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This handbook is published as a guide for faculty and staff members in carrying out the school board poli cies
and administrative rules and regulations of the Norfolk Public School District.  If there is a question of
interpretation of any of the items contained herein, this interpretation shall be made by the superin tendent of
schools.

THIS HANDBOOK TAKES PRECEDENCE OVER ANY VERBAL MESSAGES AND/OR COMMITMENTS GIVEN BY

SUPERVISORS.

This handbook is an outline of the basic policies, practices, and procedures of the Norfolk Public Schools. It
contains general statements of policy and it should not be r ead as including the details of each policy. The
provisions may be changed at any time, with or without notice.
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NONDISCRIMINATION IN EDUCATION PROGRAMS AND ACTIVITIES

It is the policy of the Norfolk Public Schools not to discriminate on the basis of race, color, national origin, gender,
marital status, disability, or age in admission or access to, or treatment of employment, in its programs and activities.
The following person has been designated to handle inquiries regarding complaints, grievance procedures or the
application of these policies of nondiscrimination:

Vicky Schwartz, Director of Business Services

512 Philip (P.O. Box 139)

Norfolk, NE 68702 -0139

(402) 644 - 2505

If employees do not feel tha t their complaints regarding Title IX., Title VI., Section 504 have met with resolution at the
local level, they can appeal their grievances to the regional Department of Education, Office for Civil Rights. This would
be their final opportunity for resolu tion. This address needs to be readily available to parents, employees and students
for their appeals.

Office for Civil Rights

8930 Ward Parkway, Suite 2037

Kansas City, MO 64114

Phone: (816) 268 - 0550

Fax: 816 - 268 - 0550

TDD: 800 - 437 - 0833

Published by:
Office of Director of Teaching/Learning
Norfolk Public Schools
512 Philip 8 P.O. Box 139
Norfolk, Nebraska 68702 -0139
(402) 644 -2500
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School Vision

It is the vision of the Norfolk Public Schools to actively engage all students
in learning through a relevant and comprehensive standards - based curriculum
that integrates 21 st century skills, tools, contexts, and assessments.

Our world has changed and is changing. Skills, such as mastery of the basics, once were enough to ensure
success in the world. The workplace and postsecondary education environments of t oday, however, demand
expert thinking and complex communication. What we want our graduates to be able to do, to be like, and

to know will directly affect their future success.

The core academic subjects remain the foundation of a comprehensive education . However, students must
also develop the ability to think critically, apply knowledge at high levels, and use technology to access,
evaluate and communicate information. Learning and thinking skills, which include critical and creative
thinking, data ana lysis, scientific inquiry, systems thinking and the skills for analyzing and interpreting
knowledge are increasingly valued and are needed to succeed in school, work, and life.

Students need to learn academic content through real - world examples. As educa tors, our challenge is to
provide instruction that is relevant, engaging, and meaningful in order to prepare our students to be
competitive in the 21 = century workplace. Learning skills, such as communication, teamwork, and problem
solving need to be tau ghtin real - world context using 21 = century tools. We must use multiple assessments
to measure the proficiencies of learners in 21 st century knowledge and skills.

School Mission

The mission of the Norfolk Public Schools is to prepare students with the
skills and knowledge to meet the challenges of a complex, global society.

The overriding goal of Norfolk Public Schools is to prepare all students with the skills and knowledge
necessary for them to be successful no matter the path they choose after grad uation. These skills must be
integrated with core academic subjects. These skills and knowledge will be framed around our educational
communi tyds (all stakehol ders) definition of:

v The Core Subjects of English, reading and language arts; mathematics; wor Id language; science;
economics; arts; history; geography, government and civics.

Y 21% century themes such as global awareness; financial, economic, business, and entrepreneurial
literacy; civic literacy; and health and wellness awareness.

v Learning and Inn ovation Skills to include critical thinking and problem solving skills; communication
skills; creativity and innovation skills; collaboration skills; contextual learning skills; and information
and media skills.

v Information, Media and Technology Skill ICT Literacy, which includes the ability to use technology to
learn content and skills, and is acquired in the context of learning core subjects.

Y Life and Career skills such as leadership, ethics, adaptability, people skills, personal productivity
and responsi bility, self - direction, and social responsibility.

The teaching and administrative staff in the district is developing a framework and a common language
around preparing all students for the 21 st century. Equitable access to learning opportunities and academic
challenges benefit each stu dent. We desire this framework  to be about what and how students are learning,
and also include:

through school.
21+ century assessments will be in place that allows students to demonstrate mastery of knowledge
and skills.

v All students receive a high school diploma or complete their p rogram of study.
v All students have a personal learning plan, built around a career path. All students will be provided
the opportunity to have relevant work experience related to their career interests.
v 21 century tools are used to develop learning skil Is and are integrated across the curriculum.
v Interventions are in place for students at all levels.
- student s have a faculty member t hat i s responsi bl
\/

A Adopted January 2008
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Students who graduate from Norfolk Public Schools will be:

1. Academically Prepared Learners . . .
who have achieved basic educational skills and can apply them to the attainment of lifelong
goals:
v Reading knowledge and skills
v Writing knowledge and skills
v Math knowledge and skills
Y Science knowledge and skills
v Technology knowledge and skills
v Speaking ski lls

2. Critical and Creative Thinkers . . .
who identify problems and/or situations, collect and analyze information to create
opportunities and implement solutions for a changing and diversified world. Students will
be able to demon strate:
V Decision m aking skills
v Technical application
v Analytical skills
v Organizational skills
V Ability to access necessary information
v Ability to generate new ideas

3. Effective Communicators . . .
who interact productively with others in a variety of situations. Students will be able to
demon strate:
v Reading skills
v Writing skills
v Speaking skills
V' Listening skills
v Nonverbal communication skills
V' Technical reading and writing skills
v Ability to use technol ogy

4. Quality Producers . ..
who create and enhance ideas and products which reflect originality, high quality, and
personal or social value. Students will be able to demonstrate:
v Creative thinking

* Generate new ideas

* Recognize problems

* Devise and im plement plans

Ability to set and recognize standards of quality

Understand and use present and future technologies

Use of available medium/tools to accomplish task

A strong work ethic

* Time management

* Qrganization

* Completion of tasks

<L 2 2 <2



Collaborative  Contributors . . .

who develop and manage interpersonal relationships to benefit self and others within the
family, work, community, and global environment. Students will be able to demonstrate:

v Leadership skills

' Effective communication skills

v Group and team skills

Responsible Individuals. . .

who assume social, legal, and moral responsibility for their own actions. Students will be
able to demonstrate:

Integrity/Honesty

Positive self concept

Positive personal health habits
Effective use of time

Positive life choices

Meaningful interpersonal relationships
Positive work ethics

Positive stress management

Self- discipline

2.2 2 2 2 2 2 2 2

Responsible Citizens . . .

who take the initiative to contribute their time, energy, and talents to improve the welfare
of th emselves and others, and to enhance the quality of life in their local and global
environments. Stu dents will be able to demonstrate:

v Identification of the differences and needs of others

v Understanding of the democratic and political processes

V Pride in their community

v An awareness of community needs

v An awareness of environmental cause and effect

Lifelong Learners . . .

who set priorities and achievable goals, create their own opportunities, and monitor/assess
their own progress. Students willbe a  ble to demonstrate:

v Acquisition of basic skills

v Knowledge of where/how to access available resources and information

v Awareness and application of various learning styles

5/17/94



As an employe e of the Norfolk Public Schools

you are a public figure and are expected to be a positive role model.
Absences, Truancies, and Tardies - Student : (See Appendix#1 4 -0 St udent Ri ghtss bardd tRe
1. All questionable student absences should be carefully checked by the respecti ve building

pri ncipal or assistant principal.

2. Students should be excused from school without penalty to take part in programs before
church groups, luncheon clubs, or any community, civic or patriotic organization, or to keep
an appointment with a  doctor or a dentist. Here again, the parent should be con sulted. If the
student is called out of school so often that his school work is suffering, teachers should
recommend to the parent that the child be kept in school.

Absent - Need For Substitut _e:

Instructors who are ill and unable to report for duty should notify the answering service and the
principal at the earliest possible time, preferably between 6:00 -6:30 a.m. SUBSTITUTES MUST BE
CALLED FROM AN APPROVED LIST ISSUED BY THE CENTRAL ADMINIS TRATION BUILD ING.
Teachers are not to make their own arrangements for a sub.

Accidents :

Al | staff members are required to file a OFirst Repo
time an employee is injured on the job. This form must be filed with the Director of Business
Services within ten days regardless of whether or not med ical assistance is required. Com plete

both forms with the business director signing the first page and the building super visor the

second page.

Address Change

It is necessary that an accurate directory of all employees of the school district be ke pt in the
Central Office. Employees changing their address or phone number should report such changes to

the Payroll Office atthe Central Office as soon as possible  IN WRITING (e- mail is appropriate).

Advertisements and Promotions . (Reference: Board of Education Policy 702.0)
Advertisements, promotions, soliciting, and fund drives conducted in the school buildings or on
school grounds are sometimes inevitable, sometimes necessary, and sometimes important. Care
shall be taken to consider the ef  fects of such activities upon the student, parents, and the com -
munity. Board policy and administrative rules and regulations provide guidance for decisions
regarding these topics. (Copies of all promotional materials to be distributed directly to studen ts
must be provided by the promoter in both English and Spanish.)
1. The Board recognizes that modern production, packaging, and distribution methods make it all but
inevitable that some materials and equipment will carry advertising or promo tional slogans t o
which students will be exposed.
2. Where advertising or promotions are presented to students as part of any program or is present on
any instructional material, the overall benefits of the program or material must outweigh adverse
effects of the advertising  or promotion.

3. Advertisements and promotions for school events, for school sponsored programs, for ath letic
events, for use in sponsoring the school paper or school annuals are approved forms of
advertisement and promotion. However, advertising which ref ers to tobacco, alcoholic drinks, or
unlawful drugs is forbidden in any school publication.

4. Students or employees while on school premises shall be protected from unauthorized solici tation
for the purchase of goods or services, for participation in an org anized cam paign to raise funds,

and for the donation of money or goods to an organized campaign.

5. Teachers may not permit such campaigns, drives, or solicitation within their classrooms except for
those outlined in policy or in administrative regulations.

6. Any and all community fund drives officially recognized and permitted on school premises will be
determined by the office of the superintendent of schools and/or the board of edu cation.

7. Fund raising activities sponsored by school clubs, school classes, an d parent organi zations are part
of approved school activity. In the conduct of any approved campaign for funds, quotas may be set
for individuals.

Rules to regulate these policies shall be drawn up by the superintendent of schools.



10.

Allocations - Personnel, Curriculum Materials, Supplies

The Norfolk School District shall allocate district personnel, curriculum materials, and instruc tional
supplies among the attendance centers on a comparable basis. To this extent, the dis trict shall

strive to ma intain a balance of personnel, curriculum materials, and instructional supplies among

attendance centers. Unpredictable changes in student enrollment or person nel assign ments that

occur after the beginning of a school year shall not be included as a fac tor in deter mining
comparability of services. (See also Personnel - Transfers)

Appeal of Disciplinary Action (Short - Term Suspension) (See Appendix #1: Dpatyppeal
Actionod)

If the building administrator makes a decision to discipline a student and the parent or guard ian

does not accept this decision, the parent or guardian may appeal this decision to the Associate

Superintendent for St udent Services using the O0OAppeal

of Di sc

are available from the bui Iding principal or the  Associate Superintendent for  Student Services at

the Central Admini stration Building (512 Philip). The appeal must be filed with the Associate
Superintendent for  Student Services within five (5) school days of receipt of the written notice of

di sciplinary action by t he student or t h eAssiates d e n |
Superintendent for  Student Services shall review the inci  dent and the disciplinary action imposed

by the building administrator. The Associate Superintenden t for Student Services shall inform the

parent or guardian of his/her decision within three (3) calen dar days from the date the appeal is

received.

Asbestos :

You are hereby notified that current federal regulations require all schools to inventory a
containing material and to develop a management plan to identify and control asbestos in their
buildings. In addition, each parent, teacher, and employee organization must be notified an

shestos -

nually

about inspections, re -inspections, response actions, and past response actions and activi ties,

including periodic surveillance that is planned or in progress. This handbook insert shall serve as

that official notice to each employee. Each school building in the Norfolk Public Schools has had a

six - month surveillance inspection and a three - year inspection, with the last three - year inspec tion
currently being conducted by certified in - house personnel. All other types of asbestos activities

are posed in the Public Notice ads of the Norfolk Daily News as the district needs to address those

types of activities. The plan for each building is available at the Central Admini stration

Building

and at each school for that particular school for inspec tion (without cost) to any interested person.
The district may charge for copies of the plan. The plan for each building has also been submitted

to the Nebraska Department of Health, Division of Environ mental Health and Housing surveillance
in accordance with federal regula  tions. For more infor mation on the As bestos Management Plan,

contact the Director of Business Services, 512 Philip Avenue, Norfolk, Nebraska 68701, 644

Attire :

- 2500.

All employees of the Norfolk Public Schools shall dress appropriately, presenting a neat, clean,
professional appearance conducive to the learning environment of the students. If a concern
exists, the supervising administrator should provide the necessary counseling and correction

concerning the appropriateness of the attire.

Award for Excellence
Any staff member ma vy be nominated for the O06Award fo
supervisors. Nominations may be from co - workers, students, parents, or patrons. Five recip

r Excell
ients

0 September, November, January, March, and May 0 annually. Recipients receive: $500t o be used

in the recipientds building (with input fro
used by the recipient at a local restaurant of their choice; a plaque recognizing their service to the
district. (See Appendix#2: 0 AwarE&k cfedd ence Nomination For md)

m the re



11. Buildings - Care Of/Use Of

1.

2.

Care of
a. Principals are responsible for proper care of their respective buildings. Staff should be
held responsible for all defacement and marking of furniture and walls in their respec tive

rooms. This means that the students will be held responsible to the respective teachers.

b. Building and grounds must be kept in a clean and orderly condition. It should not be
necessary for the Director of Business Services to call attention of the principal to con -
ditions that need to be remedied. Scotch tape should be used only on glass and wood;
never on white boards or plastered walls. Masking tape should be used only for a very
limited period of time.

Use of

a. Principals should arrange and  be responsible for adequate supervision of the building
whenever the building is open and ready for student entry.

b. Students are not to be in buildings without adequate supervision. A staff member must
be responsible for the supervision of every student in the building at all times. Building
principals will see that this rule is observed. STAFF MEMBERS SHOULD NEVER, UNDER ANY
CIRCUMSTANCES, LEND THEIR KEYS TO ANYONE. THIS REFERS TO BOTH OUTSIDE DOOR
KEYS AND KEYS USED INSIDE THE BUILDING.

c. Should a key be lost or stolen the staff member will be responsible for paying the cost of
re- keying or replacing all locks that key opens in the building(s).

d. Custodians should be in attendance whenever the building is in use unless excep tions are
approved by t he building administration.

e. Principals should carefully inspect buildings and grounds periodically. A written inspec -
tion report should be sent to the Director of Bu

12. Checking In and Out

1. Teachers are asked to observe the following schedule (unless changed by the building prin -
cipal). If teachers find it necessary to check out before the suggested time, permis sion should
be secured from the building principal. It is assumed that this will seldom be neces sary.

a Checkin 67:45 a.m.
a Checkout 6 3:45 p.m.

2. Please do not leave your building during duty hours without first securing permission of the
building administrator.

3. Elementary buildings will be locked (except designated doors) at 9:00 a.m. and will be locked
after school at 4:30 p.m. on all school days. Middle School/Junior/Senior High will be lock ed
(except designated doors) at  9:00 a.m. and will be locked after school at 5:00 p.m. on all
school days. All buildings should be vacated not later than 6:00 p.m. Please cooperate by
planning your work so you can be out of the building by 6:00 p.m. Teachers are responsible
for checking the outside doors if remaining in the building after closing on school days.

13. Closing School - Inclement Weather

When weather causes the closing of schools these procedures will be followed:

1. School closing announcements will be made over WJAG 780 AM, KEXL 106.4 FM, KNEN 94.7
FM, or KPNO 90.9 FM . Parents and staff members will also be contacted by the district
teleph one service . A decision to close or delay the start of school will be made before 6:30
a.m. (FM stations are on the air before the AM station.)

2. When school is canceled or delayed because of snow, the announcements will be as fol lows:

a. 0ONo s c ho oladfullwitinhelsecrataries in the Senior High, Junior High, Central Office,
and elementary schools; all administrators; building/grounds supervisor; full - time

maintenance, and full - time custodians report for duty at the regular time or as soon as
possible un less the radio announcement indicates otherwise. Teachers need not report
unless the radio announcement indicates otherwise but may do so at their discretion.
Employees not expected to be on duty when schools are closed include: food service
personnel, paraprofessionals, lunch - playground aides and other part -time non - certified
employees.



b. 0School will start at (time) a.m.06 is the annour
and parking lot clearing efforts, or when bad weather is subsiding. Custo dians,
administrators, full -time secretaries, and cooks report at regular times or as soon as
possible as travel permits. Teachers, paraprofessionals, and other personnel report no
later than 15 minutes prior to the announced starting time or at their regul ar reporting
time, whichever is applicable.

3. If school is dismissed during the day because of a storm, teachers, paraprofessionals, and

other instructional personnel may leave after students are dismissed and safely out of the

building as per instructions o f the building principal, but no sooner than fifteen minutes after

student dismissal. Secretaries, custodians, and other personnel may leave after the building is

clear of students and staff at the discretion of the building principal or their immediate

supervisor. The Central Office will remain open as weather dictates.

4, OWeat her Rel at RdfereAch. Beand of Eddcation Policy 405.3)

a. In the event the Norfolk Public Schools dismiss school for more than three (3) days for
snow or other reasons rel ated to inclement weather, two (2) days of these missed school
days will be made up. Each year on the school ¢
up6 days assigned -daplimtisexeeededn e t hr ee

b. Any teacher, including those living outside o r within the school distr ict, who is absent
from school during the school year due to weather or road conditions may use a personal
day. If no personal days are available, the staff member shall receive a deduction from
their salary based on the number of days of service contained 1in
All teachers will be required to attend faculty meetings and school events as well as attend
pre- school and post -school workshops and reporting days as determined by the
superintendent of schools.

14. Communication Systems

1. E-mail - Each teacher will be assigned a school e -mail address for purposes of intra - school
and inter - school e - mail correspondence. Teachers should check for e - mail throughout the
day, and should timely respond to e -mails which requ ire a response, but should avoid
checking and responding to e - mails during instructional time. Use of the district's e - malil
system for personal communications should be limited, and is subject to the rules governing
overall computer usage found in Board P olicy and this handbook.

2. Teacher Mail Box - Each teacher will be assigned a mail box. 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 mail boxes are to be limited to
communications regarding school business.

3. Use of School Telephone - Personal telephone calls shall not be made nor accepted during
times when the teacher is responsible for students except in the event of an emergency. Long

distance calls on school telephones must be made from the office. You will need to promptly
log long distance calls and be responsible for any charges which are for personal use.

4. Use of Cell Phones - Teachers shall not use personal cell pho nes for non - school purposes
when the teacher is responsible for students.

15. COBRA: The COBRA program is adminis tered by PayFlex Systems, Inc. For information, please
contact:
PayFlex Systems USA, Inc.
Flex Department
PO Box 3039
Omaha, NE 68103 - 3039
Phone: 800 - 284 - 4885
FAX: 800 - 284 - 4885
www.payflex.com

16 . Complaints - Instructional Material . (Reference: Board of Education Policy 705.1)
The Norfolk Board of Education is legally responsible for all matters relating to the operation of the
Norfolk Public School System. The responsibility for the selection of instructional materials is
delegated to the professionally trained personnel employed by the school district. It is recog nized
that opinions differ co ncerning appropriateness of instructional matters. Occasionally an
individual or group may find instructional materials used in the schools in con flict with their views.



http://www.payflex.com/

The final decision for disposition of controversial instructional matter shall rest with the Board of
Education. The Board of Education assumes the position that no parent or group of parents has

the right to determine the instructional matter for students other than their own chil dren. The
Board does, however, recognize the right of parents to request that their children not have to read

a book or see a given film provided a written request is made to the appropriate building principal.

1. Any patron who wishes to register a protest regarding the utilization of instructional mate rial
being used in the school should contact the building principal responsible for the build ing in
which the material is being or has been used and indicate the nature of the concern or of the
complaint. The building principal will schedule a conference with the patron and attempt to

resolve the complaint or concern. This conference should take place within five school days of
receipt of the complaint. The building principal should notify the patron in writing of his/her
decision concerning the matter  within five school days after this confer ence.

2. If the patron is not satisfied and wishes to pursue a formal complaint procedure, the proper
school district complaint form should be filled out and returned to the building principal from

whomitwasobta i ned. The building principal wildl conven

committee, one of whom will be appointed chairperson. This meeting should take place
within ten school days from the receipt of the written com plaint.

3. The building principa | will convene the building review committee consisting of two staff
members (or three at the principalds discretion)
site council. The complainant should be invited to participate in the study as an ex officio
me mber of the committee. A staff member directly involved in the selection and/or use of the
material should be an ex officio member of this committee. Within five school days of the
conclusion of their study, the committee will submit their report in writ ing to the building
principal

4. If the complainant is still not satisfied and wishes to pursue the matter further, the building
principal will notify the Superintendent of Schools regarding this failure to resolve the com -
plaint at the building level. Th e building principal will provide the Super intendent with a
complete documented written account detailing the nature of the com plaint and the steps
which have been taken in attempting its resolution. This notification should take place within
five schoo | days after the complainant notifies the principal of his/her dissatisfaction.

5. The Superintendent will arrange for a conference with the principal, the complainant, and

other appropriate parties in order to attempt to resolve the complaint. This confe rence should
take place within ten school days following the receipt of the written report from the building
principal. The Superintendent should inform all participating parties in writ ing of his/her
decision regarding the matter within five school days after the conference.
6. If the issue cannot be resolved at this level and the complainant wishes to pursue the mat ter,
the Superintendent wil/ call a meeting of tpbima schc
chairperson for that committee. The ¢ ommittee will consist of four com munity members (two
of whom are Board of Education members), and five professional staff mem bers. If any
me mber of t he school di strictds revi ew plaim,mhei t t e e

Superintendent will appointa  substitute.
7. The members of this committee will evaluate the material in advance of a conference with the
complainant. The committee will then confer with the complainant and any other parties the

committee feels would be necessary to its process and m ake its deci sion. The confer ence
should take place within ten school days from the time the Super intendent is notified of the
compl ainantdés dissatisfaction with al/l premiotuse @49

decision should be in writing to the Superintendent of Schools and should come within ten
school days after their conference with the com plainant. The Superin tendent will then inform
the compl ainant of t dioaregaaingntiedispe e dtion ofitkeacomplaint. This
info rmation should be disseminated in writing within five school days of its receipt.

8. I'f there is an appeal of the district review-comn

cati on wi || review the commi tteeds recomme ntéea t i

reason for not agreeing with the committeeds reco

its recommendation to the Board of Education at its next regular meeting. The Board of
Education will take the appeal under advisement and inform the complaina nt of its decision in
writing within ten school days.

10



17. Complaints - School Personne |I:

1. Constructive criticism of the school, school system, or school personnel is welcome when it is
motivated by a sincere desire to improve the quality of the educati onal pro gram and to assist
the school in performing its educational tasks more effectively.

2.  The Board of Education has confidence in the school district employees and desires to sup port
their actions in a manner which will resolve any legitimate compl aints about their per formance
and which will free them from unnecessary, spiteful, or negative criticisms and complaints.

The Board of Education advises the public that the proper channeling of com plaints involving
school personnel shall be from the com plainant to the employee to princi pal to
Superintendent and to the Board of Education. Every effort will be made to satisfy the
complainant at the earliest possible stage. Any complaint about personnel except the
Superintendent will be investigated by t he administration before consideration and action
taken by the Board of Education. The recommended procedure is as follows:

2.1 Principal reviews, investigates, and makes a recommendation.

2.2 If the complainant is not satisfied with the recommendation of the building principal, the
principalds recommendation wil be reviewdmg anc
central office administrator.

23 I f the compl ainant i s not satisfied with the a
made to the superin tendent of schools.

3. Any statement containing a charge or a complaint against an employee of the school dis trict
must be submitted in writing on forms available from any building principal, the Director of

Teaching/Learning , or the Associate Superintendent for Student Services. The complaint must
be verified and signed by the complainant. The complaint form shall be filed with the person

hearing the complaint and shall follow the complaint to the suc ceeding levels of consid -
eration. The co mplainant will be contacted to follow - up on the complaint within three school
days of receiving the completed complaint form.

18. Crisis Response Team : ( See Appendi x #3: -OvE€riviiesw BéspPoosedureso)
People in crisis often experience anxi  ety, feelings of vulnerability and difficulty. Events such as the
death of a teacher or student, natural or accidental disasters, and real or threatened violence may
produce a crisis for students and faculty alike. The need to cope effectively is necessa ry. The
purpose of the Norfolk Public Schools Crisis Response team is to evaluate crisis situations and plan
intervention strategies. Guidelines are written to help address these concerns and to establish
procedures for situations.

19. Discipline : (See Appendix #1 4: 0Student Rights and Responsibilitieso)

1. The Norfolk Public School Board believes that student discipline must be organized into an
orderly system of operational procedures before effective teaching and learning can take
place. However, discipline is not to be a camouflage for lack of instructional effec tiveness.

2. Each teacher in the Norfolk Public Schools shall maintain a classroom in which pupils are
comfortable and in which each one is learning. Causes of infractions of rules and d eparture
from good behavior should be studied, and correction should be sought through im prove ment
of causal factors before consequences are invoked. The teacher should study indi vidual
differences, conduct conferences with the pupil and parents, and seek assistance from the
principal and specialists within the school system. In addition, teachers as well as other
employees, shall cooperate with the principal in the development and maintenance of good
order in the halls and on the school grounds. To this end they will be supported in the
administration of reasonable consequences or other suitable actions. Such actions may be
counseling of students, parent conferences, rearrangement of schedules, requirements that
students remain in a school after re  gular hours to do addi tional work, requirements that a
student receive counseling, or restrictions of extracur ricular activity.

3. CORPORAL PUNISHMENT SHALL BE PROHIBITED . The 1988 State Legislature prohib ited
corporal punishment in public schools. Ho wever, corporal punishment is not to be confused
with physical force used by a teacher or employee to protect another person from personal
attack or threat of attack; to protect himself or herself; to remove a stu dent from a class or
from one part of the  building to another; or to protect a student from doing harm to himself,
herself, others, to school property, or property of others. Nor should corporal punishment be
confused with grasping or touching a pupil with no intent to inflict bodily harm, school
detentions, strategies written into an individual plan, or usual and reasonable punishments
such as (but not limited to) running laps, push - ups, or sit -ups. Corporal punishment would
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include such force as striking, hitting, or kicking with an appendage o r object with the intent

of physical punishment or the infliction of pain. Any act determined by the building principal
or administrator after investigation to be corporal punishment shall be recorded and filed in

the empl oyeeds per manoeamployées dommittingd eoparahpum s ishment act

shall be subject to oral and/or written reprimand, suspension, or termination.

4. Each pupil is under the control and direction of the principal or teacher in charge of school:
a. During the time he or she s being bused to or from school at public expense.
b. During the time he or she is attending school or attending a school - sponsored func tion.
c. During the time he or she is on the school premises or off the school premises on a
school - sponsored functio n.

20. Drug - Free Schools and Workplace : ( See Appendi x-Fr#ede: SdcDhrouogl and Wor kpl
Norfolk Public Schools is committed to providing an employment environment that is safe and
provides appropriate motivation to ensure a creative and productive work force. To this end, the
district unequivocally endorses the philosophy that the workplace should be free from th e
detrimental effects of illicit drugs and alcohol. It is un lawful and, therefore, absolutely prohibited
for any employee of the dis trict to:

1. Engage in the unlawful manufacture, possession, use, or distribution of illicit drugs.

2. Possess, use, or distribute alcohol on school premises.

3. Be under the influence of illicit drugs and/or alcohol while directly supervising students ac -
tivities of f school property, or as a part of ar
property.

21. Elementary - Attendance Areas
1. The elementary school attendance centers for the Norfolk Public Schools are described in the

Admini stratords Handbook.

2. Principals and teachers are requested to check home addresses of pupils carefully to be sure
that pupils are re sidents of the school district and are in the proper building.

3. All requests for exceptions to boundaries are to be submitted to the Associate Superintendent
for Student Services on the appropriate application form.

a. Criteria for acceptance:
1) Childc are
2) Instructional program philosophy
3) Personality conflict
4) Housing/relocation
a) Will be moving into subdistrict
b) Moved out of subdistrict and wants to remain in original school
b. Criteria for denial:
1) Enrollment 0 if class has reached maximu m size, boundary exception application may
be denied
2) Revocation due to habitual tardiness or absence
3) Special Needs - Special Education or English as a Second Language classes
4) Ongoing or reoccurring discipline issues
c. Enroliment & Classroom enrollment caps are set at 25 students for kindergarten and at 30
students for grades 1 - 4. If the class size reaches 5 less than the maximum limit for any
classroom, no boundary exceptions will be approved.
d. Once an application is made it will remain in effect fo r the remainder of all children in the
familyds el ementary years. Only one relocation
a family.
e. The school retains the right to reassign elementary students through the provisions set
forth in the Student Rights  and Responsibilities for Norfolk Public Schools should dis ci-

pline problems persist.

f.  These provisions may not a pply to students who require ELL  (English Language Learner )

or special education services.

22 . Emergency Procedures

1.

Bomb Threats: Each building has a plan and staff should familiarize themselves with the

building procedures. An evacuation drill is advised but not required. (See Appendix #5,

OEmergency Proceduresdé for further information)
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Fire Drills:

a. There shall be at least two fire exit drills held during the first two weeks of the school
term. Eight additional fire exit drills will be conducted during the remainder of the school
year. All students, staff, and visitors must participate in the drills. The princi pal will
make a written report to the Central Administration Building of date of fire drill and time
to empty the building. THE FIRST DRILL MUST BE HELD THE FIRST WEEK OF SCHOOL
Use fire escapes often enough to familiarize students with their us e. Vary fire drill
procedures occasionally by assuming that certain stairways, corridors, and exits are
blocked. Do not rush children in a fire drill. Ade guate time should be given to empty the
building.

b. All fire apparatus must be kept in working co ndition. Building principals are respon sible
for checking such apparatus. Fire escapes should be kept unlocked whenever the
building is in use. Building principals should see they are unlocked before the children
arrive in the morning and locked before the building is closed at night. Fire escapes
should be inspected carefully by the principal and the custodian before they are used.

Hostage Situation: See Appendi x #5: OEmergency Procedureso

Intruder in the Building: See Appendix #§%: ProEmdugeno

Tornado Drills: Two tornado drills will be conducted each school year. One must be con -

ducted on or before October 1. The second drill must be completed prior to April 1. Princi -

pals will submit a report to the Associate Superintendent fo r Student Services within five
school days of the completion of the drill. All students, staff, and visitors to the building must

par ticipate in the drills.

Identification Badges: All staff members are required to wear an identification badge during

school hours.

23. Equipment - Borrowing and Loaning

School equipment should not be loaned to outside persons, groups, organizations, or institu tions
for use outside the school building. (Exceptions may be made in special instances which will
benefitt he community when approved by the Director of Business Services.)

24. Extracurricular Activities/Public Performances

1. Our schools should produce the most appropriate types of public performances. There should
be no mention of alcohol, tobacco, profa nity, or gambling on any school platform. The
building principal concerned is finally responsible for seeing that suitable productions be
staged.

2. Guns capable of firing live or blank ammunition will not be allowed on school premises or at
school - sponso red functions except at the discretion of the building administrator under strict
safety precautions and under the direct supervision of a responsible adult.

3. Extracurricular activities shall be scheduled in a manner that will not conflict with the norma I
operation of the school. Athletic and other extracurricular events shall be sched uled on Friday
and Saturday evenings as long as no schedule conflicts occur. Activities may be scheduled on
Monday, Tuesday, or Thursday evenings with permission of the a ctivities director and the
building principal. Matinee performances of music and drama for the Mid dle School, Junior
and/or Senior High student bodies should be cleared at least two weeks prior to the
performance with each building principal involved. N o school event or rehearsal of event shall
be held on Wednesday after 7:00 p.m.

4. A policy regulating the participation in extracurricular activities can be found in respective
school handbooks.

25. Family and Medical Leave Act (See Appendix #6: Family and Medical Leave Act)

1. Family and medical leaves shall be allowed under the terms and conditions of the Family and
Medical Leave Act of 1993 (FMLA) as amended.

2. The ol eave yearé for purposes of the FMLAmMsabued |
backward from the date of any FMLA leave usage.

3. Substitution of accrued paid leaves for otherwise unpai d FMLA leaves may be required at the

b ¢

di scretion of the Superintendent or the Superint

employee may also have paid leave run concurrently with unpaid FMLA leave entitlement,
provided the employee meets applicable requirements of the leave.
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4. Employees shall be required to submit medical certifications to support a request for FMLA
leave because of a serious health condition, or a sick leave, when such leave is for a duration
in excess of five (5) successive days, and in such other cases as dee med appropriate by the
Superintendent or the Board based on the nature of the illness or circumstances surrounding
the | eave. Second and third medical opinions ma
discretion, be required. Employees shall be required to report periodically, at such times as
requested by the Superintendent or the Board, on their intent to return to work from FMLA
leaves and other leaves. Employees shall be required to submit a fithess - for - duty certification
from their health care provi der as a condition for returning to work from an FMLA leave taken
because of the employeefs serious health conditi ol
the employeeds illness, when such | eave was of a d
and upon request of the Superintendent or the Board when such is deemed appropriate by the
Superintendent or the Board based upon the nature of the illness or other circumstances
surrounding the leave.
5. An oOequival ent positiond f or shalMinAhe case of @artdidatedo n pu
employees, be any administrative, teaching or instruction related position for which the
employee is qualified by reason of endorsement, college preparation, or experience, or other
indicia; in the case of coaching or ot  her similar extracurricular duty assignments, be any
extracurricular duty assignment, and in the case of other employees or positions, be in a
position with or at equivalent pay, benefits, and working conditions, involving similar or
related duties, as det ermined by the Superintendent or the Board.
6. If you need to take an FMLA leave, or have any questions regarding an FMLA leave, you should
contact the Director of Teaching and Learning.
26. Family Military Leave Act (See Appendix #7: OEBawicky)Military Leav
1. Definitions Related to Family Relationships under Military Leave - The employee must be
the dparent of a covered skgown cer meambght &ér of a cover
onext of kin of a covered service menebdaty orcall ond 0
active duty status. o
2. Definition of " Qualifying Exigency & under Military Leave - A qualifying exigency is a
non-medi cal activity that is directly related o¢ro tt
call to active duty status. For an activity to qualify as an exigency, it must fall within one of
seven categories of activities or be mutually agreed to by the employer and employee. The
seven categories of qualifying exigencies are short - notice deployment (leave permitted up to
sevendays i f the military member r e odicevwfaazal oactiemutypr | es
military events and related activities, certain temporary childcare arrangements and school
activities (but not ongoing childcare), financial and legal arrangements, cou nseling by a non -
medical counselor (such as a member of the clergy), rest and recuperation (leave permitted up
to five days when the military member is on temporary rest and recuperation leave), and post -
deployment military activities.
3. CERTIFICATIONS
a. Milit ary Exigency Leave - Employers may require two different types of certification with
respect to military exigency leave. One is a certification that the covered military member
is a member of the National Guard or Reserves who is on active duty or called t 0 active
duty in support of a contingency operatiomuty A c
orders will contain the necessary information. Once an employee furnishes the
certification, employers may not require the same certification again for subsequ ent
absences related to the same active duty of that particular military member. The other
certification is a statement from the employee (including available written support
documentation) about the nature and details of the specific exigency, the amount of leave
needed, and the employeebds relationship to the
prototype form for the exigency certification. The employee must provide both
certifications within 15 days absent unusual circumstances.
4., CALCULATION OF LEAVE
a. Military Caregiver Leave - An employee may take up to 26 weeks of military caregiver
leave during a single 12 - month period on a per - covered service member, per - injury basis
(which may be taken continuously, intermittently, or on a reduced schedule basis). The
single12 -month period is measured forward from the
for the covered service member begins. Once a single 12 - month period expires, the

employee is eligible for another 26 weeks of military caregiver leave during a subsequent
14



27.

28.

29.

single 12 - month period to care for a different covered service member or to care for the
same covered service member if he/she incurs a subsequent serious injury or illness.

During any single 12 -mont h peri od, the employeeds tot al

combined total of 26 weeks for all qualifying reasons under FMLA and military leave

unless leave for FMLA health events occurs prior to the start of the 26 weeks.

5. Definition of - Active Duty or Call to Active Duty Status n - Active duty or a call to  active
duty status is only made to members of the National Guard or Reserve components or a
retired member of the Regular Armed Forces or Reserve. Therefore, an employee may not take
exigency leave if the service member is a member of the Regular Armed Forces.

6. Definition of - Covered Service member - A covered service memberisa current member of
the Regular Armed Forces, National Guard, or Reserve, including those on the temporary
disability retired list (TDRL), but not including former members or members on the permanent
disability retired list. The service member must be receiving medical treatment or oversight by
a Department of Defense or Veterans Affairs health care provider or by a Department of
Defense TRICARE network or non - network authorized private health care provider.

7. Military Caregiver Leave - General Certification Requirements - Employers may require
information from the health care provider and from the employee and/or covered service
member to support military caregiver leave.

Fees Charged to Students

The districtds gener al policy is to provide for he

Nebraska Constitution. This generally means that th

for courses which are required by state law or regu lations, and to provide the material necessary

for such instruction without charge or fee to the student. (Reference: Student Fee Policy)

Files - Employee : (See also #49 & Personnel, item #4)

Any employee of the Norfolk Public Schools shall, upon h is/her request, have access to his/her

personal file, but may not have access to letters of recommendation solicited by the Norfolk Public

Schools or to sets of confidential credentials which are part of his/her file. No other per son except

school offici als while engaged in their professional duties shall be granted access to such files; nor

shall the contents thereof be divulged in any manner to any unau thorized person without the

empl oyeeds written permi ssion. Per mi ssi samnel foo r ms

Superintendentds offices in the Central Admini strat.

Files - Student :

1. The following information applies to all schools in the Norfolk Public School District.

a. Definition: A school file is that collection of basic information pertaining to the student
which wil/l provide a basis for an wunderstanding
the school. The official school file shall be maintained by the school in which the student
is enrolled. The components of this file are set forth below. Veri fied infor mation is that
data which has been documented, dated, and signed. All official records of students
receiving Special Education services are maintained at the district Central Office. Working
copies are kept by the school in which the student is enrolled but must be separate from
the childds cum file.

b. Categories of Records: The Norfolk Public Scho
the basis of two general categories. These categories shall constitute: Category A -
permanent data, and Category B - data necessary while the student is in school and which
will be removed from the file under the provisions of the Nebraska stat utes.

c. Policy Procedures:

1) Permanent school records (Category A) are retaine  d permanently and placed on mi -
crofilm five years following the student&s g
school.

2) Studentdés cum file records not incl udedowihgn Ca

three years of continuous absence from school.
3) Category A and B files are placed under the supervision of the building principal
while the student is enrolled in school. Files of students no longer enrolled in school

should be forwarded to the Associate Superin

within one school year.
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4) Teachers and school officials who work with the students and schools to which
students apply for entrance may have access to educational records in Cate gories A
and B without parental consent.

5) Other agencies or persons may be provided with data from Categories A and B upon
consent in writing by the student and/or parents.

6) Requests from law enforcement officials for access to student records must be ac -
companied by a subpoena, a court order, or permission by the parent or stu dent.
The building principal or other school official must notify the parents or eligible
student that such a request has been made before complying with the request.

7) No records shall be kept which reflect political activities or political beliefs of
students.

8) When a student moves from the Norfolk School District these procedures should be
followed:

a) Grades K-8: Cumulative files are completed at the building and forwarded to the
Associate Superintendent for ~ Student Services as soon as possible . All requests
for release of records are handled by Central Office staff.

b) Grades 9-12: Student cum files are retained at the building level for one school
year. At the end of that year, completed cum files are forwarded to the Associate
Superintendent for  Student Services at Central Office. Once the files have been
for warded, all requests for records are handled by Central Office staff.

9) If data is requested by agencies for research purposes, parental consent is needed

andthe studentsd names must remain anonymous.

10) The destruction of disciplinary information pertaining to a student must occur upon
his/her graduation from high school and/or after he/she has been absent for three
continuous years. Disciplinary records must not be included in Cate gory A (per -
manent file) and are not to be released to other schools, agencies or indi viduals
without written parental consent.

2. The following information applies to the elementary schools:

a.

Before the beginning of the first s emester, each elementary teacher will be given a list
containing the students on their class roll. Familiarize yourself with the records of these

student s. They are available for checkout from

1) Upon the opening of school, you wi Il likely have:
a) Some pupils for whom you do not have a Cumulative Record Folder. Make a list
of these pupils and file it with your principal. Your principal will either send for

the pupilds record or have one sent to you
b) Complete Cumulative Record Folders of students completing the rec om mended

program for fourth grade shall be sent to the Middle School at the close of the

school year.

3. The following information applies to the Middle School, Junior and Senior High Schools

a. Cumulative record folders (Category A and B files) should be filed in the respective
Guidance offices.

b. Student records contained in cumulative folders should be made accessible to any
teachers, upon request, on need to know basis. Thus, any teache r having a legiti mate
need to review records of a student enrolled in their class must have access to the
records.

c. Records of graduates shall be retained at the Senior High until the beginning of the next
school year, and then sent to the Central Offic e.

d. Complete Cumulative Record Folders of students completing the recommended pro gram
for eighth grade shall be sent to the Senior High at the close of the school year.

30. Fines:
Students should be charged for damages to or for unreasonable use of books. Grade cards are
given only after fines are paid . The following lists of fines will be collected through the school
system:
1. Marking or defacing books

a. Writing in books - $1.0 0 to $5.00

b. Tornleaves and ink blots - up to value

c. Unusual rough use of books - up to value

d. Water- soaked books - up to value
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2. Lost books
a. New books - full replacement value
b. Good books - half replacement value
c. Fair books - third replacem ent value
3.  Marring desks, school furniture, and equipment - up to estimated value

31. Fire Hazards :
1. The principal is responsible for the elimination of fire hazards in the building; see that rooms
under stairways and exits are not used for storage purposes; waste materials are to be
cleaned up and disposed of so as not to be a fire hazard; all electric wires are to be ade quately
taken care of and not hung on metal hooks or come in contact with metal pipes.
2.  The use of open flame in plays, pageant s, musicals, Junior/Senior prom, dances, or pro grams
of any type is strictly prohibited. This rule applies to lamps, lanterns, candles, fire places, etc.

32. Flags - Display Of

1. The statutes of Nebraska require that flags (American and state) shall be raised upon respec -
tive staffs on all national holidays and special school occasions, and they shall remain thereon
from nine o0d6clock in the morning unti.l four o06cl oc
are favorable. Outdoor flags shall be prom inently displayed on the school grounds each day
that school is in session. Principals are responsible for insuring that the flag is taken in
during stormy weather.

2. The statutes of Nebraska require that an American flag shall be continuously displayed on the
interior wall of every classroom and auditorium in the public school buildings in Nebraska.

33. Funds - Building Level
1. Collections
a. The secretary of the Board of Education and the principals of the Junior and Senior High
Schools are the only persons authorized to keep or maintain a bank account of any so -

called oO0school éd money. Such money may be col |
Central Office.
b. A Central Office secretary will be available for receiving monies, checking out ma terials,

etc., on Monday th rough Friday from 8:00 a.m. to 5:00 p.m. The Senior High School
secretary and Junior High School secretary will be available for receiving monies on
Monday th rough Friday from 8:00 a.m. to 5:00 p.m.

2.  Receipts

a. No assessments against students shall be made until permission is secured from the
building principal and/or the Superintendent.

b. Secretaries shall give a receipt for all money paid them, showing to what fund the same is
credited.

c. The office secretary shall make a monthl vy report for all subsidiary accounts to per sons
concerned if requested to do so. These funds cannot be drawn on except through the
secretary under the direction of the authorized persons concerned and with the approval
of the building principal or the Su perintendent of Schools.

d No money shall be kept in the offices, i br-ary,
night. During the day such funds should be kept under lock and key.

34. Grades - Recording :

1. Instructors shall keep accurate class records in a Class Record Book (Grade Book), prop  erly
labeled. Class Record Books are to be checked in at the close of the school year or upon
termi nation of employment . The Infinite Campus grade book program is the program that will
be used in grades 3-12. Teachers are expected to use this system.

2. Grades will be recorded at the close of the nine - week period. Black or blue ink is to be used.
Grades should not be recorded before the end of the grading period except as specified by
the building prin  cipal.
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35. Grading :
1. The grading system of the Norfolk Public Schools is listed below:

a. Kindergarten Reading : Reading Mastery - Start/Achievement Level
O = Qutstanding
S = Satisfactory
N = Needs Improvement
U = Unsatisfactory
®any Items left blank have not been taught this period

b. Grades1-4 Reading : Reading Mastery - Start/Achievement Level
O = Qutstanding
S = Satisfactory Grade 3 : See al so-& .be&Glravdes 4

N = Needs Improvement

U = Unsatisfactory

@any Items left blank have  not been taught this period
c. Grades 5-6

Achievement Scale : Level: Effort/Assignment :
A=94 - 100% 1 = Working above grade level O = Outstanding

B=86 - 93% 2 = Working at grade level S = Satisfactory

C=78 - 85% 3 = Working below grade level N = Needs Improvement
D=70 - 77% U = Unsatisfactory

U = Below 70%
d. Grades 7-12

A Excellent (94 - 100)

B  Above Average (86-93)

C Average (78-85)

D Below Average (70-77)

U Unsatisfactory (Below 70)

P  Pass

F  Fall

cond Condition (A semester condition becomes a failure unless removed within a

reasonable period of time)
D* Has not met the requirements of the course, but would not profit by repeating
McP Modified Curriculum, Passing
Inc Incomplete
@ Working below grade level

2. In the Junior and Senior High Sch ools, numerical percent grades should be recorded on
scholarship record sheets.

3. Weighted Grades: Weighted classes will be limited to Advanced Placement classes and
college/high school dual - credit classes. Advanced Placement classes must follow the Ad -
vanced Placement curriculum and be recommended by the respective department and ap -
proved by the building principal. The grading system will be ona 0 - 100 percentage scale.

4. Student Assessment: Student grades and assessment should be based on the foll owing:

a. Behavior - such as performances or exhibitions that require students to demonstrate their
knowledge and skills through formal presentations.

b. Products - such as reports, publications, or visual displays that require students to pro -
duce tangible products that demonstrate skills and knowledge.

c. Portfolios - such as written, recorded, or graphic san
growth over time.

d. Personal Communication - such as interviews, portfolio conferences, or peer reviews,
whichalow students to share their knowledge and as
work.

36. Harassment : (Reference: Board of Education Policy 401.5) (See Appendix # 9: Harassment Policy)  Policy
Statement: It is the policy of the Norfolk Public Schools, Madison County District Number 2, that
the learning and working environments within the District shall be free from harassment based
upon an individual ds r ac e nalaign, avdisabiltyel i gi on, sex, nat
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37.

38.

39.

Information - Distribution Of

Cooperation with community service and youth serving agencies through assisting these agen cies
in the distribution of information of value to students and their families shall be as foll OWS:
1. Each distribution must be approved by the Associate Superintendent  of Student Services.
2. Principals shall be notified through the administrative bulletin. Principals shall notify teachers

of the distribution.
3. Representatives of agencies wishi ng to distribute information through the schools shall:

a. Package and label by building and by classroom enough materials to go to each child or

family as targeted for distribution.

b. Deliver material to the central administrative office at least one d ay prior to mail de livery

or, after approval, deliver directly to the buildings.
4. Material with political, commercial, or religious content will not be approved for distribu tion,
nor will materials containing art or composition which is in bad taste or otherwise inappro -

priate for distribution to students.

Insurance :

1. Disability Insurance (Long- Term) & Optional for all certified instructional staff who work 17.5
hours/week or more for at least nine months of the year
2. Health Insurance - Optional for all certified instructional staff who are at least .4 FTE
Health insurance information is available in the current pamphlets distributed at the beginning
of the school year. For additional information please contact:
BlueCross BlueShield of Nebraska
7261 Mercy Road
PO Box 3248
Omaha, Nebraska 68180 - 0001
bcbsne.com
Customer Service Center
402 - 390 - 1855
1- 800 - 642 - 6004

a To locate participating Rx Nebraska pharmacies nationwide call 1 -877-800-0746.
a To locate BlueCard PPO providers nationwide call 1-800-810-BLUE (2583) or go to
bcbs.com.

3. Life Insurance @ The Norfolk Public Schools offer a life insurance plan through National
Insurance Services. Seventy -five per cent of eligible district employees must be enrolled in
the plan. The life insurance  amount is a sum equal to your salary. (If your salary is less than
$10,000 per year, you must purchase a minimum of $10,000.) The policy contains an
accidental death and dismemberment provision (doubling the amount of insurance) and
supplemental life in  the amount of $10,000 to $100,000 is available. Check with the Payroll
Office for details and rates on supplemental life. Dependent insurance is also available.

Inventories :

1. At the close of the school year, each instructor or department will make and certify to a
complete inventory of materials and equipment on respective forms. This inventory shall be
made in triplicate; one copy shall be filed with the principal of the building; one copy re tained
by the instructor; and one copy filed with the Director of Business Services. At the close of the

school year, or when a teacher terminates employment, all three copies of the inventory shall
be checked in at the principal s of fi ce. Direataryf
Business Services at once.
2. ADMINISTRATORS - PLEASE NOTE: Building principals will personally check the inven -
tory sheets.
3. Building and room inventories
a. Inventories should be completed by rooms as well as buildings. It is very important that
our inventori es of furniture and equipment are up -to-date. This is important not only
because we need to know exactly what we have in each building, department, and room
so that we will know at all times whether we are adequately equipped; but also for
insurance purpo ses. If we were to have a loss through fire, tornado, or some other
catastrophe, we would need to prove what we have in the building. IT IS NECESSARY,
THEREFORE, THAT EACH BUILDING PRINCIPAL MAKE CERTAIN THAT THE INVEN  TORY
SHEETS ARE UP- TO- DATE. If at all possible, specify the type of furniture. For example,
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40.

41.

42 .

43.

44

45 .

it would be helpful to know that desks in a certain room are American Seat ing, Heywood -
Wakefield, Artcobell, or another make.

b. The transfer of furniture and/or equipment from one building to an other is allowed to
take place only when the loaning principal and borrowing principal are aware of such a
transfer. It is the responsibility of the borrowing principal, through the Supervisor of
Building and Grounds or one of his workers, to be certain t he loaning principal is in -
formed of the specific furniture and/or equipment borrowed, which building will house
the material, and the duration of the transfer. Both principals will be asked to sign a
Furniture/Equipment Checkout whenever such transfer oc curs.

c. Try so far as possible to have the same type of furniture in a room. In other words, in -
stead of having Heywood - Wakefield, American Seating, and Artcobell mixed up in one
room, try to equip rooms with the same type of furniture.

d. The athletic d irector will check athletic inventories with each coach before the coach will
be permitted to check out in the spring.

e. Principals wildl check room and teachersd invent
outd sheets.

Jury Duty :
School distric t employees who are absent from work in order to serve on a jury during regular duty

days will have their salary paid by the school district reduced by the amount of the per diem
payment they received as compensation for jury service or shall turn over to the school district the
per diem salary earned from jury duty.

Law Enforcement Officers

Law enforcement or juvenile officers shall not be allowed to question or counsel a student at

school during the school day without consent of the parents involved or unless parents give such
consent in person to the building administrators. An exception to the above is the building prin -
cipal may grant permission to the probation officer to contact pupils who are on probation, or in

cases of suspected chil d abuse and/or neglect.

Leave of Absence : (Reference: Norfolk Public Schools Board Policy #404.3)

After a minimum of five consecutive years in the Norfolk School District, teachers with at least five
years of service remaining prior to the earliest possible retirement age may apply for a one year
educational leave of absence. Request for leave of absence must be submitted in writing to the
Superintendent prior to March 1 of the effective year through the office of the building principal.

Leav e Request Changes:
Requests for change of a personal, professional, or sick leave day already used must be approved
by the Superintendent within 30 days following the day of leave.

Letters of Recommendation

It is acceptable to ask your supervisor f  or a letter of recommendation once you have provided

him/  her written notice. It will remain your super Vi
such a letter will be written. You may also ask others to write you letters of recommen dation or

allow their names to be used as references for you. Again, it is their decision as to whether or not

they want to do this.

Multicultural Education (Reference: Norfolk Public Schools Multicultural Education Plan; Board of
Education Policy 206.2)
Nebraska School Law 92 NAC 16 fi 003.01 (Nebraska Department of Education Rule 16) requires
that oeach school district in consultation with the
incor poration into all phases of the curriculum of grades kindergarten th rough twelve a mul ti-
culturaledu cati on program. 0
1. Definition of Multicultural Educati on: 0 Mu s$ignedc u | t
to change the total educational environment so that students from diverse racial and ethnic
groups . . . will experience equal educational opportunities in schools . . . A major
assumption of multicul  tural education is that some students, because of their par ticu lar ra cial,
ethnic, . . . and cultural characteristics, have a better chance to succeed in ed ucational
institutions as they are currently structured than do students who belong to other groups or
have different cultural . . . characteris t i cs. 6 (Banks, 1993) ThteralNor f
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education focuses on the culture, contribu tions a nd history of Afri can Ameri cans, His panic
Americans, Asian Americans, Native Americans and European Americans.

2. Multicultural Mission/Policy Statement: The Norfolk Public schools is committed to pre paring
students to appreciate and support the dive rsity that is part of our heritage and to func tion in
a pluralistic society.

3. Board of Education: The Board recognizes that multicultural education is a shared responsi -
bility. There fore, we invite individuals, families, and civic/community/relig iou s lead ers to join
us in examining our hearts, attitudes, and actions in order to promote positive growth in our
multicultural commu  nity. It shall be the policy of the Norfolk Public Schools to prepare
students to appreciate and sup  port the diversity th at is part of our heri tage and to function in
a pluralistic society. The school system will utilize the resources of curriculum, instruction,
inservice, counseling and guidance to reflect the racial, ethnic, language, and cultural heritage
of both histor ical and modern -day United States of America by observing the following

objectives:

a. To select materials and methods that will eliminate bias and stereotype in our schools.

b. To conduct inservice programs for our staff that will help them to understand a mul ti-

cultural approach and to reflect it in their teaching and administrative duties.

c. To encourage all students to grow in self - esteem and to understand and develop their
academic and human potential.

d. To guard against the grouping of students that reflects racial, ethnic, language, or cul -
tural bias.

4.  Multicultural education goals for staff incorporate the following:
a. Accept personal responsibility for integrating multiculturalism into class lessons
b. Acquire knowledge of various cultures
c. Select material that reflects cultural, ethnic, and racial diversity
d. Continue to assess and maintain personal multicultural growth
5. Multicultural education will be infused into the regular district curriculum and will consist of
the following two g oals:
a. Demonstrate knowledge of African Americans, Hispanic Americans, Native Ameri cans,
Asian Americans, and European Americans by:

1. Understanding culture

2. Noting common bonds in cultures and differences that make us unigue

3. Describing the divers ity of the experiences and individuals within each culture

5. Describing significant historical development and aspects of each culture

6. Describing the contributions each culture to t

7. Use different cultural perspectives to discuss histor ical and current events

b. Demonstrate behavior that reflects respect toward people of all races by:

1. Communicating effectively with people who have backgrounds different from their
own

2. Demonstrating respect for diverse means of communication includ ing the lan guage
and symbols of African Americans, Hispanic Americans, Native Ameri cans, Asian

Americans, and European Americans
3. Analyzing the negative images, perceptions, attitudes, and stereotypes that lead to
cultural conflict
Applying skills n  ecessary for effective citizenship in a pluralistic nation
Develop a strong self -image and an appreciation for personal background and family
heritage

o s

46 . New Employees
1. Upon completion of the advertising process, reviewing of applications, and

reference/background checks, the person best qualified for a position with the district will be
offered the job. Before a new employee can be eligible to receive the first paycheck, he/she
must com plete all the necessary forms. Those documents include, b ut are not limited to:

I-9

W- 4

Nebraska State Retirement System Application

Long - term Disability Insurance Application

Life Insurance Application

Health/Dental Insurance Application

Physical, if required

@~poooTp
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47.

48.

49 .

50.

h. Appropriate certification, ifap  plicable
i.  Direct Deposit Form

2. The Norfolk Public Schools will comply with LB 752. This act requires an employer who hires
or rehires any employee, for any amount of income or compensation, must provide the

Nebraska De partment of Health and Human Servic es with the employeefs na
Soci al Security number and the employer 6s catianme,
number.

Option Enrollment  : (Reference: Administrator Regulation 501.51)

1. Student participation in the option enrollment program will be determined by the reasons and
guidelines stated below as well as those in statute and Nebraska Department of Edu cation
Rules.

2. Capacity and program availability detoéertmh e@m eNdo rwfheaelnk
Schools is closed.  Guidelines will be prepared by the superintendent and pre sented to the
Board for adoption at its regular March meeting.

3. Capacity is defined as a district - wide class average of 2 5 pupils per elementary class room.
Capacity is based upon March enrollment projections annually and is determined by the
Associate Superintendent of Student Servicesd office.

4, Once <capacity and program availability have been
optional enro llment vacancies during the school year unless the Board of Education waives the
0closeddé status and considers applicatiomst ont ae o
status is available to students who change to a residence outside their home district at any
time during the year including the summer months, but are en rolled in the Nor folk Schools as
a resident or option student for the immediate two (2) years preceding the date the
application for option enrollment is made. Another excep tton to the o0cl osed:
available to option enrollment applicants who have siblings enrolled in the Norfolk Public
Schools. These students will be accepted as option enroll ment students if they apply and are
released from their new resident school d istrict.

Parent - Teacher Organizations

We recognize the Parent - Teacher Association, School Site Councils, and other school/parent

groups as some of our strongest school supporters. Staff members are asked to cooperate with

the offi cials of these organizations and do all within their power to assist in the work.

Payroll

1. Pay stubs for certified staff are available in each building office on payday, which is the 18 " of
the month. Paydays,inac cor dance with the t erconsactonill be theel8tht e a c h
day of September and the 18th day of each month thereafter up to and including August 18th.

If the 18th of the month falls on Saturday or Sunday, the paychecks may be secured on Friday.

During the summer months, pay stubs will be mailed to the employeed
Employees should always verify pay amounts. If any adjustment should be made, the Central

Administration Building should be called.

2. The Board of Education will authorize payment of the balance of salary owed to re tirees after
completion of their contractual obligations if requested by the retiring employee. Indi viduals
retiring from employment who are members of the Nebraska Public Em pl oy e etidementk e
System may increase their benefits as a result of lump sum payment.

3. Direct deposit is required for all regular employees of the district. Contact the payroll office in
the Central Administration Building if you need to make any changes, i.e. account number
change, bank change, address change, etc. IN WRITING (e- mail is appropriate).

4. Before an employeeds pay can be issued he/ she must

fringe benefit form on file.

Payroll Deductions

1. Federal income tax, state income tax, social security, and retirement withholdings, etc., as
required, are deducted from each paycheck.

2.  Regular payroll deductions, if necessary, for the approved health insurance, disability insur -
ance, and/or life insurance, Pay- Hex, dues, will be made if any employee requests such de -
ductions in writ ing to the Central Administration Building.
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3. Regular payroll deductions for United Fund and United States Savings Bonds will be made if an
employee requests such deductions in writing to the Central Administration Building.

a. United Fund -- The payroll de duction procedure offers a convenient way to pay a pledge to
the Norfolk United Fund. Deductions begin in November of each year and continue each
month for the number of remaining pay periods in the school year.

b. Credit Union -- Membership is available on ly to governmental unit employees and a
monthly payroll deduction may be established to aid employees in a savings pro gram.
The Credit Union office is located at 1306 N. 13 ™ Street. If interested, a payroll de  duction
authorization form is available fr ~ om the payroll office.

c. U.S. Savings Bonds -- The simplest, most convenient way to purchase bonds is through the
payroll savings plan offered by the Norfolk Public Schools. Through the plan, an

employee can arrange with the district to set aside a certain amount of money each
payday to buy savings bonds. The bonds can now be used to build tax - free education
funds for parents and children. Bonds purchased after January 1, 1990 will earn tax - free
interest if their proceeds are used to pay tuition and fees at eligible institutes of higher
learning. Contact the payroll office for additional infor mation about the pur chase of
bonds.

4. Employees of the school district who wish to participate in the tax sheltered annuity (403b)

pro gram may request deductions  from their salary to enable their participation.

. Personal Property
Personal property is not covered by Norfolk Public School insurance. If you bring your per sonal
property to school, you do so at your own risk.

. Personnel :
1. Contracts : Contracts for probationary and tenured teachers are deemed renewed and re main
in full force and effect unless amended, canceled, terminated, or not renewed. If non -
renewal, cancellation, termination or amendment of a contract is possible for the next sch ool

year, written notification must be provided a teacher on or before April 15. Teachers whose
contracts are renewed shall sign the letter of intent within 15 days from the time which they
receive notification of employment for the ensuing school year except that no teacher shall be
required to sign a renewal contract prior to March 15 of each year. Also, each teacher will
sign a contract addendum by April 15, indicating that they agree to the terms of the ne -
gotiated agreement and their written contract . Failure to deliver the let ter of intent and con -
tract addendum to the Superintendentds office wit
accepted as specific evidence that a teacher is declining a contractual offer. The teacher will
be notified in a prompt and timely manner that failure to sign the contract has caused the
contractual offer to be withdrawn and that the position which the teacher has held during the
current contractual year will be considered vacant at the end of the current con tract p eriod.
2. Observations/Evaluations . (See Appendix #15: 0Teacher Eval uati ord urPed G )c:
(Reference: Board of Education Policy 403.5)
a. Personnel evaluation is the means by which the board of education determines if a staff
me mb e r 8 s performénce meets the expectations of the Board. The purpose of
evaluation is to improve the school s perfor mal
their talents and strengths, and helping them grow as they exercise their responsibilities.
Information ob tained through the evaluation process provides a basis for personnel
decisions which include, but are not limited to, (1) continuation or termination of
employment, (2) remediation of marginal or unsatisfactory performance, (3) transfer, and
(4) validation o f the districtos TFBhe Bupeinténdent orpdesigicee sl .
develop specific evaluation criteria for teachers and non - administrative certificated staff,
which support the districtos |l earning phil osop
designee will provide annual written notice of the evaluation process to those staff
members being evaluated. Administrators who complete evaluations shall possess a valid
Nebraska Administrative Certificate and shall
system. Employee evaluation procedures shall comply with State and Federal Laws.
b. Teaching Staff i The evaluation criteria shall include at a minimum the following:
a. Planning and preparation;
b. The classroom environment;
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c. Instruction;

d. Professional respon sibilities and conduct; and

e. Studentds | earning.

Probationary staff members shall be evaluated at least once each semester and the
evaluation shall be based upon actual classroom observation for an entire instructional
period.  Probationary staff shall rece ive follow -up evaluations and assistance in
overcoming performance deficiencies. Permanent staff shall be evaluated at least once
every third year and the evaluation shall be based upon actual classroom observation for

an entire instructional period each semester of the year being evaluated.

c. Other Non - administrative Certificated Staff A The evaluation criteria for non - administrative
certificated staff who do not teach shall include at a minimum the following (as
appropriate ):

a. Planning and preparation;

b. The environment;

c. Delivery of service;

d. Professional responsibilities and conduct; and

e. Studentods | earning.
Probationary staff members shall be evaluated at least once each semester with
observations of their performance to be equivalent in length to an instr uctional period.

Probationary staff shall receive follow -up evaluations and assistance in overcoming
performance deficiencies. Permanent staff shall be evaluated at least once every third year
with observations of their performance to be equivalent in le ngth to an entire instructional
period each semester of the year being evaluated.

d. Written Evaluation and Conference i The administrator responsible for the evaluation will
prepare, sign, and date a written summative evaluation report that shall, at a min imum,
specify the following:

a. Specific deficiencies;
b. Suggestions for improvement and available assistance for overcoming the
deficiencies;
C. An adequate timeline to implement the specific suggestions for improvement;
d. A statement that the staff member may of fer a written response within 14 calendar
days concerning any aspect of the evaluation report that the staff member wishes to
clarify or to which the staff member disagrees.
The supervising administrator will schedule an evaluation conference with the staff
member to review the content of the evaluation. The staff member is expected to read and
sign the report. The staff memberds signature c
If the staff member refuses to sign the report, the administrator sh all note that fact on the
report, along with any explanation given by the staff member for refusing to sign. A copy
of the signed report will be provided to the staff member and the original shall be filed in
the staff me mber 8s per s @nOffied. Efaludtiens ae to behtreatedCe nt r
confidentially and used only by appropriate personnel. Evaluations placed in personnel
files may be reviewed by the employee.

Professional Growth: (See Appendix #1 1: OProfessional Growth Policyo)

Profession al growth is defined as those activities in which certificated personnel may par -

ticipate to gain insight, innovative ideas, and practical knowledge in their field of teaching

which may be utilized in the classroom. Professional growth for Norfolk Public Schools cer -

tificated personnel shall be measured by a point system. Points may be accumulated through

college work, educational travel, inservice activities, and other approved activi ties, exception al

in kind and of value to the Norfolk Public Schools. FAILURE TO MEET THE PRO®ESSIONAL

GROWTH REQUIREMENTS MAY RESULT IN NONRENEWAL OF TEACHING CONTRACT.

Personnel Files:  The Central Administration has teacher files divided into three parts. Each

part is kept in a separate area. Those parts are: 1) professional growth/teacher con -
tract/ certification/l eave request/ course approval
placement on the salary schedule/insurance/payroll housed in the Director of Business
Servicesd office, and 3) teacher e offced of the Director of nf o r r

Teaching/Learning
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Reduction in Force : (Reference: Board of Education Policy 403.4)

a. Areduction in force shall consist of a reduction of o ne or more positions or a reduc  tion in
the percentage of employment of one or more certificated employees even if the number
or percentage of employment of the certificated staff overall may be increased by other
hiring or increases in the percentage of e mployment of other employees. Re  duction in

force may result in termination of employment, an amend menttotheem pl oyeeds con
reducing the employee from full -time to part -time status or an amendment to the

contract of a part -time employee further r educi ng that empl oyeeds
employment.

b. Before a reduction in force shall occur, it shall be the responsibility of the board of edu -
cation and school district administration to present evidence demonstrating that a change
in circumstances has occurred necessitating a reduction in force. Any change in

circumstances must be specifically related to the employee or employees to be re duced in
force.

c. Due to the confidential and unique personal working relationship necessary between the
administr ation and the board of education, a certificated employee who is not cur rently

serving in a predominantly administrative capacity shall have no rights under this policy

to any administrative position within the school district.

d. Probationary employees w ill be reduced before tenured employees if the tenured em -
ployee is qualified to perform that assignment by reason of certification or endorse ment
or, where certification is not applicable, by college credits in the teaching area.

e. Each employee is resp onsible for filing additional endorsements and changes of address
with the superintendentds office on or befrmente Ma
will not be considered in a reduction in force if the employee fails to file it on or before
March 1.

f.  Employees will be reduced on the basis of what is good for the school district as de -
termined by the board of education. The criteria used by the board of education are as
follows:

1. Employee certification and endorsements will be compared in light of the pro gram to
be offered by the district.

2. Is currently assuming extra responsibilities in coaching, and/or sponsorship of
special program(s) offered by the school district.

3. Recommendation from the supervising administrator that includes, but not lim ited
to, evaluations (when applicable) and contributions to the total school pro gram.

4. Special qualifications needed by a building or the school district.

5. Any other factor that can be related to the best interest of students, the school, or
the s chool district.

6. Employee attainment of an advanced degree(s) from an accredited university or
college.

The weight each criterion carries is determined by the Board of Education.

g. Dismissal with Honor and Recall
1. An employee who has been terminated because of reduction in force shall be con -

sidered to have been O0dismissed with honor. ¢
administration will provide the employee with a letter to this effect.

2. An employee who has been terminated because of reduction in force has pre ferred
rights to re -employment for twenty -four months, commencing at the end of the
contract year. The employee has a right to be recalled to any position for which he or
she is qualified to teach by endorsement or college preparation. Reca Il to serv ice will
be on the basis of length of uninterrupted service to the school dis trict.
Uninterrupted service shall be defined as the number of con tinuous full -time
equivalent years of employment in the district as a teacher. A full - time equival ent
year is defined as employment on a full - time basis for an entire year. Less than full -
ti me employment woul d r edtimeequitalerg empleymenhfermd s f u
school year. For example, a teacher employed on a half - time basis would be credited
with half a year of full - time equivalent employment. A break in service will terminate
a t eac her ogpteduserviae tueder this provision. That period of time or
fractions of years of leave of absence will not count as years of em ploy ment for the
purposes of determining the | ength of a teache
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6. Resignations : (Reference: Board of Education Policy 403.2)
After a teacher signs a contract with the school district, the teacher and the district are le gally
bound to fulfill the terms of the contract. No teacher should sign a contract unless that
teacher intends to complete the contract. Release from the contract may be requested for
compelling personal reasons, i.e. health, transfer of spouse, change of marital stat us, etc., or
for definite professional advancement. No teacher should sign a contract and then expect to
be released. The Board of Education policy statement regarding resig nations is as follows:
Permission to resign will be granted the employee under contract only if a suitable
replacement is found. The suitability of the replacement is deter mined by the Superintendent
and the Board of Education. After July 1, requests for release from a contract will be granted
only in emergency situations. The S  uperin tendent and the Board of Education will consider
each such request individually. Teach ers who resign during the school year will receive the
unpaid portion of their earned sal ary on the next payment date if there is sufficient money to
take care of this without depriving any other person or creditor of money due them.

7. Salary Schedule Advancement  : All courses used for salary schedule movement must re ceive
pre-approval from the Sup e3ee Apderain#l @:n todSsa | a fulg Adgacabeendnt
Gui del iEmpleyées may move no more than one vertical step on the salary schedule in any

given year.

8. Teaching Assignments : Grade level and/or teaching assignment are at the discretion of the
administration. While desires of the teacher ar e given consideration, the first priority is given
to the best interests of children and overall district needs.

9. Termination of Certificated Employees . (Reference: Board of Education Policy 403.3)

a A certificated empl oyeeds @manded, aant-remaaey, obtermic-an c e
nated by a majority of the members of the Board of Education at any time of a school
year, but no later than on May 15. Prior to Board action on the contract, cer tificated
employees shall be notified in writing that such ¢ onsideration is being made and shall
have an opportunity for a hearing before the Board of Education as pre scribed by state
law. Notification may be made any time during the school year, but no later than on April
15 or other dates set by individual cont ract provisions. Within seven (7) calendar days
after receipt of written notice an employee must request a hearing.

b. Reasons for employee termination or contract amendment are:

1. Loss of teaching certificate

2. Breach of contract

3. Anyreasons set forth in the employment contract

4. Incompetence

5.  Neglect of duty

6. Unprofessional conduct

7. Insubordination

8. Immorality

9. Physical or mental incapacity

10. Failure to give evidence of professional growth

11. Reduction in force

12. Failure to sign an official contract within the time designated on the request

13. Any reason sufficient for nonrenewable and not constitutionally impermissible
(probationary teachers only)

14. Other conduct which interferes substantially with the continual performance of
duties.

10. Transfers : Teachers wishing to transfer from one building or teaching area to another s hall
submit such request , in writing , to the Director of Teaching and Learning . Teachers may re -
qguest a specific transfer if an opening occurs. This re quest shall state the reasons for the
desired change. Transfers are at the discretion of the administration. In many transfer
situations it will be necessary for the employee to go through the interview process.

. Plan Books :

Teachers are required to  keep daily records of class work. Plans should always be available for at

least one week in advance for administrator to review. Plans should in clude: objectives, activities,
enrichment procedures, and assessments. On the elementary level, this record is to be kept in the

t eac her &af teao Haok (or plan book) in his/her classroom. On the secondary level, a
duplicate copy of the next weekds plans should be f
Friday, or the last day of the school week , or turn in unit plans for multiple weeks.
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54.

55.

56.

Political Campaigns and Issues

Political office campaigns or issue campaigns may not be conducted within school facilities or on

school premises, nor may materials relating to them be distributed. An exception to this is when
such is part of an instructional unit where both sides of the issue, or both candidates, are treated

fairly. Students or student groups may not participate or perform on occasions which are strictly

partisan or sectarian in chara cter or purpose except if requested by the President of the United
States on a political visit to Norfolk. Bond issues, referendums, initia tives, and legis lative issues
may be discussed and materials distributed at Board approved meetings on school prop erty and at
the invitation of organizations or school groups using school facilities. Public schools may be

used as a public polling place where all election laws will be observed. Political candidates and

issues may be discussed at employee organization meetings held on school premises.

Professional Boundaries  : (Reference: Board of Education Policy 401.6)
All employees are expected to observe and maintain professional boundaries between themselves
and students. A violation of professional boun daries will be regarded as a form of misconduct and
may result in disciplinary action. The following non - exclusive list of actions will be regarded as a
violation of the professional boundaries that employees are expected to maintain with a student:
1. Using e- mail, text messaging, instant messaging or social networking sites to contact a
student or initiate discussion with an individual student.
2. Engaging in social - networking friendships with a student on MySpace, Facebook or other
social networking site. M aterial that employees post on social networks that is publicly
available to those in the school community must reflect the professional image applicable

to the employeeds position and not impair the
of students and parents or i mpair the employeebds ab
children.

3. Engaging in sexual activity, a romantic relationship, or dating a student or a former
student within two years of the student graduating or otherwise leaving the District.

4. Makin g any sexual advance - verbal, written, or physical - towards a student.

5. Showing sexually inappropriate materials or objects to a student.

6. Discussing with a student sexual topics that are not related to a specific curriculum.

7. Telling sexual jokestoa student.

8 Invading a studentods physical privacy (e.g.,

9. Hugging or other physical contact with a student that is initiated by the employee when the
student does not seek or want this attention.

10. Bei ng o v e r | with aspecific sthdgnd.

11. Allowing a specific student to get away with misconduct that is not tolerated from other
students, except as appropriate fo  r students with an IEP or 504 Plan.

12.Di scussing with the student t he empl oye dsEuwssedor obl

with adults (e.g., marital problems).

13. Gi ving a student a ride in the employeeds pers
the studentds parent or school administrator
14. Taking a student on an outing without obtaining prior express

parent or a school administrator.
151 nviting a student to t he empl oyeeds h ome Wi
studentds parent and school admini strator .
16. Going to the student 8
present.
17. Giving gifts of a personal nature to a specific student.
Appropriate exceptions are permitted to the foregoing for legitimate health or education purposes
and for reasons of familial relationships between employees and their children who are students in
the District.

Publicity :
All items of publicity released to news media should be approved by the building principal. Any
item concerning school policy shall be checked by the Superintendent.
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57 . Purchase Orders
1. No student, teacher, or employee of the Board shall have power to purchase, or agree to
purchase, any supplies or materials for use in the public schools, whether or not to be sold to

students or used in any department whatsoever, except by a proper requisition for a pur chase
order through the appropriate office. This also applies to purchase of services, such as
printing, etc.

2. When ordering supplies or materials through the central supply catalog, a requisition form
signed by the principal/supervisor must be submitted to the Central Office for processing.
The requisitioner should specify item number and description and keep a copy for his/her
records. Be sure to include budget code number on the requisition.

58. Recess:

1. Grades K-3: Recesses may be scheduled for 15 minutes (including passing time) both
morning and afternoon except on PE days. Then one recess may be scheduled opposite the
half day when the class has PE unless otherwise scheduled by the principal.

2. Grade 4: Recesses may be scheduled for 15 minutes (including passing time) either morning
or afternoon. This should be opposite the half day when the class has PE unless otherwise
scheduled by the principal.

3. On non PE days, teachers wishing to take thei  r students for extra PE must have prior ap proval

from the principal or planned activities that serve as follow - up to the PE instruc tional program
or are supplementally related to health, fitness, or cooperative play.
4. Noon: In all elementary buildings it will be 40 minutes in length (approximately 20 min utes

for lunch and 20 minutes recess).

59. Recommendations for Change - By Staff :
Recommendations by various members of the staff for change of procedure or to remedy some
existing condit ion should be made to respective principals, super visors, central office
administrator, or directly to the Superintendent. All employees are invited and urged not to
hesitate to request conferences with their principal, supervisor, or central office administrator.
General condi tions that irri tate the employee, if brought to the attention of your supervisor, can
often be remedied. The administration desires personal feedback regarding conditions affecting
the welfare of the school system.

60 . Religious Beliefs _and Customs
1. The Norfolk Public School District recognizes that one of its educational goals is to advance the
studentsd knowledge and appreciation of the role th

social, cultural, and historical development of civilization. It is accepted that no relig ious belief or
non - belief should be promoted by the school district or its employees, and none should be
disparaged. Instead, the school district should encour age all students and staff members to
appreciateeach ot herds rel i gi ous trigtisheudsutilize itsTopportusitg th fosier di s
understanding and mutual respect among stu dents and parents, whether it involves race, culture,
economic background, or religious be liefs. In that spirit of tole  rance, students and staff members

should be excused from par ticipating in practices which are contrary to their religious beliefs
unless there are clear is sues of over riding concern that would prevent it.
2. Religious holidays and religious symbols asso ciated with the holidays are a significant part of

customs and traditions of Norfolk students and community patrons. Such holi days may be
recognized and observed by the district. Observance shall be as follows:
a. The historical and contemporary values and the origin of religious holidays may be ex plained

in an unbiased and objective manner without sectarian indoctrination.

b. Music, art, literature, and drama having religious themes or basis are permitted as part of the
curriculum for school -sponsored activities and programs if presented in a prudent and
objective manner and as a traditional part of the cultural and religious heritage of the
particular holiday.

c. The use of religious symbols such as a cross, menorah, crescent, Star of David, créche,
symbols of Native American religions or other symbols that are part of a relig ious holi day are
permitted as teaching aids or resources provided such symbols are displayed as an example of
the cultural and religious heritage of the holiday and are temporary in nature. Among these
holidays are included Chri st mas, Easter, Passover,
Day, and Thanksgiving.
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Religious institutions and organizations are central to human experience, past and pre sent. An
education excluding such a significant aspect would be incomplete. It is essen tial that the teaching
about, and not of, religion be conducted in a factual, objective, and respectful manner. Inclusion

of religion in the curriculum shall be practiced as follows:

a. The district supports the inclusion of religious literature, music, drama, and the arts in the
curriculum and in school activities provided it is intrinsic to the learning expe rience in the
various fields of study and is presented objectively.

b. The emphasis on religious themes in the arts, literature, and history should be only as
extensive as necessary for a balanced and comprehensive study of these areas. Such studies
should never foster any particular religious tenets or demean any relig ious bel iefs.

c. Student - initiated expressions to questions or assignments which reflect their beliefs or non -
beliefs about a religious theme shall be accommodated. For example, students are free to
express religious beliefs or non - belief in compositions, art for ~ ms, music, speech, and debate.

Traditions are a cherished part of the community life and the Norfolk Public School Dis trict

expresses an interest in maintaining those traditions which have had a significance to the

community. Such ceremonies should re cognize the religious pluralism of the community.

Dedications and ceremonies shall be practiced as follows:

a. A dedication ceremony should recognize the religious pluralism of the community and be
appropriate to those who use the facility. An open invit ation should be ex tended to all
citizens to participate in the ceremony.

b. Baccalaureate service is provided as a non - mandatory attendance portion of com mencement
exercises. The program is supplied by the Norfolk Ministerial Asso ciation.

Employees may not wear religious garb indicating membership in or adherent of any relig ious

order, sect, or denomination.

61 . Repair - Equipment or Buildings

1.

School equipment and buildings should be kept in first - class condition. Custodians are in -
structed to make all minor repairs, if possible, by the close of the day. If repairs are such that

the building custodian cannot take care of it, fill out a work order, retain one copy, and send

two copies to the office of the Associate Superintendent for Student Se rvices. In case of
emergency, when repair must be made at once, call either the Supervisor of Buildings and
Grounds or the Associate Superintendent for Student Services

Custodians are to notify their respective principal of work neglected, repairs req uired, or
building conditions that need to be corrected. Custodians are limited in the amount of time

available for any individual room. Employees may materially assist in seeing that the work of
custodians is not hindered by carelessness on the part of students or others using re  spective
rooms.

62 . Requisitions :

1.

2.

Supplies and materials may be requisitioned through the principal. When ordering from the

central supply catalog, specify item number and description.

Requisitions are to be made on regular requisition forms, and must be signed by respec tive
principals. The requisitioner should keep a copy. The building principal will assign the pur -
chase order number and send a copy to the Director of Business Services.

63 . Retention of Students, K - 8: (Reference: Board of Education Policy 504.2)

1.

Students will be required to repeat the same grade level when it has been determined that the

student 6s educational needs are served best by
sultation with parents  have been conducted. Parents must be notified in writing on or before

April 1 * that retention is being considered and one or more confer ences held to dis cuss the
conditions considered in retention.

The decision regarding retention in a given grade | evel will be determined at a conference in -

volving parents, the principal, teacher(s), and/or counselor. If a mutual decision about the
guestion of retention cannot be reached, the principal shall render a decision on or before the
last full day of attend ance for students in the school year. Consideration will be given to:

a The studentds ability and feelings

b. The studentds achievement | evel and effort
c. The reasons for poor student performance

d. The opportunity to repeat failed courses at the next g rade level or during summer school
e. The provision of a sound program if the student is to repeat a given grade

f.  The best interest of the student
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3. An appeal of the principaldés decision may be made

intendento f Schools within five school days of the pri
be set within five school days of the receipt of the hearing request. A rec ommen dation based
upon the evidence presented in the hearing shall be made to the Superin ten dent of Schools by
the hearing officer. The Superintendent shall, within five days of the recom mendation, make a

final decision and notify the parents and principal.

64 . Searches - Student : (Reference: Board of Education Policy 502.6)

1. Inorderto protect and promote the educational environment, an administrator having reason
to believe that a studentds personal property or a
or items of contraband shall have authority to search such property. Per sonal or as signed
school property shall include, but is not limited to, clothing, handbags, book bags, lockers,
desks, and automobiles. The search rule applies while students are at a school - sponsored
function on or off of school property. lllegal items or i tems of contraband found during such
a search will not be returned to the student.

2. lllegal items and items of contraband include, but are not restricted to, drugs, narcotics, al -
coholic beverages, behavior - affecting substances, weapons, tobacco, poison, and missing or
stolen property. These and other such items as they relate to the health, safety, and well -
being of the school environment are included in this definition and need to be protected

against.

3. Itis recommended that permission be solicited from the student or students for an inspec tion
and the student or students be present. Also, the Board recommends that two mem bers of
the staff conduct inspections together, particularly when the student is not present, does not
give permission, oris o  f the opposite sex of the staff member con ducting the search.

4. If upon a reasonable basis for search, illegal items or items of contraband are found, the
school administration may take whatever action it deems advisable, including suspension and
expulsi on. In the instance of property shared by two or more students, care should be given
that the innocent student is not wrongly punished.

5. While the school of ficialds primary goal and inte
promote the educationa | environment and to enforce reasonable school rules, the Superin -
tendent or principal shall give illegal items or items of contraband to the legal authorities for
whatever actions they deem advisable.

6. In all instances of reasonable searches resulting i n the finding of illegal items or items of
contraband, the names of the students will not be released to the press or to the general
public. Parents of the involved students shall be contacted as soon as possible.

65. Semester Responsibilities - First :
1. Secondary Schools - The foll owing reports are due in the b
part of the completion of the first semester instructional program:
a. Fine Reports - (from those teachers who have fine reports) in duplicate, one copy to be
left with the principal.
b. Lost and Discarded Books - shall be reported to the building principal at the end of the
first semester for one semester courses.
2. Elementary Schools - Inthe elementary schools at the close of the regular nine - weeks period:
a. No semester average of grades is to be made at this time; only the usual nine - weeks
grades are to be reported on the report cards and attendance sheets.
b. Report cards will usually be given out in the elementary grades at the close of the school
day on th e Wednesday following the close of the nine - weeks period.
c. Unless especially directed, no fine reports or work covered reports will be made out by
grade teachers at the close of the first semester.
3. Middle School, Junior and Senior High Schools - Middl e School, Junior and Senior High
students will usually be given their report cards on the Wednesday following the close of the
nine - week period during the periods they have classes.
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66 . Semester Responsibilities - Second:

1.

No

10.
11.
12.

The principal will check  buildings as soon as possible when teachers are ready. It is not de -
sirable to retain any teacher any longer than necessary to close work. However, teachers
should not start checking out so soon that class work is hampered. TEACHERS ARE NOT TO
LEAVE THHR RESPECTIVE BUILDINGS UNTIL AFTER 3:00 P.M. OF THE LAST DAY OF DUTY.
Teachers will be expected to complete their check out responsibilities in their indi vidual
buildings before they leave school on the last day of the school year.
If the teacher has a legitimate reason for not being able to complete his/her check out re -
sponsibilities they will need to confer with the building principal and get his/her permis sion to
check out late. At the same time teachers will need to set a specific time when the y will
complete their check out responsibilities. Teachers who do not complete their check out re -
sponsibilities by the time they leave school on the last day of school and who have not re -
ceived permission from the building principal to check out late wi Il have their June pay check
delayed.
Teachers will check in regular textbooks, etc., to their respective principals. Completed book
inventories will be checked in by the principal or assistant principal. Principals will check
books for rebinding.
Supplementary texts will be checked in by the day preceding the last day of school.
Reference material consisting generally of individual volumes will be checked in respec tive
book cases in rooms where materials will be used the following year; otherwi se, it will be
checked in as directed by the building principal.
General library books will be checked in respective libraries.
Supplies such as erasers, chalk, paper, etc., are to be checked in as directed by the building
principal.
All instructors will make complete inventory of equipment and supplies with estimated
valuation of same.  Complete inventory will be made in triplicate for each building on proper
invoice sheets:
Textbooks
Reference books
Supplementary texts
Dictionaries
Maps
Globes
Furniture (according to rooms)
Art materials
Equipment
Custodial
Miscellaneous supplies and materials
PIayground equipment will be listed separately.
Grounds are to be cleaned and left in good conditio n for summer care.
Buildings will be left in condition ready for summer cleaning.
The following, unless otherwise specified by special bulletin, will be checked in at the prin -
cipal ds office:
a. Class Record Books (Grade Books) - labeled on outside cover with school, year, semes ter,
grade, building, name of teacher; inside same as above and classes clearly labeled.
b. Course of study may be checked in with Lesson Plan Notebook separately. This does not
apply where course of study has been checked in during the year.
c. Keys, when turned in, must have attached a tag on which is stated the number of the key,
number of the room, and name of the school to which it belongs, or name of ar ticle to
which it belongs. Missing keys, and any locks requiring a change because of missing
keys, must be paid for by teachers losing them.
d. Fine Reports
e. Attendance and Scholarship Records will be filed in permanent record folders. Prin cipals
will be held responsible for completion of these reports.
f.  Recommendations for coming year summarized by principals for respective buildings.
This includes repairs of building (unless submitted previously to the Director of Business
Services).

T T S@T0 o0 T
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67.

68 .

69.

70.

71.

72.

g. Instructional activities will continue to time of respective rec

school. Check in books from students at a time determined by the building principal.
h. Teachersd final paychecks wil/ be rel easedriaspon
charged to the instructor and when all required re

ports are properly filed.

Smoke - Free Environment : (Reference: Board of Education Policy 701.2)

1. It is the intent of the Board of Education to

Norfolk Public Schools. Our employees are one of our most

itation on the last day of

maintain a smoke - free environment within the

ognition of that we promote the health, safety, and well
is the policy in all school buildings, grounds, and in all school vehicles.

2. Tobacco smoke is linked with heart, lung and respira

valuable resources, and in rec -

- being of each individual.  Nonsmoking

tory diseases. Smoking is the

preventable cause of premature death today. Nonsmokers are harmed by the second
smoke. The hazards range from immediate to long

already suffer from respiratory diseases, hear
when smoke is present.

3. Employees and visitors are expected to honor the non

to abide by the rules or leave. Employees who violate this policy on smoking will be
the same disciplinary actions that accompany infractions of other school rules, up to and

including termination.

major
hand

- term serious effects. Some employees
t diseases, or allergies where they may be at risk

- smoking policy. Visitors will be asked

Soliciting, Selling, Fund Drives . (Reference: Board of Education Policy 702.1)
Employees, while on school premises, shall n ot be solicited for the purchase of goods or serv

not be requested to participate in an organized campaign to raise funds, not be re

donate money or goods to an organized campaign. Approved fund drives must be entirely volun

tary without any pressure which compares the giving of one individual to an

subject to

ices,

guested to

other. Exceptions are:

1. United Fund Drive, Combined Health Agencies Drive (CHAD), and Good Neighbor Canned Food

Drive.

2. Fund-raising activities sponsored by school clubs, school classes, a nd parent organi

approved by the building principals/supervisors.

3. Fund- raising activities related to the death or serious illness of a staff member or student and
to the retirement of staff members approved by the building principal/supervisor.
4. Solicitation of students to produce services and materials for community organizations or

groups to the extent

t hat

such production

does not exploit them and are approved by the building principal.

5. Internal fund drives of employee organizations.

zations

furthers

6. Other solicitations, sales, or drives approved by the Associate Superintendent for  Student
Services.

Staff Meetings

Staff meetings are valuable and should be scheduled by the building prin cipal. All staff are to

attend staff meetings unless excused by a building administrator.

Student Teachers

No class or class section in the Norfolk Public Schools shall have more than one student teacher

per year.

Supplies - Student :

1. Itis th e policy of the school to furnish most instructional supplies to students when nec es-
sary.

2. Il nstructors shoul d refer t o t he Nor folk Publ ic

recommended supply lists and approved fees.

Telephone - Answering

When answering the telephone, identify the building and person speaking.
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73.

74.

75.

76.

7.

78.

Travel/Conference Expenses

When an employee travels to a supervisor -requested conference/workshop, he/she will be com -
pensated for expenses incurred traveling to and from includi ng the conference/workshop fees.
School vehicles should be requested first. If no vehicle is available, mileage will be paid. Re ceipts
must be turned in and the appropriate form signed. Please see the Business Service section of the
di stri ct &far furtherin®rmation.

Vacancy Posting

In addition to publicly advertising the opening, the vacancy will, whenever possible, be announced
in- house. Current employees will, if possible, be given first consideration to transfer to the new
opening provided they complete a successful interview.

Vehicles - School :

Prior to approving mileage payments to individuals to use their personal vehicles to conduct

school business, employees must first call the maintenance shop to ascertain if a school vehi cle is
available or not. If one is available, then employees must properly complete the Vehicle Request
Form and send it to the maintenance shop to reserve the vehicle. The vehicle must be returned
on time to insure that those scheduled to use it later can be assured that the vehicle will be ready

to go on time. The Vehicle Inspection Form must be completed and left in the front seat of the

vehicle along with any gas charge tickets. School vehicles are to be used for school business

only, notforany p  ersonal business or sight seeing tours

Visitors :

Al | visitors to any school building are required to
visitor will be allowed in the building without the expressed consent of the building prin cipal

and/ or the principal 0s designee. Al l visitors mu s t

expected to notify the office if a visitor does not have a badge. Any child visiting school must be
accompanied by an adult.

Weapons NOT Allowed at Norfolk P ublic Schools

The legislature has passed a concealed handgun law. We want to remind you weapons are NOT
permitted to be brought or possessed in any of our schools, on school grounds, in a school -
owned vehicle, or at a school - sponsored activity or athlet ic event.

Wor kman¥s Compensation Insurance

The school di strict covers all school empl oyees wit
employee who is injured while on duty should report such injury to the building principal or their

supervisor who wi | | submit a report to the Associate Superi

This report should be made on the same day the injury occurred, if possible.
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Appendix 1 €©APPEAL OF DISCIPLINARY ACTION
(Short-Term Suspension)

NORFOLK RJBLIC SCHOOLS
NORFOLK, NEBRASKA

Name and address of person requesting appeal: Date:

Date of disciplinary action causing appeal:

Name and position of person(s)  who administered disciplinary action:

Explain the student behavior and disciplinary action that resulted:

(Attach other sheets if necessary)

What do you believe should be done instead? (Provide evidence to support your opinion.)

(Attach copies of materials if necessary)

Signature of person making appeal:
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Administrative action taken:

Ad mi

Date:

ni

strator 0s

Si

ghatur e:
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Appendix 2 ‘©AWARD FOR EXCELLENCE

TO: All Staff Members

FROM: Bob Hastings

RE: JAWARD FOR EXCELLENCEHS

Many Norfolk Public School employees are exemplary in the performance of their

responsibiliies. The o0 Award for Excellenced was i mplemented to
their contributions to our district, students, parents, staff, and patrons.

The guidelines for this award are as follows:

1. Any staff member may be nominated for the NAwar dEk oel | exceptadministrators and super -
visors
2. Nominations may be from co - workers, students, parents, or patrons.
3. The nomination should include:
a. Name of staff member
b. Building(s) assigned
c. Date of nomination
d. Explain reason for nomin ation in detail:
1) School pride/spirit
2) Shows initiative
3) Positive role model
4) High professional standards
5) Enhances the school environment
6) Community involvement
7) Positive working relationship with staff, parents, students, and patrons
8) Demonstrates excitement for  their position
9) Helps further the district and/or building mission and goals
e. Typed or neatly handwritten
f.  Signed by person(s) nominating
g. Putinthe mail or on delivery to the Director of Teaching/Learning at Central Office labeled NAwar d
f or Ex c e Ndmaatione n
4. Selection committee will be composed of:
a. One Board of Education member
b. One elementary principal
c. One administrator from Junior High
d. One administrator from Senior High
e. One Central Office ex - officio member
5. Committee will meet the last Tuesday of the month preceding the month the award will be presented
Recipient will be invited to attend the next board meeting
7. Five recipients & September, November, January, March, and May & annually. Recipients receive:
V $500 to be used i n t h éwithrinputfronpthie escipterd a how thei mondyiismusgd)
V  $50 to be used by the recipient at a local restaurant of their choice
V A plaque recognizing their service to the district
8. Nominations will be carried fro  m one month to the next month
9. Non- recipient nominations will be carried over for one year
10. Recipients of the award are not eligible again for five years

o
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Office of Director of Teaching/Learning
Norfolk Public Schools Mward for Excell encem Nom

Date: / /

Name of staff member:

School(s):

Position (i.e., teacher, custodian, food service, etc.)

Reason(s) for nomination  (use additional sheet if necessary)

Signature(s) of person(s) making nomination:

Please place in envelope addressed J1Awar d f or ENocneil nl aetrocosiivery or
send to Director of Teaching/Learning 0 Norfolk Public Schools & P.O. Box 139 & Norfolk, NE 68 702 -0139
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Appendix 3 - CRISIS RESPONSE- OVERVIEW OF PROCEDURES

Utilizing the Crisis Response Team

The Crisis Response Team is a supportive service which can help schools assess, plan, and intervene in

crises affecting staff and students. A pre - planned, organized approach has been shown to be effective

in reducing the emotional and social impact of a crisis. The Norfolk Public Schools Crisis Response

Teams have had specialized training to assist building administrators in directing crisis re solution
activities.

To contact the Crisis Response Team call:
Even numbered months Lori Frohberg Middle School 644 - 2569 (Home: 379 -3363)
Odd numbered months Anita Theophilus Washington Elementary 644 - 2557 (Home: 371 -8762)

Crisis Response Team Se  rvices

Meet with building administrators and key staff to formulate an action plan
Assist in handling media coverage

Facilitate staff meeting to provide information related to the crisis

Support school staff

Help teachers process information with students

Work with students individually or in groups

Be available for contact with parents

Provide helpful, factual information to parents

* K ¥ X ¥ ¥ X ¥

Student/Staff Death

Immediate Actions - to be taken by building administrator(s):
* Obtain facts concerning the death(s)

Notify superintendent

Notify crisis team

Decide on time/place for staff meeting

Activate building calling tree

¥ ¥ ¥ ¥

Follow Through - actions to be taken by building administrator(s) in conjunction with crisis team
Update information concerning the death(s)

Develop a plan for the day

Meeting with all building staff

Make announcement to students

Plan for subs if needed

Notify other schools affected

Identify students/staff most affected

* ¥ ¥ ¥ ¥ ¥ ¥
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Potential Suicide Checklist

Suicide threats must always be taken seriously and intervention should be immediate. If a situation is potentially
life - threatening, students and staff need to recognize that the issue of confidentiality does not apply.

Whattodo -
Do not leave the individual alone
Refer individual to appropriate s taff (administrator, counselor, family specialist) who will do the following:
¢ Assess the degree of risk
Ask student directly if he/she is thinking of suicide
Is there a plan, how specific is it?
How lethal is the method?
How available is the means?
Has the re been a previous attempt?
Ask about feelings of anger and depression (crying, sleeplessness, loss of appetite, hopelessness)
Ask about history of chemical use
Ask whether the student has made final arrangements (giving away possessions, saying good - bye)
¢ Intervention Plan
* Contact studentds parent(s) or guardian(s) and plan with
*  Family specialist, police, and/or Child Protective Services may need to be involved if parents are unable or
unwilling to help
* Refer parent(s) or guardian(s ) to appropriate services from physician, mental health professionals, and/or
community agencies
* Police involvement may be required in situations where the student is assessed to be in immediate danger
and parents cannot be located or are unable to help ( The Norfolk Police Department assists in
transporting students to the community Mental Health Center. School personnel should avoid
transporting students in private vehicles.)
¢ Follow - Up
Compl ete the OReport of Suicide Risko6 form (see bel ow)
Notify the Crisis Team leaders
Check to be sure that the student has received (is receiving) appropriate services
Pl an for studentdés transition back to school (Counselor
Ongoing contact with a counselor or family specialist
Briefing appropr i at e staff on studentdés status

* % X X X * X *

* % ¥ X X *

Report of Suicide Risk

School: Date: / /
Student Name: Date of Birth: / /
Address: Parent Notified: Yes No
Telephone number: Time:

Staff members involved:

Report prepared by:

Presenting problem:

Recommendations:

Action taken:

Results of parental contact:
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Appendix 4 - DRUG- FREE SCHOOL AND WORK PLACE POLICY

Madison County School District Number 2, Norfolk Public Schools, is committed to providing an employment
environment that is  safe and provides appropriate motivation to ensure a creative and productive work force. To

this end, the district unequivocally endorses the philosophy that the workplace should be free from the detrimen -
tal effects of illicit drugs and alcohol.

It is u nlawful and, therefore, absolutely prohibited for any employee of the district to:

1. Engage in the unlawful manufacture, possession, use, or distribution of illicit drugs.

2. Possess, use, or distribute alcohol on school premises.

3. Be under the influenc e of illicit drugs and/or alcohol while directly supervising student activities off school

property, or as a part of any of the schools& activities h
Definitions:
As used in this policy, items 1., 2., and 3. above shall include, bu t not be limited to the following:

1. The manufacture, possession, use, or distribution of any substance which is declared by the state of Nebraska
or any other applicable law to be an illicit substance.

2.  The possession, use, or distribution of alcohol o n school premi ses or as a partiegs of

involving students.
3. Being under the influence of drugs, alcohol, or illicit drugs.
4.  Asused in this policy, administration means Superintendent or his/her designee.
Procedures:

1. All employees and each new employee will receive a copy of this policy.

2. Each employee will sign a receipt form acknowl edging he
as set forth herein, and that:
a. sanctions can and will be taken againsta  n employee, including termination of employment and referral
for prosecution for any failure to comply with the above - stated standards of conduct.
b.  such compliance is mandatory
c. this policy is adopted pursuant to P.O. 101 - 226,34 C.F.R., Part 86, and ot her applicable statutes; and
d failure to comply with such federal requirements may
jeopardy.
3. Inthe event the employee does not understand the terms and conditions of this policy, it shall be the duty of
the employee to ask for clarification by the administration at the time this policy is distributed to the em -
ployee. If no question is asked it shall be the legal position of the district that the employee has understood
and will abide by this policy.
4. Inthe event of any non - compliance by an employee to this policy, it shall be the duty of the administration to
inform that employee about any drug and alcohol counseling, rehabilitation, and re - entry programs that are
available to employees within fifty ( 50) miles of the administrative offices of the district. All costs of such
services/ programs wil |l be at the employeeds expenseable The
services.
5.  Sanctions which may be taken against an employee for non - compliance with this policy may be any one or

more of the following:

An oral reprimand.

A written reprimand.

Suspension with pay.

Suspension without pay.

Termination of employment.

Cancellation off employment.

Non - renewal of employment.

Referral to appropriate authorities for criminal prosecution.

Mandatory enrollment in counseling, inpatient care, or otherwise as a term and condition to any con -

tinuing employment by the district.
j- Mandatory enrollment in an educational and/or re habilitation program.

6. Disciplinary action to be imposed by the administration shall be carried out in accordance with any appli cable
policies of the district and the bounds of applicable law. However, nothing in this policy shall be con strued to
vest any right for any employee beyond that required by law.

TS@Tmooo0 T
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7. Conviction of an employee of the district of any criminal statute relating to the unlawful manufacture, use,
possession, or distribution of any controlled substance or alcohol will result in di sciplinary action being taken
against such employee. When such conviction shall come to the attention off the administration or other
official of the district, any employee convicted as above described may be disciplined in any manner provided
by statute, the contract of the employee, any existing policy of the district, or any other applicable body of
law.

8. As an alternative to discipline or as a concurrent requirement to disciplinary action as referred to in the im -
mediately preceding paragraph, the di strict admini stration may require the
expense) to successfully finish a drug or alcohol rehabil
al cohol rehabilitation programé shall me a ran approved privdieior i t at i
governmental institution. The administration may require the employee to provide written documentation
that the employee has successfully completed such program. If aftercare is recommended by such institu -
tion, the administration may require an employee to participate in aftercare and specify the terms of partici -
pation. The administration may require ongoing reports of participation as a term and condition of con -
tinuing employment with the district.

9. An employee who has been charged or convicted of a violation of any statute referred to in this policy will be
required to report such charge or conviction to the administration. Any information received pursuant tot his
policy may be used | any lawful ma nner. Any employee having concerns about an admission hereunder
constituting self - incrimination shall bear the burden of seeking his/her own legal advice regarding any such
potential self - incrimination.

Drug and Alcohol Prevention Program

Madison Count y School District Number 2, Norfolk Public schools, shall provide an age appropriate, developmen -
tally based drug and alcohol education and prevention program for all students of the district. Instruction shall be

required at each grade level concerningt  he adverse effects resulting from the use of illicit drugs as otherwise
directed by the Board to be appropriate to the age of the student exposed to such instruction. Such instruction

should be described in any curriculum guides of the district and should have as one of its primary objectives pre -
venting the use of illicit drugs and alcohol by the students. The district encourages the use of outside resource

personnel such as law enforcement officers, medical personnel, and experts on the subject of drug and alcohol
abuse, so that its economic, social, educational, and physiological consequences may be made known to the

students of the district.

It shall be the policy of the district through the instruction, information, and consistent enforcement of the Boar dos
policy pertaining to student conduct that drug and alcohol abuse is wrong and is harmful both to the student, the
district, and the districtds educational programs.

Drug and Alcohol Policy Review

Madison County School District Number 2, Norfolk Public Schools, shall review biennially its entire program per -
taining to the prevention of the unlawful manufacture, possession, use, or distribution of illicit drugs and/or

alcohol by students and employees to determine the effectiveness of the program a nd to implement such changes
to the program as are deemed needed.

The Superintendent shall review the districtds program to de
Superintendent determines that changes are necessary or desirable in t he drug/alcohol program, the Superin -
tendent shall propose such changes to the Board of Education on or before their regular July meeting.

Drug and Alcohol Statistical Report Policy

Madison County School District Number 2, Norfolk Public Schools, shall r equire the Superintendent of Schools to

keep a statistical report of all vi ol ations of the districto

hol by students and/or employees. The Superintendent shall at least annually provide a report t o the Board of

Education including:

1. The date and nature of any incidents of non -compliance with the districtds pol.
and/or alcohol by students or employees.

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

3. A brief description of any treatment, counseling, or rehabilitation that any individual in violation of any policy
shall have undertaken; and whether such undertaking was voluntary or involuntary.
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Student Use/Abuse of Alco hol and Other Substances

All students have a right to attend school in an environment conducive to learning. since alcohol and other drug
use is illegal, contagious, and interferes with both effective learning and the healthy development of children and
adolescents, the school has a fundamental legal and ethical obligation to prevent drug use and to maintain a
drug - free educational environment.

No student may use, possess, sell, or distribute alcohol or other substances, nor may use or possess drug para -
phernalia (except drugs as prescribed by a physician) on school grounds or at school - sponsored events. The

same restrictions apply to students participating in extrac
stancesd6 shall r e dll esubstahces irtclbdang, bus rot limifed to, alcohol, tobacco, inhalants, illicit

drugs, and look -a-likes. The inappropriate use of prescription and over - the - counter drugs shall also be
prohibited. This policy applies to all school buildings, grounds, and school - sponsored functions or events

whether on or off school grounds.

The school district will provide a program of prevention and intervention designed to eliminate any existing

use/abuse of alcohol and other substances, and provide supportive servi ces to all students.

Vi ol ations of this policy wild!l be handled in accordance with

Responsibilities of the Norfolk Public Schools. 6

Regulations for Policy Concerning the Student Use/Abuse of Alcoho | and Other Substances

1. Revise current 0Studentsd Rights and Responsibilities in
what is required in the law.

2. At the beginning of each school year a copy dbrfolloMblicodent
Schoolsdé6 will be distributed to all students/ parents.

3. Incorporate the following:

Prevention : The intent of primary prevention programming is to prevent the onset of alcohol, tobacco, and other
substance use by students. The components of this programming shall include:

1. Accurate and age -appropriate information about alcohol, tobacco, and other substances; including the
physical, psychological, social, and legal consequences of their use/abuse.

2. Information about the relationship of alcohol and other substance use/abuse to other health - compro mising
behaviors such as AIDS, teenage pregnancy, eating disorders, child abuse, suicide, and drop ping out of
school.

3. Helping students develop appropriate life skills to resist the use of alc ohol and other substances and to
promote healthy lifestyles.

4.  Helping students develop a positive self - concept.

5. Helping students identify when they are under stress and how to manage or reduce stress through non -
chemical means.

Intervention : The int ent of intervention programming is to eliminate any existing use/abuse of alcohol and/or

other substances, and to identify and provide supportive services to kindergarten through twelfth grade students

at high risk for such use/abuse. The components of su ch programming shall include:

1. Developing a referral process between district schools and community services.

2. ldentifying and referring students to appropriate agencies when their use/abuse of alcohol and/or other
substances requires counseling and/or treatment; such counseling will be mandatory for any student (at
student expense) discovered abusing drugs on school property.

3. Providing services to students in or returning from treatment to assure that the school environment supports
the process of r ecovery initiated in the treatment program.

4/91
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Acknowledgment Form

I have received a copy of and understand district policies declaring it is illegal, and therefore,
absolutely prohibited for any employee of the district to:
1. Engage in the unlawful manufacture, possession, use, or distribution of illicit drugs.
2. Possess, use, or distribute alcohol on school premises.
3. Be under the influence of illicit drugs and/or alcohol while directly supervising student activities
off school property, or as a part of any of the schools&é activi

By signing this form | acknowledge that | understand that is unlawful, and therefore, an absolute pro -
hibition of the district for any employee of the district to engage in any of t he activities listed above,
and/or as defined by board policy or administrative directive. | understand that disciplinary sanctions

up to an including termination of my employment and referral of me for criminal prosecution may be

imposed upon me for any  violation of these standards. | further understand that compliance with

these standards is mandatory and is a material term and condition of my employment by the district.

Dated this day of 2,

Signature of Employee:
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Appendix5 - NORFOLK PUBLI

C SCHOOLSX UNI VERSAL

Evacuation
For use when conditions outside are safer than inside.

When announcement  or alarm is made:

\ Take the closest and safest way out as posted
secondary route if primary route is blocked or hazardous)

v Take a class roster for student attendance

\ Assist those needing special attention

v Do not stop for staff/student belongings

\ Goto your designated assembly area

\ Take the emergency first aid kit

' Check for injuries

\ Take attendance; use the color cards to report
missing students

\ Wait for further assistance

(use

Reverse Evacuation
For use when conditions inside are safer than outside

When announcement or alarm is made:

V Move students and staff inside as quickly as
possible

\ Assist those needing special assistance

Y Report to classroom

\ Check for injuries

\ Take attendance; use the color cards to report
missing students

v Wait for further instructions

Internal Lockdown
For use to protect staff/students
from potential dangers in the building

When announcement or alarm is made:

v Students are to be cleared from the halls
immediately and to report to the nearest available
classroom

v Assist those needing special assistance

' Close and lock all windows and doors and do not
leave for any reason

\ Stay away from all doors and windows and move
students to interior walls and be seated

v Leave lights on in room

v Wait to be released by law enforcement

External Lockdown
For use to protect staff/students
from potential dangers outside the building.

When announcement or alarm is made:

V' All outside doors should be locked, along with all
outside windows

' Students should be kept in the classroom

\ Classes in portables should move into the building

v Leave all room and door windows uncovered

\ Class should go on without interruption

\ Wait for further instructions

VAl staff not with students should report to the
office to help with supervision

Severe Weather Safe A
For use in severe weather.

rea

When announcement or alarm is made:

v Take the closest, safest route to shelter in the
designated safe areas (use secondary route if primary
route is blocked or hazardous)

\ Occupants of portable classrooms shall move to
the main building to the designated safe areas

\ Take a class roster for attendance and emergency
kit

\ Take attendance; use the color cards to report
missing students

' Assist those needing special assistance

v Do not stop for student/staff belongings

v Close all doors

YVRemain in safe

\ Wait for further instructions

area until

Shelter in Place
For use in external gas or chemical release.

When announcement or alarm is made:

\ Take the closest and safest route to designated
shelter in place area

\ Assist those needing special assistance

\ Close and tape all windows and doors (that can be
opened) in designated shelter in place area

\ Take attendance; use the color cards to report
missing students

v Do not allow anyone to leave the shelter area

\ Stay away fr om all doors and windows

v Wait for further instructions
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For more detailed information, please refer to the NNorfol k Public School s Em
and Crisis Management Plan . 6 abAraviated Table of Contents for this plan is listed below:

Prevention/Mitigation
Drills

Preparedness

District Communication

Law Enforcement Resources

City of Norfolk Resources

Resources by County

District Personnel emergency roles

Tips for Media and Family

Student Accounting System

Universal Emergency Re sponses
Accidents at School
Allergic Reaction
Biological Agent Release/Chemical Spill
Bomb Threat
Bus Accident
Death of Staff Member/Student
Fire Emergency Plan
Hostage Situation
Intruder/Trespasser
Kidnapping
Mental Health Emergency
Missing Child
Poisoning
Power Outage
Suicide Threat
Threat of Harm
Weapons
Weather - Related Emergencies

Recovery
Common Signs of Stress Reactions
Reactions and Guidelines for Children
Following Trauma/Disaster (Reactions/Guidelines/Help)

Building Emergency Response Plans
Details for individual buildings

Appendices
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Appendix 6 - Family and Medical Leave Act of 1993

Section 301(c) Notice to Employees

1. You will be notified by the school district whether your leave will be counted agai nst your annual
FMLA leave entittement which will be based on the calendar year.
2. Your request for leave to care for your seriously - ill spouse, son, daughter, or parent, or due to
your own serious health condition which makes you unable to perform the fu nctions of your posi -
tion, must be supported by a certification issued by your health care provider or your ill family
member 6s health care provider. You must return the
your physician, within 15 days prior to when your leave will commence or as soon as practical if

the leave was unforeseen.

3. If you fail to give 30 days advance notice when the need for the FMLA is foreseeable, the school
district may deny your taking FMLA leave until 30 days after the date you provide notice to the
school district of the need for FMLA leave.

4. If you fail to provide within 15 days, prior to the time you will commence the FMLA leave, the
requested medical certification to substantiate the need for FMLA leave due to a serious he alth
condition, the school district may deny the FMLA leave until you submit the certificate.

5. You may substitute accrued paid leave (such as vacation leave) to cover some or all of the other -
wise unpaid FMLA leave. The school district may require you t 0 substitute your paid leave for
FMLA leave.

6. Any share of health plan premiums which have been paid by you prior to the FMLA leave must
continue to be paid by you during your FMLA leave period. If premiums are raised or lowered, you
will be required to  pay the new premium rate. If the FMLA leave is substituted for paid leave, your
share of premiums will be paid by the method normally used during any paid leave. If the FMLA
leave is unpaid, you will be required to make the payment to the insurance carr ier at the same time
as it would be made if by payroll deduction or through another system voluntarily agreed to
between the school district and you.

7. You will be required to present a fithess - for - duty certificate to be restored to employment based
on th e nature of your illness or the duration of your absence. You may also be required, while on
FMLA leave, to periodically report on your status and intent to report to work.

8. If you fail to provide the requested fithess - for - duty certification to return to work, the school dis -
trict may deny your restoration until you submit the certificate.

9. On return from FMLA leave, you are entitled to be returned to the same position you held when
leave commenced, if the same position remains available; or to an equ ivalent position with
equivalent benefits, pay and other terms and conditions of employment.

10. You may be liable for payment of health insurance premiums paid by the employer during your
FMLA leave if you fail to return to work after taking FMLA leave.

| have received a copy of this notice after giving notice of the need for FMLA leave.

Empl oy e e 6 gPrii)a me

s Signature:

(@}

Empl oyee

Date:
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U.S. Department of Labor Program Highlights e
The Family and Medical Leave Act of 1993

The Family and Medical Leave Act of 1993 (FMLA)
was enacted on February 5, 1993.

The new law is effective on August 5, 1993, for most
employers. If a collective bargaining agreement
(CBA) is in effect on that date, the Act becomes
effective on the expiration date of the CBA or
February 5, 1994, whichever is earlier.

The us Depart ment of
Standards Administration, Wage and Hour Division,
administers and enforces FMLA for all private, state
and local gov ernment employees, and some federal
employees.

FMLA entitles eligible employees to take up to 12
weeks of unpaid, job - protected leave each year
for specified family and medical reasons. An
eligibleem pl oyeeXs right to
August 5, 1993; any leave taken before that date
does not count as FMLA leave.

The law contains provisions on employer coverage;
empl oyee eligibility for
entittement to leave, maintenance of health benefits

during leave, and job restoration after leave; notice is subject to the employerds a

and certification of the need for FMLA need; and, * FMLA leave may be taken intermittently whenever

protections for em ployees yvho requ est or take FMLA medically necessary to care for a seriously il

Ieavg. The law also requires employers to keep family member, or because the employee is

certain records. seriously ill and unable to work.

Employer Coverage Also, subject to certain conditions, employees or
employers may choose to use accrued paid leave

FMLA applies to all: (such as sick or vacation leave) to cover some or all

* public agencies, including state, local and federal of the FMLA leave. The employer is responsible for

employers, local education agencies (schools) and designati n g i f an empl oyeeds us

* private - sector employers who em ployed 50 or counts as FMLA leave, based on information from

more employees in 20 or more workweeks in the the employee. In no case can use of paid leave be

current or preceding calendar year and who are credited as FMLA leave after the leave has ended.

engaged in commerce or in any industry or activity . . . . 3
0Serious health conditiond mear

affecting commerce - including joint employers and
successors of covered employers.

Employee Elig ibility

To be eligible for FMLA benefits, an employee must:

1) work for a covered employer;

2) have worked for the employer for a total of at
least 12 months;

3) have worked at least 1,250 hours over the pre -
vious 12 months; and

4) work at a location where at least 50 employees
are employed by the employer within 75 miles.

Most federal and certain congressional employees

are also covered by the law and are subject to the

juris diction of the US Office of Personnel
Management and the Con gress.

Leave Entitlement

A covered employer must grant an eligible employee
up to a total of 12 workweeks of unpaid leave during
any 12 -month period for one or more of the
following reasons:

t

Labor 6s

he
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* for the birth or placement of a child for adoption
or foster ca re;

* to care for an immediate family member (spouse,
child, or parent) with a serious health condition;
or

* to take medical leave when the employee is
unable to work because of a serious health
condition.

Speuses enepipyecdhy the same employer are jointly
entitted to a combined total of 12 workweeks of

family leave for the birth or placement of a child for
adop tion or foster care, and to care for a parent (but
not a par ent-in-law) who has a serious health
condition.

Leave for birth or placement for adop  tion or foster
care must conclude within 12 months of the birth or

FMLA | eavrgaceﬂngqj'i ns on

Under some circumstances, employees may take
FMLA leave intermittently - which means taking
leave in blocks of time, or by reducing their normal
weekly or daily work schedule.

« IR AR leavB 8" R bithSor placement for
adoption or foster care, use of intermittent leave

im pairment, or physical or mental condition that

involves:

* any period of incapacity or treatment connected
with inpatient care (i.e., an overnight stay) in a
hospital, hospice, or residential medical - care
facility;

* any period of incapacity requiring absence of
more than three calendar days from work, school,
or other regular daily activities that also involves
continuing treatment by (or under the supervision
of) a health care provider; or

* continuing treatment by (or under the supervision
of) a health care pro vider; or

* continuing treatment by (or under the supervision
of) a health care provider for a chronic or long -
term health condition that is incurable or so
serious that, if not treated, would likely result in a
period of inca pacity of more than three calen dar
days, and for prenatal care.

OHeal th care providero
or osteopathy authorized to practice medicine or
surgery by the state in which the doctor practices; or

means:






