOPE 

1.1 The following regulations will begin the first day of allowed practice at the start of each 
school year, (as established by the NSAA) or the first day of an organized activity or practice 
should the practice or activity start before the NSA established date. They will end on the last 
day of Student attendance in school except in the case of school sponsored activities that 
extend beyond the last day of school. 

 
2. PROHIBITED CONDUCT 

2.1 The following student conduct shall constitute grounds for imposition of the penalties 
described in paragraph 3 of these rules. 
2.1.1 Use of violence, force coercion, threat, intimidation or similar conduct that 

constitutes a substantial interference with school purposes. 
2.1.2 Causing or attempting to cause physical injury to anyone. Physical injury caused by 

accident, self defense or other action undertaken on the reasonable belief it was 
necessary to protect some other person shall not be a violation of this rule. 

2.1.3 Threatening or intimidating any student for the purpose of, or with the intent of, 
obtaining money or anything of value from such student. 

2.1.4 Knowingly possessing, handling or transmitting any object or material that is 
ordinarily or generally considered a weapon, when such activity occurs on 
school grounds or during an educational function or even off school grounds. 

2.1.5 Willfully causing or attempting to cause substantial damage to property, stealing or 
attempting to steal property. 

2.1.6 Engaging in the possession, selling, dispensing or use of a controlled substance, 
including anabolic steroids, alcohol, or tobacco product (including but not 
limited to cigarettes, cigars, chewing tobacco, and vapor products (such as e-
cigarettes). 

2.1.7 Public indecency. 
2.1.8 Engaging in any other activity forbidden by the laws of the State of Nebraska 

which activity constitutes as a Class III Misdemeanor or greater. 
2.1.9 Engaging in any other activity on school grounds or during an educational function 



or even off school grounds that constitute a danger to other students, to teachers, and 
other persons or interferes with school purposes. 

2.1.10 A repeated violation of rules established by the Shelby-Rising City Board of 
Education governing student conduct. 

	
  

3. PENALTIES 
3.1 The term extracurricular events, used in this and following paragraphs, means a game, 

performance, contest, or demonstration of an interscholastic or extracurricular activity 
performed for the public, or in a competition that is not public. 

3.2 The following penalties shall be imposed by the Principal upon knowledge of a violation or 
violations of the participation rules. Penalties for first and second violations may be reduced as 
described in  paragraph 4. 
3.2.1 For the first violation of participation rules, the student shall not participate in four 

(4) consecutive extracurricular events. The student shall remain a part of all teams or 
activities and shall continue to practice as scheduled. (See paragraph 3.2.5 for an 
example of this rule). 

3.2.2 For a second violation of the participation rules occurring in the same school year 
as the first violation, the student shall not participate in six (6) consecutive 
extracurricular events. The student shall remain a part of all teams or activities and 
continue to practice. (See paragraph 
3.2.5 for example of this rule). 

3.2.3 For a third violation occurring in the same school year as the first and a second 
violation, the student shall not participate in any extracurricular activities for the 
remainder of the school year. The student must obtain and complete counseling at the 
student's expense before participating in any activity in the following school year. A 
letter from the counselor to the Principal shall be evidence that a course of counseling 
has been completed. 

3.2.4 A student's nonparticipation in any interscholastic or extracurricular activity after 
imposition of a penalty will not cancel the penalty. The penalty will resume, when the 
student next participates  in an interscholastic or extracurricular activity which may 
carryover to the next school year. 

3.2.5 Penalties imposed for first and second violations include events in all activities in 
which the student is eligible to participate. For example a penalty barring participation 
in four events might include one football game, one marching band contest, one vocal 
music performance, and one basketball game. Barring from participation in events 
incurred by the student as a result of an expulsion, suspension, or academic 
ineligibility do not detract from the total number of events a student is barred from as a 
result of the disciplinary action outlined in this policy in sections 
3.2.1 and 3.2.2. 

 
4. PENALTY REDUCTION 

4.1 A student who has received a penalty for a first or second violation of the participation rules 
may have such penalty reduced by using one of the following procedures. 
4.1.1 A student shall have two extracurricular events restored if he or she, or his or her 

parents have admitted a violation of the participation rules to the Principal, Athletic 
Director, or Superintendent within two school days or before participating in any 
scheduled activity. 

4.1.2 A student shall have participation in two extracurricular events restored upon 
completion of an alcohol education or counseling program approved by the school 



administration. The student shall pay the counseling program expense. 
 
5. SCHOOL KNOWLEDGE OF ALLEGED VIOLATION 

5.1 Any adult resident, parent of any student, teacher, or administrator of Shelby-Rising City 
Public School District may report a violation of the participation rules to the Principal, 
Athletic Director, or Superintendent in a signed written statement containing his or her first 
hand observation. 

5.2 Any adult may advise the Principal that a student has violated a participation rule where law 
enforcement personnel may be involved. Upon receipt of such information the principal shall 
determine whether or not a complaint has been filed in any court. If a complaint has been 
filed and states that a student has committed acts which violate the participation rules the 
Principal shall impose the appropriate penalty upon the student. 

Any student or his or her parents may admit a violation of the participation rules within 
two (2) school days. If the Principal determines that a participation rule has been violated 
the appropriate penalty shall be imposed. 

6. NOTIFICATION 
 

The Principal will send a written statement to the student and his or her parents informing them of 
any penalty imposed within three (3) school days. A student or the student's parents may, within five 
(5) school days of the notice of disciplinary action from the principal, may notify the Superintendent 
in writing of their request for a review of the Principal's determination. The Superintendent, Athletic 
Director and a coach shall review the situation and render a decision within three (3) school days from 
the date of the request for review. Their decision shall be in writing and shall be final. 

 
The undersigned student and parents state that they have read the rules and regulations of the 
Nebraska School Activities Association, and the foregoing participation rules of the Shelby-Rising 
City Public School. They also state that the student is not currently in violation of any said rules and 
that the student and parent agree to the rules and regulations of both the Nebraska School Activities 
Association and the Shelby-Rising City Public School as a condition of participation in school related 
activities. 

 
Date: Student:    

 
Date: Parent:    
 
 

 



The following activities are covered by this policy for grades 7-12. 
 
 
Volleyball  
Football  
Basketball  
Track 
Boys’ and Girls’ Golf  
Speech 
One Act Play  
All School Play  
Wrestling 
Pep Band  
Instrumental Music  
Vocal Music 
Cheerleading/Dance Team  
Homecoming Royalty 
Prom Royalty & Prom Server  
Graduation Usher 
Quiz Bowl  
TEAMS 
Wayne Math Contest  
Jr. High Dance 
Jr. High Math Contest  
Science Bowl 
FBLA 
Academic & Activity Awards Night (Banquet) 
Senior Trip 
 

Other school activities as added that students may participate in during the school year.  

Exempt Activities: Summer Band Trip, Prom, Graduation, Homecoming, and Senior Trip.  

It shall be the responsibility of the superintendent (or assigned administrator) to implement this 

policy. 

Legal Reference: 20 U.S.C. Sect.1681-1683; 1685-1686 (1994). 
34 C.F.R. Pt. 106.41 (1993) 
Neb Statute 79-296 

79-443 
 

Cross Reference: 502 Student Attendance 
	
   504 Student Rights and Responsibilities 
	
   505 Student Discipline 
	
   508 Student Health and Well-Being 

 
Approved
 Revie
wed
 Revise
d    

	
  



 
 0506.01R1    GRADE ELIGIBILITY FOR ACTIVITIES 
  
Eligibility requirements will be determined by local eligibility policy on a weekly 
basis. A student may become ineligible by having failing grade(s), by carrying an 
incomplete, or by a combination of failing grade(s) or incomplete(s). Mathematical 
averages will be computed anew with the onset of each new semester. However, 
incompletes shall carry foreword from semester to semester, and thus, will affect 
eligibility across semesters. 
  
Mathematical averages, as they affect eligibility, will be determined beginning with 
the third Friday of each semester. Teachers will submit failing/incomplete grades to 
the Principal by 12:00 noon beginning the first Monday following the third Friday 
of each semester, and each Monday thereafter. Incompletes carried forward from the 
previous semester shall immediately affect eligibility with the onset of the new 
semester and must be reported by teachers each week of the semester. Teachers may 
use discretion in identification of students with incompletes for the eligibility list. 
Allowances may be made for students who are experiencing medical problems. 
  
The Principal's office will release the failing grades or incompletes on Monday p.m. 
of each week. This report will list students who are failing (below 70%), or 
incomplete. Students failing or incomplete in one subject shall have study hall pass 
privileges revoked for seven (7) calendar days (Tues. – Mon.). A student will be 
ruled ineligible for seven (7) calendar days (Tues. – Mon.) when: 
  
1. Student failing or incomplete in more than one subject or failing the same subject 
in consecutive weeks 
  
Ineligible students will, at the sponsor's discretion, be allowed to attend activity 
practices, use practice time for study at school or study at home. 
  
Activities for which the above policy applies are: 
  
1.      Athletic contests 
2.      Cheerleading/Dance Team 
3.      Speech contests and clinics 
4.      Play production performances, contests, and clinics 
5.      Music competitions, clinics, and performances 
6.      Other activities deemed by the Principal to be appropriate 
  
Students with conditions which qualify them for special education intervention shall 
have the conditions of this policy adapted to requirements identified in the 
individual's IEP. 



 
 0611.03    STUDENT HONORS AND AWARDS 

  
The school district shall provide a program that establishes honors and awards 
including, but not limited to, academic letters, scholarships and good citizenship 
awards for students to assist them in setting goals.  Students shall be made aware of 
honors and awards and the action necessary on the part of the student to achieve 
them. 
  
The semester grades, by numerical percentage of each student for all scholastic 
courses shall be averaged to determine the valedictorian and salutatorian. The 
student(s) with the highest average shall be the valedictorian. The second highest 
average shall be the salutatorian. In case of a tie for the highest average, there shall 
be a co-valedictorian and no salutatorian. In case of a tie for the second highest 
average, there shall be a valedictorian and co-salutatorian. Students, to be eligible, 
must attend Shelby-Rising City High School their entire Junior and Senior years. 
The above averages will be determined by carrying averages to the thousandth 
place. 
  
ROLL OF ACHIEVEMENT FOR GRADES 7-12 
  
ROLL OF EXCELLENCE: To be on the roll of excellence students must be doing 
work not below 90 in any of the solid subjects enrolled. One must have a combined 
average of 94 or better when all grades are averaged. 
 
To be on the Roll of Excellence a student must have earned a grade of 94 or above 
in all subjects. 
 
HONOR ROLL: To be on the honor roll a student must not have a grade of below 
84 in any of the solid subjects. The overall average of the solid subjects must be 86 
or better. 
 
To be on the Honor Roll a student must have earned a grade of 86 or above in all 
subjects 
  
Any student who receives an "I" Incomplete in any subject is not eligible to be on 
the Roll of Excellence or Honor Roll. 
  
It shall be the responsibility of the superintendent to implement this policy. 
  
 
 



0611.07  GRADUATION REQUIREMENTS 
  
1.      Each student must complete the following requirements for graduation: 
  

1.1             English                40 Semester Hours 
                                                       to include English I, II, III 
1.2             Social Science              30 Semester Hours to include  

American History, World History, and Civics 
1.3             Mathematics                 30 Semester Hours 
1.4             Science                         30 Semester Hours 
      to include Physical Science and Biology 
1.5             Fine Arts                       10 Semester Hours 
1.6             Electives                        90 Semester Hours 
1.7             Practical Arts                 20 Semester Hours     

     to include Informational Technology I 
1.8             P.E. and/or Health         10 Semester Hours 
1.9     Speech       5 Semester Hours 
1.10     Personal Finance    5 Semester Hours 
 

Speech (5 sem hours) and personal finance (5 sem hours) are to be required courses 
starting with the Graduating Class of 2016 
  
2.    In order to graduate, the student must have 8 semesters of secondary attendance 

and be classified as a senior at the beginning of the school year in which the 
students wish to graduate. 

 
2.1 The Board of Education reserves the right to waive the eight (8) semester 

requirement if the student has 270 credit hours of work. 
2.2 If a student would like the Board of Education to consider a waiver of the 

eight (8) semester requirement, the student and/or his/her parent/guardian 
must be on the Board Agenda on or before the April regular meeting. 

 
2.3 The Board of Education decision is final. 
 
 
 
 
 
 
 
 
 
&
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Welcome Visitors 
Shelby - Rising City Public Schools would like to welcome parents & alumni to 
visit our buildings at any time.  During the school day, we ask that you check in 
through the front office so that we may keep track of who is visiting us and assist 
you as needed.  You are welcomed and encouraged to support our students by 
attending scheduled activities and athletic contests.  Students who do not 
attend SRCPS must have prior administrative permission to be on our campus 
during school hours. 

 

 

 

 

 

 

 

 

 

 

  

 

 

It’s Good To Be Drug Free…. 

Shelby - Rising City Public School is proud to be drug and alcohol free.  We 
take pride in providing age appropriate drug and alcohol education for our 
students.  Those who bring prohibited substances, as defined by the board of 
education, will be disciplined as appropriate by applicable law. 

Internet Safety Policy  

It is the policy of the Shelby - Rising City Public School District that access to the Internet 
provided by Shelby - Rising City Public School is expected to be used as an educational and or 
work-related resource and that such access shall be made available subject to such rules and 
regulations as may be established, provided that no use shall be permitted which in the 
judgment of the School Board is in any way prejudicial to the best interest of the school or in 
conflict with the Shelby - Rising City Public School Program of Services. 

Shelby - Rising City Public School reserves the right to refuse access to the Internet by ESU7 to 
anyone when deemed necessary in the public interest. 

Notice: 

The No Child Left Behind act requires districts that receive Title I funds to inform parents, of 
each student attending a Title I school, that they have the right to request information about the 
professional qualifications of both the teachers and the paraprofessionals who teach & work 
with their children.  This information is available from the school superintendent.  If your child 
is taught by a substitute teacher for four or more weeks you will be notified by the school. 
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In an effort to reduce paper and make this handbook more user friendly, many 
sections that have been copied from board policy in the past have been removed 
with a reference to the section in board policy that item can be found.  Our board 
policy can be accessed by either requesting a copy at school, or by logging onto 
our school website www.shelby.esu7.org and clicking on school board, then 
board policy.  Please ask a staff member if you have any questions. 
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Staff Listing 

 
Administration 
Chip Kay Superintendant 

Troy  Holmberg High Principal  
Denise Glock               Elementary Principal 

William Curry  Middle School Principal 

 
Guidance Counselor 
Sandy Voss              6-12 Counselor 
Kate Kloke  K – 5 Counselor 
 
Office Personnel 
Ada Noyd  Bookkeeper 
Matt Carley  Tech Coordinator 
Sue Topil  Secretary (Shelby) 
Janice Braasch Secretary (R.C.) 
Amy Pospisil  Secretary (R.C.) 
 
Nurse 
Michelle Sterup 
 
Kitchen Staff 
Patty Kelly   Manager 
Grace Kula  
Shelly Denbo    
Darla Frazier 
 
 
Custodians 
Ron Glatter  Head Custodian 
Michelle Gray  
Ken Kurynka 
 
 
 
 
 
 
 

 
Librarian 
Sherri Nielsen 
 
Resource Teachers 
Melanie Hoegerl K - 5 
Lori Ziemba  6 – 12 
Stacy Stewart K-12 Speech 
 
 
Paraprofessionals 
Brenda Alt 
Marche Augustine 
Penny Blohm 
Susan Doehling 
Genesis Einspahr  
Fran Gray 
Jeanne Kay 
Theresa Logan 
Cate Maslonka 
Melanie McKinney 
Patty Selden 
Karen Thomsen 
Maritza Velasco 
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Staff Listing (cont.)
 

Elementary Teachers & Email: 
Sarah Crane (Preschool)    scrane@esu7.org 
Kelsey Gabel (Kindergarten)   kgabel@esu7.org 
Suzanne Schultz (Kindergarten)   schultzs@esu7.org 
Sherri Georges (1st Grade)   sgeorges@esu7.org 
Ashley Arbuck (1st Grade)   apinneo@esu7.org 
Deb Doehling (2nd Grade)   ddoehli@esu7.org 
Cindy Sanley (2nd Grade)    csanley@esu7.org 
Mary Gillespie (3rd Grade)   mgillesp@esu7.org 
Nanci Deckert (3rd Grade)   ndeckert@esu7.org 
MeLinda Cromer (4th Grade)   mcromer@esu7.org 
Cindy Lorentzen (5th Grade)   clorent@esu7.org 
Jonathon Riggs (5th Grade)   jriggs@esu7.org 
Kelly Willis (Title I)    kmwillis@esu7.org 
Melanie Hoegerl (Special Education)  mlwilson@esu7.org 
Kate Kloke  (PE / Counseling)   kkloke@esu7.org 
 
Middle School Teachers 
 
Grant Gabel      ggabel@esu7.org 
Mike Jurgensen     mjurgensen@esu7.org 
Kari Samuels     ksamuels@esu7.org     
John Schoenrock     jschoenrock@esu7.org 
Turner Trofholz     ttrofholz@esu7.org 
Sara Wilson     swilson@esu7.org 
Kristen Wilton     kwilton@esu7.org 
 
High School Teachers 
Haley Bramhall      hbramhall@esu7.org 
Terry Chadek      tchadek@esu7.org 
Josh Cooley     jcooley@esu7.org 
Sarah Hernbloom    shernbloom@esu7.org 
Nicole Hilderbrand    hilderbrand@esu7.org 
Jerald Humlicek     jhumlice@esu7.org 
Rachel Isherwood    risherwood@esu7.org 
Mark Nebuda     mnebuda@esu7.org 
Lauren Rabourn     lrabourn@esu7.org 
Lynne Ruth     lruth@esu7.org 
Becky Schueth     bschueth@esu7.org 
Travis Weber     tweber@esu7.org 
 
District Staff 
Dennis Coleman (K-8 Vocal)   dcoleman@esu7.org 
Chris Gugel (5-12 Band)    cgugel@esu7.org 
Sherri Nielsen (K-12 Librarian)   shnielse@esu7.org 
Adam Nissan (K-5, 9-12 Art)   anissan@esu7.org 
Katie Parlane (K-12 ELL / HAL)   kparlane@esu7.org 
Stacy Stewart (K-12 Speech   sstewart@esu7.org 
Sandy Voss (6-12 Guidance Counselor)  svoss@esu7.org 
Lori Ziemba (6-12 Special Education)  lziemba@esu7.org 
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SCHEDULE

Daily Schedule (9-12) 

Monday –  Thursday    Friday 

1st Period:   8 :10 –  8:57  1st Period:  8:10 –  8:52 

2nd Period:  9:00 – 9:47  2nd Period:  8:55 – 9:37 

Homeroom: 9:50 –  10:00  3rd Period:  9:40 – 10:27 

3rd Period:  10:03 – 10:50  4th Period:  10:30 – 11:12 

4th Period:  10:53 – 11:40  6th Period:  11:15 – 11:57 

5A Period:  11:43 –  12:30  5A Period:  12:00 –  12:42 

5B Period:  12:13 –  1:00   5B Period:  12:30 –  1:12 

6th Period:  1:03 – 1:50  7th Period:  1:15 – 1:57 

7th Period:  1:53 – 2:40  8th Period:  2:00 – 2:42 

8th Period:  2:43 – 3:30  MAP:         2:45 –  3:30 

 

Daily Schedule (6-8) 

Monday – Friday 

1st  Period:   8:15 – 8:57 

2nd Period:   9:00 – 9:42 

3rd Period:   9:45 – 10:27 

4th Period:   10:30 –  11:12 

5A Period:   11:15 –  11:42 

5B Period:   11:45 –  12:27 

6th Period: 12:30 –  1:12 

7th Period:  1:15 – 1:57 

8th Period:   2:00 – 2:42 

9th Period:   2:45 – 3:12 

 

High School 

Middle School 
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It’s Time to Eat! 

 

Time   Class 
 

10:50 – 11:20  Kindergarten 
10:58 – 11:28  1st Grade 
11:06 – 11:36  2nd Grade 
11:14 – 11:44  3rd Grade 
11:22 – 11:52  4th Grade 
11:30 – 12:00  5th Grade 
   
  Middle School 
11:15 – 11:45  ‘A’ – Lunch 
11:45 – 12:15  ‘B’ – Lunch 
   
  High School 
11:40 – 12:10 
12:30 – 1:00 
 
11:57 – 12:27 

 ‘A’ Lunch 
‘B’ Lunch 
(Friday Time) 
‘A’ Lunch 

  12:42 – 1:12          ‘B’ Lunch 
 
Breakfast…. 
 

ü Breakfast is served from 
7:30 – 8:00.   

ü Students must sign up the 
day before. 

ü Students who sign up for 
breakfast will be charged 
for the breakfast unless 
they are ill on that day. 

 

Lunchroom Protocol: 

Ø All students must eat in the 
lunchroom. 
 

Ø School lunches are to stay in 
the lunch room. 
 

Ø Leave the area where you sit 
better than you found it. 
(Keep things neat and tidy, 
clean up spills, etc..) 

 
Ø K- 5th:  Wait for your teacher  

or paraprofessional to 
dismiss you back to class. 

 
Ø 6th – 12th:  Return to your 

classroom at the correct 
time. 

 
Ø Get permission to use the 

restrooms or if you need to 
leave the lunchroom for any 
reason. 

 
Ø Use words like “please” & 

“thank you” when talking to 
the cooks. 
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Being Here is OK! 

It is a proven fact that students are more successful when they attend regularly.  

IT IS YOUR RESPONSIBILITY  to communicate with your teachers should an 

absence occur.  IT IS YOUR PARENT’S RESPONSIBILITY  to notify the 
school each day, before 9:00 am,  you will be absent.   

 

 

  

ATTENDANCE Attendance Office 
Shelby – Sue Topil: 527-5946 
R.C – Amy Pospisil:  542-2216 

REMEMBER… 

ü You need to 
check in at the 
office before 
your return from 
an absence.   

ü Bring your 
excuse note, 
signed by your 
parents, if there 
was no call the 
day before. 

ü The office will 
not issue admit 
slips for a tardy 
to any class 
except for 1st 
period. 

ü NO NOTES 
COULD MEAN A 
TRUANCY  

Tardy Policy:  
 

For Elementary Students: 
Ø Be in your classroom by 8:10 
Ø Students arriving after 8:10 & before 8:55 are tardy. 
Ø Students arriving after 8:55 & before 11:40 are considered in attendance for ½ the day. 
Ø Students arriving after 11:40 or leaving before 11:40 (not returning that day) will be 

counted as a full day absence. 
Ø Students leaving after 11:40 without returning will be counted for ½ the day. 
Ø No absence is counted if students leave after 2:35 
* A parent meeting will be required for a student with more than 3 tardies during a 
quarter. 

 
Middle School and High School Students 

v A tardy is defined as not being in your assigned area when the tardy bell rings.  
Assigned areas are determined by each teacher. 

v A student reporting to school within the first fifteen (15) minutes of the first period of the 
school day without a pre-excused absence will be considered tardy.  A student that is 
more than fifteen (15) minutes late for the first period will be considered to be absent or 
truant for that period. 

v For periods two (2) through eight (8), any student who is less than five (5) minutes late 
to class following the tardy bell will be counted as tardy.  A student who is more than 
five (5) minutes late to class following the tardy bell may be counted as absent or truant.  
Failure to come to class without an admit slip, when needed, constitutes a tardy	
  or an 
absence.  If an administrator or a teacher keeps a student late, a pass should be written 
for the student to take to the next teacher. 

v Two (2) tardies per quarter per class will be allowed with no consequences. 
v On the third tardy, students will be assigned a lunch detention.  
v Subsequent tardies during the quarter will result in consequences assigned by the 

principal. 
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The Details of Being Gone… 

Ø The circumstances for all absences from school will be identified as School Excused or 
Not School Excused.  All absences, except for illness and/or death in the family, require 
advance approval. 

o School Excused:  The parent must provide the school documentation to 
demonstrate the absence was beyond the control of the parent or child.  This 
could include, but is not limited to documented illness, court, death of a family 
member, or suspension.   

o Not School Excused:  Parent acknowledged absences that include but are not 
limited to undocumented illness, vacations, and other situations where the 
parent notifies the school that the child will be gone.   

Ø Twenty absences that are not school excused will result in a report to the county 
attorney. 

Ø Students exceeding ten ‘Not School Excused’ days a semester jeopardize their 
opportunity to earn credits, or be promoted to the next grade level. 

Ø Students participating in school-sponsored activities under the direction of a school 
approved sponsor and representing SRCPS will be counted as ‘School Excused’. 

Ø Seniors are allowed up to two (2) days for college visitation per school year if the 
Guidance Office sets up the visit.  Juniors are allowed one (1) day during the second 
semester.  These days will count as ‘School Excused’.  Additional days must be 
approved by the principal. 

Ø In order to practice or participate in any activity held outside of school hours the 
student must be in attendance all day on the day of the activity.  A possible exception to 
this could be a pre-arranged absence approved by the principal.   

Ø Pre-Arranged absences are those absences for which the school and teachers are 
notified a minimum of one day in advance that the student will be absent. 

Ø Truancy will be defined as any absence without prior knowledge and/or permission of 
the school and/or parents.  Truant students will be subject to appropriate disciplinary 
action. 

Ø Exceptions may be made to the attendance policy, with the approval of the principal. 

ATTENDANCE 

Late Enrollment / Withdrawing from School: 

All absences may be transferred from the previous school(s) for that academic year.  
A barrier to attendance determination will be made based on cumulative absences. 
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Can I make up my work? 

In a word… Yes! 

• Students will have two (2) 
days from the date of 
their return to school 
following an absence to 
make up work missed.   

• Your teacher may require 
you to complete all pre-
arranged absence make-
up work before the 
absence (personal or 
school sponsored).     

• If you are absent on the 
day an assignment is due, 
you need to turn in the 
assignment on the first 
day of your return to 
school.   

 

Talk to your teachers if 
you need more time!  
(You can appeal the amount 
of time to makeup work with 
your principal.) 

ATTENDANCE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notification of ‘Not 
School Excused’ Student 
Attendance. 

The parent and/or guardian 
will be notified on the 4th, 6th, 
and 8th ‘not school excused’ 
absence per semester.  

On the 8th absence in a given 
semester, a barrier to 
attendance meeting will be 
scheduled between school 
officials, the student, and the 
parent or guardian.  The 
purpose of the meeting is to 
develop a collaborative plan 
to improve regular 
attendance. 

Twenty ‘not school excused’ 
absences will result in a letter 
sent to the county attorney. 
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Guidance 
Guidance Office 

Counselors:  Sandy Voss & 
Kate Kloke 

	
  

We are here to help! 

“We want to help you make the most effective use of your abilities 
and to set reasonable goals.  If you have a personal or social 
problem, want to talk about college, have an academic program 
question, or just need some friendly advise about being more 
successful in school, come in and let’s talk.  We are here to help!” 

   

Mrs. Voss & Ms. Kloke, Guidance Counselors     
 

Graduation Requirements & Registration Options: 
 
In order to graduate from Shelby - Rising City Public Schools, there are 
minimum requirements that must be met.  We will talk to you in more detail 
about this when you register for classes.  All of our graduation requirements 
are explained in board policy (611.07). 
	
  



11	
  
	
  

 

 

 

 

 

  

Academics 
Honors… 
 

ALL MIDDLE SCHOOL & HIGH SCHOOL 
STUDENTS who earn an ‘A’ in each class they 
take will have the distinction of being on the ROLL 
OF EXCELLENCE.  Students who earn either an ‘A’ 
or ‘B’ in each class they take will have the 
distinction of being on the HONOR ROLL.  This 
distinction will be awarded each semester. 
 

Valedictorian & Salutatorian… 
Students who attend SRCPS their entire Junior & 
Senior year are eligible for the honor of 
valedictorian & salutatorian.  Semester grades, by 
numerical percentage, for each student in all solid 
subjects shall be averaged (to the thousandths 
place) to determine class rank.  In case of a tie, the 
honor will be shared.  
 

What is a Solid Class? 

All classes offered at SRCPS are 
considered “solid” classes except for the 
following:  Band, Vocal Music, P.E., & 
Weights.  The grades from these classes 
will not be calculated to determine 
honors or class rank.   

Freshman & Sophomore must be 
enrolled in a minimum of 5 solid classes. 
 
Juniors & Seniors must be enrolled in a 
minimum of 4 solid classes. 
 

NHS – National Honor Society 
Shelby – Rising City Public School offers 
juniors and seniors the opportunity to be a 
part of the National Honor Society.   

Marking System (6 – 12): 

A numerical grade is assigned 
for all solid courses.  A letter 
grade is assigned for non-solid 
courses.   

98-100 A       
94-97  A-      
91-93  B+ 
88-90  B 
86-87  B- 
83-85   C+ 
80-82  C 
78-79  C- 
75-77  D+ 
72-74  D 
70-71  D- 
0 – 69  F 
 

Marking System (K-5): 

Kindergarten & 1st Grade: 
“E” = Excellent 
“S” = Satisfactory 
“N” = Needs Improvement 
“I” = Improving.  

 
2nd Grade – 5 th Grade 
 
94 – 100  A 70 – 77  D 
86 – 93    B 0 – 69    F 
78 – 85    C 

Are you a High Ability Learner? 

SRCPS offers a fun program for students 
who qualify as a high ability learners.  To 
find out if you qualify ask our guidance 
counselor for more details! 
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Academics 

Weekly Eligibility:  

Starting the third week of each 
semester, all 7th – 12th grade students 
will undergo an “eligibility” check each 
Monday. 

Two or more “F’s” or One “F” two 
weeks in a  row = Ineligible to 
participate in all school related 
activities for seven days (Tuesday – 
Monday).  The activity sponsor will 
determine if an ineligible student is 
allowed to attend practices, use 
practice time to study, or study at 
home. 

My Head is Barely Above 
Water!!! 

If you are failing or even close 
to failing, stay in good 
communication with your 
teachers.  They will help you 
with good advice to improve 
your situation. 

Summer School: 

If you failed a class, and want 
to make it up by taking 
summer school, see the 
guidance counselor for more 
details.   

Adding or Dropping a Class: 

Students who wish to drop or add a class must do so by the second week of the current 
semester.  Requests can be made with the guidance counselor (there is a form to fill 
out).  The principal will make the final decision for a request to be granted or denied. 

 NO P.E. for me…. 

Excuses to keep a student out of P.E. (without 
penalty) must be accompanied by a doctor’s 
written excuse.  The teacher may assign you an 
alternative way to earn points for that day.  

504 Child Find Notice 

Pursuant to Section 504 of the Rehabilitation Act of 1973, the District has a duty to 
identify, refer, evaluate and if eligible, provide a free, appropriate public education to 
disabled students.  For additional information about the rights of parents of eligible 
children, or for answers to any questions you might have about identification, 
evaluation and placement into section 504 programs, please contact Mr. Kay at 527-
5946 ext. 5004 or by e-mail at ckay@esu7.org. 
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There are a lot of details regarding student health, emergency care & 
precautions, required immunizations, and other areas our school nurse assists 
us with on a day-to-day basis. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Student Health 
School Nurse: 

Michelle Sterup 
527-5946 ext. 5009 

Let’s Get Physical… 

All students must have evidence of 
a physical exam prior to enrolling in 
Kindergarten & 7th Grade.   

Transfer students at every grade 
level will need to provide evidence 
of a physical exam. 

(If your family objects to this, there is a 
process in board policy to follow.) 

Emergency Care: 
 

o We will always attempt to 
notify parents when a student 
becomes ill or injured.  

o We will not send students 
home without parental 
permission. 

Medication in school 

Here is some of what you need to know about bringing medication to 
school 

FILL OUT A FORM (There is a form in the back of this handbook you need to fill 
out and return to the office before you will be allowed to bring any medicine to 
school.) 

1. MEDICINE MUST BE IN A PROPERLY LABELED CONTAINER 
(Pharmacists will often provide two containers, home & school, upon request.) 

2. MEDICINE STAYS IN THE OFFICE – NOT YOUR LOCKER! You are not 
allowed to keep things like aspirin, prescriptions, or other types of medicine in 
your locker.  Everything will be kept safe in the office and we will make 
arrangements for you to get what you need when you need it. 

Student Insurance: 
 

SRCPS carries only catastrophic 
insurance & insurance for 
students riding the bus.  Students 
who participate in sports / 
activities must have their own 
insurance. 
 



14	
  
	
  

The Shelby - Rising City Public School Board of 
Education and its staff believe that every student has 
the right to a school environment conducive to a good 
education. While it is impossible to design a rule for 
every situation, a thorough set of guidelines have been 
established which provide a basis for dealing with 
disciplinary problems. 

Please remember that you are responsible for your actions. You will need to accept the 
consequences if your actions break school rules. At any time you may be counseled by 
teachers or administrators regarding your behavior. If this occurs, please accept their 
advice as valuable and understand that their intent is to help you. Your attitude toward 
school will play a large role in determining how well you do in school. 

Here are some examples of different types of behavior, along with the consequences, that 
are unacceptable at SRCPS. Please do your part in contributing to the success of our 
school, not taking away from it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

Alcohol and / or Drugs:  The use or possession 
on school grounds or at school functions.  
MANDATORY REPORTING TO LAW 
ENFORCEMENT. 
1ST Offense:  Maximum 15 days OSS. 
2nd Offense:  Recommendation of Expulsion 
 
Cheating:  Copying someone’s work and passing 
it off as your own original work, or allowing your 
work to be copied by someone else who then 
passes it off as their own original work.  (The 
student may, in writing, appeal any loss of credit 
due to cheating to the Principal.  That decision will 
be binding.) 
Each Offense:  Office Referral Written.  Zero on 
any copied work.  The teacher will have the 
discretion to allow the student the opportunity to 
do the assignment or an alternative assignment 
with a maximum grade of 70%.  Additional 
administrative action may be taken. 
 
Disorderly Conduct:  Insubordination, vulgar 
language, or behavior that impedes the learning 
environment, causing a student to report to the 
principal’s office. 
Each Offense:  Maximum 5 days OSS 

 
 
 
 
 
 

Discipline 

Definitions: 

In School Suspension (ISS):   The 
student will attend school, but will be placed 
in isolation from the general student body.  
The student will NOT be allowed to take part 
in or attend any school activity, including 
sports.  The student is expected to complete 
all work assigned & WILL receive credit for 
all completed work. 

Out of School Suspension (OSS):   
The student will NOT attend school, nor will 
they be allowed to be on school property or 
at school related activities.  The student is 
expected to complete all work assigned and 
WILL receive credit for all completed work. 

Expulsion:  The student will NOT attend 
school, nor will they be allowed to be on 
school property or at school related 
activities for the period of time determined 
by Nebraska statutes.  The student will NOT 
be assigned work, nor will they receive 
credit.  The student will be excluded from 
attendance in all schools in the system for a 
period not to exceed the length set by 
Nebraska Law. 
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Definitions (Continued): 

Emergency Exclusion:  Exclusion for 
an initial period of up to 5 days for reasons 
of health danger to the person, or disruptive 
conduct. 

Mandatory Reassignment:  The 
Shelby - Rising City Board of Education 
reserves the right to reassign students to 
more restrictive settings.  This placement 
may be in the Shelby - Rising City School 
Structure, or it may be out of the district. 

Student Activities:   Students who earn 
ISS or OSS are not allowed to participate or 
attend student activities.  This includes 
activities such as NSAA sponsored events, 
field trips, cheerleading, prom, being a 
candidate for any office or honor.  The 
principal will make the final determination if 
a specific activity qualifies. 

 

Fighting:  Engaging in or threatening physical 
contact for the purpose of inflicting harm on another 
person (not a pushing match).  MANDATORY 
REPORTING TO LAW ENFORCEMENT. 
1st Offense:  Minimum 5 days OSS for all students 
involved in the fight. 
2nd Offense:  Minimum 15 days OSS. 
3rd Offense:  Recommendation of Expulsion. 
 

Truancy:  The absence of which the parent is not 
aware at the time you are not at school.  Parent 
awareness must be before the absence, not after the 
fact. 
1st Offense:  Maximum of 2 days ISS with 
additionally assigned detention time.   
2nd Offense:  2 -5 days ISS with additionally 
assigned detention time.  
3rd Offense:  A meeting with the parent and 
principal will be held to determine appropriate 
consequences which could include credits being 
withheld at the end of the semester.   
 

Bullying / Harassment:  Behaviors that are 
found to be threatening or disturbing towards 
another person.   
Each Offense:  Maximum 5 days OSS 
 
*** Incidents that would classify as sexual 
harassment may carry more severe 
consequences.   

Possession or Use of Tobacco on 
School Property or at School 
Functions:   
1st Offense:  Maximum 5 days OSS 
2nd Offense:  Maximum 15 days OSS 
3rd Offense:  Recommendation of Expulsion 
 

Striking or Hitting a Staff Member:  
MANDATORY REPORTING TO LAW ENFORCEMENT 
1st Offense:  Immediate OSS.  Recommendation of 
Expulsion 
 

Vandalism and/or Theft:  MANDATORY 
REPORTING TO LAW ENFORCEMENT 
1st Offense:  Maximum 5 days OSS 
2nd Offense:  Maximum 15 days OSS 
3rd Offense:  Recommendation of Expulsion 
 

Violent Behavior / Threats of Physical 
Harm to Students or Staff:  The principal 
must believe there was a true threat to classify the 
incident under this category.  All incidents under this 
category will require MANDATORY REPORTING TO LAW 
ENFORCEMENT. 
1st Offense:  Maximum 5 days OSS 
2nd Offense:  Maximum 15 days OSS 
3rd Offense:  Recommendation of Expulsion 
 

Electronic Device Misuse:  Cell phones  & 
other electronic devices must be turned off and kept out 
of sight during the school day. 
1st Offense:  Office Referral Written.  Parent 
notified, device returned to student at the end of 
the day. 
2nd Offense:  Office Referral Written.  Parent 
notified, device will be returned to the parent, & 
detention assigned. 
3rd Offense:  Office Referral Written.  Parent 
notified, device will be returned to the parent, 
meeting with parent will be held to discuss future 
consequences, & detention assigned. 
 
 
 
 
 
 
 
 
 
 
 
 
 

L ist  of  Unacceptable Behaviors –  
Too Many to List:  

The principal will decide appropriate 
consequences for situations not 
mentioned in the previous pages.  A list of 
board approved actions the principal can 
take are outlined in board policy. 
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Suspension Procedures: 

Short  Term (1-5 days) Suspension: 
The principal may suspend a student up to 
5 school days for conduct which 
constitutes grounds for expulsion under 
the law, or violates the rules of the Board 
of Education and/or the school. 
1. The principal will investigate 
2. The student will receive oral or written 

notice of the charges and reason for 
the suspension.  They will also be told 
the basis of the evidence used to make 
the decision. 

3. The student will be given the 
opportunity to present their version of 
the story. 

4. An attempt to notify parents will be 
made within 24 hours. 

5. A conference for re-entry to school 
may  take place with parents 

 
Long Term (6-15 days) Suspension: 
On the date of the decision, a written 
charge and a summary of the evidence 
supporting such charge shall be filed with 
the superintendent.  The school will, 
within two days after the decision, send 
written notice by registered or certified 
mail to the student and his or her parent 
or guardian informing them of the rights 
established under State Law 79-254 & 79-
296.  Refer to board policy for an outline of 
what will be included in the letter. 
 

Request for a Hearing Procedure:  

If you have been suspended and request a 
hearing, it must be done within five (5) 
school days after receipt of notice is given.   

 

NO Bul lying at SRCPS 

One of our missions at SRCPS is to 
provide a physically safe and 
emotionally secure environment for all 
students and staff.  Positive behaviors 
such as cooperation, teamwork, 
understanding, acceptance of others, & 
being patient with others are to be 
encouraged at school and school related 
events.   

Inappropriate behaviors such as 
bullying, intimidating, & harassment will 
be discouraged and dealt with in an 
appropriate manner. 

Here is a good rule  to follow:  
Treat others the way you would 
l ike to be treated! 

Treat  Subs  with  Respect!! ! 

Students, staff, and guests to our 
building will treat our substitute 
teachers with the same respect & 
cooperation given to our regular 
teaching staff. 
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Our 4 school rules are: 

♦ Be	
  Responsible	
  

♦ Active	
  Learning	
  

♦ Respect	
  Others	
  and	
  school	
  

♦ Keep	
  Safe 

  
These  4  rules  apply  to  all  areas  of  the  school  
building  and  grounds  
  
Students	
  earn	
  ‘Positive	
  Paws’	
  for	
  positive	
  behaviors	
  

‘Paws’	
  are	
  posted	
  and	
  sent	
  home	
  to	
  parents	
  

‘Paws’	
  can	
  be	
  given	
  out	
  by	
  any	
  staff	
  members	
  

Drawings	
  are	
  held	
  monthly	
  for	
  the	
  students	
  &	
  staff	
  to	
  win	
  
prizes	
  for	
  their	
  positive	
  behavior!	
  
	
  
Consequences	
  are	
  given	
  to	
  students	
  non-­‐compliant	
  
behaviors.	
  	
  These	
  fall	
  into	
  2	
  groups,	
  minor	
  and	
  major	
  
according	
  to	
  the	
  definitions	
  within	
  the	
  program	
  guidelines.	
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Riding the School Bus:  (SAFETY FIRST!!!) 

ü Permission to be picked up or dropped off at any point other than where the student 
normally boards must be made in writing by the student’s parent or guardian.  Bus 
drivers will not be allowed to deviate from the established route without consent from 
the transportation supervisor or an administrator. 

ü It is the responsibility of the student to be at the pick-up point when the bus arrives.  If 
the student is not there, the driver will sound the horn, wait one minute, and then 
proceed on the route unless otherwise signaled. 

ü Observe the same code of conduct as in the classroom. 
ü Let the bus driver concentrate on the road (COOPERATE WITH YOUR BUS DRIVER). 
ü Keep the bus clean and tidy. 
ü Stay quiet when approaching and stopping at railroad crossings. 
ü NO food or drink (unless approved by the bus driver). 

It  is very important to remember that the Bus Driver is  in  charge.  

Like the teacher in the classroom, the Bus Driver is the adult in charge and has rules that 
need to be followed for the student’s safety.  The driver has the same authority as a 
teacher in a classroom and must be respect3d as such.  Please remember that the main 
job of the driver is to drive the bus safely.  Even with rules and seating assignments set in 
place, things can happen on the bus that the driver will not see.  Should an issue arise that 
you are concerned about, please talk with your driver right away.  He or She will be more 
than happy to assist. 

If  discipline becomes necessary… 

The driver will follow the PBiS school wide model of discipline.  The driver will assign 
permanent seating as necessary.  The driver will report to the Principal any passenger 
misbehavior of a severe or consistent nature in any manner consistent with the Principal’s 
directive. 

Riding the bus is a privilege.  Don’t lose that privilege by making poor choices during your 
time on the bus.  The bus driver will never refuse to pick-up, deliver, or drop off an 
approved passenger unless permission to ride the bus has been denied in writing by the 
Principal.   
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F.Y.I. 
This section of your handbook is devoted to various 
details you need to know to help make your year a 
smooth one.  Please take the time to read through 
this section and ask questions if something seems 
unclear.  A table of contents just for this section has 
been included to help you find a particular item 
quick and easy.   

Table of Contents: 

1. Activities…………………………………………      pg. 21  
2. Participation Rules for Activities…………… pg. 21 
3. Arriving Before School……………………….. pg. 21 
4. Care of School Property……………………… pg. 21 
5. Cell Phone & Other Electronic Device Use.. pg. 21 
6. Change of Address……………………………. pg. 21 
7. Copy Machines……………………………….... pg. 21 
8. Directory Information…………………………. pg. 22 
9. Dress Code……………………………………… pg. 22 
10. Senior Trip………………………………………. pg. 23 
11. Smoking, Drinks & Food……………………… pg. 23 
12. Fund Raising……………………………………. pg. 23 
13. Inclement Weather & School Dismissal…… pg. 23 
14. Lockers………………………………………….. pg. 23 
15. Lunch Program…………………………………. pg. 24 
16. National Honor Society ………………………. Pg. 24  
17. Parent – Teacher Conferences……………… pg. 25 
18. Parent Visitations………………………………. pg. 25 
19. Teacher Qualifications………………………… pg. 25 
20. Parking…………………………………………… pg. 25 
21. Payment of Student and Group Fees………. pg. 25 
22. Posted Materials………………………………… pg. 25 
23. Prom & Banquet………………………………… pg. 25 
24. Public Display of Affection……………………. pg. 26 
25. Riding the Bus to Attend School Activities… pg. 26 
26. Classroom Supplies List (6-12)………………. pg. 27 
27. Students as Spectators……………………….. pg. 27 
28. Child Abuse……………………………………… Pg. 27 
29. Visits by Children………………………………..  pg. 27 
30. What to Do When a Problem Arises…………. pg. 27 
31. Student Fees Policy……………………………. pg. 28 
32. Concussion (Return to Learn Protocol)…… pg. 28 
33. Parental Custody Information……………….  Pg. 28 

* Elementary Specific Items begin on page 29. 
** Student Activity Handbook begins on page 36. 
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1. ACTIVITES 
Students are encouraged to take part in school-sponsored activities.  These activities offer 
students a wide variety of learning experiences.  Because classroom learning takes 
priority over activities, please remember to not get involved in too many activities at the 
same time.  Your top priority is to keep your grades up.  Regular school rules will be 
followed while participating.  Regular attendance at practice is required (exceptions 
include family emergencies, illness, or prior permission being granted by the teacher or 
coach). 

 
2. PARTICIPATION RULES FOR EXTRA CURRICULAR ACTIVITIES 

Our students who represent Shelby - Rising City Public School in interscholastic or 
extracurricular activities must meet the eligibility rules of the NSAA (Nebraska School 
Activity Association), and of Shelby - Rising City Public School.  While most of the rules are 
“common sense” it is important that you are familiar with all of them.  

 
3.  ARRIVAL BEFORE SCHOOL 

Students should not arrive at school before 7:55 a.m.  Students who arrive between  
7:55 a.m.  --  8:10 a.m. should report to their respective areas: 

• Elementary students should remain in the front hallway. 
• Middle School students should report to the lunchroom. 
• Secondary students should report to the Commons Area, the Front Hallway, 

or their assigned classrooms.  Students may not congregate at their lockers.  
The West Gym is closed before school starts. 

 
4.  CARE OF SCHOOL PROPERTY 

Pupils are liable for lost items and damage to school property.  This includes laptops, 
books, athletic equipment, music equipment, windows, bus seats, etc.  When a 
student is being provided with school property of a significant value, which may 
easily be unintentionally damaged, the parent may direct school personnel that the 
student not be given the item. 
 

5.  CELL PHONE & OTHER ELECTRONIC DEVICE USAGE 
Students must keep their cell phones and other electronic devices turned off & out of 
sight during the school day.  Exceptions to this rule must be approved by the 
principal in advance.  The student may lose the privilege of bringing a phone 
to school.  Additional consequences could incur if  students do not 
comply with teacher requests to turn over their phone. 
 

6.  CHANGE OF ADDRESS 
Parents should notify the office immediately of any change of address, phone 
number, or family doctor.  All unlisted numbers will be kept confidential. 

 
7.  COPY MACHINES 

A copy machine is located in the library for student use.  The cost  per page is 10 
cents.  Students may not use any other copy machine located in the school building 
without permission. 
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8.  DIRECTORY INFORMATION 
It shall be the policy of Shelby - Rising City Public School District, when requested by military 
recruiters, college recruiters, and other persons who have a legal right to receive such 
information, to disclose the following as routine directory information pertaining to any past, 
present, or future student who is, has been, or will be regularly enrolled in the District: 

Name 
Address, if otherwise publicly listed 
Telephone number, if otherwise 
listed 
Date and place of birth 

 
Grade 
Height 
Weight 

 
9.  DRESS CODE  

Good personal appearance is conducive to a positive learning atmosphere.  It is each student’s responsibility 
to come to school clean and neatly dressed.  Apparel must meet with health and safety codes, be in good 
repair, and not interfere with the educational process.  Any questions concerning appropriateness of dress will 
be handled on an individual basis. 
 
The school administration and teachers will continue to encourage all to behave and dress in a fashion that 
reflects good taste and a style appropriate for a school day or school activity. 
 
The final decision in those situations of disagreement will be resolved by the school administration. 
 
In addition to the above guidelines the school will not approve the following items and/or method of grooming.  
This list is not inclusive of all items that may be excluded: 
1. Clothing which is soiled, torn or ragged. 
2. Articles which could cause damage to individuals or property (i.e. chains) 
3. See-through clothing or clothing that is excessively revealing such as bare back, low cut or mid-riff, tank 

top with deep armholes, shirt unbuttoned to show sport bra underneath, muscle t-shirts, halter tops, mesh 
tops, strapless tops, and abbreviated miniskirts or shorts or any other type of clothing that exposes 
undergarments. 

4. Bare feet. 
5. Printed wording or pictures on clothing that advertise or promote alcohol, tobacco or drugs, logos and 

trademarks, or carry derogatory or sexual connotations, or shirts with emblems, working or phrases which 
are considered to have “double” meanings or other objectionable material. 

6. No hats, caps or sunglasses will be worn in the building during school hours. 
7. Coats intended to be worm as outerwear may not be worn inside the classroom. 
8. No undergarments are to be showing. 
9. Clothing identified by police and other law enforcement agencies that are associated with gang’s i.e. 

sagging pants, long baggy coats, specific colors associated with a gang, bandanas. 
 
 Building administrators have the authority to deem inappropriate articles of clothing, 
 which violate the intent of this policy but may not be specifically addressed above. 
 

It is the responsibility of the parents to see that school appropriate dress is worn.  However, school officials 
may decide a student is in violation of the dress code.  A student who violates the dress code is expected to 
change their clothing.  A student who refuses to change their clothing will be sent to the principal immediately. 

 
 Students who are not in compliance with the dress guidelines will be sent to the office.  In instances of 
 inappropriate dress, students will be asked to change into a school appropriate garment provided by the 
 school or will be sent home to change.  Violation of the dress code will  result in the following disciplinary 
 action: 
 
 1st Offense – Written warning and school-provided change of clothing 
 2nd Offense- Notification of Parents and a 30 minute detention 
 3rd Offense- One( (1) day In-School Suspension and Parents notified 
 
 Legal Reference:  Hines v. Caston Sch. Corp. 651 N.E.2D 330 (1995) 
    Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988) 
    Bethal School Distrtic v. Fraser, 478 U.S. 675 (1986) 
    Tinker v. Des Moines Ind. Comm. Sch. Dist., 393 U.S. 503 (1969) 
 
 Cross Reference: 501 Objectives for Equal Educational Opportunities for Students 
 
 

 



23	
  
	
  

10.  SENIOR TRIP 
 No overnight senior trip for Shelby - Rising City Public School will be permitted.  

Only graduating seniors, who have completed all necessary requirements as defined 
by the Principal, will be permitted a one day activity trip within 100 miles of Shelby - 
Rising City.  The trip must have the Principal’s approval.  Seniors must depart from 
and return to Shelby - Rising City on the same day.  All other costs shall be absorbed 
through senior class funds or personal funds.  The date selected for the activity trip 
shall be in the final 10 days of senior classes and prior to commencement.   

 

11.  SMOKING / DRINKS / FOOD   
Smoking is prohibited in the school building and on school grounds. 
During the normal classroom situation students shall not consume food or beverage 
during scheduled classes.  
Food may not be eaten or drink consumed on regular routes on the school bus 
without permission from the driver.  Food and drinks may be consumed on field or 
activity trips at the sponsor’s discretion.  Unless approved by the principal, the only 
place in the school building where food and beverages may be consumed is in the 
Cafeteria during the school day. 

12.  FUND RAISING   
The freshman, sophomore, and senior classes may have only one (1) out-of-school 
fund-raiser per school year.  The junior class may have two (2) out-of-school fund-
raisers per year.  Classes & organizations may have fund-raisers such as soup 
suppers, etc. with administrative approval.   
 

13.  INCLEMENT WEATHER AND SCHOOL DISMISSAL 
When school has to be dismissed or called off because of stormy or severe weather and 
in other cases of emergency, the public announcement will be made via School-Reach, 
radio (KTTT 93.5, KLIR 101.1, KZ 100, www.krvn.com), and TV (Channel 8 KLKN, 
Channel 10 KOLN). 

Activity practices and/or student activities scheduled the same day as snow/ice 
dismissal shall be automatically canceled.  Practices may be held after late starts if 
the school day is completed.  Practices related to other early dismissals and/or late 
starts may be scheduled at the discretion of the A.D./Superintendent.  Games may be 
played/not played on weather affected days at the discretion of the 
A.D./Superintendent.  The Superintendent shall have final determination in all cases 
except automatic cancellations. 

14.  LOCKERS 
Each student, in grades 4 through 12, is assigned a locker.  Students may provide 
their own padlock or they may use one provided by the office. Students who lose a 
lock issued by the office will be charged a $5.00 fine.  Students must use the locker 
assigned and keep their clothing, books, and other supplies there.  Book bags are 
to remain in lockers during the day. 

The student is urged not to bring large amounts of money to school or items of value 
which might be stolen or lost.  The school cannot assume responsibility for books or 
other articles lost or stolen.  All clothing, gymnasium shoes, notebooks, etc., should 
be carefully marked so they will be identified in case they are lost. No items may be 
stored on top of lockers.  Lockers are to be kept neat and clean.  All lockers are the 
property of the school and may be opened at any time by school authorities. 
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15.  LUNCH PROGRAM 
Student lunches and seconds are to be paid for in advance of their consumption with the 
allowance of one meal charged. 

16.  NATIONAL HONOR SOCIETY  
Shelby - Rising City Public School will sponsor a Chapter of the National Honor Society by 
developing local procedures that are in accordance with the National guidelines. 
Principal:  Appoints a faculty member to serve as sponsor and other faculty to serve as 
council members for the NHS.  The principal is in attendance at all council meetings as a non-
voting participant. 
Sponsor:  Faculty member who is appointed to serve as advocate for the Shelby - Rising City 
Chapter of NHS.  The sponsor is in attendance at all council meetings as a non-voting 
participant.  Sponsor duties include but are not limited to: organize all Chapter activities, 
including election, disciplinary and dismissal procedures, chair all Faculty Council meetings, 
and anything else that pertains to NHS. 
Faculty Council:   A 5 member faculty team who is responsible for voting on matters 
pertaining to the Chapter, including election, discipline and dismissal of members. An 
individual faculty member serves in two year blocks of time and membership on the team is 
rotated through the secondary faculty.   
Candidates:  Any Shelby - Rising City 11th, or 12th grade student who meets the criteria.  
Criteria for Membership: 
Scholarship:  The member must maintain a minimum grade point average (GPA) of 93%. 
Service:  The member upholds scholarship and is loyal to the school, participates in some 
outside activity (scouts, church, volunteer work in school, home or community), works well 
with others while assuming difficult responsibilities, cheerfully renders requested service to 
the school, represents the class or school in inter-class or inter-school activities, does 
committee work without complaining, shows courtesy by assisting visitors, teachers, and 
students. 
Leadership:  The member promotes school activities, influence peers in upholding school 
ideals, improves civic life in the school, has a positive attitude, inspires positive behavior in 
others, holds office or other positions or responsibility , is dependable and accepts 
responsibility, demonstrates leadership at home, school, work, and community. 
Character:  The member takes constructive criticism willingly, exemplifies desirable qualities 
of behavior, upholds principles of morality and ethics, cooperates and complies with school 
regulations, demonstrates honesty and reliability, shows courtesy, concern and respect for 
others, observes school instructions and rules, is truthful and avoids cheating, actively works 
to rid the school of negative influences. 
Selection Process:  At the end of the first semester, the guidance counselor will inform the 
Sponsor of all students (in 11th or 12th grade) who have a minimum GPA of 93%.  These 
students will be informed by the Sponsor that they meet the scholarship criteria and are asked 
to complete a questionnaire indicating their desire to be selected as a member of NHS.  All 
students who complete the questionnaire and return it to the Sponsor are next evaluated by 
the entire faculty, who will indicate if they support the student for NHS membership. The 
Faculty Council will conduct an interview with each of the candidates prior to final selection.  
The student questionnaire, the interview and the faculty response are then evaluated by the 
Faculty Council.  The Faculty Council will make their decision on the applicant’s candidacy by 
having each Council member assign a number value from 1 to 10 for each criterion: 
scholarship, leadership, service, character and the interview for each applicant.  The minimum 
value given for scholarship is determined to be 8.  Those students whose point total averages 
40 or above will receive a letter notifying their selection for membership. A parent and student 
meeting will take place prior to the candidate submitting a letter of acceptance or refusal into 
the organization. Initiation will be in January or February and students become active NHS 
members after the initiation ceremony. 

 
Disciplinary Procedure:  A member, who fails to adhere to all criteria will be subjected to 
the NHS members predetermined point system that will be used to help the Faculty Council 
determine when a member needs to receive a warning or possible dismissal from NHS.  If a 
candidate accumulates less than half the points for dismissal in a year, the points accumulated  
will be dismissed and a clean slate will occur for the next school year.  If a member has 
accumulated one-half or more of the points that could lead to dismissal, those points will be 
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rolled over into the new school year for returning students.  
A member who fails to adhere to all criteria may be dismissed from the Chapter by a vote of the 
Faculty Council.  Members will not be dismissed from NHS without receiving a written warning 
from the Sponsor identifying and detailing the deficient criteria.  The decision to issue a 
warning will be by majority vote of the Faculty Council or a predetermined point accumulation.  
In the case of scholarship, a warning will be issued if a member’s accumulative average falls 
below 93%.  The member must raise the average to 93% or above by the following semester’s 
grading period to remain a member.  If other criteria are not being met, a member will not be 
allowed a second violation of the indicated deficiency, nor would they be allowed other 
additional deficiencies.  A vote for dismissal does not require a second warning before the 
Council can act on the dismissal.  The Sponsor will give the member written notification of the 
action of the Council. Exception: No warning is required if a member is guilty of, or confesses 
to, violating school rules that require a long term suspension or an expulsion also, no warning 
is required if a member is found guilty of, or confesses to, any action of flagrant violation of civil 
laws or school laws. 

 

17.  PARENT - TEACHER CONFERENCES 
Parent-Teacher Conferences will be held twice a year.  

 
18.  PARENT VISITATION 

Routine visitation by parents is encouraged by the school.  Teachers are encouraged 
to invite parents to discuss problems regarding students. The Principal should be 
informed of serious difficulties that require parental involvement and should always 
be involved when parents come to school with a serious school problem.  The 
Principal is to be given prior notice when patrons or parents visit the school, meet 
with the Principal, visit classes,  etc., to allow school officials time to make necessary 
preparations. 

 
19.  TEACHER QUALIFICATIONS 

Parents have the right to know the classroom qualifications of their child’s teachers.  
If you wish to know the classroom qualifications of your child’s teacher, please 
contact the building principal. 

 
20.  PARKING 

Students are asked to park in the Northwest parking lot using the angled parking 
spaces.  If a student believes it necessary to parallel park, they are asked to stay 
towards the west end of the parking lot.   

21.  PAYMENT OF STUDENT AND GROUP FEES 
• See Student Activity Handbook (It is attached behind this section). 

 
22.  POSTED MATERIAL 

Any materials posted in the halls or outside the lockers must have administrative 
approval.  Materials may be posted on lockers and the walls of the hallway. 

23.  PROM AND BANQUET (Junior -  Senior) 
The following are guidelines that students must follow:

a. As hosts of the prom and banquet, juniors attending the event are expected to 
remain in attendance until it is over.  All juniors and seniors may invite their 
dates to the banquet.  There will be a $15.00 charge for any date that is not a 
Shelby - Rising City Junior or Senior.  There will be no charge for any Shelby - 
Rising City Junior or Senior.  Admission for students who are not invited to the 
banquet but wish to attend the dance is $5.00 per person.  Only Shelby - 
Rising City High School students and their dates are allowed to participate in 
the dance.   Dates may be no younger than a high school freshman, and no 
more than two years out of high school.  There will be no admission charge for 
anyone who just wishes to view the grand march and coronation. 
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b. All students attending the prom and banquet should enter the building 
through the North front door.  Any junior or senior is free to leave and then 
return to the banquet or prom but all students participating in the dance are 
asked to be in attendance by 8:30 and then they will be required to remain in 
attendance.  Any arrivals after 8:30 will be handled on a case-by case basis by 
the Principal.   

c. A Breathalyzer test will be conducted by Polk County authorities for all Shelby 
- Rising City students and their dates who will be attending the dance.  If a 
student or date tests positive for alcohol, they will not be allowed to attend the 
dance and will be removed from the premises and dealt with by authorities. 
The school has the right to check purses, coats, etc. for illegal/disruptive 
items. 

d. All faculty assigned to work with junior or senior students will be invited to the 
banquet free of charge.  Parents will not be asked to help supervise the 
banquet and dance, they will be free to enjoy the events without any 
additional responsibilities. 

24.  PUBLIC DISPLAY OF AFFECTION 
Public Displays of Affection (PDA) are not appropriate during the day or at school 
related activities.  Some examples of inappropriate behavior include kissing, 
excessive hugging, and sitting on laps.  Staff members will address those involved in 
the PDA.  Disciplinary consequences may be assigned. 

25.  RIDING THE BUS TO ATTEND SCHOOL ACTIVITIES 
Students who participate in out-of-town school sponsored activities are to ride the bus or any 
mode of transportation specifically approved by the Principal.   

The students will ride the bus, or approved transportation, from school to the activity.  He/She 
will return to Shelby - Rising City Public School on the same transportation unless the following 
procedure is followed: 

Parents who wish to take their student home from an activity must see the activity sponsor in 
person as well as give him/her written consent to release the student.  THE SHELBY - RISING 
CITY PUBLIC SCHOOL IS THEN NO LONGER RESPONSIBLE FOR THE STUDENT.  (The 
catastrophic injury insurance policy carried by the school will no longer be in effect.) 
When permission is granted to a student by the parents for their child to ride with another 
parent, the following procedure will be used: 

• The parents of the child riding with another parent must also contact the sponsor one   
day in advance of the activity.   

• The parent who takes the responsibility of taking another child from a school activity 
is also to contact the sponsor one day in advance of the activity either in person or by 
telephone. 

•  The sponsor of each activity and the Shelby - Rising City Public School will not be 
responsible for any student once they have left with their parent or another parent. 

•  Before a student is released from the sponsor’s custody, a written consent must be 
given to the sponsor as well as making contact by phone or in person. 

•  When Shelby - Rising City Public School is involved in an activity, the sponsor is 
generally busy directing the activity.  Parents will have to find the sponsor and take 
care of checking their student out.  Only the sponsor of the activity should be 
contacted as he/she is the person directly responsible for the student.  Another 
teacher or administrator should NOT be contacted to communicate removal of a 
student from the bus. 

•  Parents should contact the activity sponsor rather than asking the sponsor to contact 
them.  As the sponsor may be unable to get back to the parent, it is best that he/she 
take care of the contact with the sponsor in person or by phone. 

•  Consent forms are available in the office and may be picked up by the student to take 
home and have completed by the parent.  
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26.  CLASSROOM SUPPLIES LIST 
Each student should bring basic school supplies to school each day.  Basic items include 
notebooks, paper, pens, pencils, and erasers.  The elementary supply list is included in this 
section. 

 
27.  STUDENTS AS SPECTATORS 

All students should demonstrate appropriate behavior during activities and contests.  All 
students are asked to show good sportsmanship.  Students who do not comply (or are causing 
disruptions) may be asked to leave. 

28.  CHILD ABUSE  
Child -- any person under the age of 18 years. 
Abuse or neglect--knowingly, intentionally, or negligently causing or permitting a minor child or an 
incompetent or disabled person to be placed in a situation that endangers his or her life or physical 
or mental health; cruelly confined or cruelly punished; deprived of necessary food, clothing, 
shelter, or care; left unattended in a motor vehicle, if such child is six years of age or younger; or 
sexually abused. 
Any teacher or other school employee who suspects that a child has been physically abused and/or 
neglected shall report this immediately to their Principal.  

29.   VISITS BY CHILDREN 
Students may have visitors to school only if permission has been granted in advance by the 
building Principal.  Visits will be limited to one day or less per year unless special permission is 
granted by the Principal. 
 

30.  WHAT TO DO WHEN A PROBLEM ARISES 
There may be times during a school year when a problem situation may develop involving your 
child.  In an attempt to save time for all concerned, parents are encouraged to contact the school 
employee most closely associated with the issue.  The following is a list of topics and the requested 

sequence for you to contact school personnel: 
 

 TOPICS CONTACT PEOPLE 
   

 Your child’s work Teacher, Counselor, Principal 
 Discipline Teacher, Principal 
 Bus routes/times Driver, Transportation Director, 

Superintendent 
 Class schedules, 

scholarships, financial aid, 
career education 

Counselor, Principal 

 Athletic/activities Coach/Sponsor, Activities Director, 
Principal 

 Health related Teacher, Nurse, Principal 
 School regulations Principal, Superintendent 
 School policies, budget, 

personnel-related 
Superintendent 

 Student absences/tardies Principal 
 Lunch tickets/lunch bills Secretary 

 School lunches  Head Cook, Principal 
 Buildings/grounds Maintenance Supervisor 
 Concern over teacher 

action 
Teacher, Principal, Superintendent 

 
It is the school’s goal to resolve each issue at the first step.  If this is not attained, the 
party may follow the chain of command as listed above.  Home/School communications 
are important.  The question should no longer be “Who should I contact?” but rather, 
“Who should I contact first--to expedite matters?” 
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31.   STUDENT FEES POLICY  
The Board of Education of Shelby - Rising City Public Schools has adopted a student fees 
policy in accordance with the Public Elementary and Secondary Student Fee Authorization 
Act.  While the District’s general policy is to provide for the free instruction in school in 
accordance with the Nebraska Constitution, there are some activities, programs, and 
services to students which extend beyond the minimum level of constitutionally required free 
instruction.   

32.  CONCUSSION (RETURN TO LEARN) PROTOCOL:   
Students who sustain a concussion and return to school may need informal or formal 
accommodations, modifications of curriculum, and monitoring by medical or academic staff 
until the student is fully recovered. 

33.  PARENTAL CUSTODY INFORMATION 
It is the responsibility of the parent with whom a student resides, to keep the Principal informed about 
the status of legal custody of the child and about any visitation restrictions of the noncustodial parent.  
The school will make every effort to ensure that such visitation restrictions are carried out.  However, 
the school cannot accept responsibility for the child once he/she leaves the school premises or for an 
unannounced entry of the school or classroom by the noncustodial parent.  For the purpose of 
documentation, the school must know the legal name of all students in attendance and changes in the 
marital status of the parents.  Parents will be asked to provide that information upon registration.  
School reports of student progress must be given to either parent when requested. 

The Board discourages using the school as a site for parent sithout custody to visi their children.  
The principal may deny the aprent without custody the opportunity to deliver pakages, gifts, 
messages, etc, to the child and/or to see the child during the school day without the approval of the 
custodial parent or legal guardian.  In this paragraph, “without custody” means the parent lacks 
joint legal custody under Nebraska Law. 
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34.  BICYCLES AND SKATEBOARDS 

Students are to park their bikes in the appropriate racks.  Under no circumstances are students to 
borrow or tamper with bicycles that are not their own.  Bicycles must be parked in the bike rack 
and left there until dismissal time.   After school, the bikes are to be taken home.  SKATEBOARDS, 
ROLLER-SKATES, and/or ROLLER-BLADES are not to be brought to school. 

35.  BIRTHDAY TREATS AND OTHER TREATS 
If children bring treats for the room on their birthday, they will be distributed and consumed before 
dismissal time.  For occasions other than birthdays, please contact your child's teacher before 
bringing treats to school. 

36.  CLASSROOM PARTIES 
Generally, classroom parties will be limited to three per year.  Supervision will be provided for 
those students whose parents request that they not participate. 

37.  FIELD TRIPS  
Field trips are scheduled for all grades K-5 during the school year.  These are provided for the 
students as an educational opportunity.  Rules and regulations of the school will be followed while 
the students are on the field trip. 

38.  HIGH ABILITY LEARNER  
It shall be the policy of Shelby - Rising City School District to provide a plan for providing for high 
ability learners subject to the availability of funding at the local, state, or federal level.   

Learner with High Ability – “Learner with high ability means a student who gives evidence of high 
performance capability in such areas as intellectual, creative, or artistic capacity or in specific 
academic fields and who requires services or activities not ordinarily provided by the school in 
order to develop those capabilities fully.” 

39.  HOMEWORK 
Teachers may require homework if they feel that it is going to be helpful.  This assignment will be 
given considering what is best for your child.  We appreciate any help you may give the child 
without actually doing the work for him/her. 

 

 

F.Y.I. 

The following items are a continuation of 
the “F.Y.I” section that is specific to the 
needs of our elementary students.  A 
table of contents is included to help you 
quickly reference a particular item. 

Table of Contents: 
 
34. Bicycles and Skateboards…………..  pg. 29 
35.  Birthday Treats and Other Treats…. pg. 29 
36.  Classroom Parties...…………………. pg. 29           
37.  Field Trips……………………………… pg. 29 
38.  High Ability Learners………………... pg. 29 
39.  Homework……………………………… pg. 29 
40.  Library Books…………………………. pg. 30 
 

41.  Party Invitations…………. pg. 30 
42. Pets…………………………… pg. 30 
43. Physical Education……… pg. 30 
44. Playground……………….. pg. 30 
45. Retention…………………….. pg. 30 
46.Students as Spectators… pg. 30 
47. Toys………………………….. pg. 30 
 
The Elementary Supply List…       pg. 31 
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40.  LIBRARY BOOKS 
Books may be checked out for one week.  Additional books will not be checked out until overdue 
books are returned.  Books will be considered lost if they are not returned after 4 weeks. 

41.  PARTY INVITATIONS 
Although birthday parties, etc. are an "out of school" activity, it is permissible for a student to 
distribute invitations at school provided all children in the class receive one.  If it is an all girl or all 
boy party then all of the girls or all of the boys should be provided with an invitation. 

42.  PETS 
Please see that dogs and other pets are kept home and not allowed to follow pupils to school.  If 
children have a special pet that they would enjoy showing to their classmates, they may do so if 
previous arrangements have been made with their teacher.  A parent or guardian must accompany 
the pet to the classroom for a short visit and take the pet home after the visit. 

43.  PHYSICAL EDUCATION 
All students must participate in physical education.  If the student is to be excused further, a 
doctor's statement must be received stating the reason for and duration of the excused absence.  
The statement will be made a part of the student's record. 

Students who have any limitation placed on their physical education activity will remain in the 
physical education class but will be assigned activities they can perform with their limitation. 

Each child needs to bring an extra pair of "tennis shoes" for use during physical education classes.  
These shoes are to remain at school. 

44.  PLAYGROUND 
Children need to play outside.  Parent's cooperation is requested in seeing that children dress 
according to the weather.  In many cases, if children are not well enough to play outside, they are 
not well enough to be in school. 

45.  RETENTION 
It is not ordinarily the practice of the Shelby - Rising City Elementary School to retain a student.  
However, in situations where a student displays extreme immaturity or has extreme difficulty doing 
the work expected, retention may be an option.  Ordinarily retention, if it should be necessary, 
would be in Kindergarten or first grade, since immaturity or serious learning problems may best be 
remediated at the early primary level.  Retention will be handled, by the Principal, on a case-by-
case basis. 

46.  STUDENTS AS SPECTATORS 
It is the parents' responsibility to provide supervision for their children 
while at school activities.  Students who are causing disruptions may be asked to sit with 
their parents or leave if their parents are not in attendance. 

47.  TOYS 
Toys, bats, balls, skateboards, etc., are not to be brought to school except by permission of the 
classroom teacher.  Toys confiscated by school personnel will be returned at the discretion of 
school personnel. 
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SHELBY - RISING CITY PUBLIC SCHOOL SUPPLY LIST  
Please label all  supplies with your child’s name or initials. 

Kindergarten: 
#2 Lead pencils 
Scissors 
(2) Glue sticks 
 8 pack large or jumbo crayons 
Pencil box (plastic-not wood or metal) 
Book bag 
Rug or mat 
Paint shirt 
Velcro P.E. Shoes 
No pencil sharpeners 
No erasers 
 
First Grade:  (Folders will be provided) 
(12) #2 Lead pencils    
(2) Large pencil erasers    

        Pencil box (plastic-not wood or metal) 
(1) Large glue stick  
Scissors     
Crayola Crayons (2 packs of 8)   
Book bag   
(2) Dry erase markers  
Dry erase board & dry board eraser 
Large box of Puffs brand tissues  
No  hand sanitizer 
No 2 or 3 ring notebooks 
No trapper keepers 
No pocket folders 
No spiral notebooks 
No pencil/crayon sharpener 
 
Second Grade:  
(24) #2 Lead pencils   
Crayons (no larger than 24) 
Red Pen 
Large pencil bag with zipper   
Scissors 
(2) Large glue sticks  
(2) Large pencil erasers     
(2) Wide Ruled Composition Notebooks 
(1)  2 pocket folder 
(4) Dry Erase Markers 
No mechanical pencils 
No pencil boxes (plastic, metal, or wood) 
No pencil / crayon sharpener 
No 2 or 3 ring notebooks 
No trapper keepers 
   
      

Third Grade:  
#2 Lead pencils (24 Package)  
Crayons or pencil colors  
Small pencil bag with zipper  
Scissors 
(4) Dry Erase Markers 
Large glue stick or medium bottle of glue 
Spiral notebook or tablet 
(1)  2 pocket folder  
(2)  Red pens 
(2) Yellow Highlighters 
No mechanical pencils 
No pencil boxes (plastic, metal, or wood) 
No 2 or 3 ring notebooks 
No trapper keepers  
 
Fourth Grade: 
(12) #2 Lead pencils    
Pencil case    
Colored pencils    
Crayons 
(2) Red pens  
Erasable pen 
Dry Erase markers (for individual boards) 
Crayola markers 
Inexpensive calculator 
Scissors 
Glue stick 
Empty, clean ice cream bucket 
(3) Single subject notebooks 
(3) Folders 
Old sock (to be used as an eraser for marker 
boards) 
No trapper keepers or ring binders 
 
Fifth Grade: 
(24) #2 Lead pencils    
Pencil Bag 
(2) Red pens 
Black/Blue Erasable Pen 
Colored pencils 
Markers (washable) or Crayons 
(3) Two pocket folders 
(6) 70 sheet spiral notebooks 
Large Erasers 
(2) Glue Sticks 
(4) Dry Erase Markers for individual use 
Optional items: Scissors, book covers, small 
bottle of glue 

For Grades K-5 a clean pair of gym shoes will  be needed 
and kept at school for P.E. 
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DRUG FREE SCHOOL AND COMMUNITY 

It shall be the policy of the District to provide age appropriate, developmentally based drug and 
alcohol education and prevention program for all students of the schools. It shall be the policy of 
the District to require instruction at each grade level concerning the adverse effects resulting 
from the use of illicit drugs and alcohol.  Such instruction shall be designed by affected 
classroom teachers or as otherwise directed by the Board to be appropriate to the age of the 
student exposed to such instruction.  Such instruction should be described in any curriculum 
guides of the District and should have as one of its primary objectives preventing the use of illicit 
drugs and alcohol by such students.  It shall further be the policy of the District to encourage the 
use of outside resource personnel such as law enforcement officers, medical personnel, and 
experts on the subject of drug and alcohol abuse, so that its economic, social, education and 
physiological consequences may be made known to the students of the district. 

It shall further be the policy of the district through the instruction earlier herein referred to as 
well as by information and consistent enforcement of the Board’s policy pertaining to student 
conduct as it relates to the use of illicit drugs and the unlawful possession and use of alcohol, 
that drug and alcohol abuse is wrong and is harmful both to the student and the District, and its 
education programs. 

Standards of Conduct Relating to Drugs and Alcohol 

It shall be the policy of the District in addition to standards of student conduct elsewhere 
adopted by board policy or administrative regulation to absolutely prohibit the unlawful 
possession, use, or distribution of illicit drugs and alcohol by any student of the District during 
regular school hours or after school hours at school sponsored activities on school premises, at 
school-sponsored activities off school premises. 

Conduct prohibited at places and activities as herein above described shall include, but not 
limited to, the following: 

1.  Possession of any controlled substance, possession of which is prohibited by law. 
2. Possession of any prescription drug in an unlawful fashion. 
3. Possession of alcohol on school premises or as a part of any of the school’s activites. 
4. Use of any illicit drug. 
5. Distribution of any illicit drug. 
6. Use of any drug in an unlawful fashion. 
7. Distribution of any drug or controlled substance when such distribution is unlawful. 
8. The possession, use, or distribution of alcohol. 

It shall further be the policy of the District that violation of any of the above prohibited acts will 
result in disciplinary sanctions being taken within the bounds of applicable law, up to and 
including short-term suspension, long-term suspension, expulsion, and/or referral to appropriate 
authorities for criminal prosecution. 
 
It shall be the policy of the District to provide information to all students concerning available 
drug and alcohol counseling, rehabilitation, and re-entry programs within fifty (50) miles of the 
administrative offices of the District or, where no such services are found available within 50 
miles then such other programs as may exist within the State of Nebraska.  Information 
concerning such resources shall be presented to all of the students of the District. 
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In the event of disciplinary proceedings against any student for any District policy pertaining to 
the prohibition against the unlawful possession, sue, or distribution of illicit drugs and alcohol, 
appropriate school personnel shall confer with any such student and his or her parents or 
guardian concerning available drug and alcohol counseling, rehabilitation, and re-entry prgrams 
that appropriate school personnel shall consider to be of benefit to any such student and his or 
her parent or parents or guardian. 
 
It shall be the policy of the district to provide each student of the District a copy of the standards 
of conduct for student behavior in the District which prohibit the unlawful possession, use, or 
distribution of illicit drugs and alcohol on school premises or as a part of any of the school’s 
activities.  Such standards of conduct and the District’s policy of disciplinary sanctions that may 
be taken for violation of such standards of conduct shall be given to each student and his or her 
parent or parents or guardian prior to the commencement of each school year on a form to be 
developed by the administration or Board of Education. 
 
It shall further be the policy of the District to keep a file showing the receipt of standards of 
conduct and a statement of disciplinary sanction that may be taken for violations of such 
standards of conduct.  The receipt shall be issued in duplicate and shall contain in prominent 
letters the following language: 
 
“This receipt shall serve to demonstrate that you as a parent or Guardian of a student attending 
the District have received notice of the standards of conduct of this district exacted of students 
concerning the absolute prohibition against the unlawful possession, use, or distribution of illicit 
drugs and alcohol on school premises or as part of any of the school’s activities as described in 
board policy or administrative regulation.  This notice is being provided to you pursuant to  
P.L. 101-226 and 34 C.F.R. Part 86, both federal legal requirements for the district to obtain any 
federal financial assistance.  Your signature on this receipt acknowledges that you and your 
child or children who are students attending this District fully understand the district’s position 
absolutely prohibiting the unlawful possession, use, or distribution of illicit drugs and alcohol on 
school premises or as a part of the school’s activities as hereinabove described and that 
compliance with these standards is mandatory.  Any non-compliance with these standards can 
and will result in punitive measure being taken against any student failing to comply with these 
standards.” 
 
It shall be the policy of the District to review biennially its entire program pertaining to the 
prevention of the use of illicit drugs and the abuse of alcohol by students and employees to 
determine the effectiveness of the program and to implement such changes to the program as 
are deemed needed. 
 
The Superintendent shall undertake such study as is deemed appropriate to determine whether 
the program of the District as herein above referred to is accomplishing its intended goals.  If the 
Superintendent determines that changes are necessary or desirable in the program, the 
Superintendent shall, on or before the regular July meeting of the Board of Education, present to 
the Board of Education such changes are proposed by the administration in the program of the 
District. 
 
It shall be the policy of the District to require the Superintendent of Schools to keep a statistical 
report of all violations of the district’s policies and programs prohibiting the unlawful 
possession, use, or distribution of illicit drugs and alcohol by students and employees on the 
school district’s property or as part of any of the district’s activities.  The Superintendent shall at 
least annually provide a report to the Board of Education consisting of at least the following: 
 

1. The date and nature of any incidents of non-compliance with the District’s policies 
pertaining to the unlawful possession, use, or distribution of illicit drugs and alcohol by 
students or employees. 
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2. The nature of any sanction carried out against any such person in violation of such 
policies. 

3. A brief description of any treatment, counseling, or rehabilitation that any such individual 
in violation of any such policy shall have undertaken and whether such undertaking was 
voluntary or involuntary. 

 
 

ACCEPTABLE USE OF COMPUTERS, TECHNOLOGY AND THE INTERNET 
  
The Board supports the use of computers, technology and the Internet in the District's 
instructional program as a resource to educate and inform.  The use of these resources shall be 
consistent with the curriculum adopted by the School District and shall be employed in an 
appropriate and responsible manner to meet the varied instructional needs, learning styles, 
abilities and developmental levels of students. 
  
Procedures and Guidelines 
  
The Superintendent shall develop and implement appropriate procedures to provide guidance 
for computer use and Internet access.  Guidelines shall address teacher supervision of 
computer use, ethical use of electronic media, and the District’s ownership and right of 
administrative review of electronic files and communications. The term “electronic media” 
includes, but is not limited to, the Internet, e-mail and other technological resources. 
  
The guidelines shall prohibit utilization of networks for inappropriate or illegal activities, the 
intentional spreading of imbedded messages (viruses) or the use of other programs with the 
potential of damaging or destroying programs, data or equipment.  The guidelines will describe 
the District's limitation of liability and will establish that the use of computers, technology and 
the Internet is a privilege, not a right.  Violation of the procedures and guidelines will result in 
cancellation of those privileges and appropriate disciplinary action. 
  
Technology Protection Measure 
  
The District will implement a technology protection measure that will block or filter Internet 
access to visual depictions that are obscene, pornographic or of a harmful nature to 
minors.  Operation of this measure will be monitored and enforced during use of computers by 
minors. 
  
Audit of Use 
  
Users with network access shall not utilize District resources to establish electronic mail 
accounts through third-party providers or any other nonstandard electronic mail 
system.  Participation in chat rooms is prohibited without specific prior approval by the system 
administrator.  The Superintendent shall establish a process to determine whether the District's 
education technology is being used for purposes prohibited by law or for accessing prohibited 
materials.  The process may include, but not be limited to: 
  
1.      Utilizing blocking/filtering software. 
  
2.      Turning off the "auto load images" feature of the Internet browser. 
  
3.      Using a proxy server to control accessible websites. 
  
Appropriate Internet Behavior On Social Websites 
  
The district recognizes its responsibility to educate students regarding appropriate behavior on 
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social networking and chat room sites about cyberbullying. Therefore, students shall be 
provided instruction about appropriate online behavior, including interacting with other 
individuals on social networking sites and in chat rooms and cyberbullying awareness and 
response. 
  
[Student use of district computers to access social networking sites is prohibited.  To the extent 
possible, the Superintendent or designee shall block access to such sites on district computers 
with Internet access.] 
  
Student Use 
  
A written parental permission and agreement form will be required prior to the student being 
granted access to electronic media involving District technological resources.  The form will 
specify acceptable uses, rules of on-line behavior, access privileges and penalties for 
procedural violations.  It must be signed by the parent or legal guardian of minor students (under 
age 18) and by the student.   This document will be kept on file as a legal, binding document.  In 
order to rescind the agreement, the student's parent/guardian (or the student who is at least 18 
years old) must provide the Superintendent with a written request. 
  
Staff Use 
  
A written staff agreement form will be required for all employees having access to electronic 
media.  Staff shall confine e-mail use to work-related purposes and a reasonable, appropriate 
and limited personal use that does not interfere with their district duties.  The agreement form 
will refer to the procedures and guidelines for use of computers and the Internet, describe 
prohibitions and limitations on the use of these resources and state the employee's 
responsibility for the security of individual passwords. 
  
Community Use 
  
On recommendation of the Superintendent, the Board will determine the conditions and limits 
under which equipment and services will be made available to the community.  Upon request to 
the Building Principal, community members may have access to electronic resources and 
programs available through the District, provided they attend any required training and abide by 
the rules of usage established by the Superintendent.  A written agreement form will be required 
for all community members having access to these resources indemnifying the District from 
claims by community users. 
  
Disregard of Rules 
  
Individuals who refuse to sign required acceptable use documents or who violate District rules 
governing the use of District technology shall be subject to loss or restriction of the privilege of 
using computers, technology or the Internet and related resources. 
  
Responsibility for Damages 
  
Individuals shall reimburse the Board for repair or replacement of District property lost, stolen, 
damaged, or vandalized while under their care. 
  
Responding to Concerns 
  
School officials shall apply the same criterion of educational suitability used to review other 
educational resources when questions arise concerning access to specific databases or other 
electronic media. 
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Pre-practice requirements: ATHLETIC ACTIVITIES ONLY 

 

 
EACH ATHLETE PARTICIPATING IN ANY SPORT MUST MEET THE FOLLOWING 
REQUIREMENTS BEFORE BEING ALLOWED TO PRACTICE. 
 
 
1. Turn into the sponsor a school approved physical examination form. 
2. Turn into the sponsor a school approved student participation agreement. 
3. Turn into the sponsor a school approved parent/guardian consent form. 
4. Turn into the sponsor a school approved insurance verification form/waiver form. 
 
 
 
Forms 1, 2, 3, 4, must be filled out, completed in full and turned into the sponsor before a student 
will be allowed to participate.  This need be done only once each year for the first athletic 
activity a student takes part in. 
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ALL OF THE INFORMATION AND RULES LISTED BELOW ARE INTENDED FOR ALL 
PARTICIPANTS WHO TAKE PART IN THE CO-CURRICULAR ACTIVITIES OF SHELBY 
PUBLIC SCHOOL.  IF THE TERM ATHLETE IS USED, IT COULD BE REPLACED WITH 
PARTICIPANT OR MUSICIAN ETC. IF THE TERM COACH IS USED, IT COULD BE 
REPLACED WITH DIRECTOR OR SPONSOR. 
 
In order to better inform parents and students of the various activities, some activity sponsors 
have written handbooks for their area of responsibility.  These booklets cover the various 
aspects of a particular activity in more detail than this activity booklet.  The individual sponsor's 
activity booklets will be subject to the overall policies in this activity book or School Board 
Policy.  These booklets will be distributed to the students at the beginning of an activity season.  
All other reasonable rules or regulations adopted by the sponsor, and approved by the ACTIVITY 
DIRECTOR, of a co-curricular activity shall be followed provided that participants shall be 
notified of such rules and regulations by written handouts or posting on bulletin boards prior to 
the beginning of the season. 
 
 

PARTICIPANT RESPONSIBILITY 
 
A participant is any boy/girl attending Shelby – Rising City High School that is taking part in an 
activity. 
 
In order to be the best possible participant and follow the activity philosophy of the Shelby Public 
School, the participant must assume the following responsibilities: 
 
Responsibility to yourself:  
 

(1) Attend all practices or rehearsals and practice with intensity; thus improve as an 
individual and a participant. 

 
(2) Adhere to training rules. 
 
(3) Expect no favors from the coach/sponsor or teammates. You must earn your 

position. 
 
(4) Develop a competitive attitude.  Be willing to compete against your friend in 

practice as you would your opponent in interscholastic competition. 
 
(5) Be honest with yourself about your skills. 
 
(6) Maintain respect for yourself in victory and defeat. 
 

Responsibility to your activity: 
 

(1) Don't be selfish.  You should be willing to sacrifice personal achievement for team 
success. 

 
(2) Be able to separate personal matters from team matters. 
 
(3) Respect your teammates.  They can make you a winner! 
 
(4) Follow the sponsor's directions. 
 
(5) Be loyal to your team.  When your team needs your experience and ability, be 

there. 
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Responsibility to your school and community: 
 

(1) Recognize your leadership role both during and after competition. 
 
(2) Realize a good participant works to his/her ability in the classroom. 
 
(3) Respect the property of others. 
 
(4) Promote school spirit. 
 

 
SPONSOR: RESPONSIBILITY 

 
A sponsor is the person or his/her assistant that is directly in charge of an activity i.e. head 
football coach is a sponsor of the football team.  The assistant football coach is a sponsor of the 
football team. 
 
The sponsor's role is to give the community the best possible performances with the available 
talent each year. All sponsors will follow the Nebraska Coaches Creed which reads: 
 
I  BELIEVE interschool activities have an important place in the general education scheme 

and pledge myself to cooperate with others in the field of education to so 
administer them that their values shall never be questioned. 

 
I  BELIEVE the other sponsors of interschool activities are earnest in their desire to keep the 

interschool program high on the plans of citizenship training and I shall do all that 
I can to further their efforts. 

 
I  BELIEVE my own actions should be so regulated as to reflect credit to this profession. 
 
I  BELIEVE in the exercise of all the patience, tolerance, and diplomacy at my command in my 

relations with all participants, co-workers, activity officials, and spectators. 
 
I  SHALL abide by the rules of the activity in letter and spirit. 
 
I  BELIEVE proper administration of all activities offers effective laboratory methods for 

development of high ideals of sportsmanship, qualities of cooperation, courage, 
unselfishness and self control, desires for clean, healthful living and respect for 
wise discipline and authority. 

 
I  BELIEVE these admirable characteristics, properly instilled by me through teaching and 

demonstration, will have a long carry-over and will aid each one connected with 
the activity to become a better citizen. 

 
I  BELIEVE in and will support all reasonable moves to improve activity conditions to provide 

for adequate equipment, and to promote the welfare of an increased number of 
participants. 
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GENERAL INFORMATION 

 
A. Once each year before being permitted to start practice, a participant in athletic 

activities must have a complete physical examination.  A copy of the form used for the 
exam can be picked up from your sponsor, from the activities director, at the school 
office or from the Shelby Clinic.  The physical examination must be turned into your 
sponsor prior to participation.  The record of your physical examination will be kept on 
file with the activities director. The form must be signed by the student, his/her parent or 
guardian, and a medical doctor.  This physical exam will be paid for by the student or 
his/her parent or guardian. 

 
B. No practice will be scheduled on Sundays unless a contest is scheduled on the following 

Monday or prior approval is given by the administration. 
 
C. No participant will practice using school facilities unless supervised by a sponsor or as 

per board policy. 
 
D. All participants will wear the clothing and equipment required by the sponsor. 
 
E. If a participant suffers an injury or illness in which requires a doctor's attention, he/she 

must have a written release from the doctor in order to resume practice/play. 
 
F. If a participant is injured he/she will be expected to attend all practices, games, meets, 

contests, or other events even though he/she can’t actually participate unless excused 
by the sponsor. 

 
G. No practice will exceed 2 1/2 hours in length. 
 
H. Be at all practices.  All practices are important and one participant missing may 

endanger the success of the team.  If a participant knows he/she will be missing practice 
he/she is expected to notify the sponsor before the missed practice.  Legitimate reasons 
for missing practice are: 

 
illness, funeral, another school function, and work for one's father or mother. 

 
The sponsor will determine if any other excuses are legitimate.  A participant must notify 
the sponsor BEFORE missing any practice.  A sponsor may discipline participants for 
missing practice without a legitimate reason. 

 
I. Any participant who is a member of any Shelby-Rising City High School interscholastic 

athletic squad cannot participate on any other organized team in that sport, in school or 
out of school, during the period that he/she is a member of the Shelby High School 
interscholastic squad. 

 
Example:  A student cannot participate on a town team volleyball team while he or she is 
a member of the high school volleyball team. 

 
J. Extra-Curricular Participation (300.28, #7): 

IN ORDER TO PRACTICE OR PARTICIPATE IN ANY ACTIVITY HELD OUTSIDE OF 
SCHOOL HOURS THE STUDENT MUST BE IN ATTENDANCE ALL DAY ON THE 
DAY OF THE ACTIVITY.  THE ONLY EXCEPTION TO THIS SECTION WOULD BE A 
PRE-ARRANGED ABSENCE APPROVED BY THE PRINCIPAL. 
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K. Students who participate in out-of-town school sponsored activities are to ride the bus or 

any mode of transportation specifically approved by the Principal.  The student will ride 
the bus, or approved transportation, to the activity.  He/She will return to Shelby Public 
School on the same transportation unless the proper procedure is followed.  (See the 
student handbook for further information about the proper procedure.) 

 
L. Activity practices scheduled the same day as snow/ice dismissal shall be automatically 

canceled.  Practices may be held after late starts if the school day is completed.  
Practices related to other early dismissals and/or late starts may be scheduled at the 
discretion of the A.D./Superintendent.  Games may be played/not played on weather 
affected days at the discretion of the A.D./Superintendent.  The Superintendent shall 
have final determination in all cases. 

 
M. The Shelby-Rising City Public Schools provides its participants with the best equipment 

possible.  Therefore participants will be expected to return the equipment in reasonable 
condition at the end of the season.  If it is not returned or is not in reasonable condition 
the participant will be expected to pay the replacement cost. 

 
N. Participants under school suspension, expulsion, or exclusion from school as established 

in Board policy are ineligible to practice or participate during the term of the suspension, 
expulsion, or exclusion. 
 
For example, if a participant is given a suspension, for Monday, the participant will not be 
allowed to participate in any activity on Monday.  If a participant is given a two day 
suspension for Monday, and Tuesday, the participant will not be allowed to participate 
Monday or Tuesday. 
 

O. A performance will always have preference over a practice with regard to student 
participation.  The instructor that has the performance will set the times that he/she feels 
is necessary for the adequate dismissal, transportation, setting up of equipment, and 
performance of his/her participants.  If there is an issue involving dismissal from school 
or practice, the activities director will make the final decision as to dismissal time. 

 
P. If a participant is scheduled to perform in two activities at once, the participant will 

decide which performance he/she will take part in.  It is then the participant's 
responsibility to inform both sponsors as to his/her decision. 

 
Q. Shelby-Rising City Public School uniforms will only be worn by Shelby Public School 

sponsored teams.  Non-school sponsored teams must furnish their own uniforms.  The 
only way a non-school sponsored team may use school uniforms is:  1) allow all Shelby 
students that are eligible to participate to be on the team, 2) pay rent for the uniforms to 
be used, 3) conform to all NSAA regulations that pertain to the activity.  No current 
varsity uniforms will be used for this purpose other than All-Star competition. 

 
R. No participant will be allowed to start the next activity season without having turned in all 

equipment, paying all bills, and meeting all the requirements of the previous activity 
season or school year. 

 
S. Summer camps/clinics are not school sponsored activities.  Shelby Public School Claims 

no dominion over activities related to the planning, execution, and/or results of any 
summer camp/clinic.  When taking part in summer camp(s)/clinic(s) the responsibility 
and liability rest solely with the adult or student participants as individuals. 
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GUIDELINES FOR THE PAYMENT OF STUDENT AND GROUP FEES 

 
The Shelby School District will pay for the following: 
 
1. All group entry fees for approved activities occurring during the time school is in session. 
 
2. All awards given to students, including: 
 

a. Athletic and/or Fines Arts letters, pins, stars, shields, and certificates 
b. All-Conference patches for athletics 
c. Championship patches if earned during athletic competition at the conference or 

district or state. 
d. Academic recognition given for:  the science fair, awards night, Honor Society 

and the honor assembly at the end of the school year. 
 
3. Read-a-thon prizes 
 
4. Meals and lodging of activity participants and coaches/sponsors if the school district is 

reimbursed by the organization that sponsors the event. 
 
5. Meals and lodging of fine arts participants and coaches if the participation is at the All-

State level. 
 
6. The rate of compensation shall be $6 for breakfast, $8 for lunch, and $10 for supper.  The 

Activities Director, after conferring with the Superintendent, will decide the number 
meals required and if lodging is needed. 

 
7. All-State auditions for vocal and instrumental music. 
 
8. A  total of two auditions for College Honor Bands or Honor Choirs. 
 
9. First Team Athletic and Fine Arts All-State Members' pictures to be placed in a 

designated area in school. 
 
10. Admission fees for cheerleaders, pep band members and other students when their 

attendance is required at an activity. 
 
 

LETTERING 
 
Each time an individual letters in the senior high, he or she will be awarded a 
letter certificate by the sponsor of that activity at the annual activities banquet.  
The first time a participant letters he/she will be awarded a chenille letter, an 
emblem representative of the activity the participant lettered in (i.e. winged foot 
for track), and a gold bar.  On subsequent letterings, the participant will receive 
a certificate and a gold bar for each sport that they lettered in.  All other 
participants who did not letter will be given a participation certificate. 
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ATHLETIC LETTERING 

 
A. FOOTBALL:  Any participant playing one-half the total regular season varsity quarters 

will be awarded a letter.  A player gets one quarter for starting a reserve game.  In 
addition the coach may letter a senior if he feels the athlete is deserving even though 
he/she has not met the preceding requirements.  The above lettering criteria may be 
deviated from by the coach, with Activity Director approval, if extenuating circumstances 
exist. 

 
B. BASKETBALL (boys and girls):  A participant must play one-fourth of the total varsity 

quarters.  A participant may receive one-half quarter for starting a reserve game.  In 
addition the coach may letter a senior if he feels the athlete is deserving even though 
he/she has not met the preceding requirements.   The above lettering criteria may be 
deviated from by the coach, with Activity Director approval, if extenuating circumstances 
exist. 

 
C. VOLLEYBALL:  A participant must play one-fifth of the total varsity games.  The 

participant may receive one-half game for starting a reserve match.  In addition the 
coach may letter a senior if he feels the athlete is deserving even though he/she has not 
met the preceding requirements.  The above lettering criteria may be deviated from by 
the coach, with Activity Director approval, if extenuating circumstances exist. 

 
D. TRACK (boys and girls):  A participant can letter if he/she scores 1 point at a meet with 7 

or more teams.  Relays will be counted as ¼ value of the score.  Example: A 5th place 
relay= each participant would receive ½ of a point.  A participant may also letter if he/she 
meets one of the following requirements: breaks a school record, scores a total of 8 
points for the season in any type of meet, if a senior who shows positive leadership 
abilities and has not met any of the preceding requirements or improve your personal 
best four times during the season (personal best includes past years efforts).  The above 
lettering criteria may be deviated from by the coach, with Activity Director approval, if 
extenuating circumstances exist. 

 
E. MANAGER (for athletics):  A high school boy or girl can receive a manager's letter by 

managing two sports per year or is a manager for one sport and participates in another 
sport the same year.  The above lettering criteria may be deviated from by the coach, 
with Activity Director approval, if extenuating circumstances exist. 

 
F. CHEERLEADER:  A participant must attend 95% of assigned practices and 95% of 

assigned performances or receive no violations according to the constitution.  The above 
lettering criteria may be deviated from by the sponsor, with Activity Director approval, if 
extenuating circumstances exist. 

 
G. GOLF: a participant can letter if he/she participates in 33% of the varsity meets (not 

duals or triangular) and his/her score contributes to the team score in at least one meet.  
The above lettering criteria may be deviated from by the sponsor, with Activity Director 
approval, if extenuating circumstances exist. 
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FINE ARTS LETTERING 
 
A. SPEECH:  Attend 90% of assigned practices.  Earn an "excellent" or better rating at 

three contests.  Attend and participate at the conference and district contests.  The 
above lettering criteria may be deviated from by the sponsor, with Activity Director 
approval, if extenuating circumstances exist. 

 
B. DRAMA:  Attend 90% of assigned practices.  Know lines by assigned due dates.  

Participate in all performances or fulfill all the duties required of an assistant director or 
backstage crew person.  The above lettering criteria may be deviated from by the 
sponsor, with Activity Director approval, if extenuating circumstances exist. 

 
C. INSTRUMENTAL MUSIC:  Participate in both the Winter and Spring Concert.  

Participate in all marching contests and District Music Contest. Participate in at least one 
non-required district music contest performance.  Participate in a minimum of 5 pep 
band performances.  Try out for at least one honor band performance. The above 
lettering criteria may be deviated from by the sponsor, with Activity Director approval, if 
extenuating circumstances exist. 

 
D. VOCAL MUSIC:  Participate in the Winter and Spring Concerts. Participate in the 

District Music Contest. Participate in at least one non-required district music contest 
performance. Try out for at least one honor choir.   The above lettering criteria may be 
deviated from by the sponsor, with Activity Director approval, if extenuating 
circumstances exist. 

 
E. MANAGER (for fine arts):  A high school boy or girl may receive a manager's letter for 

managing an activity for two semesters.  The above lettering criteria may be deviated 
from by the sponsor, with Activity Director approval, if extenuating circumstances exist. 

 
OTHER AWARDS 

 
A. Any member of a conference season championship team, conference tournament 

championship team, district championship team, or state championship team will receive 
a championship patch or trophy/medal.  

 
B. Any participant selected All-Conference-1st team, 2nd team, or honorable mention will 

receive an all-conference patch. 
 
C. Any participant(s) selected to an All-State 1st team in a team sport or 1st place in the 

State Track Meet will be honored with his/her (their) picture being placed in a designated 
area.  Likewise, participants receiving All-State honors in band, vocal music, speech, or 
drama will be honored with their picture being placed in a designated area. 

 
D. Any participant who participates in three sports for all four years of his/her athletic 

career will be given a Dedicated Athlete Award.  If a participant is convicted in a court of 
law for the unlawful possession, use, or distribution of alcohol and or illicit drugs during 
his/her junior or senior year they will forfeit the right to receive the dedicated athlete 
award. 

 
E. Any participant who participates in all of the Fine Arts (speech/drama, instrumental 

music, and vocal music) for all four years of his/her fine arts career will be given a 
Dedicated Performer Award.  If a participant is convicted in a court of law for the 
unlawful possession, use, or distribution of alcohol and or illicit drugs during his/her 
junior or senior year they will forfeit the right to receive the dedicated performer award. 
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F. Any student that letters in 3 athletic activities in a single school year will receive a 3-sport 

letter winner shield. 
 

CHEERLEADING 
 
The purpose of the cheerleader squad at Shelby – Rising City Public Schools is to promote spirit 
and pride throughout the school, while providing support for athletic teams.  The squad will do this 
by cheering at assigned home and away games, and at tournaments.  Additional activities will 
include pep rallies, homecoming spirit week, displaying spirit posters and signs, and performing at 
designated times for half-time entertainment. 
See Cheerleader’s Handbook for more details. 
 

SRC-CLUB 
A. Any student that has received an athletic “S” is eligible to belong to the SRC-Club. 
 
B. SRC-Club members will follow the guidelines as stated in their constitution. 
 

 
SHELBY-RISING CITY ACTIVITY PROGRAM 

DRUG FREE SCHOOL AND COMMUNITY - STUDENT POLICIES (504.15)  

  
It shall be the policy of Shelby School District No. 72-0032 to provide age appropriate, 
developmentally based drug and alcohol education and prevention program for all students of 
the schools.  It shall be the policy of the District to require instruction at each grade level 
concerning the adverse effects resulting from the use of illicit drugs and alcohol.  Such 
instruction shall be designed by affected classroom teachers or as otherwise directed by the 
Board to be appropriate to the age of the student exposed to such instruction.  Such instruction 
should be described in any curriculum guides of the District and should have as one of its 
primary objectives preventing the use of illicit drugs and alcohol by such students.  It shall 
further be the policy of the District to encourage the use of outside resource personnel such as 
law enforcement officers, medical personnel, and experts on the subject of drug and alcohol 
abuse, so that its economic, social, educational, and physiological consequences may be made 
known to the students of the district. 
 
It shall further be the policy of the district through the instruction earlier herein referred to as 
well as by information and consistent enforcement of the board’s policy pertaining to student 
conduct as it relates to the use of illicit drugs and the unlawful possession and use of alcohol, 
that drug and alcohol abuse is wrong and is harmful both to the student and the District, and its 
educational programs. 
 
STANDARDS OF STUDENT CONDUCT PERTAINING TO THE UNLAWFUL POSSESSION, USE, OR 
DISTRIBUTION OF ILLICIT DRUGS OR ALCOHOL ON SCHOOL PREMISES OR AS A PART OF 
ANY OF THE SCHOOL’S ACTIVITIES 

 
It shall be the policy of Shelby-Rising City School District No. 72-0032 in addition to standards of 
student conduct elsewhere adopted by board policy or administrative regulation to absolutely 
prohibit the unlawful possession, use, or distribution of illicit drugs or alcohol on school 
premises or as a part of any of the school’s activities.  This shall include such unlawful 
possession, use, or distribution of illicit drugs and alcohol by any student of the District during 
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regular school hours or after school hours at school sponsored activities on school premises, at 
school-sponsored activities off school premises. 
 
Conduct prohibited at places and activities as herein above described shall include, but not be 
limited to, the following: 
 

1. Possession of any controlled substance, possession of which is prohibited by law. 

2. Possession of any prescription drug in an unlawful fashion. 

3. Possession of alcohol on school premises or as a part of any of the school’s activities. 

4. Use of any illicit drug. 

5. Distribution of any illicit drug. 

6. Use of any drug in an unlawful fashion. 

7. Distribution of any drug or controlled substance when such distribution is unlawful. 

8. The possession, use, or distribution of alcohol. 
  

It shall further be the policy of the District that violation of any of the above prohibited acts will 
result in disciplinary sanctions being taken within the bounds of applicable law, up to and 
including short term suspension, long term suspension, expulsion, referral to appropriate 
authorities for criminal prosecution. 
 
It shall be the policy of Shelby-Rising City School District No. 72-0032 to provide information to 
all students concerning available drug and alcohol counseling, rehabilitation, and re-entry 
programs within fifty miles of the administrative offices of the District or, where no such services 
are found available within 50 miles then such other programs as may exist within the State of 
Nebraska.  Information concerning such resources shall be presented to all of the students of 
the District. 
 

In the event of disciplinary proceedings against any student for any District policy pertaining to 
the prohibition against the unlawful possession, use, or distribution of illicit drugs and alcohol, 
appropriate school personnel shall confer with any such student and his or her parents or 
guardian concerning available drug and alcohol counseling, rehabilitation, and re-entry 
programs that appropriate school personnel shall consider to be of benefit to any such student 
and his or her parent or parents or guardian. 
 
It shall be the policy of Shelby-Rising City School District No. 72-0032 to provide each student of 
the District a copy of the standards of conduct for student behavior in the District which prohibit 
the unlawful possession, use, or distribution of illicit drugs and alcohol on school premises or as 
a part of any of the school’s activities.  Such standards of conduct and the District’s policy of 
disciplinary sanctions that may be taken for violation of such standards of conduct shall be given 
to each student and his or her parent or parents or guardian prior to the commencement of each 
school year on a form to be developed by the administration or Board of Education. 
 
It shall be the further policy of the District to keep a file showing receipt of standards of conduct 
and a statement of disciplinary sanctions that may be taken for violations of such standards of 
conduct.  The receipt shall be issued in duplicate and shall contain in prominent letters the 
following language:  
 
“THIS RECEIPT SHALL SERVE TO DEMONSTRATE THAT YOU AS A PARENT OR GUARDIAN OF 
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A STUDENT ATTENDING SHELBY SCHOOL DISTRICT NO. 72-0032 HAVE RECEIVED NOTICE OF 
THE STANDARDS OF CONDUCT OF THIS DISTRICT EXACTED OF STUDENTS CONCERNING 
THE ABSOLUTE PROHIBITION AGAINST THE UNLAWFUL POSSESSION, USE, OR 
DISTRIBUTION OF ILLICIT DRUGS AND ALCOHOL ON SCHOOL PREMISES OR AS PART OF ANY 
OF THE SCHOOL’S ACTIVITIES AS DESCRIBED IN BOARD POLICY OR 
 
ADMINISTRATIVE REGULATION.  THIS NOTICE IS BEING PROVIDED TO YOU PURSUANT TO 
P.L. 101-226 AND 34 C.F.R. PART 86, BOTH FEDERAL LEGAL REQUIREMENTS FOR THE 
DISTRICT TO OBTAIN ANY FEDERAL FINANCIAL ASSISTANCE.  YOUR SIGNATURE ON THIS 
RECEIPT ACKNOWLEDGES THAT YOU AND YOUR CHILD OR CHILDREN WHO ARE STUDENTS 
ATTENDING THIS DISTRICT FULLY UNDERSTAND THE DISTRICT’S POSITION ABSOLUTELY 
PROHIBITING THE UNLAWFUL POSSESSION, USE, OR DISTRIBUTION OF ILLICIT DRUGS AND 
ALCOHOL ON SCHOOL PREMISES OR AS A PART OF THE SCHOOL’S ACTIVITIES AS 
HEREINABOVE DESCRIBED AND THAT COMPLIANCE WITH THESE STANDARDS IS 
MANDATORY.  ANY NON-COMPLIANCE WITH THESE STANDARDS CAN AND WILL RESULT IN 
PUNITIVE MEASURES BEING TAKEN AGAINST ANY STUDENT FAILING TO COMPLY WITH 
THESE STANDARDS.” 
 
It shall be the policy of Shelby-Rising City School District No. 72-0032 to review biennially its 
entire program pertaining to the prevention of the use of illicit drugs and the abuse of alcohol by 
students and employees to determine the effectiveness of the program and to implement such 
changes to the program as are deemed needed. 
 
The Superintendent shall undertake such study as is deemed appropriate to determine whether 
the program of the District as herein above referred to is accomplishing its intended goals.  If the 
Superintendent determines that changes are necessary or desirable in the program, the 
Superintendent shall, on or before the regular July meeting of the Board of Education, present to 
the Board of Education such changes as are proposed by the administration in the program of 
the District. 
 
It shall be the policy of Shelby-Rising City School District No. 72-0032 to require the 
Superintendent of Schools to keep a statistical report of all violations of the district’s policies 
and programs prohibiting the unlawful possession, use, or distribution of illicit drugs and alcohol 
by students and employees on the school district’s property or as part of any of the district’s 
activities.  The Superintendent shall at least annually provide a report to the Board of Education 
consisting of at least the following: 
 

1. The date and nature of any incidents of non-compliance with the District’s policies 
pertaining to the unlawful possession, use, or distribution of illicit drugs and alcohol by 
students or employees. 

2. The nature of any sanction carried out against any such person in violation of such 
policies. 
 

A brief description of any treatment, counseling, or rehabilitation that any such individual in 
violation of any such policy shall have undertaken and whether such undertaking was voluntary 
or involuntary. 
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506.01 PARTICIPATION RULES FOR EXTRACURRICULAR ACTIVITIES 
 

To represent Shelby-Rising City High School in interscholastic or extracurricular activities, 
each student participant must meet the eligibility rules of the Nebraska School Activities 
Association, and of Shelby High School. 
 

 
1. SCOPE 
1.1 The following regulations will begin the first day of allowed practice at the start of each 
school year, (as established by the NSAA) or the first day of an organized activity or practice 
should the practice or activity start before the NSA established date. They will end on the last 
day of Student attendance in school except in the case of school sponsored activities that 
extend beyond the last day of school. 
 
2. PROHIBITED CONDUCT 
2.1 The following student conduct shall constitute grounds for imposition of the penalties 
described in paragraph 3 of these rules. 
 
2.1.1 Use of violence, force coercion, threat, intimidation or similar conduct that constitutes a 
substantial interference with school purposes.  
2.1.2 Causing or attempting to cause physical injury to anyone. Physical injury caused by 
accident, self defense or other action undertaken on the reasonable belief it was necessary to 
protect some other person shall not be a violation of this rule. 
2.1.3 Threatening or intimidating any student for the purpose of, or with the intent of, obtaining 
money or anything of value from such student. 
2.1.4 Knowingly possessing, handling or transmitting any object or material that is ordinarily or 
generally considered a weapon, when such activity occurs on school grounds or during an  
educational function or even off school grounds. 
2.1.5 Willfully causing or attempting to cause substantial damage to property, stealing or 
attempting to steal property. 
2.1.6 Engaging in the possession, selling, dispensing or use of a controlled substance, 
including anabolic steroids, alcohol, and tobacco products (including but not limited to 
cigarettes, cigars, chewing tobacco, and vapor products – such as e-cigarettes). 
2.1.7 Public indecency. 
2.1.8 Engaging in any other activity forbidden by the laws of the State of Nebraska which 
activity constitutes as a Class III Misdemeanor or greater. 
2.1.9 Engaging in any other activity on school grounds or during an educational function or 
even off school grounds that constitute a danger to other students, to teachers, and other 
persons or interferes with school purposes. 
2.1.10 A repeated violation of rules established by the Shelby Board of Education governing 
student conduct. 
 
If a student attends a party/gathering, where alcohol or drugs are being illegally dispensed, the 
student must leave the party/gathering immediately (LEAVING MEANS LEAVING IMMEDIATELY ) 
and report their attendance to a coach or administrator before the end of the next school day.  
Self reporting by the student in this case does not constitute a violation of policy 2.1.6 and a 
possible two event suspension, as long as the student leaves the gathering immediately. 
 
3. PENALTIES 
3.1 The term extracurricular events, used in this and following paragraphs, means a game, 
performance, contest, or demonstration of an interscholastic or extracurricular activity 
performed for the public, or in a competition that is not public. 
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The following penalties shall be imposed by the Principal upon knowledge of a violation or 
violations of the participation rules. Penalties for first and second violations may be reduced as 
described in paragraph 4. 
 
3.2.1 For the first violation of participation rules, the student shall not participate in four (4) 
consecutive extracurricular events. The student shall remain a part of all teams or activities 
and shall continue to practice as scheduled. (See paragraph 3.2.5 for an example of this rule). 
3.2.2 For a second violation of the participation rules occurring in the same school year as the 
first violation, the student shall not participate in six (6) consecutive extracurricular events. The 
student shall remain a part of all teams or activities and continue to practice. (See paragraph 
3.2.5 for example of this rule). 
3.2.3 For a third violation occurring in the same school year as the first and a second violation, 
the student shall not participate in any extracurricular activities for the remainder of the school 
year. The student must obtain and complete counseling at the student’s expense before 
participating in any activity in the following school year. A letter from the counselor to the 
Principal shall be evidence that a course of counseling has been completed. 
3.2.4 A student’s nonparticipation in any interscholastic or extracurricular activity after 
imposition of a penalty will not cancel the penalty. The penalty will resume, when the student 
next participates in an interscholastic or extracurricular activity which may carryover to the 
next school year. 
3.2.5 Penalties imposed for first and second violations include events in all activities in which 
the student is eligible to participate. For example a penalty barring participation in four events 
might include one football game, one marching band contest, one vocal music performance, 
and one basketball game. Barring from participation in events incurred by the student as a 
result of an expulsion, suspension, or academic ineligibility do not detract from the total 
number of events a student is barred from as a result of the disciplinary action outlined by 
Sections 3.2.1 and 3.2.2. 
3.2.6 For the first violation of prohibited conduct policy 2.1.6(possession of alcohol, drugs or 
tobacco) the student shall complete the “Life of an Athlete” online drug and alcohol program. 
The program can be found at the following website: www.lifeofanathlete.com.  Following 
completion of the program the student will present the principal and activities director a 
certificate of completion certificate that can be printed at the end of the program.  Parents are 
encouraged to participate in the online program with their son/daughter.  

4.  PENALTY REDUCTION 
4.1 A student who has receive a penalty for a first or second violation of the participation 
rules may have such penalty reduced by using one of the following procedures. 
4.1.1 A student shall have two extracurricular events restored if he or she, or his or her parents 
have admitted a violation of the participation rules to the Principal, Athletic Director, or 
Superintendent within two school days or before participating in any scheduled activity. 
4.1.2 A student shall have participation in two extracurricular events restored upon completion 
of an alcohol education or counseling program approved by the school administration. The 
student shall pay the counseling program expense. 
 
5. SCHOOL KNOWLEDGE OF ALLEGED VIOLATION 
5.1 Any adult resident, parent of any student, teacher, or administrator of Shelby-Rising City  
Public School District may report a violation of the participation rules to the Principal, Athletic 
Director, or Superintendent in a signed written statement containing his or her first hand 
observation. 
5.2 Any adult may advise the Principal that a student has violated a participation rule where law 
enforcement personnel may be involved. Upon receipt of such information the principal shall 
determine whether or not a complaint has been filed in any court. If a complaint has been filed 
and states that a student has committed acts which violate the participation rules the Principal 
shall impose the appropriate penalty upon the student.  Any student or his or her parents may 
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admit a violation of the participation rules within two (2) school days. If the Principal determines 
that a participation rule has been violated the appropriate penalty shall be imposed. 
5.3 Cyber Image Policy- Any identifiable image, photo or video which implicates a student to 
have been in possession or presence of drugs or portrays actual use, or out of character 
behavior or crime, shall be confirmation of a violation of the code. Since there is no way to 
establish a timeframe for when or location of where the image was taken, it shall be a 
responsibility that the student must assume. It must also be noted that there may be persons, 
who would attempt to implicate a student, by taking such images, to place them in a situation 
where they might be in violation of this code standard. This is our rationale for demanding that 
our students not place themselves in such environments.  
 
6. NOTIFICATION 
The Principal will send a written statement to the student and his or her parents informing 
them of any penalty imposed within three (3) school days. A student or the student’s parents 
may, within five (5) school days of the notice of disciplinary action from the principal, may notify 
the Superintendent in writing of their request for a review of the Principal’s determination. The 
Superintendent, Athletic Director and a coach shall review the situation and render a decision 
within three (3) school days from the date of the request for review. Their decision shall be in 
writing and shall be final. 
 
 
The following activities are covered by this policy for grades 7-12. 
 
Volleyball 
Football 
Basketball 
Track 
Golf 
Wrestling 
Speech 
One Act Play  
All School Play 
Instrumental Music Contests 
Vocal Music Contests 
 

Cheerleading & Dance Team 
Homecoming 
Prom 
Middle School Dance / Fun Night 
Math Contests 
Senior Trip 
FBLA 
Quiz & Science Bowl 
Graduation Usher 
Pep Band 
*Other school activities may be added 
 

 
Exempt activities: summer band trip and graduation. 
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CONFLICT RESOLUTION PROCESS 
Conflicts that arise between an athlete and a coach will be handled in the following manner: 
 
1. An athlete and coach should attempt to resolve any issues.  
2. If the conflict cannot be resolved between the athlete and coach, the athlete should  
     make an appointment to meet with the Director of Athletics.  
3. If the problem is still unresolved, then the parent should contact the coach.  
4. Only when the problem cannot be resolved with the coach should the parent contact the     
     Director of Athletics.  
5. These are the steps to be followed for conflict resolution:  

a) Athlete – Coach  
b) Athlete – Director of Athletics  
c) Parent – Coach  
d) Parent – Director of Athletics  
e) Parent – Principal  
f) Parent Superintendent  
g) Parent Board of Education  

	
  
*Topics	
  that	
  will	
  not	
  be	
  discussed	
  between	
  parents	
  and	
  coaches	
  include	
  the	
  following:	
  Playing	
  
time,	
  discussions	
  about	
  other	
  student	
  athletes,	
  and	
  game	
  strategies.	
  	
  
In	
  the	
  event	
  that	
  there	
  is	
  a	
  serious	
  conflict	
  or	
  communication	
  inability	
  between	
  two	
  parties,	
  the	
  
process	
  would	
  proceed	
  to	
  the	
  next	
  level.	
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SHELBY-RISING CITY HUSKIES  

ATHLETIC CODE OF CONDUCT 

 

 As a member of A Shelby – Rising City High School athletic team, there are certain 
standards you must live up to.  You are expected to attend school regularly, maintain complete 
and passing grades in all classes, follow all school and team rules, and act in such a manner that 
represents you, your team, your school, and your community positively.  In order to make this 
process as objective as possible, the following point system will be used to determine 
consequences for failing to live up to these standards. 

 Every player starts the season with a clean slate of zero points.  The point values 
assigned to different actions are then added as necessary.  When a player accumulates a total of 
four (4) points, he will be required to sit out the next game he would normally play in.  Every 
multiple of four points (8, 12) after the first missed game will result in another missed game.  A 
player accumulating more than twelve points will be dismissed from the team, having no chance 
to letter or earn any honors such as all-district or all-state.  

 
 
Infraction        Points 
Late for game, practice, meeting,    1 per occurrence 
lifting, or any activity where time is set. 
 
Name on eligibility list - failing     1/2 per class per week 
 
Penalty time such as: lunch detention,   1 per occurrence 
before or after school detention. 
 
Unexcused absence from game, practice, meeting,  2 per occurrence 
lifting session, or activity called by the coach. 
 
Suspension - in school or out of school   2 per each day of suspension 
 
Exception: Missing a weight session after missing practice will not be further penalized, as it is 
considered an extension of practice.  You will accumulate the one point for missing the weight 
training session. 
* Missing a game due to being ineligible is considered an excused absence, since you have been 
assigned a school issued consequence, and no points will be added for the miss. You will still 
accumulate the necessary points for being on the eligibility list. 
*Missing a game or practice due to suspension is considered an excused absence, since you are 
already assigned a school issued consequence, and no points will be added for the miss.  You 
will still accumulate the necessary points for earning the suspension. 
* Missing a game due to accumulating 4, 8, or 12 points is considered an excused absence, and 
no points will be added for the miss. 
* You are still expected to attend games you miss because of the school eligibility policy or this 
code of conduct. 
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Section 1 .................... Intent of Handbook 
This	
  handbook	
  is	
  intended	
  to	
  be	
  used	
  by	
  classified	
  employees	
  to	
  provide	
  general	
  

information	
  about	
  Shelby-­‐Rising	
  City	
  Public	
  Schools	
  and	
  to	
  serve	
  as	
  a	
  guide	
  to	
  policies,	
  rules,	
  and	
  
regulations,	
  benefits	
  of	
  employment,	
  and	
  performance	
  expectations.	
  
References	
  in	
  this	
  handbook	
  to	
  “Classified	
  Employees”	
  are	
  intended	
  to	
  apply	
  to	
  
all	
  staff	
  who	
  are	
  not	
  required	
  by	
  their	
  position	
  to	
  hold	
  a	
  teaching	
  or	
  administrative	
  
certificate.	
  

Each	
  classified	
  employee	
  is	
  responsible	
  for	
  becoming	
  familiar	
  with	
  the	
  handbook	
  
and	
  knowing	
  the	
  information	
  contained	
  in	
  it.	
  Although	
  the	
  information	
  found	
  in	
  this	
  
handbook	
  is	
  detailed	
  and	
  specific	
  on	
  many	
  topics,	
  the	
  handbook	
  is	
  not	
  intended	
  to	
  be	
  all	
  
encompassing	
  so	
  as	
  to	
  cover	
  every	
  situation	
  and	
  circumstance	
  that	
  may	
  arise.	
  This	
  handbook	
  is	
  
intended	
  to	
  supplement	
  other	
  documents	
  that	
  deal	
  with	
  your	
  employment,	
  including	
  your	
  
employment	
  contract	
  and	
  the	
  policies	
  and	
  regulations	
  of	
  the	
  Board	
  of	
  Education.	
  In	
  reading	
  this	
  
handbook,	
  please	
  understand	
  that	
  where	
  a	
  direct	
  conflict	
  exists,	
  state	
  or	
  federal	
  law	
  and	
  Board	
  
policies	
  and	
  regulations	
  will	
  control.	
  

This	
  handbook	
  does	
  not	
  create	
  a	
  “contract”	
  of	
  employment.	
  Classified	
  employee	
  
positions	
  and	
  assignments	
  may	
  be	
  ended	
  or	
  changed	
  on	
  an	
  “at	
  will”	
  basis	
  notwithstanding	
  
anything	
  in	
  this	
  handbook	
  or	
  any	
  other	
  publication	
  or	
  statement,	
  except	
  for	
  a	
  contract	
  approved	
  
by	
  the	
  Board	
  of	
  Education.	
  

The	
  administration	
  will	
  be	
  responsible	
  for	
  interpreting	
  the	
  rules	
  contained	
  in	
  the	
  
handbook	
  and	
  shall	
  have	
  the	
  right	
  to	
  make	
  decisions	
  and	
  make	
  rule	
  revisions	
  at	
  any	
  time.	
  Should	
  
a	
  situation	
  or	
  circumstance	
  arise	
  that	
  is	
  not	
  specifically	
  covered	
  in	
  this	
  handbook,	
  the	
  
administration	
  will	
  make	
  a	
  decision	
  based	
  upon	
  applicable	
  school	
  district	
  policies,	
  state	
  and	
  
federal	
  statutes	
  and	
  regulations,	
  and	
  the	
  best	
  interests	
  of	
  the	
  District.	
  This	
  handbook	
  will	
  be	
  in	
  
effect	
  for	
  the	
  2013-­‐2014	
  and	
  subsequent	
  school	
  years	
  unless	
  replaced	
  by	
  a	
  later	
  edition.	
  

Support	
  (Classified)	
  staff	
  are	
  employees	
  who	
  are	
  not	
  administrators	
  or	
  employees	
  in	
  
positions	
  which	
  require	
  a	
  Nebraska	
  Department	
  of	
  Education	
  teaching	
  certificate	
  and	
  who	
  are	
  
employed	
  to	
  fulfill	
  the	
  duties	
  listed	
  on	
  their	
  job	
  description	
  on	
  a	
  monthly	
  or	
  hourly	
  basis.	
  	
  
Support	
  staff	
  shall	
  include,	
  but	
  not	
  be	
  limited	
  to,	
  teacher	
  and	
  classroom	
  aides,	
  custodial	
  and	
  
maintenance	
  employees,	
  clerical	
  employees,	
  food	
  service	
  employees,	
  bus	
  drivers,	
  and	
  temporary	
  
help	
  for	
  summer	
  or	
  other	
  maintenance.	
  	
  The	
  position	
  may	
  be	
  full-­‐time	
  or	
  part-­‐time.	
  	
  Full-­‐time	
  
school	
  nurses	
  are	
  often	
  included	
  at	
  the	
  board's	
  discretion	
  as	
  certificated	
  staff.	
  (Board	
  Policy	
  
412.01)	
  
	
  
	
  
Section	
  2	
   District	
  Mission	
  Statement	
  and	
  Goals	
  
The	
  Mission	
  of	
  Shelby-­‐Rising	
  City	
  Public	
  Schools	
  is	
  to	
  provide	
  a	
  quality	
  education	
  through	
  
innovation,	
  integrity,	
  accountability,	
  and	
  service.	
  
	
  
The	
  District	
  seeks	
  to	
  provide	
  an	
  essential	
  education	
  by	
  developing	
  and	
  maintaining:	
  
	
  
● Qualified	
  and	
  competent	
  administrative,	
  teaching,	
  paraprofessional,	
  and	
  operational	
  

staff;	
  
● Integrated,	
  planned	
  curriculum	
  that	
  prepares	
  students	
  to	
  achieve	
  state	
  standards	
  and	
  

such	
  additional	
  standards	
  as	
  are	
  established	
  by	
  the	
  Board	
  of	
  Education	
  and	
  to	
  reach	
  
the	
  student	
  outcomes	
  identified	
  above;	
  

● Comprehensive	
  support	
  programs	
  and	
  services	
  that	
  meet	
  the	
  diverse	
  needs	
  of	
  
students;	
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● Safe,	
  clean	
  and	
  supportive	
  facilities	
  and	
  learning	
  environments;	
  
● Implementation	
  of	
  a	
  curriculum	
  that	
  meets	
  the	
  following:	
  
o Is	
   based	
   on	
   state	
   standards	
   in	
   reading,	
   writing,	
   speaking,	
   listening,	
   mathematics,	
  

science	
   and	
   social	
   studies/history	
   and	
  essential	
   learnings	
   in	
   visual	
   and	
   performing	
  
arts,	
   world	
   languages,	
   technology,	
   health	
   and	
   physical	
   education,	
   and	
   career	
   and	
  
technical	
  education	
  and	
  such	
  additional	
  standards;	
  as	
  are	
  established	
  by	
  the	
  Board	
  of	
  
Education;	
  

o Is	
  appropriate	
  for	
  the	
  developmental	
  level	
  of	
  the	
  students;	
  
o Addresses	
  diverse	
  learning	
  needs;	
  
o Instills	
   a	
   passion	
   for	
   learning	
   and	
   the	
   importance	
   of	
   life-­‐-­‐-­‐long	
  learning;	
  
o Develops	
   problem	
   solving	
   and	
   critical	
   thinking	
   skills,	
   decision	
   making	
   skills,	
   data	
  

gathering,	
  and	
  critical	
  use	
  of	
  information;	
  
o Develops	
  expected	
  work	
  ethics,	
  as	
  well	
  as	
  group	
  participation	
  and	
  leadership	
  skills;	
  
o Incorporates	
   character	
   education	
   and	
   multicultural	
   education,	
   including	
   respect	
   for	
  

diversity;	
  
o Provides	
  for	
  application	
  of	
  technology	
  in	
  all	
  learning	
  areas;	
  
o Provides	
  access	
  to	
  advanced	
  courses;	
  and	
  
o Is	
   organized	
   in	
   a	
   schedule	
   that	
   is	
   functional	
   and	
  meets	
   student	
  needs	
  in	
  all	
  curriculum	
  

areas.	
  
● Providing	
  a	
  supportive	
  learning	
  environment	
  which	
  includes:	
  
o a	
   welcoming	
   and	
   inviting	
   environment	
   that	
   is	
   emotionally	
   safe,	
  nurturing,	
  

supportive,	
   and	
  disciplined;	
   that	
  promotes	
   respect,	
  trust,	
   integrity,	
   and	
   regard	
   for	
  
self	
   and	
   others;	
   and	
   that	
   honors	
  diversity;	
  learning	
  	
  	
  as	
  	
  	
  the	
  	
  	
  central	
  	
  	
  purpose	
  	
  	
  with	
  	
  	
  
students	
  	
  	
  engaged	
  in	
  meaningful,	
  relevant,	
  and	
  productive	
  learning	
  experiences;	
  and	
  

o Implementation	
  of	
  policies	
  and	
  practices	
  that	
  result	
  in	
  an	
  orderly	
  environment	
  
with	
   emphasis	
   on	
   consistent	
   school-­‐-­‐-­‐wide	
   positive	
  behavior.

  
Section 3 Board of Education 
	
   Jeff	
  Kuhnel,	
  President	
  
	
   Roy	
  Houdersheldt,	
  Vice-­‐President	
  
	
   Geoff	
  Ruth,	
  Secretary	
  
	
   Chris	
  Whitmore	
  
	
   Heath	
  Vrbka	
  
	
   __________________	
  (TBA)	
  
	
  
Section	
  4	
   District	
  Staff	
  
	
   	
  
Administration	
   	
   Teaching	
  Staff	
   	
  
Chip	
  Kay	
   Superintendent	
   Sarah	
  Crane	
   Pre-­‐School	
  
Troy	
  Holmberg	
   HS	
  Principal	
   Kelsey	
  Gabel	
   Kindergarten	
  
Bill	
  Curry	
   MS	
  Principal	
   Suzanne	
  Schultz	
   Kindergarten	
  
Denise	
  Glock	
   EL	
  Principal	
   Sherri	
  Georges	
   First	
  Grade	
  
	
   	
   Ashley	
  Arbuck	
   First	
  Grade	
  
Office	
  Personnel	
   	
   Cynthia	
  Sanley	
   Second	
  Grade	
  
Aday	
  Noyd	
   Bookkeeper	
   Debra	
  Doehling	
   Second	
  Grade	
  
Sue	
  Topil	
   HS/EL	
  Secretary	
   Mary	
  Gillespie	
   Third	
  Grade	
  
Amy	
  Pospisil	
   MS	
  Secretary	
   Nanci	
  Deckert	
   Third	
  Grade	
  
Janice	
  Braasch	
   MS	
  Off./Lunch	
   Melinda	
  Cromer	
   Fourth	
  Grade	
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Matt	
  Carley	
   Tech	
  Director	
   Jonathan	
  Riggs	
   Fifth	
  Grade	
  
	
   	
   Cynthia	
  Lorentzen	
   Fifth	
  Grade	
  
Support	
  Staff	
   	
   Turner	
  Trofholz	
   MS	
  PE	
  
Ron	
  Glatter	
   Head	
  of	
  Maintenance	
   Grant	
  Gable	
   MS	
  Science	
  
Jim	
  Hendrickson	
   Transportation	
   Sara	
  Jensen	
   MS	
  Art/Computers	
  
Michelle	
  Gray	
   MS	
  Custodian	
   Dennis	
  Coleman	
   K-­‐8	
  Vocal	
  Music	
  
Ken	
  Kuryhka	
   HS	
  Custodian	
   Mike	
  Jurgensen	
   MS	
  Math	
  
Patty	
  Kelly	
   Head	
  Cook	
   John	
  Schoenrock	
   MS	
  Social	
  Studies	
  
Darla	
  Frazier	
   Cook	
  (RC	
  Site)	
   Kristen	
  Wilton	
   MS	
  English	
  
Shelly	
  Denbo	
   Cook	
   Kari	
  Samuels	
   MS	
  Lang.	
  Arts	
  
(TBA)	
   Cook	
   Haley	
  Bramhall	
   HS	
  English	
  
Grace	
  Kula	
   Cook	
   Terry	
  Chadek	
   AD/HS	
  PE	
  
Penny	
  Blohm	
   Aide	
   Josh	
  Cooley	
   HS	
  Science	
  
Cate	
  Maslonka	
   Aide	
   Sarah	
  Hernbloom	
   HS	
  Spanish	
  
Jeanne	
  Kay	
   Aide	
   Nicole	
  Hilderbrand	
   HS	
  Social	
  Studies	
  
Brenda	
  Alt	
   Title	
  1	
  Aide	
   Chris	
  Gugel	
   5-­‐12	
  Band/HS	
  Vocal	
  
Marche	
  Augustine	
   Aide	
   Jerald	
  Humlicek	
   HS/MS	
  Math	
  
Sue	
  Doehling	
   Aide	
   Mark	
  Nebuda	
   Industrial	
  Tech	
  
Genesis	
  Einspahr	
   Aide	
   Lauren	
  Rabourn	
   HS	
  English	
  
Francis	
  Gray	
   Aide	
   Lynne	
  Ruth	
   HS	
  Science	
  
Theresa	
  Logan	
   Aide	
   Adam	
  Nissen	
   HS	
  Art	
  
Darlene	
  Putney	
   Aide	
   Rachel	
  Isherwood	
   HS	
  Business	
  
Melanie	
  McKinney	
   Aide	
   Travis	
  Weber	
   Industrial	
  Tech	
  
Patty	
  Seldon	
   Aide	
   Becky	
  Schueth	
   HS	
  Math	
  
Karen	
  Thomsen	
   Aide	
   Melanie	
  Hoegerl	
   Resource	
  
Maritza	
  Velasco	
   Aide	
   	
   Lori	
  Ziemba	
   Resource	
  
Michelle	
  Sterup	
   Nurse	
   Kelly	
  Willis	
   Title	
  I	
  
	
   	
   Kate	
  Kloke	
   PK-­‐5	
  Guidance/PE	
  
District	
  Staff	
   	
   Sandy	
  Voss	
   6-­‐12	
  Guidance	
  
Sherri	
  Nielsen	
   Librarian	
   Stacy	
  Stewart	
   Speech	
  Path.	
  
	
  
Section	
  5	
   Employment	
  
	
   Managing	
  the	
  qualifications,	
  recruitment	
  and	
  selection	
  of	
  candidates	
  for	
  these	
  
positions	
  shall	
  be	
  the	
  responsibility	
  of	
  the	
  superintendent	
  or	
  designee	
  who	
  shall	
  confer	
  with	
  
principals	
  and	
  other	
  supervisory	
  personnel	
  in	
  making	
  a	
  selection.	
  

Persons	
  interested	
  in	
  a	
  support	
  staff	
  position	
  shall	
  have	
  an	
  opportunity	
  to	
  apply	
  and	
  
qualify	
  for	
  support	
  staff	
  positions	
  in	
  the	
  school	
  district	
  without	
  regard	
  to	
  age,	
  race,	
  creed,	
  color,	
  
sex,	
  national	
  origin,	
  religion	
  or	
  disability.	
  	
  	
  The	
  District	
  website	
  will	
  advertise	
  available	
  
classified	
  positions	
  and	
  provide	
  application	
  materials.	
  

The	
  Superintendent	
  shall	
  hire	
  and	
  School	
  Board	
  shall	
  review	
  the	
  addition	
  of	
  all	
  
classified	
  personnel.	
  All	
  classified	
  personnel	
  shall	
  be	
  considered	
  for	
  re-­‐hiring	
  at	
  the	
  regular	
  
June	
  Board	
  meeting.	
  Salary	
  and	
  other	
  compensation	
  are	
  to	
  be	
  decided	
  and	
  set	
  at	
  the	
  time	
  of	
  
hiring.	
  The	
  compensation	
  package	
  shall	
  become	
  an	
  extension	
  of	
  Board	
  policy	
  for	
  a	
  period	
  of	
  1	
  
year,	
  Sept.	
  1	
  –	
  Aug.	
  31,	
  of	
  the	
  ensuing	
  year.	
  The	
  Board	
  may	
  at	
  its	
  discretion	
  choose	
  to	
  extend	
  
district	
  provided	
  classified	
  leave	
  benefits	
  and	
  compensations	
  beyond	
  the	
  identified	
  benefits	
  on	
  
a	
  case-­‐by-­‐case	
  basis.	
  (Board	
  Policy	
  412.02)	
  

Each	
  employee	
  will	
  be	
  required	
  to	
  submit	
  information	
  for	
  a	
  background	
  check	
  prior	
  
to	
   employment.	
   	
   Employment	
   occurs	
   when	
   the	
   employee	
   signs	
   the	
   Employee’s	
   Contract	
  
and	
   the	
  Superintendent	
  approves	
  and	
  signs	
  such	
  contract	
  of	
  employment.	
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Section	
  6	
   Assignments	
  
 The	
   duties	
   to	
   be	
   performed	
   by	
   an	
   employee	
   with	
   the	
   District	
   shall	
   be	
   subject	
   to	
  
assignment	
   by	
   the	
   superintendent.	
   Job	
   descriptions,	
   where	
   available,	
   provide	
   additional	
  
information	
  about	
  the	
  position	
  duties.	
  

An	
  employee	
  will	
  be	
  expected	
  to	
  devote	
  full	
   time	
  during	
  days	
  of	
  school	
  to	
  the	
  
employee’s	
  position	
   and	
   to	
  diligently	
   and	
   faithfully	
   perform	
   the	
   assigned	
  duties	
   to	
   the	
  best	
  
of	
  the	
  employee’s	
  ability.	
  

In	
  making	
  such	
  assignments	
  each	
  year	
  the	
  superintendent	
  shall	
  consider	
  the	
  
qualifications	
  of	
  each	
  support	
  staff	
  and	
  the	
  needs	
  of	
  the	
  school	
  district.	
  

Teacher	
  aides	
  are	
  employed	
  at	
  an	
  hourly	
  pay	
  rate.	
  Aides	
  are	
  under	
  the	
  immediate	
  
supervision	
  of	
  their	
  respective	
  teacher.	
  The	
  appropriate	
  Principal	
  is	
  their	
  administrative	
  
supervisor.	
  Aides	
  shall	
  not	
  be	
  the	
  primary	
  catalyst	
  in	
  any	
  subjective	
  diagnostic	
  or	
  prescriptive	
  
activities	
  involving	
  student	
  program	
  planning	
  or	
  evaluation.	
  The	
  specific	
  role	
  played	
  by	
  aides	
  
is	
  at	
  administrative	
  discretion.	
  Roles	
  may	
  change	
  from	
  time	
  to	
  time;	
  aides	
  must	
  be	
  prepared	
  to	
  
perform	
  in	
  a	
  variety	
  of	
  settings.	
  (Board	
  Policy	
  411.04)	
  

Employee’s	
  who	
  wish	
  to	
  transfer	
  to	
  an	
  different	
  classified	
  position	
  must	
  make	
  a	
  formal	
  
written	
  request	
  to	
  the	
  Superintendent	
  during	
  the	
  application	
  period	
  for	
  that	
  position.	
  	
  The	
  
request	
  will	
  be	
  considered	
  with	
  all	
  other	
  applications.	
  	
  
	
   	
   	
  
Section	
  7	
   Personnel	
  File	
  
	
   The	
  District	
  will	
   follow	
   the	
   requirements	
   of	
   state	
   and	
   federal	
   law	
   and	
   regulation	
  
with	
  regard	
  to	
  employee	
  personnel	
  files.	
  Employees	
  are	
  to	
  notify	
  the	
  Superintendent’s	
  
office	
  of	
  any	
  changes	
   in	
   contact	
   information	
   (address/telephone).	
   For	
   a	
  name	
   change,	
  
provide	
   your	
  new	
  social	
  security	
  card.	
  Employees	
  may	
  contact	
   the	
  Superintendent	
   to	
  
request	
  a	
  review	
  of	
  their	
  personnel	
  file.	
  
	
  
Section	
  8	
   Grievances	
  and	
  Complaints	
  

Employment	
  related	
  grievances	
  or	
  complaints	
  shall	
  be	
  addressed	
  through	
  the	
  
administrative	
  chain	
  of	
  command	
  following	
  the	
  process	
  set	
  forth	
  in	
  board	
  policy	
  402.05.	
  
	
  
Section	
  9	
   Compensation	
  

Each	
  non-­‐exempt	
  employee	
  compensated	
  on	
  an	
  hour-­‐by-­‐hour	
  basis,	
  whether	
  
full-­‐or	
  part-­‐time,	
  permanent	
  or	
  temporary,	
  will	
  be	
  paid	
  no	
  less	
  than	
  the	
  prevailing	
  
minimum	
  wage.	
   Each	
  non-­‐exempt	
  employee	
  paid	
  on	
  an	
  hour-­‐by-­‐hour	
  basis	
  must	
  
complete,	
  sign,	
  and	
  turn	
  in	
  a	
  daily	
  time	
  record	
  showing	
  the	
  actual	
  number	
  of	
  hours	
  
worked.	
  	
  Failure	
  of	
  the	
  employee	
  to	
  maintain,	
  or	
  falsification	
  of,	
  a	
  daily	
  time	
  record	
  
will	
  be	
  grounds	
  for	
  disciplinary	
  action.	
  	
  Lunchtime	
  is	
  not	
  to	
  be	
  counted	
  as	
  working	
  
time	
  by	
  any	
  employee.	
  
 Wages	
  are	
  payable	
  on	
  a	
  once	
  per	
  month	
  basis	
  for	
  those	
  months	
  when	
  services	
  
are	
  performed.	
   Employees	
  will	
  be	
  paid	
  on	
  the	
  15th	
  of	
  the	
  month,	
  or	
  the	
  last	
  
preceding	
  school	
  day,	
  if	
  the	
  15th	
  falls	
  on	
  a	
  vacation	
  or	
  week-­‐-­‐-­‐end	
  day.	
  
Reimbursements	
  for	
  mileage	
  or	
  other	
  expenses	
  will	
  be	
  considered	
  separate	
  from	
  
compensation.	
  

Non-­‐Exempt	
  employee’s	
  will	
  not	
  receive	
  a	
  cut	
  in	
  pay,	
  if	
  CPI	
  is	
  negative	
  there	
  
will	
  be	
  a	
  minimum	
  of	
  a	
  1%	
  increase.	
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Non-­‐Exempt	
  employees	
  cannot	
  be	
  compensated	
  for	
  more	
  than	
  one	
  paid	
  
assignment	
  during	
  any	
  block	
  of	
  time.	
  	
  (Example	
  –	
  a	
  Custodian	
  who	
  drives	
  a	
  bus:	
  while	
  
performing	
  the	
  bus	
  driver	
  duties	
  can	
  not	
  count	
  hours	
  toward	
  custodial	
  work	
  time	
  or	
  
be	
  compensated	
  for	
  both	
  during	
  the	
  same	
  block	
  of	
  time.)	
  

Route/Activity	
  Drivers	
  –	
  A	
  Driver	
  cannot	
  be	
  paid	
  for	
  both	
  duties	
  at	
  the	
  same	
  
time.	
  	
  However,	
  a	
  route	
  driver	
  who	
  drives	
  an	
  activity	
  (at	
  the	
  request	
  of	
  the	
  school)	
  
during	
  their	
  “normal”	
  route	
  time	
  may	
  be	
  paid	
  the	
  route	
  rate	
  for	
  the	
  first	
  1	
  ½	
  hours	
  of	
  
the	
  activity	
  trip	
  and	
  the	
  remainder	
  of	
  the	
  time	
  will	
  be	
  compensated	
  at	
  the	
  activity	
  rate.	
  
	
  
*Refer	
  to	
  Section	
  #56	
  for	
  the	
  Classified	
  Pay	
  Schedule	
  

	
  
Section	
  9-­‐A	
  Compensation	
  for	
  Activity	
  Duties	
  

If	
  the	
  duty	
  is	
  not	
  regular	
  or	
  frequent	
  classified	
  staff	
  can	
  perform	
  activity	
  duties	
  
and	
  be	
  compensated	
  per	
  the	
  negotiated	
  agreement.	
  	
  Examples	
  include	
  ticket	
  taking,	
  
scoreboard,	
  etc.	
  if	
  it	
  does	
  not	
  occur	
  at	
  every	
  home	
  game.	
  
	
  
Section	
  10	
   Benefits	
  

Classified	
  Employees	
  holding	
  a	
  12	
  Month	
  Full-­‐Time	
  position	
  (52	
  Week,	
  Full-­‐
Time	
  Employee,	
  Single	
  Position)	
  are	
  provided	
  the	
  following	
  benefits:	
  Tier	
  One	
  
Health/Dental	
  insurance	
  equivalent	
  to	
  the	
  single	
  insurance	
  offered	
  to	
  the	
  certified	
  
staff.	
  	
  
	
   Employees	
  shall	
  make	
  annual	
  fringe	
  benefit	
  elections	
  by	
  September	
  1	
  of	
  each	
  
school	
  year.	
   Should	
  an	
  employee	
  fail	
  to	
  make	
  such	
  election,	
  the	
  employee	
  election	
  
from	
  the	
  immediately	
  preceding	
  school	
  and	
  contract	
  year	
  shall	
  be	
  continued.	
  Each	
  
employee	
  is	
  responsible	
  for	
  informing	
  the	
  Office	
  of	
  the	
  Superintendent	
  in	
  writing	
  of	
  
any	
  changes	
  in	
  benefit	
  status.	
  
	
   Continued	
   health	
   insurance	
   benefits	
   are	
   available	
   through	
   COBRA	
   subject	
  
to	
   certain	
   qualifying	
   requirements.	
   A	
   Notice	
   of	
   COBRA	
   Continuation	
   Coverage	
  
Rights	
   will	
   be	
   provided	
   to	
   you	
   or	
   will	
   be	
  made	
   available	
   upon	
   request	
   from	
   the	
  
Superintendent’s	
  office.	
  

The	
   Health	
   Insurance	
   Portability	
   and	
   Accountability	
   Act	
   (HIPAA)	
   provides	
  
rights	
   and	
   protections	
   for	
   participants	
   and	
   beneficiaries	
   in	
   group	
   health	
   plans.	
  
HIPAA	
   includes	
   protections	
   for	
   coverage	
   under	
   group	
   health	
   plans	
   that	
   limit	
  
exclusions	
   for	
   preexisting	
   conditions;	
   prohibit	
   discrimination	
   against	
   employees	
  
and	
   dependents	
   based	
   on	
   their	
   health	
   status;	
   and	
   allow	
   a	
   special	
   opportunity	
   to	
  
enroll	
   in	
   a	
   new	
   plan	
   to	
   individuals	
   in	
   certain	
   circumstances.	
  HIPAA	
  may	
   also	
   give	
  
you	
   a	
   right	
   to	
   purchase	
   individual	
   coverage	
   if	
   you	
   have	
   no	
   group	
   health	
   plan	
  
coverage	
   available,	
   and	
   have	
   exhausted	
   COBRA	
   or	
   other	
   continuation	
   coverage.	
  
Further	
   information	
   may	
   be	
   obtained	
   from	
   the	
   Plan	
   Administrator	
   of	
   the	
   group	
  
health	
  plan.	
  

All	
  Classified	
  employee’s	
  will	
  receive	
  an	
  Activity	
  Pass	
  for	
  admission	
  to	
  home	
  
activity	
  contests.	
  
	
  
Section	
  11	
   Payroll	
  and	
  Payroll	
  Deductions	
  
 Wages/salary and benefits are paid in accordance with the individual employment 
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contracts  and  negotiated  agreement,  if  any.  Payroll  deductions  shall  be  made  in 
accordance with law and the negotiated agreement, if any. 

Employee’s	
  wages	
  are	
  subject	
  to	
  the	
  Nebraska	
  Public	
  Employees	
  Retirement	
  
System.	
  	
  Questions	
  can	
  be	
  referred	
  to	
  the	
  District	
  Bookkeeper.	
  
	
  
Section	
  12	
   Expense	
  Reimbursement	
  
	
   Reimbursement	
  for	
  authorized	
  mileage	
  will	
  be	
  paid	
  to	
  employees	
  required	
  to	
  
drive	
   their	
  own	
  vehicles	
  during	
   their	
   regular	
   scheduled	
  working	
  hours.	
   	
   Claims	
   for	
  
reimbursement	
   should	
   be	
   submitted	
   to	
   the	
   employee’s	
   immediate	
   supervisor.	
   The	
  
allowable	
  rate	
  shall	
  be	
  governed	
  by	
  Board	
  policy,	
  unless	
  otherwise	
  required	
  by	
  law.	
  
The	
  District	
  is	
  not	
  liable	
  for	
  physical	
  damage	
  to	
  employee	
  vehicles.	
  

Necessary	
   materials	
   and	
   supplies	
   are	
   provided	
   by	
   the	
   District.	
   If	
   an	
  
employee	
   needs	
  additional	
  materials	
   for	
  performance	
  of	
   duties,	
   the	
   request	
   should	
  
be	
   made	
   to	
   the	
   employee’s	
   immediate	
   supervisor.	
   Employees	
   who	
   purchase	
  
materials	
   or	
   supplies	
  without	
  advance	
  approval	
  may	
  not	
  be	
  reimbursed.	
  

Reimbursement	
   for	
   meals	
   or	
   other	
   expenses	
   related	
   to	
   District-­‐required	
  
travel	
  must	
   be	
  submitted	
  to	
  and	
  approved	
  by	
  either	
  the	
  Principal	
  or,	
   if	
   the	
  expense	
  
relates	
   to	
   an	
   activity,	
   by	
   the	
   Athletic	
   Director.	
   The	
   request	
   for	
   reimbursement	
  
should	
   include	
   a	
   voucher	
   sufficient	
   to	
   establish	
   that	
   the	
   expense	
   was	
   actually	
  
incurred	
  and	
   that	
   the	
  expense	
  was	
  reasonable	
  and	
  related	
  to	
  a	
  school-­‐purpose.	
  
	
  
Section	
  13	
  Overtime	
  
	
   Overtime	
  will	
  be	
  paid	
  to	
  non-­‐exempt	
  employees	
  as	
  required	
  by	
  law.	
  
Compensatory	
  pay	
  in	
  lieu	
  of	
  overtime	
  pay	
  may	
  be	
  implemented	
  in	
  accordance	
  with	
  
law.	
  	
  

Classified	
  employees	
  may	
  be	
  classified	
  as	
  either	
  “exempt”	
  or	
  “non-­‐-­‐-­‐exempt”	
  for	
  
overtime	
  purposes.	
   Employees	
  who	
  are	
  classified	
  as	
  exempt	
  employees	
  are	
  not	
  
eligible	
  for	
  overtime,	
  while	
  those	
  who	
  are	
  “non-­‐-­‐-­‐exempt”	
  are	
  eligible	
  for	
  overtime.	
  

Non-­‐-­‐-­‐exempt	
  employees	
  will	
  be	
  expected	
  to	
  accurately	
  report	
  hours	
  worked.	
  
Falsification	
  of	
  time	
  cards	
  is	
  a	
  serious	
  offense.	
  

Non-­‐-­‐-­‐exempt	
  employees	
  must	
  receive	
  prior	
  approval	
  from	
  their	
  supervisor	
  to	
  
work	
  additional	
  hours	
  beyond	
  their	
  regular	
  work	
  schedule.	
  Non-­‐-­‐-­‐exempt	
  employees	
  
will	
  be	
  paid	
  for	
  each	
  hour	
  worked	
  in	
  excess	
  of	
  40	
  hours	
  in	
  a	
  workweek	
  and	
  are	
  
expected	
  to	
  accurately	
  and	
  timely	
  report	
  overtime	
  hours	
  to	
  their	
  supervisor.	
   The	
  
regular	
  workweek	
  for	
  overtime	
  purposes	
  is	
  from	
  12:00	
  a.m.	
  on	
  Sunday	
  through	
  
11:59	
  p.m.	
  on	
  Saturday.	
  The	
  administration	
  may	
  establish	
  a	
  different	
  7-­‐-­‐-­‐day	
  period	
  
workweek	
  from	
  time	
  to	
  time	
  for	
  specified	
  employees	
  or	
  employee	
  groups.	
  

Overtime	
  pay	
  for	
  non-­‐-­‐-­‐exempt	
  employees	
  will	
  be	
  paid	
  at	
  the	
  rate	
  of	
  not	
  less	
  
than	
  1½	
  times	
  the	
  employee's	
  regular	
  rate	
  of	
  pay	
  for	
  hours	
  worked	
  in	
  excess	
  of	
  the	
  40	
  
hour	
  workweek.	
  Employees	
  with	
  two	
  or	
  more	
  non-­‐-­‐-­‐exempt	
  positions	
  may	
  be	
  eligible	
  
for	
  overtime	
  pay	
  based	
  upon	
  the	
  total	
  number	
  of	
  hours	
  worked	
  in	
  one	
  workweek.	
   If	
  
applicable,	
  the	
  employee	
  and	
  the	
  Superintendent	
  will	
  agree	
  upon	
  the	
  overtime	
  rate,	
  in	
  
compliance	
  with	
  FLSA	
  regulations.	
  

A	
  non-­‐-­‐-­‐exempt	
  employee	
  may	
  request	
  compensatory	
  time	
  in	
  lieu	
  of	
  overtime	
  
pay,	
  with	
  approval	
  of	
  the	
  employer,	
  with	
  the	
  rate	
  figured	
  as	
  1½	
  times	
  the	
  number	
  of	
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hours	
  worked	
  in	
  excess	
  of	
  40	
  hours	
  in	
  any	
  work	
  week.	
  Compensatory	
  time	
  may	
  be	
  
accumulated	
  up	
  to	
  40	
  hours	
  upon	
  approval	
  by	
  their	
  supervisor.	
   Any	
  accumulation	
  of	
  
compensatory	
  time	
  over	
  40	
  hours	
  must	
  be	
  approved	
  by	
  the	
  Superintendent	
  and	
  may	
  
not	
  exceed	
  80	
  total	
  hours	
  per	
  contract	
  year.	
  	
  

Compensatory	
  time	
  must	
  be	
  used	
  in	
  the	
  contract	
  year	
  it	
  is	
  accumulated	
  and	
  
may	
  not	
  accrued	
  or	
  carried	
  over	
  to	
  future	
  contract	
  years.	
  	
  Unused	
  compensatory	
  
time	
  is	
  not	
  eligible	
  for	
  payment	
  and	
  the	
  time	
  is	
  forfeited.	
  

The	
  District’s	
  policy	
  is	
  to	
  not	
  permit	
  improper	
  deductions	
  from	
  the	
  salary	
  of	
  
exempt	
  employees	
  who	
  are	
  required	
  to	
  meet	
  a	
  “salaried	
  basis”	
  test	
  for	
  the	
  overtime	
  
exemption	
  to	
  be	
  applicable.	
   An	
  employee	
  who	
  feels	
  an	
  improper	
  deduction	
  affecting	
  
exemption	
  status	
  has	
  occurred	
  may	
  submit	
  a	
  complaint	
  to	
  the	
  Superintendent	
  or	
  the	
  
Superintendent’s	
  designee,	
  who	
  shall	
  promptly	
  investigate	
  the	
  complaint.	
  
Reimbursement	
  shall	
  be	
  made	
  and	
  a	
  good	
  faith	
  commitment	
  to	
  comply	
  in	
  the	
  future	
  
will	
  be	
  given	
  in	
  the	
  event	
  it	
  is	
  determined	
  that	
  an	
  improper	
  deduction	
  affecting	
  
overtime	
  exemption	
  has	
  been	
  made.	
  

The	
  District’s	
  policy	
  is	
  to	
  authorize	
  unpaid	
  disciplinary	
  suspensions	
  of	
  a	
  full	
  day	
  
or	
  more	
  for	
  infractions	
  of	
  workplace	
  conduct	
  rules	
  and	
  to	
  apply	
  such	
  policy	
  uniformly	
  
to	
  all	
  similarly	
  situated	
  employees,	
  including	
  exempt	
  employees	
  who	
  are	
  required	
  to	
  
meet	
  a	
  “salaried	
  basis”	
  test	
  for	
  the	
  exemption	
  to	
  be	
  applicable.	
  Unpaid	
  disciplinary	
  
suspensions	
  of	
  a	
  partial	
  day	
  or	
  of	
  a	
  full	
  day	
  or	
  more	
  may	
  be	
  implemented	
  for	
  infractions	
  
of	
  safety	
  rules	
  of	
  major	
  significance.	
   Deductions	
  of	
  pay	
  of	
  a	
  partial	
  day	
  or	
  of	
  a	
  full	
  day	
  
or	
  more	
  may	
  be	
  made	
  for	
  FMLA	
  leaves	
  and	
  in	
  the	
  first	
  and	
  last	
  weeks	
  of	
  employment.	
  
In	
  addition,	
  based	
  on	
  principles	
  of	
  public	
  accountancy,	
  deductions	
  from	
  pay	
  of	
  a	
  partial	
  
day	
  or	
  of	
  a	
  full	
  day	
  or	
  more	
  will	
  be	
  made	
  for	
  absences	
  for	
  	
  illness,	
  injury	
  or	
  personal	
  
reasons	
  when	
  accrued	
  leave	
  is	
  not	
  used	
  or	
  not	
  available,	
  and	
  for	
  absences	
  due	
  to	
  any	
  
budget-­‐-­‐-­‐required	
  furlough.	
  
	
  
Section	
  14	
   Paid	
  Leave	
  
	
   Classified	
   employees	
   are	
   provided	
   with	
   paid	
   sick	
   and	
   personal	
   leaves	
   in	
  
accordance	
   with	
   the	
   employee’s	
   individual	
   contract	
   or	
   board	
   policy,	
   if	
   any.	
  
During	
   such	
   paid	
   leaves,	
   classified	
   employees	
   shall	
   continue	
   to	
   receive	
   all	
  
wages/salary	
   and	
   fringe	
   benefits	
   called	
   for	
   by	
   the	
   individual	
   contract	
   or	
   board	
  
policy,	
  if	
  any.	
  

The	
  leaves	
  provided	
  by	
  the	
  District	
  are	
  to	
  be	
  used	
  for	
  the	
  purpose	
  intended.	
  
Abuse	
  of	
  leave	
  privileges	
  affects	
   the	
  students,	
  other	
  staff,	
  and	
  the	
  entire	
  District	
  and	
  
will	
  not	
  be	
  tolerated.	
  

Classified	
  employees	
  must	
  use	
  Paid	
  Leave	
  days	
  prior	
  to	
  using	
  the	
  unpaid	
  leave	
  
option.	
  	
  All	
  leave	
  must	
  be	
  approved	
  by	
  your	
  building	
  Principal	
  or	
  the	
  Superintendent.	
  

To	
  take	
  leave	
  contact	
  your	
  supervisor	
  and	
  fill	
  out	
  the	
  proper	
  leave	
  request	
  form.	
  	
  
Leave	
  can	
  only	
  be	
  taken	
  on	
  a	
  regularly	
  “Contracted”	
  day	
  for	
  that	
  employee.	
  

Classified	
  staff	
  can	
  be	
  paid	
  ½	
  your	
  hourly/daily	
  rate	
  for	
  unused	
  “Paid	
  Leave”	
  at	
  
the	
  end	
  of	
  your	
  employment	
  year	
  for	
  up	
  to	
  3	
  days.	
  	
  You	
  may	
  not	
  be	
  compensated	
  for	
  
leave	
  days	
  that	
  can	
  accrue.	
  	
  
Return	
  from	
  Leave	
  

A	
  classified	
  employee	
  who	
  is	
  absent	
   for	
  any	
  period	
  of	
   time	
  because	
  of	
   injury	
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requiring	
  care	
  from	
  a	
  physician	
  or	
  health	
  care	
  provider,	
  or	
  for	
  a	
  period	
  of	
  one	
  week	
  
or	
  more	
  due	
   to	
   illness,	
  must	
   present	
   a	
  written	
   statement	
   to	
   the	
   Principal	
   from	
   the	
  
classified	
   employee’s	
   physician	
   or	
   health	
   care	
   provider	
   stating	
   that	
   the	
   classified	
  
employee	
   is	
   physically	
   able	
   to	
   return	
   to	
   duty.	
   This	
   statement	
   is	
   to	
   be	
   presented	
   in	
  
person	
   before	
   the	
   classified	
   employee	
   returns	
   to	
   duty	
   in	
   order	
   that	
   the	
   present	
  
stage	
   of	
   convalescence	
   can	
   be	
   observed	
   and	
  discussed.	
  

Full-­‐Time,	
   12	
   Month	
   Employee’s	
   qualify	
   for	
   paid	
   holidays	
   equivalent	
   to	
   a	
  
regular	
  eight	
  hour	
  day	
  of	
  employment	
  at	
  their	
  hourly	
  rate.	
   	
  Qualified	
  holiday’s	
  must	
  
occur	
  on	
  a	
  regular	
  day	
  or	
  employment	
  or	
  day	
  designated.	
  	
  Qualified	
  holiday’s	
  include	
  
Labor	
   Day,	
   Thanksgiving,	
   Christmas,	
   Easter(Monday),	
   Memorial	
   Day,	
   and	
  
Independence	
  Day.	
  

	
  
Section	
  15	
   Payroll	
  Deduction	
  for	
  Absences	
  in	
  Excess	
  Of	
  Paid	
  Leave	
  
	
   Should	
  an	
  employee	
  be	
  absent	
  from	
  work	
  in	
  excess	
  of	
  the	
  employee’s	
  
accumulated	
  sick	
  leave	
  or	
  other	
  paid	
  leaves,	
  the	
  employee’s	
  salary	
  and	
  fringe	
  benefits	
  
(including	
  the	
  cost	
  of	
  premiums	
   for	
   group	
   health	
   insurance)	
   shall	
   be	
   reduced	
   by	
  
the	
   day	
   or	
   days	
   or	
   work	
  missed.	
  In	
  the	
  case	
  of	
  hourly	
  employees	
  the	
  reduction	
  will	
  
be	
  made	
  on	
  an	
  hourly	
  basis.	
  In	
   the	
   case	
   of	
   salaried	
   employees	
   the	
   reduction	
   will	
  
be	
   made	
   on	
   a	
   per	
   diem	
   basis	
  calculated	
  using	
   the	
  number	
  of	
  days	
  missed	
  as	
   the	
  
numerator,	
  and	
   the	
  number	
  of	
   total	
  contract	
  days	
  for	
  the	
  school	
  year	
  as	
  the	
  
denominator.	
  
	
  
Section	
  16	
   Leave	
  of	
  Absence	
  
	
   A	
   classified	
   employee	
   may	
   apply	
   to	
   the	
   superintendent	
   for	
   a	
   leave	
   of	
  
absence	
   from	
   the	
   classified	
   employee’s	
   duties.	
   The	
   superintendent	
   will	
   consider	
  
such	
  requests	
  on	
  a	
  case-­‐by-­‐case	
  basis.	
  	
  No	
  leave	
  of	
  absence	
  shall	
  extend	
  beyond	
  one	
  
school	
   year.	
   	
   All	
   leaves	
   of	
   absence	
   shall	
   be	
  without	
   pay	
   except	
   for	
   the	
   payment	
   of	
  
health	
  insurance	
  benefits	
  as	
  may	
  be	
  required	
  under	
  applicable	
  state	
  or	
  federal	
  laws.	
  
	
  
Section	
  17	
   Jury	
  Duty	
  
	
   Any	
  employee	
  who	
  is	
  summoned	
  to	
  serve	
  on	
  jury	
  or	
  election	
  board	
  duty,	
  or	
  
who	
  is	
  subpoenaed	
  to	
  provide	
  testimony,	
  shall	
  not	
  be	
  subject	
  to	
  discharge	
  from	
  
employment,	
  loss	
  of	
  pay,	
  loss	
  of	
  sick	
  leave,	
  loss	
  of	
  vacation	
  time,	
  or	
  any	
  other	
  form	
  of	
  
penalty,	
  as	
  a	
  result	
  of	
  his	
  or	
  her	
  absence	
  from	
  work	
  due	
  to	
  such	
  service	
  provided	
  the	
  
employee	
  submits	
  a	
  copy	
  of	
  the	
  summons,	
  in	
  advance,	
  to	
  the	
  employee's	
  supervisor.	
  
(415.06)	
  

To	
  answer	
  the	
  orderly	
  handling	
  of	
  this	
  policy,	
  the	
  following	
  guidelines	
  have	
  been	
  
established:	
  

1. Upon	
  being	
  selected	
  by	
  the	
  regular	
  process	
  to	
  possibly	
  serve	
  as	
  a	
  juror	
  or	
  as	
  a	
  witness,	
  the	
  
employee	
  will	
  make	
  that	
  known	
  to	
  the	
  building	
  Principal	
  so	
  he/she	
  may	
  accurately	
  plan	
  for	
  the	
  
contingency	
  that	
  the	
  employee	
  may	
  be	
  called	
  or	
  impaneled.	
  

2. Upon	
  receiving	
  a	
  summons	
  to	
  appear	
  for	
  jury	
  duty,	
  the	
  employee	
  will	
  follow	
  district	
  procedures	
  
and	
  policies	
  so	
  an	
  adequate	
  substitute	
  may	
  be	
  found	
  as	
  required.	
  

3. Such	
  summons	
  for	
  an	
  employee	
  to	
  serve	
  on	
  a	
  jury	
  usually	
  requires	
  an	
  individual	
  to	
  appear	
  at	
  a	
  
specific	
  time.	
  Should	
  that	
  time	
  be	
  such	
  that	
  the	
  employee	
  may	
  reasonably	
  teach	
  or	
  otherwise	
  serve	
  



Shelby-­‐Rising	
  City	
  Public	
  Schools	
   	
   	
   	
   	
   	
   	
  11	
  

for	
  one-­‐half	
  or	
  more	
  of	
  the	
  regular	
  day,	
  the	
  employee	
  should	
  so	
  fulfill	
  the	
  said	
  contract	
  to	
  the	
  closest	
  
possible	
  half-­‐day.	
  

4. The	
  employee,	
  if	
  impaneled	
  to	
  serve,	
  should	
  follow	
  consistently	
  the	
  policies	
  and	
  procedures	
  of	
  the	
  
district	
  and	
  school	
  in	
  relationship	
  to	
  securing	
  an	
  appropriate	
  substitute.	
  

5. An	
  official	
  district	
  leave	
  form	
  must	
  be	
  completed	
  and	
  filed	
  prior	
  to	
  the	
  leave.	
  
6. Remuneration	
  may	
  be	
  handled	
  in	
  either	
  of	
  the	
  following	
  ways,	
  as	
  per	
  the	
  employees'	
  personal	
  

choice.	
  Employees	
  may	
  not	
  receive	
  compensation	
  from	
  the	
  district	
  and	
  from	
  jury	
  duty/court	
  
subpoena	
  leave.	
  

a. Said	
  employee	
  may	
  waive	
  the	
  regular	
  day's	
  pay	
  from	
  the	
  district,	
  and	
  retain	
  the	
  statutory	
  payment	
  
from	
  the	
  court.	
  

b. Said	
  employee	
  may	
  tender	
  to	
  the	
  school	
  district	
  the	
  statutory	
  fee	
  received	
  by	
  the	
  juror	
  and	
  receive	
  
the	
  regular	
  day's	
  pay	
  from	
  the	
  school	
  district.	
  

7. Such	
  determination	
  must	
  be	
  made	
  within	
  five	
  (5)	
  working	
  days	
  after	
  the	
  completion	
  of	
  serving	
  as	
  a	
  
juror.	
  If	
  the	
  employee	
  has	
  not	
  stipulated	
  and/or	
  tendered	
  the	
  statutory	
  payment	
  within	
  the	
  five	
  (5)	
  
days,	
  the	
  Payroll	
  Clerk	
  of	
  the	
  District	
  is	
  to	
  deduct	
  said	
  regular	
  day's	
  pay	
  as	
  per	
  6(a).	
  

8. The	
  juror	
  will	
  retain	
  the	
  mileage	
  portion	
  of	
  the	
  jury	
  check.	
  
9. Employees	
  who	
  are	
  required	
  to	
  appear	
  in	
  court	
  as	
  defendant	
  or	
  plaintiff	
  on	
  criminal	
  actions	
  do	
  not	
  

qualify	
  for	
  this	
  type	
  of	
  leave.	
  
	
  
Section	
  18	
  Military	
  Leave	
  (Board	
  Policy	
  415.07)	
  

Support	
  staff	
  who	
  are	
  members	
  of	
  the	
  National	
  Guard,	
  Army	
  Reserve,	
  Naval	
  
Reserve,	
  Marine	
  Corps	
  Reserve,	
  Air	
  Force	
  Reserve,	
  Coast	
  Guard	
  Reserve	
  and	
  State	
  
Guard	
  are	
  entitled	
  to	
  a	
  leave	
  of	
  absence,	
  without	
  loss	
  of	
  pay,	
  on	
  all	
  days	
  during	
  which	
  
they	
  are	
  employed	
  under	
  the	
  orders	
  or	
  authorization	
  of	
  competent	
  authority	
  in	
  the	
  
active	
  service	
  of	
  the	
  State	
  or	
  United	
  States.	
  Such	
  leave	
  of	
  absence	
  will	
  be	
  without	
  loss	
  
of	
  pay	
  for	
  a	
  period	
  not	
  to	
  exceed	
  fifteen	
  (15)	
  work	
  days	
  in	
  any	
  one	
  calendar	
  year.	
  Such	
  
leave	
  of	
  absence	
  will	
  be	
  in	
  addition	
  to	
  any	
  leave	
  provided	
  by	
  the	
  District	
  through	
  
policy	
  or	
  negotiated	
  agreement.	
  Any	
  such	
  leave	
  which	
  extends	
  beyond	
  fifteen	
  (15)	
  
work	
  days	
  in	
  any	
  one	
  calendar	
  year	
  shall	
  be	
  without	
  pay	
  from	
  the	
  remaining	
  contract	
  
payments.	
  

If	
  the	
  Governor	
  of	
  the	
  State	
  of	
  Nebraska	
  declares	
  a	
  state	
  of	
  emergency	
  any	
  of	
  
the	
  above	
  support	
  staff	
  who	
  are	
  ordered	
  to	
  active	
  service	
  shall	
  receive	
  an	
  additional	
  
leave	
  of	
  absence	
  will	
  be	
  granted	
  until	
  such	
  member	
  is	
  released	
  from	
  the	
  active	
  service	
  
by	
  competent	
  authority.	
  During	
  this	
  additional	
  leave	
  of	
  absence,	
  the	
  employee	
  shall	
  
receive	
  such	
  portion	
  of	
  his	
  or	
  her	
  salary	
  or	
  compensation	
  as	
  will	
  equal	
  the	
  loss	
  he	
  or	
  
she	
  may	
  suffer	
  while	
  in	
  the	
  active	
  service	
  of	
  the	
  state.	
  The	
  loss	
  he	
  or	
  she	
  may	
  suffer	
  
while	
  in	
  the	
  active	
  service	
  of	
  the	
  state	
  is	
  defined	
  as	
  the	
  differential	
  between	
  military	
  
salary	
  and	
  district	
  salary.	
  

Employees	
  who	
  are	
  required	
  to	
  leave	
  a	
  position	
  other	
  than	
  temporary	
  for	
  
training	
  with	
  the	
  armed	
  forces	
  of	
  the	
  United	
  States	
  or	
  to	
  undertake	
  military	
  duty	
  in	
  the	
  
active	
  service	
  of	
  the	
  state	
  are	
  entitled	
  to	
  a	
  leave	
  of	
  absence	
  for	
  such	
  period,	
  not	
  to	
  
exceed	
  five	
  years,	
  plus	
  any	
  additional	
  period	
  as	
  provided	
  by	
  law,	
  without	
  loss	
  of	
  status	
  
and	
  without	
  loss	
  of	
  pay	
  during	
  the	
  first	
  fifteen	
  work	
  days,	
  which	
  pay	
  for	
  the	
  first	
  fifteen	
  
work	
  days	
  is	
  not	
  in	
  addition	
  to	
  that	
  described	
  above.	
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Upon	
  an	
  honorable	
  discharge	
  from	
  active	
  service,	
  such	
  employee	
  shall	
  be	
  entitled	
  
to	
  a	
  return	
  to	
  a	
  comparable	
  position	
  as	
  provided	
  by	
  law	
  as	
  long	
  as	
  he	
  or	
  she:	
  

1. has	
  given	
  advance	
  notice	
  of	
  the	
  need	
  for	
  military	
  leave	
  (unless	
  notice	
  
is	
  precluded	
  by	
  military	
  necessity	
  or	
  is	
  otherwise	
  unreasonable);	
  

2. has	
  not	
  been	
  absent	
  from	
  his	
  or	
  her	
  job	
  for	
  more	
  than	
  five	
  years;	
  and	
  
3. returns	
  to	
  work	
  as	
  outlined	
  below.	
  

The	
  following	
  periods	
  and	
  conditions	
  of	
  return	
  to	
  work	
  apply	
  to	
  the	
  employee	
  who	
  
was	
  absent:	
  

1. If	
  absent	
  less	
  than	
  31	
  days,	
  the	
  employee	
  must	
  report	
  back	
  to	
  work	
  
by	
  the	
  beginning	
  of	
  the	
  next	
  regularly	
  scheduled	
  work	
  period	
  after	
  a	
  
reasonable	
  amount	
  of	
  time	
  to	
  arrive	
  home,	
  rest	
  and	
  report	
  to	
  work;	
  

2. If	
  absent	
  more	
  than	
  30	
  days	
  but	
  less	
  than	
  181	
  days,	
  the	
  employee	
  
must	
  submit	
  an	
  application	
  for	
  reemployment	
  within	
  14	
  days	
  after	
  
the	
  completion	
  of	
  service;	
  

3. If	
  absent	
  more	
  than	
  180	
  days,	
  by	
  submitting	
  an	
  application	
  for	
  
reemployment	
  within	
  90	
  days	
  after	
  the	
  completion	
  of	
  service.	
  

Such	
  person	
  shall	
  not	
  be	
  discharged	
  without	
  justifiable	
  cause	
  within	
  one	
  year	
  
after	
  reinstatement	
  if	
  the	
  person’s	
  period	
  of	
  military	
  service	
  before	
  the	
  reemployment	
  
was	
  more	
  than	
  180	
  days.	
  	
  Such	
  person	
  shall	
  not	
  be	
  discharged	
  without	
  justifiable	
  
cause	
  within	
  180	
  days	
  after	
  the	
  date	
  of	
  reemployment	
  if	
  the	
  person’s	
  period	
  of	
  military	
  
service	
  before	
  the	
  reemployment	
  was	
  more	
  than	
  30	
  days	
  but	
  less	
  than	
  181	
  days.	
  

An	
  employee	
  reemployed	
  after	
  military	
  leave	
  will	
  be	
  treated	
  as	
  not	
  having	
  
incurred	
  a	
  break	
  in	
  service.	
  	
  Absence	
  for	
  any	
  of	
  the	
  reasons	
  stated	
  above	
  shall	
  not	
  
affect	
  the	
  employee's	
  right	
  to	
  receive	
  normal	
  vacation,	
  sick	
  leave,	
  bonus,	
  advancement	
  
and	
  other	
  advantages	
  of	
  the	
  employee's	
  employment	
  normally	
  to	
  be	
  anticipated	
  in	
  the	
  
employee's	
  particular	
  position.	
  

	
  
Section	
  19	
   Family	
  and	
  Medical	
  Leave	
  Act	
  (Board	
  Policy	
  415.03R1)	
  
Determining	
  the	
  12-­‐month	
  previous	
  employment	
  eligibility:	
  
While	
  the	
  12	
  months	
  of	
  employment	
  need	
  not	
  be	
  consecutive,	
  employment	
  periods	
  
prior	
  to	
  a	
  break	
  in	
  service	
  of	
  seven	
  years	
  or	
  more	
  need	
  not	
  be	
  counted	
  unless	
  the	
  
break	
  is	
  occasioned	
  by	
  the	
  employee’s	
  fulfillment	
  of	
  his	
  or	
  her	
  National	
  Guard	
  or	
  
Reserve	
  military	
  obligation	
  (as	
  protected	
  under	
  the	
  Uniformed	
  Services	
  Employment	
  
and	
  Reemployment	
  Rights	
  Act	
  (USERRA)),	
  or	
  a	
  written	
  agreement,	
  including	
  a	
  
collective	
  bargaining	
  agreement,	
  exists	
  concerning	
  the	
  district’s	
  intention	
  to	
  rehire	
  the	
  
employee	
  after	
  the	
  break	
  in	
  service.	
  
Spouses	
  employed	
  by	
  the	
  same	
  employer:	
  
Spouses	
  employed	
  by	
  the	
  same	
  employer	
  are	
  limited	
  in	
  the	
  amount	
  of	
  family	
  leave	
  
they	
  may	
  take	
  for	
  the	
  birth	
  and	
  care	
  of	
  a	
  newborn	
  child,	
  placement	
  of	
  a	
  child	
  for	
  
adoption	
  or	
  foster	
  care,	
  or	
  to	
  care	
  for	
  a	
  parent	
  who	
  has	
  a	
  serious	
  health	
  condition	
  to	
  a	
  
combined	
  total	
  of	
  12	
  weeks	
  (or	
  26	
  weeks	
  if	
  leave	
  to	
  care	
  for	
  a	
  covered	
  servicemember	
  
with	
  a	
  serious	
  injury	
  or	
  illness	
  is	
  also	
  used).	
  Leave	
  for	
  birth	
  and	
  care,	
  or	
  placement	
  for	
  
adoption	
  or	
  foster	
  care,	
  must	
  conclude	
  within	
  12	
  months	
  of	
  the	
  birth	
  or	
  placement.	
  
Serious	
  Health	
  Condition	
  defined:	
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“Serious	
  health	
  condition”	
  means	
  an	
  illness,	
  injury,	
  impairment,	
  or	
  physical	
  or	
  mental	
  
condition	
  that	
  involves	
  either:	
  
1. Inpatient	
  care	
  (i.e.,	
  an	
  overnight	
  stay)	
  in	
  a	
  hospital,	
  hospice,	
  or	
  residential	
  medical-­‐

care	
  facility,	
  including	
  any	
  period	
  of	
  incapacity	
  (i.e.,	
  inability	
  to	
  work,	
  attend	
  school,	
  
or	
  perform	
  other	
  regular	
  daily	
  activities)	
  or	
  subsequent	
  treatment	
  in	
  connection	
  
with	
  such	
  inpatient	
  care;	
  or	
  

2. Continuing	
  treatment	
  by	
  a	
  health	
  care	
  provider,	
  which	
  includes:	
  
A. A	
  period	
  of	
  incapacity	
  lasting	
  more	
  than	
  three	
  consecutive,	
  full	
  calendar	
  days,	
  

and	
  any	
  subsequent	
  treatment	
  or	
  period	
  of	
  incapacity	
  relating	
  to	
  the	
  same	
  
condition,	
  that	
  also	
  includes:	
  
1) treatment	
  two	
  or	
  more	
  times	
  by	
  or	
  under	
  the	
  supervision	
  of	
  a	
  health	
  care	
  

provider	
  (i.e.,	
  in-­‐person	
  visits,	
  the	
  first	
  within	
  7	
  days	
  and	
  both	
  within	
  30	
  
days	
  of	
  the	
  first	
  day	
  of	
  incapacity);	
  or	
  

2) one	
  treatment	
  by	
  a	
  health	
  care	
  provider	
  (i.e.,	
  an	
  in-­‐person	
  visit	
  within	
  7	
  
days	
  of	
  the	
  first	
  day	
  of	
  incapacity)	
  with	
  a	
  continuing	
  regimen	
  of	
  treatment	
  
(e.g.,	
  prescription	
  medication,	
  physical	
  therapy);	
  or	
  

B. Any	
  period	
  of	
  incapacity	
  related	
  to	
  pregnancy	
  or	
  for	
  prenatal	
  care.	
  A	
  visit	
  to	
  the	
  
health	
  care	
  provider	
  is	
  not	
  necessary	
  for	
  each	
  absence;	
  or	
  

C. Any	
  period	
  of	
  incapacity	
  or	
  treatment	
  for	
  a	
  chronic	
  serious	
  health	
  condition	
  
which	
  continues	
  over	
  an	
  extended	
  period	
  of	
  time,	
  requires	
  periodic	
  visits	
  (at	
  
least	
  twice	
  a	
  year)	
  to	
  a	
  health	
  care	
  provider,	
  and	
  may	
  involve	
  occasional	
  
episodes	
  of	
  incapacity.	
  A	
  visit	
  to	
  a	
  health	
  care	
  provider	
  is	
  not	
  necessary	
  for	
  each	
  
absence;	
  or	
  

D. A	
  period	
  of	
  incapacity	
  that	
  is	
  permanent	
  or	
  long-­‐term	
  due	
  to	
  a	
  condition	
  for	
  
which	
  treatment	
  may	
  not	
  be	
  effective.	
  Only	
  supervision	
  by	
  a	
  health	
  care	
  
provider	
  is	
  required,	
  rather	
  than	
  active	
  treatment;	
  or	
  

E. Any	
  absences	
  to	
  receive	
  multiple	
  treatments	
  for	
  restorative	
  surgery	
  or	
  for	
  a	
  
condition	
  that	
  would	
  likely	
  result	
  in	
  a	
  period	
  of	
  incapacity	
  of	
  more	
  than	
  three	
  
days	
  if	
  not	
  treated.	
  

Intermittent	
  Leave	
  for	
  "Instructional	
  Employees”:	
  	
  
Special	
  rules	
  apply	
  if	
  an	
  employee	
  employed	
  "mainly	
  in	
  an	
  instructional	
  capacity"	
  
requests	
  intermittent	
  leave	
  or	
  leave	
  on	
  a	
  reduced	
  schedule	
  because	
  of	
  his/her	
  own	
  
serious	
  health	
  condition	
  or	
  the	
  serious	
  health	
  condition	
  of	
  a	
  parent,	
  child,	
  or	
  spouse	
  
that	
  is	
  foreseeable	
  based	
  on	
  a	
  planned	
  medical	
  treatment	
  and	
  the	
  employee	
  would	
  be	
  
gone	
  for	
  more	
  than	
  twenty	
  percent	
  (20%)	
  of	
  the	
  working	
  days	
  during	
  the	
  period	
  of	
  
leave.	
  In	
  such	
  cases,	
  the	
  district	
  may	
  require	
  the	
  employee	
  to	
  do	
  the	
  following	
  things:	
  

1. Take	
  leave	
  for	
  periods	
  of	
  a	
  particular	
  duration	
  not	
  to	
  exceed	
  the	
  
duration	
  of	
  the	
  planned	
  medical	
  treatment.	
  

2. Transfer	
  temporarily	
  to	
  another	
  position	
  offered	
  by	
  the	
  district	
  for	
  
which	
  the	
  employee	
  is	
  qualified,	
  as	
  long	
  as	
  the	
  new	
  position	
  has	
  
equivalent	
  pay	
  and	
  benefits	
  and	
  better	
  accommodates	
  the	
  recurring	
  
periods	
  of	
  leave.	
  

An	
  instructional	
  employee	
  who	
  takes	
  leave	
  constituting	
  less	
  than	
  twenty	
  percent	
  
(20%)	
  of	
  the	
  working	
  days	
  during	
  the	
  leave	
  period	
  would	
  not	
  be	
  subject	
  to	
  transfer	
  to	
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an	
  alternative	
  position,	
  or	
  a	
  requirement	
  to	
  be	
  on	
  leave	
  for	
  the	
  duration	
  of	
  the	
  
treatment	
  period.	
  

An	
  employee	
  will	
  be	
  denied	
  intermittent	
  leave	
  or	
  leave	
  on	
  a	
  reduced	
  leave	
  
schedule	
  to	
  care	
  for	
  an	
  immediate	
  family	
  member	
  (spouse,	
  child,	
  parent)	
  with	
  a	
  
serious	
  health	
  condition	
  or	
  if	
  the	
  employee	
  has	
  a	
  serious	
  health	
  condition,	
  if:	
  

1. The	
  employee,	
  whether	
  requesting	
  leave	
  because	
  of	
  his/her	
  own	
  
serious	
  health	
  condition	
  or	
  because	
  of	
  the	
  serious	
  health	
  condition	
  of	
  a	
  
parent,	
  child,	
  or	
  spouse	
  fails	
  to	
  establish,	
  through	
  medical	
  certification,	
  
that	
  there	
  is	
  a	
  medical	
  need	
  for	
  such	
  a	
  leave	
  (as	
  distinguished	
  from	
  
voluntary	
  treatments	
  and	
  procedures	
  or	
  a	
  continuous	
  treatment	
  
schedule).	
  

2. The	
  employee,	
  whether	
  requesting	
  leave	
  for	
  his/her	
  own	
  serious	
  health	
  
condition	
  or	
  because	
  of	
  the	
  serious	
  health	
  condition	
  of	
  a	
  family	
  member,	
  
fails	
  to	
  establish,	
  through	
  medical	
  certification,	
  that	
  it	
  is	
  medically	
  
necessary	
  for	
  the	
  leave	
  to	
  be	
  taken	
  intermittently	
  on	
  a	
  reduced	
  leave	
  
schedule.	
  

Intermittent	
  leave	
  or	
  a	
  reduced	
  leave	
  schedule	
  may	
  not	
  be	
  taken	
  for	
  the	
  birth	
  of	
  a	
  
child	
  or	
  for	
  the	
  placement	
  of	
  a	
  child	
  for	
  adoption	
  or	
  foster	
  care.	
  

When	
  intermittent	
  leave	
  or	
  leave	
  on	
  a	
  reduced	
  leave	
  schedule	
  is	
  requested	
  based	
  
on	
  planned	
  medical	
  treatment,	
  the	
  district	
  also	
  may	
  alter	
  an	
  existing	
  job	
  to	
  better	
  
accommodate	
  the	
  employee's	
  need	
  for	
  intermittent	
  or	
  reduced	
  leave.	
  	
  The	
  alternative	
  
or	
  altered	
  position	
  must	
  have	
  equivalent	
  pay	
  and	
  benefits.	
  
End-­‐Of-­‐Semester	
  Circumstances	
  
In	
  some	
  circumstances,	
  the	
  district	
  may	
  require	
  instructional	
  employees	
  to	
  continue	
  
their	
  leave	
  to	
  the	
  end	
  of	
  the	
  academic	
  semester	
  within	
  the	
  FMLA	
  guidelines.	
  
Maintenance	
  Of	
  Health	
  Benefits	
  
The	
  district	
  is	
  required	
  to	
  maintain	
  group	
  health	
  insurance	
  coverage	
  for	
  an	
  employee	
  
on	
  FMLA	
  leave	
  whenever	
  such	
  insurance	
  was	
  provided	
  before	
  the	
  leave	
  was	
  taken	
  and	
  
on	
  the	
  same	
  terms	
  as	
  if	
  the	
  employee	
  had	
  continued	
  to	
  work.	
  If	
  applicable,	
  
arrangements	
  will	
  need	
  to	
  be	
  made	
  for	
  employees	
  to	
  pay	
  their	
  share	
  of	
  health	
  
insurance	
  premiums	
  while	
  on	
  leave.	
  In	
  some	
  instances,	
  the	
  district	
  may	
  recover	
  
premiums	
  it	
  paid	
  to	
  maintain	
  health	
  coverage	
  for	
  an	
  employee	
  who	
  fails	
  to	
  return	
  to	
  
work	
  from	
  FMLA	
  leave.	
  
Job	
  Restoration	
  
Upon	
  return	
  from	
  FMLA	
  leave,	
  an	
  employee	
  will	
  be	
  restored	
  to	
  the	
  employee’s	
  original	
  
job,	
  or	
  to	
  an	
  equivalent	
  job	
  with	
  equivalent	
  pay,	
  benefits,	
  and	
  other	
  terms	
  and	
  
conditions	
  of	
  employment.	
  An	
  employee’s	
  use	
  of	
  FMLA	
  leave	
  will	
  not	
  result	
  in	
  the	
  loss	
  
of	
  any	
  employment	
  benefit	
  that	
  the	
  employee	
  earned	
  or	
  was	
  entitled	
  to	
  before	
  using	
  
FMLA	
  leave,	
  nor	
  be	
  counted	
  against	
  the	
  employee	
  under	
  a	
  “no	
  fault”	
  attendance	
  policy.	
  
If	
  a	
  bonus	
  or	
  other	
  payment,	
  however,	
  is	
  based	
  on	
  the	
  achievement	
  of	
  a	
  specified	
  goal	
  
such	
  as	
  hours	
  worked	
  or	
  perfect	
  attendance,	
  and	
  the	
  employee	
  has	
  not	
  met	
  the	
  goal	
  
due	
  to	
  FMLA	
  leave,	
  payment	
  may	
  be	
  denied	
  unless	
  it	
  is	
  paid	
  to	
  an	
  employee	
  on	
  
equivalent	
  leave	
  status	
  for	
  a	
  reason	
  that	
  does	
  not	
  qualify	
  as	
  FMLA	
  leave.	
  
An	
  employee	
  has	
  no	
  greater	
  right	
  to	
  restoration	
  or	
  to	
  other	
  benefits	
  and	
  conditions	
  of	
  
employment	
  than	
  if	
  the	
  employee	
  had	
  been	
  continuously	
  employed.	
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Notice	
  And	
  Certification	
  
Employee	
  Notice:	
  	
  Employees	
  seeking	
  to	
  use	
  FMLA	
  leave	
  are	
  required	
  to	
  provide	
  30-­‐
day	
  advance	
  notice	
  of	
  the	
  need	
  to	
  take	
  FMLA	
  leave	
  when	
  the	
  need	
  is	
  foreseeable	
  and	
  
such	
  notice	
  is	
  practicable.	
  If	
  leave	
  is	
  foreseeable	
  less	
  than	
  30	
  days	
  in	
  advance,	
  the	
  
employee	
  must	
  provide	
  notice	
  as	
  soon	
  as	
  practicable	
  –	
  generally,	
  either	
  the	
  same	
  or	
  
next	
  business	
  day.	
  When	
  the	
  need	
  for	
  leave	
  is	
  not	
  foreseeable,	
  the	
  employee	
  must	
  
provide	
  notice	
  to	
  the	
  district	
  as	
  soon	
  as	
  practicable	
  under	
  the	
  facts	
  and	
  circumstances	
  
of	
  the	
  particular	
  case.	
  Absent	
  unusual	
  circumstances,	
  employees	
  must	
  comply	
  with	
  the	
  
district’s	
  usual	
  and	
  customary	
  notice	
  and	
  procedural	
  requirements	
  for	
  requesting	
  
leave.	
  

Employees	
  must	
  provide	
  sufficient	
  information	
  for	
  the	
  district	
  reasonably	
  to	
  
determine	
  whether	
  the	
  FMLA	
  may	
  apply	
  to	
  the	
  leave	
  request.	
  Depending	
  on	
  the	
  
situation,	
  such	
  information	
  may	
  include	
  that	
  the	
  employee	
  is	
  incapacitated	
  due	
  to	
  
pregnancy,	
  has	
  been	
  hospitalized	
  overnight,	
  is	
  unable	
  to	
  perform	
  the	
  functions	
  of	
  the	
  
job,	
  and/or	
  that	
  the	
  employee	
  or	
  employee’s	
  qualifying	
  family	
  member	
  is	
  under	
  the	
  
continuing	
  care	
  of	
  a	
  health	
  care	
  provider.	
  

When	
  an	
  employee	
  seeks	
  leave	
  due	
  to	
  a	
  FMLA-­‐qualifying	
  reason	
  for	
  which	
  the	
  
district	
  has	
  previously	
  provided	
  the	
  employee	
  FMLA-­‐protected	
  leave,	
  the	
  employee	
  
must	
  specifically	
  reference	
  either	
  the	
  qualifying	
  reason	
  for	
  leave	
  or	
  the	
  need	
  for	
  FMLA	
  
leave.	
  

Employer	
  Notice:	
  	
  The	
  district	
  will	
  post	
  a	
  notice	
  approved	
  by	
  the	
  Secretary	
  of	
  
Labor	
  explaining	
  rights	
  and	
  responsibilities	
  under	
  FMLA.	
  Additionally,	
  the	
  district	
  will	
  
either	
  include	
  this	
  general	
  notice	
  in	
  employee	
  handbooks	
  or	
  other	
  written	
  guidance	
  to	
  
employees	
  concerning	
  benefits,	
  or	
  must	
  distribute	
  a	
  copy	
  of	
  the	
  notice	
  to	
  each	
  new	
  
employee	
  upon	
  hiring.	
  
When	
  an	
  employee	
  requests	
  FMLA	
  leave	
  or	
  the	
  district	
  acquires	
  knowledge	
  that	
  leave	
  
may	
  be	
  for	
  a	
  FMLA	
  purpose,	
  the	
  district	
  shall	
  notify	
  the	
  employee	
  of	
  his	
  or	
  her	
  
eligibility	
  to	
  take	
  leave,	
  and	
  inform	
  the	
  employee	
  of	
  his/her	
  rights	
  and	
  responsibilities	
  
under	
  FMLA.	
  When	
  the	
  district	
  has	
  enough	
  information	
  to	
  determine	
  that	
  leave	
  is	
  
being	
  taken	
  for	
  a	
  FMLA-­‐qualifying	
  reason,	
  the	
  district	
  must	
  notify	
  the	
  employee	
  that	
  
the	
  leave	
  is	
  designated	
  and	
  will	
  be	
  counted	
  as	
  FMLA	
  leave.	
  

Certification:	
  	
  The	
  district	
  may	
  require	
  that	
  an	
  employee’s	
  request	
  for	
  leave	
  due	
  
to	
  a	
  serious	
  health	
  condition	
  affecting	
  the	
  employee	
  or	
  a	
  covered	
  family	
  member	
  be	
  
supported	
  by	
  a	
  certification	
  from	
  a	
  health	
  care	
  provider.	
  The	
  district	
  may	
  require	
  
second	
  or	
  third	
  medical	
  opinions	
  (at	
  the	
  district's	
  expense)	
  and	
  periodic	
  recertification	
  
of	
  a	
  serious	
  health	
  condition.	
  The	
  district	
  may	
  use	
  a	
  health	
  care	
  provider,	
  a	
  human	
  
resource	
  professional,	
  a	
  leave	
  administrator,	
  or	
  a	
  management	
  official	
  –	
  but	
  not	
  the	
  
employee’s	
  direct	
  supervisor	
  –	
  to	
  authenticate	
  or	
  clarify	
  a	
  medical	
  certification	
  of	
  a	
  
serious	
  health	
  condition.	
  The	
  district	
  may	
  have	
  a	
  uniformly-­‐applied	
  policy	
  requiring	
  
employees	
  returning	
  from	
  leave	
  for	
  their	
  own	
  serious	
  health	
  condition	
  to	
  submit	
  a	
  
certification	
  that	
  they	
  are	
  able	
  to	
  resume	
  work.	
  If	
  reasonable	
  safety	
  concerns	
  exist,	
  the	
  
district	
  may,	
  under	
  certain	
  circumstances,	
  require	
  such	
  a	
  certification	
  for	
  employees	
  
returning	
  from	
  intermittent	
  FMLA	
  leave.	
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Section	
  20	
   Conditions	
  of	
  Work	
  
	
   Work	
  hours	
  and	
  days	
  will	
  be	
  set	
  by	
  your	
  supervisor	
  and	
  approved	
  by	
  the	
  
Superintendent.	
  	
  	
  

Each	
  Employee	
  is	
  responsible	
  for	
  keeping	
  a	
  time	
  card.	
  	
  All	
  time	
  recorded	
  to	
  
the	
  nearest	
  15	
  minutes.	
  	
  All	
  time	
  will	
  be	
  recorded	
  to	
  the	
  nearest	
  15	
  minutes.	
  	
  If	
  the	
  
time	
  is	
  seven	
  minutes	
  or	
  less,	
  it	
  will	
  be	
  dropped.	
  	
  If	
  the	
  time	
  is	
  eight	
  minutes	
  or	
  more,	
  
the	
  time	
  will	
  be	
  added.	
  	
  Time	
  cards	
  should	
  be	
  turned	
  in	
  to	
  the	
  bookkeeper	
  by	
  the	
  last	
  
working	
  day	
  of	
  each	
  month.	
  
	
   Classified	
  staff	
  are	
  entitled	
  to	
  a	
  15	
  minute	
  break	
  every	
  2	
  ½	
  hours.	
  	
  It	
  can	
  not	
  be	
  
added	
  to	
  meal	
  break.	
  	
  If	
  you	
  elect	
  to	
  not	
  utilize	
  your	
  break	
  time	
  it	
  can	
  not	
  be	
  
accumulated	
  as	
  pay.	
  

Full	
  Time	
  employee’s	
  (more	
  than	
  4	
  hours	
  a	
  day)	
  are	
  granted	
  a	
  30-­‐minute	
  non	
  
paid	
  meal	
  break	
  to	
  be	
  scheduled	
  with	
  their	
  supervisor.	
  

Your	
  supervisor	
  retains	
  the	
  right	
  to	
  split	
  shifts	
  as	
  needed.	
  
The	
  District	
  will	
  not	
  require	
  nor	
  will	
  they	
  pay	
  for	
  any	
  hours	
  of	
  work	
  that	
  is	
  

performed	
  at	
  home	
  or	
  other	
  locations	
  not	
  covered	
  by	
  this	
  agreement.	
  	
  
For	
  2014-­‐2015	
  all	
  9	
  Month	
  employee’s	
  will	
  work	
  their	
  contracted	
  days	
  from	
  

August	
  11	
  –	
  May	
  21	
  unless	
  approved	
  by	
  the	
  Superintendent.	
  	
  
Classified	
  Employees	
  are	
  required	
  to	
  participate	
  in	
  staff	
  development	
  activities	
  

unless	
  they	
  have	
  received	
  permission	
  from	
  their	
  supervising	
  Administrator	
  or	
  the	
  
Superintendent.	
  
	
  
Section	
  20-­‐A	
   	
  

Resignation:	
  Support	
  staff	
  who	
  wish	
  to	
  resign	
  during	
  the	
  school	
  year	
  shall	
  give	
  
the	
  superintendent	
  notice	
  of	
  their	
  intent	
  to	
  resign	
  and	
  to	
  cancel	
  their	
  contract	
  14	
  days	
  
prior	
  to	
  their	
  last	
  working	
  day.	
  

Notice	
  of	
  the	
  intent	
  to	
  resign	
  and	
  intended	
  final	
  date	
  of	
  employment	
  shall	
  be	
  in	
  
writing	
  to	
  the	
  superintendent.	
  If	
  rehired	
  staff	
  will	
  move	
  back	
  to	
  the	
  starting	
  rate.	
  
	
   Dismissal:	
  The	
  board	
  believes	
  classified	
  employees	
  should	
  perform	
  their	
  jobs,	
  
respect	
  board	
  policy	
  and	
  obey	
  the	
  law.	
  	
  A	
  support	
  staff	
  member	
  may	
  be	
  dismissed	
  
upon	
  14	
  days	
  notice	
  or	
  immediately	
  for	
  cause.	
  	
  

It	
  shall	
  be	
  the	
  responsibility	
  of	
  the	
  superintendent	
  to	
  handle	
  the	
  dismissal	
  of	
  
support	
  staff.	
  	
  A	
  support	
  staff	
  member	
  may	
  be	
  dismissed	
  for	
  any	
  reason,	
  including,	
  but	
  
not	
  limited	
  to,	
  incompetence,	
  willful	
  neglect	
  of	
  duty,	
  willful	
  violation	
  of	
  board	
  policy	
  or	
  
administrative	
  regulations,	
  or	
  a	
  violation	
  of	
  the	
  law.	
  
	
  
Section	
  21	
   Arrival	
  to	
  Duty	
  Assignments	
  
 Regular,	
  dependable	
  attendance	
  at	
  work	
  is	
  an	
  essential	
  function	
  of	
  a	
  classified	
  
employee’s	
  employment	
  position.	
   Schools	
   have	
   differing	
   starting	
   and	
   ending	
   times	
  
for	
   the	
   student	
   day.	
   Classified	
   employees’	
   work	
   assignments	
   may	
   or	
   may	
   not	
   be	
  
related	
   to	
   the	
   regular	
   school	
   day.	
  Classified	
  employees	
  are	
  expected	
   to	
  know	
  their	
  
duty	
  dates	
  and	
  times,	
  and	
  to	
  be	
  on	
  time	
  for	
  work.	
  
	
   	
   	
  
Section	
  22	
   Leaving	
  School	
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   Employees	
   are	
   to	
   be	
   on	
   duty	
   at	
   all	
   times	
   during	
   the	
   assigned	
   work	
   day.	
  
Employees	
  may	
  not	
   leave	
   school	
   or	
   their	
   assigned	
   area	
   during	
   duty	
   hours	
  without	
  
approval	
  of	
   the	
  Principal.	
   Employees	
  who	
   leave	
   the	
   school	
   during	
   their	
   designated	
  
lunch	
  period	
  must	
  check	
  out	
  with	
  the	
  Principal’s	
  office.	
  Employees	
  who	
  leave	
  during	
  
their	
  work	
  hours	
  for	
  an	
  approved	
  absence	
  must	
  check	
  out	
  with	
  the	
  Principal’s	
  office	
  
or	
   their	
   supervisor	
   when	
   leaving,	
   and	
   check	
   back	
   in	
   upon	
   return.	
   Employees	
  who	
  
need	
  to	
   leave	
  during	
  the	
  school	
  day	
  for	
  reason	
  of	
   illness	
  or	
  emergency	
  are	
  to	
  check	
  
out	
  with	
   the	
  Principal’s	
  office	
  or	
   their	
  supervisor	
  and	
  make	
  sure	
   that	
  a	
   responsible	
  
person	
   has	
   been	
   notified	
   of	
   their	
   unexpected	
   absence	
   so	
   work	
   coverage	
   may	
   be	
  
provided.	
  
	
  
Section	
  23	
   School	
  Procedures	
  
Employees	
  are	
  expected	
  to	
  adhere	
  to	
  the	
  following	
  classroom	
  and	
  school	
  
procedures	
  in	
  the	
  performance	
  of	
  their	
  duties:	
  
1. Use	
  of	
  Cell	
  Phones	
  

Employees	
  shall	
  not	
  use	
  personal	
  cell	
  phones	
  for	
  any	
  non-­‐-­‐-­‐school	
  purpose	
  during	
  duty	
  time.	
  
2. Checking	
  Out	
  of	
  Equipment	
  

All	
  equipment	
  must	
  be	
  checked	
  out	
  through	
  the	
  building	
  principal.	
   All	
  school	
  equipment	
  may	
  be	
  used	
  
only	
  for	
  school	
  purposes.	
  

3. Requisition	
  of	
  Equipment	
  and	
  Supplies	
  
Equipment	
  and	
  supplies	
  which	
  are	
  needed	
  for	
  work	
  duties	
  should	
  be	
  requested	
  through	
  the	
  
Principal’s	
  office.	
   No	
  equipment	
  or	
  supplies	
  ordered	
  through	
  the	
  District	
  may	
  be	
  directed	
  to	
  the	
  
personal	
  use	
  of	
  an	
  employee	
  or	
  another	
  District	
  employee.	
  

4. E-­‐-­‐-­‐mail	
  
Employees	
  may	
  be	
  assigned	
  a	
  school	
  e-­‐-­‐-­‐mail	
  address	
  for	
  purposes	
  of	
  intra-­‐-­‐-­‐	
  school	
  and	
  inter-­‐-­‐-­‐school	
  e-­‐
-­‐-­‐mail	
  correspondence.	
  	
  Employees	
  should	
  check	
  for	
  e-­‐-­‐-­‐mail	
  through	
  out	
  the	
  day,	
  and	
  should	
  timely	
  
respond	
  to	
  e-­‐-­‐-­‐mails	
  	
  which	
  require	
  a	
  response.	
  Para-­‐-­‐-­‐educators	
  and	
  other	
  staff	
  assigned	
  to	
  work	
  with	
  
students	
  should	
  avoid	
  checking	
  and	
  responding	
  to	
  e-­‐-­‐-­‐mails	
  during	
  instructional	
  or	
  supervisory	
  time.	
  
Use	
  of	
  the	
  District’s	
  e-­‐-­‐-­‐mail	
  system	
  for	
  personal	
  communications	
  should	
  be	
  limited,	
  and	
  is	
  subject	
  to	
  
the	
  rules	
  governing	
  overall	
  computer	
  usage	
  found	
  in	
  Board	
  policy	
  and	
  this	
  handbook.	
  

5. Employee	
  Mail	
  Box	
  
Employees	
  may	
  be	
  assigned	
  a	
  mailbox	
  located	
  in	
  the	
  designated	
  area	
  within	
  their	
  site.	
   Employees	
  
should	
  check	
  for	
  mail	
  each	
  morning	
  and	
  also	
  later	
  in	
  the	
  school	
  day,	
  if	
  possible.	
   If	
  something	
  requires	
  
an	
  answer	
  employees	
  are	
  responsible	
  for	
  responding	
  promptly.	
  Employee	
  mail-­‐-­‐-­‐boxes	
  are	
  to	
  be	
  
limited	
  to	
  communicate	
  regarding	
  school	
  business.	
  

6. Record	
  Keeping	
  
Duties	
  of	
  classified	
  employees	
  often	
  involve	
  keeping	
  detailed	
  records.	
   Make	
  sure	
  to	
  complete	
  these	
  
records	
  as	
  directed	
  by	
  your	
  supervisor.	
  

7. Employees	
  Meetings	
  
Employees’	
  meetings	
  will	
  be	
  held	
  on	
  as	
  needed	
  basis.	
  ALL	
  employees	
  are	
  expected	
  to	
  be	
  present	
  for	
  
the	
  meetings,	
  unless	
  they	
  are	
  absent	
  from	
  school	
  for	
  good	
  cause	
  or	
  have	
  made	
  prior	
  arrangements.	
  

	
  
Section	
  24	
   Supervision	
  of	
  Students	
  
Proper	
  supervision	
  of	
  students	
  is	
  an	
  important	
  responsibility	
  for	
  employees.	
  
Employees	
  who	
  have	
  responsibilities	
  for	
  student	
  supervision	
  are	
  expected	
  to	
  meet	
  
the	
  four	
  “P’s”	
  for	
  student	
  supervision	
  and	
  safety.	
   All	
  employees	
  of	
  the	
  school	
  should	
  
be	
  familiar	
  with	
  these	
  principles,	
  to	
  the	
  extent	
  they	
  may	
  be	
  involved	
  in	
  supervision	
  
of	
  students	
  or	
  interacting	
  with	
  students.	
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Proper	
  Supervision	
  
A. Report	
  to	
  all	
  duty	
  assignments	
  on	
  time.	
  
B. Circulate	
   through	
   your	
   duty	
   area.	
  	
   Pay	
   particular	
   attention	
   to	
  areas	
  and	
  activities	
  

that	
  pose	
  an	
  increased	
  risk	
  of	
  injury.	
  
C. Be	
   vigilant	
  while	
   supervising	
   students.	
  	
  	
  Never	
   leave	
   students	
  unattended;	
   the	
   need	
  

to	
  make	
   a	
   copy	
   is	
   not	
   greater	
   than	
   the	
  need	
  to	
  supervise	
  your	
  students.	
   If	
  an	
  
emergency	
  requires	
  that	
  you	
   leave	
   students	
  who	
  you	
   are	
   supervising,	
   request	
   that	
  
another	
   nearby	
   staff	
  member	
   provide	
   supervision	
   for	
   you,	
   or	
  notify	
  the	
  office	
  so	
  
someone	
  can	
  provide	
  assistance.	
  If	
  you	
  are	
  assisting	
  with	
   recess	
   duty,	
   your	
  
responsibility	
   is	
   to	
   supervise	
  the	
   students	
   in	
   your	
   assigned	
   area.	
  When	
   talking	
  with	
  
other	
  adults	
   or	
   students,	
   remember	
   that	
   your	
   primary	
   duty	
   is	
  supervision	
  and	
  
make	
  sure	
  you	
  are	
  aware	
  of	
  what	
  all	
  students	
  who	
  you	
  are	
  to	
  be	
  supervising	
  are	
  doing.	
  

D. Be	
   accountable	
   for	
   students	
   who	
   are	
   assigned	
   to	
   you	
   from	
   the	
   beginning	
   of	
   the	
  
supervision	
   assignment	
   to	
   the	
   end.	
  	
  	
  Do	
   not	
  

• dismiss	
  students	
  early.	
  	
  	
  If	
  a	
  student	
  needs	
  to	
  leave	
  class,	
  make	
  
• sure	
   they	
   have	
   a	
   hall	
   pass.	
   If	
   the	
   student	
   is	
   to	
   report	
   to	
   the	
   office,	
  

inform	
   the	
   office	
   to	
   be	
   expecting	
   the	
   student.	
   If	
   the	
   student	
   is	
   to	
   be	
  
returning	
   to	
   your	
   class	
   after	
   a	
   brief	
   absence	
   (e.g.,	
   after	
   using	
   the	
  
restroom),	
   contact	
   the	
   office	
   if	
   the	
   student	
   has	
   not	
   returned	
   by	
   the	
   time	
  
expected.	
  

E. If	
   you	
   have	
   seen	
   or	
   have	
   been	
   informed	
   that	
   a	
   particular	
  student	
   has	
   a	
   propensity	
  
to	
   act	
  dangerously	
  or	
   in	
   an	
  unpredictable	
  manner,	
   your	
   supervision	
   of	
   that	
   student	
  
must	
   increase	
   with	
   the	
   known	
   risk	
   of	
   injury.	
   (Remember,	
   though,	
   that	
   this	
   type	
  of	
  
information	
   may	
   be	
   confidential—do	
   not	
   share	
   confidential	
   information	
   about	
  
students	
  except	
  with	
  other	
  staff	
  who	
  need	
  to	
  know	
  the	
  information	
  to	
  perform	
  their	
  
jobs).	
  

F. Be	
   careful	
  with	
   touching	
   students.	
  Use	
   of	
   corporal	
   punishment	
   is	
   prohibited	
   in	
   our	
  
school	
  district.	
   Touching	
  students	
  should	
  be	
   limited	
  to	
   that	
  necessary	
   to	
  protect	
   the	
  
student	
   from	
   harm	
   (e.g.,	
   falling	
   from	
   playground	
   equipment)	
   and	
   that	
   which	
  
professional	
   educators	
   determine	
   appropriate	
   for	
   purposes	
   of	
   proper	
   student	
  
relationships.	
  

G. Be	
  careful	
  with	
  your	
  language.	
   Profanity	
  or	
  abusive	
  language	
  is	
  not	
  acceptable.	
  Be	
  a	
  
good	
   role	
  model	
   for	
   students.	
   If	
   a	
   student	
   uses	
   such	
   language,	
   you	
   should	
   make	
   a	
  
report	
  to	
  the	
  student’s	
  teacher	
  or	
  administration.	
  

Proper	
  Instructions	
  
o Proper	
   instructions	
  are	
   important	
   to	
  reduce	
   the	
  risk	
  of	
   injury	
  when	
  students	
  undertake	
  an	
  

activity,	
  especially	
  an	
  activity	
  that	
  has	
  an	
  increased	
  risk	
  of	
  harm	
  to	
  students.	
  
o Repeat	
   the	
   instructions	
   on	
   how	
   to	
   complete	
   a	
   task	
   that	
   has	
   a	
  heightened	
  risk	
  of	
  danger	
  as	
  

often	
  as	
  needed.	
  	
   Do	
  not	
  assume	
  
because	
   students	
   heard	
   the	
   directions	
   once	
   that	
   they	
   will	
   be	
  remembered.	
  

o When	
   you	
   go	
   over	
   safety	
   rules	
   with	
   students	
   note	
   it	
   in	
   your	
  written	
   records.	
  	
   If	
   any	
  
students	
  are	
   absent	
  when	
  you	
   review	
  the	
   rules	
   contact	
   the	
   student(s)	
   to	
   review	
   the	
   same	
  
information	
  and	
  also	
  note	
  that	
  contact	
  in	
  your	
  written	
  records.	
  

Proper	
  Maintenance	
  of	
  Buildings,	
  Grounds,	
  and	
  Equipment	
  
o Conduct	
  periodic	
  inspections	
  of	
  equipment	
  under	
  your	
  control	
  or	
  in	
  your	
  area	
  of	
  supervision.	
  
o If	
  	
  	
   equipment	
  	
  	
   is	
  	
  	
  broken	
  	
  	
   and	
  	
  	
  presents	
  	
  	
   a	
  	
  	
   risk	
  	
  	
   of	
  	
  	
   injury,	
  

immediately	
  take	
  it	
  out	
  of	
  service.	
   If	
   it	
  can’t	
  be	
  moved,	
  tape	
  a	
  “Do	
  Not	
  Use”	
  sign	
  and	
  notify	
  
the	
  office	
  so	
  those	
  repairs	
  may	
  be	
  undertaken.	
  

o Check	
  	
  your	
  	
  communication	
  	
  devise	
  	
  (whether	
  	
  it	
  	
  be	
  	
  a	
  	
  school	
  phone	
  	
  in	
  	
  your	
  	
  supervision	
  	
  
area,	
  	
  a	
  	
  walkie-­‐-­‐-­‐talkie,	
  	
  or	
  	
  a	
  	
  cell	
  
phone)	
   periodically	
   to	
  make	
   sure	
   you	
   can	
   communicate	
   with	
  the	
  office	
  immediately	
  in	
  the	
  
event	
  of	
  an	
  emergency.	
  

Proper	
  Warnings	
  
o If	
  you	
  have	
  knowledge	
  of	
  a	
  hazard	
  that	
  can	
  likely	
  cause	
  injury,	
  take	
  steps	
  to	
  warn	
  other	
  staff	
  

and	
  students.	
  
o Tell	
  the	
  office	
  so	
  additional	
  warnings	
  may	
  be	
  given.
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Contact	
  the	
  Office	
  for	
  Assistance	
  
The	
  office	
  administration	
  should	
  be	
  contacted	
  immediately	
  when	
  a	
  situation	
  exists	
  which	
  could	
  cause	
  injury	
  to	
  
students	
  or	
  others.	
   Examples	
  include:	
  

• student	
  	
  	
  	
  	
  fight	
  
• student	
  health	
  problem	
  (fainting,	
  bleeding,	
  high	
  temperature,	
  difficulty	
  breathing,	
  etc.);	
  if	
  the	
  office	
  can	
  

not	
  be	
  immediately	
  located,	
  call	
  911	
  if	
  the	
  problem	
  appears	
  to	
  be	
  of	
  immediate	
  and	
  serious	
  concern	
  
• a	
  report	
  or	
  a	
  suspicion	
  that	
  a	
  student	
  has	
  a	
  weapon	
  or	
  other	
  dangerous	
  item	
  or	
  drugs,	
  alcohol,	
  or	
  other	
  

illegal	
  substances	
  
• presence	
   of	
   an	
   intruder	
   (a	
   non-­‐-­‐-­‐student	
   or	
   staff	
   member	
   who	
  refuses	
  to	
  go	
  to	
  the	
  	
  	
   office)	
  

	
  
Violations	
  of	
  student	
  rules	
  which	
  are	
  also	
  violations	
  of	
  state	
  law	
  are	
  required	
  to	
  be	
  reported	
  to	
  law	
  enforcement.	
  
Make	
  a	
  report	
  of	
  such	
  conduct	
  to	
  the	
  
Principal	
  so	
  this	
  law	
  may	
  be	
  followed.	
  
	
  
Student	
  Searches	
  
Office	
  administration	
  and	
  the	
  student’s	
  teacher	
  should	
  be	
  contacted	
  in	
  the	
  event	
  a	
  search	
  of	
  a	
  student	
  or	
  their	
  
belongings	
  is	
  needed.	
   Do	
  not	
  conduct	
  
such	
  a	
  search	
  yourself	
  without	
  a	
  teacher	
  or	
  administrator	
  being	
  present	
  or	
  
having	
  given	
  you	
  clear	
  directions.	
   You	
  may	
  direct	
  a	
  student	
  suspected	
  of	
  having	
  an	
  item	
  in	
  violation	
  of	
  school	
  
rules	
  to	
  wait	
  with	
  you	
  until	
  another	
  adult	
  is	
  present,	
  or	
  to	
  follow	
  you	
  to	
  the	
  office	
  if	
  you	
  can	
  leave	
  your	
  assigned	
  
area	
  without	
  causing	
  risk	
  of	
  harm	
  to	
  others.	
   Do	
  not	
  use	
  physical	
  force	
  to	
  detain	
  the	
  student	
  or	
  to	
  make	
  the	
  
student	
  accompany	
  you	
  except	
  as	
  reasonably	
  necessary	
  to	
  protect	
  the	
  student	
  or	
  others.	
  

	
  
Student	
  Rights	
  
Students	
  should	
  be	
  treated	
  fairly	
  and	
  given	
  the	
  same	
  treatment	
  without	
  consideration	
  of	
  race,	
  color,	
  religion,	
  
gender,	
  or	
  disability.	
   Students	
  who	
  need	
  special	
  accommodations	
  should	
  be	
  given	
  those	
  accommodations	
  as	
  
needed	
  for	
  them	
  to	
  participate	
  in	
  school	
  and	
  school	
  activities.	
   Further,	
  students	
  have	
  the	
  right	
  to	
  have	
  their	
  school	
  
records	
  kept	
  confidential.	
   Such	
  information	
  should	
  be	
  shared	
  only	
  with	
  other	
  school	
  staff	
  with	
  a	
  need	
  to	
  know	
  the	
  
information	
  to	
  perform	
  their	
  duties.	
  

	
  
Section	
  25	
  Dispensing	
  Medication	
  

Employees	
   are	
   not	
   permitted	
   to	
   give	
   any	
   medication	
   to	
   students	
   unless	
  
trained	
   under	
   the	
   Medication	
   Aid	
   Act.	
   Students	
   who	
   need	
   to	
   take	
   prescription	
  
medicine	
   must	
   have	
   a	
   signed	
   parent	
   release	
   form	
   on	
   file	
   in	
   the	
   office.	
  
Medications	
   are	
   to	
   be	
   taken	
   in	
   the	
   presence	
   of	
   the	
   office	
   staff,	
   the	
   nurse,	
   or	
  
medication	
   aide	
   and	
   are	
   to	
   be	
   stored	
   in	
   the	
  office.	
  Medical	
  procedures	
  are	
  not	
  to	
  be	
  
administered	
   in	
   the	
   classroom	
   except	
   in	
   accordance	
   with	
   the	
   District’s	
   Safety	
   and	
  
Security	
   Management	
   Plan	
   and	
   the	
   District’s	
   Emergency	
   Protocol	
  
(asthma/anaphylaxis	
   protocol).	
   If	
   students	
   must	
   take	
   medication	
   and/or	
   perform	
  
medical	
  procedures	
  prescribed	
  by	
  a	
  duly	
  licensed	
  physician	
  during	
  school	
  hours,	
  it	
  is	
  
the	
   responsibility	
   of	
   the	
   parents	
   or	
   guardians	
   to	
   sign	
   permission	
   to	
   dispense	
   the	
  
medicine	
   at	
   the	
   school	
   and	
   to	
   submit	
   a	
   note	
   or	
   prescription	
   from	
   the	
   physician	
  
authorizing	
   the	
  medicine	
   and/or	
  medical	
   procedure.	
   School	
   district	
   personnel	
  will	
  
not	
   administer	
  medicine,	
   including	
   over	
   the	
   counter	
  medicine,	
   without	
   this	
   signed	
  
form	
   and	
   note	
   or	
   prescription.	
   Any	
   medication	
   brought	
   to	
   school	
   needs	
   to	
   be	
  
properly	
   labeled.	
   The	
   label	
   should	
   include	
   the	
   following	
   information:	
   Student’s	
  
name,	
   name	
   of	
  medication,	
  dosage	
  needed,	
  and	
  time	
  of	
  dispensing	
  the	
  medication.	
  
	
  
Section	
  26	
  Reporting	
  Child	
  Abuse	
  

Nebraska	
  State	
  Law	
  and	
  school	
  policy	
  mandates	
  school	
  officials	
  to	
  make	
  a	
  report	
  
to	
  the	
  proper	
  law	
  enforcement	
  agency	
  or	
  the	
  Department	
  of	
  Health	
  and	
  Human	
  Services	
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(Child	
  Protective	
  Services)	
  when	
  there	
  is	
  reasonable	
  cause	
  to	
  believe	
  that	
  a	
  child	
  has	
  
been	
  abused	
  or	
  neglected,	
  or	
  a	
  child	
  is	
  in	
  a	
  situation	
  which	
  would	
  reasonably	
  result	
  in	
  
abuse	
  or	
  neglect.	
  According	
  to	
  Nebraska	
  State	
  Law,	
  abuse	
  or	
  neglect	
  means	
  knowingly,	
  
intentionally,	
  or	
  negligently	
  causing	
  or	
  permitting	
  a	
  minor	
  child	
  to	
  be:
	
  

(a) Placed	
  in	
  a	
  situation	
  that	
  endangers	
  his	
  or	
  her	
  life	
  or	
  physical	
  or	
  mental	
  health;	
  
(b) Cruelly	
  confined	
  or	
  cruelly	
  punished;	
  
(c) Deprived	
  of	
  necessary	
  food,	
  clothing,	
  shelter,	
  or	
  care;	
  
(d) Left	
  unattended	
  in	
  a	
  motor	
  vehicle	
  if	
  such	
  minor	
  child	
  is	
  six	
  years	
  of	
  age	
  or	
  
younger;	
  
(e) Sexually	
  abused;	
  or	
  
(f) Sexually	
  exploited	
  by	
  allowing,	
  encouraging,	
  or	
  forcing	
  such	
  person	
  to	
  solicit	
  for	
  
or	
  engage	
  in	
  prostitution,	
  debauchery,	
  public	
  indecency,	
  or	
  obscene	
  or	
  pornographic	
  
photography,	
  films,	
  or	
  depictions.	
  

	
  
Employees	
  are	
  to	
  inform	
  their	
  principal	
  or	
  supervisor	
  in	
  the	
  event	
  they	
  become	
  aware	
  
of	
  child	
  abuse	
  or	
  neglect.	
   Be	
  as	
  specific	
  as	
  possible	
  with	
  what,	
  when,	
  and	
  where	
  you	
  
observed	
  the	
  abuse	
  or	
  neglect	
  and	
  anything	
  which	
  you	
  may	
  have	
  heard	
  said	
  by	
  the	
  
student	
  or	
  others.	
   It	
  is	
  vital	
  that	
  your	
  report	
  to	
  school	
  officials	
  be	
  made	
  as	
  accurately	
  
and	
  as	
  soon	
  as	
  possible.	
   Timeliness	
  in	
  making	
  a	
  report	
  will	
  assist	
  in	
  minimizing	
  further	
  
risk	
  to	
  the	
  child	
  

Do	
  not	
  talk	
  about	
  the	
  matter	
  directly	
  with	
  the	
  parent	
  or	
  others,	
  as	
  that	
  may	
  
violate	
  confidentiality	
  restrictions,	
  affect	
  the	
  ability	
  of	
  authorities	
  to	
  investigate,	
  create	
  
problems	
  with	
  relationships	
  and	
  create	
  legal	
  problems.	
   The	
  school	
  administration	
  will	
  
consider	
  your	
  information,	
  conduct	
  any	
  further	
  investigation	
  needed	
  to	
  justify	
  a	
  report,	
  
and	
  determine	
  whether	
  a	
  report	
  of	
  child	
  abuse	
  or	
  neglect	
  is	
  to	
  be	
  made.	
   If	
  the	
  person	
  
who	
  you	
  have	
  reported	
  to	
  does	
  not	
  make	
  a	
  report	
  to	
  the	
  police	
  or	
  Child	
  Protective	
  
Services,	
  and	
  you	
  feel	
  a	
  report	
  should	
  be	
  made,	
  report	
  the	
  matter	
  directly	
  to	
  the	
  
Superintendent.	
  
	
  
Section	
  27	
   Ethics	
  Standards	
  
Shelby-Rising City Schools expects its classified employees to adhere to ethics standards 
which are modified from those established by the Nebraska Department of Education for 
certificated employees. The classified school employment job ethics standards which 
classified employees are expected to adhere to include those set forth below. 
	
  

Principle I - Commitment as a School Employee: 
Employees  shall  exhibit  good  moral  character,  maintain  high  standards  of 
performance and promote equality of opportunity. 
In fulfillment of the employee's contractual and personal responsibilities, the 
employee: 
A. Shall not interfere with the exercise of political and citizenship rights and 

responsibilities of students, colleagues, parents, school patrons, or school 
board members. 

B. Shall not discriminate on the basis of race, color, creed, sex, marital status, 
age, national origin, ethnic background, or handicapping condition. 
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C. Shall not use coercive means, or promise or provide special treatment to 
students, colleagues, school patrons, or school board members in order to 
influence personal decisions. 

D. Shall not make any fraudulent statement or fail to disclose a material fact 
for which the employee is responsible. 

E. Shall not exploit school relationships with students, colleagues, parents, 
school patrons, or school board members for personal gain or private 
advantage. 

F. Shall not sexually harass students, parents or school patrons, employees, 
or board members. 

G. Shall  not  engage  in  conduct  involving  dishonesty,  fraud,  deceit,  or 
misrepresentation in the performance of job duties. 

H. Shall report to the Superintendent any known violation of paragraphs B or 
E above. 

I. Shall seek no reprisal against any individual who has reported a violation 
of this rule. 

	
  
Principle II - Commitment to the Student: 
Mindful that the employee’s classified position exists for the purpose of serving 
the best interests of the school district’s  students and patrons, the classified 
employee shall perform his/her job duties with genuine interest, concern, and 
consideration for the student. The employee shall work to stimulate the spirit of 
inquiry, the acquisition of knowledge and understanding, and the thoughtful 
formulation of worthy goals. 
In fulfillment of the obligation to the student, the employee: 
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A. Shall make reasonable effort to protect the student from conditions which 
interfere with the learning process or are harmful to health or safety. 

D. Shall keep in confidence personally identifiable information that has been 
obtained in the course of employment, unless disclosure is approved by 
the administration or is required by law. 

G. Shall not discipline students using corporal punishment. 
	
  

Principle III - Commitment to the Public: 
The magnitude of the responsibility inherent in the education process requires 
dedication to the principles of our democratic heritage. The classified employee 
bears responsibility for instilling an understanding of the confidence in the rule of 
law, respect for individual freedom, and a responsibility to promote respect by the 
public for the integrity of the profession. 
In fulfillment of the obligation to the public, the employee: 
A. Shall not misrepresent an institution with which the employee is affiliated, 

and shall take added precautions to distinguish between the employee's 
personal and institutional views. 

B. Shall  not  use  institutional  privileges  for  private  gain  or  to  promote 
political candidates, political issues, or partisan political activities. 

C. Shall neither offer nor accept gifts or favors that will impair judgment to 
be exercised in the course of employment. 

D. Shall  support  the  principle  of  due  process  and  protect  the  political, 
citizenship, and natural rights of all individuals. 

E. Shall not commit any act of moral turpitude, nor commit any felony under 
the laws of the United States or any state or territory. 

F. Shall, with reasonable diligence, attend to the duties of the employee’s 
position. 

	
  
Principle IV - Commitment to Classified Position Employment Practices: 
The employee shall regard the employment agreement as a pledge to be executed 
both  in  spirit  and  in  fact.  The  employee  shall  believe  that  sound  personnel 
relationships with governing administration and board of education are built upon 
personal integrity, dignity, and mutual respect. 
In  fulfillment  of  the  obligation  to  professional  employment  practices,  the 
employee: 
A. Shall apply for, accept, offer, or assign a position or responsibility on the 

basis of preparation and legal qualifications. 
B. Shall not knowingly withhold information regarding a position from an 

applicant or employer, or misrepresent an assignment or conditions of 
employment. 

C. Shall give prompt notice to the employer of any change in availability of 
service. 
D. Shall conduct job related business through designated procedures, when 

available, that have been approved by the employing agency. 
E. Shall not assign to unqualified personnel, tasks for which an employee is 

responsible. 



Shelby-­‐Rising	
  City	
  Public	
  Schools	
   	
   	
   	
   	
   	
   	
  23	
  

F. Shall  permit  no  commercial  or  personal  exploitation  of  his  or  her 
professional position. 

G. Shall use time on duty and leave time for the purpose for which intended. 
	
  
Section	
  28	
   Evaluations	
  
	
   Evaluation	
  of	
  support	
  staff	
  on	
  their	
  skills,	
  abilities,	
  and	
  competence	
  shall	
  be	
  an	
  
ongoing	
  process	
  supervised	
  by	
  the	
  superintendent.	
  	
  The	
  goal	
  of	
  the	
  evaluation	
  of	
  
support	
  staff	
  shall	
  be	
  to	
  maintain	
  support	
  staff	
  who	
  meet	
  or	
  exceed	
  the	
  board's	
  
standards	
  of	
  performance,	
  to	
  clarify	
  each	
  support	
  staff	
  member's	
  role,	
  to	
  ascertain	
  the	
  
areas	
  in	
  need	
  of	
  improvement,	
  to	
  clarify	
  the	
  immediate	
  priorities	
  of	
  the	
  board,	
  and	
  to	
  
develop	
  a	
  working	
  relationship	
  between	
  the	
  administrators	
  and	
  other	
  employees.	
  
	
  
Section	
  29	
  Relationships	
  
	
   It	
   is	
   important	
   for	
   employees	
   to	
   maintain	
   an	
   effective	
   working	
  
relationship	
   with	
   the	
   administration,	
   co-­‐workers,	
   students	
   and	
   parents.	
  
Appropriate	
   relationships	
   are	
  established	
   by	
   extending	
   social	
   courtesies,	
   following	
  
through	
   on	
   commitments	
   and	
   promises,	
   complying	
   with	
   administrative	
   directives	
  
and	
   Board	
   polices,	
   being	
   honest	
   and	
   consistent,	
   and	
   not	
   intruding	
   into	
   personal	
  
matters	
  outside	
  the	
  scope	
  of	
  duties	
  or	
  gossiping	
  or	
  spreading	
  rumors	
  about	
  others.	
  
	
   District	
   staff	
   are	
   discouraged	
   from	
   using	
   social	
  media	
   to	
   communciate	
  with	
  
current	
  students	
  of	
  Shelby-­‐Rising	
  City	
  Public	
  Schools.	
  
	
  
Section	
  30	
   Attire	
  

It	
  is	
  important	
  for	
  employees	
  to	
  project	
  a	
  responsible,	
  adult	
  image	
  to	
  students,	
  
parents	
   and	
   co-­‐workers.	
   Appropriate	
   attire	
   and	
   grooming	
   is	
   one	
   of	
   the	
   means	
   of	
  
projecting	
   such	
   an	
   image.	
   Employees	
   are	
   expected	
   to	
  maintain	
   conservative	
   attire	
  
and	
   grooming	
   when	
   on	
   duty.	
   As	
   a	
   minimal	
   guide,	
   employees	
   should	
   not	
   wear	
  
clothing	
   which	
   students	
   would	
   not	
   be	
   permitted	
   to	
   wear	
   at	
   school.	
   Employees	
  
should	
   wear	
   clothing	
   which	
   is	
   safe	
   and	
   suitable	
   for	
   their	
   work	
   assignments;	
   and	
  
avoid	
   clothing	
   which	
   may	
   be	
   caught	
   in	
   machinery.	
   The	
   administration	
   may	
  
establish	
   more	
   detailed	
   guidelines	
   for	
   individual	
   employees	
   should	
   that	
   be	
  
necessary.	
  
	
  
Section	
  31	
  Outside	
  Employment	
  

Employees	
  shall	
  not	
  perform	
  other	
  work	
  or	
  engage	
  in	
  activities	
  unrelated	
  to	
  
District	
  employment	
  during	
  duty	
  hours.	
   In	
  addition,	
  employees	
  shall	
  not	
  engage	
  in	
  
employment	
  which	
  conflicts	
  with	
  their	
  school	
  duties.	
   Employees	
  are	
  not	
  required	
  to	
  
notify	
  the	
  District	
  of	
  outside	
  employment	
  except:	
   (1)	
  employees	
  who	
  are	
  also	
  
employed	
  by	
  another	
  Nebraska	
  school	
  district	
  in	
  order	
  to	
  comply	
  with	
  Nebraska	
  State	
  
Retirement	
  System	
  regulations	
  and	
  (2)	
  employees	
  who	
  have	
  a	
  work-­‐-­‐-­‐related	
  injury	
  in	
  
order	
  to	
  comply	
  with	
  workers’	
  compensation	
  requirements.	
  
	
  
Section	
  32	
  Drug-­‐Free	
  Workplace	
  
 The	
  District	
  has	
  established	
  the	
  school	
  as	
  a	
  drug-­‐-­‐-­‐free	
  workplace.	
  The	
  drug-­‐-­‐-­‐free	
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workplace	
  for	
  this	
  purpose	
  includes	
  school	
  grounds,	
  school	
  utilized	
  vehicles,	
  and	
  
places	
  in	
  which	
  school	
  activities	
  are	
  held.	
  

The	
  unlawful	
  manufacture,	
  distribution,	
  disposition,	
  possession,	
  or	
  use	
  of	
  a	
  
controlled	
  substance	
  is	
  prohibited	
  in	
  the	
  work	
  place.	
   The	
  possession,	
  use	
  or	
  
distribution	
  of	
  illicit	
  drugs	
  or	
  alcohol,	
  the	
  use	
  of	
  glue	
  or	
  aerosol	
  paint	
  or	
  any	
  other	
  
chemical	
  substance	
  for	
  inhalation,	
  and	
  being	
  under	
  the	
  influence	
  of	
  illicit	
  drugs,	
  
alcohol,	
  or	
  inhalants,	
  is	
  prohibited	
  in	
  any	
  place	
  while	
  employees	
  are	
  on	
  duty	
  time.	
  Any	
  
level	
  of	
  impairment	
  from	
  illicit	
  drugs,	
  alcohol,	
  or	
  inhalants,	
  and	
  the	
  presence	
  of	
  any	
  
odor	
  of	
  illicit	
  drugs	
  (such	
  as	
  marijuana)	
  or	
  alcohol	
  on	
  a	
  employee	
  in	
  the	
  work	
  place	
  or	
  
on	
  duty	
  time	
  shall	
  be	
  a	
  violation	
  of	
  the	
  drug-­‐-­‐-­‐free	
  workplace.	
  The	
  	
  	
  possession	
  or	
  
distribution	
  of	
  a	
  look-­‐-­‐-­‐alike	
  drug	
  or	
  look-­‐-­‐-­‐alike	
  controlled	
  substance	
  is	
  prohibited.	
  In	
  
addition,	
  employees	
  are	
  expected	
  to	
  serve	
  as	
  role	
  models	
  for	
  students	
  and	
  will	
  be	
  
considered	
  to	
  have	
  violated	
  the	
  District’s	
  expectations	
  in	
  the	
  event	
  the	
  employee	
  
commits	
  a	
  criminal	
  drug	
  or	
  alcohol	
  offense	
  off	
  the	
  work	
  place	
  or	
  off	
  duty	
  time.	
  

As	
  a	
  condition	
  of	
  employment	
  employees	
  will	
  abide	
  by	
  the	
  District’s	
  drug-­‐-­‐-­‐free	
  
workplace	
  policies	
  and	
  notify	
  the	
  Superintendent	
  of	
  any	
  criminal	
  drug	
  statute	
  
conviction	
  for	
  a	
  violation	
  occurring	
  in	
  the	
  workplace	
  no	
  later	
  than	
  5	
  days	
  after	
  such	
  
conviction.	
  Disciplinary	
  sanctions	
  up	
  to	
  and	
  including	
  termination	
  of	
  employment	
  and	
  
referral	
  for	
  prosecution	
  will	
  be	
  imposed	
  for	
  violations	
  of	
  the	
  District’s	
  drug-­‐-­‐-­‐free	
  
workplace	
  policies.	
   Sanctions	
  may	
  include	
  the	
  requirement	
  that	
  the	
  employee	
  
complete	
  an	
  appropriate	
  rehabilitation	
  program,	
  a	
  reprimand,	
  and	
  termination	
  of	
  
employment.	
  Drug	
  and	
  alcohol	
  counseling	
  and	
  rehabilitation	
  and	
  reentry	
  programs	
  are	
  
available	
  through	
  local	
  health	
  agencies.	
  

	
  
Section	
  33	
   Smoke	
  and	
  Tobacco-­‐Free	
  Workplace	
  

The	
  use	
  of	
  tobacco	
  products	
  in	
  the	
  District’s	
  buildings	
  and	
  on	
  school	
  grounds,	
  
all	
  owned	
  or	
  leased	
  facilities	
  and	
  vehicles	
  is	
  prohibited.	
  
	
  
Section	
  34	
  Weapon-­‐Free	
  Workplace	
  
 The District prohibits any person from being in possession of a weapon at a 
school attendance facility, on school property, at a school-supervised activity, or at a 
school- sponsored function. Any employee found to be in violation of this policy shall be 
subject to disciplinary action, up to and including termination.
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The	
  term	
  "weapon"	
  means	
  an	
  instrument	
  or	
  object	
  used,	
  or	
  which	
  may	
  be	
  used,	
  as	
  a	
  
means	
  of	
  attack,	
  defense,	
  or	
  destruction,	
  including,	
  without	
  limitation:	
  
	
  

a. Any	
  object	
  which	
  will,	
  or	
  is	
  designed	
  to,	
  or	
  may	
  readily	
  be	
  converted	
  to,	
  expel	
  a	
  projectile	
  by	
  
the	
  action	
  of	
  an	
  explosive	
  or	
  other	
  means;	
  

b. The	
  frame	
  or	
  receiver	
  of	
  any	
  object	
  described	
  in	
  the	
  preceding	
  example;	
  
c. Any	
  firearm	
  muffler	
  or	
  silencer;	
  
d. Any	
  explosive,	
   incendiary	
  or	
  gas	
  (a)	
  bomb,	
  (b)	
  grenade,	
  (c)	
  rocket,	
  (d)	
  missile,	
  (e)	
  mine,	
  or	
  

similar	
  device;	
  
e. Any	
  bludgeon,	
  sandclub,	
  metal	
  knuckles,	
  or	
  throwing	
  star;	
  
f. Any	
  knife	
  other	
  than	
  as	
  used	
  for	
  strictly	
  instructional	
  or	
  personal	
  care	
  or	
  eating	
  purposes.	
   A	
  

pocket	
   knife	
   with	
   a	
   blade	
   of	
   2-­‐-­‐-­‐1/2	
   inches	
   or	
  more	
   is	
   a	
   prohibited	
   weapon.	
   A	
   switch-­‐-­‐-­‐
blade	
   knife	
   is	
   prohibited	
   regardless	
   of	
   size	
   of	
   the	
   blade.	
   A	
   switch-­‐-­‐-­‐blade	
   knife	
   is	
   defined	
  
as	
   a	
   knife	
   with	
   a	
   blade	
   that	
   opens	
   automatically	
   by	
   hand	
   pressure	
   applied	
   to	
   a	
   button,	
  
spring,	
   or	
   other	
   device	
   in	
   the	
   handle	
   of	
   a	
   knife,	
   or	
   any	
  knife	
   having	
   a	
   blade	
   that	
   opens	
   or	
  
falls	
   or	
   is	
   ejected	
   into	
   position	
   by	
   the	
   force	
   of	
   gravity	
   or	
   by	
   an	
   outward,	
   downward,	
   or	
  
centrifugal	
  thrust	
  or	
  movement;	
  

g. Any	
   electronic	
   device	
   designed	
   to	
   discharge	
   immobilizing	
   levels	
   of	
   electricity,	
   commonly	
  
known	
  as	
  a	
  stun	
  gun;	
  and	
  

h. A	
   employee	
   may	
   possess	
   mace	
   or	
   other	
   similar	
   chemical	
   agents	
   in	
   quantity	
   and/or	
  
concentration	
   typically	
   designed	
   for	
   individual	
   personal	
   defensive	
   purposes	
   shall	
   not	
   be	
  
considered	
   as	
   possession	
   of	
   a	
   weapon.	
   Possession	
   of	
   larger	
   quantities	
   and/or	
  
concentrations	
   of	
   mace	
   or	
   other	
   similar	
   chemical	
   agents	
   than	
   is	
   typically	
   designed	
   for	
  
individual	
   personal	
   defensive	
   purposes	
   will	
   be	
   considered	
   as	
   possession	
   of	
   a	
   weapon.	
  
Usage	
  of	
  mace	
  or	
  other	
  similar	
  chemical	
  agents	
  will	
  be	
  considered	
  as	
  usage	
  of	
  a	
  weapon	
  if	
  the	
  
usage	
   is	
   found	
   to	
   be	
   for	
   non-­‐-­‐-­‐defensive	
   purposes.	
   	
   A	
   employee	
   who	
   is	
   negligent	
   in	
   their	
  
possession	
  of	
  mace	
  or	
  other	
  similar	
  chemical	
  agents	
  will	
  be	
  subject	
  to	
  disciplinary	
  action.	
  

i. A	
   employee	
  may	
   possess	
   an	
   item	
  which	
  may	
   be	
   considered	
   a	
   weapon	
  where	
   such	
   item	
   is	
  
used	
   for	
   instructional	
   purposes	
   and	
   the	
   employee	
   has	
   received	
   approval	
   of	
   the	
  
administration	
   to	
   possess	
   the	
   item,	
   provided	
   it	
   is	
   used	
   in	
   the	
   manner	
   approved	
   and	
   is	
  
maintained	
  in	
  such	
  manner	
  as	
  the	
  administration	
  has	
  directed.	
  

j. Any	
   other	
   object	
   that	
   is	
   designed	
   for	
   or	
   intended	
   for	
   use	
   as	
   a	
   destructive	
   or	
   injurious	
  
device.	
  

The	
  phrase	
  "possession	
  of	
  a	
  weapon"	
  includes,	
  without	
  limitation,	
  a	
  weapon	
  in	
  a	
  
employee's	
  personal	
  possession,	
  as	
  well	
  as	
  in	
  a	
  employee's	
  motor	
  vehicle,	
  desk,	
  locker,	
  
briefcase,	
  backpack,	
  or	
  purse.	
  
	
  
Section	
  35	
   Use	
  of	
  District	
  Technology,	
  Network,	
  and	
  Internet	
  
 Employees	
   have	
   access	
   to	
   the	
   District’s	
   computer	
   network	
   and	
   the	
  
Internet	
   for	
   the	
   enhancement	
   and	
   support	
   of	
   student	
   instruction	
   and	
  
performance	
   of	
   their	
   duties.	
   It	
   is	
   important	
   to	
   remember	
   that	
   the	
  equipment	
  and	
  
the	
  software	
  are	
  the	
  property	
  of	
  the	
  school	
  district.	
  
	
  
In	
  using	
  the	
  computers	
  and	
  the	
  Internet,	
  employees	
  are	
  agreeing	
  to	
  the	
  following:	
  

1. Since	
  copyright	
  laws	
  protect	
  software,	
  employees	
  will	
  not	
  make	
  unauthorized	
  copies	
  of	
  
software	
  found	
  on	
  school	
  computers	
  by	
  any	
  means.	
  Employees	
  will	
  not	
  give,	
   lend,	
  or	
  sell	
  
copies	
  of	
  software	
  to	
  others	
  unless	
  
the	
   original	
   software	
   is	
   clearly	
   identified	
   as	
   shareware	
   or	
   in	
   the	
   public	
  domain.	
  

2. If	
  a	
  employee	
  downloads	
  public	
  domain	
  programs	
  for	
  personal	
  use	
  or	
  non-­‐	
  commercially	
  
redistributes	
   a	
   public	
   domain	
   program,	
   the	
   employee	
  assumes	
  all	
   risks	
  regarding	
   the	
  
determination	
  of	
  whether	
  a	
  program	
  is	
   in	
  the	
  public	
  domain.	
  

3.	
   Employees	
  shall	
  not	
  access	
  material	
  that	
  is	
  obscene,	
  child	
  pornography	
  or	
  otherwise	
  
inappropriate	
  matter	
  for	
  educational	
  or	
  work-­‐-­‐-­‐related	
  uses	
  or	
  contrary	
  to	
  the	
  District’s	
  
mission.	
  Employees	
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are	
  not	
  permitted	
  to	
  knowingly	
  access	
  information	
  that	
  is	
  profane,	
  obscene	
  or	
  offensive	
  
toward	
  a	
  group	
  or	
  individual	
  based	
  upon	
  race,	
  
gender,	
  national	
  origin	
  or	
  religion.	
   Further,	
  employees	
  are	
  prohibited	
  from	
  placing	
  such	
  
information	
  on	
  the	
  Internet.	
  

4. Employees	
  will	
  protect	
  the	
  privacy	
  of	
  other	
  computer	
  users'	
  areas	
  by	
  not	
  accessing	
  their	
  
passwords	
  without	
  written	
  permission.	
   Employees	
  will	
  
not	
  copy,	
  change,	
  read,	
  or	
  use	
  another	
  person's	
  files.	
   Employees	
  will	
  
not	
   engage	
   in	
   “hacking”	
   or	
   otherwise	
   attempt	
   to	
   gain	
   unauthorized	
  access	
  to	
  system	
  
programs	
  or	
  computer	
  equipment.	
  

5. Employees	
  	
  will	
  	
  not	
  	
  use	
  	
  computer	
  	
  systems	
  	
  to	
  	
  disturb	
  	
  or	
  	
  harass	
  	
  other	
  computer	
  users	
  by	
  
sending	
  unwanted	
  mail	
  or	
  by	
  other	
  means.	
  

6. Employees	
  will	
  not	
  disclose	
  their	
  passwords	
  and	
  account	
  names	
  to	
  anyone	
  or	
  attempt	
  to	
  
ascertain	
  or	
  use	
  anyone	
  else's	
  password	
  and	
  account	
  name.	
  

7. Employees	
  	
   will	
  	
   not	
  	
   attempt	
  	
   to	
  	
   login	
  	
   to	
  	
   the	
  	
   system	
  	
   as	
  	
   a	
  	
   system	
  administrator.	
  
8. Employees	
  understand	
  that	
  the	
  intended	
  use	
  of	
  all	
  computer	
  equipment	
  is	
  to	
  meet	
  

instructional	
  objectives.	
  
9. Employees	
  will	
  not	
  waste	
  or	
  take	
  supplies,	
  such	
  as	
  paper,	
  printer	
  ribbons,	
  toner,	
  and	
  

diskettes	
  that	
  are	
  provided	
  by	
  the	
  District.	
  	
  
10. Employees	
  	
   will	
  	
   not	
  	
   use	
  	
   the	
  	
   network	
  	
   for	
  	
   financial	
  	
   gain	
  	
   or	
  	
   for	
  	
   any	
  commercial	
  or	
  

illegal	
  activity.	
  
11. Attempts	
  to	
  bypass	
  security	
  systems	
  on	
  computer	
  workstations	
  or	
  servers,	
  

or	
   vandalism	
   will	
   result	
   in	
   cancellation	
   of	
   privileges	
   and	
   may	
   result	
   in	
  further	
  
consequences.	
  Malicious	
  attempts	
  to	
  harm	
  or	
  destroy	
  data	
  of	
  another	
  employee,	
  or	
  data	
  that	
  
resides	
  anywhere	
  on	
  the	
  network	
  or	
  on	
  the	
  Internet,	
  or	
  the	
  uploading	
  or	
  creation	
  of	
  computer	
  
viruses	
  are	
  forbidden.	
  

12. The	
  District	
  will	
  not	
  be	
  responsible	
  for	
  any	
  liabilities,	
  costs,	
  expenses,	
  or	
  purchases	
  	
  
incurred	
  	
   by	
  	
   the	
  	
   use	
  	
   of	
  	
   the	
  	
   District’s	
  	
   telecommunications	
  
systems	
   such	
   as	
   the	
   Internet.	
   This	
   includes,	
   but	
   is	
   not	
   limited	
   to,	
   the	
  purchase	
   of	
   on	
  
line	
   services	
   or	
   products.	
   The	
   employee	
   is	
   solely	
  responsible	
  for	
  any	
  such	
  charges.	
  The	
  
employee’s	
  acceptance	
  of	
  an	
  email	
  account	
   is	
   an	
   acceptance	
   of	
   the	
   employee’s	
   agreement	
  
to	
   indemnify	
   the	
  District	
  	
   for	
  	
   any	
  	
   expenses,	
  	
   including	
  	
   legal	
  	
   fees,	
  	
   arising	
  	
   out	
  	
   of	
  	
   the	
  
employee’s	
  use	
  of	
  the	
  system	
  in	
  violation	
  of	
  the	
  agreement.	
  

13. The	
  Internet	
  will	
  be	
  supplied	
  for	
  your	
  use	
  on	
  an	
  "as	
  is,	
  as	
  available"	
  basis.	
  
The	
  District	
  does	
  not	
  imply	
  or	
  expressly	
  warrant	
  that	
  any	
  information	
  you	
  access	
  will	
   be	
  
valuable	
   or	
   fit	
   for	
   a	
   particular	
   purpose	
   or	
   that	
   the	
   system	
  will	
  operate	
  error	
  free.	
  

14. The	
  District	
  is	
  not	
  responsible	
  for	
  the	
  integrity	
  of	
  information	
  accessed,	
  or	
  
software	
  downloaded	
  from	
  the	
  Internet.	
  

15. The	
   District	
   reserves	
   the	
   right	
   to	
   refuse	
   posting	
   of	
   files,	
   and	
   to	
   remove	
  files.	
  
16. The	
  District	
   further	
   reserves	
   the	
   right	
   to	
   inspect	
   a	
   employee’s	
   computer	
  and	
   computer	
  

usage	
   at	
   any	
   time.	
  	
  	
  	
  
17. Employees	
   have	
   no	
   privacy	
   rights	
   or	
  

expectations	
  of	
  privacy	
  with	
   regard	
   to	
  use	
  of	
   the	
  District’s	
   computers	
  or	
  Internet	
  system.	
  
The	
  computer	
  system	
  is	
  not	
  a	
  public	
  forum.	
  	
   It	
  is	
  provided	
  for	
  the	
  limited	
  purpose	
  of	
  
advancing	
  the	
  District’s	
  mission.	
  

18.	
   	
  	
  A	
  technology	
  protection	
  measure	
  is	
  in	
  place	
  that	
  blocks	
  and/or	
  filters	
  
Internet	
  access	
  to	
  prevent	
  access	
  to	
  Internet	
  sites	
  that	
  are	
  not	
  in	
  accordance	
  with	
  policies	
  and	
  
regulations.	
   In	
  addition	
  to	
  blocks	
  	
  and/or	
  filters,	
  the	
  District	
  may	
  also	
  use	
  other	
  technology	
  
protection	
  measures	
  or	
  procedures	
  as	
  deemed	
  appropriate.	
  The	
  technology	
  protection	
  
measure	
  that	
  blocks	
  and/or	
  filters	
  Internet	
  access	
  may	
  be	
  disabled	
  only	
  by	
  an	
  authorized	
  staff	
  
member	
  for	
  bona	
  fide	
  research	
  or	
  educational	
  purposes:	
  (a)	
  who	
  has	
  successfully	
  completed	
  
district	
  training	
  by	
  the	
  on	
  proper	
  disabling	
  circumstances	
  and	
  procedures,	
  (b)	
  with	
  permission	
  
of	
  the	
  immediate	
  supervisor	
  of	
  the	
  staff	
  member	
  requesting	
  said	
  disabling,	
  or	
  (c)	
  with	
  the	
  
permission	
  of	
  a	
  building	
  administrator.	
   An	
  authorized	
  staff	
  member	
  may	
  override	
  the	
  
technology	
  protection	
  measure	
  that	
  blocks	
  and/or	
  filters	
  Internet	
  access	
  for	
  a	
  minor	
  to	
  access	
  
a	
  site	
  for	
  bona	
  fide	
  research	
  or	
  other	
  lawful	
  purposes	
  provided	
  the	
  minor	
  is	
  monitored	
  directly	
  
by	
  an	
  authorized	
  staff	
  member.	
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19.	
   	
  Classified	
  staff	
  is	
  discouraged	
  from	
  being	
  a	
  social	
  media	
  “friend”	
  of	
  students,	
  parents	
  or	
  
guardians	
  of	
  students,	
  or	
  otherwise	
  “establish	
  special	
  relationships”	
  through	
  personal	
  social	
  
media.	
  Neither	
  should	
  educators	
  give	
  students	
  or	
  parents	
  access	
  to	
  personal	
  postings	
  
unrelated	
  to	
  school.	
  Pre-­‐existing	
  relationships	
  outside	
  of	
  school,	
  e.g.	
  neighbors,	
  fellow	
  church	
  
members,	
  etc.,	
  are	
  an	
  appropriate	
  exception.	
   Employees	
  are	
  required	
  to	
  use	
  “appropriately	
  
respectful	
  speech”	
  in	
  their	
  personal	
  social	
  media	
  posts,	
  and	
  must	
  refrain	
  from	
  harassing,	
  
defamatory,	
  abusive,	
  discriminatory,	
  sexually	
  explicit,	
  threatening,	
  or	
  other	
  inappropriate	
  
communications	
  on	
  their	
  personal	
  posts.	
  

	
  
Any	
  violation	
  of	
  any	
  part	
  of	
  this	
  agreement	
  or	
  any	
  other	
  activity	
  which	
  school	
  
administrators	
  deem	
  inappropriate	
  will	
  be	
  subject	
  to	
  disciplinary	
  action.	
  Discipline	
  
could	
  include	
  but	
  would	
  not	
  be	
  limited	
  to,	
  the	
  immediate	
  suspension	
  or	
  termination	
  
of	
  the	
  employee’s	
  Internet	
  account	
  and	
  computer	
  privileges,	
  reprimand,	
  suspension,	
  
or	
  termination.	
  
	
  
Section	
  36	
  Use	
  of	
  School	
  Facilities	
  

Employees	
   who	
   are	
   issued	
   keys	
   to	
   the	
   school	
   are	
   expected	
   to	
   not	
   lose	
   their	
  
keys	
   and	
   to	
  not	
   allow	
   others	
   to	
   have	
   access	
   to	
   or	
   to	
   use	
   their	
   keys.	
   Employees	
   are	
  
permitted	
   to	
   have	
   access	
   to	
   school	
   facilities	
   during	
   non-­‐school	
   time	
   provided	
   your	
  
Principal	
   or	
   supervisor	
   has	
   given	
   permission	
   and	
   such	
   access	
   is	
   for	
   work-­‐related	
  
purposes.	
   When	
   employees	
   leave	
   the	
   building,	
   they	
   are	
   to	
   close	
   all	
   windows,	
   lock	
  
doors,	
  and	
  make	
  sure	
  that	
  the	
  entry	
  door	
  is	
  fully	
  closed	
  and	
  locked.	
  This	
  is	
  especially	
  
important	
   when	
   employees	
   are	
   using	
   the	
   school	
   facilities	
   prior	
   to	
   the	
   beginning	
   of	
  
the	
  school	
  year	
  and	
  during	
  any	
  weekend	
  or	
  evening	
  usage.	
  

School	
  property	
   is	
   to	
  be	
  used	
  for	
  approved	
  work-­‐related	
  purposes	
  and	
  not	
   for	
  
personal	
   purposes	
   or	
   for	
   personal	
   gain	
   or	
   benefit.	
   Use	
   of	
   school	
   supplies	
   (paper,	
  
staples,	
   etc.),	
  school	
   equipment	
   (copiers,	
   fax	
  machines,	
   telephones,	
   etc.),	
   and	
   school	
  
postage	
   is	
   to	
   be	
  used	
   for	
   approved	
   school-­‐related	
   purposes	
   only.	
  Excess	
   or	
   surplus	
  
supplies	
   or	
  equipment,	
   including	
   items	
  which	
  have	
  been	
  placed	
   in	
   the	
   trash,	
   should	
  
not	
  be	
  removed	
  for	
  non-­‐school	
  use	
  without	
  approval	
  from	
  the	
  administration.	
  
	
  
Section	
  37	
   Care	
  of	
  School	
  Property	
  

Employees	
   are	
   responsible	
   for	
   the	
   proper	
   care	
   of	
   all	
   books,	
   equipment,	
  
supplies	
   and	
  furniture	
  supplied	
  by	
   the	
   school.	
   If	
   an	
   item	
   is	
   in	
  need	
  of	
  maintenance	
  
or	
   repair,	
   report	
   it	
   to	
   the	
  Principal.	
   If	
  you	
   learn	
   that	
  a	
  student	
  or	
  staff	
  member	
  has	
  
damaged	
   school	
   property	
   or	
   equipment,	
   or	
   if	
   you	
   are	
   responsible	
   for	
   damage	
   to	
  
school	
   property,	
   promptly	
   report	
   it	
   to	
   the	
   Principal	
   so	
   the	
   item	
   may	
   be	
   replaced	
  
or	
   repaired	
   if	
   possible	
   and	
   appropriate	
  responsibility	
  for	
  the	
  cost	
  of	
  replacement	
  or	
  
repair	
  may	
  be	
  determined.	
  
	
  
Section	
  38	
  Use	
  of	
  Telephone	
  

Personal	
   telephone	
   calls	
   shall	
   not	
   be	
   made	
   during	
   duty	
   time	
   except	
   in	
   the	
  
event	
   of	
   an	
   emergency.	
   Long	
   distance	
   calls	
   on	
   school	
   telephones	
   must	
   be	
   made	
  
from	
   the	
   office.	
   You	
   will	
   need	
   to	
   promptly	
   log	
   long	
   distance	
   calls	
   and	
   be	
  
responsible	
   for	
   any	
   charges	
  which	
  are	
  for	
  personal	
  use.	
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Section	
  39	
   Visitors	
  
	
   Employees	
   are	
   not	
   to	
   have	
   visitors	
   on	
   school	
   property	
   except	
   on	
   a	
   short-­‐
term	
  basis	
   and	
  only	
  with	
   permission	
   of	
   the	
   principal.	
   Included	
   in	
   the	
   definition	
   of	
  
visitors	
   are	
   family	
   members	
   of	
   the	
   employee.	
   Visitors	
   should	
   follow	
   posted	
  
procedures	
   for	
  being	
  on	
  school	
  property.	
  Employees	
  are	
  not	
   to	
  bring	
   their	
  children	
  
to	
  school	
  with	
  them	
  in	
  lieu	
  of	
  taking	
  them	
  to	
  childcare.	
  
	
  
Section	
  40	
   Salespersons	
  

Employees	
  need	
  not	
  allow,	
  and	
  should	
  not	
  permit,	
  any	
  salesperson	
  or	
  
representative	
  or	
  agent	
   of	
   any	
   commercial	
   enterprise	
   or	
   theatrical	
   presentation	
   to	
  
contact	
   the	
   employee	
  while	
  engaged	
  in	
  the	
  employee’s	
  duties	
  except	
  for	
  such	
  times	
  
as	
  may	
  be	
  designated	
  by	
  the	
  Superintendent	
  or	
  designee.	
  

Employees	
  shall	
  not	
  use	
  classrooms,	
  buildings	
  or	
  other	
  school	
  property	
  for	
  
personal	
  use	
  or	
  profit	
  without	
  specific	
  approval	
  from	
  the	
  Superintendent	
  or	
  designee.	
  
Employees	
  shall	
  not	
  use	
  time	
  for	
  which	
  the	
  employee	
  is	
  on	
  duty	
  or	
  paid	
  by	
  the	
  
District	
  to	
  engage	
  in	
  any	
  activity	
  for	
  personal	
  financial	
  profit.	
   Any	
  violation	
  of	
  this	
  
policy	
  will	
  be	
  held	
  to	
  be	
  willful	
  insubordination.	
  
	
  
Section	
  41	
   Security	
  of	
  Desks	
  and	
  Lockers	
  

Offices,	
  employee	
  desks,	
  lockers,	
  file	
  cabinets	
  and	
  other	
  such	
  storage	
  devices	
  
(“storage	
  devices”)	
  are	
  owned	
  by	
  the	
  school	
  and	
  are	
  to	
  be	
  properly	
  cared	
  for	
  and	
  
maintained.	
  	
   Appropriate	
  security	
  measures	
  should	
  be	
  used	
  to	
  protect	
  school	
  and	
  
personal	
  property	
  kept	
  in	
  storage	
  devices	
  from	
  theft	
  or	
  vandalism	
  and	
  to	
  protect	
  
confidential	
  student	
  records.	
  

The	
  school	
  exercises	
  exclusive	
  control	
  over	
  school	
  property	
  and	
  reserves	
  the	
  
right	
  to	
  search	
  offices	
  and	
  storage	
  devices	
  provided	
  to	
  or	
  used	
  by	
  employees	
  where	
  
permitted	
  by	
  law,	
  such	
  as	
  where	
  reasonable	
  grounds	
  exist	
  for	
  suspecting	
  that	
  a	
  
search	
  will	
  turn	
  up	
  evidence	
  that	
  the	
  employee	
  has	
  committed	
  work-­‐-­‐-­‐related	
  
misconduct,	
  or	
  that	
  a	
  search	
  is	
  necessary	
  for	
  a	
  non-­‐investigatory	
  work-­‐-­‐-­‐related	
  
purpose,	
  such	
  as	
  to	
  retrieve	
  a	
  file.	
  School-­‐-­‐-­‐related	
  documents	
  or	
  records	
  must	
  
remain	
  readily	
  available	
  to	
  administration	
  and	
  other	
  appropriate	
  school	
  staff.	
   Any	
  
personal	
  items	
  an	
  employee	
  wants	
  to	
  have	
  kept	
  private	
  should	
  be	
  kept	
  in	
  a	
  separate	
  
personal	
  storage	
  device,	
  such	
  as	
  a	
  brief	
  case,	
  purse	
  or	
  backpack.	
  

The	
  District	
  is	
  not	
  responsible	
  for	
  any	
  personal	
  property	
  employees	
  may	
  
bring	
  to	
  school.	
   Employees	
  are	
  cautioned	
  not	
  to	
  bring	
  large	
  amounts	
  of	
  money	
  or	
  
items	
  of	
  significant	
  value	
  to	
  school.	
  

	
  
Section	
  42	
   Video	
  Surveillance	
  

The Board of Education has authorized the use of video cameras on School 
District property to ensure the health, welfare and safety of all staff, students and 
visitors to District property, and to safeguard District facilities and equipment. Video 
cameras may be used in locations as deemed appropriate by the Superintendent. 
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Notice	
   is	
  hereby	
  given	
   that	
   video	
   surveillance	
  may	
  occur	
  on	
  District	
  
property.	
  In	
   the	
  event	
  a	
  video	
  surveillance	
  recording	
  captures	
  a	
  student	
  or	
  other	
  
building	
  user	
  violating	
  school	
  policies	
  or	
  rules	
  or	
   local,	
  state	
  or	
   federal	
   laws,	
   the	
  
video	
  surveillance	
  recording	
  may	
   be	
  used	
  	
  in	
  	
  appropriate	
   disciplinary	
  	
  proceedings	
  	
  
against	
  	
  the	
   employee	
  	
  or	
  	
  other	
  building	
  user	
  and	
  may	
  also	
  be	
  provided	
  to	
  law	
  
enforcement	
  agencies	
  
	
  
Section	
  43	
   Bulletins	
  and	
  Announcements	
  

Bulletin	
   boards	
   and	
   display	
   cases	
   are	
   available	
   for	
   school-­‐related	
   and	
  
approved	
  materials	
   to	
   be	
   posted	
   and	
   displayed.	
   Posters	
   to	
   be	
   used	
   in	
   the	
   halls	
   or	
  
materials	
   for	
  distribution	
  will	
  need	
  to	
  be	
  approved	
  by	
  the	
  Principal’s	
  office.	
  Posters	
  
are	
   not	
   to	
   be	
   attached	
   to	
   any	
   painted	
   wall	
   surfaces.	
   The	
   person	
   or	
   organization	
  
responsible	
   for	
   distributing	
   the	
   posters	
   is	
   responsible	
   to	
   see	
   that	
   all	
   posters	
   are	
  
removed	
  within	
  48	
  hours	
  after	
  the	
  event.	
  
	
  
Section	
  44	
   Copyright	
  and	
  Fair	
  Use	
  Policy	
  

It	
  is	
  the	
  school’s	
  policy	
  to	
  follow	
  the	
  federal	
  copyright	
  law.	
   Employees	
  are	
  
reminded	
  that,	
  when	
  using	
  school	
  equipment,	
  they	
  also	
  must	
  follow	
  the	
  federal	
  
copyright	
  laws.	
  The	
  federal	
  copyright	
  law	
  governs	
  the	
  reproduction	
  of	
  works	
  of	
  
authorship.	
  Copyrighted	
  works	
  are	
  protected	
  regardless	
  of	
  the	
  medium	
  in	
  which	
  they	
  
are	
  created	
  or	
  reproduced;	
  thus,	
  copyright	
  extends	
  to	
  digital	
  works	
  and	
  works	
  
transformed	
  into	
  a	
  digital	
  format.	
   Copyrighted	
  works	
  are	
  not	
  limited	
  to	
  those	
  that	
  
bear	
  a	
  copyright	
  notice.	
  

The	
  “fair	
  use”	
  doctrine	
  allows	
  limited	
  reproduction	
  of	
  copyrighted	
  works	
  for	
  
educational	
  and	
  research	
  purposes.	
   The	
  relevant	
  portion	
  of	
  the	
  copyright	
  statue	
  
provides	
  that	
  the	
  “fair	
  use”	
  of	
  a	
  copyrighted	
  work,	
  including	
  reproduction	
  “for	
  
purposes	
  such	
  as	
  criticism,	
  news	
  reporting,	
  teaching	
  (including	
  multiple	
  copies	
  for	
  
classroom	
  use),	
  scholarship,	
  or	
  research”	
  is	
  not	
  an	
  infringement	
  of	
  copyright.	
   The	
  law	
  
lists	
  the	
  following	
  factors	
  as	
  the	
  ones	
  to	
  be	
  evaluated	
  in	
  determining	
  whether	
  a	
  
particular	
  use	
  of	
  a	
  copyrighted	
  work	
  is	
  a	
  permitted	
  “fair	
  use,”	
  rather	
  than	
  an	
  
infringement	
  of	
  the	
  copyright:	
  

• the	
  purpose	
  and	
  character	
  of	
  the	
  use,	
  including	
  whether	
  such	
  use	
  is	
  of	
  a	
  
commercial	
  nature	
  or	
  is	
  for	
  nonprofit	
  educational	
  purposes;	
  

• the	
  nature	
  of	
  the	
  copyrighted	
  work;	
  
• the	
  amount	
  and	
  substantiality	
  of	
  the	
  portion	
  used	
  in	
  relation	
  to	
  the	
  

copyrighted	
  work	
  as	
  a	
  whole,	
  and	
  
• the	
  effect	
  of	
  the	
  use	
  upon	
  the	
  potential	
  market	
  for	
  or	
  value	
  of	
  the	
  copyrighted	
  

work.	
  
Although	
  all	
  of	
  these	
  factors	
  will	
  be	
  considered,	
  the	
  last	
  factor	
  is	
  the	
  most	
  

important	
  in	
  determining	
  whether	
  a	
  particular	
  use	
  is	
  “fair.”	
   Employees	
  should	
  seek	
  
assistance	
  from	
  their	
  immediate	
  supervisor	
  or	
  the	
  Principal	
   if	
  there	
  are	
  any	
  questions	
  
regarding	
  what	
  may	
  be	
  copied.	
  
	
  
Section	
  45	
   Safety	
  
Safety	
  Program	
  and	
  Safety	
  Committee	
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The	
  District	
  has	
  established	
  a	
  Safety	
  and	
  Security	
  Management	
  Plan	
  which	
  
includes	
  safety	
  and	
  security	
  plans	
  and	
  procedures,	
  including	
  plans	
  and	
  procedures	
  to	
  
address	
  emergency	
  and	
  crisis	
  situations.	
   Employees	
  are	
  expected	
  to	
  be	
  familiar	
  with	
  
and	
  to	
  comply	
  with	
  the	
  Safety	
  and	
  Security	
  Management	
  Plan.	
   The	
  Plan	
  may	
  be	
  
obtained	
  	
  for	
  review	
  or	
  copy	
  from	
  the	
  Principal	
  or	
  the	
  Superintendent.	
  

The	
  District	
  also	
  has	
  a	
  safety	
  committee	
  to	
  address	
  employee	
  accidents,	
  
injuries	
  and	
  work	
  place	
  conditions.	
   A	
  representative	
  from	
  each	
  bargaining	
  group	
  
plus	
  representatives	
  appointed	
  by	
  the	
  administration	
  serve	
  on	
  the	
  committee.	
   If	
  you	
  
have	
  a	
  desire	
  to	
  serve	
  on	
  the	
  committee,	
  you	
  should	
  contact	
  your	
  supervisor	
  or	
  the	
  
Superintendent.	
   Employees	
  can	
  make	
  suggestions	
  and/or	
  report	
  concerns	
  to	
  the	
  
safety	
  committee	
  by	
  contacting	
  a	
  member	
  of	
  the	
  safety	
  committee	
  or	
  the	
  
Superintendent.	
  
	
  
Safety	
  Practices	
  
Guidelines	
  for	
  safe	
  work	
  practices	
  which	
  employees	
  should	
  follow	
  include	
  the	
  
following:	
  

1. Never	
  stand	
  on	
  chairs,	
  counters,	
  tables,	
  etc.	
  Only	
  use	
  step	
  stools,	
  ladders	
  and	
  locking	
  stools	
  
to	
  stand,	
  climb,	
  etc.,	
  to	
  reach	
  high	
  places,	
  put	
  things	
  on	
  bulletin	
  boards,	
  etc.	
  

2. Always	
  wear	
  protective	
  equipment	
  (i.e.,	
  goggles,	
  aprons,	
  gloves,	
  and	
  ear	
  protection).	
  
3. Wipe	
   up	
   spills	
   or	
   report	
   promptly	
   to	
   appropriate	
   personnel.	
  DO	
   NOT	
  assume	
  someone	
  

else	
  will	
  do	
  it.	
  
4. Be	
  aware	
  of	
  your	
  surroundings.	
  	
   Pick	
  up	
  clutter,	
  keep	
  your	
  work	
  area	
  or	
  room	
  clean	
  and	
  free	
  

of	
  clutter,	
  debris,	
  etc.	
  
5. Identify	
  and	
  report	
  all	
  hazards	
  (i.e.,	
  broken	
  equipment,	
  broken	
  or	
  uneven	
  

floor	
   surfaces,	
   non-­‐operating	
   tools,	
   windows,	
   doors,	
   etc.).	
  	
   Follow	
   up	
   if	
  not	
  repaired.	
  
6. Do	
  not	
  use	
  equipment	
  if	
  you	
  are	
  not	
  familiar	
  with	
  it	
  or	
  operate	
  machinery	
  without	
  proper	
  

training.	
  
7. Do	
  not	
  carry	
  heavy	
  or	
  bulky	
  objects	
  beyond	
  your	
  physical	
  abilities.	
  	
  Get	
  a	
  cart,	
  dolly	
  or	
  

assistance.	
   Know	
  how	
  to	
  properly	
  lift.	
  
8. Report	
   any	
   injuries	
  or	
  medical	
  problems	
   to	
   your	
   supervisor	
   immediately	
  and	
  complete	
  the	
  

employee	
  accident	
  report.	
  
9. Wear	
  seatbelts	
  when	
  in	
  vehicles	
  where	
  provided.	
  
10. Do	
   not	
   do	
   repetitive	
   tasks	
   for	
   long	
   periods	
   of	
   time	
   (i.e.,	
   keyboarding,	
  dipping	
  cookies,	
  

cutting	
  out	
  things,	
  filing,	
  typing,	
  etc.).	
   Take	
  breaks,	
  learn	
  
and	
  do	
  stretching	
  exercises,	
  etc.	
  

Do	
  not	
  engage	
  in	
  “horseplay.”	
   Such	
  conduct	
  is	
  a	
  common	
  cause	
  of	
  injuries	
  and	
  is	
  not	
  
consistent	
  with	
  job	
  duties.	
  

As	
   required	
   by	
   law,	
   approved	
   safety	
   glasses	
   will	
   be	
   required	
   of	
   every	
  
student	
   and	
   employee	
   while	
   participating	
   in	
   or	
   observing	
   vocational,	
   technical,	
  
industrial	
   technology,	
   science,	
   and	
   art	
   classes.	
   All	
   visitors	
   to	
   these	
   areas	
  must	
   check	
  
out	
  a	
  pair	
  of	
  safety	
  glasses	
  when	
  entering	
  any	
  of	
  these	
  areas.	
  
	
  
Accidents	
  

Every	
  accident	
  which	
  results	
  in	
  a	
  personal	
  injury	
  must	
  be	
  reported	
  to	
  the	
  
Principal	
  immediately.	
   In	
  the	
  event	
  the	
  injury	
  involves	
  a	
  student,	
  the	
  employee	
  
responsible	
  
for	
  the	
  student	
  either	
  as	
  employee,	
  coach	
  or	
  sponsor	
  is	
  responsible	
  for	
  making	
  the	
  
report.	
   If	
  the	
  injury	
  occurs	
  in	
  the	
  presence	
  of	
  the	
  employee,	
  the	
  employee	
  is	
  also	
  
responsible	
  for	
  making	
  a	
  report.	
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Workers	
  Compensation	
  
	
   The	
  district	
  will	
  participate	
  in	
  workers'	
  compensation	
  as	
  required	
  by	
  statute.	
  	
  All	
  
employees	
  of	
  the	
  district	
  will	
  be	
  covered	
  by	
  workers'	
  compensation	
  regardless	
  of	
  type	
  of	
  
assignment,	
  length	
  of	
  assignment	
  or	
  hours	
  worked	
  per	
  day.	
  
	
   The	
  selected	
  workers'	
  compensation	
  plan	
  will	
  provide	
  coverage	
  for	
  medical	
  
expenses	
  and	
  wages	
  to	
  the	
  extent	
  required	
  by	
  statute	
  to	
  qualifying	
  employees.	
  	
  The	
  
amount	
  of	
  workers'	
  compensation	
  wage-­‐replacement	
  and	
  sick	
  leave	
  benefits	
  shall	
  not	
  
exceed	
  a	
  regular	
  daily	
  rate	
  of	
  pay.	
  
	
   The	
  superintendent	
  shall	
  be	
  responsible	
  for	
  developing	
  administrative	
  
regulations	
  to	
  implement	
  the	
  workers'	
  compensation	
  plan	
  and	
  shall	
  annually	
  review	
  the	
  
costs	
  and	
  performance	
  of	
  the	
  plan	
  with	
  the	
  board,	
  making	
  recommendations	
  for	
  changes	
  
as	
  necessary.	
  
	
  
Section	
  46	
   Transportation	
  

Employees	
  who	
  drive	
  school	
  vehicles	
  to	
  transport	
  students	
  must	
  have	
  a	
  valid	
  
driver's	
  license	
  and	
  proof	
  of	
  insurance.	
  Employees	
  will	
  be	
  provided	
  a	
  Driver’s	
  
Certification	
  form	
  to	
  verify	
  this	
  information	
  and	
  to	
  be	
  given	
  instruction	
  on	
  emergency	
  
evacuation	
  and	
  first	
  aid.	
   Employees	
  who	
  drive	
  school	
  vehicles	
  are	
  responsible	
  for	
  
following	
  safe	
  driving	
  practices,	
  including	
  use	
  of	
  seat	
  belts	
  by	
  all	
  occupants,	
  and	
  are	
  
responsible	
  for	
  any	
  injury	
  or	
  accident.	
   Employees	
  are	
  not	
  to	
  use	
  cell	
  phones	
  while	
  
driving	
  a	
  school	
  vehicle	
  or	
  while	
  transporting	
  children.	
  
	
  
Section	
  47	
  Notification	
  of	
  Arrest,	
  Criminal	
  Charges,	
  Licensure	
  or	
  Child	
  
Abuse	
  Complaints,	
  Etc.  

Employees	
  shall	
  notify	
  the	
  Superintendent	
  by	
  the	
  next	
  working	
  day	
  after	
  the	
  
employee	
  is	
  arrested,	
  ticketed,	
  or	
  issued	
  any	
  form	
  of	
  criminal	
  charge	
  for	
  committing	
  an	
  
offense,	
  crime	
  or	
  infraction.	
  	
  
The	
  above	
  notification	
  and	
  reporting	
  requirements	
  herein	
  apply	
  if:	
  	
  

1.	
  The	
  maximum	
  penalty	
  for	
  the	
  crime	
  equals	
  or	
  exceeds	
  seven	
  days	
  incarceration;	
  or	
  	
  
2.	
  The	
  crime	
  relates	
  to	
  abuse,	
  neglect	
  or	
  endangerment	
  of	
  a	
  minor,	
  or	
  a	
  minor	
  was	
  allegedly	
  a	
  victim	
  or	
  a	
  
witness;	
  or	
  	
  
3.	
  The	
  crime	
  relates	
  to	
  misuse	
  of	
  drugs,	
  alcohol	
  or	
  controlled	
  substances;	
  or	
  	
  
4.	
  Job	
  responsibilities	
  are	
  impacted	
  including	
  offenses	
  that:	
  	
  
i.	
  Would	
  impact	
  the	
  responsibility	
  to	
  be	
  a	
  role	
  model	
  for	
  students	
  or	
  relations	
  with	
  other	
  employees	
  of	
  
Shelby-­‐Rising	
  City	
  Public	
  Schools;	
  	
  
ii.	
  Would	
  impact	
  the	
  employee’s	
  ability	
  to	
  operate	
  a	
  motor	
  vehicle	
  if	
  the	
  employee	
  at	
  times	
  needs	
  to	
  travel	
  
during	
  duty	
  time	
  or	
  the	
  employee	
  at	
  times	
  drives	
  students;	
  or	
  	
  
iii.	
  Would	
  impact	
  the	
  employee’s	
  Commercial	
  Drivers	
  License	
  if	
  the	
  employee’s	
  job	
  requires	
  that	
  the	
  
employee	
  have	
  a	
  CDL;	
  or	
  	
  

5.	
  The	
  crime	
  relates	
  to	
  alleged	
  violence,	
  force,	
  coercion	
  or	
  sexual	
  misconduct;	
  or	
  	
  
6.	
  The	
  arrest	
  or	
  criminal	
  activity	
  occurs	
  while	
  employee	
  is	
  on	
  duty,	
  or	
  at	
  a	
  school	
  attendance	
  facility,	
  on	
  school	
  
property,	
  at	
  a	
  school-­‐supervised	
  activity	
  or	
  school-­‐sponsored	
  function,	
  or	
  in	
  a	
  school	
  owned	
  or	
  utilized	
  vehicle.	
  	
  
Employees	
  must	
  also	
  promptly	
  report	
  to	
  Human	
  Resources	
  whenever	
  the	
  employee	
  

has	
  been	
  sentenced	
  to	
  be	
  incarcerated	
  for	
  any	
  period	
  of	
  time,	
  even	
  if	
  the	
  offense	
  is	
  not	
  
otherwise	
  reportable.	
  	
  
Employees	
  must	
  give	
  full	
  disclosure	
  of	
  the	
  existence	
  and	
  nature	
  of	
  the	
  above	
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proceedings	
  and	
  shall	
  also	
  immediately	
  notify	
  Superintendent	
  of	
  the	
  disposition	
  of	
  any	
  
such	
  case	
  or	
  matter.	
  	
  

Employees	
  shall	
  also	
  notify	
  Superintendent	
  by	
  the	
  next	
  working	
  day	
  after	
  the	
  
employee	
  becomes	
  aware	
  that	
  a	
  complaint	
  has	
  been	
  filed	
  against	
  the	
  employee	
  that	
  
could	
  affect	
  a	
  certificate	
  or	
  license	
  required	
  for	
  the	
  employee’s	
  position.	
  This	
  includes	
  
proceedings	
  of	
  the	
  Nebraska	
  Department	
  of	
  Education	
  related	
  to	
  an	
  alleged	
  violation	
  of	
  
the	
  NDE	
  Standards	
  of	
  Conduct	
  and	
  Ethics,	
  Chapter	
  27,	
  and	
  proceedings	
  of	
  the	
  Nebraska	
  
Department	
  of	
  Health	
  and	
  Human	
  Services	
  related	
  to	
  an	
  alleged	
  violation	
  of	
  the	
  
professional	
  standards	
  of	
  conduct	
  for	
  the	
  employee’s	
  position.	
  	
  

Employees	
  shall	
  also	
  notify	
  Superintendent	
  by	
  the	
  next	
  working	
  day	
  after	
  the	
  
employee	
  becomes	
  aware	
  that	
  a	
  report	
  of	
  child	
  abuse	
  or	
  neglect	
  has	
  been	
  made	
  against	
  
the	
  employee	
  under	
  the	
  Child	
  Protection	
  Act.	
  	
  
Further,	
  employees	
  must	
  give	
  full	
  disclosure	
  of	
  any	
  Child	
  Protection	
  Act	
  investigation	
  
that	
  resulted	
  in	
  an	
  “inconclusive”	
  determination	
  that	
  occurred	
  at	
  any	
  time.	
  Current	
  
employees	
  must	
  give	
  such	
  disclosure	
  within	
  ten	
  days	
  following	
  adoption	
  of	
  this	
  Policy.	
  
As	
  a	
  condition	
  of	
  employment,	
  applicants	
  for	
  employment	
  must	
  give	
  such	
  disclosure	
  
prior	
  to	
  commencement	
  of	
  employment.	
  Any	
  hiring	
  made	
  without	
  such	
  disclosure	
  shall	
  
be	
  subject	
  to	
  being	
  immediately	
  revoked	
  in	
  the	
  event	
  the	
  required	
  disclosure	
  was	
  not	
  
given.	
  	
  

Legal	
  documents	
  relating	
  to	
  criminal	
  charges,	
  arrests,	
  and	
  child	
  abuse	
  complaints	
  
shall	
  be	
  treated	
  and	
  maintained	
  as	
  part	
  of	
  the	
  employee’s	
  confidential	
  criminal	
  
background	
  file.	
  Failure	
  to	
  notify	
  the Superintendent	
  as	
  required	
  under	
  this	
  policy	
  may	
  
subject	
  the	
  employee	
  to	
  disciplinary	
  action,	
  up	
  to	
  and	
  including	
  termination.	
  
	
  
Section	
  48	
  Notice	
  of	
  Nondiscrimination	
  

The	
  Shelby-­‐Rising	
  City	
  Schools	
  does	
  not	
  discriminate	
  on	
  the	
  basis	
  of	
  race,	
  
color,	
  national	
  origin,	
   gender,	
  marital	
   status,	
   disability,	
   religion	
   or	
   age	
   in	
   admission	
  
or	
   access	
   to,	
   or	
  treatment	
   of	
   employment,	
   in	
   its	
   programs	
   and	
   activities.	
   The	
  
Coordinators	
   listed	
   in	
  Section	
   2	
   have	
   been	
   designated	
   to	
   handle	
   inquiries	
  
regarding	
   complaints,	
   grievance	
  procedures	
  or	
  the	
  application	
  of	
  these	
  policies	
  of	
  
nondiscrimination.	
  

Local	
  complaint	
  or	
  grievance	
  procedures	
  are	
  provided	
  for	
  by	
  the	
  District	
  and	
  
set	
  forth	
  in	
  this	
  handbook.	
   If	
  an	
  employee	
  does	
  not	
  feel	
  that	
  a	
  complaint	
  of	
  
nondiscrimination	
  has	
  been	
  satisfactorily	
  resolved	
  at	
  the	
  school	
  level,	
  the	
  employee	
  
may	
  file	
  a	
  complaint	
  with	
  the	
   appropriate	
   federal	
   or	
   state	
   agency.	
  Complaints	
   are	
  
to	
   be	
   filed	
  with	
   the	
   regional	
  Department	
  of	
  Education,	
  Office	
  for	
  Civil	
  Rights	
  where	
  
the	
  complaint	
  relates	
  to	
  Title	
  IX	
  (discrimination,	
  harassment	
  or	
  lack	
  of	
  equity	
  based	
  
on	
  gender),	
  Title	
  VI	
  (discrimination	
  or	
  harassment	
  based	
  on	
   race,	
   color,	
  or	
  national	
  
origin)	
  or	
  Section	
  504	
   (discrimination,	
  harassment	
  or	
  failure	
  to	
  accommodate	
  a	
  
disability).	
  Complaints	
  are	
  to	
  be	
  filed	
  with	
  the	
  the	
  regional	
  U.S.	
  Equal	
  Employment	
  
Opportunity	
  Commission	
  (EEOC)	
  if	
  the	
  complaint	
  relates	
  to	
  Title	
  VII	
  (discrimination	
  
or	
  harassment	
  based	
  on	
  race,	
  color,	
  gender,	
  national	
  origin,	
  or	
  religion),	
   the	
  
Americans	
  with	
  Disabilities	
  Act	
  (discrimination,	
  harassment	
  or	
  failure	
   to	
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accommodate	
   a	
   disability),	
   or	
   the	
   Age	
   Discrimination	
   in	
   Employment	
   Act	
  
(discrimination	
  based	
  on	
  age).	
   The	
  contact	
  information	
  for	
  the	
  OCR	
  and	
  the	
  EEOC	
  in	
  
this	
  regard	
  are:	
  
	
  

Office	
  for	
  Civil	
  Rights	
   The	
   U.S.	
   Equal	
   Employment
	
   Opportunity	
  Commission	
  (EEOC)	
  
8930	
  Ward	
  Parkway	
   1801	
  L	
  Street,	
  N.W.	
  
Suite	
  2037	
   Washington,	
  D.C.	
  20507	
  
Kansas	
  City,	
  MO	
  64114	
   (800)	
  669-­‐4000;	
  TDD:	
  (800)	
  669-­‐6820	
  
816-­‐268-­‐0550	
  
FAX:	
  816-­‐823-­‐1404;	
  TDD:	
  800-­‐437-­‐0833	
  

	
  
Section	
  49	
  Designation	
  of	
  Coordinators	
  
Any	
   person	
   having	
   inquiries	
   concerning	
   the	
   District’s	
   compliance	
   with	
   anti-­‐	
  
discrimination	
   laws	
   or	
   policies	
   or	
   other	
   programs	
   should	
   contact	
   or	
   notify	
   the	
  
following	
  person(s)	
  who	
  are	
  designated	
  as	
  the	
  coordinator	
  for	
  such	
  laws,	
  policies	
  or	
  
programs.	
   The	
  contact	
   address	
   for	
   the	
   coordinator	
   is:	
   Chip	
  Kay,	
   Superintendent,	
  
650	
  N	
  Walnut,	
  Shelby,	
  NE	
  68662;	
  402-­‐527-­‐5946	
  

	
  
Law,	
  Policy	
  or	
   Issue	
  or	
  Concern	
   Coordinator	
  

	
  

Program	
   	
   	
  
Title	
  VI	
   Discrimination	
  or	
  harassment	
  

based	
  on	
  race,	
  color,	
  or	
  
national	
  origin;	
  
harassment	
  

Superintendent	
  

Title	
  IX	
   Discrimination	
  or	
  
harassment	
  based	
  on	
  sex;	
  
gender	
  equity	
  

Superintendent	
  

Section	
  504	
  of	
  the	
  
Rehabilitation	
  Act	
  
and	
  the	
  Americans	
  
with	
  Disability	
  Act	
  
(ADA)	
  

Discrimination,	
  harassment	
  
or	
  reasonable	
  
accommodations	
  of	
  persons	
  
with	
  disabilities	
  

Superintendent	
  

Homeless	
  student	
  laws	
   Children	
  who	
  are	
  homeless	
   Superintendent	
  
Safe	
  and	
  Drug	
  
Free	
  Schools	
  and	
  
Communities	
  

Safe	
  and	
  drug	
  free	
  schools	
   Superintendent	
  

	
  
Section	
  50	
   Anti-­‐discrimination	
  &	
  Harassment	
  Policy	
  
Elimination	
  of	
  Discrimination	
  
Shelby-­‐Rising	
  City	
  Schools	
   hereby	
   gives	
   this	
   statement	
   of	
   compliance	
   and	
   intent	
   to	
  
comply	
   with	
   all	
   state	
   and	
   federal	
   laws	
   prohibiting	
   discrimination	
   or	
   harassment	
  
and	
  requiring	
  accommodations.	
  	
   This	
   school	
  district	
   intends	
   to	
   take	
  necessary	
  
measures	
   to	
  assure	
   compliance	
   with	
   such	
   laws	
   against	
   any	
   prohibited	
   form	
   of	
  
discrimination	
   or	
  harassment	
  or	
  which	
  require	
  accommodations.	
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Preventing	
  Harassment	
  and	
  Discrimination	
  
Purpose:	
  Shelby-­‐Rising	
  City	
  Schools	
  is	
  committed	
  to	
  offering	
  employment	
  and	
  
educational	
  opportunity	
   to	
   its	
   employees	
   and	
   students	
   in	
   a	
   climate	
   free	
   of	
  
discrimination.	
  Accordingly,	
  unlawful	
  discrimination	
  or	
  harassment	
  of	
  any	
  kind	
  by	
  
administrators,	
  teachers,	
   co-­‐workers,	
   students	
   or	
   other	
   persons	
   is	
   prohibited.	
  In	
  
addition,	
   the	
   Shelby-­‐Rising	
  City	
  Schools	
  will	
  try	
  to	
  protect	
  employees	
  and	
  students	
  
from	
  reported	
  discrimination	
  or	
   harassment	
   by	
   non-­‐employees	
   or	
   others	
   in	
   the	
  
work	
   place	
   and	
   educational	
  environment.	
  
	
  
For	
  purposes	
  of	
  this	
  policy,	
  discrimination	
  or	
  harassment	
  based	
  on	
  a	
  person's	
  race,	
  
color,	
  national	
   origin,	
   gender,	
   marital	
   status,	
   disability,	
   religion	
   or	
   age	
   is	
  
prohibited.	
   The	
  following	
  are	
  general	
  definitions	
  of	
  what	
  might	
  constitute	
  prohibited	
  
harassment.	
  
	
  
In	
  general,	
  ethnic	
  or	
  racial	
  slurs	
  or	
  other	
  verbal	
  or	
  physical	
  conduct	
  relating	
  to	
  a	
  
person's	
   race,	
   color,	
   religion,	
  disability	
  or	
  national	
   origin	
   constitute	
  harassment	
  
when	
  they	
  unreasonably	
  interfere	
  with	
  the	
  person's	
  work	
  performance	
  or	
  create	
  an	
  
intimidating	
  work,	
  instructional	
  or	
  educational	
  environment.	
  
	
  
Age	
  harassment	
  (40	
  years	
  of	
  age	
  and	
  higher)	
  has	
  been	
  defined	
  by	
  federal	
  regulations	
  
as	
  a	
  form	
  of	
  age	
  discrimination.	
   It	
  can	
  consist	
  of	
  demeaning	
  jokes,	
  insults	
  or	
  
intimidation	
  based	
  on	
  a	
  person's	
  age.	
  
Sexual	
   harassment	
   is	
   defined	
  by	
   federal	
   and	
   state	
   regulations	
   as	
   a	
   form	
  of	
   sex	
  
discrimination.	
  It	
  can	
  consist	
  of	
  unwelcome	
  sexual	
  advances,	
  requests	
  for	
  sexual	
  favors,	
  
or	
  physical	
  or	
  verbal	
  conduct	
  of	
  a	
  sexual	
  nature	
  by	
  supervisors	
  or	
  others	
  in	
  the	
  work	
  
place,	
  classroom	
  or	
  educational	
  environment.	
   Sexual	
  harassment	
  may	
  exist	
  when:	
  

• Submission	
   to	
   such	
   conduct	
   is	
   either	
   an	
   explicit	
   or	
   implicit	
   term	
   and	
  
condition	
  of	
  employment	
  or	
  of	
  participation	
  and	
  enjoyment	
  of	
  the	
  school’s	
  
programs	
  and	
  activities;	
  

• Submission	
   to	
   or	
   rejection	
   of	
   such	
   conduct	
   is	
   used	
   or	
   threatened	
   as	
   a	
  
basis	
  for	
  employment	
  related	
  decisions,	
  such	
  as	
  promotion,	
  performance,	
  
evaluation,	
   pay	
   adjustment,	
   discipline,	
  work	
   assignment,	
   etc.,	
   or	
   school	
  
program	
  or	
  activity	
  decisions,	
  such	
  as	
  admission,	
  credits,	
  grades,	
  school	
  
assignments	
  or	
  playing	
  time;	
  

• The	
  conduct	
  has	
  the	
  purpose	
  or	
  effect	
  of	
  unreasonably	
  interfering	
  with	
  an	
  
individual's	
  work	
  or	
  educational	
  performance	
  or	
  creating	
  an	
  intimidating,	
  
hostile,	
  or	
  offensive	
  working,	
  class	
  room	
  or	
  educational	
  environment.	
  

• Sexual	
  	
  harassment	
  	
  may	
  	
  include	
  	
  explicit	
  	
  sexual	
  	
  propositions,	
  	
  sexual	
  
innuendo,	
  suggestive	
  comments,	
  sexually	
  oriented	
  "kidding"	
  or	
  "teasing",	
  
"practical	
   jokes",	
   jokes	
  about	
  gender-­‐specific	
  traits,	
   foul	
  or	
  obscene	
  language	
  or	
  
gestures,	
  displays	
  of	
   foul	
  or	
  obscene	
  printed	
  or	
  visual	
  material,	
  and	
  physical	
  
contact,	
  such	
  as	
  patting,	
  pinching	
  or	
  brushing	
  against	
  another's	
  body.	
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Complaint	
  and	
  Grievance	
  Procedures	
  
Employees	
   or	
   students	
   should	
   initially	
   report	
   all	
   instances	
   of	
   discrimination	
   or	
  
harassment	
  	
  to	
  	
  their	
  	
   immediate	
  	
  supervisor	
  	
  or	
  	
  classroom	
  	
  teacher.	
  	
  	
  	
   However,	
  	
   if	
  	
  the	
  
employee	
   or	
   student	
   is	
   uncomfortable	
   in	
   presenting	
   the	
   problem	
   to	
   the	
   supervisor	
  
or	
  teacher,	
  or	
  if	
  the	
  supervisor	
  or	
  teacher	
  is	
  the	
  problem,	
  the	
  employee	
  or	
  student	
  is	
  
encouraged	
  to	
  go	
  to	
  the	
  next	
  level	
  of	
  supervision.	
  In	
  the	
  case	
  of	
  a	
  student,	
  the	
  Principal	
  
would	
  be	
  the	
  next	
  or	
  alternative	
  person	
  to	
  contact.	
  
	
  
If	
  the	
  employee	
  or	
  student's	
  complaint	
  is	
  not	
  resolved	
  to	
  his	
  or	
  her	
  satisfaction	
  within	
  five	
  
to	
  ten	
  (10)	
  calendar	
  days,	
  or	
  if	
  the	
  discrimination	
  or	
  harassment	
  continues,	
  or	
  if	
  as	
  a	
  
student	
  you	
  feel	
  you	
  need	
  immediate	
  help	
  for	
  any	
  reason,	
  please	
  report	
  your	
  complaint	
  to	
  
the	
  Superintendent	
  of	
  Shelby-­‐Rising	
  City	
  Public	
  Schools.	
   If	
  a	
  satisfactory	
  arrangement	
  
cannot	
  be	
  obtained	
   through	
   the	
  Superintendent,	
   the	
   complaint	
  may	
  be	
  processed	
   to	
  
the	
  Board	
  of	
  Education.	
  
	
  
The	
  supervisor,	
  teacher	
  or	
  the	
  Superintendent	
  will	
  thoroughly	
  investigate	
  all	
  complaints.	
  
These	
  situations	
  will	
  be	
  treated	
  with	
  the	
  utmost	
  confidence,	
  consistent	
  with	
  resolution	
  of	
  
the	
  problem.	
  Based	
  on	
  the	
  results	
  of	
  the	
  investigation,	
  appropriate	
  corrective	
  action,	
  up	
  
to	
  and	
  including	
  discharge	
  of	
  offending	
  employees,	
  and	
  disciplinary	
  action	
  up	
  to	
  
expulsion	
  against	
  a	
  harassing	
  student,	
  may	
  be	
  taken.	
   Under	
  no	
  circumstances	
  will	
  any	
  
threats	
  or	
  retaliation	
  be	
  permitted	
  to	
  be	
  made	
  against	
  an	
  employee	
  or	
  student	
  for	
  
alleging	
  in	
  good	
  faith	
  a	
  violation	
  of	
  this	
  policy.	
  
	
  
Section	
  51	
   Grievance	
  Procedure	
  for	
  Persons	
  with	
  a	
  Disability	
  
The	
  Americans	
  with	
  Disabilities	
   Act	
   (ADA)	
   and	
   Section	
   504	
   of	
   the	
   Rehabilitation	
  Act	
  
address	
  discrimination,	
  harassment	
  or	
   failure	
   to	
  provide	
  reasonable	
  accommodations	
  
to	
   persons	
   with	
   a	
   disability.	
   The	
   following	
   grievance	
   procedure	
   shall	
   be	
   used	
   for	
  
resolution	
  of	
  complaints	
  of	
  alleged	
  violations	
  of	
  the	
  ADA	
  or	
  Section	
  504:	
  

1. Complaints	
   shall	
   be	
   filed	
   with	
   the	
   ADA	
   and	
   Section	
   504	
   Coordinator.	
  
Complaints	
   shall	
   be	
   made	
   in	
   writing,	
   unless	
   the	
   Complainant's	
  
disability	
   prevents	
   such,	
   in	
   which	
   event	
   the	
   Complaint	
   can	
   be	
   made	
  
verbally.	
  

2. Complaints	
  	
  shall	
  	
  set	
  	
  forth:	
  	
  (a)	
  	
  the	
  	
  name	
  	
  of	
  	
  the	
  	
  Complainant,	
  	
  (b)	
  	
  the	
  
address	
   and	
   telephone	
   number	
   or	
   other	
   such	
   information	
   sufficient	
  
to	
   enable	
   the	
   Coordinator	
   to	
   contact	
   the	
   Complainant,	
   (c)	
   a	
   brief	
  
description	
   of	
   the	
   alleged	
   violation,	
   and	
   (d)	
   the	
   relief	
   requested	
   by	
   the	
  
Complainant.	
  

3. Complaints	
   shall	
   be	
   investigated	
   by	
   the	
   Coordinator	
   or	
   the	
  
Coordinator's	
   designee.	
   Investigations	
   shall	
   be	
   thorough,	
   but	
   informal,	
  
and	
   the	
  Complainant	
  shall	
  be	
  given	
  a	
  full	
  opportunity	
  to	
  submit	
  evidence	
  
relevant	
  to	
  the	
  complaint.	
  

4. The	
   Coordinator	
   shall	
   make	
   a	
   decision	
   on	
   the	
   Complaint	
   within	
   thirty	
  
(30)	
   days	
   of	
   the	
   filing	
   of	
   the	
   Complaint,	
   unless	
   such	
   time	
   period	
   is	
  
extended	
  by	
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agreement	
   of	
   the	
   Complainant.	
   The	
   decision	
   shall	
   be	
   made	
   in	
   writing,	
  
shall	
   set	
   forth	
   the	
   Coordinator's	
   proposed	
   resolution	
   of	
   the	
   Complaint,	
  
and	
  shall	
  be	
  forwarded	
  to	
  the	
  Complainant.	
  

5. The	
   Complainant	
   shall	
   have	
   ten	
   (10)	
   days	
   from	
   the	
   date	
   the	
  
Coordinator's	
   decision	
   is	
   sent	
   to	
   the	
   Complainant	
   to	
   accept	
   or	
   reject	
  
the	
  Coordinator's	
  
proposed	
   resolution,	
   and	
   shall	
   be	
   deemed	
   to	
   have	
   accepted	
   the	
  
proposed	
   resolution	
   unless	
   the	
   Complainant	
   rejects	
   the	
   proposed	
  
resolution	
   within	
   such	
   time	
   period.	
   In	
   the	
   event	
   the	
   complainant	
  
rejects	
   the	
   proposed	
   resolution,	
   the	
   complainant	
   shall	
   be	
   given	
   the	
  
opportunity	
  to	
  file	
  a	
  request	
  for	
  reconsideration	
  within	
  the	
  ten	
  (10)	
  days	
  
from	
  the	
  date	
  the	
  Coordinator's	
  	
  division	
  	
   is	
  	
   sent	
  	
   to	
  	
   the	
  	
  Complainant.	
  	
  	
  	
  
The	
  	
  request	
  	
  for	
  reconsideration	
  shall	
  be	
  filed	
  with	
  the	
  Coordinator.	
  The	
  
Coordinator	
   shall	
   consider	
   any	
   additional	
   information	
   provided	
   in	
   the	
  
request	
   for	
   reconsideration	
   and	
   make	
   a	
   decision	
   on	
   the	
   request	
   for	
  
reconsideration	
  within	
  10	
  (ten)	
  days	
  after	
  the	
  request	
  for	
  reconsideration	
  
was	
  filed.	
  

	
  
Section	
  52	
   Confidentiality	
  of	
  Student	
  Records	
  (FERPA)	
  

The	
   Family	
   Educational	
   Rights	
   and	
   Privacy	
   Act	
   (FERPA)	
   gives	
   parents	
   and	
  
students	
   over	
   18	
   years	
   of	
   age	
   rights	
   of	
   access	
   and	
   confidentiality	
   with	
   respect	
   to	
  
education	
   records.	
   Employees	
   are	
   expected	
   to	
   provide	
   access	
   rights	
   and	
   maintain	
  
the	
   confidentiality	
   of	
  education	
   records	
   in	
   accordance	
   with	
   FERPA	
   and	
   Board	
   policy.	
  
Further	
   information	
  about	
  FERPA	
  and	
  the	
  District’s	
  policies	
  under	
  FERPA	
  are	
   found	
  in	
  
Board	
  policy	
  and	
  in	
  the	
  student	
  handbook.	
  
	
  
Section	
  53	
   Breakfast	
  and	
  Lunch	
  Programs	
  
The	
  District	
  participates	
  in	
  the	
  National	
  School	
  Lunch	
  Program.	
   Employees	
  are	
  expected	
  
to	
  keep	
  information	
  about	
  the	
  participation	
  of	
  students	
  in	
  the	
  program	
  confidential.	
  
	
  
Section	
  54	
   Confidentiality	
  of	
  Protected	
  Health	
  Information	
  
It	
  is	
  the	
  policy	
  of	
  the	
  District	
  to	
  develop	
  and	
  implement	
  all	
  necessary	
  practices,	
  policies,	
  
and	
  procedures	
  to	
  comply	
  with	
  the	
  Health	
  Insurance	
  Portability	
  and	
  Accountability	
  Act	
  of	
  
1996	
  (HIPAA)	
  where	
  and	
  to	
  the	
  extent	
  applicable	
  and	
  to	
  maintain	
  the	
  privacy	
  of	
  protected	
  
health	
  information	
  (PHI),	
  as	
  that	
  term	
  is	
  defined	
  by	
  HIPAA,	
  that	
  it	
  receives,	
  obtains,	
  or	
  
transmits	
  for	
  employees	
  and	
  students.	
   The	
  District	
  designates	
  the	
  Superintendent	
  as	
  its	
  
HIPAA	
  privacy	
  officer.	
   Student	
  and	
  employee	
  records	
  containing	
  PHI	
  shall	
  be	
  accessible	
  
only	
  to	
  those	
  who	
  require	
  such	
  information	
  to	
  carry	
  out	
  their	
  duties.	
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Section	
  55	
   Employee	
  Rights	
  and	
  Responsibilities	
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Section	
  56	
   Classified	
  Pay	
  Schedule	
  
	
   	
   	
  
Position	
   Base	
  

Rate**	
  
Paid	
  Leave	
   Accumulated	
  

Leave	
  
Yearly	
  Increase	
  

Route	
  Driver	
   $18.75	
   5	
  Days	
  a	
  Year	
   None	
   NA	
  
Activity	
  Driver	
   $12.50	
   None	
   None	
   NA	
  
Aide/Para	
   $9.00	
   5	
  Days	
  a	
  Year	
   None	
   CPI+1%	
  
Cook	
   $9.00	
   5	
  Days	
  a	
  Year	
   None	
   CPI+1%	
  
Head	
  Cook	
   $12.00	
   5	
  Days	
  a	
  Year	
   None	
   CPI+1%	
  
9	
  Mo.	
  Office	
   $10.00	
   5	
  Days	
  a	
  Year	
   10	
  Days	
   CPI+1%	
  
12	
  Mo.	
  Office*	
   $10.00	
   5	
  Days	
  a	
  Year	
   10	
  Days	
   CPI+1%	
  
Custodian*	
   $9.50	
   5	
  Days	
  a	
  Year	
   10	
  Days	
   CPI+1%	
  
Transportation	
   $12.00	
   5	
  Days	
  a	
  Year	
   None	
   CPI+1%	
  
Head	
  of	
  Maintenance*	
   Salary	
   5	
  Days	
  a	
  Year	
   20	
  Days	
   NA	
  
Summer/Temp	
   $9.00	
   None	
   None	
   NA	
  
Coaching	
  Aides	
  –	
  Hourly	
  not	
  to	
  exceed	
  amount	
  of	
  assistance	
  coach.	
  	
  Must	
  meet	
  NDE/NSAA	
  
coaching	
  requirements.	
  
	
  
*	
  -­‐	
  Eligible	
  for	
  Vacation	
  Leave	
  and	
  Insurance	
  Benefits.	
  
**	
  -­‐	
  Starting	
  Rate	
  based	
  on	
  experience	
  and	
  position.	
  
	
   	
   	
  
Section	
  56-­‐A	
   Length	
  of	
  Service	
  
	
   The	
  length	
  of	
  service	
  will	
  be	
  determined	
  by	
  the	
  number	
  of	
  full	
  years	
  of	
  service	
  as	
  of	
  
September	
  1	
  of	
  each	
  year.	
  	
  A	
  full	
  year	
  of	
  service	
  will	
  be	
  defined	
  as	
  a	
  standard	
  work	
  year	
  at	
  
a	
  position	
  containing	
  twelve	
  months	
  of	
  service.	
  
	
   If	
  an	
  employee	
  resigns	
  for	
  any	
  position	
  within	
  the	
  structure	
  of	
  the	
  Shelby-­‐Rising	
  
City	
  Public	
  Schools	
  as	
  is	
  then	
  rehired,	
  that	
  employee	
  will	
  be	
  given	
  the	
  starting	
  wage	
  for	
  
the	
  position,	
  unless	
  a	
  different	
  starting	
  wage	
  is	
  negotiated,	
  and	
  will	
  advance	
  according	
  to	
  
this	
  agreement.	
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Section	
  57	
   School	
  Calendar	
  
	
  
(Also	
  Available	
  on	
  the	
  District	
  Website	
  http://www.shelby.esu7.org)
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Section	
  58	
   Seclusion	
  and	
  Restraint	
  Policy	
  
 
The board prohibits the use of seclusion and restraint by school personnel except as implemented 
consistent with this policy. Restraint or seclusion of students will not be used solely as a disciplinary 
consequence or when a known medical or psychological condition makes its use inadvisable. The 
superintendent will ensure that district guidelines relating to restraint and seclusion are communicated 
to school personnel and parents/guardians at the beginning of each school year. 
Except in the case of an emergency, only school personnel who have received systematic training in the 
use of restraint and seclusion in accordance with the district’s policy will implement physical restraint or 
seclusion with a student. In an emergency, a district employee may use physical restraint or seclusion 
as necessary to maintain order or to prevent a student from causing physical harm to self, other 
students, and school staff or property. School personnel will continuously monitor a student's status 
during any physical restraint or seclusion. 
 
1. PHYSICAL RESTRAINT 
Physical restraint means the use of physical force to restrict the free movement of all or a part of a 
student’s body. Physical restraint will be considered to be a reasonable use of force when used in the 
following circumstances: 

A. as reasonably needed to obtain possession of weapons or other dangerous objects on the 
person or within the control of a student; 
B. as reasonably needed to maintain order or to prevent or break up a fight; 
C. as reasonably needed for self-defense; 
D. as reasonably needed to ensure the safety of any student, employee, volunteer, or other 
person present; 
E. as reasonably needed to teach a skill, to calm or comfort a student, or to prevent self-
injurious behavior; 
F. as reasonably needed to escort a student safely from one area to another; 
G. if used as provided for in an IEP, Section 504, or behavior intervention plan; or 
H. as reasonably needed to prevent imminent destruction to school or another person’s property. 

2. MECHANICAL RESTRAINT 
Mechanical restraint means the use of any device or material attached or adjacent to a student’s body 
that restricts freedom of movement or normal access to any portion of the student’s body and that the 
student cannot easily remove. Mechanical restraint includes the tying down, taping, or strapping down 
of a student. Mechanical restraint of a student by school personnel is permissible only in the following 
circumstances: 

A. when properly used as an assistive technology device included in the student’s IEP, Section 
504, or behavior intervention plan or as otherwise prescribed by a medical or related service 
provider; 
B. when using seat belts or other safety restraints to secure a student during transportation; 
C. as reasonably needed to obtain possession of weapons or other dangerous objects on the 
person or within the control of a student; 
D. as reasonably needed for self-defense; 
E. as reasonably needed to ensure the safety of any student, employee, volunteer, or other 
person. 

3. SECLUSION 
Seclusion means the confinement of a student alone in an enclosed space from which the student is (a) 
physically prevented from leaving or (b) incapable of leaving due to physical or intellectual capacity. 
Seclusion is different than in-school suspension in which other students or adults may be present but in 
which students are not physically prevented from leaving. 
Seclusion of a student by school personnel may be used in the following circumstances: 

A. as reasonably needed to respond to a person in control of a weapon or other dangerous 
object; 
B. as reasonably needed to maintain order or prevent or break up a fight; 
C. as reasonably needed for self-defense; 
D. as reasonably needed when a student’s behavior poses a threat of imminent physical harm 
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to self or others or imminent substantial destruction of school or another person’s property; or 
E. when used as specified in the student’s IEP, Section 504, or behavior intervention plan; and 

1) the student is constantly monitored by an adult in close proximity who is able to see and 
hear the student at all times; 
2) the student is released from seclusion upon cessation of the behaviors that led to the 
seclusion or as otherwise specified in the student’s IEP, Section 504, or behavior 
intervention plan; 
3) the confining space has been approved for such use by the local education agency; 
4) the space is appropriately lighted, ventilated, and heated or cooled; and 
5) the space is free from objects that unreasonably expose the student or others to harm. 

4. ISOLATION 
Isolation means a behavior management technique in which a student is placed alone in an enclosed 
space from which the student is not prevented from leaving. Isolation is different than seclusion. 
Isolation is permitted as a behavior management technique provided that: 

A. the isolation space is appropriately lighted, ventilated and heated or cooled; 
B. the duration of the isolation is reasonable in light of the purpose for the isolation; 
C. the student is reasonably monitored; and 
D. the isolation space is free from objects that unreasonably expose the student or others to 
harm. 

5. TIME-OUT 
Time-out means a behavior management technique in which a student is separated from other students 
for a limited period of time in a monitored setting. Teachers are authorized to use time-out to regulate 
behavior within their classrooms. 
6. NOTICE, REPORTING AND DOCUMENTATION 

A. A district Restraint or Seclusion Report must be completed for each incident of restraint or 
seclusion other than normal use of mechanical restraint for transportation safety. Each record 
shall include: 
· Name of the student 
· Name of the staff member(s) administering the physical restraint or seclusion; 
· Date of the incident and the time the restraint or seclusion began and ended; 
· Location of the restraint or seclusion; 
· A description of the restraint or seclusion; 
· A description of the student's activity immediately preceding the behavior that prompted the 
use of restraint or seclusion; 
· A description of the behavior that prompted the use of restraint or seclusion; 
· Efforts to de-escalate the situation and alternatives to restraint or seclusion that were 
attempted; and 
· Information documenting parent contact and notification 

B. Notice to Administrators 
The principal or designee shall be notified of the incident as soon as possible, but no later than 
the end of the same school day. 
C. Notice to Parents 
When a principal or designee has personal or actual knowledge of any of the events listed 
above, he or she shall attempt to promptly notify the student’s parent or guardian and shall 
provide the name of the school employee whom the parent or guardian may contact regarding 
the incident. 
D. Written Report to Parents 
Within a reasonable period of time not to exceed 30 days after the incident, the principal or 
designee shall also provide the parent or guardian with a written incident report. This report 
must include the following: 

1) the date, time of day, location, duration, and description of the incident and interventions; 
2) the events or events that led up to the incident; 
3) the nature and extent of any injury to the student; and 
4) the name of a school employee the parent or guardian can contact regarding the incident. 
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Section	
  59	
  Receipt	
  of	
  Handbook	
  Form	
  
	
  
	
  
RECEIPT	
  OF	
  2014-­‐-­‐2015	
  CLASSIFIED	
  HANDBOOK	
  OF	
  

SHELBY-­‐RISING	
  CITY	
  PUBLIC	
  SCHOOLS	
  
	
  

This	
   signed	
   receipt	
   acknowledges	
   receipt	
   of	
   the	
   2014-­‐2015	
   Classified	
  
Handbook	
  of	
  Shelby-­‐Rising	
  City	
  Schools.	
  This	
  receipt	
  acknowledges	
   that	
   I	
  understand	
  
that	
   the	
   I	
   am	
   to	
   read	
   and	
   be	
   familiar	
   with	
   the	
   handbook,	
   that	
   I	
   understand	
   the	
  
handbook	
   contains	
   a	
   disclaimer	
  of	
   contract	
   and	
   that	
   I	
   understand	
   that	
   the	
  handbook	
  
includes	
   the	
   District’s	
   policies	
   of	
   non-­‐-­‐-­‐discrimination	
   and	
   equity,	
   and	
   that	
   specific	
  
complaint	
   and	
  grievance	
  procedures	
   exist	
   in	
   the	
  handbook	
  which	
   should	
  be	
  used	
   for	
  
responding	
  to	
  harassment	
  or	
  discrimination.	
  

	
  
	
  
	
  
Date:   
	
  
	
  
Teacher’s	
  Signature	
  	
  

Return	
  to:	
  

Chip	
  Kay,	
  	
  Superintendent	
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SHELBY-RISING CITY PUBLIC SCHOOLS 
SCHOOL IMPROVEMENT AND ACCREDITATION 

 
 
 
Belief Statements: 
 

We believe all students can learn and be successful. 
 
We believe that school is a safe and comfortable environment. 
 
We believe education, in academics and activities, is the number one goal of 
students, staff, parents, and community. 
 
We believe students, staff, parents, and community will be treated with respect. 

 
 
 

MISSION STATEMENT 
 
“To provide a quality education through innovation, integrity, accountability, and service” 

 
 
 

DISTRICT VISION 
SHELBY-RISING CITY PUBLIC SCHOOLS WILL… 

 
…challenge our students through innovation. 
…provide facilities that are state of the art that promote a safe, healthy learning 
environment. 
…continually evaluate our curriculum to offer opportunities that meet the unique interest 
levels and goals of all students. 
…build leadership skills throughout the student body and staff that benefits the school and 
community. 
…provide resources to aide students in becoming technologically proficient. 
…ensure our students have the skills to be competitive in their future endeavors. 
…be committed to continuous student achievement by providing students with effective 
instructional practices and support. 
…use common instructional language that provides consistency in student learning and 
achievement across grade levels and content areas. 
 
Source: 2014 Strategic Planning Document
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TEACHER PERFORMANCE 
 
1. WORK YEAR (400.01) 
 
Teachers will be employed for 185 days.  The number of teaching days will be determined by the Board of 
Education.  Preschool and post-school work days are a part of the 185 contracted days.  These days will 
consist of a minimum of 1080 hours secondary instruction and 1032 hours elementary, and 400 hours 
kindergarten instruction as defined by Board Policy. 
 
Coaches, sponsors, and directors will perform assigned functions as required beyond the 185 day contract 
as an aspect of their extra duty assignment. 
 
2. WORKSHOP DAYS 
 
Teachers contracts include days for pre-school workshops and for post-school activities.  Teachers are 
required to be present during these periods, and absences will be treated as if it were a regular teaching 
day.  Other workshop or in-service days may be scheduled as needed.  (400.05) 
 
 
3. HOURS ON DUTY 
 
Teachers are required to arrive at their respective school by 7:50 a.m. and are to remain on duty until 3:50 
p.m.  Teachers not assigned other duties are required to be in their classrooms between 7:50 a.m. and 8:10 
a.m. and also from the time students are dismissed until 3:50 p.m.  In addition, teachers may be assigned 
responsibilities at other hours by the Superintendent or Principal for supervision or directing school activities. 
These extra duties shall be assigned on as nearly an equal basis as possible.  (400.28) 
 
All SRCEA meetings and business must be conducted prior to 7:50 a.m. or after 3:50 p.m. 
 
If a faculty member must leave the building during the school day, the teacher must check out with their 
respective Principal and sign out in the main office.  Time of departure and return should be indicated.  
District Leave Forms should be filled out if the absence requires classroom coverage, or extends beyond 30 
minutes.  Staff are discouraged from using plan time each day to run personal errands. 
 
4. TEACHERS ABSENCE 
 
If a teacher is sick he/she should call before 6:30 a.m. in order to line up a substitute.  Substitutes will be 
called from a list provided to all teachers by the administration.  After contacting a substitute, the teacher will 
contact their respective Principal and office personnel to inform who will be substituting for the teacher. 
 
When filling out "on-line leave request" forms, fill in the substitutes name in the location marked "substitute" 
and submit electronically. Teachers may add to the list of substitutes by giving the name of a potential 
substitute to his/her Principal.  Upon receiving the name of a potential substitute, the Principal will verify the 
certification of the substitute and have the substitute register with the school Superintendent. 
 
 Troy Holmberg  527-5209 (High School Principal) 

William Curry    527-5275 (Middle School Principal)  
 Dennis Glock  542-2232 (Elementary Principal) 
 Chip Kay  527-5147 (Superintendent)  
 Ada Noyd  527-5532 (Bookkeeper) 
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5. SUBSTITUTE TEACHERS 
 
Substitute teachers will be employed when they are available for all teachers who are absent due to illness 
or are on granted personal leave.  The District will pay a Shelby-Rising City staff member to take a class 
period or study hall if a substitute teacher cannot be employed.  The District will pay the amount of the 
number of class periods as determined by the Board before each school year.  The Principal will make and 
approve necessary arrangements for Teachers to take another's class or study hall. Teachers will submit 
their bill for teaching additional classes at the February and June Board of Education meeting.  (400.09) 
 
Each teacher will submit a substitute ready file to the office and keep it updated.  It should include: 
 
1. Teacher's schedule 
2. Class rosters and seating charts 
3. Classroom rules and regulations 
4. List of helpful, trustworthy students for each period/class 
5. Extra activities/assignments in the event that the substitute has extra time 
6. Location of lesson plan book, grade book, texts (including name and color) 
7. Student aides, times they will report, and duties 
8. Substitute teacher checklist 
9. Any other information which would be helpful for the substitute 
10. Early dismissal and late start schedules 
11. Master schedule 
12. Classroom procedures 

a. beginning of class 
b. tardies and absences 

13. Tornado drill procedure 
14. Fire drill procedure 
15. Disciplinary behavior procedure 
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QUALIFICATIONS 
 
1. CERTIFICATION (400.02) 
 
All teachers shall meet the state rules and regulations relative to certification.  Each teacher must be duly 
certificated in accordance with the laws of Nebraska and hold an appropriate and valid Nebraska teaching 
certificate according to the position held.  No teacher will be hired to the system unless he/she possesses a 
Bachelor's Degree. 
 
2. CITIZENSHIP (400.03) 
 
Under the laws of Nebraska, all teachers must be a citizen of the United States of America, either by birth or 
naturalization. 
 
3. CONTRACT ACCEPTANCE (400.05) 
 
The acceptance of a teaching position in the Shelby-Rising City Public Schools  will be regarded as a 
contract and a pledge to follow all directions, rules and regulations of the Board, Superintendent, and 
Principal.  When any neglect of such rules and regulations shall be demonstrated by any teacher, it shall be 
considered sufficient cause for contract termination. 
 
4. ITIP 
 
All teachers are encouraged to complete the Basic ITIP (Instructional Theory Into Practice - Hunter's Model). 
 
5. SALARY PAYMENTS (400.08) 
 
Teachers are to be paid in twelve monthly installments.  The first warrant is issued on September 15th and 
on the 15th of the month thereafter. 
 
6. PAY DEDUCTIONS (400.27) 
 
Full pay deduction shall be made for any leave or absence which surpasses amounts indicated in the 
negotiated leave agreement.  This will be determined by dividing an employee's annual base salary plus any 
extra duty pay by the number of days contracted. 
 
7. SALARY DEDUCTIONS (400.17) 
 
All employees of the School District are covered by social security.  State law also requires a percentage 
deduction of gross salary for each certified employee for the state teacher retirement fund.  Federal and 
state law also require a deduction for withholding taxes.  Each employee of the Shelby-Rising City Schools 
District shall be given the privilege of entering into an amendment of his or her existing contract reflecting a 
reduction in the salary of the employee for the remainder of the contract term, and that for those employees 
who elect to accept such reduction in salary up to the amount equal to one sixth of the current year salary, 
the Shelby-Rising City Public Schools District will apply for a nonforfeitable annuity contract and purchase 
the same for the benefit of said employee; under Section 403 (b) of the Internal Revenue Code of 1954, as 
amended; that the contribution of said Shelby-Rising City Public Schools  District for the purchase of said 
annuity contract of the type mentioned Section of the Internal Revenue Code, be in an amount equal to the 
reduction in salary voluntarily agreed to by the employee, and that the amounts be similarly expended 
during each year of the continued employment of each such employee unless contrary action is ordered by 
this Board of Education. 
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8. OUTSIDE EMPLOYMENT (400.30) 
 
No teacher or other school employee may accept any other employment or carry on any business or activity 
for profit that interferes with the complete discharge of his or her responsibilities to the school District unless 
the terms of employment by the Board of Education provide for such other employment during the term the 
individual is to be on full-time duty with the Board of Education in accordance with the contract of 
employment. However, provided there is no interference with school duties, school employees may engage 
in occasional employment or carry on occasional business transactions for profit outside of school hours and 
on school holidays. 
 
If regular basis or of frequent occurrence, the school employee shall submit a request to the Board of 
Education, through the Superintendent, to carry on such outside activities.  The request shall show the 
hours and times of the day and week to be devoted to such activities, the rate of pay or expected income, 
location and nature of the activity, and similar pertinent information.  If the Board grants permission, such 
employment or business activity may then be undertaken by subject to the general requirement that it in no 
way interferes with full discharge of school responsibilities. 
 
APPRAISAL 
 
1.  SUCCESSFUL TEACHING (400.11) 
 
Successful teaching is defined by the Shelby-Rising City Board of Education as having a number of critical 
elements.  Teachers are rated as excellent, satisfactory, need improvement, or unsatisfactory on each 
element.  Being rated as satisfactory in 90% of all categories represented in this policy is considered 
successful teaching by the Board of Education.  This definition includes all other Board policies that define 
the teaching mission.  The critical elements are as follows: 
 
A. Room Condition 

1. Physical Environment 
a. neat, clean environment 
b. bulletin Boards, shelves, decor well prepared and orderly arrangement conducive to 

execution of lessons 
 

B. Instructional Skills 
1. Knowledge of Subject Evident 
2. Planning and Organization 
 A. ability to start lesson promptly 
 B. maximum utilization of class time for lesson 
 C. concise and smooth execution of lesson plan 
 D. objectives for lesson apparent 
3. Teaching Methods/Techniques – INSTRUCTIONAL STRATEGIES 
 A. varies style and approach 
 B. teaches factually and conceptually 
 C. gives individual attention 
 D. instruction made relevant to student 
4. Use of Instructional Materials 
 A. uses variety of resources, including technology 
 B. materials well taken care of 
 C. shows flexibility in materials usage 
5. Student Participation 
 A. students feel comfortable participating 
 B. student participation is constructive 
 C. student input is encouraged and expected 
 
(Continued) 
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6. Discipline/Classroom Control 
 A. student behavior is controlled 
 B. students promptly give attention 
 C. class never left unsupervised 
 D. teacher helps in hall supervision 

E. teacher promptly handles discipline problems as appropriate 
F. disciplinary referrals are filed in office for detentions and major incidents 
G. teacher liberally uses parental contacts 
H. teacher demands respect for school property and for school personnel 

7. Understand and Concern For Students 
 A. has student-centered philosophy 
 B. has positive rapport with students 

C. is available for individual help 
D. refers students with exceptional problems for testing 

8. Shows concern for students with special needs 
 A. understands individual student needs 
9. Understand his/her responsibility regarding special needs student 
 A.  Arrange schedule to help students 
 B.  Meet individual student needs 
 C.  Arranges for special help for students 
 D.  Refers students to the SAT team 
10. Makes an effort to be knowledgeable of available programs for special needs students 
 A. Attends staffings as needed 
11. School Policies Reports and Records 
 A. promptly thoroughly does reports 

B. adheres to school policies (Board, athletic, student, teacher) 
12. Lesson Plans 
 A. lesson plans done promptly and thoroughly 
13. Appropriate Evaluation Techniques 
 A. evaluates to identify specific deficiencies 
 B. re-teaching occurs in deficient areas 

C. tests given appropriate weight as prescribed in handbook 
D. tests are of reasonable length, difficulty and frequency 

 E. tests are varied in nature 
 

C. Teacher Characteristics 
1. Enthusiasm 

A. shows positive nature 
B. displays enthusiasm 
C. actively supports school in all areas 
D. demonstrates sense of humor 

2. Student Teacher Rapport 
A. student-teacher communication at ease 
B. students respect teacher 
C. students seem to enjoy classes 

3. Motivates Students 
A. classes interesting and informative 
B. teacher stimulates student inquiry 
C. teacher provides extended activities to fast learner 

4. Voice/Use of English 
A. voice pleasant and well modulated 
B. use of proper grammar, speech, and writing 
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5. Use of Good Judgment/Common Sense 

A. in classroom 
B. with extra curriculars 
C. with policy 
D. with parents 
E. with community 

6. Initiative 
A. in preparation and execution of instructional program 
B. in fulfilling extra-curricular assignment 

7. Physical health enables teacher to complete assignment consistently 
8. School/Public/Professional/Relationships and Growth are evident 
9. Accepts and acts on constructive criticism. 
 

2. APPRAISAL PURPOSE (400.11) 
 
In the appraisal process the primary emphasis must be on the improvement of teaching performance.  The 
general appraisal structure will be oriented in that direction.  Non-probationary, non-deficient, teachers are to 
have one evaluation per year.  Probationary or "deficient" teachers will have two or three evaluations per 
year, as per policy. Individual observations will be for a minimum of one full class period for secondary, and 
40 minutes for elementary.  "Deficient" teachers are those teachers who have fewer than 90% of their 
scores, as per this policy, in the "excellent" or "satisfactory" category, as defined herein. 
 
3. PRINCIPAL'S ROLE – PROCESS (400.11) 
 
The Principal is ultimately responsible for the formal appraisal of each staff member.  In fulfilling the 
responsibility the Principal will: 
 
1. Keep accurate records on the performance of each staff member which will support 

recommendations for continues employment, improvement of the instructional program, or 
termination or nonrenewal of the teaching contract. 

2. Provide time for each staff member to meet and discuss matters relating to instruction and/or 
employment with the Principal and/or other school personnel as may be required. 

3. Be responsible for the formal appraisal which is made and discussed with each staff member. 
4. Be constantly alert to those needs of individual staff members who require assistance in order to 

insure a competent and relevant program of instruction for the students of Shelby-Rising City Public 
Schools. 

5. Evaluators will annually participate in Board specified classes as needed, NCSA, AASA, ESU, etc. 
workshops and presentations, as available, dealing with evaluation of instruction. 

6. Possess a valid Nebraska Administrative Certificate. 
 
4. THE TEACHER'S ROLE – PROCESS (400.11) 
 
The teacher is responsible for the instructional programs provided the students in the classroom.  The many 
facets of teaching related to professional competencies, teaching performance, classroom management, 
and personal qualities are identified in Section I. 
 
The teacher can assist the appraisal process by giving consideration to the 
following suggestions: 
 
1. Help establish a working rapport with the Principal. 
2. Help identify in writing those specific goals which guide yearly efforts. 
3. Seek assistance as needed and be willing to accept suggestions which may lead to improvement of 

instruction. 
4. Become familiar with procedures and regulations which the staff must support in order to maintain a 

harmonious school. 
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5. FILES MEMORANDA – PROCESS (400.11) 
 
Appraisal information placed in the file will: 
 
1. Identify deficient performance. 
2. Spell out expectations of appraiser. 
3. Provide a time line to allow teacher to overcome deficiencies. 
4. Provide for necessary meetings to jointly measure progress. 
5. Outline consequences of continued deficiencies. 
6. Have signature of teacher and Principal and provide for teacher to have the opportunity to write a 

rebuttal of any charges against the teacher. 
7. Be given to the teacher in question (copy). 
 
Outside complaints can be used as file memoranda if reduced to writing and signed by the complaining 
party.  Teacher must see written signed copy of complaint, receive copy, and have opportunity to write 
rebuttal within five days of the conference. 
 
6. SPECIFIC ITEMS OF APPRAISAL (400.11) 
 
The items in Section 1 have been found to be representative of the professional educator's responsibility.  A 
careful study of the criteria ratings below will convey to each staff member what is regarded as excellent, 
satisfactory, needs improvement, and unsatisfactory. 
 
Criteria Ratings Defined: 
 
1. Excellent - Efforts significantly exceed the minimal expectations of the Board of Education. 
 
2. Satisfactory - Efforts meet the minimum expectations of the Board of Education. 
 
3. Needs Improvement - Efforts fall below the minimal expectations of the Board of Education to a 

small degree. 
 
4. Unsatisfactory - Efforts fall significantly below the minimal expectations of the Board of Education 
 
7.  APPRAISAL PROCEDURE TIME LINE (400.11) 
  

When What How 
   
Workshop Pre-Teaching Entire staff- discuss appraisal 

process 
 

Before end of 1st Semester First Evaluation for 
probationary teachers 

Using appraisal form for all 
staff members 

   
Before February 1 First Evaluation for tenured 

staff 
Using appraisal form for all 
staff members 

   
Before March 1 Second Evaluation Any deficient or probationary 

teacher based on first 
observation 

   
On or before April 15 Notification of possible 

termination 
From Superintendent- Outline 
due process rights 

   
On or before May 15 Notice of decision on 

termination 
Board indicates results of 
decision on termination 
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8.  PERSONNEL FILES(400.12) 
 
Any employee of the Shelby-Rising City Public Schools shall upon his/her request have access to his/her 
personal file but may not have access to letters of recommendation or to sets of confidential credentials 
which are a part of his/her file.  No other person except school officials while engaged in their professional 
duties shall be granted access to such files nor shall the contents thereof be divulged in any manner to any 
unauthorized person. 
 
9.  ADMINISTRATIVE PROCEDURES REGARDING TEACHER FILES (400.13) 
 
1. Request to examine official personnel file.  (To the extent humanly possible all items will be kept in 

one complete file in the Superintendent’s office.) 
 
2. Make written request. 
 
3. View file.  (Examination of official personnel file will be permitted the same day the request is made, 

if possible.  The administration, however, will need a reasonable amount of time to accumulate any 
recent materials.) 

 
4. A teacher who wants another person to view his/her file may authorize them to do so by written 

request. 
 
5. Writing space will be provided to the teacher if he/she wishes to write an answer to attach to any 

document in his/her file. 
 
6. Every formal evaluation shall be retained and filed in the teacher's official personnel file.  The 

teacher will be provided with a copy of every formal evaluation completed on date of signing. 
 
7. Copies of all items in the personnel file will be provided only according to school Board policy. 
 
8. Any anecdotal observations shall be discussed with and signed by the teacher prior to being filed in 

the official personnel file. 
 
9. Teacher files including any formal administrative evaluations shall be kept for a minimum of two 

fiscal years after employment is terminated. 
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EMPLOYMENT POLICIES 
 
1. CONTRACT RELATIONS CALENDAR (400.22) 
 
The policy of Shelby-Rising City Public Schools District 32 is to issue contracts to teachers for the ensuing 
year on or about April 15th annually, for all persons who have been recommended for retention.  Contracts 
so issued must be returned within two weeks. 
 
2. RELEASE FROM CONTRACT (400.23) 
 
It shall be the policy of the Shelby-Rising City Public Schools to consider the teaching contract a binding 
document.  Future requests for release from contract shall be handled as follows: 
 
1. A request received on or before May 1 from a teacher for a release from his/her teaching contract 

for the upcoming year shall be considered based upon the individual circumstances involved in the 
request.  The Board of Education may elect to approve or deny such request. 

 
A request received after May 1 from a teacher for release from his/her contract for the upcoming 
year will be approved only after the hiring of a suitable replacement.  Suitability of the proposed 
replacement shall be at the Superintendent's discretion.  The Board may elect to approve or deny 
any such request. 

 
3. PERSONNEL REDUCTION (400.24) 
 
Reduction in certificated staff which may be required due to decrease in enrollment, limited financial support, 
changing programs, or other factors will be accomplished when possible through the normal procedures of 
resignations, retirement, leaves of absence and other methods of attrition of staff. 
 
In the event it becomes apparent that the necessary staff reductions may not be accomplished through the 
normal attrition of staff, the Superintendent will recommend to the Board of Education the names of those 
individuals to be considered for reduction in force. 
 
A reduction in force shall consist of a reduction of one or more positions or a reduction in the percentage of 
employment of one or more certificated staff members even if the number or percentage of employment of 
the certificated staff overall may be increased by other hirings or increases in the percentage of employment 
of other employees.  Reduction in force may result in termination of employment, an amendment to the 
employee's contract (reducing the employee from full-time to part-time status) or an amendment to the 
contract of a part-time employee further reducing that employee's percentage of employment. 
  
No permanent certificated employee shall have his/her contract terminated or amended to a lesser 
percentage of full-time equivalency employment while a probationary employee is retained at his/her present 
percentage FTE to render a service which such permanent certificated employee is qualified by reason of 
certification and endorsement to perform or where certification is not applicable by reason of college credits 
in the teaching area. 
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If after considering attrition and after non-renewal or amendment of probationary certificated employees' 
contracts or recommendation for such non-renewal or amendment, there still is a need to further reduce in 
force a permanent certificated employee in order to reduce the staff to the staffing needs of the District, the 
following factors shall be considered by the Board of Education and the administration in determining which 
certificated employees shall be terminated or amended to accomplish a reduction in force. 
 
1. The program to be offered. 
 
2. The areas of certification and endorsement which may be required to maintain accreditation. 
 
3. Special qualifications that may require specific training and/or experience. 
 
4. Contribution of a certificated employee to extracurricular activities such as coaching, class 

sponsorship, drama productions, and other areas.  The administration and Board may also consider 
special skills of the certificated employees as such special skills relate to extra-curricular activities. 

 
5. Prior years of experience in present position in the District. 
 
6. Total years of teaching experience in public schools or accredited private schools elsewhere. 
 
7. Total college preparation such as advanced degrees and area of training in which endorsement may 

not be offered or required. 
 
If any teacher evaluations are to be used as criteria to determine which teacher or teachers shall be 
terminated in order to accomplish a reduction in force, such evaluations must be based on school's standard 
evaluations forms, copies of which are in the Superintendent's office, at least two classroom observations of 
one full period per year, conducted by the school administration, as well as ongoing observation of the 
individual teacher's interaction and general competence on a day-to-day basis. 
 
4. FORMAL HEARING PROCEDURE (400.25) 
 
A formal due process hearing shall be held as a result of any one of the following actions taken by the Board 
of Education or by the Superintendent: (1) suspension of any certificated employee without pay for a period 
not to exceed thirty (30) working days; (2) amendment or cancellation of the employment contract during the 
term of the contract; and (3) termination or amendment of the employment contract of a permanent 
certificated employee's contract at the end of the school year.  The following formal due process procedures 
shall be followed: 
 
1. On or before April 15, the Superintendent, the secretary of the Board of Education, or the 

Superintendent's designee shall notify in writing the certificated employee of the possibility of 
cancellation, amendment, or termination of the contract of employment.  Such notice including a 
listing of reasons shall be either sent to the employee or be hand-delivered to the employee. 

 
2. If the certificated employee wishes a hearing, a written request shall be sent to the secretary of the 

Board of Education or to the Superintendent or the Superintendent's designee within seven (7) 
calendar days after receipt of the written notice. 

 
3. Unless continued by written agreement by the Board of Education and the employee (or the 

representatives of either or both parties), final action by the Board of Education must be taken on or 
before May 15 of each year. 

 
4. If a hearing is NOT requested within the seven (7) calendar days, the Board of Education shall 

make a final determination on the employee's contract. 
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5. If a hearing IS requested, the certificated employee shall be advised in writing at least five days prior 
to the date of the hearing of the date, time, and place of the hearing.  Such notice shall be in writing 
and shall be delivered by mail or by hand to the employee. 

 
6. All such hearings shall be held within thirty (30) days of the date of the request for hearing.  The 

parties of their representatives by mutual agreement, confirmed in writing, may extend the times for 
hearings or for final determination by the Board of Education. 

 
7. A formal due process hearing shall provide the certificated employee with the following: 
 

A. Notification to the certificated employee in writing at least five (5) days prior to the hearing of 
the grounds alleged for amendment, cancellation, or termination of the employee's contract. 

B. Upon request of the certificated employee, a notification, at least five (5) days prior to the 
hearing, of the names of any witnesses who will be called to testify against the certificated 
employee. 

C. Upon request of the certificated employee, and at least five (5) days prior to the hearing, an 
opportunity to examine any documents that will be presented at the hearing. 

D. The right to be represented. 
E. An opportunity to cross-examine all witnesses and to examine all documents and to present 

evidence material to the issues. 
 

8. Due and proper notice of the hearing shall be given in accordance Nebraska Law. 
 
9. Upon affirmative vote of a majority of the Board of Education members, and upon specific request of 

the certificated employee or the certificated employee's representative, the hearing shall be 
conducted in closed session. 

 
10. The formal action including deliberation of the Board of Education shall be taken in open session.  

The decision of the Board of Education shall be based solely upon the evidence produced at the 
hearing.  A majority vote of the members of the Board of Education is necessary to amend, cancel, 
or terminate the certificated employee's contract. 

 
11. The Board of Education shall reduce its findings and determinations to writing.  The secretary of the 

Board shall deliver a written copy of the Board's findings and determinations to the certificated 
employee.  Such copy shall be delivered by certified mail or by hand to the employee. 
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RELATIONSHIPS 
 
1. TEACHER'S RELATIONSHIP WITH PRINCIPAL AND SUPERINTENDENT (200.04) 
 
Classroom teachers are under the direct supervision of the building Principal.  Directives, communications, 
and advice from the Superintendent, work assignments, schedules, courses of study, are channeled through 
the Principal to the Teacher.  All requests by teachers for assistance, materials or information will be 
directed to the Principal. 
 
A teacher may expect the Principal to guide and assist him or her in his or her work with pupils, and to share 
disciplinary problems.  Either or both, may seek the advice and counsel of the Superintendent in the solution 
of specific problems, or for interpretation of policy. 
 
2. RELATIONSHIP WITH THE SUPERINTENDENT (200.05) 
 
Teachers are invited and expected to confer with the Superintendent on problems related to their affiliation 
with the school system.  Such problems as assignment, salary, continuing contract, certification, or general 
working conditions may be discussed with the Superintendent or with the Administrator nearer the problem. 
 
Teachers should not abuse this open avenue of communication by using it as a means for circumventing 
interposed levels of supervision. 
 
3. RELATIONSHIP WITH OTHER SCHOOL EMPLOYEES (200.06) 
 
The teacher should make every effort to recognize the problems of noninstructional school employees in 
serving the diverging interests of many classes.  Requests for other than routine aid from custodians, 
maintenance workers, and others should be channeled through the Principal.  Any problems between 
classroom teachers and other school employees should be brought to the attention of the Principal 
immediately. 
 
4. RELATIONSHIP WITH STUDENTS 
 
FACULTY - STUDENT RELATIONS(400.16) 
 
The Board of Education does not approve the practice of faculty members dating high school students or 
close fraternizing with students. 
 
STUDENT - TEACHER RELATIONSHIP 
 
The student-teacher relationship is a central point in all personnel relationships.  This close relationship is 
aided by all the materials, physical facilities, consultants, and administrative personnel that comprise the 
educational effort.  The evaluation of this effort must be measured in terms of the pupils’ ability to think and 
act rationally.  It is also measured in terms of behavior to act as junior citizens today and as adult citizens in 
the future.  The educational process is dependent upon a strong  and well founded teacher-pupil 
relationship.  The teachers must be able to relate to the student, must be able to make their point with the 
students, and finally, and probably most importantly, be respected by the students.  The teacher must show 
a genuine interest, friendliness, and warmth to the student at all times.  However, a great deal of caution 
must be used in expressing these feelings to the student by the teacher in order that too much familiarity 
can be avoided.  There is no better way for a student to lose respect for a teacher than through familiarity.  
That is for the teacher to relate to the student on the student's level.  The fine line of distinction between 
student and teacher must always be maintained.  For use of Social Media Networks please refer to district 
policy 0403.07. 
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5. SEXUAL HARASSMENT (400.21) 
 
It shall be the policy of Shelby-Rising City Public Schools District No. 72-0032 (the District) to prohibit sexual 
harassment of employees, applicants for employment, and students, on any work premises where the 
District has total control of the premises or can otherwise lawfully exert its jurisdiction.  If proscribed acts, as 
are set forth in this policy, occur on such premises, the Superintendent or his/her designee shall undertake 
immediate and appropriate action within the bounds of the law to punish, as appropriate, any violations of 
this policy, or of applicable law pertaining to sexual harassment and shall undertake immediate and 
appropriate action to prevent any such conduct in the future. 
 
As used in this policy the word employee shall mean any person who is an employee, or any former 
employee who alleges to have resigned, to have been fired, or to have been constructively terminated as a 
result of sexual harassment, as that term is defined in this policy or by other applicable law. 
 
As used in this policy the word student shall mean any resident student of the District, any student being 
served by contract with another educational agency, or any other person of school age attending the District 
for educational reasons.  
 
The following acts are specifically prohibited by this policy: 
 
1. Unwelcome advances, requests for sexual favors, verbal or physical conduct of a sexual nature, 

submission to which is demanded by any employee of the District against any other person as a 
term or condition of obtaining employment. 

 
2. Unwelcome advances, requests for sexual favors, verbal or physical conduct of a sexual nature, 

submission to which or rejection of which by any employee is used as a basis for any employment 
decision such as, but not limited to, rate of pay, promotion, favorable evaluations, whether formal or 
informal, or the conferring of job responsibility. 

 
3. Conduct of a sexual nature by an employee or employees directed against another employee or 

employees, which has as its purpose unreasonably interfering with work performance or creating an 
intimidating, hostile, or offensive working environment. 

 
4. Unwelcome advances, a request for sexual favors, verbal or physical conduct of a sexual nature, 

submission to which or rejection of which by any employee of the District is used as a basis for any 
educative decision pertaining to a student such as, but not limited to, conferring of a grade, credit, 
favor, or honor. 

 
5. Conduct of sexual nature by an employee or employees directed against a student, which has an 

effect of interfering with academic performance of the student, or creating an intimidating, hostile, 
offensive, or unsafe or unwholesome, learning environment. 

 
6. Conduct of sexual nature by a student or any other person over whom the school District has control 

with such conduct being directed against another student or employee, which conduct has an effect 
of interfering with academic performance of the student, or creating an intimidating, hostile, 
offensive, or unsafe or unwholesome learning environment. 

 
It shall be the policy of the District to receive information from any person concerning allegations of conduct 
prohibited by this policy on a form, which shall be made available to all employees of the District upon 
request.  Availability of the form shall be made known to all students in grades 6 through 12.  Information 
pertaining to the availability of such complaint forms shall be made known to the parents of all other 
students (PK-5) in a reasonable manner.  An adequate number of copies of the complaint form shall be 
maintained within the Superintendent’s control and shall be available to any person protected by this policy.  
The effective date of this policy shall be August 24, 1994.  Upon receipt of any complaint upon the form 
prescribed by this policy, the Superintendent or his/her designee shall undertake an investigation, subject to 
any limitations placed upon the investigation by the complaining party as indicated on the complaint form.  
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After the investigation is completed, the Superintendent or his/her designee shall confer with the person or 
persons against whom the complaint has been lodged and shall give such person or persons a fair 
opportunity to present his or her version of the facts involved in the complaint, as well as to be informed of 
the name of the complaining party, the allegations of the complaining party, the names of all corroborating or 
refuting witnesses, as well as any statements or allegations made by any such witnesses which are known 
to the Superintendent or his/her designee. 
 
Upon the conclusion of such investigation, the Superintendent shall take such immediate and appropriate 
action as is required in his/her discretion within the bounds of the law.  Nothing in this policy shall be 
construed to require the Superintendent to take disciplinary action not within his or her legal authority.  In the 
event action is required, which by law would require Board action, the Superintendent shall undertake such 
proceedings as may be required by law to bring before the Board such matters of proposed discipline 
involving the person against whom the complaint was lodged. 
 
The Board by this policy also recognizes a desire to protect its employees against non-employees at the 
work place as well as to protect non-employees from employees at the work place.  From time to time as 
deemed appropriate the Superintendent shall address the subject of sexual harassment with the employees 
of the District by way of inservice training, memorandum, administrative regulation, or any other method 
selected by the Superintendent or his/her designee to make known the contents and application of this 
policy.  While this policy shall not be construed to obligate the District to take actions other than those 
required by law to prohibit and prevent sexual harassment, it is the spirit of this policy to undertake all 
reasonable effort to prohibit sexual harassment in the work place regardless of by whom it is perpetrated 
and regardless of by whom it is suffered. 
 
Nothing in this policy, nor any of the terms and conditions attendant to the complaint or used by the District, 
nor terms or conditions of the consent form used by the complaining party shall be construed to prevent the 
Superintendent or his/her designee from engaging in other action against any person engaging in conduct 
prohibited by this policy to authorities other than the administration or Board of Education of the District 
when such action is required or permitted by law.  Such actions may be, but are not limited to, providing 
information to any appropriate prosecuting authority, filing a report concerning any incident complained of 
with appropriate agencies, including, but not limited to, the Professional Practices Commission, the 
Nebraska Department of Education, the US Office of Education, and any appropriate departmental office of 
civil rights.  Notwithstanding the duty placed on the Superintendent or his/her designee to accommodate the 
right of privacy of any complaining party, the Superintendent or his/her designee shall be permitted by this 
policy to make such disclosure to witnesses, agencies, prosecutorial personnel, the Board of Education, and 
any other person entitled or obligated to be informed of any complaint brought under this policy when any 
state or federal statute, applicable case law, applicable agency law or any other appropriate body of law 
mandates such reporting. 
 
Nothing in this policy shall be construed to prevent the Superintendent or his/her designee from taking any 
remedial action as is in the best interest of the District toward the goal of preventing sexual harassment of 
employees of the District in the work place. 
 
COMPLAINT AND CONSENT TO INVESTIGATE ALLEGATIONS OF SEXUAL HARASSMENT 
Pursuant to its policy to prohibit and prevent sexual harassment, Shelby-Rising City Public Schools District 
No. 72-0032 provides this form to receive allegations of misconduct, which have been suffered by any 
person covered by the District’s Sexual Harassment Policy.  The allegations set forth in this complaint form 
will serve as the basis for an investigation to be carried out promptly.  In order to protect a complaining 
party’s rights of privacy and in order to avoid disclosure of facts when such disclosure is not authorized by a 
complaining party, this form permits you as a complaining party to authorize disclosure of the facts 
contained in this form as they be required in the sound discretion of the investigator.  This form also 
authorizes you to withhold certain facts set forth in this complaint in the course of an investigation.  You 
should be aware that limitations on disclosure of certain information contained in this complaint may hinder 
and in some cases prevent the District from fully carrying out its policy to prohibit and prevent sexual 
harassment.  By signing Form B with limitations on the disclosure permitted, you should also understand 
that an investigation may not be possible due to due process limitations on the District.  Each employee of 
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the District has a right to his/her good reputation unless a full and fair opportunity to confront allegations of 
misconduct is provided to such employee.  Your signature below will be deemed to be an acknowledgment 
on your part that you have fully read this complaint form and that you have understood it.  Your signature on 
this form will further indicate that you have sought any professional or collegial advise you have deemed 
appropriate and that the allegations contained in this form have been voluntarily given and have neither 
been encouraged nor discouraged by the District.  (See Board Policy 400.21 for this form) 
 
6. COMMUNICATION OF STUDENT DATA (600.20) 
 
 TO PARENTS: Information is passed on to parents in the following manner: 

 
a) At nine week intervals, report cards with grade and attendance data are provided. 
b) Parent-Teacher conferences are annually held twice per year. 
c) A newsletter will be mailed monthly. 
d) Faculty members to make personal parental contacts each semester as per policy. 
e) Disciplinary reports are provided as needed. 
f) Items provided to the local newspaper: Board minutes, student accomplishments, school 

calendars, and articles from teachers. 
 
 

OTHER SCHOOLS:  Attendance and grade data is submitted to other schools upon receipt of a parental 
signed consent to release records form.  The form must originate from the school requesting information.  
The data will be mailed directly to the school requesting the information. 
 
7. PARENT TEACHER CONFERENCE INFORMATION 
 
 PURPOSE OF THE CONFERENCE: 

 
1. Each individual child is the chief concern of the Shelby-Rising City Public Schools. 
2. Parent-Teacher conferences aim to give a more unified relationship between the home and 

the school. 
3. The conference will give a more detailed and workable understanding of your child on the 

part of both parent and teacher. 
 

 SUGGESTED IDEALS TO BE FOLLOWED: 
 

1. Each Parent-Teacher conference should be of a friendly, informal nature. 
2. Both parent and teacher must use good judgment and be tolerant of each other's views. 
3. A good conference should follow a definite pattern in order that no important factor in child 

development should be omitted. 
4. Definite conclusions and suggestions for improvement should be discussed and accepted 

by both parent and teacher at the close of the conference. 
 

 WHAT PARENTS MAY EXPECT TO LEARN FROM THE TEACHER: 
 
1. At what level is my child working in his major subject? 
2. What are the reasons that he/she is at this particular level? 
3. What work do you expect my child to cover during the year? 
4. Does my child arrive in the classroom on time, calm and ready for work? 
5. Does he/she contribute worth-while information to the class, gleaned from his/her own 

knowledge and experiences? 
6. Does my child work and play well with other members of his/her class and with other 

children on the playground? 
7. Does my child attempt to seek more than his/her share of the teacher's and class' attention? 
8. Is my child developing good work and study habits? 
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9. Is he/she as emotionally mature as he/she should be for his/her age?  What can I do to help 
with his/her social and emotional growth during the year? 

10.  How can I help my child further the desire for independent study (homework)? 
 

 WHAT THE TEACHER MAY EXPECT TO LEARN FROM THE PARENT: 
 
1. What does your child do with his/her leisure time?  Does he/she have any hobbies? 
2. Does he/she cooperate with others?  Does he/she work well independently? 
3. Can he/she accept responsibility? 
4. Does he/she follow through with all his/her activities? 
5. Does he/she have respect for his/her own and other people's property? 
6. Is he/she upset by disturbances, cry easily or evidence temper? 
7. Does he/she have any physical handicaps which would be helpful for me as a teacher to 

know about? 
8. How does he/she play and get along with his/her brothers and sisters and with the other 

children in his/her neighborhood? 
9. What is his/her attitude toward school? 
10. Would any of his comments about school be helpful for me to know? 
11. Do you feel there is anything further that I can do for the betterment of your child? 
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MANAGEMENT 
 
1. DISCIPLINE (300.27) 
 
PHILOSOPHY 
The Constitution of the State of Nebraska and of the United States recognizes the right of every student to a 
public education.  The philosophy of the Shelby-Rising City Public Schools Board of Education reflects this 
belief.  In an effort to provide an environment conducive to a good education for all students it may, from 
time-to-time, become necessary for the administration of the Shelby-Rising City Public Schools to suspend 
or expel a student if said student disrupts the educational environment.  In such an event this policy is 
adopted to protect the student's constitutional right to due process and fundamental fairness. 
 
It is the sincere belief of the Board of Education that all pupils, including those who are in trouble or who 
create discipline problems, deserve an education.  The Shelby-Rising City Public Schools Board of 
Education recognizes, however, that the most appropriate placement may not be in the Shelby-Rising City 
Public Schools. The Board may exclude from school any child whose presence in school may be injurious to 
the health or morals of other pupils or to the welfare of the school. 
 
DEFINITIONS 
In-School Suspension 

The student will attend school, but will be placed in isolation from the general student body.  The 
student will not be allowed to take part in any school activity. 
The student will be expected to complete all work assigned and the student will receive credit for 
completed work.   
 

Out-of-School Suspension 
The student will not be allowed to attend school or any school activity. 
The student will be expected to complete all work assigned and the student will receive credit for 
completed work. 
 

Expulsion 
The student will be removed from school for the period of time determined by Nebraska Statutes. 
The student will not be assigned work and the student will not receive credit. 
Excluded from attendance in all schools in the system for a period not to exceed the length as set 
by Nebraska State Law. 
 

Truancy 
Truancy is an absence of which the parent is not aware at the time the student was absent from 
school.  The parent awareness must be before the absence, not after the fact. 

 
Harassment 

Harassment is defined in Board Policy 300.30 SHELBY-RISING CITY PUBLIC SCHOOLS POLICY 
CONCERNING HARASSMENT and Board Policy 400.21 SEXUAL HARASSMENT POLICY 
 

Emergency exclusion 
Exclusion for an initial period of up to five (5) days for reasons of health, danger to the person or 
disruptive conduct. 
 

Short-term suspension 
Suspension to last from one (1) to five (5) school days. 
 

Long-term suspension 
Suspension, which is more than five (5) school days to less than twenty (20) school days. 
 

Mandatory Reassignment 
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The Shelby-Rising City Public Schools Board of Education reserves the right to reassign students to 
more restrictive settings.  This placement may be in the Shelby-Rising City Public Schools structure 
or it may be out of the District. 
 

Student Activities 
The following is a list of items that will be considered as a student activity.  This list is not exclusive 
and the student and/or parent should check with the Building Principal to determine if an activity is a 
student activity.  A rule of thumb would be that if the School District sponsors the activity, the activity 
would be classified as a student activity. 

NSAA Sponsored Activities 
Field Trips 
Cheerleading 
Prom 
Being a candidate for any office and/or honor 

 
UNACCEPTED TYPES OF BEHAVIOR - The following list indicates the types of behavior that are not 
acceptable.  The list is not a complete listing, but is provided to give the student and his/her parent or 
guardian an idea of types of behaviors that will not be tolerated. 

Fighting 
Violent behavior 
Threats 
Public display of affection 
Loitering  
Use or possession of tobacco on school property 
Vandalism 
Leaving the building at inappropriate times 
Theft 
Alcohol and drugs 
Inappropriate dress 
Food throwing 
Cutting class 
Carrying weapons 
Running in the halls 
Spitting 
Disorderly conduct 
Tardiness 
Insubordination 
Throwing snowballs 
Vulgar language 
Harassment 
Cheating 
Using another person’s password to get into a computer account. 
Visiting, downloading, and/viewing inappropriate web sites. 
Sending negative e-mail 
Developing web sites at school or at home that is contrary to the purpose of the school district 
Copyright Violations 
 

 
ACTIONS APPROVED FOR USE IN DISCIPLINING STUDENTS 
 
The following is a list of what actions may occur should a student break a school or classroom rule: (This list 
reflects no priority action) 

Counseling 
Removal from class 
Rearrangement of schedule 
Required to remain after school 
Required to attend school on non-school days 
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Restriction of extra-curricular activities 
Teacher-student conference 
Transfer 
Detention 
Suspension 
Expulsion 
Parent conference 
In-school suspension 
Out-of-school suspension 
Saturday School 
Reduction of grades  
Removing a student’s network account 
Banning the student from using any computers within the school system 
In-lieu of out-of-school suspension, upon the recommendation of the staff members and in 

agreement with the parent or guardian, the student may be placed in a more restrictive 
environment within the structure of the Shelby-Rising City Public Schools.  In some cases the 
student may be placed in an out of District environment. 

 
Specific Behaviors - Certain actions of students as such that, in the interest of a safe environment for all 
students, certain minimum penalties will be enforced. 
 
Alcohol and/or drugs -Use or possession on school grounds or at school functions. Mandatory reporting to 
law enforcement 

First offense – A minimum of fifteen (15) days of long term out of school suspension and suspension 
from all extra-curricular activities for the length of the suspension. 

Second offense – Within one year of the last offense - Recommendation of expulsion to the Board 
of Education. 

 
Altering school records, forging signatures of parents, teachers, other school personnel, or any 
other name 

First offense -A minimum of five (5) days of short term out-of-school suspension and suspension 
from all extra-curricular activities for the length of the suspension. 

Second offense – Within one year of the last offense - A minimum of fifteen (15) days of out-of-
school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Third offense – Within one year of the last offense - Recommendation of expulsion to the Board of 
Education.  

 
Harassment 

First offense -A minimum of two (2) days and a maximum of five (5) days short term out-of-school 
suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Second offense - Within one year of the last offense - A minimum of five (5) days short term out-of-
school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Third offense - Within one year of the last offense - A minimum of fifteen (15) days long-term out-of-
school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Offenses beyond three - Within one year of the last offense - Recommendation of expulsion. 
 

Violent Behavior and/or threats of physical harm to students and/or staff.  In order to reach the level of 
violent behavior and/or threats of physical harm in this policy the Principal must believe that there was a true 
threat.  All threats punished under this policy will require mandatory reporting to law enforcement 

First offense -A minimum of five (5) days short term out-of-school suspension and suspension from 
all extra-curricular activities for the length of the suspension. 
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Second offense - Within one year of the last offense - A minimum of fifteen (15) days of out-of-
school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Third offense – Within one year of the last offense - Recommendation of expulsion to the Board of 
Education. 

 
Fighting - In order to reach the level of fighting in this policy the Principal must believe that there was a 
fight, not two or more students getting into a pushing match.  Mandatory reporting to law enforcement. 

First Offense -All students involved in the fight and throwing a blow will have a minimum of five (5) 
days of out-of-school short term suspension and suspension from all extra-curricular 
activities for the length of the suspension. 

Second offense - Within one year of the last offense - A minimum of fifteen (15) days long-term out-
of-school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Third offense - Within one year of the last offense - Recommendation of expulsion. 
 

Possession of Weapons – Mandatory reporting to law enforcement. 
First Offense -Recommendation of expulsion. 

 
Striking or Hitting a Staff Member Mandatory reporting to law enforcement. 

First Offense -Recommendation of expulsion. 
 
Vandalism and/or Theft Mandatory reporting to law enforcement. 

First offense -A minimum of five (5) days short term out-of-school suspension and suspension from 
all extra-curricular activities for the length of the suspension.  

Second offense - Within one year of the last offense - A minimum of fifteen (15) days long-term out-
of-school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Third offense - Within one year of the last offense - Recommendation of expulsion. 
 

Disorderly Conduct; Insubordination; Vulgar Language (Behavior for which a student is sent to a Principal 
or other supervisor) 

First offense - A maximum of five (5) days of short term in school suspension and suspension from 
all extra-curricular activities for the length of the suspension. 

Second offense - Within one year of the last offense - A minimum of five (5) days short term out-of-
school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Third offense - Within one year of the last offense - A minimum of fifteen (15) days long-term out-of-
school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

 
Use or Possession of Tobacco Products on School Property and/or School Functions.  

First offense - A minimum of five (5) days short term out-of-school suspension and suspension from 
all extra-curricular activities for the length of the suspension. 

Second offense - Within one year of the last offense - A minimum of fifteen (15) days long-term out-
of-school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Third Offense - Within one year of the last offense - Recommendation of expulsion. 
 

Truancy 
First Offense -The students will be assigned three (3) hours of detention for each hour of class time 

he/she was absent.  In lieu of the detention time, the student may be assigned Saturday 
School or other forms of detention. 

Second Offense - Within one year of the last offense - A minimum of two (2) days and a maximum 
of five (5) days of short term out-of-school suspension and suspension from all extra-
curricular activities for the length of the suspension. 
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Third Offense - Within one year of the last offense - A minimum of five (5) days short term out-of-
school suspension and suspension from all extra-curricular activities for the length of the 
suspension. 

Offenses beyond three -Recommendation of expulsion. 
 

Cheating - Cheating is copying someone’s work and passing it off as your own original work or allowing 
your work to be copied by someone else who will then pass the work off as his or her own original work. 

First Offense – Zero on any copied work. 
Second Offense - In any course and within one-year of the first offense. A maximum of 60% in the 

course for the 9-week grading period. 
Third Offense – In any course and within a one-year period of the second offense.  Loss of course 

for the semester. 
The student, in writing, to the Principal, may appeal any loss of credit due to cheating.  The 
Principal’s decision will be binding.  
 

Electronic and/or Internet Behaviors 
All students will follow “Shelby-Rising City Public Schools Internet Policy” The penalty will be left to the 
discretion of the Principal. 
 
Short-term Suspension Procedures 
The Principal may suspend a student for as many as five (5) school days for conduct which 
 

Constitute grounds for expulsion under the law. 
Violates the rules of the Board of Education and/or the School. 
 

The following procedure should be followed 
 
The Principal must investigate. 
The student should receive oral or written notice of the charges and the reasons for the suspension. 
The student should be told the basis of the evidence used to make the decision. 
The student should be given an opportunity to present his or her version of the story. 
Parents should be notified within twenty-four (24) hours. 
The Principal should try to hold a conference with the parents before or at the time the student 
returns to school. 
 

Long-Term Suspension or Expulsion Procedures 
If a Principal makes a decision to discipline a student by long-term suspension, expulsion, or mandatory 
reassignment, the following procedures shall be followed: 
 

On the date of the decision, a written charge and a summary of the evidence supporting such 
charge shall be filed with the Superintendent.  The school shall, within two school days after the 
decision, send written notice by registered or certified mail to the student and his or her parent or 
guardian informing them of the rights established under the Student Discipline Act: (§ 79-254 - § 79-
296) 
Such written rules shall include the following: 
 

The rule or standard of conduct allegedly violated and the acts of the students alleged to 
constitute a cause for long-term suspension, expulsion, or mandatory reassignment, 
including a summary of the evidence to be presented against the student; 
 
The penalty, if any, which the Principal has recommended in the charge and any other 
penalty to which the student may be subject; 
 
A statement that, before long-term suspension, expulsion, or mandatory reassignment for 
disciplinary purposes can be invoked, the student has a right to a hearing, upon request, on 
the specified charges; 
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A description of the hearing procedures provided by this policy, along with procedures for 
appealing any decision rendered at the hearing. 
  
A statement that the Principal, legal counsel for the school, the student, the student’s 
parent, or the student’s representative or guardian has the right 
 

To examine the student’s academic and disciplinary records and any affidavits to be 
used at the hearing concerning the alleged misconduct; and 
 
To know the identity of the witnesses to appear at the hearing and the substance of 
their testimony; and 

 
A form on which the student, the student’s parent, or the student’s guardian may request a 
hearing, to be signed by such parties and delivered to the Principal or Superintendent in 
person or by registered or certified mail as prescribed in section 79-271 and 79-272; and  
 

When a notice of intent to discipline a student by long-term suspension, expulsion, or mandatory 
reassignment is filed with the Superintendent, the student may be suspended by the Principal until the date 
the long-term suspension, expulsion, or mandatory reassignment takes effect if no hearing is requested, or if 
a hearing is requested, the date the hearing examiner makes the report of his or her finding and a 
recommendation of the action to be taken to the Superintendent, if the Principal determines that the student 
must be suspended immediately to prevent or substantially reduce the risk of 
 

Interference with an educational faction or school purpose. 
 
A personal injury to the student himself or herself, other students, school employee, or school 
volunteers. 
 

Request for a Hearing Procedure  
If a hearing is requested within five school days after receipt of the notice as provided in section 79-268, the 
Superintendent shall appoint a hearing examiner who shall, within two school days after being appointed, 
give written notice to the Principal, the student, and the student’s parent or guardian of the time and place of 
the hearing. 
 
The hearing examiner shall be any person designated by the school District’s Superintendent, school Board 
or Board of Education, or counsel, if such person 
 

Has not brought the charges against the student, 
Shall not be a witness at the hearing, and 
Has no involvement in the charge. 
 

The hearing shall be scheduled within a period of five school days after it is requested, but the hearing 
examiner for good cause may change such time.  No hearing shall be held upon less than two school days’ 
actual notice to the Principal, the student, and the student’s parent or guardian, except with the consent of 
all parties. 
 
The Principal or legal counsel for the school, the student, and the student’s parent, guardian, or 
representative have the right to examine the records and written statements referred to in the Student 
Discipline Act as well as the statement of any witness in the possession of the School Board or Board of 
Education at a reasonable time prior to the hearing. 
 
Hearing Examiner Duties  
In addition to the other duties provided in the Student Discipline Act, the hearing examiner shall remain 
impartial throughout all deliberations.  The hearing examiner shall be available prior to any hearing held 
pursuant to the act to answer any questions the Principal, the student, or the student’s parent or guardian 
may have regarding the nature and conduct of the hearing. 
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Hearing - Not Requested  
If a hearing is not requested by the student or the student’s parent or guardian within five school days 
following receipt of the written notice, the punishment recommended in the charge by the Principal or his or 
her designee shall automatically go into effect upon the fifth school day following receipt of the written notice 
by the student or his or her parent or guardian. 
 
Hearing – Requested Within Thirty Days  
If a hearing is requested more than five school days but not more than thirty calendar days following the 
actual receipt of written notice, the hearing shall be held but the imposed punishment shall continue in effect 
pending final determination. 
 
Hearing – Who Can Attend  
The hearing examiner, the student, the student’s parent or guardian, the student’s representative, if any, and 
counsel for the school Board shall attend any hearing conducted pursuant to the Student Discipline Act, if 
the hearing examiner or Superintendent deems it advisable.  Witnesses shall be present only when they are 
giving information at the hearing.  The student may be excluded at the discretion of the hearing examiner at 
times when the student’s psychological evaluation or emotional problems are being discussed.  The 
student’s representative may be an attorney.  The hearing examiner may exclude anyone from the hearing 
when his or her actions substantially disrupt an orderly hearing. 
 
Hearing – Legal Counsel  
The school Board, acting through the Superintendent, may cause legal counsel to be present for the 
purpose of acting as the designee of the Principal or the purpose of advising the hearing examiner in the 
conduct of the hearing requested.  Any legal counsel who acts as the designee of the Principal in presenting 
the school’s case against the student shall not advise the hearing examiner on the conduct of the hearing or 
later advise administrators or Board members on the conduct of any appeal, but legal counsel may give 
advice on technical and procedural aspect of the school’s presentation and may advise the hearing 
examiner and Board as long as the legal counsel does not act as the Principal’s designee in presenting the 
school’s case. 
 
Hearing – Student’s Testimony  
At a hearing request, the student may speak in his or her own defense and may be questioned on his or her 
testimony, but he or she may choose not to testify and, shall not be threatened with punishment nor be later 
punished for refusal to testify. 
 
Hearing – Evidence on Student’s Conduct and Records  
At the hearing, the Principal shall present to the hearing examiner statements, in affidavit form, or any 
person having information about the student’s conduct and the student’s records but not unless such 
statement and records have been made available to the student or the student’s parent, guardian, or 
representative prior to the hearing.  The information contained in such records shall be explained and 
interpreted, prior to or at the hearing, to the student, parent, guardian, or representative, upon request, by 
the appropriate school personnel. 
 
Hearing – Rules of Evidence  
In conducting the hearing, the hearing examiner shall not be bound by the rules of evidence or any other 
courtroom procedure. 
 
Hearing – Witnesses  
The student, the student’s parent, guardian, or representative, the Principal, or the hearing examiner may 
ask a witness to testify at the hearing.  Such testimony shall be under oath, and the hearing examiner shall 
be authorized to administer the oath.  The hearing examiner shall make reasonable effort to assist the 
student of the student’s parent, guardian, or representative in obtaining the attendance of a witness. 
 
The student, the student’s parent, guardian, or representative, the Principal, or the hearing examiner has the 
right to question any witness giving information at the hearing. 
 
Hearing – Witness Immunity  
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Any person giving evidence by written statement or in person at a hearing shall be given the same immunity 
from liability as a person testifying in a court case. 
 
Hearing – Joint Hearing  
When more than one student is charged with violating the same rule and having acted in concert and when 
the facts are substantially the same for all such students, a single hearing may be conducted for such 
students as a group if the hearing examiner believes that a single hearing is not likely to result in confusion 
and that no student shall have his or her interests substantially prejudiced by a single student. 
 
Hearing –Report 
After a hearing, a report shall be made by the hearing examiner of his or her finding and a recommendation 
of the action to be taken, which report shall explain, in terms of the needs of both the student and the school 
Board, the reasons for the particular action recommended. Such recommendation may range from no 
action, through the entire field of counseling, to long-term suspension, expulsion, mandatory reassignment, 
or an alternative educational placement. 
 
A review shall be made of the hearing examiner’s report by the Superintendent, who may change, revoke, or 
impose the sanction recommended by the hearing examiner but shall not impose a sanction more severe 
than that recommended by the hearing examiner. 
 
The finding and recommendations of the hearing examiner, the determination by the Superintendent, and 
any determination on appeal to the governing body, shall be made solely on the evidence presented at the 
hearing or, in addition, on any evidence presented on appeal. 
 
Hearing – Final Disposition 
Written notice of the finding and recommendations of the hearing examiner and the determination of the 
Superintendent shall be made by certified or registered mail or by personal delivery to the student or the 
student’s parent or guardian.  Upon receipt of such written notice by the student, parent, or guardian, the 
determination of the Superintendent shall take immediate effect. 
 
Except as provided in subsections (3) and (4) of this section, the expulsion of a student shall be for a period 
not to exceed the remainder of the semester in which it took effect unless the misconduct occurred 
 

Within ten school days prior to the end of the semester, in which case the expulsion shall remain in 
effect through the second semester, or  
 
Within ten school days prior to the end of the second semester, in which case the expulsion shall 
remain in effect for summer school and the first semester of the following school year subject to the 
provisions of subsection (5) of this section.  Such action may be modified or terminated by the 
school District at any time during the expulsion period. 
 

The expulsion of a student for 
  

The knowing and intentional use of force in causing or attempting to cause personal injury to a 
school employee, school volunteer, or student except as provided in subdivision (3) of section 79-
267.  
 
The knowing and intentional possession, use, or transmission of a dangerous weapon, other than a 
firearm, shall be for a period not to exceed the remainder of the school year in which it took effect if 
the misconduct occurs during the first semester.  If the expulsion takes place during the second 
semester, the expulsion shall remain in effect for summer school and may remain in effect for the 
first semester of the following school year.  Such action may be modified or terminated by the 
school District at any time during the expulsion period. 
 

The expulsion of a student for the knowing and intentional possession, use, or transmission of a firearm, 
which for the purpose of this section means a firearm as defined in 18 U.S.C. 921 as of January 1, 1995, 
shall be for a period as provided by the school District policy adopted pursuant to section 79-263.  This 
subsection shall not apply to  
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The issuance of firearms to or possession of firearms by members of the Reserve Officers Training 
Corps when training or 
 
Firearms, which may lawfully be possessed by the person receiving instruction under the immediate 
supervision of an adult instructor who may lawfully possess firearms. 
 

Any expulsion that will remain in effect during the first semester of the following school year shall be 
automatically scheduled for review before the beginning of the school year.  The hearing examiner shall 
conduct the review after the hearing examiner has given notice of the review to the student and the 
student’s parent or guardian.  This review shall be limited to newly discovered evidence or evidence of 
changes in the student’s circumstances occurring since the original hearing.  This review may lead to a 
recommendation by the hearing examiner that the student be readmitted for the upcoming school year.  If 
the school Board or a committee of such Board took the final action to expel the student, the student may be 
readmitted only by action of the Board.  Otherwise the student may be readmitted by action of the 
Superintendent. 
 
Case Record  
The record in a case under the Student Discipline Act shall consist of the charge, the notice, the evidence 
presented, the hearing examiner’s findings and recommendations, and the action of the Superintendent.  
With respect to any appeal to a court of any subsequent appeal, the record shall consist, in addition, of any 
additional evidence taken and any additional action taken in the case. 
 
Appeal to the Board of Education  
The student or the student’s parent or guardian may, within seven school days following receipt of the 
written notice of the determination of the Superintendent, appeal the Superintendent’s determination to the 
school Board by a written request, which shall be filed with the secretary of the Board or with the 
Superintendent. 
 
A hearing shall be held before the school Board within a period of ten school days after it is requested, and 
such time for a hearing may be changed by mutual agreement of the student and Superintendent, except 
that the hearing may be held before a committee of the school Board of not less that three members.  Such 
appeal shall be made on the record, except that new evidence may be admitted to avoid a substantial threat 
of unfairness and such new evidence shall be recorded. 
 
 
Hearing – Board of Education Powers and Duties  
After examining the records and taking new evidence, if any, the Board of Education or the designated 
committee thereof may withdraw to deliberate privately upon such record and new evidence.  Any such 
deliberation shall be held in the presence only of Board members in attendance at the appeal proceeding 
but may be held in the presence of legal counsel who has not previously acted as the designee of the 
Principal in presenting the school’s case before the hearing examiner. 
 
If any questions arise during the deliberations, which require additional evidence, the deliberating body may 
reopen the hearing to receive such evidence, subject to the right of all parties to be present. 
 
The Board may alter the Superintendent’s disposition of the case if it finds the decision to be too severe but 
may not impose a more severe sanction. 
 
Hearing – Board Final Action 
Personally delivering or mailing shall evidence the final action of the Board by certified mail a copy of the 
Board’s decision to the student and his or her parents or guardian. 
 
2. CLASSROOM MANAGEMENT 
 
1. All students should have assigned seats and these should be indicated on a seating chart. 
2. Teachers are responsible for students assigned to them during a class period or study hall and 
should not leave the room and the students unattended or unsupervised. 
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3. Teachers will communicate classroom rules with the students and a copy of these rules will be filed 
with the Principal. 
4. Students should not be allowed to leave the classroom during the 1st half of the class period except 
in an emergency. 

  
 

3. GRADING 
 
Each teacher is responsible for maintaining their grade book in a neat and orderly manner.  Each page of 
the grade book should be labeled and related to a class roster.  This material must be turned in to the office 
at the end of the year.  Please consider this when maintaining these extremely important documents. 
 
Starting with school year 1997-98 it will no longer be acceptable to determine a students grade in a required 
class by his/her participation in a performance held outside the normal school hours.  All grades will be 
determined by the teacher using an appropriate procedure based on class objectives met by the student 
during the scheduled class time and the completion of all homework assignments. 
 
A number grade is assigned for all course work in grades 2-12.  A letter grade is assigned for all course 
work in grades K & 1st and Art, P.E. and Music for grades 2-5. 
 
College credit courses will be weighted on the students High School record according to Board Policy 
300.13. 
 
4. TESTING FOR GRADES 7 THROUGH 12 
 
Teachers are allowed but not required to give comprehensive quarter and semester tests in solid subjects 
(P.E., band, vocal and weight lifting are not considered solid subjects).   
 
Teachers will determine an appropriate way to measure student learning at the end of a grading period.  
Ideas could include but not be limited to the following:  Tests, Projects, Reports, Papers, Essays, etc…. 
The administration can agree with the teachers decision, or require a different plan be followed. 
 
5. ELIGIBILITY - LOCAL POLICY - GRADES 7-12 (600.23) 
 
Eligibility requirements will be determined by local eligibility policy on a weekly basis.  A student may 
become ineligible by having failing grade(s), by carrying an incomplete(s), or by a combination of failing 
grades and incomplete(s). Mathematical averages will be computed with the onset of each new semester.  
  
Mathematical averages, as they affect eligibility, will be determined beginning with the third Friday of each 
semester.  Teachers will submit failing/incomplete grades to the Principal by 12:00 noon beginning the first 
Monday following the third Friday of each semester, and each Monday thereafter.  Teachers may use 
discretion in identification of students with incompletes for the eligibility list.  Allowances may be made for 
students who are experiencing medical problems. 
  
The Principal's office will release the failing grades on Monday p.m. of each week.  This report will list 
students who are failing (below 70%) or incomplete.  A student will be ruled ineligible for seven (7) calendar 
days (Tues. - Mon.) when: 
  
A student is carrying a failing grade in one course during consecutive weeks, is carrying failing grades in 
two or more courses, is carrying an incomplete(s), or by a combination of failing grade(s) or incomplete(s).  
Mathematical averages will be computed anew with the onset of each new semester.  However, incompletes 
will carry forward from semester to semester, and thus, will affect eligibility. 
  
Ineligible students will, at the sponsor’s discretion, be allowed to attend activity practices, use practice time 
for study at school, or study at home. 
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Activities for which the above policy applies are: 
  
1.         Athletic contests 
2.         Cheerleading 
3.         Speech contests and clinics 
4.         Play production performances, contests, and clinics 
5.         Music competitions, clinics, and performances 
6.         Other activities deemed by the Principal to be appropriate 
  
Students with conditions which qualify them for special education intervention shall have the conditions of 
this policy adapted to requirements identified in the individual's IEP. 
 
6. ASSIGNMENT OF STUDENTS (200.02) 
 
The Principal shall determine the grade placement of all students, both current and new to their proper room 
or classes, and shall recommend to the Superintendent all special cases of promotion.  New students will be 
placed at the grade level as recommended by the previous school.  Chapter 13 students will be placed 
according to Board Policy 300.25. 
 
7. STUDENT ATTENDANCE 
 
Elementary teachers are responsible for recording and documenting elementary students' attendance 
(absences and tardies).   
 
Secondary teachers are responsible for recording and documenting attendance for each class taught.   
 
Each secondary teacher is responsible for monitoring each class period's tardies.  All tardies will be 
recorded on report cards. 
 
8. LIBRARY 

 
1. Library Passes 

 
A. Each library pass should indicate the student's purpose for going to the library. 
B. The librarian may request students to return to class when they have completed 

their tasks. 
C. Students should request to visit the library no more than once during a period. 
D. Students are not to come to the library to: 

1. Do make-up work 
2. Work in groups 
3. Make-up tests 
4. Do daily homework 
 

2. All books and other materials must be checked out if taken from the library: 
 
 1. Books - 2 weeks 
 2. Reference works - over night only 
 3. Vertical file and old magazines  - 2 weeks 
 4. Encyclopedias are not to be checked out 
 
3. QUIET PLEASE 
 
 The library is not a place to visit.  It is for quiet study. 
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9. LUNCH/NOON PROCEDURES 
 
Please escort your students to the lunchroom and remind your students that others are still in class and they 
are to pass quietly to and from the lunchroom.  Teacher aides may be used to assist teachers with 
lunchroom supervision. 
 
General Guidelines For The Lunchroom: 
 
1. All instructors and students who eat lunch here at the school are to eat in the lunchroom.  
Those who bring a lunch to school are to eat in the lunchroom also. Sack lunches or fast food is not to 
be brought in for anyone other than themselves. Student lunches are to be paid for in advance of their 
consumption.  (600.9) 
 
2. Students are to leave the area where they were seated as they found it.  Return trays and 
silverware to the proper area.  Have students check the area where they were seated to ensure that it is 
clean for the next person.  If someone spills, have them clean it up immediately! 
 
3. Students are not to leave the gym without permission. 
 
4. Students should move quietly and quickly through the halls when returning from lunch. 
 
5. Students should be supervised at all times anywhere about the building. 
 
6. Remember that every teacher is responsible for supervision.  If you see something happen or about 
to happen, please take care of it.  A lot of problems can be avoided if everyone works together. 
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HEALTH 
 
1. DRUG FREE SCHOOL AND COMMUNITY - EMPLOYEE POLICIES (700.01) 
 
A. Shelby-Rising City Public Schools is committed to providing an employment environment that is 
safe and provides appropriate motivation to ensure a creative and productive work force.  To this end, the 
District unequivocally endorses the philosophy that the work place should be free from the detrimental 
effects of illicit drugs, alcohol, and tobacco/nicotine products (including vapor/e-products). 
 
It is unlawful and, therefore, absolutely prohibited for any employee of the  District to engage in the unlawful 
possession, use, or distribution of illicit drugs and alcohol on school premises or as a part of any of the 
school's activities. 
 
DEFINITIONS 
 
As used in this policy, prohibition against the unlawful possession, use, or distribution of illicit drugs and 
alcohol on school premises or as a part of any of the school's activities shall mean, but not limited to the 
following: 
 
1. The possession, use, or distribution of any substance which is declared by the State of Nebraska or 
any other applicable law to be an illicit substance. 
 
2. The possession, use, or distribution of alcohol on school premises or as a part of any of the school's 
activities. 
 
3 As used herein, the term "school premises" shall mean any property whether owned, leased, or in 
other manner under the control of the Board of Education of the District. 
 
4. As used herein, the phrase "as a part of any of the school's activities" shall mean any activity or 
enterprise carried out in whole or in part under the auspices of the District. 
 
PROCEDURES 
 
1. All employees and each new employee will receive a copy of this policy. 
 
2. Each employee will acknowledge receipt of this policy and will sign such form acknowledging the 
District’s policy of absolutely prohibiting conduct as set forth in this policy, and further acknowledging that 
serious sanctions can and will be taken against an employee, including termination of employment and 
referral for prosecution for any failure to comply with the above-stated standards of conduct and further 
acknowledging that such compliance is mandatory, and further acknowledging that this policy is adopted 
pursuant to P.L. 101-226, 34 C.F.R., Part 86, and other applicable statutes, and will further  acknowledge 
that failure to comply with such federal requirements may put the District’s receipt of federal funds in 
jeopardy. 
 
3. In the event the employee does not understand the terms and conditions of this policy, it shall be the 
duty of the employee to ask for such points of clarification of the Superintendent of Schools or his designee 
at the time this policy is distributed to the employee.  If no question is directed by an employee to the 
Superintendent of Schools or his designee it shall be the legal position of the District to presume that the 
employee has understood and will abide by this policy. 
 
4. In the event of any non-compliance by any employee with this policy, it shall be the duty of the 
Superintendent of Schools or his designee to inform any employee not in compliance about any drug and 
alcohol counseling and rehabilitation and re-entry programs that are available to employees within fifty (50) 
miles of the administrative offices of the District.  If no such programs are available within 50 miles, then 
such other programs as may exist in the State of Nebraska shall be made known to such employee.  The 
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Superintendent or his designee shall maintain a list of such available services and shall from time to time 
update such list. 
 
5. Sanctions which may be taken against an employee for non-compliance with this policy may be any 
one or more of the following: 
 

a. An oral reprimand. 
b. A written reprimand. 
c. Suspension with pay. 
d. Suspension without pay. 
e. Termination of employment. 
f. Cancellation of employment. 
g. Non-renewal of employment. 
h. Referral to appropriate authorities for criminal prosecution. 
i. Mandatory enrollment in in-patient care or otherwise as a term and condition to any 

continuing employment by the District. 
j. Mandatory enrollment in any training programs that are or may be provided by the District or 

others relating to any of the activities prohibited by this policy. 
 

6. Disciplinary action sought to be imposed by the Superintendent or his or her designee shall be 
carried out in accordance with the established policies of the District.  However, nothing in this policy shall 
be construed to vest any right in any employee beyond that required by law and the manner in which each 
case shall be handled shall be in the sole discretion of the Superintendent of his designee subject to the 
Superintendent's approval, provided only that such action shall be carried out within the bounds of 
applicable law. 
 
7. Conviction of an employee of the District of any criminal statute relating to the unlawful use, 
possession, or distribution, of any controlled substance or alcohol, may result in disciplinary action being 
taken against such employee.  When such conviction shall come to the attention of the Superintendent or 
other officials of the District, any employee convicted as above described may be disciplined in any manner 
provided by statute, the contract of the employee, any existing policy of the District or any other applicable 
body of law.  As used herein "applicable body of law" shall mean, but shall not be limited to, state and 
federal statutes, state and federal regulations, and any applicable case law. 
 
8. As an alternative to discipline or as a concurrent requirement to the disciplinary action less severe 
than the maximum disciplinary action that may be carried out against an employee as referred to in the 
immediately preceding paragraph, the District, by and through its Superintendent or his designee may 
require the employee to successfully finish a drug abuse program.  As used herein, the term "drug abuse 
program" shall mean a drug abuse program sponsored by an approved private governmental institution.  
The Superintendent or his designee may require the employee to provide the Superintendent or his 
designee written documentation satisfactory to the Superintendent or his designee that the employee has 
successfully finished such program.  If aftercare is recommended by such institution, then the 
Superintendent or his designee in his sole discretion may require the employee to enroll such aftercare 
program and to participate in a manner satisfactory to the provider of such aftercare program.  The 
Superintendent or his designee may require an employee to participate in aftercare in the same manner and 
under the same terms as may be required by the Superintendent or his designee.  The Superintendent or 
his designee may require ongoing reporting of such participation as a term and condition of continuing 
employment by such employee at the District. 
 
9. It shall be the policy of the District to require an employee who has been charged or convicted of a 
violation of any statute as hereinabove referred to in this policy to report such charge or conviction to the 
Superintendent or his designee.  Any information received pursuant to this policy may be used in any lawful 
manner.  Any employee having concerns about an admission hereunder constituting self-incrimination shall 
bear the burden of seeking his or her own legal advice regarding any such potential self-incrimination. 
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B. ACKNOWLEDGMENT OF UNDERSTANDING AND RECEIPT OF BOARD STANDARDS AND 
POLICIES PROHIBITING THE UNLAWFUL POSSESSION, USE, OR DISTRIBUTION OF ILLICIT DRUGS 
AND ALCOHOL ON THE SCHOOL PREMISES OR AS A PART OF ANY OF THE SCHOOL'S 
ACTIVITIES. 
 
  (See Signature Page) 
 
 C. It shall be the policy of Shelby-Rising City Public Schools to review biennially its entire 
program pertaining to the prevention of the use of illicit drugs and the abuse of alcohol by students and 
employees to determine the effectiveness of the program and to implement such changes to the program as 
are deemed needed. 
 
 The Superintendent shall undertake such study as is deemed appropriate to determine whether the 
program of the District as hereinabove referred to is accomplishing its intended goals.  If the Superintendent 
determines that changes are necessary or desirable in the program, the Superintendent shall, on or before 
the regular July meeting of the Board of Education, present to the Board of Education such changes as are 
proposed by the administration in the program of the District. 
 
 D. It shall be the policy of Shelby-Rising City Public Schools District No. 72-0032 to require the 
Superintendent of Schools to keep a statistical report of all violations of the District’s policies and programs 
prohibiting the unlawful possession, use, or distribution of illicit drugs and alcohol by students and 
employees on the school District’s property or as a part of any of the District’s activities.  The 
Superintendent shall at least annually provide a report to the Board of Education consisting of at least the 
following: 
 
 

1. The date and nature of any incidents of non-compliance with the District’s policies pertaining 
to the unlawful possession, use, or distribution of illicit drugs and alcohol by students or 
employee. 

 
2. The nature of any sanction carried out against any such person in violation of such policies. 
 
3. A brief description of any treatment, counseling, or rehabilitation that any such individual in 

violation of any such policy shall have undertaken and whether such undertaking was 
voluntary or involuntary. 

 
2. EMERGENCY CARE AND PRECAUTIONS (700.04) 
 
1. When a student becomes seriously ill or is seriously injured in an accident emergency treatment will 
be sought at the discretion of the attending school personnel.  The parents of the child will be notified as 
soon as possible, as most medical providers require parental permission for treatment.  All student 
accidents must be reported to the office at the earliest possible time.  Teachers/Sponsors shall document, in 
writing all student injuries. 
 
2. Substitution for parent - Each year parents should be asked to give the name of at least one person, 
other than themselves, who may be called upon to take care of an ill or injured child in case the parent 
cannot be reached.  This information is to be recorded on the student's information card. 
 
3. Designation of Physician - The parent should also authorize and designate a physician to be called 
when one is urgently needed.  This is a protection for both the school and the student.  This authorization is 
given on the student's information card. 
 
4. Dismissal for Illness or Injury - No ill or injured student should be sent home unaccompanied without 
parents’ permission.  In serious cases, the parent or designated person should be asked to take the student 
home.  If this is not possible, some responsible adult from the school should be delegated by the Principal to 
take the student home.  In less serious cases, an older child of the same family may be permitted to 
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accompany the student provided the permission of the parent or the person designated by the parent has 
been received. 
 
Emergency Response to Life-Threatening Asthma or Allergic Reaction 
 
If a breathing emergency occurs trained staff will respond using the protocol approved by the Nebraska 
State Board of Education and Attack on Asthma Nebraska. This protocol "Emergency Response to Life-
Threatening Asthma or Systemic Allergic Reactions" will be signed-yearly by a local physician. A minimum 
of three staff members designated by the administration and the school nurse will receive training on 
emergency protocol. Members of the response team must be certified in CPR. The protocol will be used by 
trained staff during regular school hours. Emergency equipment and medications will be available in the 
school. The school nurse will maintain the emergency box by checking medications and reorder when 
expiration occurs. Students with known asthma or anaphylaxis will have Asthma action plans on file at 
school. Any parent not wanting a student to receive treatment under the protocol must notify the school in 
writing. 
 
3. CHILD ABUSE (700.07) 
 
CHILD.  Any person under 18 years of age. 
 
ABUSE OR NEGLECT.  Knowingly, intentionally, or negligently causing or permitting a minor child or an 
incompetent or disabled person to be (1) placed in a situation that endangers his or her life or physical or 
mental health; (2) cruelly confined or cruelly punished; (3) deprived of necessary food, clothing, shelter or 
care; (4) left unattended in a motor vehicle, if such child is six years of age or younger; or (5) sexually 
abused. 
 
REPORTING PROCEDURE 
 
1. Any teacher or other school employee who suspects that a child has been abused and/or neglected 

shall report this immediately to the building Principal. 
 
2. The building Principal shall investigate the incident and determine whether a report shall be made 

by the Principal to the County Office of Social Services. 
 
3. If the safety or well-being of the child is in jeopardy, the report shall be made immediately to the 

Polk County Sheriff's Department. 
 
4. The report shall be made as soon as possible by telephone and should be followed by a written 

report as required by law. 
 

a. The report to authorities shall contain the following information: 
(1) name and position of reporting person; 
(2) name, address, and age of abused or neglected person; 
(3) address of the person or persons having custody of the abused or neglected person; 
(4) the nature of the concern of the reporting official, including all relevant information 

available. 
 

5. School employees shall not contact the child's family or any other persons to determine the cause of 
the suspected abuse or neglect.  Neither does the school employee have the responsibility to prove 
that the child has been abused or neglected, or to determine whether the child is in need of 
protection. 

 
4. COMMUNICABLE DISEASE PREVENTION 
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Prevention consists of the following two components:  prevention of the disease and control of the spread of 
the disease to others. 
 
School District Policy shall follow State Health guidelines to prevent and control the spread of diseases. 
 
The school Principals or their designee shall be responsible for the implementation of the following: 
 

Education and health counseling 
 

Immunizations (NAC 173 Chapter 3 – Nebraska Health and Human Services/Control of Communicable 
Disease – Chapter 3) For the purpose of complying with the requirement of immunizations, all students (K-
12) will be immunized against the following diseases: 

 
Beginning July 1, 1999  (1999 – 2000 School Year) for students enrolling for the first time (entering 
kindergarten and transfers from out of state)   

 
Three (3) doses of Hepatitis B vaccine 
Two (2) doses of MMR vaccine 
Three (3) doses of DTP, DtaP, TD or Dt with at least one dose given on or after the 4th 

birthday. 
Polio - minimum of three doses of either oral polio vaccine (OPV) or inject able polio vaccine 

or a combination of the two types of polio to comprise a total of 3 doses. 
 

Beginning on July 1, 2000 (2000 – 2001 School Year) all 7th grade students will be required to have: 
 

Three (3) doses of Hepatitis B Vaccine 
Three (3) doses of DPT Vaccine 
Three (3) doses of Polio Vaccine 
Two (2) doses of MMR Vaccine 
Two (2) doses of Varicella Vaccine 

 
Beginning on July 1, 2001 (2001-2002 School Year) all students grades K-12 will be required to 
have: 
 

Two (2) doses of MMR Vaccine 
 

Transfer Students – All transfer students from outside the State of Nebraska, regardless of grade, must 
have the following prior to entering school: 
 

Three (3) doses of DtaP, DTP, DT or Td Vaccine, one given on or after the 4th birthday. 
Three (3) doses of Polio Vaccine 
Two (2) doses of MMR Vaccine, given after 12 months of age and separated by at least one month. 
Three (3) doses of Hepatitis B Vaccine 
 

Procedures for non-chronic communicable conditions 
 

Students with suspected non-chronic infectious disease may be excluded from school during the course 
of the illness. 
 
A student exhibiting any of the following symptoms may have an infectious illness and may be excluded 
from school until the nature of the illness is known: 

 
Fever, flushed face, headache, muscle/joint aches, stomach ache, nausea, diarrhea, unexplained 
skin eruptions, sore throat, inflamed eyes, loss of appetite, and unexplained tiredness. 
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Students who have a fever of 1000 F or higher will be sent home. Any student whose body 
temperature has not remained under 1000 F for 24 continuous hours will not be readmitted to 
school. 

 
Students who become ill enough to vomit will be sent home. 

 
No student who has been sufficiently ill to vomit at home or at school will not be admitted to 
school for twenty-four (24) hours following the last vomiting episode.   

 
If the vomiting is due to excessive heat or other, causes not related to illness, the 
student may remain at school or return to school in less than twenty-four (24) hours 
following a vomiting episode.  
 
The judgment as to whether the vomiting was due to illness or other causes shall be 
within the sole discretion of the classroom teacher or other appropriate person such as 
a school nurse, Principal, or the Superintendent or the designee of any such person. 

 
Any student who has strep throat should be on antibiotics for an entire twenty-four (24) hours 
before returning to school. 

 
Students with chicken pox should be kept home until all poxs has dried crusts and present no 
danger of communicability, contagion, or other medical concern. 

 
Students with a confirmed infectious disease may be allowed to attend school with a physician’s 
documentation that the disease is not in an infectious state. 
 
A student with skin diseases such as scabies, ringworm, impetigo, etc. may be excluded until proof of 
treatment is provided to the Principal or school nurse. 
 

A student with ringworm may return to school as soon as anti-fungal treatment has begun if other 
appropriate medical measures, which may be required, have been carried out for the student. 

 
Students who are found to be infected with lice and/or nits will be sent home and will not be readmitted until 
treated.  
 
School administrators or nurse may exclude students from school for other communicable conditions based 
on the exclusion guidelines provided by the Nebraska Department of Health Contagious and Infectious 
Disease Chart. 
 
 
 
 
 
5. BLOODBORNE PATHOGENS 
 
It shall be the policy of the Shelby-Rising City Public Schools District No. 72-0032 to adopt an Exposure 
Control Plan for the purpose of eliminating or minimizing employee exposure to job related risks associated 
with bloodborne pathogens.  It is the further purpose of this policy to provide a legal and structural 
framework in which the administration shall develop procedures and practices for purposes such as, but not 
limited to, identifying employees with occupational exposure risks from bloodborne pathogens, informing 
such employees of such risks, informing such employees of their rights, implementing methods of record 
keeping, and implementing practices to minimize or eliminate, where possible, risks to employees from 
bloodborne pathogens. 
 
6. MEDICATION IN SCHOOL 
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Children with chronic illnesses and conditions are attending school regularly and may require medication 
administration during the school day.  The following guidelines provide school officials, parents, guardian, 
and educational personnel with the guidance appropriate toward reasonably meeting the goal of safe and 
proper administration of medication in school. 
 
No medication shall be administered by school personnel, whether prescription or over-the-counter, unless a 
medication permission form as provided for in this policy, as well as all other requirements of this policy, 
have been met.  
 
Shelby-Rising City Public Schools claims no dominion on the prescribing, handling, and administration of 
medications.  The ultimate responsibility for medical needs rests with the family and their physician. 
 
When a student must take a medication (non-prescription or prescribed by a duly licensed physician) under 
the supervision of school personnel during the hours the student is in school, the following procedures are to 
be adhered to: 
 

Prescription medication provided by the parent/guardian must be in a properly labeled container 
dispensed by a pharmacy.  Pharmacists will provide two containers; one labeled for school, the 
other for home use. 
 
Any non-prescription medication such as Tylenol or cough syrup must be in original containers. 
 
Only one week’s supply of medication shall be brought at a time, unless otherwise indicated by the 
parents or attending physician. 
 
The medication shall be stored in a locked container whenever possible.  The container may be in 
the Principal’s office, in the classroom, or in the school nurse’s office, at the discretion of the 
Principal. 
 
A form will be provided for the recording of medication administration.  The form should contain the 
following: 
 

Student’s name,  
Grade,  
Name of medication,  
Dose,  
Time to be given  
Amount remaining, and  
Signature/initials of school personnel administering medication. 
 

Parent/guardian written medication permission slip must be renewed annually. 
 
If the medication regime changes during the school year, it is the responsibility of the parent/guardian to fill 
out a new medication permission slip and provide it to the school. 
 
If a medication is completed as ordered and at a later time (regardless how short) is restarted, a new permit 
is required. 
 
It is the responsibility of the professional staff to assist in administration of medications and medical 
procedures as per policy.  That responsibility does not extend to informing the student when the medicine 
needs to be administered or the medical procedure initiated.  It is the sole responsibility of the 
student/parent to inform the professional staff member when such medical attention needs to be initiated on 
each occasion that assistance is required. 
 
Shelby-Rising City Public Schools cannot and does not assume responsibility for medications, which are in 
the possession of students.  The parent/legal guardian is to collect and dispense with any unused, 
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discontinued, or out-dated prescription or nonprescription student medications.  With parental permission, 
the Principal or school nurse may collect and destroy any student medications of which they are aware that 
are unused, discontinued, or out-dated. 
 
The Principal or school nurse may collect and, with parental permission, destroy any student medications of 
which they are aware that are unused, discontinued, or out-dated.  
 
It shall be the policy of the school to permit possession and administration of medications only by persons 
who have attended and satisfactorily completed the Medication Aid Class.  The School District assumes no 
liability of any kind for medications possessed or administered by any other person. 
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SPECIAL SERVICE 
 
1. PERFORMANCE REPORTING (300.18) 
 
RATIONALE: 
 
The Shelby-Rising City Public Schools system exists to educate the youth of the District so that they may 
take their places as productive citizens.  It is appropriate that the parents and the patrons of the school 
District periodically be provided information about student and school performance.  The residents of the 
District furnish much of the financial support for the operation of the schools.  They also have great interest 
in being assured that future generations are properly educated to provide for their personal development, to 
contribute to the culture of the community, and to be productive members of society.  Reporting of student 
and school performance will provide this assurance and should enhance public support of the schools. 
 
POLICY: 
 
The Principal, with approval of the Superintendent, will annually prepare and distribute to the Board and the 
general public a written report which describes the school's success in meeting local goals.  The report will 
include a summary of results of the following assessment or studies required by Rule 10, Regulations and 
Procedures for the Legal Operation of Schools.  The report shall be prepared and presented on or before 
the September Regular Board of Education Meeting. 
 
1. A standardized norm-referenced assessment instrument given at specified grade levels. 
 
2. Criterion referenced assessment(s) in reading, writing, and mathematics. 
 
3. Follow-up of high school graduates (minimum of once every three years). 
 
4. A learning climate assessment  (minimum of once every two years) 
 
5. School system demographics as they relate to student numbers and distribution. 
 
All test scores will be kept confidential and no identification of individual students will be made.  If there are 
fewer than five students in the grades being reported, a grade level report will not be provided. 
 
THE PURPOSE FOR PERFORMANCE REPORTING 
 
The chief purpose of reporting performance results is to provide information to the local community about 
the conditions and progress being made in the local school and to determine if change is needed.  A 
performance report should detail the success the school is having in meeting its stated purposes and goals 
and thus in meeting the educational needs of its students.  Such information should provide a benchmark 
from which to improve educational quality as well as identify areas for improvement.   
 
The report will be concise and simple.  Only that information which is judged to be of interest to the general 
community should be included.  Annual reports should be kept simple, yet convey key information to the 
community members. 
 
1. Beginning in September 91, the Principal of the Shelby-Rising City Public Schools will submit to the 

Board of Education a report for the just completed school year.  Information for the report will be the 
result of data gathered by the school Principals, Guidance Director, Teachers.  It shall be presented 
to the Board at the Regular September Board Meeting. 

 
2. STANDARDIZED NORM-REFERENCED TESTS: Standardized norm-referenced tests give 

information about how students in a given class, school, or school system perform in relation to the 
national, state, or regional norm group, they may provide decision makers with information about the 
curriculum that is being used or the effectiveness of instruction. 
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The guidance counselor will make provisions for administrating the norm-reference test each year to 
students in specified grade levels.  The results of the test will be given individually to parents or guardians of 
the children.  The results will be explained to the students.  The composite score for the grade will be 
published every year in the report to the Board of Education and in the parent newsletter or newspaper. 
 
3. CRITERION-REFERENCED ASSESSMENT INSTRUMENTS: Criterion-referenced tests are a 

measure of achievement assessed against specific outcomes that are to be achieved.  Criterion-
referenced standards start with what is to be learned and what is the acceptable level of 
performance.  Mastery tests are one example of criterion-referenced assessment instruments where 
the criterion of success is to be at or near 100% on each indicator of competency. 

 
The Principal and Guidance Counselor will schedule the Nebraska Assessment Battery of Essential 
Learning Skills beginning at grade 5 and are to be completed to the satisfaction of the Principal at grade 8.  
Each year the Guidance Director will report the number of students who have completed the test at a 100% 
level.  This information will be placed in the yearly report. 
 
4. SCHOOL CLIMATE: The climate of the school will be evaluated on odd number years.  The 

Principals of the school will determine the procedure that will be used to indicate the attitude for 
learning within the school.  A written report will be submitted and placed in the yearly report.  This 
maybe in the form of oral survey, opinionaries, interview, compiling of comments, etc. 

 
5. FOLLOW-STUDY OF GRADUATES:  The Guidance Director will make a follow up study of Shelby-

Rising City High School graduates and dropouts every third year.   The study will include a three 
year period.  This information will be placed in the yearly report. 

 
2. GUIDANCE SERVICES (300.19) 
 
The guidance program shall be an integral part of the total program of instruction. 
 
The major objective of the guidance program is to help each child make the best of his or her educational 
opportunities toward a normal, useful, and happy life. 
 
The guidance program shall be directed toward the growth and improvement of all pupils in the school, 
recognizing, however, that some pupils are in greater need of individual guidance than others. 
 
The guidance program shall attempt to provide for each pupil a sense of belonging, self-respect, emotional 
security, achievement and recognition.  The program shall also endeavor to help the student develop an 
appreciation and understanding of the world in which he or she lives by providing a classroom and school 
environment in which effective learning and good behavior take place. 
 
The guidance program shall provide a positive program of correction and prevention of antisocial behavior of 
pupils.  It shall aim to provide a sense of responsibility and self-respect in students. 
 
DUTIES OF THE GUIDANCE COUNSELOR 
 
The following are the basic and distinct counselor functions of the school's guidance department: 
 
1. Planning and development of the guidance program - In planning and development of the guidance 

program, the school counselor: 
 

A. Assists in defining objectives of the program. 
B. Identifies the guidance needs of pupils. 
C. Assists in developing plans of action. 
D. Coordinates various aspects of the program in a meaningful sequence of guidance services. 
E. Assists in continued guidance program planning and curriculum development. 
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F. Evaluates the program and assists other members of the school staff in evaluating their 
contributions to guidance services. 

 
2. Counseling - In a counseling relationship, the counselor: 
 

A. Assists the pupil to understand and accept himself/herself as an individual, thereby making 
it possible for the pupil to express and develop an awareness of his/her own ideas, feelings, 
values, and needs. 

B. Furnishes personal and environmental information to the pupil, as required, regarding 
his/her plans, choices, or problems. 

C. Seeks to develop in the pupil a greater ability to cope with and solve problems and an 
increased competence in making decisions and plans for which he/she and his/her parents 
are responsible. 

 
3. Pupil appraisal - In pupil appraisal, the school counselor: 
 

A. Coordinates the accumulation of meaningful information concerning pupils as needed, 
through such means as interviews, standardized test scores, academic records, and 
personal data forms. 

B. Coordinates the organization and maintenance of confidential files of pupil data. 
C. Interprets pupil information to pupils, parents, teachers, administration, and others 

professionally concerned with the pupil. 
D. Identifies pupils with special abilities and needs. 
 

4. Educational and occupational planning - In efforts to provide pupils and parents with an 
understanding of the pupil as an individual in relation to educational and occupational opportunities 
for his/her optimal growth and development and to promote self-direction of the pupil, the counselor: 

 
A. Assists the pupil and his/her parents in relating the pupil's interests, aptitudes, and abilities 

to current and future educational and occupational opportunities and requirements, long-
range educational plans, and choices. 

B. Collects and disseminates to pupils and parents information concerning careers, 
opportunities for further education and training, and school curricular offerings. 

C. Assists pupils and parents in understanding procedures for making applications and 
planning for financing the pupil's educational goals beyond high school. 

D. Assists pupils in obtaining information about educational and occupational opportunities in 
the military service. 

E. Consults with school administrators and members of the school faculty relative to the 
curricular offerings which will meet the abilities, interests, and needs of pupils. 

F. Assists in the educational and occupational planning of pupils who have withdrawn or who 
have been graduated from the school. 

 
5. Referral Work - Recognizing his/her own limitations to provide total service, the counselor: 
 

A. Assists pupils and parents who need such services to be aware of and to accept referral to 
other specialists in pupil personnel services and community agencies. 

B. Maintains a close working relationship in referrals to other specialists in pupil personnel 
services. 

C. Identifies community referral agencies and their services. 
D. Identifies pupils with special needs which require the services of referral sources. 
E. Provides a follow-up referral agency recommended to help the pupil and/or family work 

through the problems. 
F. Encourages the development and/or extension of community agencies for handling pupil 

referrals. 
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6. Placement - The counselor's role in providing placement services for individual pupils involves 
assisting them in making appropriate choices of school subjects and courses of study in making 
transitions from one school level to another, one school to another, and from school to employment. 

 
A. Helps pupils and parents to make a long-range plan of responsibility for periodical review 

and revision of such plans according to need as shown by such factors as changes in the 
curriculum, pupil appraisal data, school achievement, the pupil’s maturity, and new goals. 

B. Plans with administrators and teachers (1) to provide appropriate classroom placement for 
pupils with special abilities or disabilities and (2) to establish procedures for their 
development. 

C. Furnishes pupil data to the receiving school when a pupil transfers, obtains pupil data for 
new pupils and gives individual pupil data to educational and training institutions, 
prospective employers, and employment agencies only upon written permission from parent 
or student. 

 
7. Parent Help - Through individual or group conferences the counselor: 
 

A. Assists parents in developing realistic perceptions of their children's aptitudes, abilities, 
interests, attitudes, and development as related to educational and occupational planning, 
school progress, and personal social development. 

B. Provides parents with information about school policies and procedures, school course 
offerings, educational and occupational opportunities and requirements, and resources that 
can contribute to the fullest development of their children. 

 
8. Staff Consulting - In staff consulting the counselor: 
 

A. Shares appropriate individual pupil data with staff members, with due regard to 
confidentiality. 

B. Helps teachers to identify pupils with special needs or problems and keeps teachers 
informed of developments concerning individual pupils which might have a bearing upon the 
classroom situation. 

C. Assists teachers in providing group guidance experiences for pupils. 
D. Provides materials and information concerning such matters as the characteristics and 

needs of the pupil population, follow-up studies, and employment trends for use in 
curriculum study and revision. 

 
9. Local Research - The counselor conducts or cooperates with others in conducting studies in areas 

such as the following: 
 
 A. Follow-up of graduates or pupils who have withdrawn. 
 B. The use of records and pupil personnel data. 

C. Aids the Principal in development of the annual performance report. 
 
10. Public Relations - In discharging his/her responsibility in public relations, the school counselor: 
 

A. Participates in programs of civic organizations and other community groups. 
B. Prepares or furnishes information for articles in school community publications. 
 

11. In addition, the counselor shall: 
 

A. Be responsible for the guidance and counseling program of the entire school system, K-12. 
B. Plan and administer the total K-12 testing program. 
C. Assist the Principal with the registration of all students, helping to determine proper 

placement into classes. 
D. Identify and promote the acquisition of all available scholarships for students. 
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3. STAFFINGS, I.E.P. MEETINGS, M.D.T MEETINGS ETC. 
 
State Law, through rule 51, requires that the "child's regular teacher(s)" play a participatory role in such 
educational Special Education conferences as listed and identified by local District administrators. 
 
The Shelby-Rising City Public Schools Board of Education views regular teacher participation in such 
conferences as a legal and educational necessity.  Further, the Board of Education views such regular 
teacher participation, as defined by its administrative staff, as part of the complete teaching role.  Teachers 
shall conform to the necessary attendance and participation criteria as established by its administrative staff.  
The legal definition of "resource" programs centers on the concept of a "collaborative" effort between the 
classroom teacher, Special Ed. teachers, and other necessary staff to provide a "teaming model" for the 
I.E.P. development of identified students.  Special service teachers (Resource, Special Ed., Chapter I, 
Speech, Counseling, PT, OT) bear no greater responsibility for this effort than does the classroom teacher.  
This "collaborative effort" is required in state and federal statute, and is to be supported at the local level. 
 
*This policy is based upon Title 92, Chapter 51, Sections 006.03 and 006.04 and 007.05. 
 
Attendance is mandatory for teachers at any Special Education staffing (Multi-Disciplinary Team Meeting, 
Student Assistance Team Meeting, Individualized Education Plan Meeting, etc.) which involves his/her 
students. 
 
Absence from Special Education staffings may be pre-excused by the Principal for professional or medical 
reasons.  Other absences may be excused on a case-by-case basis. 
 
Some examples of professional reasons which may be excused include: 
 
  Coaching (if assistants cannot adequately cover the activity) 
  Driving a bus 
  Meeting with another parent 
  Administratively approved in-service 
 
Some examples of medical reasons which may be excused include: 
 
  Illness when the teacher is not in school 
  Scheduled medical appointments 
  Medical emergencies 
 
Some examples of reasons which may NOT be excused: 
 

Cosmetic appointments 
Attendance at a school event as a spectator 
Other personal business that can be transacted with ease at another time 

 
In the event that a teacher must be absent, arrive late or need to depart early from a staffing, IEP, or MDT 
meeting, the following procedure must be adhered to: 
 

1. Obtain permission to be excused from the Principal or administrator attending the staffing. 
2. Notify the appropriate special education teacher and complete documentation/input for use 

at the team meeting. 
 

When a teacher is in attendance at a Special Education staffing, the following guidelines should be followed: 
 

1. Provide pertinent data concerning the student including grades, behaviors, strengths, 
weaknesses, and recommendations. 

2. Obtain data which will aide the teacher in providing services to adhere to the I.E.P. 
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3. Arrive on time and remain in attendance until the conclusion of the conferences, unless 
previously excused. 

4. Be an active participant in the above process providing positive suggestions for helping the 
student and not just passively attending. 

5. Be sure to be a contributing member to the group process of which you are a key part. 
6. Be sure to view the student being discussed as an individual who is to be taught by a 

number of professionals both inside and outside the regular classroom. 
7. Guard against the temptation of viewing the student and his/her time as "yours" even 

though the majority of his/her time is spent in the regular classroom. 
8. Be cooperative in scheduling pull out times or allowing the remedial staff into the classroom. 
9. When involved in staffings, I.E.P. conferences, etc. Be sure to be on time, and participate in 

the entire conference unless an emergency arises.  Leave a positive impression of the 
teacher’s with the parent and/or your Principal. 

10. Most of all, remember that the staffing process, as it relates to identified handicapping 
conditions of students, is everyone's responsibility. 

 
4. SAT 
 
THE PURPOSE OF THE STUDENT ASSISTANCE TEAM (SAT) 
 
The SAT shall be a team of persons within the District or within a building in the District who utilizes problem 
solving and intervention strategies to assist the teacher in the provision of general education.  The Student  
Assistance Team will meet regularly unless it is determined that a special meeting will be called.  Each SAT 
Team will be headed by the building principal.  The Superintendent is the Section 504 Coordinator. 
 
Permanent members of the team include: 
 
High School    Middle School    Elementary  
 
High School Guidance Counselor Middle School Counselor Elementary Guidance Counselor 
Special Education Teacher  Special Education Teacher Special Education Teacher 
High School Principal   Middle School Principal  Elementary Principal 
 
Two secondary teachers and two elementary teachers will be a part of their respective teams.  One 
secondary and one elementary teacher will be replaced each year.  In Section 504 cases, regular classroom 
teachers will be required to attend meetings at the request of the 504 Coordinator. 
 
--All personnel can refer a student to the SAT Team for 504 services. 
 
 
 
5. SPECIAL EDUCATION POLICY (300.15) 
 
FREE APPROPRIATE PUBLIC EDUCATION: 
 
Shelby-Rising City Public Schools ensures that a free appropriate public education is available to all children 
with disabilities from birth through the school year in which the student reaches 21 years of age, including 
children who have been suspended or expelled from school. 
 
The requirement to provide a free appropriate public education does not apply with respect to children aged 
18-21 to the extent that State law does not require that special education and related services be provided 
to children with disabilities who, in the educational placement prior to their incarceration in an adult 
correctional facility were not actually identified as being a child with a disability under the IDEA or did not 
have an IEP under Part B of the IDEA. 
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CHILDFIND: 
 
All children with disabilities residing in Shelby-Rising City Public Schools, including children with disabilities 
attending non-public schools, regardless of the severity of their disabilities, and who are in need of special 
education and related services, are identified, located, and evaluated and a practical method is developed 
and implemented to determine which children with disabilities are currently receiving needed special 
education and related services. 
 
IDENTIFICATION, EVALUATION AND VERIFICATION: 
 
Shelby-Rising City Public Schools ensures that children with disabilities are evaluated in accordance with 92 
NAC 51-006. 
 
INDIVIDUALIZED EDUCATION PROGRAM: 
 
Shelby-Rising City Public Schools ensures that an individualized education program (IEP), or an 
individualized family service plan (IFSP) is developed, reviewed, and revised for each child with a disability 
in accordance with 92 NAC 51-007. 
 
LEAST RESTRICTIVE ENVIRONMENT: 
 
To the maximum extent appropriate, children with disabilities, including children in public and nonpublic 
institutions or other care facilities, are educated with children who are not disabled, and special classes, 
separate schooling, or other removal of children with disabilities from the regular educational environment 
occurs only when the nature or severity of the disability of a child is such that education in regular classes 
with the use of supplementary aids and services cannot be achieved satisfactorily. 
 
PROCEDURAL SAFEGUARDS: 
 
Shelby-Rising City Public Schools ensures that children with disabilities and their parents are afforded the 
procedural safeguards required in 92 NAC 51-009.  
 
Procedures to ensure that testing and evaluation materials and procedures utilized for the purposes of 
evaluation and placement of children with disabilities will be selected and administered so as not to be 
racially or culturally discriminatory. Such materials or procedures shall be provided and administered in the 
child's native language or mode of communication, unless it clearly is not feasible to do so, and no single 
procedure shall be the sole criterion for determining an appropriate educational program for a child. 
 
CONFIDENTIALITY: 
 
Shelby-Rising City Public Schools complies with the requirements contained in 92 NAC 51-009 relating to 
the confidentiality of records and information. 
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TRANSITION FROM EARLY INTERVENTION SERVICES TO PRESCHOOL PROGRAMS: 
 
Children participating in early intervention programs assisted under Part C of the Individuals with Disabilities 
Education Act, who will participate in preschool programs assisted under Part B of the Individuals with 
Disabilities Education Act will experience a smooth and effective transition to those preschool programs in a 
manner consistent with 92 NAC 51. By the third birthday of the child, an IEP will be developed and 
implemented for the child. The Shelby-Rising City Public Schools will participate in transition planning 
conferences arranged for the child. 
 
 
CHILDREN IN NONPUBLIC SCHOOLS: 
 
CHILDREN ENROLLED IN NONPUBLIC SCHOOLS BY THEIR PARENTS: 
 
To the extent consistent with the number and location of children with disabilities who are enrolled by their 
parents in nonpublic elementary and secondary schools, provision is made for the participation of those 
children in special education and related services in accordance with the requirements contained in 92 NAC 
51. 
 
Shelby-Rising City Public Schools policy relating to child find activities applies with respect to children with 
disabilities who are enrolled in nonpublic, including parochial, elementary and secondary schools. 
 
CHILDREN PLACED IN OR REFERRED TO NONPUBLIC SCHOOLS BY THE SCHOOL DISTRICT: 
 
Children with disabilities in nonpublic schools and facilities are provided special education and related 
services in accordance with an individualized education program, at no cost to their parents, if the child is 
placed in, or referred to nonpublic schools or facilities by Shelby-Rising City Public Schools as a means of 
carrying out the requirements of IDEA or any other applicable law requiring the provision of special 
education and related services to all children with disabilities. Children served by nonpublic schools or 
facilities as a result of a referral by the Shelby-Rising City Public Schools will have all the rights they would 
have if served by the Shelby-Rising City Public Schools. 
 
PAYMENT FOR EDUCATION OF CHILDREN ENROLLED IN NONPUBLIC SCHOOLS WITHOUT 
CONSENT OF OR REFERRAL BY THE SHELBY-RISING CITY PUBLIC SCHOOLS:  
 
Shelby-Rising City Public Schools is not required to pay for the cost of education, including special 
education and related services, of a child with a disability at a nonpublic school or facility if Shelby-Rising 
City Public Schools made a free appropriate public education available to the child and the parents elected 
to place the child in such nonpublic school or facility. 
 
If the parents of a child with a disability, who previously received special education and related services 
under the authority of the Shelby-Rising City Public Schools, enroll the child in a nonpublic elementary or 
secondary school with the consent of or referral by the Shelby-Rising City Public Schools, a court or a 
hearing officer may require the Shelby-Rising City Public Schools to reimburse the parents for the cost of 
the enrollment if the court or hearing officer finds that the Shelby-Rising City Public Schools had not made 
available a free appropriate public education to the child in a timely manner prior to that enrollment. 
 
The cost of the reimbursement may be reduced or denied if at the most recent IEP meeting that the parents 
attended prior to the removal of the child from the Shelby-Rising City Public Schools, the parents did not 
inform the IEP team that they were rejecting the placement proposed by the District to provide a free 
appropriate public education to their child, including stating their concerns and their intent to enroll their child 
in a nonpublic school at public expense; or 10 business days (including any holidays that occur on a 
business day), prior to the removal of the child from the school District, the parents did not give written 
notice to the Shelby-Rising City Public Schools of the information required above. The cost of 
reimbursement will not be reduced or denied for failure to provide the information required if the parent is 
illiterate and cannot write in English, if compliance with the requirement would likely result in physical or 
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serious emotional harm to the child, if the school prevented the parent from providing the information or if 
the parents had not received notice required by 92 NAC 51-009 of the parents responsibility to provide 
notice to the Shelby-Rising City Public Schools. 
 
The reimbursement may also be reduced or denied if prior to the parents removal of the child from Shelby-
Rising City Public Schools, the school District informed the parents, through the notice requirements 
described in 92 NAC 51-009, of its intent to evaluate the child (including a statement of the purpose of the 
evaluation that was appropriate and reasonable), but the parents did not make the child available for the 
evaluation. 
 
The reimbursement may also be reduced or denied upon a judicial finding of unreasonableness with respect 
to actions taken by the parents. 
 
COMPREHENSIVE SYSTEM OF PERSONNEL DEVELOPMENT: 
 
Shelby-Rising City Public Schools ensures that all personnel necessary to carry out the requirements of the 
Individuals with Disabilities Education Act are appropriately and adequately prepared and to the extent that 
Shelby-Rising City Public Schools determines appropriate the District will contribute to and use the 
Comprehensive System of Personnel Development of the State. 
 
PERSONNEL STANDARDS: 
 
Shelby-Rising City Public Schools will make an ongoing, good-faith effort to recruit and hire appropriately 
and adequately trained personnel to provide special education and related services to children with 
disabilities, including, here there is a shortage of personnel, the most qualified individuals available who are 
making satisfactory progress toward completing applicable coursework necessary to meet the standards of 
the State. 
 
PERFORMANCE GOALS AND INDICATORS: 
 
Shelby-Rising City Public Schools will use performance indicators established by the State to assess 
progress toward achieving those goals that, at a minimum, address the performance of children with 
disabilities on assessments, drop-out rates and graduation rates. 
 
Shelby-Rising City Public Schools will provide the Nebraska Department of Education with information 
necessary to enable the state to carry out its duties, including those duties relating to the performance of 
children with disabilities participating in special education programs under the Individuals with Disabilities 
Education Act. 
 
PARTICIPATION IN ASSESSMENTS: 
 
Shelby-Rising City Public Schools ensures that children with disabilities are included in District-wide 
assessment programs, with appropriate accommodations, where necessary. As appropriate, the school 
District develops guidelines for the participation of children with disabilities in alternate assessments for 
those children who cannot participate in District-wide assessments and develops and, beginning not later 
than July 1, 2000, conducts those alternate assessments. Shelby-Rising City Public Schools will make 
available to the Nebraska Department of Education the information necessary to carry out its duties relating 
to the reporting of children with disabilities participation in assessments. 
 
SUSPENSION AND EXPULSION REPORTING: 
 
Shelby-Rising City Public Schools will report data to the Nebraska Department of Education to determine if 
significant discrepancies are occurring in the rate of long-term suspensions and expulsions of children with 
disabilities. 
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OTHER 
 
1. EMERGENCY BUS PROCEDURE 
 
In the case that a bus should break down while on a field trip or traveling to or from an activity; the following 
procedure would be helpful: 
 
1. The sponsor stays with the bus and the children.  The sponsor is directly responsible for the safety 

and discipline of the children. 
 
2. The bus driver should try to establish contact with 
 A. the transportation director 
 B. designated mechanic 
 C. Superintendent and/or Principal 
 
It would be prudent for teachers to carry emergency phone numbers with them when traveling with students. 
 
2. COMMUNITY ORGANIZATION-REQUEST FOR STUDENT PARTICIPATION (600.18) 
 
Representatives of any community organization wishing to use any students or group of students shall make 
arrangements through the Principal. 
 
Permission for absence will not be granted to participating students without due consideration as to the 
student desired and the nature of the program. 
 
3. COMMUTERS (400.06) 
 
Teachers that commute to Shelby-Rising City Public Schools for employment are expected to be subject to 
the same Board expectations as to extra duty participation, attendance, and arrival and departure etc. as 
teachers who reside locally.  If car pools are used, members of the pool must drive separately on those 
occasions when one pool member must arrive at school after 7:50 a.m. or leave school before 3:50 p.m.  
The necessary absence or early departure of one pool member must not affect arrival and departure of 
others. 
 
4. CONCESSIONS CHECK LIST 
 
The following guidelines will help sponsors who have been assigned concession duty: 
 
Work Schedules - Set up 30-45 minutes before game time 

5 to 6 workers for football games 
3 to 4 workers for volleyball games 
You may want to designate workshifts. 
(Student officers should be held responsible to assign workers.) 
 

Supplies -  Supplies are stored in the concession stand room. 
Candy box should always be locked. 

 
Moneyboxes -  Secretaries will provide moneyboxes for concessions. 
 It is the sponsor's responsibility to pick them up. 
 
Popcorn -  1 cup oil 
 2 cups popcorn 
 1 teaspoon flavor salt 
The popper's heat should be turned on 15 minutes prior to popping.  Turn on motor.  Pour in ingredients.  
Stack in boxes, ready to sell. 
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Candy -  Set out to display. 
 Prices will be posted. 
 
When to clean up -  4th quarter of football and basketball games. 
 Last set of volleyball games. 
 
Clean-up Instructions - 
1. Disassemble, wash, and reassemble popcorn popper. 
2. Pack up, return,  and store away the candy, pop, and popcorn popper. 
3. Keep the pop coolers plugged in at all times. 
4. Money must be turned into office and counted. 
5. Sweep floors of concession area. 
 
Low supplies and or out of supplies - Please inform Mr. Darrol Gray when supplies run out or run low. 
 
5. PROFESSIONAL DRESS (400.07) 
 
During the normal execution of a teaching assignment it will be expected that teachers are appropriately 
dressed.  Appropriate dress shall not include hats, T-Shirts, jeans, or jeans cut clothing.  Exceptions to the 
standard are occasions when field trips, clean up days, workdays, Fridays, etc. are undertaken. 
 
6. SMOKING/DRINKS/FOOD IN THE CLASSROOM (400.15) 
 
During the normal execution of a teaching assignment, teachers and students shall not consume food or 
beverage during scheduled classes.  Smoking, tobacco products, and vapor/e-products are prohibited on 
school property.   
 
7. ITEMS FOR BULLETIN 
 
A faculty bulletin/e-mail will be published daily or as needed.   
 
8. MILEAGE (400.29) 
 
An employee, or the person performing service for the school District, shall receive the Board approved 
mileage allowance (or stipend) for the use of personal cars for school use, as approved by the 
Superintendent.  Payment and claim shall be made monthly.  If a school vehicle is available for use and the 
employee chooses to use their personal vehicle, mileage may not be claimed. 
 
9. MONEY TO BE TURNED IN AT OFFICE 
 
Any activity money, or other money, that teachers need to turn in at the office MUST be turned in by 1:00 
p.m. 
 
10. OFFICE COMPUTERS 
 
The computers in the office are only available for the office secretarial staff.   
 
11. PHOTOCOPYING 
 
Copy machines in the office and the library are available for use by our staff.  Students sent by teachers to 
retrieve copies must request that an office staff person get the copies from the copy room.   
 
Any staff needing more than 75 copies at a time must submit their copy requests to ESU 7. Copies of 25 or 
more should be done on the high capacity copiers located in the main office.  If color copies are needed it is 
suggested to send that request to ESU 7 
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12. POST OFFICE MAIL 
 
The U.S. mail goes out everyday at 9:15 a.m. and at 3:30 p.m.  If you have any mail, personal or otherwise, 
please have it in the office by that time. If you have any school mail that definitely needs to go to the Post 
Office before the end of the day, the Office will make it a point to get it mailed upon request by the teacher. 
 
13. RECORD AND REPORTS 
 
Teachers shall keep such records and make such reports as may be required by the Principal and/or 
Superintendent.  Lesson plans which state the goals/objectives, techniques, and notable standards 
alignment are due the first day of school weekly by 8:10 a.m. 
 
14. ORDERING (400.14) 
 
All ordering for District general fund items must be done through the Superintendent's office on school 
purchase orders. Any expenditure to be paid from the petty cash fund must have prior written approval from 
the Superintendent.  Any expenditure to be paid from the activity account must have prior written Principal 
approval.  Teachers may not order items to be sold to students on their personal account.  Use of charge 
accounts may only be done after a purchase order has been approved by the administration. 
 
PURCHASE ORDERS 
 
All purchases must have prior approval before placing an order.  The Shelby-Rising City Public Schools 
District will not acknowledge receipt of any item arriving at the school without a prior approved purchase 
order.  An employee making an unauthorized purchase will be held responsible for payment. 
 
PROCEDURE: 
 
1. The purchase order forms can be obtained from the office secretary or online. 
 
2. If the order is approved it will be signed by the Principal and given to the Superintendent for 

approval and routed to the appropriate ordering method or personnel. 
 
3. When the order arrives the invoice should be brought to the office, signed, and approved for 

payment.  Make sure all of the items ordered are listed on the invoice and have been received. 
 
15. PAYMENT OF STUDENT AND GROUP FEES (600.16) 
 
The Shelby-Rising City Public Schools District will pay for the following, upon approval of the Activity by the 
Activity Director: 
 
1. All group entry fees for approved activities occurring during the time school is in session. 
 
2. All awards given to students, include: 
 

A. Athletic and/or Fine Arts letters, pins, stars, shields, and certificates 
B. All-Conference patches for athletic activities 
C. Championship patches if earned during athletic competition at the conference, District, or 

state level. 
D. Academic recognition given for:  the science fair, awards night, Honor Society and the honor 

assembly at the end of the school year 
 

3. Book-It prizes 
 



 - 49 -  
  Last printed 7/3/14 2:43 PM 
 

 

4. Meals and lodging of activity participants and coaches/sponsors if the school District is reimbursed 
by the organization that sponsors the event. 

 
5. Meals and lodging of fine arts participants and coaches if the participation is at the All-State level. 
 
6. The rate of compensation shall be $18.00/day if 3 meals are needed, $15.00/day if 2 meals are 

needed, and $8.00/day if one meal is needed.  The Activities Director, after conferring with the 
Superintendent, will decide number of meals required and if lodging is needed. 

 
7. All-State auditions for vocal and instrumental music. 
 
8. A total of two per individual applicant auditions for College Honor Bands or Honor Choirs. 
 
9. First Team All-State Athletic and Fine Arts State Members' pictures to be on display in the school. 
 
10. Admission fees for cheerleaders, pep band members, or other students when their attendance is 

required at an activity. 
 
16. PAYMENT OF CONVENTIONS/WORKSHOPS 
 
Teachers may be reimbursed for registration costs at any convention/workshop they request to attend.  
Meals and membership in any sponsoring organizations will not be reimbursed.  If the Principal or 
Superintendent requests a teacher's attendance at conventions or workshops their expenses will be paid. 
 
17. STUDENT HANDBOOKS 
 
Teachers are responsible for the information in the student handbook and shall carry out this extension of 
the School Board Policies.  (100.09) 
 
18. TEACHER AIDES: 
 
Teacher aides are employed at an hourly pay rate.  Aides are under the immediate supervision of their 
respective teacher.  The appropriate Principal is their administrative supervisor.  Aides shall not be the 
primary catalyst in any subjective diagnostic or prescriptive activities involving student program planning or 
evaluation.  The specific role played by aides is at administrative discretion.  Roles may change from time to 
time; aides must be prepared to perform in a variety of settings.  (500.20) 
 
The following guidelines are to be followed in the use of teacher aides: 
 
PREFACE 
 
The following data is a compilation of data collected from Nebraska statute, State Department of Education 
guidelines, and Self Study data from the Shelby-Rising City Public Schools Self Study of 1992.  It is 
assembled in hope that it will assist the teacher and teacher aide in identification of relevant roles and tasks 
as required by the State of Nebraska and Shelby-Rising City Public Schools. 
 
In section #1 the legal provisions for utilization of teacher aides is defined.  Section #2 outlines roles as 
defined by the State Department of Education.  Section #3 emphasizes local practice, philosophy, and 
directions. 
 
I.  LEGAL PROVISIONS REGARDING TEACHER AIDES 
 
STATUTES AFFECTING TEACHER AIDES 
 
In 1969, the Nebraska Unicameral enacted legislation permitting Nebraska schools to employ non-
certificated Teacher Aides: 
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Neb. Rev. Stat. Section 79-1233.  Nebraska certificate or permit; prerequisite to teaching; exception; 
employment of teacher aides; requirements; 
 
1. No person shall be employed to teach in any public, private, denominational, or parochial school in 
this state who does not hold a valid Nebraska certificate or permit issued by Commissioner or Education 
legalizing him or her to teach the grade or subjects to which elected,.... 
 
2. Public, private, denominational, or parochial schools in the state may employ persons who do not 
hold a valid Nebraska teaching certificate of permit issue by the Commissioner of Education to serve as 
aides to a teacher or teachers.  Such teacher aides may not assume any teaching responsibilities.  A 
teacher aide may be assigned duties which are non-teaching in nature if the employing school has assured 
itself that the aide has been specifically prepared for such duties, including the handling of emergency 
situations which might arise in the course of his or her work. 
 
In 1971, the legislation defined "teaching".  Since the earlier law specified that teacher aide shall not assume 
teaching responsibilities, the responsibilities which teacher aides CANNOT assume were clarified: 
 
Neb. Rev. Stat. Section 79-101....(12) teach shall mean and include, but not be limited to, the following 
responsibilities: (a) The organization and management of the classroom or the physical area in which the 
learning experiences of pupils take place; (b) the assessment and diagnosis of the individual educational 
needs of the pupils; (c) the planning, selecting, organizing, prescribing and directing of the learning 
experiences of pupils; (d) the planning of teaching strategies and the selection of available materials and 
equipment to be used; and (e) the evaluation and reporting of student progress. 
 
The legislature also gives direction regarding training and supervision of teacher aides. 
 
Neb. Rev. Stat. Section 43-625.  STATE BOARD OF EDUCATION; REVIEW SPECIAL TRAINING AND 
EDUCATIONAL PROGRAMS; QUALIFIED TEACHER DEFINED.  The State Board of Education shall 
review special training and educational programs offered by or in conjunction with any public school District, 
combination of public school Districts, educational service unit, or combination of educational service units 
subject to the following: 
 
1. The teacher or teachers in any such program shall be qualified; 
 
2. Teacher aides, working with any such program, shall have such qualifications as the governing body 

of the school shall prescribe and shall participate in appropriate in-service activities, and 
 
3. Each qualified teacher shall be responsible for the direct supervision of teacher aides, whose duties 

shall be limited to those prescribed in section 79-1233. 
 
STATE BOARD OF EDUCATION POLICIES 
 
NDE Rule 51 gives specific regulations regarding the use of teacher aides in special education programs: 
 
NDE Rule 51 on School age Special Education Programs (adapted pursuant to Sections 43-660 and 43-
607.01) 
 
003 Definition of Terms 
 
003.26 A teacher aide shall mean an individual who serves under the supervision of a certificated staff 
member as an assistant in the educational process or residential care staff under the supervision of 
certificated staff as defined in 92 NAC 51-010. 
 
005.05 Utilization of special education teacher aides in instructional settings shall include: 
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005.05A The development and maintenance by the District of written procedures regarding special 
education teacher aides that reflect their: job description, preservice and inservice training, supervision and 
evaluation. 
 
005.05B A teacher aide shall not teach, as defined in Neb. Rev. Stat. 79-101. 
 
II. Teacher Roles as Defined by the Nebraska State Department of Education 
 
The teacher's primary role is one of managing the learning environment.  Teaching, as defined by statute, 
includes these responsibilities: 
 
 -organizing and managing the classroom, 
 -assessing and diagnosing student needs, 
 -planning and directing learning experiences, 
 -planning teaching strategies and selecting teaching material, and 
 -evaluating and reporting student progress. (Neb. Rev. Stat. 79-101) 
 
When the program includes the use of a teacher aide, the teacher has a number of additional roles to fulfill.  
The teacher plans for the teacher aide's duties, supervises the completion of tasks, and provides guidance 
and evaluation about the teacher aide's performance.  The examples below indicate specific teacher 
responsibilities and roles involved in managing teacher aides. 
 
Teacher Responsibilities in Managing Teacher Aides 
 
 -Set an example of professionalism in teacher responsibilities 
 -Establish the criteria for acceptable job performance 
 -Assure teacher aides are adequately trained for their duties 
 -Prepare the teacher aide for and assign instructional and non-instructional tasks and activities 
 -Communicate the needs of each student to the teacher aide 
 -Establish and communicate the para educator's role in classroom behavior management 
 -Assign non-instructional duties 
 -Provide consistent feedback to assist in refining skills 
 -Monitor the teacher aide's performance in carrying out instructional activities 
 -Assist in evaluating the teacher aides overall performance  
Note: Adapted from Guide for Effective Utilization of Paraprofessionals in 
Special Education. (1983).  Lincoln, NE:  University of Nebraska-Lincoln. 
 
Teacher Aide Roles as Defined by the Nebraska State Department of Education 
 
Although Nebraska Statutes allow teacher aides to carry out only "nonteaching" duties, teacher aides must 
be prepared for the duties assigned and must be adequately supervised.  The example below further 
clarifies duties and other tasks often assigned to teacher aides. 
 
Teacher Aide Responsibilities 
 
The following illustrates duties which a teacher aide may perform when properly trained and supervised: 
 
 -Supervise student in the hallway, lunchroom, or playground 
 -Monitor supplementary work and independent study 
 -Reinforce learning in small groups or individuals while teacher works with other students 
 -Assist in educational demonstrations for the class or groups 
 -Provide assistance with individualized programmed materials 
 -Score objective tests and papers and maintain appropriate record for teachers 
 -Performs clerical tasks, i.e., typing, duplicating, attendance 
 -Observe, record, and chart students' behaviors 
 -Assist in production of student instructional materials 
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 -Carry out instructional programs designed by the teacher 
 -Tutor students under the direction of the teacher 
 -Operate and maintain classroom equipment 
 
Note: Adapted from Guide for Effective Utilization of Paraprofessionals in Special Education. (1983). 
Lincoln, NE:  University of Nebraska-Lincoln. 
 
To the casual observer, it might appear that a teacher and a teacher aide working side by side in serving 
students are performing identical tasks; however, the roles of teachers and teacher aides differ.  In defining 
responsibilities, it is helpful to compare and contrast the roles appropriately performed by teachers and 
teacher aides.  Duties which may not be performed by the teacher aide are illustrated below: 
 
Duties the Teacher Aide May Not Perform 
 
The following illustrate tasks which should not be assigned to the teacher aide: 
 
 -Diagnostic testing of students' strengths and weaknesses 
 -Preparing lesson plans 
 -Grading subjective papers and assigning grades to students 
 -Taking full responsibility for supervising and planning students' activities 
 -Selecting educational activities and materials for students 
 -Reporting student progress to parents 
 
Teacher Aide 
 
Most Frequently Asked Questions 
 
Q. What are some acceptable and unacceptable duties and responsibilities of teacher aides? 
 
A. The teacher aide may perform these instructional duties: 

 
1. Assist in organizing field trips. 
2. Read aloud or listen to children read. 
3. Assist students in performing activities that have been initiated by the teacher. 
4. Hand out papers and collect paper work. 
5. Assist with supplementary work for advanced pupils. 
6. Provide special help such as drilling with flash cards, spelling, and play activities. 
7. Assist in preparing instructional materials. 
8. Reinforce learning with small groups. 
9. Assist children in learning their names, addresses, telephone numbers, birthdays, and 

parents' names. 
10. Supervise free play activities. 
11. Prepare flash cards and charts. 
12. Prepare art supplies and other materials. 
13. Hear requests for help, observe learning difficulties of pupils, and report such matters to 

teachers. 
14. Score objective tests and papers and keep appropriate records for teachers. 
 

Instructional duties the teacher aide may not perform: 
 

1.    Be solely responsible for a classroom or a professional service. 
2. Be responsible for the diagnostic functions of the classroom. 
3. Be responsible for preparing lesson plans and initiating instruction. 
4. Be responsible for assigning grades to students. 
5. Be used as a substitute for certified teachers unless he or she possesses the appropriate 

substitute teacher's certificate. 
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6. Assume full responsibility for supervising assemblies or field trips. 
7. Perform a duty that is primarily instructional in nature. 
8. Be assigned work with the most "difficult" students the majority of the day. 
 

Non instructional duties the teacher aide may not perform: 
 

1. Shall not assume full responsibility for supervising the planning activities. 
2. Shall not take children to clinic, dental, or medical appointments unless permission is 

granted by authorized personnel. 
3. Shall not prescribe educational activities and material for children. 
4. Shall not grade subjective or essay tests. 
5. Shall not regulate pupil behavior by corporal punishment or similar means. 
6. Shall not be responsible for medical needs of children. 
 

III. In keeping with guidelines and local philosophy the Shelby-Rising City Public Schools Board of 
Education had adapted this policy with regard to role and assignment of aides: 
 
Teacher aides are employed at an hourly rate.  Aides are under the immediate supervision of their 
respective teacher.  The appropriate Principal is their administrative supervisor.  Aides shall not be the 
primary catalyst in any subjective diagnostic or prescriptive activities involving student program planning or 
evaluation.  The specific role played by aides is at administrative discretion.  Roles may change from time to 
time, aides must be prepared to perform in a variety of setting. 
 
It is the expectation of the Shelby-Rising City Public Schools Administration and Board of Education that 
teachers will utilize teacher aide time in such a manner that maximizes direct appropriate instructional time 
under the teacher’s supervision in tutoring as appropriate.  Other modes of teacher aide’s time (clerical, 
custodial, and lunch) should be secondary to usage which involves direct student contact in a tutorial model. 
 
19. POLICY ON HIGH ABILITY LEARNERS (600.26) 
 
 It shall be the policy of Shelby-Rising City Public Schools 72-0032 to provide a plan for providing for 
high ability learners subject to the availability of funding at the local, state, or federal level.  For purposes of 
this policy availability of funds shall mean funds specifically budgeted through the legal budgeting 
procedures of the Board of Education at the local level. 
 
 Within the first thirty (30) days of any school year procedures for identifying high ability learners as 
set forth in this policy shall be used to identify such learners.  The identification procedure shall include 
multiple criteria and include a combination of standardized and non-standardized means and criteria.  The 
administration shall make available to parents or guardians of identified learners with high ability, information 
about how their child has been identified and shall make known to the parents such information as may be 
beneficial to the parents about possible educational strategies to meet the special needs of such children.  
The School District Administration shall make available to classroom teachers an initial list of students who 
meet the District criteria for learners of high ability and the areas of high capability of each such student.  
The provisions of this paragraph shall be deemed operative regardless of funding for a high ability learner 
plan and without regard to whether a plan for high ability learners has been adopted. 
 
 If funds for a plan for high ability learners are available it shall be the policy of the District to require 
the administrator or his designee or designees which may include a committee of teachers, parents, or 
others within the community to develop a plan containing the following: 

1. The District’s philosophy on educational service to learners with high ability. 
 
2. Goals and objectives of the local program for learners with high ability with caution being 

given to avoid perception problems for high ability learners by others and for others by high 
ability learners. 
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3. Identification of high ability learners which includes multiple assessments and appraisals, 
equal access to identification opportunities, assessment procedures that can accommodate 
students who develop at different rates and whose interest might change as they mature 
and which identifies talents that are not readily apparent in students and those which are. 

 
4. Differentiated cognitive and affective curricular and instructional plans. 
 
5. Staff training and assistance procedures. 
 
6. Evaluation procedures for ascertaining weaknesses and overall quality of the program with 

such procedures to involve parents, educators, students and community members. 
 
7. A program management outline, including personnel roles, communication plans, budget, 

facility and supplies consideration. 
 

It shall be the duty of the administrator or his designee to select such instructional curriculum patterns as 
may be deemed appropriate by the administration. 
 
Provisions shall be made for affective curriculum and specialized counseling as the administrator or his 
designees shall deem appropriate. 
 
Preparation of professional staff shall be undertaken in accordance with the District’s philosophy and 
available resources.  Such directors, coordinators, teachers with specialized preparation and expertise, as 
may be provided for within the budget of the District, may be hired by the Board with advice from the 
administration. 
 
If a local plan is in place pursuant to this policy, it may be revised as directed by the Board based upon 
recommendations, if any, from the Superintendent of school or his designee.  Such plan shall have a 
duration of one fiscal year unless reauthorized and funded by the Board. 
 
It is the policy of the Board of Education of Shelby-Rising City Public Schools to comply with Title 92, 
Chapter 3-Regulations Governing the Identification of High Ability.  Contingent upon the availability of local, 
state, or federal funding, the District will offer programs or services that will address the educational needs 
of the high ability learners of the District at levels appropriate for the abilities of those students.  The school 
District administrator or designee shall: 
 

1. Nominate and assess students through multiple procedures. 
2. Notify within the first thirty days of the school year, parents and teachers of students who have 

qualified as high ability learners. 
3. Identify students continuously throughout the school year. 

 
Learner with High Ability – “Learner with high ability means a student who gives evidence of high 
performance capability in such areas as intellectual, creative, or artistic capacity or in specific academic 
fields and who requires services or activities not ordinarily provided by the school in order to develop those 
capabilities fully.” 
 
Steps to be followed in screening students for the High Ability Program: 
 
Elementary School 
 

1. Immediately after standardized achievement tests results are received, all students who scored in 
the 94th percentile or above on one of the following areas of the Iowa Test of Basic Skills (ITBS):  
(Vocabulary, Reading, Total Language, Total Math, Science, or Complete Composite), will be 
referred by the Principal or his designee to the Student Assistance Team (SAT). 

2. Students who do not score at the 94th percentile on the Iowa Test of Basic Skills or have not taken 
the ITBS test or have high abilities other than those tested by the ITBS may be referred to the 
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Principal or his designee by a parent or teacher.  Parents or teachers referring students will use the 
forms provided by the Principal or his designee. 

3. The SAT will review all pertinent information on proposed high ability candidates.  The SAT will 
accept the student(s) for services, refer the student(s) for further testing, seek further information 
about the candidates high ability, or deny the student(s) services.  The SAT will make the final 
decision as to whether services will be provided to a student. 

4. The Principal or his designee will communicate the decision of the SAT to the parents and teachers 
of high ability candidates.  For students who qualify for high ability services, parents will have the 
right to choose not to participate. 

5. Once a student has been accepted to receive services, they must continue to qualify to stay in the 
program. 

 
Middle & High School 
 

1. Immediately after standardized achievement tests results are received, all students who scored in 
the 94th percentile or above on one of the following areas of the (ITBS): s/b ITED  (Vocabulary, 
Reading, Total Language, Total Math, Science, or Complete Composite), will be referred by the 
Principal or his designee to the Student Assistance Team (SAT). 

2. Students who do not score at the 94th percentile on the Iowa Test of Basic Skills or have high 
abilities other than those tested by the above tests, may be referred to the Principal or his designee 
by a parent or teacher.  Parents or teachers referring students will use the forms provided by the 
Principal or his designee. 

3. The SAT will review all pertinent information on proposed high ability candidates.  The SAT will 
accept the student(s) for services, refer the student(s) for further testing, seek further information 
about the candidates high ability, or deny the student(s) services.  The SAT will make the final 
decision as to whether services will be provided to a student. 

4. The Principal or his designee will communicate the decision of the SAT to the parents and teachers 
of high ability candidates.  For students who qualify for high ability services, parents will have the 
right to choose not to participate. 

5. Once a student has been accepted to receive services, they must continue to qualify to stay in the 
program. 
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CURRICULUM SELECTION PROCESS 
 
1.  INSTRUCTIONAL MATERIALS SELECTION AND PROCEDURES FOR REVIEW (300.04) 
 
A. RESPONSIBILITY FOR SELECTION OF INSTRUCTIONAL MATERIALS: 
 
1. The Schools Board of Education is legally responsible for all matters relating to the operation of 

schools. 
 
2. The responsibility for the selection of instructional materials is delegated to the professionally 

trained personnel employed by the school system. 
 
B. CRITERIA FOR SELECTION OF INSTRUCTIONAL MATERIALS: 
 
It is the policy of the Board of Education to require that instructional materials selected for our schools be in 
accord with the following: 
 

1. The basic factors which shall be considered in the selection of instructional materials 
(including printed and audio-visual materials), are as follows:  factual accuracy, 
authoritativeness, balance, integrity, quality of presentation, imagination, vision, 
creativeness, and style. 

 
2. Instructional materials shall be examined to select those in which the presentation and the 

subject matter are suitable for the grade and the interest level at which they are to be used. 
 
3. Instructional materials shall be selected to provide for the interest and needs of the school 

community and the school program.  Instructional materials shall be selected cooperatively 
by teachers and administrator, with administration having the final decision. 

 
4. The selection process shall include the reading, examination, and checking of standard 

evaluation aids...i.e., standard catalogues and review digests. 
 
5. Instructional materials shall be judged on their own merits not on the merits of authors, 

publishers, or series. 
 
6. Every effort shall be made to provide materials that present all points of view concerning the 

problems and issues of our times. 
 

C. PROCEDURES OF REVIEW 
 
The Board of Education has adopted the following policy when dealing with censorship of books or other 
instructional materials: 
 

1. That the final decision for controversial instructional materials shall rest with the Board of 
Education after careful examination and discussion of the instructional materials with school 
officials or anyone else the Board may wish to involve. 

 
2. That no parent or group of parents has the right to determine the instructional materials 

used for students other than their own children. 
 
3. The Board does, however, recognize the right of an individual parent to request that his/her 

child not have to read a given book or see a given film, provided a written request is made 
to the appropriate building level Principal.  Teachers will substitute comparable materials in 
specific cases when a parent makes such request.  This applies to both print and audio-
visual materials. 
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4. Any resident of the school District may formally challenge instructional materials used in the 
District’s educational program on the basis of appropriateness.  This procedure is for the 
purpose of considering the opinions of those persons in the community who are not directly 
involved in the selection process. 

 
5. Any resident who wishes to request reconsideration of the use of any learning materials 

used in the school must first contact the building level Principal and request that a meeting 
be scheduled with the Teacher involved to discuss the questioned material. 

 
6. If the resident is not satisfied with the result of such conference, he/she may make a formal 

written request for reconsideration on a Reconsideration Request form which is available in 
the Superintendent's office.  The Reconsideration Request form shall be signed and filed 
with the Superintendent. 

 
7. Within two school days after the filing of such form, the Superintendent shall distribute 

copies of the challenged materials, as available, to the Reconsideration Committee for their 
review. 

 
8. Generally, access to challenged material shall not be restricted during the reconsideration 

process.  However, in unusual circumstances, the material may be removed temporarily by 
a four-fifths vote of the Reconsideration Committee.  Special meetings may be called by the 
Superintendent. 

 
9. The Reconsideration Committee shall be made up of five members: 

a. Superintendent 
b. Principal 
c. Librarian 
d. The teacher using the challenged material 
e. A second teacher selected by the appropriate building level Principal 

 The Superintendent shall serve as the chairperson of the committee. 
 
10. The Reconsideration Committee member directly associated with the material being 

challenged may at his/her request be excused from serving on the committee.  If such 
request is made, the building level Principal shall select another teacher from within the 
building as his/her replacement. 

 
11. The procedure for the first meeting following receipt of a Reconsideration Request Form is 

as follows: 
 

a. Distribute copies of the written request form. 
b. Give complainant or a group spokesperson an opportunity to talk about and expand 

on the request form. 
c. Attempt to obtain and distribute reputable, professionally prepared reviews of the 

material. 
 

12. The complainant shall be kept informed by the Superintendent concerning the status of 
his/her complaint throughout the committee reconsideration process. 

 
13. At a subsequent meeting, the committee shall make its decision in closed session and 

prepare a written report supporting the decision.  The committee's final decision will be, (a) 
to take no removal action, (b) to remove all or part of the challenged material from the total 
school environment, or (c) to limit the educational use of the challenged material.  The sole 
criteria for the final decision is the appropriateness of the material for its intended 
educational use.  The vote on the decision shall be by secret ballot. 
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14. The Reconsideration Committee will issue its written decision within 14 calendar days of the 
date in which the Reconsideration Request Form was filed. 

 
15. The Superintendent will inform the complainant of the committee's decision and the intent of 

the school District. 
 
16. A decision to sustain a challenge may not be interpreted as a judgment of irresponsibility on 

the part of the professional(s) involved in the original selection or use of the materials. 
 
17. If the complainant is not satisfied with the decision of the Reconsideration Committee, 

he/she may request that the matter be placed on the agenda of the next regularly scheduled 
meeting of the Board of Education. 

 
18. If such request is made, the Superintendent shall place the item on the agenda of the next 

regularly scheduled meeting and shall review the written report of the Reconsideration 
Committee.  The complainant shall also be permitted to address the Board of Education 
following the "Procedures for Addressing the Board of Education" as outlined in School 
Board Policies. 

 
19. The Board of Education will give the matter due consideration and take appropriate action 

as deemed necessary. 
 
20. Requests to reconsider materials which have previously been before the Reconsideration 

Committee must receive approval of a majority of the committee members before the 
materials will again be reconsidered. 

 
21. The "Citizen's Request for Reconsideration" form which follows is also approved as part of 

the total Board policy: 
 

2.  LIBRARY/MEDIA SELECTION POLICIES AND PROCEDURES (300.05) 
 
A. Policy for Selection of Library/Media Materials - The Shelby-Rising City Public Schools Board of 

Education hereby declares it is policy of the Public Schools to provide a wide range of library/media 
materials on all levels of difficulty, with diversity of appeal, and the presentation of different points of 
view and to allow the review of allegedly inappropriate library/media materials through established 
procedures. 

 
B. Objectives of Selection - In order to assure that the school media program is an integral part of the 

educational program of the school, the following selection objectives are adopted: 
 

1. To provide materials that will enrich and support the curriculum and personal needs of the 
users, taking into consideration their varied interests, abilities, and learning styles; 

 
2. To provide materials that will stimulate growth in factual knowledge, literary appreciation, 

aesthetic values, and ethical standards;  
 
3. To provide a background of information which will enable pupils to make intelligent 

judgments in their daily lives; 
 
4. To provide materials on opposing sides of controversial issues so that users may develop 

under guidance the practice of critical analysis; 
 
5. To provide materials which realistically represent our pluralistic society and reflect the 

contributions made by these groups and individuals to our American heritage; 
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6. To place principle above personal opinion and reason above prejudice in the selection of 
library/media materials of the highest quality in order to assure a comprehensive media 
collection appropriate for the users; 

 
7. To provide a background of information which will enable and encourage pupils to further 

develop their full potential as creative and responsible individuals; 
 
8. To encourage the professional growth of the faculty. 
 

C. Responsibility for Selection - Although the Shelby-Rising City Public Schools Board of Education is 
legally responsible for the operation of the school, the responsibility for the selection of library/media 
materials is delegated to the certificated library/media specialist. 

 
 While selection of materials involves many people, including the library/media specialist, teachers, 

students, and administrators, the responsibility for coordinating and recommending the selection 
and purchase of library/media materials rests with the certificated library/media specialist. 

 
D. Criteria for Selection - Educational goals of the local school District, individual student learning 

modes, teaching styles, curricula needs, faculty and student needs, existing materials and 
networking arrangements should be considered in developing the media collection.  Guidelines for 
the evaluation and selection of curricula resources are listed. 

 
Curricula materials should: 
 
1. Be relevant to today's world; 
2. Represent artistic, historic, and literary qualities; 
3. Reflect problems, aspirations, attitudes and ideals of a society; 
4. Contribute to the objectives of the instructional program; 
5. Be appropriate to the level of the user; 
6. Represent differing viewpoints on controversial subjects; 
7. Provide a stimulus to creativity. 
 
Technical materials should: 
 
1. Be of acceptable technical quality; clear narration and sound, synchronized pictures and 

sound; 
2. Be readable; durable; of attractive format; typographically well balanced. 
 

E. Procedures for Selection - In selecting materials for school media programs, the certificated 
library/media specialist will evaluate the existing collection; assess curricula needs; examine 
materials and consult reputable, professionally prepared selection aids.  Recommendations for 
acquisition will be solicited from faculty and students. Such recommendations must either cite a 
favorable review, an approved source, or the name of the person who examined the recommended 
material. 

 
 Gift materials should be judged by the criteria listed in the preceding section and should be 

accepted or rejected on the basis of those criteria. 
 
 It should be understood that selection is an ongoing process which should include the removal of 

materials no longer appropriate and the replacement of lost and worn materials still of educational 
value. 

 
F. Procedures for Reconsideration - Occasional objections to library/media materials will be made, 

despite the quality of the selection process.  The Shelby-Rising City Public Schools Board of 
Education supports principles of intellectual freedom inherent in the First Amendment of the 
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Constitution of the United States and expressed in the Library Bill of Rights of the American Library 
Association which follows: 

 
 The council of the American Library Association reaffirms its belief in the following basic policies 

which should govern the services of all libraries: 
 

1. As a responsibility of library services, books, and other library materials selected should be 
chosen for values of interest, information, and enlightenment of all the people of the 
community.  In no case should library materials be excluded because of race or nationality 
or the social, political, or religious views of the authors. 

 
2. Libraries should provide books and other materials presenting all points of view concerning 

the problems and issues of our times; no library materials should be prescribed or removed 
from libraries because of partisan or doctrinal disapproval. 

 
3. Censorship should be challenged by libraries in the maintenance of their responsibility to 

provide public information and enlightenment. 
 
4. Libraries should cooperate with all persons and groups concerned with resisting abridgment 

of free expression and free access to ideas. 
 
5. The rights of an individual to the use of a library should not be denied or abridged because 

of his/her age, race, religion, national origins, or social or political views. 
 

In the event that materials are questioned, the principles of intellectual freedom, the right to access of 
materials and the integrity of the certificated library/media specialist must be considered. 
 
If the complaint is made, the following procedures should be followed: 
 

1. Inform the complainant of the selection procedures and make no commitments. 
2. Request the complainant to submit a formal "Request for Reconsideration of Library/Media 

Materials."  Forms are available in the Library. 
3. Inform the Superintendent. 
4. Keep challenged materials on the shelves during the reconsideration process. 
5. A Reconsideration Committee composed of the Superintendent, Principal, Librarian, and 

two other faculty members will review questioned material objectively and judge the material 
for its strength and value as a whole and not in part. 

6. The final decision by the Reconsideration Committee will be implemented by the 
Superintendent and relayed to the Board of Education. 

7. Appeal of the committee's decision can be made to the Board of Education at their next 
regularly scheduled meeting. 

 
G. Confidentiality of Library Records - The Shelby-Rising City Public Schools Library/Media Center 

considers all circulation records to be confidential in nature and they will not be released to any 
agent of state, federal or local government until such time as a proper showing of good cause has 
been made in a court of competent jurisdiction. 

 
3.  Shelby-Rising City Public Schools INTERNET POLICY (300.22) 
 
It shall be the policy of the Shelby-Rising City Public Schools to provide educative and curriculum related 
opportunities to the students of the District.  The District, by adopting this policy, recognizes that access to 
the Internet and data on the Internet may be technically difficult to monitor and control.  The school District 
claims no final dominion over or control of what the student, acting on his own volition, may access.  It shall, 
revoke the privilege of and provide any disciplinary measure deemed necessary to any known user who 
misuses the Internet by engaging in activities not related to the curricular processes of the school District.  
Shelby-Rising City Public Schools strictly prohibits the use of the Internet, telephones, electronic mail, fax 
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machines, or any other means of communicating electronically in such a manner as to create a hostile 
environment.  It shall be contrary to this policy to use any electronic medium for such purposes as, but not 
limited to, uttering profane messages, uttering sexually explicit messages, soliciting romantic involvement, 
sending or willfully receiving obscene or offensive material of a sexual nature in any manner.  This 
prohibition shall run as to all interpersonal communications, whether originated or received by members of 
the Board, employees, and students. 
 
There shall be no expectation of privacy on the part of any user of the Internet at Shelby-Rising City Public 
Schools in E-mail or other Internet communications.  All information garnered through the Internet, all 
software and all hardware in use are the property of the school District, and thus, authority is vested in the 
hands of District officials.  User access will be prohibited, revoked, and any disciplinary measure applied as 
deemed necessary, to any person who uses the Internet for activities such as, but not limited to, engaging in 
racial, gender, or other slurs, receiving or transmitting information pertaining to dangerous instrumentality’s 
such as bombs, automatic weapons, or other illicit firearms, weaponry, or explosive devices, for engaging in 
uses of a defamatory nature, for personal attacks on another, for engaging in non-curricular related 
conversations, and for inputting items of a strictly entertaining or recreational nature, not related to the 
curriculum of the District. 
 
Additionally, to the extent that it can be reasonably determined by the administration what costs have been 
incurred by a person for non-authorized use of the Internet, it shall be the policy of this District to seek 
reimbursement and full restitution from any individual(s) participating in non-authorized use of the Internet, 
along with any appropriate disciplinary measures being applied, as deemed necessary. 
 
It shall further be the policy of this District to require, as a protection of Internet use by any student, or 
employee, that the employee or student and his/her parent/legal guardian guarantee compliance with the 
above provisions by signing an affidavit agreeing to said provisions regarding Internet usage at Shelby-
Rising City Public Schools. 
 

INTERNET SAFETY POLICY 
 

It is the policy of Shelby-Rising City Public Schools District that access to the Internet provided by Shelby-
Rising City Public Schools is expected to be used as an educational and/or work-related resource and that 
such access shall be made available subject to such rules and regulations as may be established, provided 
that no use shall be permitted which in the judgment of the School Board of Shelby-Rising City Public 
Schools, is in any way prejudicial to the best interest of the school or in conflict with the Shelby-Rising City 
Public Schools Program of Services. 
 
Shelby-Rising City Public Schools reserves the right to refuse access to the Internet by ESU 7 to anyone 
when it deems it necessary in the public interest. 
 
DEFINITIONS: 
 

1. Access to the Internet – A computer shall be considered to have access to the Internet if such 
computer is equipped with a modem or is connected to a computer network which has access to the 
Internet. 

2. Minor shall mean an individual who has not attained the age of 19. 
3. Obscene shall have the meaning given such term in section 1460 of title 18, United States Code. 
4. Child pornography shall have the meaning given such term in section 2256 of title 18, United States 

Code. 
5. Harmful to minors shall mean any picture, image, graphic image file, or other visual depiction that: 

a. taken as a whole and with respect to minors, appeals to a prurient interest in nudity, sex, or 
excretion; 

b. depicts, describes, or represents, in a patently offensive way with respect to what is suitable 
for minors, an actual or simulated sexual act or sexual contact, actual or simulated normal 
or perverted sexual acts, or a lewd exhibition of the genitals; and 

c. taken as a whole lacks serious literary, artistic, political, or scientific value as to minors. 
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6. Hacking shall mean attempting to gain unauthorized access to computer and network systems 
connected to the Internet. 

7. Technology protection measure shall refer to a proxy server managed by ESU 7 that blocks and/or 
filters Internet access or other means by which access may be blocked and/or filtered. 

8. Authorized staff member as used herein shall refer to an adult staff member appointed by the 
Shelby-Rising City Public Schools Technology Committee. 

9. Technology Committee as used herein shall refer to a group of Shelby-Rising City Public Schools 
staff including the following: 

a. Chip Kay 
b. Troy Holmberg, Bill Curry, Denise Glock  
c. Molly Ingalls 

 
ACCESS TO INTERNET BY MINORS 

 
Minors accessing Internet services provided by Shelby-Rising City Public Schools shall be subject to the 
following rules and regulations: 

1. Minors shall not access material that is obscene, child pornography, harmful to minors, or otherwise 
inappropriate for educational use. 

2. Minors shall not use Shelby-Rising City Public Schools technology or Internet resources to engage 
in hacking or attempts to otherwise compromise any computer or network system’s security. 

3. Minors shall not engage in any illegal activities on the Internet. 
4. Minors should only use electronic mail, chat rooms, and other forms of direct electronic 

communications for purposes related to education within the context of a school-related assignment 
activity. 

5. Minors shall not disclose personal identification information on the Internet. 
 

ACCESS TO INTERNET BY ADULTS 
 
Adults accessing Internet services provided by Shelby-Rising City Public Schools shall be subject to the 
following rules and regulations: 

6. Adults shall not access material that is obscene, child pornography, or other wise inappropriate for 
training or work-related uses. 

7. Adults shall not use Shelby-Rising City Public Schools technology resources to engage in 
unauthorized hacking or attempts to otherwise compromise any computer or network system’s 
security. 

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

TECHNOLOGY PROTECTION MEASURE 
 
Shelby-Rising City Public Schools shall use a technology protection measure that blocks and/or filters 
Internet access to prevent access to Internet sites that are not in accordance with the policies of Shelby-
Rising City Public Schools. 

9. The technology protection measure that blocks and/or filters Internet access may be disabled by an 
authorized staff member for bona fide research purposes with permission of the immediate 
supervisor of the staff member requesting said disabling or with the permission of the administrator 
of Shelby-Rising City Public Schools. 

10.An authorized staff member may override the technology protection measure that blocks and/or 
filters Internet access for a minor to access a site for bona fide research or other lawful purposes 
during which time the minor will be monitored directly by the authorized staff member or his/her 
designee. 

 
POLICY VIOLATIONS 

 
Any violation of this policy may result in the loss of access to the Internet by Shelby-Rising City Public 
Schools and/or ESU 7.  Additional disciplinary action may be determined in accordance with existing 
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procedures and practices, both administrative and as stipulated in Shelby-Rising City Public Schools and/or 
ESU 7 Board policy, and including applicable law enforcement agencies when necessary. 
 
 

 
POLICY CHALLENGE PROCEDURE 
 
An individual who has been granted access to the Internet by Shelby-Rising City Public Schools and desires 
to access and Internet site that is not compliant with this policy may challenge the enforcement of the policy 
according to the following provisions: 
 

1. Internet site review requests should be directed to the Shelby-Rising City Public Schools 
Technology Committee in writing for consideration. 

2. The Technology Committee will review the site within seven working days of submission of the 
request and, if deemed appropriate for educational or work-related purposes, may vote to 
unblock the site. 

3. Shelby-Rising City Public Schools Principals will regulate enforcement of the policy, including 
disciplinary actions, and shall forward to the administrator of Shelby-Rising City Public Schools 
any challenges to the severity of the applied discipline. 

4. Challenges to the application or enforcement of Shelby-Rising City Public Schools Internet 
Safety Policy, which cannot be resolved at the levels outlined in the preceding step, will be 
handled in accordance with Shelby-Rising City Public Schools administrator and/or Board level 
for challenges presented in writing. 
 

RESTRAINT AND SECLUSION 
 
The board prohibits the use of seclusion and restraint by school personnel except as implemented 
consistent with this policy. Restraint or seclusion of students will not be used solely as a disciplinary 
consequence or when a known medical or psychological condition makes its use inadvisable. The 
superintendent will ensure that district guidelines relating to restraint and seclusion are communicated to 
school personnel and parents/guardians at the beginning of each school year. 
Except in the case of an emergency, only school personnel who have received systematic training in the use 
of restraint and seclusion in accordance with the district’s policy will implement physical restraint or 
seclusion with a student. In an emergency, a district employee may use physical restraint or seclusion as 
necessary to maintain order or to prevent a student from causing physical harm to self, other students, and 
school staff or property. School personnel will continuously monitor a student's status during any physical 
restraint or seclusion. 
 
1. PHYSICAL RESTRAINT 
Physical restraint means the use of physical force to restrict the free movement of all or a part of a student’s 
body. Physical restraint will be considered to be a reasonable use of force when used in the following 
circumstances: 
A. as reasonably needed to obtain possession of weapons or other dangerous objects on the person or 
within the control of a student; 
B. as reasonably needed to maintain order or to prevent or break up a fight; 
C. as reasonably needed for self-defense; 
D. as reasonably needed to ensure the safety of any student, employee, volunteer, or other person present; 
E. as reasonably needed to teach a skill, to calm or comfort a student, or to prevent self-injurious 
behavior; 
F. as reasonably needed to escort a student safely from one area to another; 
G. if used as provided for in an IEP, Section 504, or behavior intervention plan; or 
H. as reasonably needed to prevent imminent destruction to school or another person’s property. 
2. MECHANICAL RESTRAINT 
Mechanical restraint means the use of any device or material attached or adjacent to a student’s body that 
restricts freedom of movement or normal access to any portion of the student’s body and that the student 
cannot easily remove. Mechanical restraint includes the tying down, taping, or strapping down of a student. 
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Mechanical restraint of a student by school personnel is permissible only in the following circumstances: 
A. when properly used as an assistive technology device included in the student’s IEP, Section 504, or 
behavior intervention plan or as otherwise prescribed by a medical or related service provider; 
B. when using seat belts or other safety restraints to secure a student during transportation; 
C. as reasonably needed to obtain possession of weapons or other dangerous objects on the person or 
within the control of a student; 
D. as reasonably needed for self-defense; 
E. as reasonably needed to ensure the safety of any student, employee, volunteer, or other person. 
3. SECLUSION 
Seclusion means the confinement of a student alone in an enclosed space from which the student is (a) 
physically prevented from leaving or (b) incapable of leaving due to physical or intellectual capacity. 
Seclusion is different than in-school suspension in which other students or adults may be present but in 
which 
students are not physically prevented from leaving. 
Seclusion of a student by school personnel may be used in the following circumstances: 
A. as reasonably needed to respond to a person in control of a weapon or other dangerous object; 
B. as reasonably needed to maintain order or prevent or break up a fight; 
C. as reasonably needed for self-defense; 
D. as reasonably needed when a student’s behavior poses a threat of imminent physical harm to self or 
others or imminent substantial destruction of school or another person’s property; or 
E. when used as specified in the student’s IEP, Section 504, or behavior intervention plan; and 
1) the student is constantly monitored by an adult in close proximity who is able to see and hear the 
student at all times; 
2) the student is released from seclusion upon cessation of the behaviors that led to the seclusion or 
as otherwise specified in the student’s IEP, Section 504, or behavior intervention plan; 
3) the confining space has been approved for such use by the local education agency; 
4) the space is appropriately lighted, ventilated, and heated or cooled; and 
5) the space is free from objects that unreasonably expose the student or others to harm. 
4. ISOLATION 
Isolation means a behavior management technique in which a student is placed alone in an enclosed space 
from which the student is not prevented from leaving. Isolation is different than seclusion. 
Isolation is permitted as a behavior management technique provided that: 
A. the isolation space is appropriately lighted, ventilated and heated or cooled; 
B. the duration of the isolation is reasonable in light of the purpose for the isolation; 
C. the student is reasonably monitored; and 
D. the isolation space is free from objects that unreasonably expose the student or others to harm. 
5. TIME-OUT 
Time-out means a behavior management technique in which a student is separated from other students for 
a limited period of time in a monitored setting. Teachers are authorized to use time-out to regulate behavior 
within their classrooms. 
6. NOTICE, REPORTING AND DOCUMENTATION 
A. A district Restraint or Seclusion Report must be completed for each incident of restraint or seclusion 
other than normal use of mechanical restraint for transportation safety. Each record shall include: 
· Name of the student 
· Name of the staff member(s) administering the physical restraint or seclusion; 
· Date of the incident and the time the restraint or seclusion began and ended; 
· Location of the restraint or seclusion; 
· A description of the restraint or seclusion; 
· A description of the student's activity immediately preceding the behavior that prompted the use of 
restraint or seclusion; 
· A description of the behavior that prompted the use of restraint or seclusion; 
· Efforts to de-escalate the situation and alternatives to restraint or seclusion that were attempted; 
and 
· Information documenting parent contact and notification 
B. Notice to Administrators 
The principal or designee shall be notified of the incident as soon as possible, but no later than the end of 
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the same school day. 
C. Notice to Parents 
When a principal or designee has personal or actual knowledge of any of the events listed above, he or she 
shall attempt to promptly notify the student’s parent or guardian and shall provide the name of the school 
employee whom the parent or guardian may contact regarding the incident. 
D. Written Report to Parents 
Within a reasonable period of time not to exceed 30 days after the incident, the principal or designee shall 
also provide the parent or guardian with a written incident report. This report must include the following: 
1) the date, time of day, location, duration, and description of the incident and interventions; 
2) the events or events that led up to the incident; 
3) the nature and extent of any injury to the student; and 
4) the name of a school employee the parent or guardian can contact regarding the incident. 

 
 

NOTICE 
 

Policies regulating certified staff are listed in the Board Policy Handbook, the 
Faculty Handbook, and the Negotiated Agreement.  Operating procedures not 
expressly detailed in those documents are at the discretion of the District 
Administration with the approval of the Superintendent. 
 
When conflicts in policy arise the Superintendent will work with the School Board 
to determine the proper interpretation or precedent for the policy in question. 
 
The School Board and Administration reserve the right to add, amend, or remove 
policy at any time and will provide proper notice to employee’s regarding the date 
and interpretation of those changes.  Changes to Board Policy will be made during 
open School Board Meetings. 
 
Any grievance regarding policy should be taken the District Superintendent in 
writing.  Requests may be made to address the Board of Education following the 
Superintendent’s review of the grievance.
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SIGNATURE PAGE 

 
ACKNOWLEDGMENT OF UNDERSTANDING AND RECEIPT OF BOARD STANDARDS AND POLICIES 
PROHIBITING THE UNLAWFUL POSSESSION, USE, OR DISTRIBUTION OF ILLICIT DRUGS AND 
ALCOHOL ON THE SCHOOL PREMISES OR AS A PART OF ANY OF THE SCHOOL'S ACTIVITIES. 
 
 
 I, the undersigned, do by affixing my signature hereto acknowledge that I 
understand the absolute prohibition of the District against any employee of the District 
engaging in unlawful possession, use, manufacture, or distribution of illicit drugs and 
alcohol on the school premises or as a part of any of the school's activities as defined by 
Board policy or administrative directive.  I further understand by affixing my signature 
hereto that disciplinary sanctions up to and including termination of my employment and 
referral of me for criminal prosecution may be imposed upon me for any violation of these 
standards.  I further agree to be bound by these standards and acknowledge that I have 
been fully notified and that all policies have been explained to my satisfaction and full 
understanding by appropriate school personnel.  I further understand that compliance with 
these standards is mandatory and is a material term and condition of my employment by 
the District. 
 
 
Dated this ________________day of _________________, 20_____. 
 
 
 
__________________________________ 
Signature of Employee 
 
 
 
My signature acknowledges that I have received the Shelby-Rising City Public Schools 
Faculty Handbook which includes the Shelby-Rising City Public Schools Internet Policy 
and the Drug Free School and Community Policy.  I realize that I will be responsible for 
knowing and following the procedures and regulations outlined in this handbook. 
 
 
 
____________________________  _____________________________ 
Date      Signature of Employee 
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  provide	
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  through	
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Shelby-Rising Ci ty Public  Schools 
www.shelby.esu7.org 

650 N Walnut St., PO Box 218, Shelby NE 68662 
402-527-5946 / Fax 402-527-5133 

Chip Kay Superintendent 
Troy Holmberg, HS Principal 

Bill Curry, MS Principal 
Denise Glock, Elementary Principal 

	
  
	
  
	
  
Lunch Prices for the 2013-2014 School Year   

Adult $3.25 (No Milk),  

6-12 Student $2.25 (Milk Included) 

K-5 Student $2.00 (Milk Included)  

Milk $.30 
 
K-12 & Adult Breakfast $1.30 (Milk Included) 
 
PROPOSED Breakfast, Lunch Prices for the 2014-2015 School Year 
 
Breakfast – Adult ............................................................................ $1.35 
 
Breakfast – Student ........................................................................ $1.35 
 
Lunch – Adult ................................................................................. $3.25 
 
Lunch – MS/HS Student ................................................................. $2.30 
 
Lunch – Elementary Student .......................................................... $2.05 
 
Milk ................................................................................................... $.35 
 
Wt. Average must be 2.19 or higher (under guidelines).  Wt. Price Average for 
the 2014-2015 school year will be 2.20. 
 
We are below the conference average for prices. 
 
The changes reflect projected costs of milk and commodities. 
 
*Seconds on main dishes, slushies, and all other extra prices would remain the 
same as the 2013-2014 school year.	
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STUDENT FEES
 
The board realizes some activities may require additional expenditures which are properly to be borne by
students as a separate charge.  Such charges may be waived as specified below depending upon the student's
eligibility for the free and reduced-price lunch program. No fees, specialized or nonspecialized attire or
equipment shall be required of students outside this policy.  This policy does not apply to tuition payments by
nonresident students.
 
For the purposes of this policy, the following definitions shall apply:
1.      Extracurricular activities means student activities or organizations which are supervised or administered by

the school district, which do not count toward graduation or advancement between grades, and in which
participation is not otherwise required by the school district;

2.      Postsecondary education costs means tuition and other fees associated with obtaining credit from a
postsecondary educational institution. 

 
The district may charge student fees or require students to provide specialized equipment or attire in the
following areas:
1.      Participation in extracurricular activities, including extracurricular music courses;
2.      Admission fees and transportation charges for spectators attending extracurricular activities;
3.      Postsecondary education costs, limited to tuition and fees associated with obtaining credits from the

postsecondary institution;
4.      Transportation fees for option students not qualifying for free lunches and nonresident students as allowed

by state statute;
5.      Copies of student files or records as allowed by state statute;
6.      Reimbursement to the district for property lost or damaged by the student;
7.      Before-and-after-school or prekindergarten services in accordance with state statute;
8.      Summer school or night school; and
9.      Breakfast and lunch programs.
 
The district may also require students to furnish musical instruments for participation in optional music courses
that are not extracurricular activities.  Students qualifying for free or reduced-price lunches shall be provided
with a musical instrument of the school's choice.
 
Waivers shall be provided to students who qualify for free or reduced-price lunches for fees, specialized
equipment and specialized attire required for participation in extracurricular activities.
 
The superintendent shall establish a Student Fee Fund and ensure that funds collected as
 
 
Approved ______________ Reviewed ______________ Revised _______________
 
fees for the following purposes are properly recorded and deposited to it:
·        Participation in extracurricular activities;
·        Postsecondary education costs; and
·        Summer school or night school.
The superintendent shall distribute regulations outlining the purposes for which fees in these three areas are
collected and shall ensure such fees are spent for those purposes.
 
The superintendent shall distribute regulations to be published annually in the student handbook authorizing and
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governing:
1.      Any nonspecialized clothing required for specified courses and activities;
2.      Any personal or consumable items a student will be required to furnish for specified activities; and
3.      Any specialized equipment or specialized attire which a student will be required to provide for any

extracurricular activity, including extracurricular music courses.
 
The superintendent shall also distribute any regulations authorizing and governing the following areas:
1.      All fees to be collected within the nine numbered areas of the third paragraph of this policy;
2.      Any other types of specialized equipment or attire to be provided by all students in the nine numbered areas

of the third paragraph of this policy;
3.      Procedures and forms for students or parent/guardians to apply for waivers under this policy;
4.      Deadlines for waivers for all types of fees;
5.      Procedures [to avoid the direct handling of fees; for the handling of fees] for students receiving

postsecondary education credits;
6.      Procedures for handling of fees related to summer school or night school; and
7.      Attendance requirements and procedures in connection with evening, weekend or summer use of facilities

related to all extracurricular activities to avoid conflict with this policy.
 
The maximum dollar amount of each fee must be specified as part of this policy.
 
Public concerns or complaints regarding required fees, attire or equipment shall be addressed under Policy
1005.01, Public Complaints.
 
This policy will be reviewed and re-adopted annually by August 1 at a regular or special meeting of the board. 
This shall include a review of the amount of money collected under this policy and the use of waivers as
provided by this policy.  The policy shall be published in the student handbook provided at no cost to each
household.
 
Legal Reference:           Neb. Constitution, Art VII, Sect. 1

Neb. Statute 79-215 (tuition)
         79-241 (option student busing)

                                                         79-605 (nonresident busing)
                                                         79-611 (transportation fees)
                                                         79-734 (books, equipment and supplies)
                                                         79-2,104 (student files)
                                                         79-2,125 to 2,134 (student fees law)
                                                         79-1104 (before-and-after-school services)
                                                         79-1106 to 1108 (learners with high ability)
 
Cross Reference:          505.05   Fines for Lost or Damaged Items
                                    506        Student Activities
                                    507.01   Student Records Access
                                    801        Transportation
                                    802.05   Free or Reduced Cost Meals Eligibility
                                    1005.01 Public Complaints
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BULLYING PREVENTION
 
The board recognizes the negative impact that bullying has on student health, welfare, safety, and the school’s
learning environment and prohibits such behavior.  Bullying is defined as any ongoing pattern of physical,
verbal, or electronic abuse on school grounds, in a vehicle owned, leased, or contracted by a school being used
for a school purpose by a school employee or his or her designee, at a designated school bus stop, or at school-
sponsored activities or school-sponsored athletic events.
 
Bullying may constitute grounds for detention, suspension, expulsion or mandatory reassignment, subject to
state and federal statutes and the district’s student discipline and due process procedures.
 
It shall be the responsibility of the superintendent to implement appropriate programs or procedures for the
purpose of educating students regarding bullying prevention.
 
This policy shall be reviewed annually. 
 
 [This policy shall not be interpreted to prohibit a reasoned and civil exchange of opinions, or debate, that is
protected by state or federal law.]
 
Legal Reference:                       Neb. Statute 79-2,137
 
Cross Reference:                      505      Student Discipline
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PARENTAL INVOLVEMENT IN THE SCHOOLS 

 

It is the policy of the district to provide full access to the parent of any student of the 

district to review textbooks, tests, curriculum and instructional materials, records of a 

student of any such parent, unless otherwise prohibited by law, and to any surveys of 

students done by the school district. Summary information regarding the district's 

curriculum, testing, and surveys will be provided at the beginning of each school year.  

Requests for access to specific instructional materials should be addressed to the teacher 

or building principal. 

 

Requests by parents to attend and monitor courses, assemblies, counseling sessions and 

other instructional activities shall also be made to the building principal or teacher. While 

requests to monitor are usually granted, if the request is denied, reasons for the denial 

will be provided. 

 

It is the policy of the district to provide as consistent an experience as possible in all 

classroom instruction, testing, surveys, and other school experiences. It is the policy of 

the district not to excuse students from classroom instruction, testing, and other school 

experiences unless an objection is submitted to the building principal or teacher outlining 

the specific experience, the basis for the objection and a proposed solution for dealing 

with the objection that would be satisfactory to the parent. 

 

The request for the student to be excused will be reviewed by the building principal and a 

decision provided to the parents. While verbal objections and decisions are valid, written 

follow-up to verbal communications is required from the parent and the principal.  If a 

student is excused from the requested activity no penalty will be assessed but an agreed 

upon alternative activity must be performed to the satisfaction of the teacher and 

principal. 

 

It is the policy of the district to use only testing methods and testing instruments that are 

not of an experimental nature and to avoid using any testing materials or testing 

techniques that are not generally recognized by educational professionals to be within 

sound educational standards and both educationally and academically appropriate. It is 

the policy of the district to notify parents of any standardized testing that may be 

scheduled within the school district. 

 

It is the policy of the district to notify parents of any survey which may be scheduled and 

to conduct student surveys judiciously, with full consideration of the fact that parents 

may find items of the survey objectionable. 

 

The following activities will also be included in the board’s plan for parental 

involvement: 

1. The board will involve parents in the development of the Title I plan, the process 

for school review of the plan and the process for improvement; 
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2. The board will provide the coordination, technical assistance and other support 

necessary to assist participating schools in planning and implementing effective 

parent involvement activities to improve student academic achievement and 

school performance; 

3. The board will build the schools’ and parents’ capacity for strong parental 

involvement; 

4. The board will coordinate and integrate parental involvement strategies under 

Title I with other programs such as Head Start, Reading First, etc.; 

5. The board will conduct with the involvement of parents, an annual evaluation of 

the content and effectiveness of the parental involvement policy in improving the 

academic quality of the school served including identifying barriers to greater 

participation by parents in Title I activities (with particular attention to low-

income parents, Limited English Proficient (LEP) parents, minorities, parents 

with disabilities and parents with low literacy) and use the findings of the 

evaluation to design strategies for more effective parental involvement and to 

revise, as necessary, the parental involvement policies; and 

6. The board will involve parents in Title I activities. 

 

The parent or guardian of a student may have access to that student's records during 

normal business hours of the district according to Policy 507.01 Student Records Access. 

 

This policy is adopted following a public hearing to receive public comments and 

suggestions. 

 

Legal Reference: Neb. Statute 79-530 to 533  

   No Child Left Behind, Title I, Sec. 1118, P.L. 107-110 

 

Cross Reference: 507.01  Student Records Access 

   606.03  Objection to Instructional Materials 

   610.02  Test or Assessment Administration 

   611.01  Student Progress Reports 

   611.04  Parent Conferences 

   1002.  District Annual Report 

   1005.01Public Complaints 
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