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GENERAL INFORMATION

ATTENDANCE (STAFF)

Sick Leave

If you need to be absent from work under the guidelines set forth under the sick leave policy:

(Call the principal (825-6419) on the night before the intended absence (before 10:00) or in the morning of the absence, preferably no later than 6:30 a.m.

(On the day of your absence you must call the secretary by 2:00 p.m. to report your intentions for the following day.

(On the day that you return to work after sick leave you are responsible for obtaining, completing, and turning in to the secretary an Application for the Use of Sick Leave Form.

Personal Leave

When you need to be absent from work under the guidelines set forth under the personal leave policy:

· Obtain, complete and turn in to the secretary, a Personal/Emergency Leave Request form prior to the day being requested.  (To insure the acquisition of a quality substitute you are encouraged to file your request at the earliest possible date.)

-You are allowed up to three days a school year.  Review the back of the request form for additional guidelines.

· Dental Insurance Claim Forms may be picked up in the office. 

ATTENDANCE (STUDENT)

Teachers:  All attendance will be done online.  Attendance must be completed by 8:25 a.m. The steps to follow on the computer are:

· Go to Mad River Intranet

· Log In

· Click on “Attendance System”

· Click on “Take attendance for a period”

· Click on “Period” (1);  It will display your class list

· Mark any absence and at beginning of year any “No Show” students. Do not mark any students “Tardy” as this will be handled as they enter school through the office.

· Enter lunch data at the bottom of the form (number of students buying lunch).

· Click “Submit Attendance”

· Click “Log Out”

· There will be no attendance card to send to the office each morning. 

· No student will be admitted to class after 8:10 without a tardy slip from the office. 

· All absence notes are to be sent to the office in the morning. Please make sure student’s first and last name and date are on the absence note. 

· In the event a teacher is absent, a hard copy for attendance will be printed by the secretary to be handed to the substitute teacher upon entering school. 

Students:
Recommended: All students keep a quarterly attendance chart in their data folder.

Teacher:  
Monitor and inform the office of any noticeable attendance trends (i.e. consecutive days absent, frequent tardies). 

Parents:
1. Notify the school in the morning of a student absence.

                        2. Send a note to school indicating the reason for absence upon your child’s return to school.

                        3. Parents must sign-in tardy students in the main office. This applies to students after 8:10. 

Attendance Officer:
Screens attendance on a regular basis and takes appropriate steps when a problem is noted (i.e. letters home to parents, referrals court, home visits).  Letters are sent to parents after the first 7 days of absence and at 12 days of absence.

Secretary:       1. Receives absence phone calls in the morning and calls parents regarding absence.

                        2. Issues tardy slips to students. 

3. Confirms attendance data into district wide computer database.

Principal:
1. Assists with and supervises all of the above-mentioned responsibilities.

2. Works with staff in developing and implementing an on-going attendance incentive plan for improving student attendance.

3. Works with staff, students, parents and the attendance officer in resolving attendance problems. 

Cell Phone Usage

Usless extenduating circumstances, cell phones should ONLY be used before 7:55am and after 3:10. You are also allowed to use them during your lunch break. If this becomes a problem, it will be dealt with on an individual basis. This is new to the staff handbook for the 2010 -2011 school year.

Child Abuse

If a teacher has reason to suspect child abuse, the reporting teacher should initiate the referral process by contacting the school principal, CSB and the local law enforcement agency (police).   If you have a question whether you should, then error on the side of safety and report it.
DISCIPLINE

Classroom Discipline
Classroom discipline is based on the belief that students can learn to be responsible for their own behavior and that these skills can be taught.  Teachers are responsible for integrating skills of responsible behavior into the daily life of the classroom.  Each teacher develops a classroom discipline plan that supports students in learning responsible behavior.  Consistent, logical, and realistic consequences for irresponsible behavior are part of this plan as well as "celebrations" for responsible behavior.  This plan may be developed with student input.  The final plan should be shared in writing with students and parents. This plan should be reviewed periodically with students throughout the school year and especially upon the introduction of a new student to the class.

Make sure classroom rules are observable, measurable and easily definable. Role play what rules sound like and look like and what they don’t sound or look like. Review rules at the beginning of the year, when a new student enters the classroom and at times of increased problem behavior (holidays, full moon…).

School-Wide Discipline

Students are to adhere to school-wide behavior expectations (school rules) throughout the entire school day.  This is to include riding the bus, entering the building, going to breakfast, lunch, specials, recess, restrooms, designated areas, and dismissal.  When students are with their teacher, they will walk quietly through the halls in a single file line.  When students are not with their teacher, they will follow directions of their supervisors.  

A.  Recess 
The playground rules are:

1. Stay in the boundaries.***

2. Do the right thing.  Use the playground equipment properly and follow the school rules.

3. Line up quickly and quietly.  (Misbehavior at this time can carry consequences that carry over to the next day.  For example: if a great majority of the class lines up in an unacceptable manner, they will be called to line up three minutes early and wait.  Or if a few individuals misbehave during this time, they will lose five minutes of the next day’s recess.)

B.  Assemblies
1. For the most part, students will be directly responsible for their behavior to their classroom teacher.  However, at times it may be necessary to remove a disruptive student and give him/her a special assignment.

2. Seating: Students will be seated as a class on either side of a center aisle.

3. Teachers are asked:

· To review the behavior appropriate to different types of assembly programs prior to going to a specific assembly.

· To sit in proximity to their students during assemblies.

4. Students are asked:

· To enter and exit an assembly in a quiet and orderly manner.

· To raise their hands to speak only at the proper time.

C. Cafeteria

Breakfast - Because of the need to be in class by 8:10, students need to eat breakfast efficiently in the morning.
Lunch - At lunch, students may talk quietly.  We promote Cafeteria Character during lunch to help students focus on positive behaviors in the cafeteria.
D.  Hallway

When walking with a class, students should walk in a line and should not talk in the hallways.


In general, Brantwood students behave well when closely supervised by a teacher, but often have trouble doing the right thing when no one is watching.  The Brantwood PBS Program promotes respectful behavior through teaching communication skills and fostering a sense of community.

In the event you need to send a child to the office, complete a Discipline Referral Form.

FEES
The school secretary will provide each teacher with a Fee Envelope. However, in 2010-2011 teachers will no longer write receipts and track fees. If a student brings in fees, simply write their name on the outside of the brown envelope and make sure the check or envelope from the student has their name on it. Then send it to the office in the brown envelope first thing in the morning. The school secretary will check in all school fees and write receipts. Receipts will then be placed in teacher’s boxes to send home with students. 

Student fees will also be collected at the Kindergarten Orientation and the 1-4 Parent Orientation 
Report cards are held each quarter for non-payment of student fees, library books and/or Base fees.  This includes not only non-payment of the present school year’s fees but also past years’ school fees.  The office will notify you of the names of those students who are not to receive their report cards.


FIELD TRIPS

Field trips are intended to be extensions of the curriculum and should be planned as an educational experience for students.  Since trips are expensive and financial resources limited, most trips are within a short distance.  Some coordination should exist between grade levels to eliminate the possibility of students having the same field trip experience more than once.  The principal will ask teachers to submit a tentative field trip prospectus in the spring prior to the new school year. Team leaders and the principal will meet to alleviate potential conflicts.  Some guidelines to follow concerning field trips are outlined below.

1. Busses are available between 9:30 a.m. and 2:00 p.m.

2. The school nurse must be involved in the initial planning phase of all school trips.  Planning for special medical needs of students must be addressed such as asthma inhalers, EpiPens, supplies for students with diabetes, etc. A nurse or special aide may be required to go on the field trip if the parent is not a chaperone.  Only qualified, trained district employees will be responsible for medication administration.  No parent volunteers will administer medications to students in schools or on field trips.

3. You must take an Emergency Medical Form for every student going on the trip.

4. You must have a permission slip on every student going on the trip.

5. You must have an appropriate number of chaperones to properly supervise the students.

6. School rules and expectations apply on field trips and your supervisory responsibilities are the same as they are at school.

7. Complete the Elementary Field Trip Request Form (4 copies) and submit to the principal.  A copy of the request will be returned to you after the trip is approved. 
GRADING INFORMATION

Report Cards

1. Will be issued at the end of each 9 week grading period.

2. The Mad River Elementary Report Card is an online report card. Each teacher is responsible for entering grading information.

Interim Progress Reports
1. Must be sent out on students who are failing or who are in danger of failing a subject.

2. Are sent out near the mid-point of each of the 4 grading periods.

3. May be sent out at anytime.  (For example, if a student has a "C" at mid term, but then begins to fall measurably in his/her work and is in danger of failing, an interim should be sent out and a phone call made to the parent.

4. Be as positive as possible when completing the reports.  Parents not only want to know how the child is doing, but also what the problems are and how they can help.

5. Other forms of reporting progress may be used
LESSON PLANS

Lesson plans are primarily intended to help teachers organize instruction efficiently and effectively for students. They are also a road-map for where you are going with students.

Lesson plans should reflect the grade-level objectives. Lesson plans may contain:

· objective / outcome from the state Academic Outcome Standards

· procedure

· assessment / evaluation

· student assignment (if applicable)

Arts lessons should be integrated into the curriculum.  

Lesson plans can be turned in on the Friday before or the Monday of the lesson plan week. A file will be designated in the staff work room for teachers to file their lesson plans. Grade level teams have the option to turn in weekly team lesson plan summaries to the building principal electronically rather than individual lesson plans in the designated file. 

Grade level curricular objectives and weekly lesson plans should be kept on the teacher’s desk for periodic review.

As the Instructional Leader for the school, the principal will be a regular visitor in classrooms and will periodically meet with teachers to discuss student progress relative to curricular goals, appropriate intervention and/or enrichment activities, and additional resources or strategies which may be needed. 

LOST AND FOUND

Lost articles, clothing, etc., are to be left on the lost and found table in the main hallway.  Items not claimed after several months will be given to a charity.

LUNCH / BREAKFAST
During the beginning of the 2007-08 school year, the food service department implemented an updated Point of Sale (POS) system in all of the Mad River School cafeterias. This system means that we will use scan cards in order for the students to purchase lunch. Parents will be able to deposit money on their students account either in the school cafeteria or at the food service office. This should help alleviate problems with students losing their money or not using it for lunches as intended.  We would like to encourage all parents of reduced or full paid students to take advantage of this feature.  This should make the lunch lines go a little quicker.  Students will be reminded when their account balance is getting low. 

If a child does not have money in their account or money with them in the cafeteria, they are to wait at the end of the line and the dining aide will record the charge and send the charge envelope with them.

The board of education policy allows for a maximum of two (2) lunch charges per year. If children lose their charge privilege, they will receive crackers and milk or peanut butter, bread and milk. 

Breakfast is served from 7:45-8:00. We offer a grant funded breakfast program to all students.


MEDICAL INFORMATION

The only medication that a student may receive at school is in the office, after all guidelines have been met, and will be administered only by the person(s) authorized by the building principal.  (Students are not to be in possession of, or to take, any type of medication except under the conditions spelled out above.  This includes aspirin, and cough drops. Regulations have changed regarding inhalers for asthmatic students. Please see the school administration regarding this. 

Health Files

We have health files on all students, however, only immunization and screening information is available to staff other than the school nurse. If you have health questions regarding a student, please see the school nurse.

Injuries (First Aid)
1. Refer all injuries of a significant nature to the office.  Accidents that require bandaging or application of ice will be handled in the clinic.  (Either send student to the office or call the office for assistance) Please use the pink forms for clinic referrals.

2. If  BLEEDING is involved, contact the office. Do not touch the bleeding area unless you are wearing latex gloves (available in the clinic).  Please be mindful of the blood borne pathogens.

3. In injuries of a potentially serious nature, contact the office immediately, and perform only the basic first aid procedures that you are comfortable with.  (Maintain breathing, stop bleeding, and don’t move individuals with possible neck or back injuries or with broken bones).

Head Lice

Head lice is a human parasite that lives in the hair and attaches its eggs (nits) in the hair strands. This is also contagious and causes intense itching of the scalp.  Students having this condition must be excluded from school and treatment instituted at once (for live lice only).  Often our first alert to this problem is when a parent calls us reporting they have found live lice on their child.  Treatment consists of using a special kind of shampoo and specific personal and household hygiene procedures.  

Head Wounds

All head wounds (bumps, etc.) must be referred to the office.  Also a Head Bump Notice must be completed by the person who witnessed or was supervising the student with the head bump.  The notice must be sent home to parents with the child the same day.

Illness

Minor problems should be handled in the classroom with the use of the first aid kit.  Students should only come to the office if their condition is serious enough to warrant the child being at home. 

Our school nurse is here only one day a week. When the nurse is not here, we can do little for children other than send them home if they have a fever. .  Fever of 100 degrees or above the student is to be sent home. Young children can go from a temperature of 100 degrees to 104 degrees in a very short period of time. Complaints of “my head hurts”, general listlessness, or unexplained crying, check the temperature.

With the exception of emergencies, please do not send children to the clinic in the afternoon.  Often we cannot make arrangements for the parent to pick up the child before dismissal time.

P.T.O. TEACHER GRANTS

If the budget permits, The P.T.O. may provide a sum of money per full-time teachers and half the amount for half-time teachers, for materials needed for students.  Determination of available funds will be decided annually. Once teachers have been notified of available funds, receipts for these items should be turned into the PTO treasurer, in no more than two groups each year.

RETENTION

The school principal will contact teachers in January – February to discuss possible students to be considered for retention.  Parents must be notified no later than the third quarter if retention could be a possibility. The teacher, therapist and principal will have a preliminary meeting to discuss possible retentions. If, by the fourth quarter, retention is still being considered, a meeting will be scheduled with the parents.

SALES

If you collect money for anything in your classroom such as field trip, Scholastic book sales, etc, you must complete a “Receipt For Sales” Form.  This is required by the Treasurer’s office to track all funds paid by students into school. 

One Call
In inclement weather, staff will be contacted as to whether we are on a delayed opening or school is closed through the One Call Now system.
STUDENT SAFETY

Name Badges – All staff are required to wear their MRLS ID badge at school. New employees should present themselves to the office at the beginning of the school year to have their picture taken for their name badge.

Strangers In The Building - All non-school persons who enter the building will be asked to report and register their attendance at the office. Visitors will be given either a visitor’s badge or a “Parent Of” name tag.  If you observe an unknown and/or unauthorized person in the halls, please report the situation to the office.  As an employee you have every right to ask a stranger his or her business in the building. (See Emergency Procedures – “Unwanted Intruder” for detailed information)

Suspected Child Abuse - By state law, teachers are obligated to report suspected cases of physical abuse to children.  If you observe possible signs of abuse or note a marked change in behavior or attitude in a student, report the situation to the principal.

Children Moving Equipment - Never put a student in a situation that has the potential to cause harm to the student.  Moving heavy objects, pushing carts with heavy items, etc., are activities that children should not do. No children are allowed in the Teacher’s Workroom, nor may they operate any equipment, such as the laminator.

SUBSTITUTE TEACHERS
It is important to be prepared to have a substitute teacher in your classroom.  You will find that the substitute’s day will go smoother, and subsequently your return will be more pleasant.  Each teacher must have a labeled “Sub Folder”. Make sure that the following information/items are in this substitute file: 
1. Class Roster

2. Seating Chart

3. Daily Schedule

4. Fire Drill plans

5. Tornado Drill plans

6. Duty Schedule

7. List of special needs students with their schedule specified

8. Student with special medical needs (allergies, etc.)

9. Bus Roster with bus number/ walkers

10. Generic lesson plan for emergency when unable to supply regular lesson plans

Each homeroom teacher is to prepare a “NO SUB PLAN” to be used in the event we are unable to secure a substitute. This is a list of students and the teachers to whom they will be assigned when there is no substitute.  These are due to the office by the second week of school and will need to be updated periodically throughout the year as students change.

SUPPLIES

Please fill out the supply requisition form, fill your request, and place the completed request form in the secretaries’ mailbox.  If you are new to the school, ask the secretary, custodian, or principal to show you the supply closet to familiarize yourself with available supplies. Requests must be submitted for all supplies.
TEACHER MAILBOXES
Please check your mailbox for messages each morning, noon, and afternoon.  Often materials are put there in the morning that need attention before the day’s end. Also check your e-mail throughout the day when possible but at least once a day.

TESTING

See testing information for the current year in your calendar. 

TEXTBOOKS

Requests for textbooks are to be made to your Grade Level Team Leader. They are responsible for checking in and out all curriculum materials and keeping the room maintained.


Videos

Videos are to be used in the classroom for instructional purposes only. If you plan to use a theatrically released video in your classroom, you must complete the Video Form detailing the following information and submit it to the principal prior to showing:

· Name of Video

· Rating (G or PG); If PG  you must indicate why it has that rating and how you will address the problem in the classroom (e.g. language)

· Educational Purpose of the Video

· Where the Video is from (rented, personal collection, library)

· Follow-up for the video

The Principal will have final say over the appropriateness and use of the video.

WITHDRAWAL PROCEDURES
Parents are asked to come to the office to withdraw a student.  Teachers will receive a district Withdrawal Form in their mailbox requesting information about the student’s attendance, grades, etc.   Unless the student withdraws at the end of a quarter, each student should have a withdrawal grade - regardless of the number of days attended.  Please complete and return this withdrawal form promptly to the secretary. 

WORKERS’ COMPENSATION
Should any injury occur to an employee, the office needs to be notified immediately.  Unless the injury is of an immediate emergency, the injury needs to be reported to the office, and the paperwork completed before contacting a physician.  Mad River Schools is contracted with a managed care organization, and there are very definite guidelines that must be followed if a claim is to be paid.  Even if you do not think the injury is sufficient enough to warrant medical attention, the forms should still be completed.  If an injury has been reported, an employee may claim injuries for up to two years.

EMERGENCY INFORMATION

Fire Drill Procedures

State law requires that every school conduct at least nine fire drills during the school year where weather permits. Besides these drills that are building wide, each teacher has the responsibility to educate their students about all emergency procedures relative to school.  These should be covered the first day of school and reviewed periodically thereafter. Make sure that your students are well versed in:

· where the emergency information is posted in the classroom

·  what to do in case of a drill or an actual emergency situation; 

· what to do if they are out of the classroom during a drill or an emergency (i.e. using the restroom); 

· what to do if in the lunch room; 

· what to do if an exit is blocked for any reason; 

· and the expectations for behavior during a drill or emergency.

The procedures to follow in the case of a fire drill or fire emergency are outlined below.

1. The signal for a fire drill is a loud ringing bell.

2. When the fire bell sounds:

a. Take your grade book (student roster) and exit the room immediately with your students following behind.

b. Close the windows and the door and turn off the classroom lights.

c. Exit out your designated exit (see attached list of fire exits and alternative exits), proceed to your designated gathering spot, and carefully check attendance to make sure that all of your students are accounted for.  If someone is missing, notify the principal or designee who will check in with each class outside the building.

d. The principal, custodian, gym teacher, librarian, secretary and one teacher from each hallway have walkie-talkies that will be used to communicate during a drill. 

e. Remain in your outdoor gathering spot until you are given the signal indicating that the drill is over and it’s safe to reenter the building.  Bring your students back into the classroom in an orderly manner.

3. Special Area Teachers (A.G.P., Intervention Specialist, Phys. Ed., Music, Speech, AGP, etc.) are responsible for the students that are with them at the time of the fire drill or emergency. Follow the procedures outlined in #2 above.

4. The librarian will be responsible for clearing the library and taking any individual students who might be in the library without a teacher, out of the building. The secretary will be responsible for children in the clinic.

5. There will be at least two fire exit drills the first two weeks of school.

NOTE: IT IS VERY IMPORTANT THAT SILENCE IS MAINTAINED 

THROUGHOUT A FIRE DRILL.

Tornado Plan 
The state mandates that every school will conduct a minimum of one tornado drill each month during March, April, and May.  As with the fire emergency procedures, you should make your students fully aware of the information pertinent to the tornado emergency plan.  The procedures below should be closely adhered to in case of a tornado drill or an actual tornado emergency.

1. The warning for a tornado drill or emergency will be repeated high/low tone over the PA system. In case of a power outage, the warning will be the blasting of an air horn in the hallways.

2. When the tornado warning is given:

1. Move your students to your designated tornado shelter area.

2. Students should keep as calm as possible and be silent.
3. Once in the shelter area the students should sit in a crouched position on the floor, with backs to the hall (if possible).  Feet should be pulled up as close as is comfortable while resting the chin on the knees.  (In case of imminent danger, faces should go between the knees.)

4. In shelter areas the windows, blinds, and doors should be closed.

5. Remain in the shelter area, in the protected position until the all clear has been given.

3. For Special Areas - Gym, Cafeteria, and Library: If warning sounds when students are in these areas, the students should be escorted to either that room’s designated safe sport, or to their homeroom's designated tornado shelter area, whichever is deemed safer.  
4. Definitions:

a. Tornado Watch – Conditions are favorable for tornadoes or severe weather. No sirens will be sounded. Recess and physical education classes will be moved inside.
b. Tornado Warning – Tornado has been sighted. SIREN WILL SOUND FOR 3 MINUTES. Take shelter immediately.
Unwanted Intruder

1. DEFINITION:  A person who has no official business on the school premises.

2. GENERAL PROCEDURE:  Staff member stops a stranger and inquires as to their business in the building.  The staff member takes or directs the stranger to the Main Office.  The staff member contacts the office to verify their arrival.  

If, upon seeing the stranger, you are concerned for safety, do not approach the person but immediately call the office to notify of the stranger’s presence.

3. SIGNALS:
· If necessary, over the P.A., teachers will be told “Teachers secure your classrooms.” or “Lock and secure your classrooms”. They mean the same thing.  
· Each room is equipped with an extra key only to be used for this purpose, so that the room can be secured immediately. Close your blinds. Make sure students are away from the door.
· If the intruder is in the hall, staff calls office or escorts stranger to the Main Office.

· If the intruder is in a classroom, the teacher should use the intercom.

· If shots are fired, the P.A. will be used to announce specific safety directives for the students and staff

4. STEPS OF ACTION:

· Identify the intruder, if possible.

· Ask the unwanted intruder to leave the building and grounds.

· If the intruder is hostile or threatening, call the police immediately or 911.

· If the intruder becomes violent, the signal code would be used for the implementation of the “lock & secure” by the staff.

· Maintain surveillance of the intruder while he/she is in the building or on the grounds.

· Only evacuate building if directed by designated authority.

NOTE:  The term “lock & secure” is meant to imply that all staff and students remain in the confines of their appropriate room with the doors and windows closed and locked until such time as notified by the principal or his/her designee.

Bomb Threat

Follow the same procedures as a fire drill. Before exiting the building quickly look around the room for boxes or packages that look unusual.

Miscellaneous Information
Brantwood School Store Guidelines

· The school store is located in the front of the library. Various school supplies are available, with prices ranging from $0.05 - $1.25.
· Hours are from approximately 8:00– 8:10 each morning (students must be in classroom by 8:10).
· Students who go to breakfast may go to the store directly from the cafeteria.

· Students who don’t eat breakfast need to take backpacks to the classroom and check with the teacher before coming to the store.

· Only students with money to spend at the store may visit. Lunch money may not be used for the school store!

· Students may not shop more than twice a week.

· Please do not enter the store unless Mrs. Mason is in the room.

SCA
Directions for Administering Grades 2-12 Short Cycle Assessments
1. Students should receive a copy of the test and answer document bubble sheet.  Teachers can decide whether to have students write on the actual test or fill in the answer bubble sheet.  If students write on the test, the student or teacher needs to transfer the answers to the bubble sheet.  Students SHOULD NOT bubble anything in for the written responses.  They should write their answers in the answer boxes provided on the test or written response sheet.   

2. Upon completion of the test, students will turn in the completed test, the answer bubble sheet, and any written response sheets that go with the test.  Please be sure the answer document has been filled in properly.  

3. The teacher will score ONLY the written responses.  An answer key can be found in the grade level binder.  Be sure to fill in the bubble with the correct score on the answer sheet.

· For example, Little Johnny scored a 1 out of 2 possible points for number 5.  The teacher would darken in the 1 bubble BEFORE turning the bubble sheet in to be scored. 

4. When your grade level or subject area has completed the assessments, send over the answer documents only.   Curriculum should have these within a week of the assessment.  The actual test is not needed.  Teachers will want to keep these to compare the data to.  Within a week of turning the tests in, Curriculum will grade the bubble answer key documents and send the test results and data back to use to help guide your instruction.    

Daily Schedule

2010-2011
7:30 
Office Opens

7:45 
Breakfast Begins

7:55 
Teachers arrive

8:00
Teachers due in their classroom/Doors open for students/First bell

8:10 
Breakfast ends/Tardy bell/School day begins

8:20
Music/PE/Library schedules begin

8:25
Attendance/Lunch count due in office

10:50
Lunch Begins

12:40 
Lunch Ends

2:10 
Dismissal

3:10 
Teacher Dismissal

3:30
Office Closed

10:00 
Building Closes – all staff must be out.

PUBLIC RECORDS POLICY SUMMARY

· The Board supports the right of the people to know about the programs and services of their schools and makes efforts to disseminate appropriate information.

· Business of the Board is discussed and decisions are made at public meetings of the Board, except such matters to be discussed in private executive sessions.

· The official minutes of the Board, its written policies, its financial records and all other public records are open for inspection in the central office during regular business hours.

· All record requests are made available within a reasonable period of time. The District makes the requester aware of any information that is exempt from disclosure requirements by notifying the requester of any redacted information or by making redactions in a plainly visible manner. If a public records request is denied, the District provides an explanation with legal authority for the denial of the request.

· A fee may be charged for copies and/or delivery. The District may require the fee charged for copies and/or delivery to be paid in advance.

· The Board President, Superintendent, and Treasurer shall comprise the District’s Records Commission. The Commission will meet at least once annually to judge the advisability of destroying District records.

· The Superintendent designates a “Records Officer” for the District who is responsible for all aspects of records retention/disposal.

Fee amounts are as follows:


Kindergarten	$30				1st Grade	$30	3rd Grade $30


2nd Grade	$30	4th Grade $30
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