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REFERENCE GUIDE DISCLAIMER

This is a guide to personnel policies and practices which are most often used by the staff.
Employees who have questions or need more detail should refer to the District’s policy manual,
the supervisor and then the Human Resources Department. In conformity with the
understandings stated on the employment application and the policies of this District regarding
employment status of personnel, this guide and the items contained, referred to or mentioned
herein, is not intended, nor is it to be construed to constitute a contract or part of a contract of
employment between the District and any one or all of its personnel. No statement in this guide is
intended nor does it provide a legitimate expectancy for any benefit greater than provided for in
the employee’s contract. No statement in this guide is intended nor does it provide a legitimate
basis for an expectation of a term of employment greater than provided by the individual
agreement between the District and the individual employee. Nothing in this guide provides for
any process or procedure involving discipline including dismissal of employees different or
greater than that provided by contract or District policy. This guide and its contents are presented
as a matter of information and direction only and the contents may be changed within the
discretion of the Administration.

The provisions of this guide can be changed unilaterally by the Administration without additional
consideration or compensation.

This guide supersedes any previous handbooks.




NON-DISCRIMINATION NOTICE

(Governing Board policies AC and GBA)

Saint David USD No.21 does not discriminate on the basis of race, color, national origin, sex, age,
or disability in admission to its programs, services, activities, in access to them, in treatment of
individuals, or in any other aspect of their operations. St. David USD No.21 also does not
discriminate in its hiring or employment practices. This notice is provided as required by Title VI
of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, Title IX of the
Education Amendments of 1972, the Age Discrimination Act of 1975, and the Americans with
Disabilities Act of 1990. Questions, complaints, or requests for additional information regarding
these laws may be forwarded to the designated compliance coordinator listed below:

Kyle Hart Superintendent

70 E. Patton Street St. David, AZ
520-720-4781

Monday through Friday 7:00 am to 3:30 pm

Mr. Andrew Brogan, Principal 504 Coordinator
70 E. Patton Street St. David, AZ
520-720-4781

Monday through Friday 7:30 am to 3:30 pm




General

IMPORTANT NOTICE

All District employees are expected to know and comply with current Governing Board policies
and administrative rules and regulations, as they now exist and as they may reasonably be
modified from time to time. Employees should read and know in detail the following Arizona
Revised

STATUES:

ARS 8§813-3411 Reporting Possession and Use of Drugs

Possession or use of drugs on school grounds or at school sponsored functions is prohibited and
requires an immediate report to the Administration. Refer to ARS §13-3411 for details
ARS 813-3620 Reporting Child Abuse/Neglect

Any person who reasonably believes that a minor is or has been the victim of physical injury,
abuse, child abuse, or neglect that appears to have been inflicted on the minor by other than
accidental means or that is not explained by the available medical history as being accidental in
nature or who reasonably believes there has been a denial or deprivation of necessary medical
treatment or surgical care or nourishment shall report or cause reports to be made immediately
to law enforcement and/or Child Protective Services. Refer to ARS §13-3620 for details.

ARS §15-2301 Hazing

Hazing is an intentional, knowing or reckless act committed by a student, whether individually or
in concert with other persons, against another student, in which the act was a substantial risk of
potential physical injury, mental harm or degradation or causes physical injury, mental harm or
personal degradation. Hazing is prohibited and must be reported immediately to the
Administration. Refer to Board Policy JICFA and ARS § 15-2301 for details.

ARS 815-341 Harassment, Intimidation, Bullying

Any employee who has knowledge of or observed incidents of harassment, intimidation and/or
bullying shall immediately report the information to the Administration. Refer to ARS §15-341 for
details.

ARS 8§15-341 (A)(33) Crimes and Threats

Any employee who has reasonable grounds or knowledge of a suspected crime against a person
or property that is a serious offense or that involves a deadly weapon or dangerous instrument or
serious physical injury and any conduct that poses a threat of death or serious physical injury to
the District’s employees, students or anyone on the property of the school shall immediately
report the information to their supervisor. Refer to ARS §15-341 (A) (33) for details.



ARS 8§15-514 Reporting Certified Violations

Any certified employee who has reasonable grounds to believe that another certificated person
has engaged in conduct involving minors that would be subject to the reporting requirements of
ARS 813-3620 or has engaged in an act of immoral or unprofessional conduct that would
constitute grounds for dismissal or criminal charges shall report or cause reports to be made to
the Department of Education in writing within seventy-two hours of the report made pursuant to
ARS 813-3620. Refer to ARS §13-3620 and ARS 8§15-514 for details.

ARS 815-515 Prohibition and Reporting of Weapons

Deadly weapons on school grounds are prohibited and require an employee who observes an
individual on campus in possession of a weapon to make an immediate report to the
Administration. Refer to ARS §15-515 for details.

Employees should read and know in detail the Governing Board policies and regulations in
sections G, | and J with special emphasis on the following policies and their regulations:

GOVERNING BOARD POLICIES AND REGULATIONS

BHC\Communications with Board Members

EEAG\Transportation of Students in Vehicles

EGAD \Copyright Compliance

GBA\Equal Employment Opportunity

GBEA\Staff Ethics

GBEAA\Staff Conflict of Interest

GBEB\Staff Conduct

GBEBB\Staff Conduct with Students

GBEBC\Staff Gift and Solicitations

GBEC\Drug Free Workplace

GBECB\AIcohol Use

GBED\District Use of Tobacco Policy

GBGC\Employee Assistance

GBI\Staff Participation in Political Activities

GBK\Staff Grievances

GCMF\Professional Staff Duties and Responsibilities GBEA\GCMF Teaching About Religion
IJND\IJNDB\IJNDB-R\Technology Resources IKB\Homework Policy

IMB\Teaching Controversial Issues

J\Student Rights and Responsibilities JIH\Student Interrogations, Searches and Arrests
JKA\Corporal Punishment Policy JLCD\Administering Medicines to Students JLF\Reporting
Child Abuse/Child Protection JLI\Student Safety

JLIA\Supervision of Students



JLIB\Release of Student from Campus prior to Conclusion of School Day
JQ\Student Fees

STAFF HEALTH & SAFETY (GBGCB-E)

The body fluids of all people should be considered to contain potentially infectious agents.
Whenever possible, avoid direct skin contact with body fluids. If possible keep others clear of the
area and call the office for assistance. If it is necessary for you to remove the body fluids,
disposable gloves are recommended. If contact is made with body fluids, hands must be washed
afterwards. Gloves used for this purpose should be put in a plastic bag, secured, and disposed of
daily. If direct skin contact does occur, hands and other affected skin areas of all exposed people
should be thoroughly washed with soap and water. See policy GCGBC, GCGBC-R and GCGBC-E
for more details.

ACCESS TO GOVERNING BOARD POLICIES & ARIZONA
REVISED STATUTES

Copies of the Governing Board policies of St. David USD No. 21 and the Arizona Revised Statutes
are available online. If unavailable, or if you experience problems locating please contact the site/
department administrator or the Superintendent’s Office. Governing Board Policies can be found

by visiting http://policy.azsba.org/asba/Z2Browser2.html?showset=stdavid. Arizona Revised
Statutes can be found by visiting www.azleg.state.az.us/ArizonaRevisedStatutes.asp.

The Governing Board meets once each month throughout the calendar year. At the Board’s
discretion additional meetings may be scheduled. Currently, the Board meets on the 2nd Tuesday
of each month at 6:30 pm in the boardroom at 70 East Patton Street, St. David.

CONFIDENTIALITY, PERSONNEL & STUDENT RECORDS,
ETHICS & FERPA

Any student or employee information obtained while in the employment of the District is strictly
confidential. Information should only be disclosed to necessary parties within the District or as
permitted by law. Unauthorized requests for disclosure of confidential information should be
directed to your administrator.

The District maintains a complete and current official personnel file for each employee. These
files are confidential and access is limited to authorized District officials and employees. Should
you need to review items in your personnel file, contact the Superintendent’s Office to schedule
an appointment. Refer to policy GBJ for details.

All employees of the District are expected to maintain high standards in their school relationships.
Refer to policy GBEA for general guidelines regarding the standards of expectation.


http://policy.azsba.org/asba/Z2Browser2.html?showset=stdavid
http://www.azleg.state.az.us/ArizonaRevisedStatutes.asp

The Family Education Rights and Privacy Act refers to the legislation that mandates privacy for
students and families regarding school information and records. Teachers need to be aware of
what can and cannot be said to other individuals regarding students. In general, school personnel
cannot share student data, information, etc. with anyone other than the students’ parent or legal
guardian unless specific written permission from the parent is granted.

The confidentiality of student records must be kept at all times. Records must be kept locked at
all times except when under review by an authorized person. Special education records must be
kept under double lock (e.g., a locked file cabinet in a locked storage room). Do not make
unauthorized copies of student’s records or give original student records to anyone, including
parents. Do not let parents or any other unauthorized persons make copies of student files. Refer
to policy JR and JR-R for details.

DUTY TO REPORT INJURY, ABUSE, NEGLECT

Pursuant to A.R.S. 13-3620, any school employee who, during the course of employment,
reasonably believes that a minor is or has been the victim of physical injury, abuse, child abuse, a
reportable offense or neglect that appears to have been inflicted on the minor by other than
accidental means, shall immediately report this belief to Law Enforcement and shall follow up this
initial report with a written report within seventy-two (72) hours. The only exception is where the
person suspected of causing the non-accidental injury, abuse, child abuse, reportable offense or
neglect is a family member. The employee may choose to report to either Child Protective
Services or Law Enforcement.

The District has forms which may be used to fax the information for the initial report to Law
Enforcement. These forms, if completed, will also serve as the written report and
acknowledgement of the receipt of the report by Law Enforcement. Failure of the District to
provide the forms to the employee does not relieve the employee of the duty to immediately
report and to follow-up with a written report.

Immediately following, or contemporaneously with the making, the initial report to Law
Enforcement or Child Protective Services, the employee shall inform the principal, or if a principal
is absent, the superintendent, of the non-accidental injury, abuse, child abuse, reportable offense
or neglect.

An employee’s failure to immediately report a reasonable belief on non-accidental injury, abuse,
child abuse, a reportable offense or neglect to law enforcement or child protective services shall
result in disciplinary action up to and including termination and a report to the Arizona State
Department of Education for unprofessional behavior. In addition, the employee who fails to
immediately report may be charged with a criminal offense. Failure to immediately report to
administration may lead to discipline up to and including termination for insubordination.



GRIEVANCES

Effective communication between District employees, the administration and the Governing
Board is essential for the proper operation of the schools. Refer to policy GBK, GBK-R for details
regarding the grievance process.

GBK-R © REGULATION STAFF GRIEVANCES
Definitions
A grievance is a complaint by a District employee alleging a violation or misinterpretation,
as to the employee, of any District policy or regulation that directly and specifically
governs the employee's terms and conditions of employment. The term grievance shall
not apply to any matter for which the method of review is prescribed by law, or the
Governing Board is without authority to act. The suspension or dismissal of employees is
covered by statute and, therefore, is not a grievable matter. Assignment, reassignment, or
transfer of an employee to another position or duties is not grievable beyond the
Superintendent unless there is a reduction in compensation or the Superintendent
requests that it go to the Board.

A grievant shall be any employee of the District filing a grievance.

Terms and conditions of employment means the hours of employment, the compensation
therefore, including fringe benefits, and the employer's personnel policies directly affecting the
employee. In the case of professional employees, the term does not include educational policies
of the District. A day is any day during which the District conducts business. The immediate
supervisor is the lowest-level administrator having line supervisory authority over the grievant.

INFORMAL LEVEL

Before filing a formal written grievance, the grievant must attempt to resolve the matter by one (1)
or more informal conferences with the immediate supervisor. The first of these informal
conferences must be conducted within ten (10) days after the employee knew, or should have
known, of the act or omission giving rise to the grievance. A second or any subsequent
conference must occur within five (5) days after the initial informal conference, or any subsequent
conference.

FORMAL LEVEL

Level I. Within fifteen (15) days after the employee knew, or should have known, of the act or
omission giving rise to the grievance, the grievant must present the grievance in writing to the
immediate supervisor.

The grievance shall be a clear, concise statement of the circumstances giving rise to the
grievance, a citation of the specific article, section, and paragraph of the policy or regulation that
directly and specifically governs the employee's terms and conditions of employment that are



alleged to have been violated, the decision rendered at the informal conference, and the specific
remedy sought.

The immediate supervisor shall communicate a decision to the employee in writing within five (5)
days after receiving the grievance.

Within the above time limits either party may request a personal conference to attempt to resolve
the matter.

Level Il. In the event the grievant is not satisfied with the decision at Level |, the decision may be
appealed to the Superintendent within five (5) days after receipt of the decision.

The appeal shall include a copy of the original grievance, the decision rendered, and a clear,
concise statement of the reasons for the appeal. The Superintendent shall communicate a
decision within five (5) days after receiving the appeal. Either the grievant or the Superintendent
may request a personal conference within the above time limits.

Level Ill. If the grievant is not satisfied with the decision at Level Il, the grievant may, within five (5)
days, submit an appeal in writing to the Superintendent for consideration by the Governing
Board.

GENERAL PROVISIONS

Section 1. Failure at any step of this procedure to appeal a grievance to the next step within the
specified time limits shall be deemed an acceptance of the decision rendered at that step, and
there shall be no further right of appeal. Failure to file a grievance within fifteen (15) days after the
employee knew, or should have known, of the circumstances upon which the grievance is based
shall constitute a waiver of that grievance.

Section 2. The filing or pendency of any grievance under the provisions of this policy shall in no
way operate to impede, delay, or interfere with the jurisdiction of the Governing Board or the
Superintendent.

STUDENT OPT-OUT POLICY

A student may request to withhold their directory information from being published or released to
outside agencies. Please check with the office to find out which students have filed an Opt-Out
Form prior to releasing or publishing any student information. See Board policy JR.

STUDENT RIGHTS AND RESPONSIBILITIES— Policy JI

All students are entitled to enjoy the basic rights of citizenship that are recognized and protected
by laws of this country and state for persons of their age and maturity. Each student is obligated
to respect the rights of classmates, teachers, and other school personnel. District schools shall
foster a climate of mutual respect for the rights of others.



All District personnel shall recognize and respect the rights of students, just as all students shall
exercise their rights responsibly, with due regard for the equal rights of others and in compliance
with the rules and regulations established for the orderly conduct of the educational mission of
the district. Students who violate the rights of others or who violate rules and regulations of the
District or of their school are subject to appropriate disciplinary measures designed to correct
their own misconduct and to promote adherence by them and by other students to the
responsibilities of citizens in the school community.

The following basic guidelines of rights and responsibilities shall not be construed to be all-
inclusive, nor shall it in any way diminish the legal authority of school officials and the Governing
Board to deal with disruptive students.

Rights:

e Students have the right to a meaningful education that will be of value to them for the rest
of their lives.

e Students have the right to a meaningful curriculum and the right to voice their opinions,
through representatives of the student government, in the development of such a
curriculum.

o Students have the right to physical safety, and safe buildings, and sanitary facilities.

e Students have the right to consultation with teachers, counselors, administrators, and
anyone else connected with the school if they so desire, without fear of reprisal.

e Students may file a complaint or concern for violations of constitutional rights, denial of
equal opportunity concerns of personal safety, discrimination, and harassment. Please
see Appendix Exhibit JII-EB.

e Students have the right to free elections of their peers in student government, and all
students have the right to seek and hold office in accordance with the provisions of the
student government constitution and in keeping with the extracurricular guidelines of the
District.

e Students have the right to be made aware of administrative and/or faculty committee
decisions and to be aware of the policies set forth by the Governing Board and school.

o Legal guardians or authorized representatives have the right to see the personal files,
cumulative folders, or transcripts of their children who are under the age of 18 years.
School authorities may determine the time and manner of presentation of this information.

e Students’ academic performance shall be the prime criterion for academic grades;
however, noncompliance with school rules and regulations may affect grades (e.g.,
unexcused absences).

e Students shall not be subjected to unreasonable or excessive punishments.

o Students have the right to be involved in school activities, provided they meet the
reasonable qualifications of sponsoring organizations, state organizations, and school
regulations.



o Married students share these rights and responsibilities, including the opportunity to
participate in the full range of activities offered by the school, and shall be subject to the
rules and regulations of the school.

Responsibilities:

e Students have the responsibility to respect the rights of all persons involved in the
educational process and to exercise the highest degree of self-discipline to observing
and adhering to school rules and regulations.

e Students have the responsibility to take maximum advantage of the educational
opportunities available to seek to achieve a meaningful education.

e All members of the school community, including students, parents, and school staff
members, have the responsibility to promote regular attendance at school.

e Students have the responsibility to protect school property, equipment, books, and other
materials issued to or used by them in the instructional process. Students will be held
financially responsible for any loss or intentional damage caused to school property.

e Students have the responsibility to complete all course assignments to the best of their
ability and to complete make-up work after an absence.

e Students have the responsibility to help maintain the cleanliness and safety of the school
buildings and property.

e Students have the responsibility to present themselves in class at the prescribed time and
with the necessary materials.

SEXUAL HARASSMENT (POLICY ACA)

All individuals associated with this District, including, but not necessarily limited to, the Governing
Board, the administration, the staff, and students, are expected to conduct themselves at all times
so as to provide an atmosphere free from sexual harassment.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature when made by a member of the school staff to a
student or to another staff member, or when made by a student to another student where:

e Submission to such conduct is either explicitly or implicitly made a term or condition of an
individual’s employment or education; or

e Submission to or rejection of such conduct is used as a basis for employment or
education decisions affecting such individual; or

e Such conduct has the purposes or effect of substantially interfering with an individual’s
educational or work performance, or creating an intimidating, hostile, or offensive
employment or education environment.

Sexual harassment may include, but is not limited to:
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e Suggestive or obscene letters, notes, invitations, derogatory comments, slurs, jokes,
epithets, assault, touching impeding or blocking movement, leering, gestures, or display
of sexually suggestive objects, pictures, or cartoons.

o Continuing to express sexual interest after being informed that the interest is unwelcome.
(Reciprocal attraction between peers is not considered sexual harassment.)

e Implying or withholding support for an appointment, promotion, or change of assignment;
suggesting that a poor performance report will be prepared; suggesting that probation
will be failed; implying or actually withholding grades earned or deserved; or suggesting
that a scholarship recommendation or college application will be denied.

o Coercive sexual behavior used to control, influence, or affect the career, salary, and/or
work environment of another employee; or engaging in coercive sexual behavior to
control, influence, or affect the educational opportunities, grades, and/or learning
environment of a student.

o Offering or granting favors or educational or employment benefits, such as grades or
promotions, favorable performance evaluations, favorable assignments, favorable duties
or shifts, recommendations, reclassifications, etc., in exchange for sexual favors.

Anyone who is subject to sexual harassment, or who knows of the occurrence of such conduct,
should inform the compliance officer, as provided in ACA-R.

A substantiated charge against a staff member in the District shall subject such staff member to
disciplinary action.
A substantiated charge against a student in the District shall subject that student to disciplinary

action, which may include suspension or expulsion.

All matters involving sexual harassment complaints will remain confidential to the extent possible.

STAFF CONDUCT

All employees of the District are expected to conduct themselves in a professional manner
consistent with effective and orderly education and to protect students and District property.
Refer to policies GBEA, GBEAA, GBEB, GBEBB, GBEBC, GBEC, GBECB and GBED for details.

WEAPONS

The district has a zero tolerance for weapons policy that has strict consequences for anyone who
brings a firearm or weapon onto the campus. Teachers need to immediately report to the office
any student in possession of a firearm or weapon.
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TOBACCO/MEDICAL MARIJUANA POLICY

It is unlawful for employees to possess or use tobacco or medical marijuana on school grounds,
in school vehicles or at school functions. Violation of this policy will result in disciplinary action.
Refer to policy GBED for detail.

ABSENCE / LEAVE REQUESTS (STAFF)

When a staff member requires the day off (per policy) please call extension 107 prior to 6:30 AM
and leave a message. Upon return, complete the Leave of Absence form (See Appendix) for the
days absent. Absences due to illness or injury, which are three (3) days in duration or longer, may
require a doctor’s excuse upon return. Refer to policy GCCB/GDCB for details.

To request leave, submit the Leave of Absence paperwork to the Admin Assistant for approval at
a minimum of 48 hours in advance, otherwise leave will be denied. Days can only be granted
when there are substitutes available. There are times during the school year when the requests
become too numerous and administration will not accept Leave of Absence requests.

Per board policy GCCB absences that occur:
o Immediately before a school holiday;
 Immediately after a school holiday;
e During the first ten days of school year;
e During the last ten days of school year; or
o Days intended for professional development, parent-teacher conferences or grading

require prior approval from the Superintendent. If you find it necessary to be absent on any of
these days please submit your leave request to your administrator at least four (4) business
days prior to the scheduled absence.

Professional days are granted to teachers for activities that align with district goals. Submit Leave
of Absence paperwork to Activities Secretary with the requisition portion completed for needed
expenses. For additional information and requirements please see the professional development

section.

When a teacher is absent it is required that complete lesson plans are
available for the substitute.

ACCIDENTS & INJURIES

Reports must be filed on accidents that take place on school property or that involve school
vehicles, students or staff members on school-sponsored trips, including staff members on
authorized school business trips. Such reports are required whether or not there are any
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immediately evident injuries or damage to property. In the event the injury is serious and may
result in a workman’s compensation claim the District Business Manager will schedule a meeting
to assist in ensuring that all the necessary paperwork is complete and you have necessary
information in making a claim. (See Appendix).

Accident Report Form. Refer to policies EBBB, EBBB-RA, EBBB-RB, and EEB for more details.

CALENDAR

The school activity calendar is online and can be viewed through the school website at
www.stdavidschools.org. This will contain the most up to date information on all activities in the
District. Please consult the calendar when planning activities to avoid as many conflicts as
possible. When the paperwork is submitted for the activity or event the office staff will place it on
the calendar. Try to avoid activities during the week of semester exams, district and state testing.

The District calendar does not have the athletic events. The athletic calendar can be viewed on
the District website at https://www.stdavidschools.org/District_Activity _Calendar.

CHANGE OF NAME, ADDRESS OR TELEPHONE NUMBER

In order for the District to maintain up-to-date and accurate information on its employees, any

changes of name, address or telephone number must be reported in writing to the
site/department secretary AND to the Human Resources Department at the District Office
within ten days of the change. These changes must also be reported to the state retirement
system. Changes may be reported via email or you may pick up forms from the District Office.

CLASSROOM DECORATIONS

Rooms should be arranged and decorated to create a pleasant environment conducive to
learning. Posters, pictures, classroom regulations and student work are examples of appropriate
items that should be displayed. Please use the tackable wall surface as much as possible to avoid
damage to the walls. Do not use tape of any kind on doors or window frames. Please note that
State Fire department regulations prohibit any items hanging from the ceiling.

Student work is always good to post in the classroom.

COPY MACHINES

Copiers are located in the teacher work rooms. When the last toner is used please inform the
office so new toner cartridges can be ordered. When you notice paper supply is getting low,
please inform the office so it can be replenished. If a machine is down, the office machine may
be used. Please make every effort to use both sides of the paper and conserve.
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DAILY BULLETINS

Announcements are distributed daily via email. Please read daily to your students. There are
often reminders, changes and updates. Many teachers find it helpful to print and post the bulletin
in their rooms. If you have an announcement, submit it to the office via email to the front office
secretary or complete the daily announcement form located in the Principal’s office. (See
Appendix).

DRESS CODE TEACHERS

As professionals in our school district, we realize and value the public’s perception of our roles as
mentors and models for students. Therefore, the following dress code will apply to all teachers,
counselors, aides, secretaries, and administrators throughout the school district. It is to be
applied for all the days students are present, and for parent-teacher conferences.
Acceptable attire:
e Clothes that maintain a professional and appropriate appearance
e Clothes that are neat, clean, and in good repair.
Rules of staff dress code
e No skirts or slits in skirts/dresses that are shorter than 4 inches above the knee
e No cleavage showing — neckline appropriate
o No spaghetti straps, no sleeveless less than two (2) inches, unless covered by a
jacket or a top
No graphic T-shirts

No hats (in the classroom)

EMAIL, INTERNET USAGE, FAX, TECHNOLOGY

All employees are issued a District email upon hire. This is the primary vehicle for delivery of all
official District notices and other important employee correspondence.

Fax services are available in the Superintendent’s office. Bring in the item to be faxed complete
with the fax number to be called and the person to whom it is directed. For sending or receiving
faxes the fee is $2.00 for the first page and $1.00 for each additional page.

All employees will adhere to policy IINDB and IJNDB-R related to the use of technology and the
internet. This policy advises users that they are to expect no privacy in the contents of their
personal computer files, email and use of the internet on the District's system. The District’s
internet system has been established for a limited educational purpose to include classroom
activities, career development, and limited high-quality self-discovery activities. It has not been
established as a public access or as a public forum. Furthermore, a staff member may not use this
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system for commercial purposes to offer, or provide products or services through the system. The
system may not be used for political lobbying. A signed agreement is required prior to use of any
computer on campus and is valid for the entire term of the employee’s employment. Refer to
policy IJNDB and IJNDB-R for details.

Confidentiality and security concerns require teachers to forbid students from knowing
passwords or using the computer unsupervised. Students are not to use a staff computer.

In order to protect the students and maintain a safe learning environment, the internet is filtered.
At times there are legitimate sites that for some reason are blocked. If this is the case send an
email to the Director of Technology to review the site.

E-mails are archived and may be subject to public requests for information. Staff is encouraged to
use the school email for school related correspondence. Private email accounts can be set up
and checked from school computers during non-instructional times. Refer to board policy IJNDB
for complete details.

If there are additions or improvements that would enhance the school website contact Erin
Didion in the principal's office.

When computer hardware, software, or network problems exist, please submit a work order.

Teachers who need help with their classroom computer will need to send an email to
techsupport@stdavid.org. Please be sure to include your name or/and room number.

EMERGENCY PROCEDURES

State law requires that schools conduct emergency evacuation drills. Each room has an
EMERGENCY RESPONSE GUIDE and a posted diagram of their room showing the emergency
evacuation route. This diagram must be posted in a prominent location in the room, preferably
close to a door. All employees are expected to know and be able to execute the different
procedures listed for each emergency circumstance addressed in the plan. In the event of an
evacuation, teachers must take grade book or student roster to ensure all students are
accounted for. Refer to policy EBC, EBC-RA, EBC-RB, EBC-RC, EBC-RD for details. Teachers are
to complete a Fire Drill Report or a Lock Down Report at the completion of drills. (See Appendix).

EVALUATIONS

Non-tenured teachers are evaluated at least twice a year. Tenured teachers are evaluated at least
once a year. Refer to policy GCO, GCO-R and the St. David Teacher Evaluation System (See
Appendix) for details.

All new classified staff should be evaluated a minimum of twice per year when possible (once
within 90 days of hire, the second evaluation before March 1st). Returning classified staff will be
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evaluated a minimum of once annually on or before April 1st. Refer to policy GDO, GDO-R for
details.

GATES

Gates/fire lane access should remain locked. If a staff member enters this area after school hours
the gates should be locked behind them and not left open regardless if others are inside the
area. Driving in these areas during schools hours or during school events is not permitted without
administration authorization.

GRADING SYSTEM

The district is on a nine-week grading system. Teachers of grades 6 - 12 must maintain
accumulative grade records on all students from one grading period to the next for eligibility
requirements. Grades start over at the semester for eligibility.

Teachers must use the district-grading program so that parents can access grade information via
the internet.

Grades are to be kept up to date. Assignments should be given frequently (at least 2 or 3 each
week). There will be occasions in which projects are being worked on and grading is
impracticable until the assignment is complete; however, participation or progress grades can be
entered and is highly recommended to meet the above requirements.

HANDLING MONEY

Monies collected by school employees and by student treasurers shall be receipted, accounted
for, and directed without delay to the school activity secretary. UNDER NO CIRCUMSTANCE
shall money be left overnight in school buildings, except in the safe or fireproof file cabinet
provided for safekeeping of valuables. Refer to policy DM for details. Deposits can be made by
completing the Auxiliary and Student Activity Cash Report. (See Appendix)

Procedures of Funds collected for Fundraising/School Activities

1. Fill out the activity form request and turn into Student Government . (This will be done for
every fundraiser/activity you hold where money is collected, however continuous
fundraisers such as concessions, and multi event sales may fill out one activity request
form for the entire activity.) Apon STUGO approval it will be sent to Principal's office final
approval.

2. A green Auxiliary/Student Activity Cash and Ticket Report should be completed and a
cash box requested. A green sheet is required even if donations are being taken, and
must be filled out each time money is collected.
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3. Cash Box must be requested a day in advance. There will be a cash box or zipper bag
available at all times upon request.

4. Tickets and items being sold are to be tracked. If donations are being taken the school
receipt book is to be used and every donation is to be tracked in the receipt book and the
donor is to be given a copy of the receipt.

5. Cash is always to be kept in a safe place and not left unsupervised during the
fundraiser/activity. This includes leaving the money with a student. This is not an
acceptable form of supervision of money.

6. After all the money has been collected for the event, it must be counted and tallied by two
individuals in a safe location. Green Auxiliary/Student Activity report must be signed by
the two individuals who have counted the money verifying the totals.

7. After the money has been counted and tallied by the two individuals, the cash is to be
turned into an authorized person or dropped in the drop box located in the HS copy room.

8. Money is never to be taken home. On weekends the money should be dropped in the
drop box.

HOSPITALITY COMMITTEE (Sunshine Club)

The Hospitality Committee will arrange for flowers for appropriate occasions, gifts for retirement,
etc. Please keep them advised of special staff needs and circumstances. A voluntary contribution
of $20.00 per staff member is requested to defray costs.

HOUSEKEEPING

In an effort to maintain a clean, attractive learning environment, teachers should have students
pick up trash off the floor at the end of the day or each period. When you leave your room at the
end of the day, make sure that the lights are off and your room is secured. Please complete a
work order to inform the custodial staff regarding any unusual cleaning needs such as spots that
should be removed from the carpet. Please submit to maintsupport@stdavid.org.

KEYS

Keys are checked out from the office at the beginning of the year and checked back in at the end
of the year unless the teacher makes some separate arrangement with the administration. Keys
should not be given to students or other community/family members. Lost or stolen keys must
be reported immediately to the administration. Refer to policy ECA and related regulations for
additional information.
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LEAVING THE CLASSROOM, LEAVING THE BUILDING

If it becomes necessary to leave the classroom while class is in session, contact a teacher in a
nearby room or the office. Do not leave students unattended in a classroom.

If it is necessary to leave the building during the normal duty day, the staff person is required to
inform the administration before leaving, and upon returning, to the campus.

LESSON/UNIT PLANS

Lesson/unit plans should be kept accessible within the classroom. The plans will include learning
objectives, reference to the pages in the text or other material being used, and the homework
assignment. When absent appropriate lesson plans need to be in available for the substitutes.

MENTOR ROLES

Mentors are assigned by the administration to help new teachers. These people are volunteers
who make themselves available to new teachers for their questions, curriculum matters, etc.

MOVIES/VIDEOS/TELEVISION PROGRAMS

Movies/Videos shall be used with Teacher discretion. Programs/movies with a rating of PG or
PG13 must have Administrative approval. Under no circumstances can a program/movie with a
rating that exceeds PG13 be used. If a video relates to your curriculum, usually only a clip or short
passage is enough. Do not show the full movie.

Videos must be rated as "G" or non-rated to be shown without additional parental and
administrative approval. PG or PG13 videos may not be shown without specific approval by the
principal. Refer to policy IJND and IJND-R.

OFFICE SUPPORT

In general, teachers may go to the following personnel concerning matters listed below:
Administrative Team
Kyle Hart - Superintendent

Andrew Brogan / Principal

- District level administrative matters, Special Education, Title I, ELL, discipline
e Kathy Wood / Principal’s Administrative Assistant — Synergy, State reports, grades,
substitutes, paraprofessional schedules, appointments with the principal
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e Heather Richardson / Activities Secretary — Student finances, clubs, keys, workroom
supplies, classroom supplies, student debts, fees, school facilities use requests,
requisitions, eligibility

e Jessica Etter / Office Secretary — Attendance, marquee, bulletin

e Danielle Peterson / Business Manager - District budget, payroll

e Pam Bradford / District Administrative Assistant — Insurance, withholding, room
maintenance, repair personnel issues

e Josh Lunt / Student Government Sponsor — Scheduling student activities for grades 9 -
12, fundraisers, dances, Student Government matters

e Natasha Stearn / Guidance Counselor — Student records, graduation check, honor roll,
valedictorian, salutatorian, report cards, scholarships and financial aid, career counseling

e Dustin Hancock / CTE Director — CTE classes

e Erin Didion / District Testing Coordinator- testing / data

e Kyle Merrill Athletic Director - Coordinates with other schools to create game schedules

If you have any questions or concerns, please contact your mentor team first. If needed your
team lead, then principal, superintendent last.

OPEN HOUSE NIGHT

All certified staff members are expected to be in attendance at the annual Parent Open House
Night. This event generally is the last weekday before the first day of school from about 6:00 P.M.
until about 8:00 P.M. The program usually includes a gathering in the gym for a welcome to
parents and an introduction of new staff to the community. After opening remarks, maps are
distributed, and a schedule is followed that allows parents to get acquainted with their children's
teachers.

SCHOOL FACILITIES REQUESTS

To use any facility other than your classroom requires that a staff member complete the facility
request form. This will ensure minimum conflicts. Please remember to notify the office when a
class goes to another location on campus.

All groups or organizations that wish to use school facilities for such things as dances, dinners,
community ball games, and fundraisers, need to have a representative fill out a facilities use
request form. Fees for non-school sponsored groups are in place for the use of K-Hall, the gym,
the cafeteria, etc. School sponsored groups such as classes, clubs, the PT.0., the Boosters Club,
etc., are generally not assessed a fee unless additional clean up or costs are incurred by the
school.
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SUBSTITUTES

At times it is difficult to cover all requests for leave. A specific substitute may be requested, and if
possible, the request will be approved. In order to attract and keep good substitutes, it is
important that well-disciplined classrooms with established rules and procedures are maintained.
Teachers are also required to have complete lesson plans that will promote learning in their
absence. Teachers can complete a Teacher Evaluation of Substitute Performance upon their
return (See Appendix).

TEACHER ARRIVAL/DEPARTURE TIMES

Officially, teachers are to work 7.5 hours per day. There may be occasions in which a teacher may
need to stay late to meet with a parent or student. If a teacher needs to leave earlier or arrive
later, he or she should contact the principal’s office. Teachers should be on campus no later than
7:45 a.m, and not leave before 4:00 p.m.

TEACHER WORKROOMS

The teacher workroom is strictly for faculty staff use and is off limits to students. Teachers may
freely use any of the workrooms whether in the elementary building or the high school area. In
the event that the machines are down in the workrooms, teachers are free to use the one in the
office.

TEAM MEETINGS

Teams exist for every grade level and teachers are expected to attend these meetings on Fridays
as scheduled. The meetings are organized by grade groups. These groups are K-5, 6-8, and 9-12.
The primary purpose of these teams is to discuss strategies/solutions for students’ academic and
behavioral problems. Additionally, the team meetings are used as a sounding board for teacher
input and professional idea sharing for curriculum improvement, i.e. calendaring, field trips, unit
collaboration, etc. Concerns should be addressed directly with the Team Leader. The Team
Leader will act as a liaison between teachers and administration.

K-5 Lead - Joyce Mayberry
6-8 Lead - Liz Kading

6-12 Lead - Dustin Hancock

TELEPHONES

A phone is available for both local and long distance school calls in the principal’s and
superintendent’s office. Telephones are available for staff use as necessary. Personal calls,
including the use of cell phones, should be limited to non-contact hours with students and

20



should not occur within the presence of students. Long Distance calls are restricted, these can
be made in the administrative offices if needed.

Teachers should return calls promptly to parents (within 24 hours). This is one of the major
sources of concern for establishing a positive working relationship with parents and community
members. Teachers should keep a log of parent calls including the date, time and summary of the
call for the Classroom Site Fund reporting.

TO ACCESS MAILBOX PRESS *8

Mailbox Features Change Auto Timestamp Options 28
Listen to your Messages 5 Change Message Playback Order 1
Leave a Message 77 Change Autoplay Options 27
Record a Greeting for your Mailbox 4 Exit Mailbox Setup #
Record a Name for your Mailbox 76 Select the list of New Messages 16
Record a Paging Message 74 Select the list of Archived Messages 17
Mailbox Setup 67 Select the list of All Messages 12
Change Security Code 7 Exit Mailbox 9
Change Message Notification 6

Change Call Handling Options 26

TRAVEL, USE OF DISTRICT VEHICLES

Staff members may be reimbursed for approved business travel. A purchase requisition must be
submitted prior to travel for all expenses and the Business Office will make all travel reservations.

Policy EEB prohibits the use of District vehicles for personal use, unless the personal use is
incidental to a school-related trip. A school vehicle shall not be taken to an employee’s home at
night unless the employee has permission from the Superintendent. Refer to policy EEB for
details

USE OF DISTRICT PROPERTY

Employees are responsible for the proper use and care of all District property. Staff CANNOT
take District property home unless administrative approval is sought by completing the proper
form. Refer to policies EDB, EDB-R, and EDC for details.

VISITORS

Visitors must check into the office before going anywhere on campus. Please direct any
strangers that are seen on campus to the office. This also applies to any student that is not
currently registered at St. David Schools. Immediately report to the office the presence of
unidentifiable individuals.
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WORK ORDER REQUESTS

If teachers need a light replaced, a repair made or something done to improve the room (heating,
cooling, etc.) they are to email a work order to maintsupport@stdavid.org
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ABSENCE/ ATTENDANCE (STUDENT)

K-6 Teachers take attendance twice each day. It should be taken within the first 10 minutes after
the start of school and after the lunch recess. Attendance should be taken online through
TeacherVue and recorded in the attendance book. It is done in both places to have written

records in the event of an emergency evacuation.

7-12 teachers must take attendance within the first 10 minutes of each class period. This is done
online through TeacherVue and recorded in the attendance book. It is done in both places to
have written records in the event of an emergency evacuation.

Once attendance has been taken students should only be admitted to the classroom if they have
checked in through the front office. If a student has been marked absent all day and they report
to class on-time, please send them to the office to check in so that we can make the necessary
corrections.

ATTENDANCE

Regular attendance at school has been directly linked to academic success and creates positive
attitudes toward responsibility that will carry over into adult life. It is also required by state law
that school age children maintain classroom attendance of 90% or better. Whenever possible,
appointments should be scheduled after school hours. In the event of a necessary absence,
parents are expected to inform the school on or before the day of the absence. Students are not
allowed on campus after school when they are absent all day from school (this includes sports
practices.) For absences greater than one day in length, parents should notify the school for each
day of the absence. Absences will be classified according to the following guidelines:

EXCUSED ABSENCES: An absence due to illness, medical or dental appointments, bereavement,
family emergencies (with written administrative approval) or observance of major religious
holidays of the family’s faith will be considered excused. When an excused absence is in
question, parents and students may be required to provide additional proof (i.e. a doctor’s note).

UNEXCUSED ABSENCES: An absence that does not get cleared by a note or phone call from a
parent or guardian within two days of the date of the absence will stay an unexcused absence.
Students may receive a grade of zero for work missed.

ABSENCES EXCUSED/UNEXCUSED AND MAKEUP
WORK/CREDIT

When a student has had an excused absence from 1- 3 days in duration, the student shall have
one day for each day absent to makeup the schoolwork. In situations where the student will be
absent for more than three (3) days, a parent or guardian should contact the office to obtain

assignments. For any unexcused absence, the time allotted to complete make up work and the



amount of credit to be awarded will be at the discretion of each teacher. Students that miss a
class due to an extra-curricular event will be REQUIRED TO MEET ALL DEADLINES FOR THEIR
DAILY ASSIGNMENTS. This will mean that students will need to turn in any assignments that are
due prior to leaving, and pick up the assignments that are due upon their return. If a student fails
to meet this standard, their work can be treated as all late work by the individual teachers. If there
is a test or quiz the day of an extra-curricular event, it is the student’s responsibility to meet with
the teacher and make arrangements to complete the material.

ABSENCES /LOSS OF CREDIT

A student accumulating seven (7) unexcused absences or ten (10) total absences for the
semester may lose academic credit for the class or classes where these absences occurred
under the provisions of A.R.S. 15-843 and 15-803. Students who accumulate 10 or more absences
in a semester will need to file an appeal for credit. Students could also be placed in Enrichment
electives if their absences are affecting academic success. Exceptions for circumstances such as
a prolonged illness will be addressed on a case-by-case basis. In some cases Juvenile Probation
will be notified per A.R.S. 15-805.

ATTENDANCE/GRADE RECORDS

The teacher's attendance record is the state accepted, official record of attendance and is kept
on the Principal’s Office computer. Teachers must enter all absent and tardy students in the first
10 minutes of class. Any tardy student coming in after the attendance is saved must come to the
office. Only admit tardy students who come into class with a slip from the office. In cases of a
difference between the office and the teacher, the teacher record is the official one, so be careful
with record keeping. Grade Record books or computer printouts from the teacher's grading
program will be turned in to the office at the end of the year and the administration may ask to
see it during the year. The book needs to be properly identified with the teacher’s name, dates
covered, school, class names, periods, etc. Student names need to be legible and in ink.

TARDY

Please instruct students to be in the classroom when the bell rings. Students entering the
classroom after the attendance has been submitted to the office must be sent to the office for a
tardy pass. Students who enter the classroom before attendance is submitted should not be sent
to the office. Please refer to the Student Handbook for more information on the tardy policy.

Because instruction begins as soon as the bell has rung and St. David prepares students with the
skills for life success.

e Students will be in the classroom when the bell rings.



e Students entering the classroom after the attendance has been submitted to the office
will be sent to the office for a tardy pass or office will be contacted.

e Students who are late to first period and signed in by a parent are still considered tardy.

e Any students outside of class after the instructional block has begun must have a written
pass that has the time and date the student is leaving the class, the destination, and
teacher signature. Staff cannot override this expectation. The Classroom Nurse Pass
should be used to go to the nurse’s office. The classroom bathroom pass can be an
object with the teacher’s name on it.

e Students that are in Seminary or have a home release should be off campus by the time
the tardy bell rings. Students that violate this expectation are open to receive the same
conseqguences.

e Tardies will be calculated per class. On the fourth tardy (excused or unexcused) in any
scheduled class per semester and each time thereafter, students are subject to
disciplinary action.

ASSEMBLIES

Please accompany students to all assemblies. Check the class roll book to see that all students
assigned are present if the assembly takes place during your class time. Help maintain order, find
seats for hesitant students and sit with noisier students as a preventative measure.

Students in grades 6-12 who wish to attend an elementary assembly must have parental
permission and must be signed out in the office.

CAFETERIA

If you are going on a field trip, please notify the cafeteria at least two weeks before so they can
order and prepare a sack lunch.

Lunch schedules are very tight. The District serves about 300 students from about 10:35 until 12
pm. It is the elementary teacher’s duty to take their children to lunch on time. The elementary
teachers are also responsible for having the students sit in their assigned area and are
cooperative with the staff on lunch duty that day before leaving for their own lunch.

Teachers are required to supervise the cafeteria when assigned. Team leaders will meet annually
with the teams and evaluate the current lunch procedures. Safety requires that those assigned to
lunch duties be on time. When absent, the assignment should be communicated with the office
staff and or on lesson plans.



Adults will be permitted to charge up to five (5) days of school lunches. A positive balance must
be maintained in the adult’s account or cash on hand during the last ten (10) days of school as no
charging will be permitted during this period. Any outstanding balances need to be paid prior to
leaving or by the end of the school year. Any negative balances will be deducted from your final
paycheck if not cleared up. All balances will be carried over to the next school year.

The cafeteria serves hot meals at reasonable prices. The food is tasty, nutritious and convenient.
Free or reduced price lunches are available to students who qualify. Information about the free
lunch program is available from the Principal’s Office. Menus are available online at the St. David
School website and in the Principal’s Office. Menus are subject to change due to availability of
certain foods. Changes will be posted in the daily bulletin.

Kindergarten — 8"...$2.35 Adult...$3.50

9" grade — 12" grade...$2.85 Milk...$0.50

TEXTBOOKS

Textbooks need to be approved by the School Board. A recommendation from the textbook
selection committee, and a 60-day open-to -the public provision and a readability test, is required
before class sets of adopted books may be purchased. Teachers seeing a need for a new
textbook need to allow time for this process. Involve the administration early and check on
progress regularly.

ACTIVITIES (STUDENT)

Student activities must be approved by Student Government and the school calendar checked to
avoid conflicts. Activities should be approved by administration two weeks prior to their event.
Any monies collected for such activities need to be turned in daily to the Student Activities
Secretary. Forms to be completed: Activity Form and Facility Use Form (See Appendix).

CLUBS, ORGANIZATIONS, CLASS SPONSORS

NHS Middle School, NHS High School, Hope Squad, High School Knowledge Bowl and Middle
School Knowledge Bowl, FFA, FCCLA, FBLA, and HOSA. Students should be encouraged to be
involved in one or more of these clubs.

Student Government (STUGO) meets regularly. All fundraisers on campus and off campus that
affect students in grades K -12 need to have approval through the STUGO to avoid conflicts re:
dates, facilities, equipment, etc. Appropriate paperwork must be submitted to the office and all
money collected must be maintained to ensure the safekeeping as outlined in district policy DM.
(see appendix)

Funds raised by a club or class may not be spent without some formal documentation of
club/class minutes indicating that the membership authorized the funds. A budget listing



authorized expenses and voted upon annually solves many documentation problems. For money
to be used from the Student activity or auxiliary account a Student Activity Request for Purchase
Order or Payment form (See Appendix) must be completed.

DISCIPLINE/CLASSROOM MANAGEMENT GUIDELINES

It is the responsibility of each teacher to effectively manage his or her classroom. Each teacher is
expected to develop and post a brief yet specific set of classroom rules and consistently enforce
them as required. Classroom discipline is essential for learning. The most effective manner is
when teachers implement progressive classroom consequences while seeking parent support.
There are serious discipline issues, which should be referred directly to the principal such as:
fighting, disruptions that prevent teaching and repetitive discipline problems. In most cases
implementing progressive classroom interventions or consequences and making parent contact
is required prior to making a formal discipline referral to the principal documenting the nature of
the problem and steps taken to resolve. By following a systematic approach most discipline
situations are handled effectively by 1) implementing progressive classroom consequences; 2)
making parent contact to seek support when classroom interventions have not solved the
problem; 3) making a formal written discipline referral to the principal documenting the nature of
the problem. By following a systematic approach to classroom discipline involving progressive
interventions consequences maximum time in the classroom can be devoted to instruction. A
copy of the discipline referrals can be found in the Appendix.

ST. DAVID UNIFIED DISTRICT DISCIPLINE PLAN

The purpose of the discipline plan is to:

Improve the educational environment for students, parents and staff.
Inform students, parents and staff of rules and policies.

Record discipline violations in a systematic way.

Predetermine consequences for violations, when possible.

Oo0do

Students, parents, and staff must be knowledgeable of the handbook and the procedures
outlined in the handbook concerning what is acceptable and unacceptable behavior in our
school. St David School District’s Discipline Plan is based upon the belief that an individual
student does not have the right to infringe upon the rights of others. Also, all people connected
with the school have the responsibility to create a positive environment within each building, on
all school property, and/or at any school event. This policy applies to the entire academic year
and all grades K-12.

The progressive discipline system implemented is determined by grade level in the following
manner: K-2, 3-5, 6-8, and 9-12.



There will be positive rewards in each grade and consequences for infractions.

The level of the infraction will determine the severity of the consequences.

Discipline will be designed to support social, emotional, developmental, and academic

maturity.

4 Each incident of misconduct will be carefully noted.

4 All students are expected to exhibit proper conduct at school, to obey the law, and
district/school/classroom rules.

4 Parents are encouraged to review appropriate conduct with their children; parents will be

contacted by phone or in writing of disciplinary incidences.

oo

ELEMENTARY STUDENTS *GRADES K, 1, 2 PLAN

Primary students (kindergarten to second grade) sometimes exhibit behaviors, which may result
in formal disciplinary action. Since early elementary learners (K-2) are younger, discipline for
K-2 students will be implemented, keeping in mind the age, experience, and ability of the
student.

Students *Grades 3-12 Plan

Please read over the Discipline Tables located on the next three pages.

The following will be communicated to parent/guardian:

[ Notice of the specific rule violation by the student and an explanation supporting the
infraction.

Although very rare in our school, more severe offenses are listed to inform parents and students
of consequences. Safe schools are our number one priority.

TIGERS ARE RESPONSIBLE, RESPECTFUL, AND SAFE

ALL SETTINGS: - USE APPROPRIATE VOICE
RESPONSIBLE VOLUME
- ONTASK - RESPECTAND LISTEN TO ALL
- GIVE BEST EFFORT ADULTS
. PREPARED - USE PROPER TITLES
- CLEAN UP AFTER YOURSELF SAFE
RESPECTFUL - WALK
- KIND - CLIMB ONLY ON PLAYGROUND
- RESPECT OTHERS PERSONAL EQUIPMENT
SPACE - KEEP HANDS, FEET AND OTHER
- HELP/SHARE WITH OTHERS OBJECTS TO YOURSELF
BEFORE / AFTER SCHOOL.:



RESPONSIBLE
- FOLLOW DIRECTIONS FROM
STAFF
- COLLECTS PERSONAL ITEMS
- ARRIVE BY 7:55 AM
RESPECTFUL
- USE APPROPRIATE VOLUME
- LINE UP CORRECTLY
SAFE
- WALK
- WALK BIKES AND SCOOTERS
OFF SCHOOL GROUNDS ( USE
FEET NOT WHEELS)
- USE SIDEWALKS AND
CROSSWALKS

CORRIDORS:
RESPONSIBLE
- KEEP HANDS AT YOUR SIDE
RESPECTFUL
- USE AN APPROPRIATE VOICE
- WALK
SAFE
- USE WALKING FEET
-  KEEP HANDS, FEET AND OTHER
OBJECTS TO YOURSELF
BATHROOM:
RESPONSIBLE
- USE RESTROOM CORRECTLY
AND RETURN TO CLASS QUICKLY
RESPECTFUL
- CLEAN UPAFTER YOURSELF
- USEAAQUIET VOICE
SAFE
- WASH HANDS AND PRACTICE
HEALTHY HABITS

CAFETERIA:
RESPONSIBLE
- CLEAN UP AFTER YOURSELF
RESPECTFUL
- USE GOOD TABLE MANNERS

- USE APPROPRIATE VOICE
VOLUME
SAFE
-  REPORT SPILLS TO AN ADULT
- KEEP HANDS, FEET AND OTHER
OBJECTS TO YOURSELF
- LINE UP PROPERLY

PLAYGROUND:

RESPONSIBLE

- CLEAN UP & COLLECT

PERSONAL ITEMS

RESPECTFUL

- INCLUDE OTHERS

- SHARE

- USE KIND LANGUAGE
SAFE

- PLAY APPROPRIATELY

- REPORT UNSAFE BEHAVIOR

LIBRARY / COMPUTER LAB:

RESPONSIBLE
- RETURN BOOKS ON TIME
- FOLLOW DIRECTIONS
- CLEANUP
- HANDLE THINGS CAREFULLY
RESPECTFUL
- USE CLEAN HANDS
- USE APPROPRIATE VOICE
VOLUME
SAFE
- USE WALKING FEET
- FOLLOW INTERNET SAFETY
GUIDELINES

PE:

RESPONSIBLE
-  KEEP HANDS, FEET AND OTHER
OBJECTS TO YOURSELF
-  ENTER QUIETLY
- LISTEN
- PLAY FAIR
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- BEKIND
SAFE
- USE EQUIPMENT AS INTENDED
- ONLY ADULTS IN PE CLOSET
- PLAY SAFELY




ST. DAVID ELEMENTARY SCHOOL DISCIPLINE (K-5)

1. Student behavior which is not conducive to the learning process will be dealt with using the
Assertive Discipline Program.

2. Offenses shall be categorized as Level |, II, lll or VI, infractions and each will follow a
sequence of consequences.

3. Offenses dealing with tardiness, unexcused absences, being off campus without permission,
and violations of bus rules will be handled through the office.

The purpose of the St David Elementary School Discipline plan is to change or modify
student behavior so that the student can achieve success in school-time activities as well as
future pursuits.

Level 1 Infractions
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v Disrespect to a classmate

v Dishonest behavior - lying or cheating on homework, classwork, tests, projects, quizzes,
or AR tests

v Electronic violation - Use of phones, ipods, cameras, etc. during the school day
v Inappropriate language

v Dress code violation

v Disruptive behavior

v Disrespect to teachers or staff

v Failure to complete assigned work on time

v/ Tardies

v Inappropriate use of school supplies

v Playground violation

Level 2 Infractions
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v Harassment- Repeatedly harasses or disrespects another student
v Disruptive or hostile behavior

v Defiance toward teachers or staff

v Inappropriate use of the internet

v Possessing obscene materials - Including electronic images

v Inappropriate display of affection

v In unauthorized areas of campus

Level 3 Infractions
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v Bullying and/or Cyber-bullying - The bullying is repeated, intentionally hurtful behavior towards
another student. Hurtful texts and postings on Social Media fall under this policy

v Destruction of Property

v Fighting

v Inappropriate or vulgar language directed at teachers or staff

v Theft
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v Insubordination - Refusal to follow reasonable requests of a school employee or volunteer
v Throwing dangerous objects that could harm others
v Off campus without permission

Level 4 Infractions**
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v Alcohol - possessing or being under the influence at school
v Drugs - possessing or being under the influence at school
v Tobacco and cigarettes- Includes e-cigarettes

v Weapons

v Assault

v Sexual Harassment

v Fire Alarm misuse or other school threat

v Possession of Explosives

v Arson

v Theft or distribution of property of others

v Threatening an educational institution by interference with or disruption of a school
class or activity

Consequences Could Include:

1.

2
3
4,
5

9.
10.

Change Student Seat
Conference with Student
Loss of Recess
Telephone Parent
Teacher-Parent-Student
Conference

Temporary Removal outside
of classroom

Lunch Detention
Short-term suspension can
be In School or Out of
School (1-10 days)
Long-term suspension
Expulsion

Administration reserves the right to consider extenuating circumstances prior to issuing disciplinary action.

**Students charged with these infractions require immediate notification of law enforcement and may be
recommended to the Governing Board for expulsion.
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ST. DAVID TIGERS DISCIPLINE 6-12

Levels of Discipline:
1. Level One: Warning: L1 * Category |: Teacher
Level Two: Consequences: L2 =Category 2: Teacher

Level Three: Intervention Center ; L3 "————_________H
4

Level Four: Suspension: L

Category 3: Admin
Level Five: Expulsion: L5 /

ok

Level one infraction is teacher managed. Level two infractions will result in consequences given
by the teacher. Parent/guardian communication will be made. Administration will handle
infractions of a level three, four and five status.

All category three infractions are decided upon by the administrative staff. Suspensions may vary
from one to ten days.

Offense First Second Third Fourth
5 Unexcused Tardies | L2 10+: L3

Skateboards, L1 2+: Take Away

scooters, rollerblades,

bicycles

Disrespect for School | L1 L2 L3 L4
Property, littering

Violation of Food and | L1 L2 3+: L3

Drink Rule

Dress code violation L1 L2 L3 L4
Horseplay/ Injury L2 L3 4+:1.3 6+:L4
prone or unsafe

behavior

Profanity, vulgarity & L1 2+: L2

obscene gestures

Parking Violation L1 L2 3+:L3

Public Display of L1 2+: L2

Affection

Cell Phone/Electronic | L1 L2 3+: Student

device, disruptive Handbook

object
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Falsification L1 2+:L3

(cheating)

Disruptive behavior L1 L2 3+L3
Defacing school L2 2+:L3

property (With

Reparations)

General Bus L1 L2 3+:L3
Disruption

Failure to Comply with | L1 L2 3+:L3
a Reasonable

Request

Out of Class without L1 L2 3+:L3
Permission

Fighting (Defender) L2 2+:L3

Defiance, disrespect, L2 2+: L3 5+: L4
insubordination

Inappropriate use of L1 L2 Loss of Privilege
computers

Truancy/Ditching L2 2+:L3

Profanity/vulgarity/ L2 2+:L3

obscenities directed at

staff

Vandalism/Destruction | L3 2+ L4

of School Property

On campus without L3

permission

Operating Vehicle on L3
Campus without
Permission

Use/sharing of L3 2+: L4
pornographic
material/images

Fighting (Mutual) L3 2+: L4

Fighting (Aggressor) 1+: L4

Harassment, bullying | L3 2+: L4
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E-cigarettes,Chemical | L-3 2+:L4
Inhalation Devices,
Tobacco

Threats, verbal abuse | 1+: L4
or written abuse

Public display of L3 2+ L4
affection (sexual
contact/groping)

Assault of a student 1+: L4
False fire alarm/911 L3 2+: L4
call

Under the influence of | 1+: L4

a controlled

substance

Alcohol violation 1+: L4
Indecent exposure 1+: L4

Operating a Vehicle 1+: L4
on Campusina
Reckless and
Dangerous Manner

Sexual Harassment L3 2+: L4

Intentional battery of a | 1+: L4

student
Bomb threat L5
Severe 1+: L4

vandalism/Destruction
of school property

Possession of a 1+: L4
controlled substance
or drug paraphernalia

Possession of an L5
explosive

Assault of a district L5
employee
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Possession of a
weapon, dangerous
device or a firearm

Arson L5

Theft — (Possession of | L3 2+: L4
property, not
belonging to the
student, less than $20
value.)

Theft — (Possession of | 1+: L4
property, not
belonging to the
student, more than
$20 value.)

Computer L3 Loss of Privilege
Misconduct/Trespassi
ng — (This includes
hacking, reckless use,
etc.)

Soft Pornography — 1+: L3
(Viewing or
distributing pictures of
people in swimsuits or
underwear.)

Hard Pornography — 1+: L3
(Viewing or
distributing pictures of
people without clothes
on.)

Athletic Disruption L3
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POINTS OF CLARIFICATION

All procedures will be in accordance with the St David Unified School District Board
Policy. Any act that violates the law or is not specifically covered in these policies will be
dealt with by the administration. Any extreme violations, in any category, will be dealt
with more severely than the policy prescribes. Law Enforcement may be notified.

POSITIVE REWARDS

Throughout each year varying positive consequences for both outstanding
and improved behaviors will be developed and utilized by teachers,
administrators, and student leaders.

Positive rewards may include:
1. Homework passes
Student of the Month/Caught Being Good
Free time
Movie/Treats day
School Board recognitions

abkownb

STUDENT VIOLENCE / HARASSMENT / INTIMIDATION /
BULLYING

The Governing Board of the St David Unified School District believes it is the right of
every student to be educated in a positive, safe, caring, and respectful learning
environment. The Governing Board further believes a school environment that is
inclusive of these traits maximizes student achievement, fosters student personal
growth, and helps a student build a sense of community that promotes positive
participation as citizens in society.

To assist in achieving a school environment based on the beliefs of the
Governing Board, bullying in any form will not be tolerated.

Bullying: Bullying may occur when a student or group of students engages in any form of
behavior that includes such acts as intimidation and/or harassment that has the effect of
physically or emotionally harming a student, damaging a student's property, or placing a student
in reasonable fear of harm or damage to property, is sufficiently severe, persistent or pervasive
to that action, behavior, or threat creates an intimidating, threatening, or abusive environment in
the form of physical or emotional harm, occurs when there is a real or perceived imbalance of
power or strength,and may constitute a violation of law.
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Bullying of a student or group of students can be manifested through written, verbal,
physical, or emotional means and may occur in a variety of forms including, but not
limited to verbal, written/printed or graphic exposure. Derogatory comments, extortion,
exploitation, name calling, or rumor spreading either directly through another person or
group will not be tolerated, nor will exposure to social exclusion or ostracism. Physical
contact including but not limited to pushing, hitting, kicking, shoving, or spitting, and
damage to or theft of personal property is also considering bullying.

Cyberbullying: Cyberbullying is, but not limited to, any act of bullying committed by the
use of electronic technology or electronic communication devices. This includes
telephonic devices, social networking and other Internet communications such as school
computers, networks, forums, mailing lists, and or other district-owned property, and by
means of an individual's personal electronic media and equipment.

Harassment: Harassment is intentional behavior by a student or group of students that is
disturbing or threatening to another student or group of students. Intentional behaviors that
characterize harassment include, but are not limited to; stalking, hazing, social exclusion,
name calling, unwanted physical contact, unwelcome verbal or written comments,
photographs and graphics. Harassment may be related, but not limited to, race, religious
orientation, sexual orientation, cultural background, economic status, size or personal
appearance. Harassing behaviors can be direct or indirect and by the use of social media.

Intimidation: Intimidation is intentional behavior by a student or group of students that places
another student or group of students in fear of harm to person or property. Intimidation can be
manifested emotionally or physically, either directly or indirectly.

On-Campus Intervention Center

The Intervention Center (IC) is provided to take the place of off-campus suspension, thus
allowing the student the opportunity to remain under the supervision of the school district and
still be in a school setting. Our Intervention Center is located in the Special Services area.
Parents will be notified by phone call from the Administration when their child is assigned to the
IC.

e Students will be assigned to IC for a part of a day or a number of school days depending
upon the infraction incurred.

e Students assigned to IC are required to eat in the IC classroom; they may bring their
lunch or purchase one at school.

e Students assigned to IC will not be permitted to leave campus after school has started
unless there are extenuating circumstances.
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e Any student assigned to IC will have his/her homework sent down to IC staff by their
teacher to ensure that they are actively engaged in the learning process during their time
in IC.

e While in IC students will not only work on their assignments, they must also complete a
reflection paper designed to help them reflect on how they can strive to “Be Their Best
Self ” moving forward.

Please note: students who become disruptive during their IC assignment will be suspended
from school immediately.

No policy can cover everything. This is a guideline only. The penalties can be changed
and altered. Any unlisted infractions will be left to the discretion of the administrator.

RIGHTS UNDER DUE PROCESS

All students are entitled to due process. This means there are certain procedures, which school
officials must follow prior to taking appropriate disciplinary action. There are also procedures
which students must follow if they do not agree with the school’s actions. It is hoped that
students will never be in a situation where they need the protection of due process. However, if
students do become involved in situations in which a suspension or expulsion might result, both
the student and his/her parents will be given a more detailed description of the due process
procedures. The following summary is only to acquaint students and parents that such a
procedure exists.

Definitions:

SHORT-TERM SUSPENSION FROM ONE TO TEN DAYS:The school principal has the right to
suspend a student for a period of up to ten days (short suspension). In short suspensions, an
informal hearing between the principal, student, and any other appropriate persons will be
conducted. The principal will explain the evidence, which is believed to support suspension, and
ask the student for his/her side of the story. Other persons present may be asked to provide
information as well. After the hearing is completed, the principal may decide that a short
suspension is necessary and will become effective immediately. The principal will attempt to
notify parent(s)/legal guardian(s) by telephone that this action has been taken. If not able to
reach via phone parent/guardian will be notified via email and or mail. Missed work may be
completed to ensure acquisition of class material and may be graded for credit on a case
by case basis.

LONG -TERM SUSPENSION FOR ELEVEN OR MORE DAYS: The school principal may
recommend to the superintendent that a student be suspended for a period of eleven or more
days. The superintendent will present the recommendation of the principal and the
superintendent to the governing board. The governing board will consider the recommendation
in an executive session and determine whether to hold a hearing, or designate one or more
hearing officers to hold a hearing and reach a decision concerning such suspension. In the
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event that the board designates one or more hearing officers to hold a hearing, the
student/parent and or guardian shall be permitted to appeal the suspension. Such appeal must
be submitted in writing, stating with particularity the basis on which they believe the decision
should be reversed. The governing board will consider the appeal of the student at its next
regular meeting in executive session pursuant to ARS18-843 refer to this link:

https://www.azleg.gov/ars/15/00843.htm

EXPULSION: The school principal may recommend to the superintendent that a student be
expelled. The superintendent will present the recommendation of the principal and
superintendent to the governing board. The board will decide, in executive session, whether to
hold a hearing or to designate one or more hearing officers to hold a hearing to hear the
evidence, prepare a record and bring a recommendation to the board for action, and whether
the hearing shall be held in executive session. In the event that the hearing is held before one or
more hearing officers, the student shall be permitted to appeal the recommendation of the
hearing officer to the governing board for consideration at the time the board considers the
recommendation. The student may remain in school during proposed long-term suspension and
expulsion until all appeal opportunities have been exhausted or the parent(s)/legal guardian(s)
agree to the district’s action in removing the student from school, unless the presence of the
student would or could disrupt the educational setting of the school. Refer to this link:

ARS18-843 https://www.azleg.gov/ars/15/00843.htm

LAW ENFORCEMENT INVOLVEMENT: School officials are not required to initiate or complete
due-process procedures prior to notifying law enforcement. If law enforcement is notified, the
school will attempt to contact parent(s)/legal guardian(s). The school is required by law to notify
and report incidents of viable threats, violence, non-accidental injury, and suspected child abuse
to the local law enforcement. Any action taken by law enforcement will be in addition to action
taken by the school.

SEARCH AND SEIZURE: Students possess the right of privacy of a person as well as freedom
from unreasonable search and seizure of property guaranteed by the Fourth Amendment to the
Constitution. This individual’s right, however, is balanced by the school’s responsibility to protect
the health, safety and welfare of all of its students. School administrators may conduct searches
when they have reason to suspect that the health, safety, or welfare of students may be in
danger. Any school employee making a search or seizure will follow these guidelines:

1. General searches of school property (including personal items found on school
property) may be conducted at any time when there is reasonable suspicion for school
employees to believe that something that violates a law or school rule is on school
property. This search of school property may be made without the student being present.

2. lllegal items (firearms, explosive devices, weapons, drugs, tobacco, and alcohol) or other
possessions reasonably determined to be a threat to the safety or security of others, or
that might possibly interfere with school purposes, may be seized by school employees.
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3. ltems, which are used to disrupt or interfere with the educational process, may be
temporarily removed from a student.

4. A student may be searched by school employees when there is reasonable suspicion to
believe that the student has on his/her person illegal items or other items that may
interfere with the school’s purposes.

5. The school maintains ownership of student lockers. The school may and will search
student lockers on a periodic basis to protect the health, safety, and welfare of all
students.

6. Motor vehicles parked on school property may be searched by school employees when
there is reasonable cause to believe the health, safety, or welfare of students might be in
jeopardy.

THREATS

All threats are taken seriously and will be acted upon by all staff members. Pursuant to ARS
13-2911 the district will notify law enforcement of threats that were made, as well as discipline
the students involved.

DRUG TESTING

The District has adopted a new drug testing policy for students who are participating in extra-
curricular activities. Please refer to the policy on pages 51 and 52 of the St David Student
Handbook. If you have any questions or concerns, please contact administration.

HAZING
J-2982 JICFA-EB

There shall be no hazing, solicitation to engage in hazing or aiding and abetting another who is

engaged in hazing of any person enrolled, accepted for or promoted to enroliment, or intending

to enroll or be promoted to District schools within twelve (12) calendar months. For purposes of

this policy a person as specified above shall be considered a “student” until graduation, transfer,
promotion or withdrawal from the District school.

“Hazing” means any intentional, knowing or reckless act committed by a student, whether
individually or in concert with other persons, against another student and in which both of the
following apply:

e The act was committed in connection with an initiation into, an affiliation with or the
maintenance of membership in any organization that is affiliated with an educational
institution.

e The act contributes to a substantial risk of potential physical injury, mental harm or
degradation, or causes physical injury, mental harm or personal degradation.
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e “Organization” means an athletic team, association, order, society, corps, cooperative,
club, or similar group that is affiliated with an educational institution and whose
membership consists primarily of students enrolled at the educational institution.

Directions
It is no defense to a violation of this policy if the victim consented or acquiesced to hazing.

In accordance with statute, violations of the policy do not include either of the following:
e Customary athletic events, contests or competitions that are sponsored by an
educational institution.
e Any activity or conduct that furthers the goals of a legitimate educational curriculum, a
legitimate extracurricular program or a legitimate military training program.

R in mplaint Pr r

Students and others may report hazing to any professional staff member. Professional staff
members must report the incident to the school administrator or next higher administrative
supervisor, in writing, with such details as may have been provided. A failure by a staff member
to timely inform the school administrator or next higher administrative supervisor of a hazing
allegation or their observation of an incident of hazing may subject the staff member to
disciplinary action in accord with District policies. The staff member shall preserve the
confidentiality of those involved, disclosing the incident only to the appropriate school
administrator or next higher administrative supervisor or as otherwise required by law. Any
instance of reported or observed hazing which includes possible child abuse or violations of
statutes known to the staff member shall be treated in accord with statutory requirements and
be reported to a law enforcement agency.

A person who complains or reports regarding hazing may complain or report directly to the
school administrator or to a professional staff member. The professional staff member receiving
the report/complaint shall retrieve sufficient detail from the person to complete the form
designated for such purpose. At a minimum the report/complaint shall be put in writing
containing the identifying information on the complainant and such specificity of names, places
and times as to permit an investigation to be carried out. When a professional staff member
receives the information, the staff member will transmit a report to the school administrator or
supervising administrator no later than the next school day following the day the staff member
receives the report/complaint.

The report/complaint will be investigated by the school administrator or a supervising
administrator. The procedures to be followed are:

e An investigation of the reported incident or activity shall be made within ten (10) school
days when school is in session or within fifteen (15) days during which the school offices
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are open for business when school is not in session. Extension of the timeline may only
be by necessity as determined by the Superintendent.

e The investigator shall meet with the person who reported the incident at or before the
end of the time period and shall discuss the conclusions and actions to be taken as a
result of the investigation. Confidentiality of records and student information shall be
observed in the process of making such a report.

e The investigator shall prepare a written report of the findings and a copy of the report
shall be provided to the Superintendent.

e All violations of this policy shall be treated in accordance with the appropriate procedures
and penalties provided for in District policies related to the conduct and discipline of
students, staff, and others.

GANG ACTIVITY OR ASSOCIATION

We have a responsibility to maintain a safe and educational environment. As such we feel that
gang activity threatens the safety and well being of persons and property and disrupts the
school environment. Hand signals, graffiti or the presence of any apparel, accessory, or manner
of dress or grooming that indicates or implies membership or association with such a group is
prohibited.

Caps and sunglasses may be worn on campus, but are to be removed from the student’s head
upon entering school buildings.

Staff members will make final determinations as to whether or not the attire meets the dress
code. The purpose of this dress code is not to infringe on any individual student’s rights or
freedom of expression, but rather to encourage students to “dress for success” and come to
school properly prepared for participating in the educational process. Any and all dress codes
may be altered or canceled at any time during the school year.

DRESS CODE

The elementary and MS/HS school dress codes are in the respective Student Handbooks. Staff
has a clear responsibility to enforce the policies outlined in the handbooks.

We encourage students to take pride in their attire as it relates to the school setting. Students
should dress in a manner which in addition to the following guidelines takes into consideration
the educational environment, safety, health, and welfare of self and others. Clothing with
obscene, or derogatory language or symbols of sex, drugs or alcohol are expressly prohibited.

Shorts and skirts must be tailored. Shorts, skirts and dresses must fall five inches above the
middle of the kneecap or longer. Bare midriffs and back are not permissible. For example,
halter-tops, spaghetti straps, fishnet and or jerseys worn without T-shirts underneath are not
acceptable. All shirts, blouses or tops are to cover the entire midriff, back and cleavage. This
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includes shirts worn under overalls, halters tops, backless, string ties, crop tops, low cut, or
spaghetti straps.

Sleeveless blouses and shirts are acceptable as long as they come to the end of the shoulder.
Tank tops will not be permitted at any time if they do not follow the above rule for a sleeveless
blouse or shirt. Also clothing with gaping parts that expose the back or sides will not be allowed.
Altering clothing in any manner that violates this policy is unacceptable. The student will be
asked to change. Skirts, mini-skirts or shorts that are deemed distracting by the faculty or staff will
not be permitted. Pants and shorts must be hemmed and worn around the waist so as not to
show the undergarments or flesh. No sagging! Pants should not extend beyond the heel. Clothes
with holes or frayed hems are not acceptable. In the interest of student safety, shoes must be
worn at all times.

Jewelry shall not be worn if it presents a safety hazard to self or to others. Belts must be tucked
in belt loops with no “tails” hanging out.

Headgear of any kind will not be allowed in campus buildings. This includes but is not limited to
sunglasses, caps, hats, helmets, headbands, hair nets, or visors. Due to the inherent risks to both
the safety and the educational environment, bandanas will not be allowed on school property.

DROPPING STUDENTS OFF CLASS ROLLS

Teachers should continue to carry students on their attendance records and report their absence
until the office officially advises the teacher to drop them and stop marking their attendance.

DUTY ASSIGNMENTS

Early morning, lunch duty, recess duty, bus duty, etc. falls on all staff when they are scheduled by
their team leader and when the adult Paraprofessional is absent. When a rainy day schedule is
announced teachers need to open their room and allow students in for the duration of the recess
or lunch period.

RAINY DAY SCHEDULE PLAN FOR GRADES K -5

Please be advised that when it is announced that the school is on a “Rainy Day Schedule” it

means the following:
1. Teachers are to eat lunch at the same time as the students in K-Hall.

2. Teachers are to return to their classrooms immediately after lunch with the children and
provide the children with classroom activities that will keep them dry and productive.

RAINY DAY SCHEDULE PLAN FOR GRADES K

Please be advised that when it is announced that the school is on a "Rainy Day Schedule" it

means the following:
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1. Teachers are to eat lunch at the same time as the students in K-Hall.

2. Teachers are to return to their classrooms immediately after lunch with the children and
provide the children with classroom activities that will keep them dry and productive.

ELEMENTARY TEACHERS K-2

Morning — (8:00-8:15 a.m.) Meet students in the lineup area and help escort them to the MPR.
Stay with the class during the morning meeting and encourage participation and SRR behavior.
Escort the students to your class.

Lunch — At the grade specific time (K- 10:30-10:55, 1st 10:35-10:55, 2nd & 3rd -10:40-11:05, 4th
—10:45 — 11:10, 5th — 10:50 — 11:10) escort the students to K-hall and through the cafeteria line.
Make sure that all students have their food and are seated before taking leave for personal lunch.

Lunch Recess — (On your given day 11:05 — 11:30am) meet the second and third graders in route
from K-hall to the playground. Escort them the rest of the way ensuring safe procedures. Monitor
the playground equipment area until 11:30. At 11:30 blow your whistle to signal the end of lunch
recess. Encourage the students to proceed quickly to their line up area and ensure that all
students are out of the play area. Ensure that all balls end up in the ball bucket and all lunch
boxes and jackets find their owners before escorting your own class back to your room.

Flagpole / Parent Pick-up — (On your given day 1:55- 2:10 pm) Escort your and your cohort's
students to the K-2 tree. Have the students wait under the tree. Students are not to leave until
they have identified the person who is picking them up, pointed them out to the teacher, the
pickup person has stopped in a safe spot and the student has given the teacher a high five and
been dismissed. Safe and aware behavior is to be encouraged by all students under the tree. If
there are students left when the buses leave and they are not able to see their ride coming then
escort them to the office and notify the office staff.

Bus — (On your given day 1:55- 2:10 pm) While waiting for the kindergarten and first grade
classes, encourage the arriving students to create three (3) orderly lines depending on which bus
they are to board. Bus 1is on the edge of the sidewalk, bus 2 is in the middle and bus 3 is against
the building. First graders are allowed to come to the front of the lines. Once the kindergarten
and first grade classes have all arrived, stand at the back of the last bus so that you can see
down the buses and also the students who are still lined up. The attending kindergarten teacher
will walk the kindergarten students to the buses ensuring that each student is on the correct bus.
Once the kindergarteners are loaded, call for bus one riders. Encourage students to use safe
walking feet. Once those students have passed the door for bus 2, call for the bus 2 riders. When
those students have passed the door for bus 3, call for the bus 3 riders. Make sure that all classes
have boarded the buses. If a class is missing when the buses have started their engines, gain the
attention of the bus one driver and notify him of the situation.
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Extra Coverage Lunch Recess Duty — (11:00-11:30 am as needed) Meet the K-1 students en route
from K-hall to the playground and help escort them the rest of the way ensuring safe procedures.
Monitor the field area until 11:30 am. At 11:30 blow your whistle to signal the end of lunch recess.
Encourage the students to proceed quickly to their line up area. Ensure that all balls end up in the
ball bucket and all lunch boxes and jackets find their owners before escorting your own class
back to your room.

Extra Coverage Morning Recess Duty — (9:30 -9:45 am as needed) Communicate with the
paraprofessional on duty if you are to cover the field area or the playground equipment area.
Monitor the students in your given area until 9:45am. At 9:45 blow your whistle to signal the end
of recess. Encourage the students to proceed quickly to their line up area and ensure that all
students are out of the play area.

ELEMENTARY TEACHERS 3-5
Morning Duty — Meet and greet students at morning assembly.

Lunch Duty — (11:05-11:30) Meet students at the 3-5 playground. Either the teacher or aide
monitors the field (if used) the other person monitors the tennis courts and the playground.
Teachers divide the responsibilities on a rotating schedule. Each year teachers choose if rotation
is daily or weekly.

After School — Teachers send those riding the bus to the bus lines, and walk those being picked
up to the flagpole. Wait at the appointed area until students are picked up by parents or after all
buses have left, remaining students are sent to the office to contact parents.

MIDDLE SCHOOL TEACHERS

Morning Duty — All teachers are expected to be outside by their classroom to watch the
students as they arrive (7:45 AM- 8:00 AM).

Lunch Recess Duty is Assigned on a Rotation — (11:38-11:55 AM) One teacher picks the students
up from K-hall. The other teacher meets them on the playground. The rotation depends on the
number of teachers each year. Two teachers cover the duty each day. Location - Elementary
playground.

After School —Teachers stand outside their classroom and watch the students encouraging them
to leave campus in a safe manner (3:00 PM- 3:10 PM).

HIGH SCHOOL TEACHERS

All teachers are expected to be outside by their classroom to greet students as they arrive at
each class period. Lunch duty will be assigned on a rotational basis at the beginning of the
school year. Duty includes monitoring the area between cafeteria and office, as well as behind
class buildings, weight room and gym. High school students should not be hanging out in
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elementary areas during lunch. Other duties as assigned covers everything else. For example:
teachers cover classes or activities whenever the office requests our assistance.

ELIGIBILITY- HIGH SCHOOL
A. The Arizona Interscholastic Association rules of eligibility pertaining to domicile,
physical examination, and season of competition will prevail for all students.
B. Extracurricular activities are those endeavors in grades nine (9) through twelve
(12), for which no credit is earned in meeting graduation or promotional
requirements and are organized, planned or sponsored consistent with district

policy.

Eligibility to participate in athletics and extracurricular activities must follow the
following policy.

1)  During the season of the activity, students must be eligible in all classes for
which they are enrolled. Please follow the schedule below for eligibility:

Students must have at least a 60% (D) or higher in

all classes to be eligible.

e There will be a grade check conducted each Monday afternoon at 3:30pm.
Each grade will be based on a cumulative grading period from the beginning of
the semester to the end. The end of the semester will establish a new cumulative
grading period. Failure to meet the standard will remove the student from
participation for the week. (Tuesday through following Monday).

e Eligibility checks will begin the 2nd Monday of each semester and end the last day
of each semester.

e Teachers are encouraged to communicate with students each Thursday

regarding their progress and academic success in order to academically
maximize the opportunity of the weekend.

e Eligibility requires students to be enrolled in at least five (5) classes for a whole
semester—this does not include release time.

e If a student drops a high school class with a failing grade during the semester;
that constitutes ineligibility for the remainder of the semester.

e Any student that has earned a referral for a category 3 violation or higher
and has been found guilty of such violation will become ineligible to
participate in the next official contest within a seven day period. The
principal reserves the right to assess the situation and reverse any
decision mandated by this policy.
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Legitimate home schooled students who reside within St David Unified School District
are invited to participate in SDHS extracurricular programs. To be eligible for
participation parents must provide the following; proof of residency and child’s age to
the school office. In addition, parents are responsible for notifying the school office of
student’s grades every Monday before 3:30PM during the sports season or
extracurricular activity.. Home schooled students will be held to the same extracurricular
participation guidelines as SDHS students

ELIGIBILITY - MIDDLE SCHOOL

A. Extracurricular activities are those endeavors in middle school, for which no
credit is earned in meeting graduation or promotional requirements and are
organized, planned or sponsored consistent with district policy.

B. Eligibility to participate in extracurricular activities during the school year are as
follows:

Students must have at least a 60% (D) or higher in
all classes to be eligible.

e A grade check will be conducted weekly throughout the sport season. Each
grade will be based on a cumulative grading period from the beginning of the
quarter to the end. The end of the quarter will establish a new cumulative grading
period. Failure to meet the standard will remove the student from participation for
the next week. (Tuesday through Monday). Eligibility for Middle School students
taking high school classes will also be calculated.

e Eligibility may be reviewed by the Administration in certain circumstances.

FIELD TRIPS & ATHLETIC TRIPS

On trips, students directly represent the community, school, coaches or sponsors; therefore, it is
expected that all concerned will dress in an acceptable manner (approved school dress code)
and maintain appropriate standards of behavior. Additionally:

e Students who ride on the bus must return on the bus. Students may be released to their
parents at the game with permission of the sponsor, and with proper documentation.

e Students who ride on the bus as scheduled must return on the same bus.

o Students should make arrangements for transportation from the school to home before
leaving home.

“Field trips must be planned within the context of the school program and must be appropriate
for the age level, grade level, and curriculum.”(Refer to policy IJOA) “Field trips are very useful to
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encourage learning through exploration of the environment not immediately accessible to the

classroom. However, field trips are only one means of achieving an educational objective.”

All field trips must be approved by the principal (or designee) long enough in advance to
make arrangements. (All paperwork must be submitted two weeks prior for approval.
Forms to be completed are Staff Leave of Absence and Field Trip Request see Appendix)

Approval will be based upon a number of items such as: Availability of transportation,
budget, personnel, weather, risks, and distance, as well as the educational objectives.

Before any student can be taken from school grounds, written permission must be
obtained from the parents.

Transportation shall be provided only in district vehicles.
In general field trips shall be conducted within the normal school day and within the state.

It is the responsibility of the staff to organize field trips so that the experience is not
repeated annually for the student or group of students.

The cost of transportation for field trips must be included in budget planning. Although
the District will attempt to have capacity for scheduling field trips beyond those requested
during the budget process, there can be no assurance that unbudgeted trips can be
accommodated due to the projected budget deficit.

Plans should include time, place, and educational justification for each field trip.

The sponsoring teacher is responsible for the students while on field trips and must follow
board policy in regards to supervision.

Prior to all overnight field trips exhibit IJOA-E must be completed as part of the field trip
paperwork prior to approval. (See Appendix)

It is necessary to have the extra-curricular activities function within a realistic framework of
control. In order that over enthusiastic students do not place a social or athletic function
on a higher plane than the academic program, students must remain eligible.
Extra-curricular activities are those for which no credit towards graduation is given. Some
classes such as music and vocational may have field trips that are divided between
curricular (an extension of the classroom and extra-curricular festivals, competitions).
These classes must submit the itinerary and stated purposes of the trips to administration.
The responsible administrator will determine if the trip is curricular or extracurricular.

Short vs. Long trips. Elementary classes are limited to one long trip per year in general but
several short hops within 20 miles (round trip) can be set up with administrative approval.
These short trips should be an extension of the current learning objectives and have a

minimum loss of instructional time.
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e Per directive ALL reward field trips should minimize any loss of class time. There are a few
that are pre-approved and may be scheduled within the school day (DARE, Senior Trip,
and 8th Grade Trip). All others must occur during non-instructional times unless approved
by the Superintendent, or designee.

e The District will not support field trips that do not meet these criteria unless the Board
gives approval after a presentation justifying the specific need for the exception.

e See Chaperone Guidelines.

Supervision of the student, refer to policy JLIA: Appropriate supervision must occur. Just as in
the classroom it is the responsibility of the coaches/teachers to provide the proper supervision of
their team or class. When a team stops to eat, the coach/teacher must supervise the players. This
means that the students must eat where there is a coach/teacher present. Students are not
allowed to walk over to another facility without supervision.

Chaperones must be willing to supervise students under the direction of the teacher while on the
trip. Chaperones should not bring children as this will distract from the supervision of the
students. Chaperones should ride to and from the activity with the class or club.

If there is an overnight activity in which both genders are participating, a male and female
chaperone should be present when possible. Chaperones should understand and agree to follow
all overnight guidelines. Chaperones are not to share a room with students.

In the past student athletes have been given the opportunity to go to a cinema and watch movies
while at State Championships. This practice is only acceptable if the movie is rated G unless
specific parental permission to watch a movie that is rated PG or PG-13 has been given. At no
time is it permissible for students to enter or watch a movie that has a higher rating than PG-13.
Coaches/teachers must also attend said movie with the students, and a consensus of movie must
be found.

Practice: For formal practice to occur, a coach must be supervising the athletes. It is acceptable
for students to voluntarily hit a ball, throw a ball and run on their own. However, they are not to
use any school equipment unless participating in a practice setting under the supervision of a
coach.

Food in Vans: Coaches may allow students to eat in the vans, but must take responsibility to
ensure that it is cleaned upon return; specifically, that all trash is removed from the vehicle. Be
selective about what food/drink is allowed in the vans; for example, certain foods and beverages
will stain the seats. Ultimately, it is the coaches’ responsibility to ensure that the vehicles are
returned in the same state or better than received. Eating is permissible on the busses provided
clean-up is performed by those on the trip. As the vehicle returns to the parking area, the
students need to be involved in cleaning up the vehicle and no one should be allowed to depart
for home until the vehicle has been inspected and approved by the coach/teacher.
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Using students not on your team: Coaches may not use students from the student body to field
a team due to absence of team members. The administration will do everything possible to
reschedule games.

Team Rules: Coaches are to provide a copy of the team rules to the Athletic Director prior to the
start of the next school year. If it becomes necessary to modify these rules prior to the first day of
practice, please submit an amended copy.

FOOD IN CLASSROOM

Food and soft drinks are not allowed in any of the classrooms or educational areas on campus.
Exceptions for special activities or health considerations may be pre-approved by the
administration.

HANDBOOKS

Handbooks have been developed for various groups of teachers, parents, and students in order
to improve communication. It is expected that all teachers/sponsors will be very acquainted with
the Teacher Handbook. All coaches/sponsors should also be familiar with the Parent/Athletic
Handbook. Teachers should be familiar with the Student Handbooks pertaining to their grade
level.

MEDICATION

All student medications need to be under the control of the nurse except those authorized by

law. Please see nurse or administration if there are questions.

OVERTIME (Hourly Employees)

Hourly employees cannot work more than their number of contracted hours without prior
authorization. If it becomes necessary for an hourly employee to work more than 40 hours during
any week, it must be agreed upon that the employee will be compensated either through
compensatory time or monetarily, with Superintendent (or designee) approval, prior to the
performance of the extra work. Hourly staff cannot volunteer to work more hours than
contracted. Refer to policy GDL for details.

PARENT CONFERENCES

Parent conferences are one of the most valuable tools teachers have to enlist parental support,
cooperation, and help with their children. Parent conferences are scheduled for all grades at the
end of the first grading period and as needed to promote growth.
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PAYCHECKS, PAYROLL DEDUCTIONS, INSURANCE

Staff members get paid every two weeks. Checks are distributed by the Superintendent’s Office
on payday from 7:00 - 9:00 A.M. Insurance programs and forms are available at the office.

Federal and Arizona income taxes, social security, and employee contributions to the Arizona
State Retirement System will be deducted as mandated by state and federal law. It is the
employee’s responsibility to review federal, state and retirement deductions to ensure
deductions are accurate and sufficient. Voluntary deductions such as insurance premiums for
dependents, tax- sheltered annuities, and tax credit donations may also be deducted at the
employee’s option and expense.

Direct deposit authorization forms are available from the District Office. A completed form and a
voided check are necessary to complete the process. Requests should take effect within two
payroll cycles after the request is made. Direct deposit may be discontinued by notifying the
Payroll Department in writing. Payroll must be notified to stop direct deposit PRIOR TO
CLOSING AN ACCOUNT.

PERSONAL PROPERTY

The District shall not assume responsibility for the loss of, or damage to, personal property
stored, installed, or used on school premises. Employees who bring personal property to work do
so at their own risk. Please mark personal belongings with a tag and record all serial numbers.
Refer to policy ECAD.

PROFESSIONAL DEVELOPMENT/COLLEGE CLASSES

Staff is encouraged to seek out additional professional development opportunities; however, we
also recognize that there is no substitute for a teacher in the classroom. Try to find a balance
between professional development opportunities and the loss of academic time. Teachers
wishing to attend a conference must complete the Leave of Absence form (See Appendix) and
be sure that they complete the requisition part of that form for the cost of any registrations fees,
hotels, and meals that are needed.

Upon the return from the conference complete the Training Evaluation form and turn into the
Principal’s office (See Appendix)

In order to get credit for graduate college course work that is taken for horizontal movement on
the Salary schedule it must be approved by the Superintendent. Please notify district personnel
office and provide transcript when course work is complete.
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PURCHASES

Purchases may only be made by personnel authorized by the site administrator. Do not purchase

items without a prior approved purchase order. This violates state law and subjects you to

personal liability for any purchases made without a purchase order. Purchasing includes
obtaining samples, reserving items or services, placing items on hold and previewing videos
that in any way obligates or may obligate the district funds. Once you have submitted a
requisition in which you are the vendor (making the purchase and receiving reimbursement) you
will be notified when the requisition has been approved, and when you can make the purchases.

All requisitions that are not part of your classroom supply funds must be pre-approved by your
team leader. Refer to policy DJ, DJE
Purchase orders must be generated for all purchases. Requisitions will be filled out and submitted

to the Principal's Office. (See Appendix)

To spend money out of a Student activity or auxiliary accounts classes and club sponsors must
complete the Student Activity Request for Purchase Order or Payment form and have proper
documentation that the club or class has authorized the expenditure.

RELEASE OF STUDENTS PRIOR TO THE END OF THE
SCHOOL DAY

No student under the age of 18 may be released from school prior to the end of the school day
except by the student’s parent or a person authorized by the student’s parent or by a person who
has legal custody of the student. Refer to policies JLIB and JLIB-R for details. Students 18 years of
age or older can only be released by self but their absences must be approved by a parent or
administrator for them to be considered excused.

RETENTION OF STUDENTS

Please refer to board policy IKE, IKE-RA, IKE-RB. See Appendix for retention policy and forms

SEARCHES

Teachers and classified staff shall not conduct searches under any circumstances. Searches
are to be conducted only by the Principal, Assistant Principal, Superintendent or his/her
designee. If you suspect the presence of drugs, alcohol, weapons, or other items prohibited by
law or District policy, report it to the administration immediately. Refer to policy JIH for details.
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SPECIAL EDUCATION, SPECIAL SERVICES

The Individuals with Disabilities Education Act (IDEA) mandates that children with disabilities have
available to them a free appropriate education that includes special education and related
services to meet their unique needs. As a school site we are responsible for providing
appropriate educational services to all identified special education students through each
student’s Individual Education Plan (IEP). Regular education teachers play a vital role in assisting
the special education teachers in developing and implementing student IEP’s. It is a statutory
requirement that teachers support IEP goals and objectives and make accommodations that may
be specially called for in a student’s IEP.

Students, who have been identified as having Attention Deficit Disorder or Attention Deficit
Hyperactivity Disorder, maybe afforded certain rights under IDEA. Accommodation plans
developed from Child Study Teams must be recognized and actively supported by all classroom
teachers.

The District is involved in an Intergovernmental Agreement with other Cochise County districts to
contract specialists to serve students in the areas of counseling, speech therapy, audiology,
psychology and occupational/physical therapy, etc. The specialists have a rotating schedule that
takes them to several schools. When they are on campus, they are located in the Special
Services Building.

STUDENT FEES

Fees may be assessed to students enrolled in classes or activities only upon approval by the
Governing Board. Refer to policy JQ for details.

STUDENT SUPERVISION

For the safety and well-being of students, faculty members should supervise on school grounds
and during school sponsored activities. Refer to policy JLIA.

STUDENT TEACHER AIDES

Teachers in need of an aide to assist students with instruction may submit requests to the front
office.

1. They are to be used as direct tutors to children, to prepare bulletin boards, to clean up
after activities, and to lead small group activities and game leadership under adult
direction at all times.

2. The credit given for this position is .50 per semester and the grade will be a Pass/Fail. Roll
must be taken and absences noted. Maintain accurate attendance records. Contact the
Principal’s Office when the student is absent and when the aide violates the tardy policy.
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3. Aides must have legitimate business to be walking about the campus. Teachers must
provide a pass to aides if they are to be out of the classroom.

4. Aides are not allowed access to teacher workrooms or the office to make copies.

STUDENT VISITORS

The campus is closed before, during, and after school hours to any but registered students, with
the exception of athletic events or other activity at which they pay for a ticket.
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