Board Room
1301 Centennial Avenue
Utica, NE 68456-0187

Board of Education Regular Meeting
Monday, July 8, 2019 8:10 PM Central

Mark Avery: Present
Doug Cast: Present
Jodi Cast: Present
Wayne Heine: Present

Jason Richters:  Present
Doug Tonniges: Absent
Present: 5, Absent: 1.

1. MEETING CALL TO ORDER
1. Reading of Public Meeting Notice
1. Open Meetings Act
2. Roll Call
3. Pledge of Allegiance
4. Consent Agenda
1. Additions/Deletions and Agenda Approval
2. Consider Minutes of Previous Meeting(s) and Their Approval
3. Consider Current General Fund & Activity Fund Bills and Their Approval
4. Consider Activity Accounts and Treasurer's Report
5. Excuse Board Member's Absence (If Necessary)
5. Introduction of Guests; Invite Comments
2. OLD BUSINESS
3. NEW BUSINESS
1. FBLA PRESENTATION

2. CONSIDER APPROVAL OF PROPOSED CHANGES TO THE PARENTAL
INVOLVEMENT POLICY OR REAFFIRM IN ITS PRESENT FORM

3. CONSIDER APPROVAL OF PROPOSED CHANGES TO THE STUDENT FEE



POLICY OR REAFFIRM IN ITS PRESENT FORM
Motion to approve the revision to Policy #5045 - Student Fees. This motion, made by
Jodi Cast and seconded by Doug Cast, Passed.
Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea
Yea: 5, Nay: 0, Absent: 1

4. CONSIDER APPROVAL OF MILK BIDS FOR 2019-20 SCHOOL YEAR

Motion to approve the milk bid from Hiland. This motion, made by Wayne Heine and
seconded by Doug Cast, Passed.

Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea

Yea: 5, Nay: 0, Absent: 1

5. CONSIDER APPROVAL OF FUEL BIDS FOR 2019-20 SCHOOL YEAR

Motion to approve the fuel bid from Central Valley Ag, pending CVA to cooperate in
providing their cost or an alternative price verification. This motion, made by Jason
Richters and seconded by Doug Cast, Passed.

Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea

Yea: 5, Nay: 0, Absent: 1

6. CONSIDER APPOINTMENT OF DISTRICT LEGAL COUNSEL

Motion to approve appointing Karen Haase and the other attorneys in the KSB
School Law Office as the District Legal Counsel. This motion, made by Doug Cast
and seconded by Mark Avery, Passed.

Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea

Yea: 5, Nay: 0, Absent: 1

7. CONSIDER APPROVAL OF 2019-20 TEACHER HANDBOOK

Motion to approve the teacher handbook. This motion, made by Jodi Cast and
seconded by Wayne Heine, Passed.

Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea

Yea: 5, Nay: 0, Absent: 1

8. CONSIDER APPROVAL OF 2019-20 STUDENT HANDBOOKS

Motion to approve the elementary and secondary student handbooks. This motion,
made by Doug Cast and seconded by Jason Richters, Passed.

Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea

Yea: 5, Nay: 0, Absent: 1

9. CONSIDER APPROVAL OF BOARD GOALS

Motion to approve board goals as presented. This motion, made by Wayne Heine and



seconded by Mark Avery, Passed.

Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea

Yea: 5, Nay: 0, Absent: 1

10. CONSIDER APPROVAL OF POLICIES INCLUDING 2017 INDEMNIFICATION

AND LIABILITY INSURANCE; 3051 OPIOID OVERDOSE PREVENTION
AND RESPONSE; AND 3052 LEASING PERSONAL PROPERTY

Motion to approve Policies 2017 Indemnification and Liability Insurance; 3051

Opioid Overdose Prevention and Response; and 3052 Leasing Personal Property.

This motion, made by Mark Avery and seconded by Jodi Cast, Passed.

Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne

Heine: Yea, Jason Richters: Yea

Yea: 5, Nay: 0, Absent: 1

11. REVIEW AND CONSIDER REVISING POLICIES 5001 COMPULSORY
ATTENDANCE AND EXCESSIVE ABSENTEEISM AND 5054 STUDENT
BULLYING

12. CONSIDER APPROVAL OF POLICY REVISIONS INCLUDING: 2002
ORGANIZATION OF THE BOARD; 2006 COMPLAINT PROCEDURE; 2014
RELATIONSHIP WITH DISTRICT LEGAL COUNSEL; 3003.1 BIDDING FOR
CONSTRUCTION, REMODELING, REPAIR, OR RELATED PROJECTS
FINANCED WITH FEDERAL FUNDS; 3004.1 FISCAL MANAGEMENT FOR
PURCHASING AND PROCUREMENT USING FEDERAL FUNDS; 3016
SMOKING; 3028 SEX OFFENDERS; 3039 THREAT ASSESSMENT AND
RESPONSE; 3046 ANIMALS AT SCHOOL; 3050 TECHNOLOGY IN THE
CLASSROOM; 3053 NONDISCRIMINATION; 4048 ASSESSMENT
ADMINISTRATION AND SECURITY; 4052 JOB REFERENCES TO
PROSPECTIVE EMPLOYERS; 5002 ADMISSION OF STUDENTS; 5016
STUDENT RECORDS; 5017 ROUTINE DIRECTORY INFORMATION; 5022
INVESTIGATIONS, ARRESTS, AND OTHER STUDENT CONTACT BY LAW
ENFORCEMENT AND HEALTH AND HUMAN SERVICES; 5035 STUDENT
DISCIPLINE; 5063 AUDIO AND VIDEO RECORDING; AND DELETE
POLICY 5061 THERAPY DOGS

Motion to approve revising policies including: 2002 Organization of the Board; 2006
Complaint Procedure; 2014 Relationship With District Legal Counsel; 3003.1
Bidding For Construction, Remodeling, Repair, or Related Projects Financed With
Federal Funds; 3004.1 Fiscal Management For Purchasing And Procurement Using
Federal Funds; 3016 Smoking; 3028 Sex Offenders; 3039 Threat Assessment And
Response; 3046 Animals At School; 3050 Technology In The Classroom; 3053
Nondiscrimination; 4048 Assessment Administration and Security; 4052 Job
References To Prospective Employers; 5002 Admission Of Students; 5016 Student
Records; 5017 Routine Directory Information; 5022 Investigations, Arrests, And
Other Student Contact By Law Enforcement And Health And Human Services; 5035
Student Discipline; 5063 Audio And Video Recording; and Delete Policy 5061



Therapy Dogs. This motion, made by Doug Cast and seconded by Wayne Heine,
Passed.

Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea

Yea: 5, Nay: 0, Absent: 1

13. CONSIDER APPROVAL OF SPECIAL EDUCATION PROCEDURES
Motion to approve the Updated Special Education Procedures. This motion, made by
Wayne Heine and seconded by Mark Avery, Passed.
Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea
Yea: 5, Nay: 0, Absent: 1

14. BUDGET REVIEW

15. STUDENT AND STAFF RECOGNITION
Motion to commend Wyatt Ehlers, Jackson Hirschfeld, and Max Tomes on their 5th
place finish at National FBLA. This motion, made by Jodi Cast and seconded by
Doug Cast, Passed.
Doug Tonniges: Absent, Mark Avery: Yea, Doug Cast: Yea, Jodi Cast: Yea, Wayne
Heine: Yea, Jason Richters: Yea
Yea: 5, Nay: 0, Absent: 1

16. BOARD MEMBER REPORTS
17. SUPERINTENDENT'S REPORT

4. ADJOURN



1301 Centennial Avenue
P.O. Box 187
Utica, NE 68456-0187
402-534-2321
FAX 402-534-2291

Tim DeWaard Colin Bargen Jenny Wagner Ken Booth Bob Fish Kris Elmshaeuser
Superintendent Secondary Principal Activities Director ~ Elementary Principal Counselor Special Services
402-534-2291

CENTENNIAL BOARD OF EDUCATION
REGULAR MEETING
June 10, 2019

Notice of meeting was published in York News Times on June 1, 2019.

Meeting was called to order at 8:00 p.m. with five board members present. Doug Cast
was absent. Administrators present were Mr. DeWaard, Mr, Bargen, Mr. Booth and Mrs.
Elmshaeuser. Guests were Jenny Wagner and Sharon Powell.

In lieu of dissent, the consent agenda was approved as presented.

~ Motion made by Avery, seconded by Tonniges, to approve the 2019-2020 Athletic
Budget as presented. Members polled: Avery, for; D, Cast, absent; J. Cast, for; Heine, for;
Richters, for; Tonniges, for. Motion carried 5-0.

Motion made by Heine, seconded by Richters, to approve the application for fiscal year
2019-2020 Title I funds. Members polled: Avery, for, D. Cast, absent; J. Cast, for; Heine, for;
Richters, for; Tonniges, for. Motion carried 5-0.

Motion made by J. Cast, seconded by Heine, to approve the option enrollment class sizes
for 2020-2021. Members polled: Avery, for; D. Cast, absent; D. Cast, for; Heine, for; Richters,
for; Tonniges, for. Motion carried 5-0.

Review and implement evaluation procedures for the Board, Superintendent and staff.

Motion made by Tonniges, seconded by Avery, to approve the bid from Body Works as
presented. Members polled: Avery, for; D. Cast, absent; J. Cast, for; Heine, for; Richters, for;
Tonniges, for. Motion carried 5-0.

Heard budget review.

Motion made by Heine, seconded by J. Cast, to commend Evan Klanecky for being
selected as the Journal Star Prep Boys Coach of the Year and Quinn Butzke, Lilly Cast, Garrett
Fehlhafer, Brooklyn Gierhan, Cooper Gierhan and Kate Hirschfeld for placing at State Track.
Members polled: Avery, for; d. Cast, absent; J. Cast, for; Heine, for; Richters, for; Tonniges, for.
Motion carried 5-0.

Communities United for a Brighter Tomorrow



Heard Board Member reports
Heard Administrator reports

Motion made Tonniges, seconded by Heine to approve 3.5% increase for non- certified
salaries and miscellaneous rates and offer 60% of single health insurance policy to ten month
support staff, change sub-teacher daily rate to $135/$70 and leave sub-bus drivers the same as last
year. Members polled: Avery, for; D. Cast, absent; I. Cast, for; Heine, for; Richters, for;
Tonniges, for. Motion carried 5-0.

Meeting adjourned at 10:31 p.m.

Douglas Tonniges, Secretary
DT:mr Centennial Board of Education



1301 Centennial Avenue
P.O. Box 187
Utica, NE 68456-0187
402-534-2321
FAX 402-534-2291

Tim DeWaard Colin Bargen Jenny Wagner Ken Booth Bob Fish Kris Elmshaeuser
Superintendent Secondary Principal Activities Director  Elementary Principal Counselor Special Services
402-534-22H

CENTENNIAL BOARD OF EDUCATION
Special Meeting
June 17,2019

Notice of special meeting was published in York News Times on June 11, 2019.

Meeting was called to order at 6:00 p.m. with all board members present.
Administrators present were Mr. DeWaard, Mr. Bargen, Mr, Booth and Mrs. Elmshaeuser.

Purpose of this meeting was for short and long range planning.

Meeting adjourned at 10:25 p.m.

Douglas Tonniges, Secretary
Centennial Board of Education

DT:mr

Communities United for a Brighter Tomorrow



Vendor Name

ACCO BRANDS USA LLC
ALPHA REHABILITATION
AMAZON.CCM

ARNOLD MOTCR SUPPLY
BARJENBRUCH, CRAIG
BARTH, BARBARA

BEAVER HARDWARE

BLACK HILLS ENERGY

BOYS TOWN

BSN SPORTS INC

CANNON BPORTS, INC
CAPITOL ONE COMMERCIAL
CENTENNIAL ACTIVITY FUND
CENTRAL NEBRASKA REFRIGERATION

CENTRAL NEBRASKA REHIBILITATION

SERVICES
CENTRAL VALLEY AG

COMFQORT INN

COMPUTER HARDWARE, INC
COMPUTERS ETC

CORNHUSKER INT. TRUCKS INC
DAS STATE ACCOUNTING

DAVID CITY PUBLIC SCHOOLS
EDUCATICONAL SERVICE UNIT #4
EDUCATIONAL SERVICE UNIT #5
EDUCATIONAL SERVICE UNIT 2,
EDUCATIONAL SERVICE UNIT 9
ESU #6

ESU COORDINATING COUNCIL
FAIRFIELD INN & SUITES
FASTENAL COMPANY

FILTER CARE OF NEBRASKA
GENERAL FIRE-SAFETY

GERHOLD CONCRETE COMPANY, INC
GOVCONNECTION, INC

GRAINGER

HENRY, SHANNON

HIRERIGHT LLC

HOME DEPCT PRO, THE

KSE SCHOOL LAW

MATHESON TRI-GAS INC

MEAD LUMBER - YORK

MEMORIAL HEALTH CARE SYSTEMS
MOSAIC @ BETHPHAGE VILLAGE
NAEIR

NANTKES, JENNIFER

Board Report for Newspaper

JULY 2019

Vendor Description

SUPPLIES

THERAPY SERVICES
TEXTBCOKS

PARTS
REIMBURSEMENT
TeamMates

PARTS

FUEL

CONTRACT SERVICES
SUPPLIES

SUPPLIES

SUPPLIES

DISTRICT REIMBURSEMENT
PARTS/REPAIR
PHYSICAL THERAPY

FUEL

TRAVEL
COMPUTER HARDWARE
SUPPLIES
EQUIP/MAIN
TELEFPHONE
PSYCH SERVICES
WORKSHOP
SERVICES
TRAINING
STAFF DEV

CONTRACTED
SERVICES/SUPPLIES

FEES

TRAVEL

SUPPLIES

SUPPLIES

ALARM INSPECTION
MAINTENANCE
COMPUTER EQUIPMENT
SUPPLIES

CONTRACTED SERVICES
PHYSICAL/TESTING
SUPPLIES

LEGAL SERVICE
SUPPLIES

SUPPLIES

PHYSICALS

TUITION

FREIGHT

CONTRACTED SERVICES

Amount

16.
338.
.73
.24
.07
.27
.73
1,227,
2,049,

45,

14.
.56
.49
.48

51
390
72
477
177

282
1,566
238

9,416.

1,110,
.85
1,892.
259.
.44
229,
4,899,
300.
.00

314

4,967

540

1,600,
219,
20,729.

351.
209.
857.
.00
1%6.
480.
.26

63

718

645,
858.
62.
204.
2,041,
.54

173

171.
.00

254

3,738.
1,
721.

53
93

42
15
44
el

78

44

00
o8

49
93
00

00
18]
93

oe
a0
70

00
00

03
92
80
79
50

66

00

78
35



Vendor Name
NASRB

NE COUNCIL OF SCHOQL ADMIN
NEBRASKA CENTRAL EQUIPMENT, INC
NEBRASKA SAFETY CENTER

NECO

NITSCH, ERARLY

NORRIS PUBLIC POWER DISTRICT
NOVA FITNESS EQUIPMENT
O'REILLY AUTOMOTIVE INC
PAPER 101

PLAINS EQUIPMENT GROUP
PLANBOOKEDU LLC

POSTMASTER

POTTER REPAIR

PRESTC-X CO

QUILL CORPORATION

RECYCLING ENTERPRISES OF NE, INC
ROWSE AUTO DETAIL

SCHOOL DISTRICT OF SEWARD
SCHOQL SPECIALTY, INC
SCHOOLOGY

SOFTWARE UNLIMITED INC
SOUTHEAST COMMUNITY COLLEGE
STAPLES BUSINESS ADVANTAGE
STONEWARE, INC

STUDENT ASSURANCE SERVICES INC
SWANSON, SANDRA

TEACHER DIRECT

UNITE PRIVATE NETWORKS, LLC
UTICA BODY & PAINT

UTICA PARTS & SERVICE
VERIZON CONNECT NWF, INC.
VERIZON WIRELESS

V3535 LIGHTING

WINDSTREAM

YORK NEWS TIMES

Board Report for Newspaper

JULY 2019

Vendor Description
FEES

FEES
SUPPLIES
OTHER EXP
EQUIP MAIN
REIMBURSEMENT
ELECTRICTY
FURNITURE/EQUIPMENT
PARTS
SUPPLIES
EQUIPMENT
SUBSCRIPTION
STAMPS
REPAIRS

EXT FEE
SUPPLIES/EQUIP
RECYCLING
REPAIRS
CONTRACT/SERVICE
SUPPLIES
TRAINING
SUPPLIES/FEES
CLASSES
SUPPLIES
stTWARE
INSURANCE
ACCOMPANIST
SUPELIES
LEASE

REPAIRS
REFAIRS
SERVICE

CELL PHONE
SUPPLIES
TELEPHCONE
ADV/PRINTING

Amount

155.
4290,
1,061,
7,560.
507.
.34

45

8,878.
247.
133,

5,551,
630.
832.
550,
287.
112.

.73

557

110.

325.
1,048.
3,902.
1,750.
3,800.
1,131,
2,042,

953.

751,
1,200.
.25

54

630,
1,350.
474.
18.
239.
2,458.
.34
.35

628
167

Checking Account Total:

oo
00
10
00
00

6l
50
80
€0
ao
oo
00
60
00

00
00
oo
23
00
00
S6
53
01
25
[¢10]

70
00
65
95
48
88

Fund Total:

115,738.29
115,738.29



BUILDING FUND

American Lift & Sign Service
Daktronics, Inc

Siemens

Voss Lighting

Total

QUALIFIED CAP FUND

Independent Roofing, Co.

$ 6,000.00
60,903.40
10,019.00

1,112.84

$78,035.24

$ 35,000.00

July 2019
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5018

Parent and Guardian Involvement In Educational Practices

The school district recognizes the importance of parental and guardian
involvement in the education of their children. The school district will take the
following steps to ensure that the rights of parents and guardians to
participate in the education of their children are preserved.

1.

Parents/Guardians will be provided access, as described in district
procedures, to district-approved textbooks and other curricular
materials and tests used in the district upon request.

a.

A parental request to review specific approved textbooks and
other district- or building-approved curricular materials (written,
visual, and audio) should be made to the principal of the building
where the textbooks and curriculum materials are used.

Parents may check out textbooks and may review curricular
materials such as video and audio recordings within a time frame
determined by the building principal to prevent disruption of the
instructional process.

A parental request to review specific standardized and criterion-
referenced tests used in the district should be made in writing to
the building principal. Copies of the most recent tests used in the
district will be available for parent review. Parents wishing to
review statewide NeSA assessments will be provided with sample
guestions and a copy of a practice test, but will not be provided
with copies of the actual assessment due to testing security. In
the case of other secure tests such as the ACT, parents must
contact the publisher to obtain copies of the test.

Parents/Guardians will be permitted, within district procedures, to
attend and observe courses, assemblies, counseling sessions, and other
instructional activities.

Parents/guardians are invited to make appointments with the
building principal to visit classes, assemblies and other
instructional activities. The principal shall give permission after
determining that parental/guardian observation would not disrupt
the activity. Observations that last more than 60 minutes or occur
on consecutive days are typically disruptive and will not be
permitted absent unusual circumstances, in the sole discretion of
the building principal.
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b. Parents/guardians may contact the building principal to request
permission to attend counseling sessions in which their child is
involved.

Parents/guardians will be permitted, within district procedures, to ask
that their children be excused from school experiences that parents find
objectionable.

a. Building principals may excuse a student from any single school
experience at the parent's written request.

b. When appropriate, alternative experiences will be provided for the
student by the school.

Parents/guardians will be informed through the student handbook and
district policies of the manner that the district will provide access to
records of students.

Parents/guardians will be informed of the standardized and criterion-
referenced district testing program. Parents may request additional
information from the building principal.

Parents/guardians will be informed of the circumstances under which
they may opt-out of state and federal assessments.

a. In accordance with federal law, at the beginning of the school
year, the District shall provide notice of the right to request a copy
of this policy to parents/guardians of students attending schools
receiving Title I funds. The District will provide a copy of this policy
to a requesting parent in a timely manner.

b. State Assessments

The District cannot approve requests to opt out of state
assessments. Approval of such requests is contrary to state law.

c. National Assessment of Educational Progress

As a condition of receiving federal funds, the District participates
in the National Assessment of Educational Progress (NAEP). To
help ensure that the District has a representative sample of
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students taking the NAEP, which will allow the District to assess
the quality and effectiveness of its programming on a national
level, the District strongly encourages all eligible students to
participate. However, student participation in NAEP is voluntary.

The District shall provide parents/guardians of eligible students
with reasonable notice prior to the exam being administered.
Parents/guardians wishing to opt their students out of the NAEP
assessment must notify the district in writing at least three days
prior to the exam date to ensure that the District can coordinate
supervision and alternative activities for students who have opted
out.

7. Parents/guardians will be notified of their right to remove their children
from surveys prior to district participation in surveys.

a.

Adopted on
Revised on:

:___7/10/2017

The principal must approve all surveys intended to gather
information from students before they are administered to
students.

Students’ participation in surveys is voluntary. Parents/guardians
may restrict their child from participating in any survey.

Reviewed on:
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5045
Student Fees

The school district shall provide free instruction in accordance with the
Nebraska State Constitution and the Nebraska statutes. The district also
provides activities, programs, and services that extend beyond the minimum
level of constitutionally required free instruction. Under the Public Elementary
and Secondary Student Fee Authorization Act, the district is permitted to
charge students fees for these activities or to require students to provide
specialized equipment and attire for certain purposes. This policy is subject
to further interpretation or guidance by administrative or board regulations.
Students are encouraged to contact their building administration, their
teachers or their coaches, and sponsors for further specifics.

A. Definitions.

1. “Students” means students, their parents, guardians or
other legal representatives.
2. “Extracurricular activities” means student activities or

organizations that (1) are supervised or administered by the
district; (2) do not count toward graduation or advancement
between grades; and (3) are not otherwise required by the
district.

3. “Post-secondary education costs” means tuition and other
fees associated with obtaining credit from a post-secondary
educational institution.

B. Listing of Fees Charged by this District.

1. Guidelines for Clothing Required for Specified Courses and
Activities.

Students are responsible for complying with the district’'s grooming and
attire guidelines and for furnishing all clothing required for any special
programs, courses or activities in which they participate. The teacher, coach,
or sponsor of the activity will provide students with written guidelines that
detail any special clothing requirements and explain why the special clothing
is required for the specific program, course or activity.
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2. Safety Equipment and Attire.

The district will provide students with all safety equipment and attire
that is required by law. Building administrators will assure that (a) such
equipment is available in the appropriate classes and areas of the school
buildings, (b) teachers are directed to instruct students in the use of such
devices, and (c) students use the devices as required. Students are
responsible for using the devices safely and as instructed.

3. Personal or Consumable Items.

The district does not provide students with personal or consumable
items for participation in courses and activities including, but not limited to,
pencils, paper, pens, erasers and notebooks. Students who wish to supply
their own personal or consumable items may do so, as long as those items
comply with the requirements of the district. The district will provide students
with facilities, equipment, materials and supplies, including books. Students
are responsible for the careful and appropriate use of such property. Students
will be charged for damage to school property caused by the student and will
be held responsible for the reasonable replacement cost of any school property
that they lose.

4, Materials Required for Course Projects.

The district will provide students with the materials necessary to
complete all basic curricular projects. In courses where students choose to
produce a project that requires materials beyond the basic materials provided
by the district, the students will furnish the materials, purchase the materials
from the school, or purchase the materials from an outside vendor with an
order form provided by the school.

5. Technological Devices

The district will provide students with the technological devices
necessary to complete all basic curricular projects.

As with all school property, students may be charged for damage to such
devices. To protect against such potential losses, students and parents may,
but are not required, to purchase insurance coverage for the devices. The
maximum dollar amount of this insurance coverage facilitated by the district
will be $20 per device. This covers future repairs up to $20 and participants
pay 50% of all repair/replacements costs in excess of the $20 fee.
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6. Extracurricular Activities.

The district may charge students a fee to participate in extracurricular
activities to cover the district’'s reasonable costs in offering such activities.
The district may require students to furnish specialized equipment and
clothing that is required for participation in extracurricular activities, or may
charge a reasonable fee for the use of district-owned equipment or attire.
Attached to this policy is a list of the fees charged for particular activities. The
coach or sponsor will provide students with additional written guidelines
detailing the fees charged, the equipment and/or clothing required, or the
usage fee charged. The guidelines will explain the reasons that fees,
equipment and/or clothing are required for the activity.

The following list details the maximum dollar amount of all
extracurricular activities fees and the specifications for any equipment or attire
required for participation in extracurricular activities:

Future Business Leaders of America: $25
Cheer & Dance Team, Flag Corps:

o Students must purchase uniforms and shoes selected by the
sponsor and/or student group. The maximum dollar amount
charged by the school district for these items will be: $250

e Football: $0
o Students must provide their own football shoes, undergarments,
and mouthguards

e Golf: $0
o Students must provide their own golf shoes, undergarments, and
clubs
e Softball: $0
o Students must provide their own shoes, gloves, and
undergarments

e Cross Country, Volleyball, Basketball, Wrestling and Track: $0

o Students must provide their own shoes and undergarments
e Future Farmers of America: $100

o Students must purchase their own jackets and pay dues
e FCCLA: $25

7. Post-Secondary Education Costs.

Some students enroll in postsecondary courses while still enrolled in the
district’s high school. As a general rule, students must pay all costs associated
with such post-secondary courses. However, for a course in which students
receive high school credit or a course being taken as part of an approved
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accelerated or differentiated curriculum program, the district shall offer the
course without charge for tuition, transportation, books, or other fees.
Students who chose to apply for post-secondary education credit for these
courses must pay tuition and all other fees associated with obtaining credits
from a post-secondary educational institution.

8. Transportation Costs.

The district will charge students reasonable fees for transportation
services provided by the district to the extent permitted by federal and state
statutes and regulations.

The maximum dollar amount of the transportation fee charged by this
district shall be $500.

9. Copies of Student Files or Records.

The district will charge a fee for making copies of a student’s files or
records for the parents or guardians of such student. The Superintendent or
the Superintendent’s designee shall establish a schedule of student record
fees. Parents of students have the right to inspect and review the students’
files or records without the payment of a fee, and the district shall not charge
a fee to search for or retrieve any student’s files or records.

The district will charge a fee of $0.10 per page for reproduction of
student records.

10. Charges for Food Consumed by Students.

The district will charge for items that students purchase from the
district’s breakfast and lunch programs. The fees charged for these items will
be set according to applicable federal and state statutes and regulations. The
district will charge students for the cost of food, beverages, and the like that
students purchase from a school store, vending machine, booster club or from
similar sources. Students may be required to bring money or food for field
trip lunches and similar activities.

The maximum dollar amount charged by the district for the breakfast and lunch
programs is as follows:

= Breakfast Program - Grades K-8
o Regular Price $2.00
o Reduced Price $0.30
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= Breakfast Program - Grades 9-12

o Regular Price $2.00

o Reduced Price $0.30
= Lunch Program - Grades K-8

o Regular Price $2.80

o Reduced Price $0.40
= Lunch Program - Grades 9-12

o Regular Price $2.90

o Reduced Price $0.40

11. Charges for Musical Extracurricular Activities.

Students who qualify for fee waivers under this policy will be provided,
at no charge, the use of a musical instrument in optional music courses that
are not extracurricular activities. For musical extracurricular activities, the
school district will require students to provide the following equipment and/or
attire:

= Band Students must provide their own
instruments and marching band shoes,
which must be white, rubber-soled
sneakers

= Swing Choir Students must purchase outfits and
shoes selected by the sponsor and/or
student group. The maximum dollar
amount charged by the district for
these materials will be $250

C. Waiver Policy.

Students who qualify for free or reduced-price lunches under United
States Department of Agriculture child nutrition programs shall be provided a
fee waiver or be provided the necessary materials or equipment without
charge for (1) participation in extracurricular activities, (2) materials for
course projects, and (3) the use of a musical instrument in optional music
courses that are not extracurricular activities. Actual participation in the free
or reduced-price lunch program is not required to qualify for the waivers
provided in this section. The district is not obligated to provide any particular
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type or quality of equipment or other material to eligible students. Students
who wish to be considered for waiver of a particular fee must submit a
completed fee waiver application to their building principal.

D. Distribution of Policy.

This policy will be published in the Student Handbook or its equivalent
that will be provided to students at no cost.

E. Voluntary Contributions to Defray Costs.

The district will, when appropriate, request donations of money,
materials, equipment or attire from parents, guardians and other members of
the community to defray the costs of providing certain services and activities
to students. These requests are not requirements and staff members of the
district are directed to clearly communicate that fact to students, parents and
patrons.

F. Fund-Raising Activities

Students may be permitted or required to engage in fund-raising
activities to support various curricular and extracurricular activities in which
they participate. Students who decline to participate in fund-raising activities
are not eligible under this policy for waiver of the costs or fees which the fund-
raising activity was meant to defray.

G. Student Fee Fund.

The school board hereby establishes a Student Fee Fund. The Student
Fee Fund shall be a separate school district fund that will not be funded by tax
revenue, and that will serve a depository for all monies collected from students
for (1) participation in extracurricular activities, (2) post-secondary education
costs, and (3) summer school or night school courses. Monies in the Student
Fee Fund shall be expended only for the purposes for which they were
collected from students.

Adopted on: __7/10/2017
Revised on: _ 7/9/2018
Reviewed on:
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July 1, 2019

Centennial Public School

1301 Centennial Ave. P.O. Box 187
Utica, Ne. 58456-2321

Dear Tim Dewaard,

Hiland Dairy is pleased to submit for your consideration the following quote for Dairy Products for the 2019-2020 school year.

Escalator
Half Pint 1% Paper 2140 Bid Due Date_ July 2 2019
Half Pint 1% Chocolate Paper 2190 Escalating/De-escalating Bid
Half Pint Strawberry Paper .2190
Half Pint Skim Paper .2090
Accepted O
Declined O

Piease submit form to;

Michae! Poulsen ¢/o Hiland Dairy
5200 Nw 38% Street

Lincoln, Me. 88524

Phane {402) 470-2424
Fax (402)470-2425

This is an escalating/de-escalating bid on all items. Please refer to attached clause for monthly cost adjustment factors.

When a decision has been reached based upon this bid, kindly mail or fax back any competitive bids along with this form.

Signed;

First Delivery:

Sinceredy;

Michael Poulsen
Lincoln Branch Sales Manager



CERTIFICATE OF NON-COLLUSION/INDEPENDENT PRICE
DETERMINATION

The undersigned certifies that the preparation and submission of the attached bid
have been conducted independently, without consultation, communication, or
agreement with any other bidder or potential bidder and that there will be no
consultation, communication, or agreement on the price, terms, and conditions of
this bid by or on behalf of Hiland Dairy Foods Co., LL.C with any other bidder or
potential bidder prior to the official opening of the bid.

Date: 7~/ "//?’ Hiland Dairy Foods Co., LLC

Rick Beaman

Rick Beaman
General Sales Manager



Milk Escalator / De-Escalator Pricing Clause (DFA Supplied)

The pricing quoted is based on July’s 2019 Federal Milk Marketing Order for Class I Skim
and Class I Butterfat. This pricing is subject to change as the cost of raw milk changes each month
according to the USDA Federal Milk Market Price Announcements and Dairy Farmers of America.

The cost of milk fluctuates up and down each month based on the cost changes in raw milk. Changes
of a minimum of $.10 per CWT (up or down) will move the cost of a half pint § .00054.

Prices will also be adjusted up or down based on cost changes in packaging, ingredients, labor, fuel,
juice concentrate, re-sale products (ex. Tropicana, Sport Shake), etc. Supporting documentation will

be supplied upon request,

All price changes will become effective on the 1° day of the month following the price announcement.
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Y7 i ;f+ fl dy 1133 E Keamey + P.0. Box 2270 - Springfield, MO « 65801-2270 + (417) 862-9311

Valued Customer;

Your business means the world to us. That’s why we want to do our part to keep
our world and environment safe. In support of our Green Initiative one of the
most significant ways we can make a difference is to transition to electronic billing
statements.

The transition is seamless and free of charge. If you would like to receive your
statements via email, please provide the following information to:
NStevens@hilanddairy.com

Customer Number;
Business Name:
Accounts Payable Contact:

Phone Number:
Email address;

If you have any questions or I can assist you in the process, please feel free to
contact me at the number below.

Sincerely,
Don Dishman

417-862-9311 ext. 10140
ddishman@hilanddairy.com

A Splash of Freshness!



FUEL BID FORM

&Mﬂﬁ%gmes to furnish gasoline and/or diesel fuel to the Centennial Public

School for the 2019-20 school year at the prices listed below. It is understood that dealer price

adjustments will be shared by the school district as per notice in the specification letter.

FULL SERVICE SELF SERVICE

Non-leaded per gallon\__ ¢ above cost (Z_ ¢ above cost F 05 [/(3[[(‘}{/

Diesel per gallon %‘ ¢ above cost 4. ¢ above cost F()/ﬁ, /,jﬁ(ﬂf

-

Signature of Authorized Agent

lintind Untl, (2

Name of Firm

/ )
Sober 310, J/W/Z// Ne

Address / é f oo/
WAV /9

Return to: Tim DeWaard, Superintendent
Centennial Public School
1301 Centennial Avenue
P. O. Box 187
Utica, NE 68456

email: tim.dewaard@centennialbroncos.org
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Centennial Public School
Teacher Handbook
2019-20 School Year

FOREWORD
Section 1 Intent of Handbook

Welcome to Centennial Public School. This handbook is intended to be used by teachers
and other certificated staff to provide general information about Centennial Public School and to
serve as a guide to the District’s policies, rules, and regulations, benefits of employment, and
performance expectations.

References in this handbook to “teachers” are intended to apply to all certificated staff.
This includes administrative staff to the extent the handbook deals with professional expectations
and conduct.

Each teacher 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, the negotiated
agreement between the Centennial Public School and the Centennial Public School Education
Association, 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, the
negotiated agreement, and Board policies and regulations will control.

This handbook does not create a contract of employment. Staff positions and assignments
which do not legally require a certificate or are otherwise not protected by the teacher tenure
laws 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 2019-2020 and subsequent school years unless
replaced by a later edition.



Section 2

FORMED:

SIZE:

LOCATION:

Information About Centennial Public School

School districts of Beaver Crossing, Utica and Waco merged in 1967 (Thayer
merged with Waco earlier). The school district of Gresham and part of the
Cordova district joined in 1986.

Approximately 316 square miles located primarily in eastern York and western
Seward counties. Some parcels of land from Butler and Polk counties are also in
our district.

Pre-K - 12 District at Utica. All students under one roof!

FACILITIES:

A 100,000 square foot school was built on a 40 acre site at Utica in 1977. A
3,840 square foot weight room/wrestling practice area was added in 1988. A
12,000 square foot elementary addition was added in 1992. A 7,650 square foot
secondary addition (three classrooms and a girls’ locker room) was added in
1997. Two auxiliary buildings are located in Utica. A 22,000 square foot
auditorium/administrative offices addition was added in 2009. A 50,000 square
foot addition (a new competition gym, 3 science classrooms, new voc. ed. shops
with adjoining classrooms, and renovating the commons area and old voc. ed.
shop area) was completed in 2015.

ENROLLMENT:
PK-12 student enrollment averages between 350-450 students yearly.

Section 3

School Mission Statement

The people of this district are committed to educational excellence in a positive, creative and
caring environment, preparing each student to be a responsible, productive citizen in our

ever-changing

global community.

Section 4 Members of the Board of Education
Name Position
Jason Richters President
Mark Avery Vice-President
Doug Tonniges Secretary
Doug Cast Treasurer
Jodi Cast Member
Wayne Heine Member




Section 5 Administrative Staff

Name Position
DeWaard, Tim Superintendent
Bargen, Colin Secondary Principal
Booth, Ken Elementary Principal
Elmshaeuser, Kris Special Education Director
Section 6 Teachers and Counselors Staff
Name Department Grades
Anstine, Alex Special Education K-9
Bargen, Jennifer Mathematics 11-12
Barjenbruch, Craig Business/Math 7-12
Barjenbruch, Jordan 5th Grade 5
Breitkreutz, Jessica Technology Integrationist PK-12
Buss, Jan 4th Grade 4
Chrisman, Dana 1st Grade 1
DeWaard, Jan School Psychologist PK-12
Dey, Julie 6th Grade 6
Eitzmann, Barry Mathematics 8-12
Fehlhafer, Kelly Speech-Language Pathologist PK-12
Fish, Bob Guidance Counseling 7-12
Fowler, Jarrett 2nd Grade 2
Godfrey, Amanda Preschool PK
Goesch, Katie Mathematics/Media K-12
Hanway, Kaylee 4th Grade 4
Harris, Joshua Instrumental Music/Vocal Music K-12
Heine, Bridget Kindergarten K




Henry, Shannon Behavioral Counseling PK-12
Heser, Kelly Art 7-12
Hirschfeld, Tricia Interventionist 4-8
Johansen, Rob Industrial Tech 7-12
Jorgensen, Crystal 3rd Grade 3
Kadavy, Carrie Language Arts 6-8
Klanecky, Evan PE 7-12
Klanecky, Nikki Special Education 7-12
Lichti, Michelle Special Education K-6
Morenzoni, Liz 5th Grade 5
Nitsch, Karly Vocal Music K-12
Ortmeier, Mark Science/PE K-8
Ostmeyer, Sarah Language Arts 10-12
Pankoke, Leah Business/Technology 7-12
Payne, Phil Social Studies 7-12
Petersen, Emily Spanish 9-12
Podliska, Holly Agriculture 8-12
Polk, Jake Math/PE/Reading K-6
Pracheil, Molly 2nd Grade 2
Rafert, Linda Title | K-6
Sams, Brian Science 9-12
Saunders, Rachel Language Arts 9-12
Scholl, Cam Special Education 7-12
Smith, Abby Family Consumer Science 7-12
Soliz, Danae 1st Grade 1
Tesar, Dan Technology Coordinator PK-12
Vossler, Rebecca Science 10-12




Wagner, Jenny PE/Activities Director 7-12
Warm, Molly Kindergarten K
Warren, Ashley Preschool PK
Warren, Josh Social Studies 10-12
Zysset, Jared 3rd Grade 3

Section 7 Support Staff

Name Position
Tonniges, Lindsey Nurse
Rhodes, Marge Bookkeeper

Fickel, Teri

SpEd Secretary

Dickey, Susan

Superintendent Secretary

Jackson, PJ

Secondary Secretary

Fehlhafer, Kara

Secondary Secretary

Winkelman, Sherry

Elementary Secretary

Heine, Virgil Custodial Supervisor
TBA Custodian
Heine, Kathy Custodian
Kirkpatrick, Diana Custodian
Kirkpatrick, Pat Custodian
Mogee, Nancy Custodian
Tieken, Tim Custodian

Brueggemann, Jayson

Athletic Trainer

Eichman, Lori

Food Service Supervisor

Bush, Dianne

Food Service

Keil, Hazel

Food Service

Ottman, Dixie

Food Service




Walgren, Donna

Food Service

Wright, Mike Transportation Supervisor
Dumpert, Nicole Transportation
Erks, Barb Transportation
Erks, Ron Transportation
Gierhan, Brenda Transportation
Givens, Kip Transportation
Heine, Kathy Transportation
Mogee, Bill Transportation
Richters, Nancy Transportation
Richters, Roy Transportation

Vandeloo, Pam

7-12 Study Hall Supervisor

Yamber, Dana

Media/Paraeducator

TBA Paraeducator
Butzke, Angela Paraeducator
Diekmann, Donna Paraeducator
Frye, Amy Paraeducator
Givens, Kip Paraeducator
Johnson, Beth Paraeducator
Prochaska, Vicki Paraeducator
Richters, Nancy Paraeducator
Sheehan, Kim Paraeducator
Steckly, Jo Paraeducator
Stuhr, Wendy Paraeducator
TBA Paraeducator
Welch, Patty Paraeducator
TBA Paraeducator
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AUGUST 2019 - JULY 2020

Article 1 - SCHOOL CALENDAR AND SCHEDULES

CENTENNIAL SCHOOL CALENDAR

2019-2020 Centennial School Calendar
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Section 2 Daily Schedule

The Centennial student attendance day begins at 8:10 a.m. for K-12 students and ends at 3:26
p.m. for elementary students and 3:30 p.m. for secondary students. Students in grades 7-12 are
allowed to go to their classrooms beginning at 8:00 a.m.

Secondary Schedule

Section 3 Severe Weather and School Cancellations

The Superintendent of schools is authorized by the Board of Education to close public schools in
case of severe weather. Representatives of the Superintendent’s staff will notify local news
media when inclement weather warrants such action. The information is broadcast regularly by
radio and television stations.

Decision to Close Schools. A decision to close school is made when forecasts by the weather
service and civil defense officials indicate that it would be unwise for students to go to school. If
possible, a decision about the next school day will be made by 9 p.m. for announcement during
the 10 p.m. news. An early decision is not always possible because of uncertain weather
conditions. School officials will make periodic assessments of conditions during the night and
will decide early in the morning (by 6 a.m. if possible). In any case, an announcement will be
made to the news media when schools will be closed. In addition, the phone messaging
system will be activated. In some instances, schools will be open, but certain services may be
cancelled (bus transportation, kindergarten, student activities). Some staff may be designated as
being required to come to school even in the event of a school closing.

After School Starts. Every attempt will be made to avoid closing school once classes are in
session. In some instances closing school during the day is inevitable if children are to safely
return home before the brunt of a major storm hits. In these cases as much advance notice as
possible will be given. If school is closed during the day staff will be notified and parents will be
notified via media broadcast. Teachers will be responsible for remaining with students until all
students have safely left school or the administration has made arrangements for remaining
students.
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Parental Decisions. Parents may decide to keep their children at home in inclement weather
because of personal circumstances. Students absent because of severe weather when school is in
session will be marked absent. You should treat the absence like any other absence for
legitimate causes provided parents properly notify the school of their decision. Parents may pick
up their children in inclement weather (except in case of a tornado) at any time during the school
day. Students will not normally be dismissed from school during severe weather on the basis of a
telephone request.

Emergency Conditions. Centennial Public School has a signal which, when activated, includes
the necessity to either evacuate the building or to move to safer areas of the building. All regular
drills are held as required by law through the school year. There are plans for Emergency Exit
system, Tornado Warning System, and Critical Incident Response. School officials are not
permitted to release students from the school building during a tornado warning. In the
event of an emergency exit alert or tornado warning, you should implement the school’s
established safety procedures.

Section 4 Contract Days

Teachers are contracted for 185 days (hereinafter referred to as the “contract year”). Such
contract days shall be serviced by individual teachers on varying schedules as established by the
Board of Education and administration.

Article 2 - EMPLOYMENT, COMPENSATION AND BENEFITS

Section 1 Employment

A teacher is employed by Centennial Public School when the teacher signs the Teacher’s
Contract and the Board of Education approves such contract of employment. The teacher’s
employment continues absent action by the administration or the Board of Education to
non-renew, terminate, amend or cancel the teacher’s employment contract with the school
district, or action by the Board of Education to accept a resignation of employment.

On or after March 15 of each school year a teacher may be requested to accept employment for
the next school year and shall be required to signify such acceptance on or before April 1 or such
other date after March 15 as may be designated in the notice. It is important for teachers to
respond to the request to signify acceptance as a failure to signify acceptance of employment by
the April 1 or other designated date shall constitute cause for amendment of termination of the
teacher’s contract. If a teacher signifies acceptance of employment for the next school year the
teacher may either be issued a new Teacher’s Contract or a “Contract Renewal Agreement.”

Should a teacher wish to resign from employment the teacher should give written notice of
resignation to the Superintendent. The request to resign will be acted upon by the Board of
Education. Mid-year resignations and resignations given late in the spring for the following
school year can present significant planning problems for the District. If a mid-year resignation
is submitted, or a resignation for the following school year is submitted after May 15 or after the
teacher has signified acceptance of employment for the next school year, the Board of Education
may act to not accept the resignation unless a suitable replacement can be found. The District
will enforce the continuing contract of teachers accepting employment for the next school year
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under the provisions of Neb Rev. Stat. '79-820.

Section 2 Assignments

The professional duties to be performed by a teacher with the District shall be subject to
assignment by the Superintendent of the District with the approval of the Board of Education. A
teacher will be expected to devote full time during days of school to the teacher’s position and to
diligently and faithfully perform the assigned duties to the best of the teacher’s professional
ability. Job descriptions, where available, provide additional information about the position
duties.

In addition to the normal duties traditionally required of teachers, a teacher may be assigned such
“extra duty” assignments to support the extra-curricular programs of the District, which shall be
upon such terms and conditions and at such additional rate of compensation as the Teacher and
the District may agree upon or as set forth in the negotiated agreement. The extra-curricular
program of the school district is an integral part of the overall educational program of the school
district. As such, a teacher shall not unreasonably refuse to accept such extra-duty assignments.
In addition, performance in an extra duty assignment is a part of the evaluation of the teacher’s
overall performance to the District.

Section 3 Personnel File
The District will follow the requirements of state and federal law and regulation with regard to a
teacher’s personnel file, including but not limited to Neb. Rev. Stat. ' 79-8,109.

Section 4 Grievances and Complaints

Teacher grievances regarding wages, hours, and conditions of employment set forth in the
negotiated agreement shall be governed by the grievance or complaint procedure in the
negotiated agreement. All other employment related grievances or complaints shall be addressed
through the administrative chain of command following the process set forth in board policy.

Section 5 Compensation

Regular Salary and Extra-Duty Compensation. Compensation is paid only as authorized by the
Board of Education. Teachers are paid a salary based on placement on the salary schedule set
forth in the collectively bargained negotiated agreement between the District and the collective
bargaining agent for the certificated teaching staff (referred to in this handbook as the
“negotiated agreement”), and the extra-duty salary schedule also incorporated into the negotiated
agreement.

Changes in Salary Schedule Placement. Changes in a teacher’s placement on the salary schedule
shall be governed by the provisions of the negotiated agreement. Teachers are expected to
provide the Superintendent with a transcript for all graduate hours earned for purposes of
advancement on the salary schedule on of before September 1 of the school year in which such
hours are to be credited for the teacher’s placement on the salary schedule. Failure to timely
provide an official transcript from the post-graduate institution of the graduate hours earned will
result in a loss of such credit for such school year.

Salary Payments. Salary is payable over twelve equal installments. Teachers 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. In emergency cases exceptions may be made, subject to the approval of the Board. In no
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case shall the Board advance more than one month's salary. Upon separation of a teacher’s
employment, or upon fulfillment of the contract, the teacher may, at the option of the Board, be
paid all salary due in one lump sum.

Additional compensation over and above regular compensation, extra-duty pay and supplemental
pay shall be disbursed as it is earned and deductions from compensation due to unpaid leave
shall be taken out as they are reported to the payroll office. Reimbursements for mileage or other
expenses will be considered separate from compensation.

Section 6 Extended Duty Pay

Extended duty for any teacher beyond the number of contract days established by the Board of
Education for the school year shall be paid at a rate agreed upon between the Superintendent and
the teacher and approved by the Board of Education.

Section 7 Benefits

Teachers are provided benefits in accordance with the negotiated agreement, group health
insurance plan requirements, and the school district’s Section 125 Plan document. Teachers
shall make annual fringe benefit elections by September 1 of each school year. Should a teacher
fail to make such election, the teacher election from the immediately preceding school and
contract year shall be continued. Each teacher 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 is attached to this handbook
as Appendix “A.” 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.

Section 8 Payroll and Payroll Deductions

Salary and benefits are paid in accordance with the individual employment contracts and
negotiated agreement. Payroll deductions shall be made in accordance with law and the
negotiated agreement.

Section 9 Expense Reimbursement

Reimbursement for authorized mileage will be paid to teachers required to drive their own
vehicles during their regular scheduled working hours between two or more work sites. Claims
for reimbursement should be submitted to the appropriate 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.

Materials necessary for instruction are provided by the District. If teachers need additional
materials for instruction or school-related purposes, the request should be made to the Principal.
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Reimbursement for purchase of materials or for meals or other expenses related to 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 10  403(b) Salary Reduction Agreements

The District will cooperate with any teacher who chooses to participate in an investment program
under a Internal Revenue Code Section 403(b) provided that the certificated employee executes a
"Salary Reduction Agreement" provided by the District and the vendor of the 403(b) Plan elected
by the teacher has entered into a "Service Provider Agreement" with the District holding the
District harmless from any liability that may arise out of such 403(b) Plan, including, but not
limited to, the calculation of the maximum exclusion allowance, tax reporting, notices and
income withholding.

Section 11 Overtime

Teaching professionals are classified as exempt from overtime under the Fair Labor Standards
Act (FLSA). The overtime exemption for teaching professionals is not dependent on whether the
employee is paid on a “salary basis.” Exempt employees are not eligible for overtime or
compensatory time. A publication provided by the federal government which provides more
information about the FLSA is attached as Appendix “A” to this handbook. Any non-exempt
employees must receive prior approval from their supervisor to work additional hours beyond
their regular work schedule. Non-exempt employees must be paid for each hour worked in
excess of 40 hours in a workweek. The regular workweek is from 12:00 a.m. on Monday through
11:59 p.m. on Sunday. The administration may establish a different 7-day period workweek from
time to time for specified employees or employee groups.

Overtime pay for nonexempt employees will be paid at the rate of not less than 12 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 12 times the number of hours worked in excess of 40 hours in
any workweek. 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. The FLSA limits the accumulation of compensatory time to 240 hours.

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 exemption to be applicable. (Teaching
professionals are not subject to the “salaried basis” test). 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
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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.

Article 3 - ABSENCES FROM WORK

Section 1 Paid Leave - Sick and Personal Leaves

Teachers are provided with paid sick and personal leaves (professional leaves, bereavement
leaves, etc.) in accordance with the negotiated agreement. During such paid leaves, teachers
shall continue to receive all salary and fringe benefits called for by the negotiated agreement.

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.

Requests for Leave
Advance reporting of the need to take a leave and having effective lesson plans and materials
prepared and readily available for the substitute are important.

A teacher who becomes ill and is unable to work is to contact the Principal before 6:30 a.m.
Before the end of the school day on the first day of the sick leave, and on each subsequent day of
absence, a report should be made to the Principal as to whether the teacher will be able to return
to duty on the next duty day. For illnesses or medical situations where the need for the leave
can be determined in advance, the teacher is to make such advance report of need for leave as
soon as possible.

For personal and other leaves, a Request for Leave form is to be submitted to the Principal at
least a week prior to the leave, or such other advance notice as is practicable under the
circumstances.

Return from Leave

Upon return from leave, teachers are to review information supplied by the substitute teacher as
to progress made in the class and any student behavior concerns. The substitute should be
contacted directly if the written information supplied is not adequate.

A teacher who is absent for any period of time because of injury 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 teacher’s physician or health care provider stating that the
teacher is physically able to return to duty. This statement is to be presented in person before the
teacher returns to duty in order that the present stage of convalescence can be observed and
discussed.
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Section 2 Payroll Deductions for Absences in Excess of Paid Leave

Should a teacher be absent from work in excess of the teacher’s accumulated sick leave or other
paid leaves called for in the negotiated agreement, the teacher’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 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 years as the denominator; e.g. one day
missed = 1/185" of total salary and fringe benefits.

Section 3 Leaves of Absence

A teacher may apply to the Board of Education for a leave of absence from the teacher’s duties.
The Board of Education 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 4 Jury Duty

A teacher who i1s summoned for jury service shall promptly notify the Principal of such
summons. The teacher’s salary will continue during time spent in jury service, and no deduction
of leave time shall occur, except that the District may reduce the pay by an amount equal to any
compensation, other than expenses, paid by the court for jury duty. Teachers are to notify the
Principal of the amount received for such jury duty.

If a teacher, upon reporting for jury duty in the morning, is dismissed from jury duty for the
remainder of the day, the teacher is to report for duty and resume duties for the balance of the
day. When a teacher is entirely dismissed from jury duty, the teacher is directed to report for
duty and the substitute will be dismissed.

Teachers are expected to promptly notify the Principal of any other form of legal summons
which may require an absence from duty. In the event the summons involves a school-related
matter, the matter shall be treated similar to a jury duty absence. In the event the summons
involves a personal matter, the teacher will be required to use available leave days.

Section 5 Military Leave

Teachers who are members of the National Guard, Army Reserve, Naval Reserve, Marine Corps
Reserve, Air Force Reserve, or Coast Guard Reserve (hereinafter, “reserves”), are entitled to a
military leave of absence from their respective duties, without loss of pay, when employed with
or without pay under the orders or authorization of competent authority in the active service of
the state or of the United States. Teachers who normally work or are normally scheduled to
work 120 hours or more in three consecutive weeks shall receive a military leave of absence of
120 hours each calendar year. Teachers who normally work or are normally scheduled to work
less than 120 hours in three consecutive weeks shall receive a military leave of absence each
calendar year equal to the number of hours they normally work or would normally be scheduled
to work, whichever is greater, in three consecutive weeks. Such military leave of absence may be
taken in hourly increments and shall be in addition to the teacher’s regular annual leave. When
the governor of this state shall declare that a state of emergency exists, and any teacher who is a
member of the reserves is ordered to active service of the state, the teacher shall be granted a
state of emergency leave of absence until released from active service by competent authority.
The leave of absence shall not be a military leave of absence; other forms of leave may be
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granted. The teacher shall receive normal salary or compensation minus the state active duty
base pay the teacher receives in active service of the state.

Section 6 Family and Medical Leave Act

The Family and Medical Leave Act (FMLA) provides for 12 weeks of job-protected unpaid
leave in a 12 month period to eligible employees in specified circumstances. A publication
provided by the federal government which provides more information about FMLA leaves is
attached as Appendix “C” to this handbook. Some specifics regarding FMLA leave at
Centennial Public School:

a. The plan year for FMLA is a rolling year. A rolling year is a 12-month period
measured backward from the date an employee last used any FMLA leave.

a. Employees will be required to substitute remaining applicable paid leave prior to
using unpaid leave. In other words, the total of job-protected paid and unpaid leave is
12 weeks.

If you need to take an FMLA leave, or have any questions regarding an FMLA leave, you should
contact the Superintendent.

Article 4 - DUTIES AND RESPONSIBILITIES

Section 1 Hours of Work & Meetings
Regular, dependable attendance at work is an essential function of a teacher’s employment
position.

The Board of Education recognizes that teachers' responsibilities to their students and their
profession generally involve the performance of duties and the commitment of time beyond the
normal working day, but also recognizes that teachers and other educational professionals are
entitled to regular time and work schedules on which they can rely in the ordinary course of
events and which will be fairly and evenly maintained to the extent possible throughout the
school system.

Certificated employees are to spend seven hours and 45 minutes on site, including lunch break
(30-minute lunch), except that duty-free lunch time can be spent off-site. The Principal will
determine the length of time prior to and after the student class schedule for staff to be on-site in
order to meet the required seven hours and 45 minutes. Staff may leave the building earlier
when called to a professional meeting.

Certificated employees are required to serve on playground, lunchroom, bus and hall supervision
as designated by the Principal. The Principal will attempt to make an equitable distribution of
such assignments and professional staff shall assume such duties as part of their work and
agreement of employment.

Teachers shall attend meetings called by the Superintendent of Schools, principals, department
heads and team leaders, except those meetings which are designated for optional attendance.
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Section 2 Arrival to Duty Assignments

Full-time teachers have a designated on-site work day as 8:00 a.m. to 3:45 p.m., to be in their
classroom no later than 8:00 a.m., and to remain on duty until 3:45 p.m. Certificated employees
other than teachers are expected to meet the same guidelines for entry to the building, being in
their assigned duty area, and duty departure time. Teachers and other certificated employees
who are part-time or work on adjusted schedules are to be in the building at least 10 minutes
before their class or assigned duty begins, and to be in their classroom or assigned duty area at
least 10 minutes before their class or assignment begins. During the school day, teachers are to
be in their assigned area (Example: Hall supervision) before each period begins to assure that
students are not unsupervised within the classroom.

Section 3 Leaving School

Teachers are to be on duty at all times during the school day. Teachers are considered on duty
even during designated planning periods. An uninterrupted lunch period of not less than
30-minutes each day is provided to teachers during which they are not assigned teaching,
supervisory, or other duties. Teachers who leave the school during the designated lunch period
must check out with the Principal’s office.

Teachers may not leave school during duty hours without approval of the Principal. If the
absence has been approved, the teacher must check out with the Principal’s office when leaving,
and check back in with the Principal’s office upon return. Teachers who need to leave during the
school day for reason of illness or emergency are to check out with the Principal’s office and
make sure that a responsible person has been notified of their unexpected absence so student
coverage may be provided.

Section 4 Lesson Plans & Sub Folder

The lesson plans left for an absence must be sufficiently clear in establishing objectives and
related activities so that they are easily used by a substitute teacher or other staff member not
familiar with previous classroom activities or progress. The lesson plans must give specific
reference to other instructional resources immediately available which will enhance the
instructional lesson.

Section 5 Daily Class Record Books
Every teacher is required to keep a complete and easily understandable record of the attendance
and achievement of every student in a class. This class record must be kept current and recorded
in PowerSchool.
*There is no minimum requirement for the frequency of recorded grades (or for
the giving of written lessons or examinations). Be sure that you assess and check
for understanding frequently enough and that you record grades frequently
enough to readily and realistically justify the term and final grades which are
reported to parents. Secondary teachers should strive to record three grades/week
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if possible in order to provide feedback to students and opportunities for students
to demonstrate understanding.

Upon request a student's individual record in the teacher's class record shall be made available
for review or copying. Information relating to other students should not be allowed to be seen by
other students or parents.

Because the entries in the class record constitute a source of original entry for information which
may be needed in the absence of the teacher, teachers are required to post the teachers' class
record to PowerSchool for filing in the permanent records. Teachers who return to Centennial
and who wish to refer to the previous year's class record may request access to that information.

Section 6 Classroom and School Procedures
Teachers are expected to adhere to the following classroom and school procedures in the
performance of their duties:

0. Bulletin Boards
Each teacher shall be responsible for completing appropriate bulletin boards regarding
curriculum related matters in their primary classroom.

1. Text Book and Room Inventory

All school purchased materials must be inventoried. Textbooks are to be numbered.
Teachers should keep good records of who has which book. At the start of the year,
note condition of the textbook on the inventory sheet and keep this sheet. When a
book is turned in, again, note its condition and if the book shows abuse (other than
normal wear) assess a fine based on the table found in the student handbook. Encourage
students to put covers on their books by the end of the first week after receiving them.

2. Use of Teacher Aides (Paraprofessionals)

Paraprofessionals work under the supervision of certified staff to support and assist
students throughout the school day. Roles and responsibilities of the paraprofessional
include reinforcing instructional and behavioral goals, monitoring the learning
environment, providing individual and small group assistance following teacher
instruction, and collaborating with certified staff to evaluate student progress. Teachers
are responsible for planning, communicating, and monitoring the daily instructional
activities paraprofessionals perform. It is critical for each classroom teacher to
continuously model the role of educational leadership and explain the paraprofessional’s
accountability for student achievement.

Communicating with paraprofessionals to help define roles, clarify expectations, and
identify overall goals is a vital component to sustaining an effective working relationship.
Providing consistent opportunities for feedback and discussion is an essential element for
successful utilization of the paraprofessional. The cooperative effort of the teacher and
paraprofessional will result in a high level of instruction to enhance the educational
opportunities for all students.

3. Use of Student Aides
Student aides are to be directly supervised by the teacher and are not to leave the building
or be in the halls or anywhere they are not being supervised. Student aides are not to be
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used to assist the teacher by helping supervise another student or record grades. School
keys are NEVER to be given to students, whether they are student aides or not. A student
aide should not be present and assisting a teacher without another adult present after the
end of regular teacher duty hours. The supervising teacher is responsible for
communicating attendance on a daily basis by either calling or emailing the high school
office. Tardiness needs to be communicated to the high school office as well. Set
expectations for your student aides on the first day and be consistent in enforcing them.

4. Checking Out of Equipment
All equipment must be checked out through the building principal. All school equipment
may be used only for school purposes. No school equipment may be directed to the

personal use of a teacher or another District employee.

5. Requisition of Equipment and Supplies

Books and supplies which are needed for instruction should be requested through the
Principal’s office. No equipment or supplies ordered through the District may be directed
to the personal use of a teacher or another District employee.

6. E-mail

Each teacher will be assigned a school email address for purposes of intra-school and
inter-school email correspondence. Teachers should check for email throughout the day,
and should timely respond to emails which require a response, but should avoid checking
and responding to emails during instructional time. Use of the District’s email system for
personal communications should be limited, and is subject to the rules governing overall
computer usage found in Board policy and this handbook.

7. Teacher Mail Box

Each teacher will be assigned a mailbox located in the Teacher’s Lounge. Teachers
should check for mail each morning and also later in the school day, if possible. If
something requires an answer, teachers are responsible for responding promptly. Teacher

mailboxes are to be limited to communication regarding school business.

8. Teachers Meetings

Teachers’ meetings will be held as needed. ALL teachers are expected to be present for
the meetings, unless they are absent from school for good cause or have made prior
arrangements.

9. Room Housekeeping

A neat, clean, orderly and properly ventilated room helps in motivating students to learn.
It sets an example for them to follow, and increases their pride in the school. It shall be
the duty of each teacher to keep his/her desk, bookshelves and counter top orderly and
clean. Chalkboards should be erased before leaving the room. DO NOT WASH
CHALKBOARDS or WHITEBOARDS. The custodian will maintain the floors with
special emphasis placed on “hard to get places” such as under a table. If light bulbs burn
out, switches become defective or windows need cleaning, the teacher should notify the
custodian or principal. Supplies such as dust cloths, etc. may be obtained from the
custodian as they are needed. Any requests for special services of the custodian are to be
made through the principal or maintenance supervisor. Please ask eighth period
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students to pick up chairs and place them on top of desks and tables. The
custodians will appreciate your assistance.

10. Study Hall
Since some students are in more than one study hall, it helps discipline for all study hall
teachers to follow the same general procedures.

Keep a seating chart.

Maintain a quiet study atmosphere.

Allow students on the floor only after permission has been obtained. Teachers
will want to limit the number on the floor depending on the size of the study hall.
Students must bring reading books or study material to study hall.

Permission to talk must be obtained from the teacher. Permission will be granted
to one student at a time.

There is no reason why students should not be allowed to use the water fountain
or rest room during the period, provided they ask permission and sign out. Limit
the number to one.

Students must have a pre-signed pass from another teacher if they wish to leave
your study hall for reasons other than those above.

The use of the library during study hall time rather than during class time should
be encouraged. However, a pass must be used, granted by the study hall teacher.
A reason for all library passes must be written on the pass. Students will be
required to return to their study hall immediately after obtaining materials or
completing stated reason for their library pass.

Media Center passes will be limited to six students at one time. As students
return, other students may go to the Media Center. Media Center passes will be
limited to 15 minutes per students. (Special arrangements may be made.)
Obviously, each day and each period, the study hall will present different
problems. You will find that moving around is a big help. Check what the
students are doing. It is always easier to relax discipline if needed than to tighten
it up. A few simple rules enforced by you, the teacher will facilitate a more
productive study hall.

Sleeping will not be permitted.

11. Coaching and Activity Sponsor Responsibilities
Sponsor responsibilities on bus trips:

A signed permission slip from a parent/guardian must be obtained before any
student may be taken on a school sponsored trip.

An emergency medical release form must accompany all permission slips.

Submit transportation requests as soon as possible to facilitate proper trip
preparations (at a minimum, 1 week in advance).

Report to the bus driver of any deviation from the requested trip, such as restroom
stops, lunch stops, side trips, departure and return times, and any other change
from original bus request information. Do not surprise the driver with a last
minute change.

Keep each student seated in his/her seat.

Control the noise level.

Make certain the trash, paper, cans, etc. are picked up and removed from the bus
or placed in a waste basket.




- Take roll after you board the bus to leave and before you return home.

- Coaches and sponsors must notify parents guardians if a student fails to board the
bus for any activity or field trip. If a secretary is on duty, the sponsor may ask her
to notify parents. If a secretary is not on duty, a cell phone may be used to contact
parents.

- On all activity trips the students must travel to and from the activity in
transportation provided by the school.

Only exceptions are:
1. Injury to participant which would require alternate transportation.
2. Prior arrangement between the coach/sponsor and participant’s
parent/guardian.
3. Students will not be permitted to ride home from a school activity
with any minor (under age 21).

- Any special requests must be approved by the principal before the student(s) leave

on school sponsored trips.

12. Food and Drink Consumption Areas
The following is the list of areas in which it is appropriate to consume food or drink:
Lunch Room
FCS Room
Gym
Vo-Ag Room
Art Room
Teacher’s Workplace
Commons/Concessions Area

Special permission may be obtained from the principal if you are wishing to allow
students to consume food and/or drink in your classroom. This should be limited
to special occasions only and not be a frequent occurrence.

13. Church Night

Any requests for Wednesday/Sunday activities must be approved by the appropriate
principal and superintendent. If approval by both administrators, the Board of Education
is to be informed no later than the next regular meeting.

14. Money Raising Activities

Money raising activities must have the approval of the principal and the superintendent.
School projects to raise money except for the sale of tickets to school activities will be
discouraged and kept to a minimum.

Employee Use of Electronic Communication Devices
While employees are allowed to possess and carry electronic communications devices on school
property, such possession and use are subject to the following rules:

District-Issued Communications Devices

Communication devices issued by the District may include, for example, cellular telephones,
walkie-talkies, electronic tablets or laptop computers, citizen band radios, either installed in
vehicles or hand-held, and pagers/beepers.
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Employees in receipt of District-issued equipment shall be held responsible for the safekeeping
of the equipment and exercise reasonable efforts to see that the equipment is not lost, stolen, or
damaged. Reckless or irresponsible use of District equipment, resulting in loss or damage may
result in the employee having to reimburse the District for any associated costs of replacement or
repair.

Any such devices issued shall be with the expectation that they are to be used, almost
exclusively, for District-related business purposes and are not intended for personal use except in
emergencies involving employee health or safety.

District-issued equipment shall be used in a manner that does not disrupt instruction and should
not be used during school-sponsored programs, meetings, in-services, or other events where
there exists a reasonable expectation of quiet attentiveness unless there is a reason of personal
health or safety involved.

Any District-issued equipment is to be surrendered back to the District immediately upon
request.

Personally Owned Electronic Communications Devices
Employees may possess and carry cell phones, electronic tablets, and laptops during the school

day on school property.

Personally owned hand-held citizens band radios, portable police scanners, and long or
short-range walkie-talkies should not be used or carried by employees on school property during
the school day unless by specific permission of their immediate supervisor based on a personal
health or safety need.

Cell phones should not be used during the employee’s normal duty times to send or receive
messages of a personal nature, but such use is allowable during normal break times, lunch times,
and preparation times. Use of cell phones should be curtailed during instructional time or at
school-sponsored programs, meetings, in-services, parent/guardian conferences, or any other
time when there would be a reasonable expectation of quiet attentiveness.

Any employee violating the above rules may be subject to disciplinary action.

Section 7 Supervision of Students

Proper supervision of students is an important responsibility for teachers and other adults
responsible for our students. Teachers and other adults responsible for student supervision are
expected to meet the four “P’s” for student supervision and safety.

1. Proper Supervision

- Report to all duty assignments on time.

- Circulate through your duty area. Pay particular attention to areas and
activities that pose an increased risk of injury.

- Be vigilant while supervising students. Never leave your classroom
unattended; the need to make a copy is not greater than the need to supervise
your students. If an emergency requires that you leave your classroom,
request that another nearby staff member cover your class, or notify the office
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so someone can provide assistance. If you are on noon 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.

- 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).

- Be careful with touching students. Use of corporal punishment is prohibited
at Centennial Public School. 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.

- Be careful with your language. Profanity or abusive language should not be
used by you. Be a good role model for students. If a student uses such
language, you should correct the student and take such disciplinary action as
is appropriate, which may include making a report to administration.

2. Proper Instructions

- 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.

- 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.

- When you go over safety rules with students note it in your written records
(e.g., your lesson plan book or daily reports).

- Review classroom safety rules with students at least once each semester and
note when you do it in your written records. Also, 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.

3. Proper Maintenance of Buildings, Grounds, and Equipment
- Conduct periodic inspections of equipment under your control or in your area

of supervision.

- 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.

- Check the intercom periodically to make sure you can communicate with the
office immediately in the event of an emergency.

4. Proper Warnings
- If you have knowledge of a hazard that can likely cause injury, take steps to

warn other staff and students. Tell the office so additional warnings may be
given.



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)

Student Searches

Office administration should also be contacted before performing searches of students or
their belongings. 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 8 Managing Student Conduct

Discipline is everyone’s responsibility. It begins with the student being responsible for his/her
own behavior and understanding the consequences it may cause. The teacher is responsible for
articulating classroom expectations at the beginning of the school year, implementing the
classroom expectations on a consistent basis, and being familiar with the student handbook. All
staff members are responsible for all students in the hallways, in the rest rooms, at assemblies, at
pep rallies, and during lunch. Consequences for inappropriate behavior may include a parent
conference or a referral to an administrator.

The following guidelines will assist in maintaining appropriate student conduct and complying
with the process required for student discipline.

1. On the first day of class make students aware of classroom expectations. Students
will accept them if they know in advance and if they are fair and consistent.
Students often appreciate giving input on classroom rules. These expectations
should be in writing. Give one copy to the students, post one copy in the room
and provide one copy for the principal.

2. It is important to document student behavior in your classroom, calls to parents,
referrals, and/or communications with a student.
3. If, after attempts to improve student behavior, the problems continue, talk to the
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student’s counselor or the Principal about possible alternatives in discipline
procedures. Be attentive and respond to “bullying.”

4. If a student continues to cause problems, inform the administration for
disciplinary action using the approved reporting forms. Be sure to state the
problem clearly and expectations in terms of assistance, as at times the student’s
and teacher’s stories are different. Be prepared to provide documentation.

5. Follow up on any referral. The student may not go to the principal or the
counselor when sent. The administrator will inform the teacher of the
consequences.

6. Refer students with continued and significant behavioral problems to the student

assistance team for a determination of whether the student is in need of special
services. Contact the counselor if you have questions as to the procedure.

7. Talk with other teachers about the classroom management techniques they use to
establish an atmosphere conducive to learning in their classroom. A large
repertoire of classroom management techniques always enhances learning.

8. Read and understand the student handbook and the student conduct rules of the
District.
9. Use good judgment when dealing with difficult situations involving students.

Physical confrontation generally escalates tense situations. Corporal punishment
is prohibited in our school district and is not to be used. Physical force may only
be used to the extent reasonably necessary to protect the student, yourself and
others, and to protect property as may be reasonable.

10. 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.

Section 9 Dispensing Medication

Teachers are not permitted to give any medication to students unless trained under the
Medication Aid Act, Neb. Rev. Stat. '71-6718 to 71-6743. 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 10  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 (Child Protective
Services) when there is reasonable cause to believe that a child has been abused or neglected, or
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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.

Teachers are to inform their principal or supervisor that they intend to make a report.
Administrative staff may sometimes choose to make the report with the teacher. However,
informing a principal or supervisor does not end the teacher’s responsibility; teachers are
obligated to make certain a report was made if they do not do it themselves.

It is vital that the report be made as accurately and as soon as possible. To assure accuracy, you
are encouraged to document the date of the incident and specific statements or explanations
made by a child regarding an abuse/neglect concern. Timeliness in making a report will assist in
minimizing further risk to the child by allowing the police or Child Protective Services workers
to interview the child during the school day and prior to an evening or weekend. In cases of
physical injury (e.g., bruising or other marks), it is essential the police observe and document the
injury. A counselor, the school social worker or an administrator will help you.

Article 5 - PERSONAL AND PROFESSIONAL CONDUCT

Section 1 Professional Ethics Standards

The Centennial Public School expects its certificated employees to adhere to the professional
ethics standards established by the Nebraska Department of Education as such standards may be
modified from time to time. The professional ethics standards, which certificated employees are
expected to adhere to, include those set forth below. References to “educator” shall include all
certificated employees of the District.

Preamble

The educator shall believe in the worth and dignity of human beings. Recognizing the
supreme importance of the pursuit of truth, the devotion to excellence and the nurture of
democratic citizenship, the educator shall regard as essential to these goals the protection
of the freedom to learn and to teach and the guarantee of equal educational opportunity
for all. The educator shall accept the responsibility to practice the profession to these
ethical standards.

The educator shall recognize the magnitude of the responsibility he or she has accepted in
choosing a career in education, and engages, individually and collectively with other
educators to judge his or her colleagues, and to be judged by them, in accordance with the
provisions of this code of ethics.
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The standards listed in this section are held to be generally accepted minimal standards
for public school certificate holders in the State of Nebraska and for all educators,
including administrators, with respect to ethical and professional conduct.

Principle I - Commitment as a Professional Educator:
Fundamental to the pursuit of high educational standards is the maintenance of a

profession possessed of individuals with high skills, intellect, integrity, wisdom, and
compassion. The educator shall exhibit good moral character, maintain high standards of
performance and promote equality of opportunity.

In fulfillment of the educator's contractual and professional responsibilities, the educator:

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.

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
professional decisions.

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

E. Shall not exploit professional 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 have had revoked for cause in another state a teaching certificate,

administrative certificate, or any certificate enabling a person to engage in any of
the activities for which a special services counseling certificate is issued in

Nebraska.

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

L. Shall report to the Superintendent any known violation of paragraphs G, E, or B
above.

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

Principle II - Commitment to the Student:
Mindful that a profession exists for the purpose of serving the best interests of the client,

the educator shall practice the profession with genuine interest, concern, and
consideration for the student. The educator 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 educator:

A. Shall permit the student to pursue reasonable independent scholastic effort, and
shall permit the student access to varying points of view.

B. Shall not deliberately suppress or distort subject matter for which the educator is
responsible.



31

C. 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 conduct professional educational activities in accordance with sound
educational practices that are in the best interest of the student.
E. Sha