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 Evaluation of Certificated Employees 

 All  certificated  employees  to  be  evaluated  shall  be  notified 
 annually  in  writing  of  the  evaluation  process.  A  certificated 
 administrator,  with  the  exception  of  the  local  board  of  education  when 
 it  is  evaluating  the  superintendent,  will  observe  and  evaluate  each 
 probationary  certificated  employee  for  a  full  instructional  period  once 
 each  semester  and  each  permanent  certificated  employee  for  a  full 
 instructional  period  once  each  school  year.  If  the  probationary 
 certificated  employee  is  a  superintendent,  he  or  she  shall  be  evaluated 
 twice  during  the  first  year  of  employment  and  at  least  once  annually 
 thereafter.  The  evaluation  will  include,  but  not  be  limited  to  evaluating 
 the  employee’s  instructional  performance,  classroom  organization  and 
 management,  personal  conduct,  and  professional  conduct.  Evaluation 
 of  instructional  performance  and  classroom  organization  and 
 management  is  applicable  to  teachers  only.  The  administrator  will 
 provide  the  employee  with  a  written  list  of  deficiencies,  suggestions 
 and  a  timeline  for  correcting  the  deficiencies  and  improving 
 performance,  and  sufficient  time  to  improve.  The  evaluation  form  will 
 include  notice  that  the  employee  may  respond  to  the  evaluation  in 
 writing. 

 The  school  district  will  train  administrators  in  evaluation  annually 
 through  meetings  with  the  superintendent  or  other  administrator, 
 attendance  at  regional,  state  or  national  workshops,  or  any  other 
 method approved by the superintendent. 

 For  the  purposes  of  this  policy,  the  terms  "actual  classroom 
 observation" and "entire instructional period" are defined as follows: 

 Entire  Instructional  Period.  For  certificated  employees 
 whose  classes  are  held  during  defined  periods  of  time 
 (e.g.,  senior  high  classes),  an  entire  instructional  period 
 consists  of  one  such  time  period.  For  those  whose  time 
 periods  are  not  so  defined  (e.g.,  elementary  classroom 
 teachers),  an  entire  instructional  period  consists  of  40 
 minutes.  The  instructional  period  for  those  whose  work 
 does  not  necessarily  involve  continuous  instruction  for 
 40-minute  periods  (e.g.,  librarians  or  speech  therapists) 
 consists  of  no  less  than  40  minutes  total  during  the 
 semester.  The  entire  instructional  period  for 
 administrators  cannot  be  defined  in  terms  of  an 
 instructional  period  and  shall  be  satisfied  by  the  actual 



 observation  of  an  administrator's  work  during  the  semester 
 for no less than 40 minutes. 

 Actual  Classroom  Observation.  Actual  classroom 
 observation  consists  of  observing  the  certificated  employee 
 in  any  activities  in  a  classroom  setting.  When  a 
 certificated  employee  does  not  have  classroom 
 responsibility  (e.g.,  administrators  or  librarians),  the 
 requirement  of  "actual  classroom  observation"  will  be 
 satisfied  by  observing  the  certificated  employee  performing 
 activities that are typical of his or her position. 

 This  policy  and  the  evaluation  instrument  shall  be  included  in  the 
 teacher  handbook  which  will  be  distributed  to  staff  members  upon 
 their employment and annually thereafter. 

 Adopted on: _______________ 
 Revised on: _______________ 
 Reviewed on: ______________ 



 4031 
 Evaluation of Probationary Certified Employees 

 A  certificated  administrator  will  observe  and  evaluate  each 
 probationary  certified  employee  for  a  full  instructional  period  once 
 each  semester.  The  administrator  will  provide  each  employee  with  a 
 written  list  of  deficiencies,  concrete  suggestions  for  improvement,  and 
 sufficient time to improve. 

 For  the  purposes  of  this  policy,  the  terms  "actual  classroom 
 observation" and "entire instructional period" are defined as follows: 

 Entire  Instructional  Period.  For  certified  employees 
 whose  classes  are  held  during  defined  periods  of  time 
 (e.g.,  senior  high  classes),  an  entire  instructional  period 
 consists  of  one  such  time  period.  For  those  whose  time 
 periods  are  not  so  defined  (e.g.,  elementary  classroom 
 teachers),  an  entire  instructional  period  consists  of  40 
 minutes.  The  instructional  period  for  those  whose  work 
 does  not  necessarily  involve  continuous  instruction  for 
 40-minute  periods  (e.g.,  librarians  or  speech  therapists) 
 consists  of  no  less  than  40  minutes  total  during  the 
 semester.  The  entire  instructional  period  for 
 administrators  cannot  be  defined  in  terms  of  an 
 instructional  period  and  shall  be  satisfied  by  the  actual 
 observation  of  an  administrator's  work  during  the  semester 
 for no less than 40 minutes. 

 Actual  Classroom  Observation.  Actual  classroom 
 observation  consists  of  observing  the  certified  employee  in 
 any  activities  in  a  classroom  setting.  When  a  certified 
 employee  does  not  have  classroom  responsibility  (e.g., 
 administrators  or  librarians),  the  requirement  of  "actual 
 classroom  observation"  will  be  satisfied  by  observing  the 
 certified  employee  performing  activities  that  are  typical  of 
 his or her position. 
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 4032 
 Professional Growth 

 Every  six  years,  permanent  certificated  employees  shall  give 
 evidence  of  professional  growth.  Six  semester  hours  of  college  credit 
 shall be accepted as evidence of professional growth. 

 The  board  of  education  believes  the  goal  of  professional 
 self-improvement  to  be  inherent  in  the  responsibilities  of  each 
 certificated district employee. 

 Other  professional  growth  activities  which  may  count  toward  the 
 six-year  requirement  include  non-credit  courses,  lecture  series, 
 workshops,  conferences,  study  groups,  local  in-service  courses, 
 committee  service,  supervising  a  student  teacher,  serving  with 
 professional  groups,  travel  of  significant  educational  value,  and 
 membership  in  professional  organizations.  The  employee  must  receive 
 prior  approval  from  the  building  principal  for  any  of  these  activities  to 
 count toward professional growth. 

 No  professional  growth  units  will  be  awarded  if  the  applicant  has 
 been  paid  for  a  non-college  activity  either  by  released  time  or  by  an 
 additional amount paid by the school district. 

 One  unit  of  professional  growth  credit  will  generally  be 
 equivalent  to  ten  hours  of  personal  time  spent  on  an  educational 
 activity. 
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 4034 
 Staff Handbook 

 The  superintendent  or  designee  shall  annually  formulate,  review  and 
 revise  a  staff  handbook  that  will  contain  information  about  the 
 district’s  employment  policies  and  practices.  The  staff  handbook  is  an 
 extension  of  these  policies  and  has  the  force  and  effect  of  board  policy 
 when approved by the board of education. 

 Adopted on: _______________ 
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 4038 
 Classified Staff Defined 

 The  term  “classified  staff”  means  all  employees  other  than  certificated 
 teachers  and  administrators.  Classified  staff  employees  are  employed 
 at  will,  and  their  employment  may  be  amended  or  terminated  at  any 
 time and without any cause. 

 Adopted on: _______________ 
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 4039 
 Employment of Classified Staff 

 The  superintendent  or  designee  shall  hire  classified  staff  to  meet 
 personnel  needs  consistent  with  the  district’s  budget,  instructional 
 needs,  and  non-instructional  operations.  The  superintendent  or 
 designee  may,  but  is  not  required  to,  conduct  a  criminal  background 
 check  on  any  classified  staff  applicant,  provided  that  such  check  shall 
 occur  only  after  the  school  district  has  determined  that  the  applicant 
 meets  the  minimum  employment  qualifications.  This  policy  shall  not 
 prevent  the  school  district  from  requiring  an  applicant  to  disclose  his  or 
 her  criminal  record  or  history  relating  to  sexual  or  physical  abuse  prior 
 to any minimum employment qualification determination. 

 The  superintendent  or  designee  shall  discipline  and  discharge  classified 
 staff as appropriate. 
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 4042 
 Employee Social Security Numbers 

 Nebraska  law  prohibits  employers  from  using  or  publishing  an 
 employee’s  social  security  number  except  under  certain  specified 
 circumstances.  This  district  shall  comply  with  this  law  and  take 
 reasonable  steps  to  protect  the  confidentiality  of  employees’  social 
 security  numbers.  However,  neither  state  law  nor  this  policy  prohibits 
 the  district  from  using  the  last  four  digits  of  an  employee’s  social 
 security  number  as  an  employee  identification  number  or  in  any  other 
 reasonable manner. 
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 4044 
 Political Activity by Staff Members 

 The  Board  recognizes  its  individual  employees’  rights  of 
 citizenship,  including,  but  not  limited  to,  engaging  in  political  activities. 
 An  employee  of  the  District  may  seek  an  elective  office,  provided  that 
 the  staff  member  does  not  campaign  on  school  property  during 
 working  hours,  and  provided  all  other  legal  requirements  are  met.  The 
 District  assumes  no  obligation  beyond  making  such  opportunities 
 available. 

 The  following  activities  are  prohibited  during  an  employee’s  work 
 time (including duty-free lunch and planning periods): 

 1.  Soliciting  votes  or  contributions  for  or  against  a  particular 
 candidate or ballot proposition. 

 2.  Discussing  with  students  opinions  regarding  a  political  candidate 
 or  ballot  proposition  unless  the  topic  is  part  of  the  approved 
 curriculum. 

 3.  Preparing,  displaying,  wearing  or  distributing  campaign 
 literature,  materials,  or  signs  for  or  against  a  candidate  or  ballot 
 proposition  (this  prohibition  does  not  apply  to  bumper  stickers 
 on personal vehicles). 

 4.  Soliciting  volunteers  to  assist  with  a  campaign  for  or  against  a 
 political candidate or ballot proposition. 

 5.  Preparing  for,  organizing,  or  participating  in  any  political 
 meeting, petition, rally, or event. 

 6.  Other prohibited political activity as defined by state law. 

 The following activities are prohibited at all times: 

 1.  Using  any  school  district  resources  including,  but  not  limited  to, 
 facsimile  machines,  copy  machines,  computers  or  e-mail 
 accounts, for political campaign activities. 

 2.  Using  school  district  property  or  facilities  for  any  political 
 campaign  activities,  unless  such  use  is  approved  pursuant  to 
 school board rules or policy. 
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 3.  Spending  district  funds  to  urge  votes  to  vote  for  or  against  a 
 candidate or ballot proposition 

 4.  Requiring  employees  to  engage  in  political  campaign  activities  as 
 part of their job duties. 

 5.  Providing  employees  with  additional  compensation  or  benefits  for 
 engaging in political activities. 

 6.  Representing  an  employee’s  personal  political  position  as  the 
 position of the school district or the board of education. 

 7.  Engaging in any other activity prohibited by state law. 

 Adopted on: _______________ 
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 4045 
 Milk Expression 

 The  district  will  provide  reasonable  break  time  for  an  employee  who 
 wishes  to  express  breast  milk  for  her  nursing  child  in  a  place,  other  than  a 
 bathroom,  which  is  shielded  from  view  and  free  from  intrusion  from 
 co-workers and the public for one year after the child’s birth. 
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 4046 
 Internet Searches Regarding Potential Employees 

 Members  of  the  administrative  team  or  of  a  hiring  committee 
 (hereinafter  “the  committee”)  may  conduct  internet  research  about  job 
 applicants  by  using  the  following  protocol,  except  that  no  criminal 
 history  record  information  check  shall  be  made  until  the  school  district 
 has  determined  that  the  applicant  meets  the  minimum  employment 
 qualifications: 

 1.  The  committee  may  conduct  internet  searches  using  candidates’ 
 full  names  and  any  aliases.  The  committee  may  also  search 
 candidates’  full  names  and  any  aliases  on  Facebook,  Instagram, 
 LinkedIn, Twitter, YouTube, and other social networking websites. 

 2.  All  applicants  or  all  finalists  must  have  the  same  research 
 conducted  about  them.  For  example,  if  the  committee  conducts 
 a  search  on  Google  using  the  name  of  one  applicant  in  order  to 
 determine  whether  to  include  that  applicant  in  the  list  of 
 finalists,  the  committee  must  also  conduct  an  identical  search  of 
 all applicants’ names. 

 3.  The  committee  may  not  use  deception  to  gain  access  to 
 applicants’  social  networking  pages,  blogs,  or  other  on-line 
 media  and  will  not  require  applicants  for  employment  to  provide 
 the  district  with  their  username  or  password  to  personal  social 
 media accounts. 

 4.  The  committee  must  take  reasonable  steps  to  verify  the 
 reliability  of  the  information  obtained  in  the  search,  including 
 consulting  with  the  applicant  for  confirmation  of  accuracy,  if 
 appropriate. 

 5.  The  committee  will  consider  the  following  information  to  be 
 relevant  in  making  hiring  decisions  about  an  applicant  based  on 
 information obtained through internet research: 

 a.  Disparaging  remarks  made  about  current  or  former 
 co-workers, supervisors, or employers; 

 b.  Discriminatory,  harassing,  or  demeaning  behavior  or 
 comments; 

 c.  Unprofessional, lewd, or obscene behavior or remarks; 



 d.  Criminal activity; 

 e.  Information  which  indicates  the  applicant  will  or  will  not  be 
 able  to  perform  the  essential  functions  of  the  position 
 sought; and 

 f.  Information  which  indicates  that  the  applicant  is 
 particularly suited or unsuited to the position sought. 

 6.  The  committee  will  retain  documents  to  demonstrate  its 
 compliance  with  this  policy  with  other  documentation  relevant  to 
 the job search. 
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 4048 
 Assessment Administration and Security 

 The  purpose  of  all  testing  and  assessments  is  to  measure  students’ 
 knowledge,  skills  or  abilities  in  the  area  tested.  All  staff  members  are 
 prohibited  from  engaging  in  any  behavior  that  adversely  affects  the 
 validity  of  test  scores  as  a  measure  of  student  achievement.  This 
 policy  applies  to  all  national,  state,  and  local  assessments,  including 
 both standardized and general classroom assessments. 

 1.  Assessment Responsibilities 

 a.  Each  building  principal,  in  consultation  with  the 
 Superintendent  and  classroom  teachers,  will  be  responsible 
 for: 

 ●  overseeing  the  scheduling  of  state  administered 
 assessments,  training  all  staff  who  administer 
 assessments,  and  ensuring  that  all  assessments, 
 including  make-up  testing,  is  completed  within  required 
 testing windows; 

 ●  obtaining  Standards,  Assessment  and  Accountability 
 Updates  from  the  Department  of  Education  and 
 circulating  the  relevant  portions  of  those  updates  to 
 other staff members; 

 ●  informing  the  board  of  education  of  changes  to  the 
 Nebraska  Student-Centered  Assessment  System  Security 
 Procedures; and 

 ●  signing  and  enforcing  the  Nebraska  Student-Centered 
 Assessment System Security Agreement. 

 b.  Every  classroom  teacher  or  other  staff  member  who 
 administers assessments is responsible for: 

 ●  complying  with  the  Nebraska  Student-Centered 
 Assessment System Security Procedures; 

 ●  taking  all  reasonable  and  prudent  steps  to  ensure  the 
 accuracy  and  integrity  of  all  academic  testing,  including 
 statewide assessments; and 



 ●  ensuring the security of all test materials. 

 2.  Security Violations and Cheating 

 a.  Classroom assessments 

 Staff  members  who  suspect  students  of  having  cheated  on 
 a  classroom  assessment  should  conduct  a  reasonable 
 inquiry  and  impose  consequences  on  the  student 
 consistent with classroom rules and the student handbook. 

 b.  State Accountability Tests 

 Staff  members  who  suspect  a  breach  of  security  on  State 
 Accountability  Tests,  must  promptly  report  their  suspicions 
 to  the  building  principal  or  superintendent.  The 
 superintendent  must  notify  the  Department  of  Education’s 
 Statewide  Assessment  Office  and  follow  the  Department’s 
 protocol  for  Reporting  and  Investigating  Test  Security 
 Violations. 

 Staff  members  who  engage  in  or  enable  students  to 
 engage  in  academic  dishonesty  in  any  testing  or 
 assessment  will  be  subject  to  discipline  up  to  and  including 
 the immediate cancellation of their employment contract. 
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 4050 
 Overtime and Compensatory Time 

 Employees  who  are  "non-exempt"  under  the  Fair  Labor  Standards  Act 
 and  who  work  more  than  40  hours  in  a  workweek  will  be  paid  at  the  rate  of 
 time-and-one-half  (1½)  times  their  regular  rate  of  pay  for  all  overtime  hours 
 or  will  be  provided  compensatory  time.  All  overtime  must  be  approved  in 
 advance  by  the  employee's  supervisor.  Scheduled  holidays,  vacation  days, 
 time  off  for  jury  duty,  and  time  off  for  sickness,  emergencies  or  other 
 personal reasons will not be considered hours worked for overtime purposes. 

 The  district  may  grant  compensatory  time  in  lieu  of  overtime  pay  at  a 
 rate  of  one  and  one-half  (1½)  hours  off  for  each  hour  of  overtime  the 
 employee  worked.  Employees  may  accrue  a  maximum  of  240  hours  of 
 compensatory  time,  which  represents  160  hours  of  actual  overtime  worked. 
 When  an  employee  has  accrued  240  hours  of  compensatory  time,  the  district 
 shall  pay  him/her  at  the  rate  of  one  and  one-half  (1½)  times  his/her  regular 
 rate  of  pay  for  each  additional  hour  of  overtime.  An  employee  who  asks  to 
 use  compensatory  time  shall  be  permitted  to  use  it  within  a  reasonable 
 period  after  the  request  if  its  use  does  not  unduly  disrupt  the  district’s 
 operations. 

 Upon  termination  of  employment,  an  employee  shall  be  paid  for 
 unused  compensatory  time  at  a  rate  of  compensation  not  less  than:  (1)  the 
 average  regular  hourly  rate  paid  to  the  employee  during  the  last  three  years 
 of  his/her  employment,  or  (2)  the  final  regular  hourly  rate  paid  to  the 
 employee, whichever is higher. 

 Payment  for  unused  compensatory  time  shall  be  at  the  employee’s 
 regular  rate  of  pay  for  each  hour  of  compensatory  time,  not  one  and 
 one-half (1½) times the regular rate of pay. 
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 4051 
 Staff and District Social Media Use 

 Social  media  is  an  important  tool  for  communicating,  keeping 
 up-to-date  with  current  developments  in  education,  and  for  conducting 
 research  to  enhance  management,  teaching,  and  learning  skills.  The 
 district  also  uses  social  media  accounts  to  provide  information  to 
 district  stakeholders.  This  policy  is  intended  to  ensure  (1)  appropriate 
 use  of  social  media  by  staff  and  (2)  appropriate  control  of  social  media 
 accounts  belonging  to  or  affiliated  with  the  district.  Staff  should  also 
 refer to the district’s policy on Staff Computer and Internet Usage. 

 I.  Personal Versus School-Affiliated Social Media Use 

 A.  Personal Social Media Use 

 1.  The  school  district  will  not  require  staff  members  or 
 applicants  for  employment  to  provide  the  district 
 with  their  username  and  password  to  personal  social 
 media accounts. 

 2.  The  district  will  not  require  staff  to  add  anyone  to  the 
 list  of  contacts  associated  with  the  staff  member’s 
 personal  social  media  accounts  or  require  a  staff 
 member  to  change  the  settings  on  his  or  her 
 personal  social  media  accounts  so  that  others  can  or 
 cannot view their accounts. 

 3.  Staff  members  whose  personal  social  media  use 
 interferes  with  the  orderly  operation  of  the  school  or 
 who  use  social  media  in  ways  that  are  not  protected 
 by  the  First  Amendment  may  be  subject  to  discipline 
 by the district. 

 4.  Staff  members  who  wish  to  begin  using  or  to 
 continue  using  the  school  district  name,  programs, 
 mascot,  image  or  likeness  as  part  of  any  social 
 media  profile  must  notify  their  supervising 
 administrator  of  the  use,  and  must  secure  the 
 administrator’s permission to do so. 

 B.  School-Affiliated Social Media Use 
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 1.  Any  social  media  account  which  purports  to  be  “the 
 official”  account  of  the  school  district  (e.g.,  “Warrior 
 Wrestling”),  or  any  of  its  programs,  classes  or 
 entities  will  be  considered  to  be  an  account  that  is 
 used  exclusively  for  the  school  district’s  business 
 purpose.  Staff  members  may  not  use  “official” 
 accounts for personal use. 

 2.  Staff  may  be  required  to  provide  their  supervising 
 administrator  with  the  username  and  password  to 
 school-affiliated social media accounts. 

 3.  Staff  may  be  required  to  interact  with  specified 
 individuals on school-affiliated social media accounts. 

 4.  When  staff  use  school-affiliated  social  media 
 accounts  to  comment  on  school-related  matters, 
 they  do  not  do  so  as  private  citizens  and  are 
 therefore  not  entitled  to  First  Amendment 
 protections. 

 II.  Staff  Expectations  in  Use  of  Social  Media  –  Applicable  to 
 Both Personal and School-Affiliated Use 

 A.  General Use and Conditions 

 Staff  must  comply  with  all  board  policies,  contract  provisions, 
 and  applicable  rules  of  professional  conduct  in  their  social  media 
 usage.  They  must  comply  with  the  board’s  policy  on  professional 
 boundaries  between  staff  and  students  at  all  times  and  in  both 
 physical and digital environments. 

 Staff  must  obtain  the  consent  of  their  building  principal  or  the 
 superintendent  prior  to  posting  any  student-related  information 
 in  order  to  make  sure  that  the  publication  does  not  violate  the 
 Federal  Education  Records  Privacy  Act  or  any  other  laws.  Staff 
 must  also  comply  with  all  applicable  state  and  federal  record 
 retention  requirements,  even  with  regard  to  personal  social 
 media usage. 

 Staff  must  comply  with  all  applicable  laws  prohibiting  the  use  or 
 disclosure  of  impermissible  content,  such  as  copyright  laws, 
 accountability  and  disclosure  laws,  and  any  other  law  governing 
 the  use  of  resources  of  a  political  subdivision.  Questions  about 
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 appropriate  content  should  be  referred  to  the  staff  member’s 
 supervising administrator. 

 B.  Acceptable Use 

 1.  Staff  may  use  social  media  for  instructional 
 purposes. 

 2.  Staff  may  use  social  media  for  school-related 
 communication  with  fellow  educators,  students, 
 parents, and patrons. 

 3.  Teachers  should  integrate  the  use  of  electronic 
 resources,  which  may  include  social  media,  into  the 
 classroom.  As  the  quality  and  integrity  of  content  on 
 social  media  is  not  guaranteed,  teachers  must 
 examine  the  source  of  the  information  and  provide 
 guidance  to  students  on  evaluating  the  quality  of 
 information they may encounter. 

 C.  Unacceptable Use 

 1.  Staff  shall  not  access  obscene  or  pornographic 
 material  while  at  school,  on  school-owned  device  or 
 on school-affiliated social media accounts. 

 2.  Staff  shall  not  engage  in  any  illegal  activities, 
 including  the  downloading  and  reproduction  of 
 copyrighted materials. 

 3.  Staff  shall  not  access  social  media  networking  sites 
 such  as  Facebook,  Twitter,  and  Instagram  on 
 school-owned  devices  or  during  school  time  unless 
 such  access  is  for  an  educational  activity  which  has 
 been  preapproved  by  the  staff  member’s  immediate 
 supervisor.  This  prohibition  extends  to  using  chat 
 rooms,  message  boards,  or  instant  messaging  in 
 social  media  applications  and  includes  posting  on 
 social  networking  sites  using  personal  electronic 
 devices. 

 III.  School-Affiliated Digital Content 
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 A.  General  Use  and  Conditions  for  School-Affiliated 
 Accounts 

 Staff  must  obtain  the  permission  of  their  supervising 
 administration  prior  to  creating,  publishing,  or  using  any 
 school-affiliated  web  pages,  microblogs,  social  media  pages  or 
 handles,  or  any  other  digital  content  which  represents  itself  to  be 
 school-related,  or  which  could  be  reasonably  understood  to  be 
 school-related.  This  includes  any  content  which  identifies  the 
 school  district  by  name  in  the  account  name  or  which  uses  the 
 school’s mascot name or image. 

 Staff  must  provide  administrators  with  the  username  and 
 password  for  all  school-affiliated  accounts  and  must  only  publish 
 content  appropriate  for  the  school  setting.  Staff  may  not  provide 
 the  username  and  password  to  school-affiliated  accounts  to  any 
 unauthorized individual, including students and volunteers. 

 B.  Moderation of Third Party Content 

 The  purpose  of  school-related  social  media  accounts  is  to 
 disseminate  information.  No  school-related  or  school-affiliated 
 social  media  account  covered  by  this  policy  shall  permit 
 comments  by  the  public  unless  otherwise  approved  by  the 
 superintendent.  All  comment  functions  for  applications  such  as 
 Facebook  and  Instagram  must  be  turned  to  “off”  without  this 
 approval. 

 In  the  event  the  superintendent  permits  content  created  by 
 anyone  other  than  the  administrator  of  the  account  to  appear  on 
 the  account’s  pages,  such  as  comments  made  by  students, 
 parents,  and  patrons,  the  account  administrator  must  monitor 
 the  content  to  ensure  it  complies  with  this  policy.  Posts, 
 comments,  or  any  other  content  made  on  the  account’s  pages 
 may  be  removed  when  the  content  meets  any  of  the  following 
 conditions: 

 1.  Is obscene, lewd, or appeals to prurient interests; 

 2.  Contains  information  relating  to  a  student  matter  or 
 personnel  matter  which  is  protected  under  or 
 prohibited by state or federal law; 

 Page  4  of  5 



 3.  Contains  threatening,  harassing,  or  discriminatory 
 words or phrases; 

 4.  Incites  or  is  reasonably  anticipated  to  incite  violence, 
 illegal  activity,  or  a  material  and  substantial 
 disruption to school operations or activities; or 

 5.  Contains  any  other  threat  to  the  safety  of  students 
 and staff. 

 Every  account  administrator  must  keep  a  copy  of  any  removed 
 content  and  must  provide  a  copy  to  the  superintendent  along 
 with  written  notification  for  the  reason  the  post  has  been 
 removed.  All  questions  about  the  appropriateness  of  removal 
 must be directed to the superintendent. 

 Adopted on: _______________ 
 Revised on: _______________ 
 Reviewed on: ______________ 
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 Job References to Prospective Employers 

 All requests for employment-related references or employment history 
 by prospective employers of current or former employees must be 
 referred to a member of the administrative team.  The administrator 
 will either provide a reference in compliance with this policy or will 
 forward the request to the superintendent. 

 If  the  school  district  is  subject  to  a  written  separation  agreement 
 regarding  a  particular  employee,  the  terms  of  that  agreement  will 
 govern  the  district’s  response  to  requests  for  information,  regardless  of 
 any written consent provided to the school district. 
 If  the  school  district  is  not  bound  by  a  separation  agreement  and 
 receives  a  legally  enforceable  written  consent  to  release  information, 
 the  district  may  provide  the  information  authorized  by  that  document. 
 The  school  district  may  provide  additional  truthful  information  to 
 prospective  employers  of  current  and  former  employees  in  accordance 
 with this policy. 

 Employees  Suspected  of  Sexual  Misconduct  Against  a  Minor  or 
 Student 

 Apart  from  the  routine  transmission  of  administrative  and  personnel 
 files  or  unless  otherwise  permitted  by  law,  the  district  and  any 
 employee,  contractor,  or  agent  of  the  school  district  is  prohibited  from 
 providing  any  employee  any  assistance  in  obtaining  a  new  job  if  the 
 school  district  or  the  individual  acting  for  the  school  district  has 
 probable  cause  to  believe  said  employee  has  engaged  in  sexual 
 misconduct with a student or minor in violation of the law. 

 Adopted on: _______________ 
 Revised on: _______________ 
 Reviewed on: ______________ 
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 Conflict of Interest 

 Any  school  district  employee  who  meets  the  conditions  set  forth  in  this 
 policy  shall  be  deemed  to  have  a  business  or  financial  conflict  of 
 interest. 

 1.  Definitions.  For the purposes of this policy: 

 a.  Business  with  which  an  employee  is  associated  shall  include 
 the following: 

 (1)  A  business  in  which  the  employee  or  a  member  of  his  or 
 her  immediate  family  is  a  partner,  a  limited  liability 
 company, or serves as a director or an officer. 

 (2)  A  business  in  which  the  employee  or  a  member  of  his  or 
 her  immediate  family  is  a  stockholder  in  a  closed 
 corporation  with  stock  worth  one  thousand  dollars  or 
 more,  or  he  or  she,  or  his  or  her  immediate  family  owns 
 more  than  a  five  percent  equity  interest  or  is  a 
 stockholder  of  publicly  traded  stock  worth  more  than  ten 
 thousand  dollars  or  more  at  fair  market  value,  or  which 
 represents  more  than  ten  percent  equity  interest.  This 
 shall  not  apply  to  publicly  traded  stock  under  a  trading 
 account  if  the  employee  reports  the  name  and  address 
 of the company and stockbroker. 

 b.  A  business  association  shall  be  defined  to  include  an 
 individual  as  a  partner,  limited  liability  company  member, 
 director  or  officer,  or  a  business  in  which  the  individual  or 
 member of the immediate family is a stockholder. 

 2.  Contracts with the School District. 

 a.  No  employee  or  member  of  his  or  her  immediate  family  shall 
 enter  into  a  contract  valued  at  two  thousand  dollars  or  more, 
 in  any  one  year,  with  this  school  district  unless  the  contract  is 
 awarded  through  an  open  and  public  process  that  (1)  includes 
 prior  public  notice  and  (2)  allows  the  public  to  inspect  during 
 the  school  district’s  regular  business  hours  the  proposals 
 considered and the contract awarded. 
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 b.  The  existence  of  any  conflict  of  interest  in  any  contract  in 
 which  the  employee  has  an  interest  and  in  which  the  school 
 district  is  a  party,  or  the  failure  to  make  public  the  employee's 
 interest known, may render a contract null and void. 

 c.  The  prohibition  of  a  conflict  of  interest  or  requirement  for 
 public  notice  shall  apply  when  the  employee,  or  his  or  her 
 immediate  family  (parent,  spouse,  or  child)  has  a  business 
 association  with  the  business  involved  in  the  contract  or  will 
 receive  a  direct  pecuniary  fee  or  commission  as  a  result  of  the 
 contract. 

 3.  Employing Members of the Immediate Family. 

 a.  An  employee  may  employ  or  recommend  or  supervise  the 
 employment of an immediate family member if: 

 (1)  The employee does not abuse his or her position. 

 (a)  Abuse  of  official  position  shall  include,  but  not  be 
 limited to, employing an immediate family member: 

 (i)  who  is  not  qualified  for  and  able  to  perform  the 
 duties of the position; 

 (ii)  for any unreasonably high salary; 

 (iii)  who  is  not  required  to  perform  the  duties  of  the 
 position. 

 (2)  The  employee  makes  a  reasonable  solicitation  and 
 consideration of applications for employment. 

 (3)  The  employee  makes  a  full  disclosure  on  the  record  to 
 the  governing  body  of  the  school  district  and  to  the 
 secretary of the board. 

 (4)  The  board  approves  the  employment  or  supervisory 
 position. 

 b.  The  employee  shall  not  terminate  the  employment  of  another 
 employee  so  as  to  make  funds  or  a  position  available  for  the 
 purpose of hiring an immediate family member. 
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 4.  Gifts,  Loans,  Contributions,  Rewards,  or  Promises  of  Future 
 Employment 

 a.  No  employee  shall  offer  or  give  to  the  following  persons 
 anything  of  value,  including  a  gift,  loan,  contribution,  reward, 
 or  promise  of  future  employment,  based  upon  an  agreement 
 that  a  vote,  official  action,  or  judgment  would  be  influenced 
 thereby: 

 (1)  a public official, public employee, or candidate. 

 (2)  a  member  of  the  immediate  family  of  an  individual 
 listed in Subparagraph 'a' above. 

 (3)  a  business  with  which  an  individual  listed  in 
 Subparagraph (1) or (2) above is associated. 

 b.  No  employee  shall  solicit  or  accept  anything  of  value,  including 
 a  gift,  loan,  contribution,  reward,  or  promise  of  future 
 employment  based  on  an  agreement  that  the  vote,  official 
 action,  or  judgment  of  the  employee  would  thereby  be 
 influenced. 

 c.  An  employee  shall  not  use  or  authorize  the  use  of  his  or  her 
 public  employment  or  any  confidential  information  received 
 through  the  public  employment  to  obtain  financial  gain,  other 
 than  compensation  provided  by  law,  for  himself  or  herself  or  a 
 member  of  his  or  her  immediate  family,  or  a  business  with 
 which he or she is associated. 

 d.  An  employee  shall  not  use  or  authorize  the  use  of  personnel, 
 resources,  property,  or  funds  under  that  person's  official  care 
 and  control  other  than  in  accordance  with  prescribed 
 constitutional,  statutory,  and  regulatory  procedures  or  use 
 such  items  for  personal  financial  gain,  other  than 
 compensation provided by law. 

 5.  Conflict of Interest Relating to Campaigning or Political Issues 

 a.  Except  as  provided  below,  an  employee  shall  not  authorize 
 the  use  of  school  district  personnel,  property,  resources,  or 
 funds  for  the  purpose  of  campaigning  for  or  against  the 
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 nomination  or  election  of  a  candidate  or  the  qualification, 
 passage, or defeat of a ballot question. 

 b.  This  does  not  prohibit  an  employee  from  making  school 
 district  facilities  available  to  a  person  for  campaign  purposes  if 
 the  identity  of  the  candidate  or  the  support  for  or  opposition 
 to  the  ballot  question  is  not  a  factor  in  making  the  facilities 
 available  or  a  factor  in  determining  the  cost  or  conditions  for 
 use. 

 c.  This  does  not  prohibit  an  employee  from  discussing  and 
 voting  upon  a  resolution  supporting  or  opposing  a  ballot 
 question. 

 d.  This  does  not  prohibit  an  employee  under  the  direct 
 supervision  of  a  public  official  from  responding  to  specific 
 inquiries  by  the  press  or  the  public  as  to  the  board's  opinion 
 regarding  a  ballot  question  or  from  providing  information  in 
 response to a request for information. 

 e.  An  employee  may  present  his  or  her  personal  opinion 
 regarding  a  ballot  question  or  respond  to  a  request  for 
 information  related  to  a  ballot  question;  but  in  so  doing,  the 
 person  should  clearly  state  that  the  information  being 
 presented  is  his  or  her  personal  opinion  and  is  not  to  be 
 considered  as  the  official  position  or  opinion  of  the  school 
 district.  However,  this  shall  not  be  done  during  a  time  that 
 the individual is engaged in his or her official duties. 

 6.  Conflict.  To  the  extent  that  there  is  a  conflict  between  this  policy 
 and  the  Nebraska  Political  Accountability  and  Disclosure  Act 
 (“Act”), the Act shall control. 

 Adopted on: _______________ 
 Revised on: _______________ 
 Reviewed on: ______________ 
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 Reporting Child Abuse or Neglect 

 Because  of  their  daily  contact  with  school-age  children,  educators  and 
 other  school  employees  are  in  a  unique  position  to  identify  abused 
 and/or  neglected  children.  Nebraska  law  defines  child  abuse  or 
 neglect  as  knowingly,  intentionally,  or  negligently  causing  or  permitting 
 a  minor  child  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;  (5)  sexually  abused;  or  (6)  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. 

 Reporting  Procedure.  School  employees  who  have  reasonable  cause 
 to  believe  that  a  child  has  been  subjected  to  child  abuse  or  neglect  or 
 observe  a  child  being  subjected  to  conditions  or  circumstances  which 
 reasonably  would  result  in  child  abuse  or  neglect  will  report  the 
 suspected abuse or neglect according to the following procedure. 

 1.  Any  school  employee  who  has  reasonable  cause  to  believe 
 that  a  child  has  been  abused  or  neglected  shall  report  the 
 suspicion  to  the  building  principal  immediately.  Employees 
 shall  also  personally  report  or  cause  a  report  to  be  made  to 
 local  law  enforcement  or  to  the  Department  of  Health  and 
 Human Services. 

 2.  When  the  principal  makes  a  report  of  suspected  child 
 abuse  or  neglect,  he/she  shall  inform  the  employee(s)  who 
 made the initial report. 

 3.  Nothing  in  the  paragraph  above  shall  hinder  a  school 
 employee  from  fulfilling  his/her/their  obligation  to  report 
 suspected  abuse  or  neglect  if  he,  she  or  they  have 
 reasonable  cause  to  believe  that  a  child  has  been  abused 
 or neglected. 

 4.  Any  doubt  or  question  in  reporting  such  cases  shall  be 
 resolved  in  the  favor  of  reporting  the  suspected  abuse  or 
 neglect.  Consultation  between  the  administrator  and 
 school  employee  is  encouraged,  keeping  in  mind  that 
 prompt reporting is essential. 



 Contents  of  the  Report.  The  report  to  authorities  shall  contain  the 
 following  information  to  the  extent  it  is  available:  (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  and  extent  of  the 
 abuse  or  neglect,  or  the  conditions  and  circumstances  which  would 
 reasonably  result  in  such  abuse  or  neglect;  and  (5)  any  other 
 information  that  may  be  useful  in  establishing  the  identity  of  the 
 persons involved and cause of the abuse or neglect. 

 Legal  Immunity.  Nebraska  statutes  give  legal  immunity  from  any 
 civil  or  criminal  liability  to  any  person  who  makes  a  good  faith  report  of 
 child  abuse  or  neglect  or  participates  in  a  judicial  proceeding  resulting 
 from such a report. 

 Adopted on: _________________________ 
 Revised on: _________________________ 
 Reviewed on: ________________________ 
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 Confidentiality in Counseling and Guidance 

 The  school  district  provides  students  with  a  certificated  school  guidance 
 counselor.  Information  that  students  provide  to  counselors  is  confidential 
 but  not  legally  privileged.  The  counselor  will  attempt  to  respect  the  privacy 
 of  student  disclosures,  but  will  share  all  relevant  information  with  other 
 education  professionals  as  appropriate  or  as  directed.  The  counselor  will 
 also contact parents and law enforcement officials as appropriate. 

 Records  of  the  counseling  relationship,  including  interview  notes,  test  data, 
 correspondence,  tape  recordings  and  other  documents,  are  to  be  considered 
 professional  information  for  use  in  counseling,  not  part  of  the  student's 
 education record. 

 When  a  counselor  is  in  doubt  about  what  information  to  release,  he  or  she 
 should  discuss  the  matter  with  the  building  principal  or  with  the 
 superintendent. 

 Adopted on: _________________________ 
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 Workplace or Non-Workplace Injuries or Illness and Return to Work 

 Reporting  Workplace  Injuries  .  Staff  members  who  are  injured  while 
 performing  duties  or  who  witness  workplace  injuries  must  report  them  to  the 
 superintendent  or  superintendent’s  designee  as  soon  as  possible  after  being 
 injured  or  witnessing  an  injury.  Staff  members  must  prepare  written 
 statements  regarding  the  injuries  they  sustained  or  witnessed  when  they  are 
 asked  to  do  so  by  the  school  district.  Failure  to  report  a  workplace  injury  as 
 a  witness  will  constitute  insubordination  and  neglect  of  duty  and  may  result 
 in  adverse  employment  action  up  to  and  including  termination  or 
 cancellation  of  employment.  Failure  to  report  workplace  injuries  may  also 
 result  in  delayed  or  forfeited  benefits  to  which  an  employee  may  otherwise 
 be entitled. 

 Returning  to  Work  after  Workplace  Injuries  or  Non-Workplace 
 Injuries  or  Illness  .  Staff  members  whose  injuries  or  illness  prevent  them 
 from  completing  any  or  all  of  their  duties,  whether  or  not  incurred  at  work, 
 may  be  permitted  to  continue  working  or  may  be  offered  modified  duty 
 positions  as  required  by  law  or  as  determined  appropriate  by  the 
 superintendent.  This  policy  does  not  guarantee  a  limited  or  modified 
 assignment  during  the  recovery  period  unless  it  is  otherwise  required  by  law. 
 The  employee  may  be  required  to  provide  a  return  to  work  certification  or 
 report  from  their  treating  physician  which  delineates  any  restrictions, 
 modifications,  or  accommodations  needed  to  allow  the  employee  to  perform 
 the essential functions of their position. 

 Termination  After  Workplace  Injuries  or  Illness  .  Unless  otherwise 
 covered  in  an  individual  employment  contract,  employees  may  be  terminated 
 after  suffering  a  workplace  injury  or  illness  when  the  district  has  a 
 legitimate,  nondiscriminatory  reason  for  doing  so.  Such  reasons  include  but 
 are not limited to: 

 ●  Necessity  to  fill  the  position  to  maintain  continuous  services  as 
 required by law or district policy or standards; 

 ●  Performance  deficiencies  of  the  employee  unrelated  to  the  injury  or 
 illness; 

 ●  Unavailability of substitute or replacement employees; 
 ●  When  the  absence  will  negatively  impact  students’  educational 

 experience or opportunities; or 
 ●  Any other reason not otherwise prohibited by law. 

 The  district  may  make  such  employment  determinations  regardless  of 
 whether  the  employee  has  returned  to  work  and  regardless  of  whether  a 
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 medical  professional  has  certified  that  the  employee  has  reached  maximum 
 medical  improvement.  In  the  event  the  injury  or  illness  lasts  beyond  the 
 amount  of  leave  time  provided  by  the  district  and  by  the  Family  Medical 
 Leave  Act,  which  is  generally  no  greater  than  12  weeks,  the  employee  may 
 be  terminated  even  if  the  employee  remains  eligible  for  Workers’ 
 Compensation  under  state  law  or  short  or  long-term  disability  under  a  policy 
 available  through  the  district.  In  no  event  will  an  employee  be  terminated 
 as retaliation for filing a Workers’ Compensation claim. 

 Termination  After  Non-Workplace  Injuries  .  Unless  otherwise  covered  in 
 an  individual  employment  contract  or  prohibited  by  law,  employees  who  are 
 unable  to  perform  any  of  the  essential  functions  of  their  positions  with 
 reasonable  accommodation(s)  due  to  injury  or  illness  occurring  outside  of 
 the  workplace  may  be  terminated.  The  employee’s  position  or  a  similar 
 position  will  be  held  open  only  as  required  by  law,  such  as  the  Family  Medical 
 Leave Act. 

 Adopted on: _________________________ 
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 Reviewed on: ________________________ 
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 Transporting Students in Employee Vehicles 

 With  the  permission  of  the  superintendent,  school  employees  may  transport 
 students  in  the  employee’s  personal  vehicle  even  if  those  students  do  not 
 live  within  the  employee’s  household.  School  employees  who  transport 
 students  in  their  personal  vehicles  and  those  children  do  not  live  within  the 
 employee’s  household  must  comply  with  the  board’s  policies  on  pupil 
 transportation  and  school  vehicle  use,  including  Pupil  Transportation  Driver 
 Qualification Criteria. 


