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TL-M School Board Approved August 17th, 2026
INTRODUCTION

Welcome to the staff of the Turtle Lake-Mercer Public School.  It is to be used in conjunction with the Turtle Lake-Mercer Public School Student and Parent Handbook in conjunction to the Turtle Lake-Mercer Public Schools Policies, which can be found at https://ndsba.org/policies/turtlelake/index.asp.

This guide is published for all staff members to verify all policies and procedures used in the Turtle Lake-Mercer Public School system.  The statements contained in this guide refer to all staff members (teachers, aides, cooks, drivers, janitors) unless specifically reserved for the faculty (teachers).

This guide does not delineate all policy and ideas on school operations advocated by the school or the administrators but serves only as a guide. Additional policies are contained in the student/parent handbook, and in the Turtle Lake-Mercer School Board Policies Manual. If you are a staff member and have any particular questions that are not covered in this policy book, talk to your administrator.

As teachers, our primary obligation is to guide children in the pursuit of knowledge and skills and prepare them for their future. All instructional personnel are expected to keep themselves informed of essential instructional improvement through professional study, group discussion, and school visitation.  As professionals, we are all expected to follow and maintain certain standards of conduct.  Please be aware of and abide by the following:

1. The school is an institute of learning, dedicated to the educational and social growth of the student.

2. Confidential school information is not to be discussed outside of the school building.

3. School business is to be conducted through the proper channels.

4. Disagreements between staff members should be voiced in private surroundings, not in full view of the student body or public.

5. Maintain a working relationship with other staff members.  If you have personality or policy disagreements with your co-workers, restrict discussion of these disagreements to “non-business” hours.  During school hours we work as a harmonious team.

6. Get to know your community.  Make an effort to become acquainted with the people.  Your efforts as a teacher will be more effective if you build rapport with the community.

7. Avoid making uncomplimentary remarks about the school and its policies to the general public, students, or to fellow staff.  Any suggestions for improving the operation of the school must be made first to the principal or the superintendent.  This is the only way to effectively facilitate change.

8. Follow chain of command: first talk to your principal and, if then needed, your superintendent if you have a problem or need to discuss school related business.

9. Teacher’s evaluation: A minimum of two written evaluations are prepared for every teacher in the district for each of the first three school years the teachers are employed by the school district.  These written performance reviews must be completed and made available to the teacher no later than December fifteenth for the first review and April fifteenth for the second review each year.  After three years of employment by the school district, each teacher must be evaluated at least once every school year, and the written performance review must be completed and made available to the teacher no later than April fifteenth.

10. NO TOBACCO will be allowed on any school grounds (excluding the school owned houses).

11. Be discretionary in the use of the staff room.

12. School hours are from 8:00-3:30. The basic teacher’s day, exclusive of lunch, shall be one-half hour before school until one-half hour after school is dismissed including days that busses are sent early.

13. All staff members will be involved in hallway supervision beginning at 7:50. Staff must be in the hallway area or classroom of their first period class.

14. All staff members shall abide by these expectations:

a) Accountability: work hard and do your job. Consistently follow rules and expectations.  Expect the best from all.

b) Everybody Counts: I can count on you; you can count on me.  Team work equals positive support.

c) Respect for others, self, and property.

PHILOSOPHY FOR THE TURTLE LAKE-MERCER SCHOOL SYSTEM


MISSION STATEMENTtc \l1 “TURTLE LAKE-MERCER SCHOOL
MISSION STATEMENT
The mission of the Turtle Lake-Mercer Public School is to provide students a learning opportunity in a safe environment, to become productive citizens. 

The Turtle Lake-Mercer School will strive to achieve these objectives:

•
Provide well-equipped facilities and curricula to prepare students for entering college, the work world, and everyday living.

•
Provide a clean, safe, and pleasant environment in which students may receive a quality education from kindergarten through grade 12.

•
Encourage hiring and retention of faculty committed to continued personal growth and learning.

•
Teach students to read comprehensively, to think critically, and to express themselves effectively.

•
Encourage students to evaluate their potential and be challenged to work to the highest level of their ability.

•
Develop a respect for our country and its history and promote patriotism and good citizenship.

•
Provide opportunities for development of leadership and citizenship responsibilities develop self-reliance, critical thinking, and decision-making.

•
Make specific efforts to utilize community resources inside and outside the classroom, and to provide structured exposure to actual work situations.

•
Maintain an open line of communication among home, school, and community through formal and informal parent-teacher conferences, schedules of events, and newspaper coverage of activities.
ACCIDENTS: tc \l1 “ACCIDENTS:
· Staff shall report immediately all accidents to the office. 
· Coaches shall be extremely careful in allowing an athlete who has had an injury or illness to play or practice so that no risks are taken to aggravate the condition.  The policy of the school is that it is better to lose a game by keeping a player out of the contest if there is any question of the nature and extent of the injury or illness.
· In the case of an accident on the school premises during school hours, we will render first aid as needed and the parent will be notified via written notice and/ or phone call. If the accident is of a serious nature, parents will be contacted immediately. Parents are reminded that they maintain full medical responsibility for their children attending public school.

ADMISSION TO EXTRA-CURRICULAR EVENTS:tc \l1 “ADMISSION TO EXTRA-CURRICULAR EVENTS:
Only students and adults that work at extra-curricular events shall be admitted free, plus all employees who possess an earned activity pass for the current year.

ADVERTIsING POLICY

It is the policy of the Turtle Lake-Mercer School District to keep all patrons aware of school needs.  Therefore, it is the superintendent’s responsibility to advertise any item for work, including remodeling, repair or construction in the local paper for any time that advertisement for same is sought.  

Any vacant positions or extra duties will be advertised to staff via email or posted in the staff work room or office window.

ALCOHOL AND DRUG ABUSE EMPLOYEE POLICY


The school has a responsibility to maintain an atmosphere that will promote a quality learning environment.  The misuse of alcohol and other drugs by one employee may endanger the safety and wellbeing of all other employees and all students.  It is necessary that our employees be made aware of the danger inherent in making unwise choices about chemical use.  Further it is the responsibility of the school to intervene when the school’s learning environment or the employee’s ability to perform assigned duties is threatened.


Therefore, the School Board of Turtle Lake-Mercer School supports the strict enforcement of the following alcohol and drug policy:

1) The use, possession, distribution, dispensing or manufacture of alcohol or any illegal drug is prohibited in any building belonging to or used by the Turtle Lake-Mercer Public School District or on the grounds of any such building or on any property or in any vehicle belonging to the District or at any school related activity.  School owned housing is excluded in this policy.  An employee in violation of this policy will be required to obtain an evaluation as stated below in number 3. 

2) The Superintendent of schools will involve the Leadership Team and include curriculum on drug education that will provide awareness and understanding of the dangers inherent in the use of alcohol, tobacco, and drugs.
3) The District will provide employee assistance as a service to employees of the school in overcoming problems that may jeopardize continued employment and health.  This service will provide information for counseling and treatment referral so that employees may seek and get counseling on alcohol and drug matters at any time without fear of reprisal and with assurance of the confidentiality of the counseling.  Providing information for referral or treatment when needed should be a constructive and not a punitive action.  The school district reserves the right to require the employee to obtain a chemical dependency evaluation at an approved certified treatment center.  The cost of this evaluation is the responsibility of the employee.  We recognize that chemical addiction is a treatable disease.  Employees shall be allowed to use sick leave, to the extent he/she has accumulated, for chemical addiction treatment if undertaken at a facility approved by the Division of Alcohol and Drug Abuse of the North Dakota Department of Health.
4) The District will attempt to provide a supportive school environment for students and staff who have been harmfully involved with drugs and alcohol, including those whose families are disrupted by chemical abuse.  This policy shall be distributed to each employee and to each new employee at the time of employment.  Agreement to this policy shall become a condition of employment.  The Superintendent shall maintain documentation of employee receipt of this information.
5) SEE ALSO UPDATED POLICY IN DRUG AND ALCOHOL SECTION LATER IN THIS DOCUMENT.
ATHLETIC POLICIEStc \l1 “ATHLETIC POLICIES:
These policies are defined in the Student Policy guide.

ATTIRE-APPEARANCE:tc \l1 “ATTIRE-APPEARANCE:
The staff should choose clothing that is appropriate for school wear.  
CHAIN OF COMMANDtc \l1 “CHAIN OF COMMAND:
An initial attempt must be made to resolve the situation as close to the problem as possible.  In the case of a complaint about a teacher, if the student/parent can't discuss the problem and reach an accommodation with the teacher, then the Principal would be the appropriate first appeal, followed by the Superintendent as the second appeal.

Please follow these guidelines when dealing with the School Board.  Do not ask individual board members to commit themselves outside of board meetings.  The authority of a school board member exists only while a board meeting is in session: in this way a board member helps to determine policy which is later administered by a paid employee of the school district (usually the superintendent, building principals, or business manager).  Contact with individual board members between meetings should be limited to suggestions or comments, which can be later, referred to the entire board.  Members’ comments (while the board is not in session) are not to be construed as board policy.  Remember that a board member's legal authority lasts only as long as the board meeting lasts.  Between meetings this legal authority is passed to the school superintendent, building principal, or business manager.

Contact the SUPERINTENDENT for help in answering questions relating to bus routes, financial policies, budgeting, school calendar, school lunch, school board business, severe disciplinary cases, and general school administration.

Contact the PRINCIPAL for help in answering questions concerning grades PK-12 in reference to discipline, graduation requirements, honor roll, eligibility, class schedule, curriculum, and individual staff members.
CHAPERONINGtc \l1 “CHAPERONING
All vehicles carrying students on school-sponsored activities shall have an approved driver or chaperone.  All drivers shall have sufficient liability insurance, drivers must complete the defensive driver workshop or equivalent, and the vehicle shall be able to pass a highway safety inspection.

All faculty members will sit with and chaperone their class at all assemblies and lyceums.
CHILD ABUSE AND NEGLECT (REPORTING)

Any school teacher, administrator, or school counselor having knowledge of or reasonable cause to suspect that a child coming before him in his official or professional capacity is abused or neglected shall report the circumstances to the children and family services division of the Department of Human Services Board of North Dakota.

1.  Any teacher, principal, school counselor, or social worker that has knowledge or reasonable cause to suspect child abuse or neglect will report this to the Area Human Services Center immediately.  In addition, any staff member having reasonable cause to suspect that a child is abused must report such fact to the Area Human Service Center, Teachers and counselors are requested to advise the building principal and the Special Services Department of their action.

2.  The report of child abuse or neglect can be made orally; however, a written report must follow within 48 hours.

3.  Written reports should be made on the appropriate form (Form 960) that is available from https://www.nd.gov/eforms/Doc/sfn00960.pdf.

4.  Written reports will be sent to the Area Social Service Center, and a copy will be filed in the principal’s office.

5.  The school counselor’s “privileged communication” with a counselee shall not prevent that counselor from reporting child abuse or neglect.

6.  Any person who willfully fails to report a case of known or suspected child abuse, or permits or encourages the unauthorized disclosure or reports made or confidential information obtained under the provisions of the law, is guilty of a class B misdemeanor.

CHURCH/FAMILY NIGHT


Wednesday night is Church/Family Night.  All athletic practices and school related functions must be completed by 5:30 p.m.
CLASSEStc \l1 “CLASSES:
Under no circumstances are students to be sent to the main office to make up tests.  Unless it is impossible to do so, all makeup tests should be handled, before school, or after school.  Unless you plan on going over the test the entire period, plan to give makeup tests before/after school.

If there are students missing from classes due to extracurricular activities or other reasons classes are to continue as normal.  Classes are not to be combined due to absences unless the Principal grants approval.

Teachers will be expected to be in the classroom at all times during classes. 
No students should be given passes to see other teachers unless it is during his/her preparation time.

CLASSROOM (special) ACTIVITIEStc \l1 “SPECIAL CLASSROOM ACTIVITIES:
Any guest speaker for a class or group activity must have prior administrative approval.  The regular classroom teacher or the class advisor will remain in the room while this person is present.

CLASSROOM TIMEtc \l1 “CLASSROOM TIME:

One of the traits of a concerned and dedicated teacher is preparation.  All teachers have been given time during the day to prepare lessons concerning their subject area.

During the period in which class is held, it is expected that each teacher will have time set aside for presentation of materials.  Time for student questions and individual help is to be provided.  Upon the completion of material presentation, the teacher is expected to remain in control of the classroom situation and have the students working on material relevant to that teacher’s class. The teacher should be in a position of action at all times.  This means involved in helping a particular student with class work or being immediately available for such help.  It should be recognized that teachers are hired for and expected to use the expertise that they possess.  During class time, teachers should be concerned with their students, not reading magazines, correcting papers or preparing materials for other classes.  At no time should students be allowed “free” time.
CLEANING AND SANITATION RECOMMENDATIONS FOR CUSTODIANS DEALING WITH HUMAN SECRETIONS AND EXCRETIONS (this may change due to covid)

Secretions and excretions include:  blood, breast milk, feces, saliva, semen, sweat, tears, urine, and vomit.  Several steps to prevent transmission of infectious agents when dealing with the secretions and excretions includes:

1)  Wear rubber gloves.

2)  Clean (wipe, mop, scoop, absorb, etc.) up the secretion/excretion with disposable paper towels or rags.
3)  Disinfect (sanitize) the surfaces soiled using germicides labeled as mycobactericidal at the indicated dilution’s; if the surface is cleanable by household bleach, sue a 1 to 10 (10%) to 1 to 100 (1%) solution; for surfaces which would be ruined by bleach (i.e., carpet), use an agent labeled as mycobactericidal that will not ruin the surface; in addition, a hot shampoo treatment and drying are recommended after the mycobactericidal treatment.
4)  Using doubled plastic bags, contain, transport, and dispose of the cleaning materials and secretions/excretions involved per standard guidelines for garbage disposal.
5)  At the conclusion of the cleaning and disinfecting process, even though gloves were worn, wash hands thoroughly using soap, water, and a vigorous rubbing for at least 15 to 30 seconds; dry hands with paper towels and use the paper towel to shut off the water supply. 


 

Following these guidelines will effectively reduce the transmission of infectious agents and inhibit the subsequent development of disease when dealing with secretions/excretions in the home, school or work environment.

CLEANING AND SANITATION RECOMMENDATIONS FOR TEACHERS AND OTHER PRIMARILY NON-CUSTODIAL SCHOOL STAFF


To assist in preventing significant infectious diseases, the following guidelines have been developed:

1) If you are involved in cleaning up secretions or excretions (blood, breast milk, feces, saliva, semen, sweat, tears, urine, and vomit), follow suggestions outlined in “Custodial Recommendations.”  If you assist a person suffering from a bloody nose or wound of some type, wear disposable gloves, clean off the blood with a paper towel, gauze or rags, which will be destroyed, cleanse the exposed skin with an appropriate antiseptic (e.g., alcohol, iodine, etc.) apply a leak-proof dressing if appropriate, and wash hands as outlined in steps two and three.

2) The most significant factor in preventing spread of pathogens (bacterial, viral, etc.) in routine school settings is trough hand washing after urinating or defecating, before eating, and after cleaning one’s nose.

3) The recommended hand washing procedures are as follows:

a) Turn on the water supply, wet hands and apply soap (liquid or bar).

b) Rub hands briskly together, paying particular attention to fingernails and tips for at least fifteen (15) to thirty (30) seconds; then rise,

c)  Dry hands with paper towel and use the paper towel to turn off the water supply.
CO-CURRICULAR ACTIVITIES/FUNDStc \l1 “CO-CURRICULAR ACTIVITIES/FUNDS:
School facilities and equipment are not to be used or made available on Sunday unless in extreme unique situations and with the approval of the Superintendent or Principal.

Teachers will assist with extracurricular duties.  These will be decided shortly after the beginning of school and will include ticket selling, chaperoning and organizational advising.

When a scheduling conflict exists between extra-curricular teams or organizations, the advisors or coaches and administration will work together to resolve it.

Any money collected by the students or faculty or by any organization operating under the auspices of the Turtle Lake-Mercer School must be receipted in the office for proper accounting to the appropriate organization within the activity fund on a daily basis.  The main office will make all disbursements in the same manner.  Make certain that a receipt for said monies is received at the time the money is submitted. Allow no organization to institute projects to raise and collect money unless the appropriate principal has given prior approval.  Do not allow students to have in their possession excessive amounts on money.  Money should be given to the advisor for safe keeping overnight.
CLASS ADVISOR

Class advisors will be based off of the academic advisor/advisee assignments that is agreed on by individual teacher and school administration.  Staff will follow their advisees through their junior year.  Senior year will be guidance (scholarships and applications) and administration (graduation and senior trip).
CONTRACTStc \l1 “CONTRACTS
The school district shall follow current NDCC in dealing with non-renewal of teachers.
COPYRIGHTED MATERIAL

Copyright is the cornerstone upon which publishing industry is founded. The Board recognizes the need for vigilant protection of copyrighted material.  However, the Board also recognizes the judicial doctrine of fair use, as outline in Public Law 94-553 (the Copyright Act of 1976), which limits the exclusive right of copyright owners where the use of copyrighted materials is reasonable and not harmful to the rights of the copyright owner, Section 107 of P..L. 94-553 provides that “the fair use of copyrighted work, including such use by means specified by that section (106), for purposes such as criticism, comment, news reporting, teaching (including multiple copies for classroom use), scholarship, or research, is not an infringement of copyright.”

CURRICULUM DEVELOPMENT AND ADOPTION

It is recognized that the development and implementation of Curriculum is a continuous process that must be related to the changing needs of the community and students.  The administration shall set up such curriculum committees as necessary for the study of curriculum improvements, including the selections of new instructional materials and the development of new courses of study.  

The Superintendent, who will make recommendations regarding their adoption to the Board, will review all program and course offerings.

Changes and improvements in curriculum matters may be suggested and implemented administratively, when deemed by the Superintendent to be necessary and educationally sound, but shall be reported to the Board prior to implementations.  However, when new courses are added to the total offering, the Board prior to adoption must approve such courses.  Courses may be dropped during one year because of few enrollees in the course, but re-offered and reinstated the following year at the administrative level.  No course shall be permanently dropped without Board authorization.  

The Superintendent will provide for the formal review of each curriculum area every five years and determine a schedule for that purpose.
CUSTODIAL NEEDStc \l1 “CUSTODIAL NEEDS:
In the event that your room is in need of some sort of maintenance work, complete a maintenance request for which can be found on the school website.  As time permits, the custodian or a custodial assistant will take care of your needs.
Disbursement of Monies


It shall be the policy of the Turtle Lake-Mercer Public School Board to allow the Business Manager to pay out school district monies prior to Board approval, provided the expenditure has been previously authorized in policy or by Board action and that the expenditure is within the limits of the approved budget.  The Superintendent shall review and approve all invoices and/or billings resulting from this policy prior to payment. 


Credit card in the name of the Turtle Lake-Mercer Public School may be applied for and used by the Business Manager and advisors for purposes of purchasing necessities for the district as may be approved by the board.


The Business Manager may use on-line banking and electronic payments to manage school district monies.


The Business Manager may establish a petty cash fund not to exceed $1000.00 to be kept in the school office for the payment of incidental expenses.  Access shall be limited to the Business Manager and the Superintendent.


The School Board allows the Business Manager and/or Superintendent the use of a facsimile signature on all budgeted and board approved expenditures.


Legal Ref:  NDCC 15.1-07-12     Negotiable instruments - Disbursement of monies by Business Manager

NDCC 15.1-07-21   School District Business Manager Duties


DISTRIBUTION OF INFORMATION BY EMPLOYEEStc \l1 “DISTRIBUTION OF INFORMATION BY EMPLOYEES:
Any information distributed by the employees of the Turtle Lake-Mercer Public School District #72 relative to Board Policy must have prior approval of the school board or the superintendent of schools (This includes Press releases).  

DISTRIBUTION of special materials to classroomstc \l1 “DISTRIBUTIONS:
All correspondence to be sent home with students needs administrative approval and should be left in the office.  Office personnel will distribute the information to classroom teachers.  Disruptions to the learning environment should be kept at a minimum.  Prior arrangements must be made if an individual or group needs to speak with a class or group of students.
DRUG AND ALCOHOL TESTING FOR EMPLOYEES
DEFINITIONS

For the purpose of this policy:

· Alcohol means any alcoholic beverage as defined in 23 U.S.C. 158 and NDCC 5-01-01. 

· Drugs or controlled substances refers to substances covered by the Omnibus Transportation Act, including but, not limited to, marijuana, cocaine, opiates, amphetamines and phencyclidine (PCP) (See 21 CFR part 1308).

· Covered employee/position means an employee/position subject to the Omnibus Transportation Employee Testing Act.

Safety-sensitive position means a job in which a momentary lapse in the discharge of duties poses a safety threat with potentially severe consequences. In addition to covered positions, the board recognizes the following as safety-sensitive positions: school vehicle drivers as described in NDCC 15.1-07-20 

Statement of Philosophy

The Turtle Lake – Mercer School District is committed to the establishment of a drug and alcohol testing program that meets all applicable requirements of the Omnibus Transportation Employee Testing Act and other applicable federal and state law.  All covered and safety-sensitive employees are prohibited from using controlled substances and alcohol as stipulated in this policy.

Prohibitions and Hours of Compliance

Covered and safety sensitive employees are prohibited from using a controlled substance at all times unless use is at the instruction of a physician, and the physician has advised that use will not affect the employee’s ability to perform safety-sensitive duties.

Covered and safety sensitive employees are prohibited from using alcohol while on duty, four hours prior to performing duties, and up to eight hours following an accident or until the employee performs a post-accident test (whichever occurs first).

No supervisor having actual knowledge that an employee covered by this policy has used a controlled substance or alcohol within prohibited hours shall permit the employee to perform or continue to perform safety-sensitive duties.

Notice of Medication Use

Employees covered by this policy shall notify the District any time they are using medication prescribed by a physician that could adversely affect their performance of safety-sensitive duties.  Employees shall not drive or perform other safety-sensitive duties at any time they have been advised by a physician that medication may or will adversely affect their ability to safely perform these duties.

Participation in Drug and Alcohol Testing Program Required

Employees serving in positions covered by this policy are required to participate in all applicable drug and alcohol testing as a condition of employment.

Circumstances for Testing

All covered and safety sensitive employees shall be subject to pre-employment, reasonable suspicion, random, post-accident, return-to-duty and follow-up alcohol and drug testing pursuant to procedures set out in the federal regulations or as allowed by applicable law.  Pre-employment controlled substance and alcohol testing shall be administered to an applicant offered a covered or safety-sensitive position in the District prior to the first time the employee performs any safety-sensitive duties for the District unless the applicant meets exemption criteria contained in federal regulations.  Employment with the District is conditional upon the applicant receiving negative test results.

An individual applying for, transferring to, or being promoted to any covered or safety-sensitive position shall initially be subject to controlled substance and alcohol testing.  Verified positive test results shall prevent an applicant/employee from moving into a covered or safety-sensitive position.  School vehicle drivers shall also be subject to post-accident and, reasonable suspicion and random testing.  
Testing Procedures

Testing shall be performed in accordance with federal drug and alcohol testing regulations and testing procedures are outlined in administrative regulations.

Refusal to Submit

An employee covered by this policy may not refuse to take a required test.  Refusal includes tampering with, adulterating, or substituting a specimen for testing; inability to provide sufficient quantities of the substance being tested without a valid medical exemption; interfering with the collection procedure; not immediately reporting to the collection site; leaving the collection site before the collection process is complete; and/or leaving the scene of an accident without a valid reason before a drug and/or alcohol test has been conducted.  Employees who refuse required testing shall, at a minimum, be prohibited from performing covered and safety-sensitive duties. 

VIOLATIONS
If the testing confirms prohibited alcohol concentration levels or the presence of a controlled substance, the employee shall be removed immediately from covered and safety-related duties and may be subject to the disciplinary consequences contained in the Drug and Alcohol-Free Workplace policy. Before an employee is reinstated, if at all, the employee shall comply with all applicable return-to-duty requirements, including evaluation, rehabilitation, and drug/alcohol testing requirements.  The District will follow treatment referral procedures contained in federal regulations for covered employees.

Employees with verified alcohol concentrations below prohibited amounts shall be removed from covered and safety-sensitive positions and may be subject to the disciplinary consequences contained in the Drug and Alcohol-Free Workplace policy.

The District is not required to provide rehabilitation, pay for substance abuse treatment, or to reinstate the employee.  The Board retains the authority consistent with law to discipline or discharge any employee who is an alcoholic or chemically dependent and whose current use of alcohol or drugs affect the qualifications for and performance of their job.

Confidentiality of Records

The District shall maintain records in compliance with law.  Drug and alcohol testing records are confidential and shall be maintained in a secured location.  An employee shall be entitled, upon written request, to obtain copies of any records pertaining to the employee's use of alcohol or controlled substances including information pertaining to alcohol or drug tests.  Records shall be made available to a subsequent employer upon receipt of a written request from an employee only as expressly authorized by the terms of the employee's request.

Necessary records and reports shall be maintained and made available to federal and state transportation agencies upon request in accordance with federal regulations.

Records from Former Employers

With the employee's consent and in accordance with 49 CFR 40.25, the District may obtain any information concerning drug and alcohol testing from the employee's previous employer.

Training

The District shall take steps to ensure that supervisors receive proper training to administer the drug and alcohol testing program.

IDENTITY OF CONTACT PERSON

The Board designates Superintendent to serve as the contact person for questions concerning the drug and alcohol testing program and this policy.  This designee may be reached at 701-448-2365.

Policy Dissemination

The Superintendent shall disseminate this policy and other educational material in accordance with federal law.  Each employee subject to this policy shall certify in writing that they have received this material upon receipt.  The Board designates the Superintendent as the individual responsible for answering questions related to this material.

Effects of Alcohol and Controlled Substances

The staff room contains information on the effects of alcohol and controlled substance misuse on an individual’s health, work, and personal life; signs and symptoms of an alcohol problem; and available methods of intervening when a misuse problem is detected.

Conflict between Regulations and Federal Law and Regulations

In the event of a conflict between the provisions of federal law or regulations concerning alcohol and drug testing and this policy or regulations, the federal law or regulations shall control. 
EVACUATION DRILLStc \l1 “EVACUATION DRILLS
Fire and tornado drills are held at different times of the school day throughout the school year. At the beginning of each school year teachers will inform students regarding the manner and place of exit in case of a fire or tornado drill.  For fire drills students will exit through assigned doors when the siren is sounded and follow the fire drill procedures as instructed by their teacher.  For tornado drills students will go to their designated location within the school and sit in the appropriate safety position. In both cases, it is extremely important that students pass in an orderly manner. The teacher should be the last person to leave the classroom and should close the classroom door as he/she leaves.
FACULTY ABSENCES tc \l1 “FACULTY ABSENCES:
Teachers who are unable to be in school because of personal illness should contact their principal and secure a sub.  Planned absences need prior approval and the teacher will secure their own substitute.  Principals anticipating absence should inform the superintendent.  Please inform your principal as soon as you know you will not be in attendance.

In the cases in which sick leave is requested for illness or convalescent periods of either a short or long-term duration, the board (through the appropriate administrator) may require an attending physician’s report by which the credibility of said illness or convalescent period may be examined.  The board may require a second physician’s report (at board expense) if there is reason to doubt the initial attending physician’s report.

Teachers in the Turtle Lake-Mercer School system when asking to use accumulated sick leave for maternity reasons, shall furnish the Administrator for the Board the following:  The attending physician’s report stating the number of days necessary for the patient to be absent from work (1) Prior to delivery and (2) after delivery.  The information requested in (1) shall be furnished approximately 6 weeks before the intended delivery date.  The information requested in (2) shall be furnished no later than one week after delivery to the Board. The administrator reserves the right to require another physician’s opinion if the Board feels that the number of days stated in (1) and (2) is extravagant or unrealistic.  

Lesson plans must be ready for the substitute teacher.

If your plans vary - inform your principal of the changes.
FACULTY MEETINGStc \l1 “FACULTY MEETINGS
All teachers will attend all meetings of the faculty.

FRINGE BENEFITS (PART-TIME EMPLOYEES)

Sick leave will be pro-rated for part-time employees on the basis of fifteen days per year multiplied by the percentage of a full-time contract that their employment represents.  Other fringe benefits shall only be granted to those teachers who are employed half time or more.  Those employed 50% or more but less than 75% will receive 50% of the insurance benefits if allowed by the insurance carrier.  Those employed 75% or more but less than full time will receive 75% of such benefits.  Benefits not allowed will not be compensated.
GIFTS 

Any gifts or other incentives given by vendors to any Turtle Lake-Mercer school employee shall be the property of the School and not that of any individual employee.

GRADING POLICY AND REPORTS

Teachers are to keep a record of accumulated grades of each student.  The teacher will explain to the students the grading standard the first week of school.  

Grade reports are completed at the end of each semester and issued approximately one week after the semester ends. Elementary report cards will be mailed out to parents. Login and passwords will be distributed during Fall Registration. Grade reports will not be issued to students who have unpaid school bills or make-up time resulting from absences, detentions, or tardies. Ineligibility reports will be mailed weekly to parents whose child is currently failing at least one course for the semester.

Parents and students may access PowerSchool online for continuous updates to all current grades and to print student reports. If no Internet access is available to the parent or student, a request for a printed report may be submitted to the office once per week per child. The report may be sent home with the student or picked up by the parent.

Ineligibility reports will be mailed weekly to parents whose child is currently failing at least one course for the semester.

GRADING SCALE

GRADES K-2
GRADES 3-12
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  0-69     F

tc \l1 “GYMNASIUM USE:

At no time are unauthorized personnel to remove anything from the gym area.  The gym or any other classroom is not to be used for personal activities, UNLESS THE GYM HAS BEEN RENTED OR APPROVAL GIVEN. (See use of facilities or equipment section).   Gym lights are to be turned off when not in use.  All equipment must be returned to its proper storage area.
HALLWAY SUPERVISIONtc \l1 “HALLWAY SUPERVISION:
All faculty members will be expected to handle some degree of hallway supervision.  Teachers are to be on supervisory capacity between all classes and immediately before and after school.  Assignments will be made at the beginning of the school year.

HAZARDOUS SUBSTANCES (EMPLOYEE RIGHT-TO-KNOW)

The Turtle Lake-Mercer School District hereby establishes an employee information program that is designed to provide hazard evaluation (including a hazardous chemical inventory and identification of chemicals used), appropriate work protective measures (including labeling controls), and emergency procedures (including spill or emergency response teams and kits where necessary).

The Superintendent shall develop storage and use procedures that ensure that only those individuals trained in the proper handling of specific hazardous substances have access to them.

The District acknowledges the right of every employee to information regarding any potential health or safety hazard to which they may be exposed within their District employment.  Further, when there is an employee question regarding health and safety of a product or procedure, the employee will not be required to work with that product or procedure until appropriate public health and safety information has been provided.  The primary source of information shall be the Material Safety Data Sheets provided by the supplier of the chemical substance if such is available.

The training of supervisors and their subordinates will be the responsibility of the Superintendent, who shall require documentation of such training procedures including the signatures of individuals receiving the training.

Health Insurance 
The Turtle Lake - Mercer Public School will contribute towards a health insurance policy as per negotiated agreement. 

Health Insurance – ancillary staff. No ancillary staff will have their HSA frontloaded. Any ancillary staff starting on or after the 88th day of the first day of school will not be offered health insurance until the following school year if applicable.
JURY DUTY
TL-M employees serving on jury duty shall return any pay received for jury duty to the TL-M School.  Money received for meals and mileage will not be considered part of this amount.

KEYStc \l1 “KEYS:
Keys are not to be loaned out without administrative approval.  Keys will be issued by the business manager.  Keys lost will be replaced at the cost of the key and may also include re-keying charge for locks.  All keys may be collected at the end of the year, unless a contract has been returned for the following school year.

LANE CHANGES FOR CERTIFIED STAFF
Teacher should notify administration in the spring (prior to May) if they anticipate a lane change for the next school term.  Credit hours must be submitted to the Superintendent by September 1st and the lane change will occur with the first payroll in September.  


LIQUIDATED DAMAGES CLAUSE
Once a contract is signed, it is assumed that teachers will not request a release during the term of the contract.  It is mutually acknowledged that termination of a contract by the teacher, prior to the completion of the contract terms, results in damages to the School District, which are impractical or extremely difficult to actually ascertain.  In an effort to fix compensation which bears a reasonable relationship to probable damages and which is not disproportionate to reasonable anticipated damages, the following sum of 20% of their signed contract shall be paid by a teacher requesting a release from contract that is approved by the School Board.  Nothing contained herein shall be construed to mean that the Board must release the teacher upon payment of the above amount.  The School Board may, in its sole discretion and by reason of extenuating circumstances waive part or all of such liquidated damages.
souris valley SPECIAL EDUCATION UNIT 

TASK ANALYSIS OF REFERRAL PROCESS

1.  Problem occurs

2.  Try two modifications within school
3.  Discuss with administrator and parent
· Fill out General Information Form

· Teacher 

· Administrator 

· Parent

4.  Send to Souris Valley

5.  Souris Valley will then contact you about setting up the meeting and who should be involved (i.e. teacher, parent, child, principal, Souris Valley rep.)

· Administrator sets up “Child Study Meeting”

· At first formal meeting (Child Study Meeting)

· Teacher(s) discuss what’s happening 

· What are the concerns/questions

· Child Study form is filed out

· Parent signs/reads Request to Evaluate form

· Testing

· Testers will get back to administrator when finished

· Administrator sets up staffing

· Staffing (2nd formal meeting)

· Moderator states purpose of meeting

· Introduce team members

· Information/results/recommendations presented

· Discussion by all team members

· Recommendations/Placement decision finalized

· Case Manager assigned

· IEP written up (if appropriate)

6.  Summary of meeting field (by recorder)
7.  Follow-up

MAIL BOXEStc \l1 “MAIL BOXES:
Mailboxes are supplied for school mail.  Personal mail should be handled through the local post office, not through the school.  Please check your mail box once each day.  It is not and will not be used as a storage area.
MILEAGE & STATE PER DIEM RATES
Turtle Lake - Mercer Public School will follow the mileage and per diem rates set forth by the state.  It is preference that you take the school vehicle, if the vehicle is not available, then you may take your own vehicle.

multi-tiered system of supports (MTSS)  

PHILOSOPHY: The Multi-Tiered System of Supports is a building level, school-based, problem solving team intended to generate ideas and to analyze as a professional group the observations shared by the classroom teacher regarding a student around whose needs the discussion is centered. 

A MTSS team supports the referring teacher and capitalizes on the strengths and natural resources that exist within a professional group of teachers.

The team and the referring teacher jointly engage in a structured process of conceptualizing the problem, brainstorming solutions, planning interventions, and follow-up meetings. 

The MTSS process is a continuous improvement cycle for student learning and behavior.  All teachers and students are a part of the process.  We begin each school year with Benchmark assessments and screening data.  These assessments are used to make decisions about the proper instruction and support of each student’s learning.  After instruction begins, student learning and behavior is monitored for progress to assure that they continue to get the instructional supports that they need.

There are three tiers in our FMTSS model.  In Tier I, all students receive high quality curriculum and instruction in the general education classroom. The teacher assists all students. • In Tier II, the school provides supplemental instructional support, usually in small groups, to students who need additional support to what they are receiving from the general curriculum. • In Tier III, intense instructional support is provided to students with the greatest needs, with frequent progress monitoring. 

Our Assessment and Planning schedule is as follows:     

August –September:  Benchmark Assessments and Universal Screening Data Meeting​
September – December:  Instruction Intervention and Progress Monitoring – data based decision meetings scheduled as needed.​
January: Benchmark Assessments and Universal Screening Data Meeting​
January-April:  Instruction Intervention and Progress Monitoring – data based decision meetings scheduled as needed.​
April-May:  Benchmark Assessment and Universal Screening - Universal Screening Data Meeting​

OBJECTIVES: For classroom teachers, the MTSS team provides immediate response to classroom needs, provides support for personalizing instruction, increases instructional and other skills in teaching students who have unique needs, and generalizes interventions to other children in the class.  The building team process encourages teachers to utilize ownership of the decision-making that leads to the success of their students.    

For students and parents, the MTSS team provides immediate intervention for students, input from a variety of classroom teachers, and class settings that facilitates understanding the student in his/her life space.

Team activities may lead the team to suspect that the referred student requires special education series.  In that event, further exploration is based on the student’s response to the building team’s recommendations.  In other words, where necessary, the additional exploration provides a natural follow-through for the work done by the building team.

Follow-up meetings are held with the referring teacher one week later and then in two weeks to determine whether or not recommendations are working and to give the teacher any assistance needed.

In order to assess the team’s changes over a period of time it is necessary to plan periodic evaluation of the team’s effort as perceived by the teachers who have used the team’s services as well as observations of the other members of the team.

GOALS: The goal of the MTSS is to meet the needs of the children of Turtle Lake-Mercer through intervention upon the referral of the classroom teacher with advice, suggestions, support, and to generate workable ideas when dealing with learning, behavior, truancy, or any other situation that could prevent his/her learning effectiveness.

GUIDELINES: Any part of the philosophy, objectives, goals, and guidelines may be adjusted to meet the current needs of the Turtle Lake-Mercer staff, classroom situations, students, and parents.

Members will consist of three willing and supportive classroom teachers with the teacher requesting assistance serving as a fourth and equal member.  Each member shall serve for 3 years, with one year as the MTSS chairperson.  One member of the team is replaced every year.

Their responsibilities of the chairperson will consist of setting the meeting time and place; helping to gather information, records, and observations; to organize and facilitate meetings; and to monitor/follow-up of team recommendations.

The responsibilities of the recorder will consist of recording the minutes and helping the chairperson prepare and gather the information needed prior to the meeting.

The members’ responsibilities will consist of sharing responsibility of gathering and preparing information prior to the meeting and be willing to serve at team meetings.

MTSS meetings shall last no longer than 30 minutes. 

NDU/TL-MEAtc \l1 “NDEA/TL-MEA
All NDU and TL-MEA meetings will be held and completed outside of the normal school day. on days that school is in session.  Use of the building for meetings is to be approved in advance by the Superintendent.
NEGOTIATIONStc \l1 “NEGOTIATIONS:
By law teachers are entitled to negotiate.  Teachers should acquaint themselves with this law and its procedures. NDCC: 15-38-1.

NON-CURRICULAR USE OF DISTRICT EQUIPMENT
School-owned equipment and materials are intended for educational use and district operations.

However, when equipment is not being used for these purposes, district students, employees, district patrons, and nonprofit organizations may request to use district equipment when use/rental will have a public benefit. The District shall check with its insurance carrier to ensure coverage and, if available, obtain written confirmation of this coverage prior to granting an equipment use request or the requesting party shall agree to pay all damages resulting from rental and/or use.
Requestors shall complete and submit an Equipment Use/Rental form to the Superintendent for approval and must agree to equipment use regulations before rental/use. The Superintendent shall develop these regulations. The regulations shall outline the conditions under which equipment may be rented/used; shall contain terms of use, which at least prohibit use/rental for personal financial gain. (Turtle Lake-Mercer School District #72 Policy ABBC . Amended: 11/24/2020)
NON-CURRICULAR USE OF DISTRICT PROPERTY

In accordance with the Equal Access Act and Boy Scouts of America Act, if and/or when the District grants non-curricular student-led groups use of school facilities during non-instructional time, it shall also grant use to:

1. Any group officially affiliated with the Boy Scouts of America.

2. Any other youth group that is required to be granted access under federal law.

3. Community groups.

Before the District grants use of school facilities, each of the groups listed above shall complete and submit a Facility Use/Rental form to the Superintendent for approval and must agree to facility use regulations before rental/use and shall agree to pay all damages resulting from rental and/or use.

The Superintendent shall develop these regulations. They shall be nondiscriminatory in content, applied uniformly, shall contain conditions for approval and disapproval of facility use requests, contain terms of use and supervision requirements, and terms under which community groups must pay short-term rental fees.

The use of buildings or equipment by others shall be without cost to the District. The Superintendent shall establish, and submit to the Board for approval, a schedule of rental and service charges to offset district costs. The District may elect to waive all rental charges.

(Turtle Lake-Mercer School District #72 Policy ABBB .  Amended: 11/24/2020)
NONDISCRIMINATION AND ANTI-HARASSMENT POLICY

General Prohibitions

The Turtle Lake-Mercer School District is committed to maintaining a learning and working environment free from discrimination and harassment in all employment and educational programs, activities, and facilities.  The District prohibits discrimination and harassment based on a student’s, parent’s, guardian’s, or employee’s race, color, religion, sex, gender identity, national origin, ancestry, disability, age, or other status protected by law.  The District also provides equal access to the Boy Scouts and other designated youth groups, as required by federal law.
It is a violation of this policy for any district student, parent, guardian, employee, or third party to discriminate or harass against another district student or employee, based on any status protected by law, if the conduct occurred within the context of an education program or activity, or if the conduct had a continuing effect in the educational setting of a program or activity occurring on or off school district property.  The District will not tolerate discrimination or harassment of a district student or employee by a third party.  The District also prohibits aiding, abetting, inciting, compelling, or coercing discrimination or harassment; discriminating against or harassing any individual affiliated with another who is protected by this policy and/or law; knowingly making a false discrimination and/or harassment report; and retaliation against individuals who report and/or participate in a discrimination and/or harassment investigation, including instances when a complaint is not substantiated.

The District shall promptly investigate any discrimination, harassment, or retaliation complaint and act on findings as appropriate, which may include disciplinary measures such as termination of employment or expulsion in accordance with board policy, law, and, when applicable, the negotiated agreement.  Students and employees are expected to fully cooperate in the investigation process.  The District will take steps to prevent recurrence of discrimination, harassment, or retaliation and remedy discriminatory effects on the complainant and others, if appropriate.

Definitions

· Complainant is the individual filing the complaint.  If the complainant is not the victim of the alleged discrimination and/or harassment, the victim must be afforded the same rights as the complainant under this policy and regulation AAC-BR.

· Disability is defined in accordance with NDCC 14-02.4-02(5).

· Discrimination means failure to treat an individual, equally due to a protected status. 

· Protected status is defined in applicable state (NDCC 14-02.4-02(6)) and federal laws. 

· Employee is defined in accordance with NDCC 14-02.4-02(7).

· Harassment is a specific type of discrimination based on a protected status.  It occurs under the following conditions:

a. For employees:  When enduring the offensive conduct becomes a condition of continued employment, or the conduct is severe or pervasive enough to create a work environment that a reasonable individual would consider intimidating, hostile, or abusive.

b. For students:  When the conduct is sufficiently severe, persistent, or pervasive so as to limit the student’s ability to participate in or benefit from the education program or to create a hostile or abusive education environment.

· Section 504 (Section 504 of the Rehabilitation Act of 1973, as amended, 29 U.S.C. § 794) is a federal law designed to protect the rights of individuals with disabilities in programs and activities that receive federal financial assistance from the U.S. Department of Education.

· Sexual harassment is a form of harassment based on sex or gender identity.  It is defined as unwelcome sexual advances, requests for sexual favors, and/or other verbal, written, or physical conduct or communication of a sexual nature when:

c. It is quid pro quo, meaning submission to such conduct or communication is made a term or condition, either explicitly or implicitly, of the basis for employment decisions or educational decisions or benefits for students (e.g., receiving a grade). 

d. It creates a hostile environment, meaning unwelcome sexual conduct or communication that is sufficiently serious to deny or limit a student’s ability to participate in or benefit from the school’s program(s). For employees, a hostile environment is created when submission to unwelcome sexual conduct is made, either explicitly or implicitly, a term or condition of an individual’s employment.

· Sexual harassment examples include:

e. Sexual or "dirty" jokes;

f. Sexual advances;

g. Pressure for sexual favors;

h. Unwelcome touching, such as patting, pinching, or constant brushing against another's body;

i. Displaying or distributing of sexually explicit drawings, pictures, and written materials;

j. Graffiti of a sexual nature;

k. Sexual gestures;

l. Touching oneself sexually or talking about one's sexual activity in front of others;

m. Spreading rumors about or rating other’s sexual activity or performance;

n. Remarks about an individual’s sexual orientation; and

o. Sexual violence, including rape, sexual battery, sexual abuse, and sexual coercion.

· Title II of the Americans with Disabilities Act extends the prohibition on discrimination established by Section 504 to all services, programs, and activities of State and local government entities.

· Title IX is a federal law that protects people from discrimination, based on sex, in education programs or activities that receive federal financial assistance.
Complaint Filing Procedure
The Board shall create an informal and formal discrimination and harassment complaint filing procedure in board regulations coded AAC-BR.  The procedure provides for an impartial investigation free of conflicts of interest.  Nothing in this policy or in the discrimination and harassment grievance procedure prevents an individual from pursuing redress through state and/or federal law.

Confidentiality

An individual wishing to file an anonymous discrimination and/or harassment complaint must be advised that confidentiality may limit the district’s ability to fully respond to the complaint and that retaliation is prohibited.  The appropriate grievance coordinator (Title IX, 504/Title II, or Nondiscrimination) shall perform a confidentiality analysis to determine when a request for confidentiality cannot be honored due to safety reasons or the district’s obligation to maintain a nondiscriminatory educational environment.  The complainant must be notified in writing of the confidentiality analysis outcome.  A discrimination or harassment investigation report is subject to the open records law after 60 days or when the investigation is complete (whichever comes first), with limited exceptions such as when the record is protected by FERPA.

Complaint Recipients

If any district employee receives a discrimination or harassment complaint, the employee shall forward it to the appropriate grievance coordinator.  All district employees must receive training on their reporting duties.

Policy Training and Dissemination

The Board authorizes the Superintendent to develop discrimination and harassment awareness training for students and employees.  In addition, the Superintendent shall display this policy and complementary grievance procedures in a prominent place in each district building and publish it in student and employee handbooks.

Grievance Coordinators

The Title IX Coordinator’s responsibilities include overseeing the district’s response to Title IX reports and complaints and identifying and addressing any patterns or systemic problems revealed by such reports and complaints.  The Title IX Coordinator must have knowledge of the requirements of Title IX, of the district’s policies and procedures on sex discrimination, and of all complaints raising Title IX issues throughout the District.  To accomplish this, the Title IX Coordinator must be informed of any report or complaint raising Title IX issues, even if the report or complaint was initially filed with another individual or office or if the investigation will be conducted by another individual or office.  The Board designates the Superintendent, as the Title IX Coordinator.  They may be contacted at: 250 3rd Ave. West or 701-448-2365.

The 504/Title II Coordinator’s responsibilities include overseeing the district’s response to disability discrimination reports and complaints.  The 504/Title II Coordinator must have knowledge of the requirements of Section 504 and Title II, of the district’s policies and procedures on disability discrimination, and of all complaints raising Section 504/Title II issues throughout the District.  To accomplish this, the 504/Title II Coordinator must be informed of any report or complaint raising Section 504/Title II issues, even if the report or complaint was initially filed with another individual or office or if the investigation will be conducted by another individual or office.  The Board designates the Superintendent as the 504/Title II Coordinator.  They may be contacted at:  250 3rd Ave. West or 701-448-2365.

The Nondiscrimination Coordinator’s core responsibilities include overseeing the district’s response to discrimination and harassment reports and complaints that do not include sex or disability, but instead the other protected statuses.  The Board designates the Superintendent as the Nondiscrimination Coordinator.  They may be contacted at: 250 3rd Ave. West or 701-448-2365.

The Title IX, 504/Title II, and nondiscrimination coordinators, and any other school official responsible for the investigation of discrimination complaints, shall receive training.  This training must include:

1. The definition of discrimination, harassment, and retaliation; 

2. The handling of complaints under the Discrimination and Harassment Grievance Procedure (AAC-BR); and 

3. The applicability of confidentiality requirements.

(Turtle Lake-Mercer School District #72 Policy AAC. Amended: 11/24/2020)
DISCRIMINATION & HARASSMENT GRIEVANCE PROCEDURE

The following procedure is designed to resolve harassment and discrimination retaliation complaints by and against students, parents, and third parties, as described in board policy in a prompt and equitable manner.  Board policy requires all students and staff to fully cooperate when asked to participate in a discrimination, harassment, or retaliation investigation.  The procedure contained in these regulations supersedes the district’s complaints about personnel and bullying policies.

Retaliation Prohibited 

The District prohibits retaliation for an individual’s participation in and/or initiation of a harassment and/or discrimination complaint investigation, including instances when a complaint is not substantiated.  The consequences for violating this prohibition are delineated in the Nondiscrimination and Anti-Harassment Board Policy, coded AAC.

Complaint Filing Format and Deadlines

A complaint may be filed verbally or in writing and should be filed as soon as possible after the discrimination, harassment or retaliation allegedly occurred.  Delays in filing a complaint may cause difficulties in the investigation.

With Whom Complaints May be Filed
A complaint may be filed with any district employee.  District employees are required to report any discrimination or harassment to the appropriate grievance coordinator (Title IX, 504/Title II, or Nondiscrimination) when they knew (e.g., received a complaint, directly observed it) or should have known it was occurring (e.g., overheard students talking about an incident, saw discriminatory or harassing graffiti or vandalism on school property).  Failure by a district employee to report under this regulation may result in disciplinary action.

Initiating Complaint Resolution Procedure
After receiving a discrimination and/or harassment complaint or gaining knowledge of potentially discriminatory and/or harassing conduct, the appropriate grievance coordinator shall contact the complainant, determine if an informal or formal investigation is appropriate, and determine if the complainant requests confidentiality.  Requests for confidentiality must be handled in accordance with policy AAC.

Prohibition on Meeting with the Accused
At no time during the informal or formal resolution process shall the complainant be required to meet with the accused.  If the appropriate grievance coordinator assigned to conduct or oversee the investigation is the accused, the Superintendent, or Board President (if the Superintendent is the accused) shall designate a different individual (which may be a third party) to carry out the accused’s responsibilities associated with the investigation.

Third-Party Assistance
A school official responsible for conducting or overseeing discrimination and/or harassment investigations is authorized to receive assistance from the district’s legal counsel throughout the process.

Investigation Timeframes

The informal resolution procedure must be completed within 30 days of a district employee reporting the complaint or incident to the appropriate grievance coordinator, unless the investigator documents reasons for delays and communicates these reasons to the complainant and accused.

The formal resolution procedure must be completed within 60 days of a district employee reporting the complaint or incident to the appropriate grievance coordinator or a complainant or accused terminating the informal complaint procedure, unless the investigator documents reasons for delays and communicates these reasons with the complainant and accused.  Acceptable reasons for delays include extended school breaks when witnesses are not available, and complex cases involving multiple witnesses.

Interim Measures
Pending the final outcome of an informal or formal resolution, the District shall institute interim measures to protect the complainant and inform him/her of support services available. Interim measures may include a district-enforced no contact order, schedule changes, academic modifications for the complainant, and/or school counseling for the complainant.  These interim measures should have minimal impact on the complainant.  If the accused is a student, interim measures should also take into consideration the accused student’s educational rights.

Informal Resolution Procedure
This procedure may only be used when mutually agreed to by the complainant, the accused, and the appropriate grievance coordinator.  This procedure may not be used when the alleged discrimination and/or harassment may have constituted sexual violence or any other crime.  The formal resolution procedure must be used whenever the informal procedure is not permitted.

During the informal resolution process, the investigator shall gather information necessary to understand and resolve the complaint.  Based on this fact-gathering process, the investigator shall propose an informal resolution, which may include requiring the accused to undergo training on discrimination and/or harassment, requiring all students and staff to undergo such training, instituting protection mechanisms for the complainant, and/or holding a formal meeting with the accused to review the nondiscrimination and anti-harassment policy and discuss the implications of violating it.  Both the complainant and the accused must agree to the informal resolution before it can be instituted.

The appropriate grievance coordinator shall monitor the implementation and effectiveness of the informal resolution procedure and initiate the formal resolution procedure if discrimination and/or harassment persists.

Both the complainant and the accused have the right to terminate the informal resolution procedure at any time to pursue a remedy under the formal resolution procedure.

Formal Resolution Procedure
This procedure must be used whenever the informal resolution procedure is not used.

Whenever alleged discrimination or harassment may have constituted a crime, the Superintendent should contact law enforcement and enter into a memorandum of understanding concerning sharing of evidence and coordination of the investigation.  However, the District shall proceed with its investigation and this resolution procedure, regardless of the criminal investigation or outcome.

The fact-gathering portion of the investigation must be carried out or overseen by the appropriate grievance coordinator and must consist of interviews with the complainant, the accused, and any others who may have witnessed or otherwise have knowledge of the circumstances giving rise to the alleged complaint and may involve gathering and review of information relevant to the complaint.  Both the complainant and accused will have equal opportunity to present evidence and name witnesses.  Witnesses must be instructed not to discuss this matter with others.

The fact-gathering portion of the investigation must be completed as soon as practical.

Investigation Report:

After the fact-gathering process is complete, under the formal resolution procedure, the appropriate grievance coordinator shall complete a written report containing a determination of whether allegations were substantiated, whether the nondiscrimination and anti-harassment policy was violated, and recommendations for corrective action, if any.  The appropriate grievance coordinator shall be based on the following criteria:

1. Whether evidence suggests a pattern of conduct supportive of disproving the allegations of harassment and/or discrimination;

2. Whether behavior meets the definition of harassment, sexual harassment, and/or discrimination as defined in board policy;

3. Ages of the parties involved;

4. Relationship between the parties involved;

5. Severity of the conduct;

6. How often the conduct occurred, if applicable, and;

7. How the District resolved similar complaints, if any, in the past.

The investigation report must indicate if any measures are to be instituted to protect the complainant.  Such measures may include extending any interim protection measures taken during the investigation.  The report must also inform the complainant of support services available, which at a minimum must include offering school counseling services if the complainant is a student.

The investigation report must contain a monitoring plan to evaluate the effectiveness of the resolution and help prevent recurrence.

Disciplinary Action
Any disciplinary action must be carried out in accordance with board policy, law, and, when applicable, the negotiated agreement.

The appropriate grievance coordinator along with the building principal shall determine if a recommendation for expulsion for an accused student should be made.

The appropriate grievance coordinator along with the Superintendent shall determine if a recommendation for discharge for an accused employee should be made.

If this recommendation is made and a hearing is required, the hearing must be held in accordance with district policy and law.

Both the complainant and accused shall have an equal right to attend the hearing, have a representative and parent (if student) present, present evidence, and question witnesses.

The complainant may choose to appoint a representative to participate in the hearing in his/her stead.

Notice of Outcome
Both the complainant and the accused must be provided written notice of the outcome of the complaint.

Nothing shall prevent the parties from seeking judicial redress through a court of competent jurisdiction or through any applicable state or federal complaint procedures.

Investigation Materials
Investigation materials must be retained by the appropriate grievance coordinator (Title IX, 504/Title II, or Nondiscrimination) for at least six years.
NOON DUTY MEALtc \l1 “NOON DUTY MEAL:
Any teacher on noon duty scheduled by administration will receive a free meal. Noon duty times vary according to student lunch shifts.  

tc \l1 “PARENT TEACHER CONFERENCES
Teachers are expected to be in attendance at all parent teacher conference meetings or at a minimum equal to the percentage of their contract. Any teacher present for less than the entire time of the conferences, need to let their principal know in advance so that notification can be made to parents.

PATRON COMPLAINTS ABOUT PERSONNEL

The Board recognizes that complaints from concerned patrons are inevitable.  In order to provide an effective procedure for responding to complaints in a manner that is in the best interest of promoting better educational opportunities for children, the following policy is adopted.

Complaints about personnel shall be directed to the principal or other supervisor directly responsible for supervision of that employee.  The supervisor shall:

1.  Notify person that a complaint has been alleged;

2.  Investigate the complaint;

3.  Schedule a meeting of the employee, the complainant, and the supervisor, if deemed appropriate; and

4.  Promptly notify the employee if the complaint is to be placed in the employee’s personnel file;

5.  Provide a response to complaint within 15 days of receipt of the complaint

If either party is not satisfied with the handling of the complaint, the matter can be appealed to the Superintendent for final resolution.

Complaints about the superintendent shall be directed to the Board Chairman, who shall follow the same procedure.

This procedure is intended to minimize the risk of a possible action for libel or slander, to retain the impartiality of the Board, and to maximize compliance with North Dakota law.

PAYROLLtc \l1 “SALARY:
Payroll will be in the form of direct deposit.

Payroll will be on the 15th and the last day of the month.  

Each certified faculty member may choose the 9, 10 or 12-month payment plan.  

Deductions (if applicable) from payroll include:

1.
Federal Tax & State Tax

2.
Teacher Retirement (mandatory 12.75%) (Tax shelter plan)

3.
PERS (Public Employee Retirement System) (8.26% of regular hourly pay)

4.
Social Security/Medicare (7.65%)

5.
Blue Cross-Blue Shield (if you are under the plan)

PERSONAL EFFECTStc \l1 “:
As many faculty members will be involved in the sharing of rooms, it is only courteous to respect the possessions of others.  All teachers have their own desks.  It is their duty to inform others who might be using the same desk that their personal belongings are located in a particular drawer in that desk and it is requested that others do not use that particular drawer.  Don’t borrow supplies belonging to others, come to the office and order your own.
PERSONNEL FILEStc \l1 “PERSONNEL FILES:
Each faculty member must be sure that a copy of his or her college transcript as well as a copy of their teaching certificate is on file with the superintendent.  No checks will be issued until this is completed.

Teachers have a right to review materials placed in personnel files.  This review shall take place in the office where the file is located at a prearranged time.  An appointment to examine the file must be made with the office in which the file is located.

PERSONNEL RECORDS - PUBLIC REVIEW

1)  The person requesting to see the personnel file of an employee shall make the request in person, phone or in writing to the Superintendent.  Written requests become part of the file.

2)  An appointment needs to be made to review a personnel file.
3)  The Superintendent shall be present during review of the file.
4)  Copies will be made upon request and sent to the person requesting review of the file.
5)  The employee may be notified that the file will be reviewed. (An effort will be made to notify the employee).
6)  Records of medical treatment and employee assistant programs are not open to the public.
The Superintendent (Business Manager or board president - in review of Superintendent file) may seek legal advice, but access may not be unreasonably delayed.    

PROHIBITION ON AIDING SEXUAL ABUSE
Definitions: For the purpose of this policy:

· Assisting means to recommend, facilitate, aid, ease, expedite, promote, encourage, advance, stimulate, or accelerate.

· Sexual misconduct may include, but is not limited to the following:

p. Insults, disparaging remarks/names, and/or sarcasm, used to force compliance with a school employee’s, contractor’s, or agents’ requirements or expectations.

q. Any conduct that would amount to sexual harassment, discrimination, or retaliation under Title IX of federal education amendments.

r. Any activity that may lead to a sexual relationship such as dating, sending intimate correspondence, and/or engaging in sexualized dialogue.

s. Any sexual relationship between a school employee, contractor, or agent and a current student, regardless of their age, or a former student under the age of 18.

t. Any conduct by a school employee, contractor, or agent that would constitute a sexual offense, sexual act, or sexual contact involving a minor or a student as defined in state law.

· School property is defined in NDCC 15.1-19-10(6)(b) as all land within the perimeter of the school site and all school buildings, structures, facilities, and school vehicles, whether owned or leased by a school district, and the site of any school-sponsored event or activity.

PROHIBITED ACTION

The District prohibits any employee, contractor, or agent from assisting a school employee, contractor, or agent in obtaining a new job if the individual or District knows or has probable cause to believe that such school employee, contractor, or agent engaged in sexual misconduct with a student or minor in violation of the law.

For the purposes of this policy, it shall not be deemed assisting in obtaining a new job to participate in routine procedures regarding the transmission of administrative or personnel files in accordance with law or to confirm dates of employment.

This prohibition does not apply under certain conditions specified by the Every Student Succeeds Act (ESSA) such as:

4. The information has been properly reported to a law enforcement agency with jurisdiction over the alleged misconduct, and any other authorities as required by federal, state, or local law; and

u. The matter has been officially closed or the school officials have been notified by the prosecutor or police after an investigation that there is insufficient information to establish probable cause;

v. The individual has been charged with, and acquitted or otherwise exonerated of the alleged misconduct; or

w. The case remains open and there have been no charges filed against, or indictment of, the individual within four years of the date on which the information was reported to a law enforcement agency.

REPORTING AND INVESTIGATION

If an individual has reason to believe that an employee may have violated this policy, they are required to report the alleged violation to a building administrator or the Superintendent as soon as possible.  All reported prohibited behavior shall be investigated by the Superintendent.

If the Superintendent or Business Manager is believed to have violated this policy, the alleged violation shall be reported to the Board President who is responsible for conducting the investigation and making a recommendation based on the outcome of the investigation to the Board for determination and final action.  The Board President may retain an attorney or consultant to assist with the investigation process.

VIOLATION

If disciplinary action is deemed warranted at the completion of the investigation, the District shall take appropriate action up to and including termination of employment in accordance with law and/or reporting such activity to appropriate state licensing and law enforcement officials. 

RETALIATION AND PROVIDING FALSE INFORMATION PROHIBITED

The District prohibits retaliation for an individual’s participation in an investigation and/or initiation of a report under this policy, including instances when an allegation is not substantiated.  The District also prohibits knowingly filing a false report and/or knowingly making false statements during an investigation.  Staff and students who violate these prohibitions are subject to appropriate disciplinary action. (Turtle Lake-Mercer School District #72 Policy ABCE. Amended: 11/24/2020)
Recess supervision


Elementary recess supervision will be assigned to the aides or other staff as needed by the administration.
The expectations for those with recess supervision are as follows:

1. Find your replacement if you will not be available for duty

2. The main focus is supervision, so therefore, cellphone usage is not permitted

3. Monitor the playground by circulating all areas

4. Enforce recess rules and expectations

5. Communicate behavior and injuries to the classroom teacher

REDUCTION-IN-FORCE POLICYtc \l1 “REDUCTION-IN-FORCE POLICY:
The School Board shall have the sole right to determine the necessity for and scope of a reduction-in-force for reasons including, but not limited to, lack of funds, uncertainty of funds, declining enrollment, or other reasons of necessity.  This determination shall not be arbitrary or capricious.

If a decision is made to reduce the teaching staff, any teacher affected thereby shall be given such notice as may be required by law.

The selection of the teacher(s) to be non-renewed because of reduction-in-force shall be made in accordance with the following criteria, in the order of:

1.
Attrition, including retirements and resignations, shall be relied on when possible.

2.
When attrition is not sufficient to alleviate the necessity for reduction-in-force, then the policy of this District shall be to retain those teachers with the greatest adaptability, to meet the present and future staffing and educational needs of the District.

3.
When two teachers within the same area of certification are deemed to be of equal adaptability to meet the present and future staffing needs of the District, then the teacher with the superior academic and professional preparation, beyond minimum certification requirements in his or her teaching field, shall be retained.

4.
When two teachers are deemed to be of equal adaptability and have equal academic and professional preparation within their teaching fields, then the teacher who has taught in this District for the greater period of time shall be retained.

5.  Any non-renewed teacher will be considered for a period of one year for vacant positions for which they are qualified.
REPORTStc \l1 “REPORTS:
Teachers will be expected to complete end of the year reports that are specified by the administration.  

REQUISITIONS AND PURCHASEStc \l1 “REQUISITIONS AND PURCHASES:
All school supplies that are needed by faculty members will be requisitioned in writing or using the online state purchasing system and submitted to the principal for approval.  All purchases will be done under the direction of the principals and/or the superintendent.  The person ordering supplies will pay for any item purchased which has not gone through the proper channels. 
SAFETY POLICY

The Turtle Lake-Mercer School recognizes that the safety, health and wellbeing of our employees as the top priority in the daily functions of our school’s operation.  Occupational injuries are needless, costly, preventable, and cause unnecessary pain and suffering to our employees.  To facilitate such activities, we will comply with all governmental mandated rules and regulations as they apply to the work activities in our workplace.  Success in reducing and/or eliminating injuries in our workplace depends on commitment from all levels of company employees.  The responsibilities listed below must be followed and are essential to our school’s success.

Safety Responsibilities

Management:

a) Management is responsible for providing a workplace free of recognized hazards.

b) Management is responsible to report workplace injuries to North Dakota Workers Compensation (NDWC) within 24 hours of employee notification.

c) Management is responsible for providing appropriate personal protective equipment to employees when necessary.

d) Management is responsible to provide sufficient information to allow employees to perform all tasks safely and take immediate corrective action to eliminate hazardous conditions and/or practices.

Employees:

a) All employees are responsible for reporting work-related injuries and illnesses to management within 24 hours.

b) All employees are responsible to know, understand, and follow company safety policies and procedures.

c) Employees are responsible for working in a safe manner at all times and are required to report any unsafe conditions, equipment, or procedures to their supervisor or management immediately.

SCHEDULING ACTIVITIEStc \l1 “SCHEDULING ACTIVITIES:
All activities and field trips to be scheduled are to be cleared with the principal at least two weeks prior to their occurrence.  Please try to avoid last minute scheduling of activities and field trips. 
SCHOOL BOARD MEETINGStc \l1 “SCHEDULING ACTIVITIES:
Annual Meeting:


The annual meeting shall be held as the regular meeting in July, at which time the newly elected members assume their duties.  At this meeting, the Board shall elect from among its members a President [and Vice President] who shall serve for one year.

Regular Meeting:


Regularly scheduled meetings of the Turtle Lake-Mercer School Board shall be held monthly on the 3rd Monday of each month.  Board meetings will begin at 7:00 P.M. during the school months and at 8 P.M. during the summer months. Bills shall be approved at the regular monthly meeting and any other official action may be taken as necessary on items on the agenda.  The schedule of regular meetings for the year shall be posted in the offices of the district and filed with the County Auditor and will be available to anyone requesting it.  An agenda for the meeting shall be sent to each board member prior to the meeting.

Special Meetings:


A special meeting of the School Board may be called at any time by the President or by any two members of the Board.  Written or printed notice of a special meeting shall be given to each member of the Board.  Notice shall also be given to the county auditor, the official newspaper of the District, and anyone who has requested that they be notified of such meetings.  The purpose of the meeting shall be included in the notice.  Only those items included in the notice may be considered or acted upon.

Work Sessions and Retreats:


The School Board may, from time to time, meet in work sessions or extended work sessions at a time and place conducive to in-depth discussion of the policies and goals of the district.  All such meetings shall be open to the public and subject to the same notice requirements as any other meeting of the Board.  No official action may be taken at a work session or retreat.

Executive Sessions:


Executive sessions are only permitted as specifically provided by law.  This includes the non-renewal or discharge hearing of a teacher as defined by law, suspension of a teacher, consultation with the district’s attorney concerning reasonable predictable litigation, the discussion of a student’s educational records that are protected by the Family Educational Rights and Privacy Act, or to instruct individuals who are negotiating on behalf of the Board.


It shall be the policy of this Board to use executive session for all non-renewal and discharge hearing of teachers, principals, or others as permitted by law unless the person is being considered for such non-renewal or discharge presents a compelling reason for an open meeting.  The Board will also use the executive session permitted when determining whether to suspend a teacher.


If a student’s educational records will reflect the results of a Board decision such as in a suspension or expulsion hearing, or if the Board’s discussion will include the student’s educational records, the Superintendent will ask the parent to either sign a statement permitting the administration to divulge the educational records at a public meeting or to request that the Board meeting in executive session pursuant to the provisions of the Family Educational Rights and Privacy Act.  The Board will abide by the parents request. [Meeting will be in executive session unless the parent/guardian of the student waives their rights under the Family Educational Rights and Privacy Act and requests that the meeting be held in public.]     

When the District may reasonably expect to be involved in litigation, the Board may meet in executive session to discuss that litigation with the attorney at the attorney’s request.

The Board may, from time to time, meeting in executive session with persons appointed by the board to negotiate contracts on behalf of the Board.

All executive sessions of the board will conform to North Dakota Century Code as to notice of meetings and records and minutes of the meeting.

Legal Ref:
20 U.S.C. 123g (e) (f)
Family Educational Rights and Privacy Act



45 CFR 99.5  

Regulations



NDCC 15-47-26
“Teacher” defined



NDCC 15-47-27.1
First-year teacher – Evaluation – Renewal






And non-renewal of contracts



NDCC 15-47-38
Legislative intent in employment of teachers

- Notification of discharge or failure to renew – Hearing



NDCC 15-47-38.2
Evaluation, renewal, or discharge of superintendents of






School districts



NDCC Ch. 44-04
Duties, Records, and Meetings



Attorney General’s Opinion #94-28 

EXECUTIVE SESSION FORMAT:

The next item on the agenda is _____________________.  This item [must] [may] be discussed in an executive session.  The legal authority for closing this portion of the meeting is North Dakota Century Code sections(s) legal reference from policy.  The topic or purpose of this executive session is _____________________________________.

[Option 1, for meetings which must be closed:]  At this time we will convene in executive session.

[Option 2, for meetings which may be closed at the discretion of the governing body, but which are not required to be closed;]  At this time, a motion would be in order to discuss the next topic in executive session rather than in an open meeting.  Is there such a motion? ….  Any second? … Any discussion on the motion? …  I’ll call the roll.  Motion carried.

The executive session will be recorded and all members of the governing body are reminded to limit their discussion during the executive session to the announced topic.  Any collective decision, collective commitment, or other final action by the governing body must occur after it reconvenes in an open meeting, unless final action is specifically required by law to be taken during the executive session.  [For meeting which is closed under N.D.C.C. 44-04-19.1 for attorney consultation or discussion of contract negotiation strategy, add the following statement:  The prohibition on taking final action during the executive session does not apply to providing guidance or instructions to our attorney or negotiator.]

We will now ask the members of the public who are attending the meeting to leave the room.  We anticipate adjourning the executive session, and reconvening the open portion of the meeting, at approximately __________ [Time].

The minutes will show that the executive session began at __________ [Time] and was attended by __________________________.

[After the executive session]  The minutes will show that the executive session was adjourned at _________ [Time}.  The public has been invited to return to the meeting room and we are now back in open session.

This document has been prepared by the Office of Attorney General to assist governing bodies in complying with the procedural requirements in N.D.C.C. 44-04-19.2 when an executive session is authorized.  It is not intended to be the exclusive method by which a governing body may properly convene in executive session.  A departure from the format is this document does not necessarily indicate that the governing body’s procedure for convening in executive session failed to comply with N.D.C.C. 44-04-19.2 

SCHOOL BUILDINGtc \l1 “THE SCHOOL BUILDING:
Classroom teachers are reminded that the appearance of classrooms should at all times be conducive to a learning atmosphere.  Bulletin boards should be kept up to date and highlight areas of study.  Many classroom activities can be initiated so that students take an active and creative part in making bulletin boards.

Rooms should be clean at all times.  All classrooms are to be locked when they are not in use.

Strict attention to vandalism of room equipment and the building itself is highly advisable.  Each teacher is to have a copy of a class rosters in the emergency folder at all times.  This is a requirement.  Of utmost importance is that lights are turned off when not in use and that care is taken to insure that all school doors are locked.  This is particularly true for those who remain or return to the building after hours.

SCHOOL BUS USE

Any use of school vehicles may be granted through the completion of the transportation request forms which are available on the school website or from the activities or transportation director.  Please try to avoid last minutes scheduling of activities and field trips. 
SCHOOL SUPPLIES & EQUIPMENTtc \l1 “SCHOOL SUPPLIES & EQUIPMENT
Equipment and supplies are the property of the school district.  It is assumed that these items will be used rather than abused.  All items handed out to teachers must be returned at the end of the school year.  These items are not to be cut up, crossed out, underscored, etc.

Instructors and other employees are responsible for their inventory.  No items will be removed from assigned area without approval from the instructor or employee who has the inventory. Under no circumstances will equipment leave the building without administrative approval.
SEASON PASSES/TICKET TAKING

All employees shall receive one (1) season pass plus one (1) for a spouse for TLM-M/Central McLean activities.  A salary of $20.00 per game per sport (except for varsity football, baseball, and softball, which will be paid $25will be paid to ticket takers.  
Section 504 of the Rehabilitation Act & 

Americans with Disabilities Act

Notice of Non-Discrimination 
Applicants for admission and employment, students, parents, persons with disabilities, employees, and all unions or professional organizations holding collective bargaining or professional agreements with the Turtle Lake-Mercer School are hereby notified that this school does not discriminate on the basis of race, sex, color, national origin, age, or disability in admission or access to, or treatment or employment in, its programs and activities.  Any person having inquiries concerning the school’s compliance with the regulations implementing Title VI, Title IX, The Americans with Disabilities Act (ADA) or Section 504 is directed to contact the Superintendent who has been designated by the school to coordinate efforts to comply with the regulations regarding nondiscrimination.

Service awards

Upon completion of a staff member’s tenth year of service and every five years after, an employee will receive a service award of $50/year of employment at the Turtle Lake – Mercer School.
Upon retirement from the Turtle Lake – Mercer School, with ten or more years of service, an employee will receive a stipend of $100/year of employment at the Turtle Lake – Mercer School.
SEXUAL OFFENDERS ON SCHOOL PROPERTY

Definitions

For the purpose of this policy:

· A sexual offender is defined in NDCC 12.1-20-25.

· A parent sexual offender is an individual who meets this policy’s definition of sexual offender and who has either parental or legal guardianship rights to a child attending a district school. 

· A nonparent sexual offender is an individual who meets this policy’s definition sexual offender and who has no parental rights or legal guardianship rights to a child attending a district school.

· School property includes all land within the perimeter of the school site and all school buildings, structures, facilities, computer networks and systems, and school vehicles, whether owned or leased by the school district, and the site of any school-sponsored activity.

Nonparent Sexual Offenders

A nonparent sexual offender is prohibited from entering a district school except:

5. When they are a qualified voter and is entering school property solely for the purpose of casting their vote.

6. To attend an open meeting as defined in NDCC chapter 44-04.

A nonparent sex offender who attempts to communicate electronically with a student while the student is on school property will be considered on school property without permission and will be in violation of this policy.

Parent Sex Offenders

Parent sexual offenders are prohibited from entering school property except for purposes outlined in the Nonparent Sexual Offenders section 1 and 2 of this policy and with the Superintendent’s prior written approval in the following instances:

7. To transport their child to and/or from school.  The parent sex offender will only be permitted to transport their own child.

8. To attend a conference to discuss their student’s progress, placement, or individual education program (IEP).

9. Under other circumstances on a case-by-case basis, as determined by the Superintendent.

A parent sex offender who attempts to communicate electronically with a student other than their child while the student is on school property will be considered on school property without permission and will be in violation of this policy.

Student Sex Offenders

The Superintendent shall determine the appropriate educational placement for student sex offenders except those identified as having a disability.  When determining educational placement, the Superintendent shall consider such factors as the safety and health of the student population.  The Superintendent shall develop guidelines for managing each student sexual offender in district schools.  If the Superintendent determines that, in the best interest of district schools, the student sexual offender should be placed in an alternative educational setting, the District shall pay for the costs associated with this placement.

An IEP team shall determine the educational placement of a student sexual offender with a disability.  The student with a disability is entitled to all the due process procedures available to a student with a disability under the Individuals with Disabilities Education Act. The IEP team shall develop procedures for managing each student sexual offender with a disability that attends a district school.  If the IEP team determines that the student sexual offender should be placed in an alternative educational setting, the District shall pay for the costs associated with this placement.

Juvenile offender registry information is not protected by FERPA.  If the District receives a public request to release juvenile offender registry information, the District shall consult with law enforcement prior to disclosure to determine if any of the requested information is confidential and prohibited from being released.

General Provisions

The Superintendent will inform the appropriate principal and other relevant district staff of the scope of the permission granted to each sexual offender.

Sexual offenders who receive permission to enter school property must immediately report to the individual or location designated in the superintendent’s written permission statement.  The building principal shall assign a chaperone to accompany the sexual offender while they are on district property.  The only exceptions to these requirements are when the Superintendent grants permission to a parent sex offender to transport their child and when a student sex offender receives permission to attend a district school in which case the guidelines developed for this individual shall apply.

The Superintendent may establish a system for identifying sexual offenders and may inform known sexual offenders of this policy.  It is not the intent of the District to expand or modify the district's potential liability exposure through the implementation of this notification system.  The district's voluntary creation of this safety precaution shall not be construed to create or assume any potential liability under any local, state or federal law or regulation.  Lack of notification does not excuse sexual offenders from abiding by the requirements and prohibitions in this policy.

The Superintendent will contact law enforcement anytime a sexual offender violates this policy and will immediately revoke any privileges granted to the sexual offender under this policy. (Turtle Lake-Mercer School District #72 Policy ACCA. Amended: 11/24/2020)
SUBSTITUTE tc \l1 “SUBSTITUTE TEACHERS

It is the policy of the Turtle Lake-Mercer School District to hire qualified substitute teachers whenever possible.  However, there are times when qualified substitute teachers will not be available and regular staff members will be asked to “fill in” for another teacher.  Teachers will be responsible for finding their own substitute using the list given out at the beginning of the school year.
When regular staff members are asked to teach for another teacher they will be paid at the rate of $20.00 per extra period per day.  This policy applies only in the following cases:
1.
Teachers absent due to regular sick leave.

2.
Teachers absent due to regular personal leave.

3.
Teacher absent due to school activities such as Music, Speech, FFA, Science and Athletics.

4.
Teachers absent due to attendance at educational meetings approved by the administration.

SUPERVISION OF STUDENTStc \l1 “SUPERVISION OF STUDENTS:
It is the intention of the School Board of Turtle Lake-Mercer that students shall not be left unsupervised at any time.  Supervision is to be provided for the hallways, lunchroom, gymnasiums, weight room, playground, as well as in the classrooms.  Supervision may be accomplished through the use of responsible adult volunteers and/or aides, at the discretion of the administration and within the constraints of the adopted budget.

Volunteers and aides who are assigned to supervision have the same authority as teachers in the control of student conduct.  However, volunteers and aides should refer discipline problems to a teacher or administrator.

Volunteers and aides shall not be used in an instructional capacity except as guest lecturers and under the supervision of a certified staff member.

A teacher or aide who supervises the weight room must be knowledgeable in weight room supervision. 

TEACHER IN-SERVICE
The Turtle Lake-Mercer School District considers (3) extra days for in-service for teachers other than the regular days teaching, parent teacher conference days and NDCEL Administrator’s Conference.  Extra time outside of the negotiated contract will be paid according to the CEMU Policy. 
TEACHING ABOUT RELIGION

The First Amendment of the U.S. Constitution provides both freedom of religion and prohibition against the establishment of religion by the government.  The Turtle Lake-Mercer Public School, as a political subdivision of the State of North Dakota, will be neutral with respect to religion and will not engage in any activity that advocates of disparages religion. The Turtle Lake-Mercer Public School will treat the values of all religions - - within the education context - - in a pen, forthright way, without advocating or disparaging any religious belief.

Factual and objective teaching about religion, the impact of religion, and religious-based ideas and ideals may be included in classroom instruction in relation to the district’s educational goals and student learning objectives.  It is inherent to the teaching of history, literature, social studies, intercultural education, human relations, art and music to include what various religion and religious movements have contributed to these fields.

Classroom displays and decorations pertaining to religion or religious symbol(s) should relate to instruction that is based solely upon the objective study of that subject.  No public school funds, property, or facilities will be used for a decorative display of religious symbols.  This will not infringe upon the rights of students to wear religious symbols in a manner which is not materially and substantially disruptive to the educational process.
Religious musical selections may be included on the basis of their particular musical and educational value and/or traditional secular usage and be presented in concert with other musical works which are non-religious in nature.  Musical pieces should be selected and performed as works of art, not as acts of veneration.  Program notes or oral narration will be provided.  These notes should establish an objective context for the performance by giving such information as historical data, identification of the particular group for which the number has significance, and technical characteristics worthy of note. 

This policy is designed to achieve the following objectives:

1.  To follow the spirit and letter of the First Amendment regarding individual freedom of expression for students and teachers, while maintaining neutrality toward all religions.

2.  To avoid causing uncomfortable feelings on the part of children.

3.  To eliminate anguish by identifying and excluding the kinds of behavior that produce anguish.

Any staff member, citizen, or student who believes that a particular school program may have violated this policy may submit a complaint to the Superintendent in accordance with the procedures established by Board policy for citizen complaints.
TEACHING LOAD
The normal teaching load for teachers in grades 7-12 shall be 6 periods and 1 preparation period per day. Each full time elementary teacher shall have a minimum of 40 minutes preparation time each day.
TECHNOLOGY, COMPUTER AND NETWORK ACCEPTABLE USE POLICY (AUP)

The Turtle Lake-Mercer Board of Education recognizes that technology has a far-reaching and ever-increasing impact on the educational process. The Board also recognizes the need for its staff and students to have access to the technology provided by the district if the students of the Turtle Lake-Mercer School District are to be prepared for the 21st Century. Accordingly, the Turtle Lake-Mercer Board of Education will provide the opportunity and the training for the staff and students to appropriately use the district’s technology. The Turtle Lake-Mercer School District’s technology shall be used for all educational purposes consistent with the district’s mission and goals, district policies, state laws, and federal laws. Computer and network access is a privilege, not a right and demands responsible decision-making by staff or students during use of any technology.

Equipment

Turtle Lake – Mercer School District retains sole right of possession of the iPad/Laptop and related equipment. The iPad/Laptop will be issued to students according to school guidelines. The classroom teacher, school administration, or district employee retains the right to collect and/or inspect the iPad/Laptop at any time and to alter, add or delete installed software or hardware. Usage is a privilege and not a right.

Acceptable Use

The use of computers, the internet, and other technology devices are tools to enhance student education, innovation and creativity. They can be used to complete projects and assignments and help students find and process information for research and educational purposes. Students agree to use it for research and educational purposes and will access websites, databases, and information as required through teacher assigned and approved sites. Responsible use of your device is expected. You are also expected to fully participate with your device in all classroom activities as directed by your teachers. Finally, we hope you enjoy your iPad/Laptop and use it to its fullest potential.

Acceptable uses of technology, computers, and the network include but are not limited to:

· Use of the Turtle Lake-Mercer Public School website and the Central Dakota Library Network (CDLN) catalog;

· STARS and NDSA testing;

· Storing network files on the server;

· Use of word processing and other software;

· Accessing databases including e-Library, Online Dakota Information Network (ODIN) or online encyclopedias, or teacher and teacher-librarian approved databases.

· Accessing educational Internet resources assigned by teachers or teacher-librarian.

· Communicating with individuals or groups using respect for privacy, protecting the integrity and security of school technology, and use good citizenship in all interactions and collaborations using web technologies and devices for educational purposes.

Expectations
1. Students must abide by all school rules as outlined in this Acceptable Use Policy.

2. Students agree to participate in all class activities and assignments as directed by their teachers.

3. Students and Parents agree to be responsible for proper care of the iPad/Laptop, that any damage or loss may result in financial liability in replacing the device.

4. Students and Parents agree that any inappropriate use of the iPad/Laptop will result in school discipline that may include the loss of iPad/Laptop use and school suspension. Inappropriate use includes but is not limited to the following:

Visiting inappropriate websites.

Sending inappropriate email.

Possessing inappropriate pictures and/or media files.

Cheating.

Installing unapproved apps.

Students and Parents agree that all apps and content to be installed on the iPad/Laptop (including music and media files) must be educationally appropriate. The iPad/Laptop is owned by the Turtle Lake – Mercer School District and reserves the right to remove inappropriate apps, music, and media.

Parents agree to monitor student use of the Internet and apps while on their home network using the iPad/Laptop.

Students and Parents agree that only the student may use the iPad/Laptop. Siblings and friends should not have use of the iPad/Laptop.

Students and Parents acknowledge that any District employee may search school issued iPads/Laptops at any time to verify contents.

Students leaving the Turtle Lake – Mercer School District must return the iPad/Laptop to the school immediately or will be charged full cost of iPad/Laptop and accessories.

Supervision and Monitoring

Authorized school employees, (teachers, teacher-librarians, aides, technology administrators and resource people) will monitor student use of the information technology services provided and made available by Turtle Lake-Mercer School. Parents, students and staff have the responsibility to use the technological services made available by the school in compliance with school, local, state, and federal statutes and laws and with regard to the guidelines for being a responsible, contributing member of society.

Students will be required to do a technology check in the first Wednesday of every month with their class advisors. The technology check will consist of checking to make sure student has the correctly issued technology, charger, and case as well as the technology is working.

Education, school, local, state and federal safety policies such as CIPA, COPPA, and E-rate guidelines are in place at Turtle Lake-Mercer School and will be enforced accordingly.
Prohibited Use
Some uses of the district’s technology are prohibited. Uses which are prohibited include, but are not limited to, the following:
1. Use of the technology to submit, obtain, publish, store, or display objectionable material is prohibited. Objectionable material includes but is not limited to:

a. Information encouraging the use of tobacco, alcohol, or controlled substances, or otherwise promoting any other activity prohibited by district policy, local, state or federal law.

b. Information or software in violation of any district policy, local, state, or federal law.

c. Information encouraging the toleration or promotion of discrimination towards individuals or groups of individuals based on race, sex, religion, or age. 

d. Initiating any communication meant to harass or misrepresent self or others.

e. Violating the privacy rights of students and employees of the district or any other individual or group. 

f. Downloading, copying, using, transmitting print, software, music or video, etc. in violation of copyright laws.

g. Downloading, uploading and or executing viruses.

h. Illegally accessing, changing, or destroying or attempts to any of these concerning data belonging to another person, teacher, administrator or school system file.

2. Any action of the user which results in the compromise of the technology’s or the district’s security is prohibited. Any user identifying a security problem with the district’s technology must immediately notify the building principal or the district technology coordinator.

3. Students are not to participate in chat groups, instant messaging, or blogging, unless connected to specific classroom study.

4. Users are not permitted to use the network for non-academic activities such as network games, music, social networking, or transmission of large audio/video files or serving as a host for such activities.

5. Students are never to access other students’ accounts or allow other students to use their account.

6. Students must log onto the school’s network when in school.

7. The Internet is to be used for research and as a means of obtaining needed information. Accessing pornographic materials, vulgarity, gambling, militant/extremist material, etc. is prohibited.

8. YouTube is accessible for educational purposes – it should not be used for entertainment purposes.

9. Social networking applications and sites, such as MSN Messenger, Facebook, Twitter, Snapchat, etc. are prohibited during school hours.

10. Sound must be turned off except when it is being used as part of a class.

11. Headphones are prohibited except when it is being used as part of a class.

Consequences of inappropriate use will be determined by administration and could range from temporary or permanent loss of use of device up to suspension, in accordance with TLM District discipline matrix.

Information content/Third Party Supplied Information

With the rapidly increasing capability of today’s technology, users and parents of technology users are advised that use of the district’s technology may provide access to other electronic communications systems that may contain inaccurate and/or objectionable material. The Internet offers vast diverse and unique resources to both students and teachers. The goal in providing Internet access to teachers and students is to promote educational excellence in schools by facilitating resource sharing, innovation, and communication.

The Turtle Lake-Mercer School District will take precautions to restrict access to controversial material. However, because of the nature of a global network, it is impossible to control all materials. An industrious user may discover controversial information. However, it is the belief of the Turtle Lake-Mercer School District that the benefits provided by access to the Internet far outweigh the possibility of coming in contact with controversial materials. 

Should a student access websites that are not for educational purposes and that are potentially in violation of school, local, state, and federal statutes, the student must leave those sites immediately and inform the supervising teacher or school employee of the inappropriate access. Parents may not hold the school responsible for materials acquired by their child using the computers, technology, and network capabilities available at the school.

Proper care

Proper care of school-issued devices is necessary to allow for the maximum life of the device. The procedures listed below should be followed:

1. iPads/Laptops are not permitted at the lunch tables while food is present.

2. iPads/Laptops are never to be left unattended. If a device is found unattended, it will be brought to the office. 

3. Students are not allowed to have Laptops open on the bus.

4. iPads/Laptops may never be kept in a student’s vehicle before, during, or after school hours.

5. Students are not allowed to have iPads/Laptops in an unlocked locker room during sporting events.

6. iPads/Laptops should be transported throughout the building in a safe and protective manner.

7. Any damage to an iPad/Laptop during the school day should be reported to the Technology Coordinator immediately or will be considered negligent. 


Parent and Student Responsibility
1. ALL STUDENTS WILL BE RESPONSIBLE FOR PAYING THE INSURANCE DEDUCTIBLE EACH TIME DAMAGES ARE CAUSED TO SCHOOL TECHNOLOGY.

2. Each student is required to pay a one-time $75 technology fee.

· Payment must be submitted by the 1st Friday of September of the student’s 7th Grade year. Or upon enrollment at TLM school if entering after Grade 7.

· Students who refuse to pay the fee won’t be issued an iPad or Laptop.

· A fee waiver may be granted for students who qualify for free and reduced lunches.

3. Students must use their school issued technology for all TL-M Coursework. Repair procedures

· Contact the Technology Coordinator

·  If the iPad/Laptop cannot be fixed they will be given a spare and sent back to class.

Repair procedures:
· Bring the damaged device to the Technology Coordinator
· If the iPad/Laptop cannot be fixed they may be given a spare if available.

· Note: Staff members who damage school-issued technology are required to pay for the damages for the school-issued technology.
Termination/Revocation of District Technology Use
Unauthorized or inappropriate use of technology or safety violations in regard to technology will be handled according to the school policy that has been violated and could result in revocation or suspension of technology use at Turtle Lake-Mercer School.

1st Offense - Principal Will: Verbal warning, phone call to parent/guardians, staff notification, Principal OR Staff Member Will: Submit PowerSchool Log Entry;

2nd Offense - Principal Will: Verbal warning, technology loss for a week, phone call to parent/guardians, staff notification. Principal OR Staff Member Will Submit PowerSchool Log Entry;

3rd Offense - Principal Will: Verbal warning, technology loss for 30 days, phone call to parent/guardians, staff notification. Principal OR Staff Member Will Submit PowerSchool Log Entry

4th Offense - Principal Will: Verbal warning, technology loss for remainder of the school year, phone call to parent/guardians, staff notification. Principal OR Staff Member will submit PowerSchool Log Entry.
TELEPHONE USAGEtc \l1 “TELEPHONE USAGE:

 Faculty members are to receive incoming calls during their free time only.  You will not be called out of class to receive phone calls.  All outgoing calls, whether local or long distance, are not to be made during the teacher’s class time.  Long distance calls are for school business only and only from the school office.  If you are in question as to what constitutes school business, ask one of the administrators.  Use toll free numbers when possible, all long distance phone calls are to be logged in the book provided for that purpose.  When answering the phone, give the school name followed by your own.

TEXT AND WORKBOOKStc \l1 “TEXT AND WORKBOOKS
All textbooks (both teacher and student copies) will be issued upon request or need.  Once issued, teachers become responsible for all items.  As they are the property of the District, they are not to be written on or have pages removed.  Replacement of damaged or lost items will be charged to the student. 
TITLE I BASIC SKILLS PROGRAM 

GOAL:  To provide individual or small group instruction to those students with the greatest need in reading, and/or math.  All students will have access to Title I services as we are a School-Wide program.  The needs of students will be addressed using various assessments and MTSS process.
TOBACCO USE ON SCHOOL GROUNDS PROHIBITED

Definitions

For purposes of this policy:

· Electronic smoking device means any device that can be used to deliver aerosolized or vaporized nicotine to the person inhaling from the device, including, but not limited to, an e-cigarette, e-cigar, e-pipe, vape pen or e-hookah.

· Possession of tobacco products means:

1. Actual physical possession of the tobacco product while on school property;

2. Use or consumption of the tobacco product while on school property;

3. Tobacco product located in the student’s locker, car, handbag, backpack, or other belongings while on school property; or

4. Appearance by a student on school property after having consumed or ingested the tobacco product that is noticeable by breath odor.

· Smoking means inhaling, exhaling, burning, or carrying any lighted or heated cigar, cigarette, or pipe, or any other lighted or heated tobacco, nicotine, or plant product intended for inhalation, including hookah and marijuana, whether natural or synthetic.  “Smoking” also includes the use of an electronic smoking device.  This excludes any FDA-approved nicotine replacement therapy.

· School property is defined in NDCC 15.1-19-10(6)(b) as all land within the perimeter of the school site and all school buildings, structures, facilities, and school vehicles, whether owned or leased by a school district, and the site of any school-sponsored event or activity.

· Smokeless tobacco means any snuff or chewing tobacco.

· Tobacco product means any product that is made from or derived from tobacco, or that contains nicotine, that is intended for human consumption or is likely to be consumed, whether smoked, heated, chewed, absorbed, dissolved, inhaled or ingested by any other means, including, but not limited to, a cigarette, a cigar, pipe tobacco, chewing tobacco, snuff, or snus.  Tobacco product also includes any electronic smoking device.

· Tobacco use means smoking and the heating, inhaling, chewing, absorbing, dissolving or ingesting any tobacco product.

Rationale for Regulating Possession and Use

The health hazards of tobacco use have been well established. This policy is established to:

1.  Reduce the high incidence of tobacco use in North Dakota.

2. Protect the health and safety of all students, employees, and the general public.

3. Set a non-tobacco-use example by adults.

4. Assist in complying with smoking restrictions in state and federal law (NDCC 23-12-10 and 20 U.S.C. 7973).

Tobacco use is the leading cause of preventable death and disability in North Dakota.  To support and model a healthy lifestyle for our students, the Turtle Lake-Mercer School Board establishes the following tobacco-free policy.

Use and Possession Prohibitions

Students:  Possession and/or use of tobacco products by students on school property is prohibited at all times.

Staff/Visitors:  The use of tobacco products by all school employees and visitors on school property is prohibited.

This policy includes all events on school property that are not sponsored by, or associated with, the school at all times.

Additional:  The District will not allow advertising of tobacco products on school property or in any school publications.  This includes clothing that advertises tobacco products.

The District will not accept any gifts (such as curriculum, book covers, speakers, etc.) or funds from the tobacco industry.

Communicating to Students, Staff, and Public

This policy will be printed in employee and the student handbooks.  The District shall comply with all smoking prohibition posting requirements in NDCC 23-12-10.4 and post such notices in other highly visible places in all district schools and property, such as, but not limited to: school playgrounds, athletic fields and school-sponsored events (on district property).  Parents will be sent notification in writing, and the local media will be asked to communicate this tobacco-free policy communitywide.

Responsibility for Violations

All individuals on the district’s premises share in the responsibility for adhering to and enforcing this policy.  The Superintendent shall develop regulations for the enforcement and implementation of this policy.

Tobacco Cessation Services

Individuals requesting assistance with tobacco cessation services will be referred to NDQuits, the North Dakota Department of Health multi-media tobacco cessation program.  This is a free cessation service provided to citizens of North Dakota. (Turtle Lake-Mercer School District #72 Policy ABBA. Amended: 11/24/2020)
TECHNOLOGY - Electronic Communication Devices 

Appropriate Use BY SCHOOL EMPLOYEES

Scope and Purpose: 

Turtle Lake-Mercer Public School provides Electronic Communication Devices (ECDs) designed to facilitate educational communications among employees and other educational contacts. Those devices include telephones, cellular phones, digital phones, facsimile (fax) machines, all computer software (including e-mail and Internet), PDAs (personal digital assistants), and any other type of electronic communication. These devices are district property and are to be used for educational purposes only. Full and part-time employees are expected to communicate in a professional manner that will reflect positively on them and Turtle Lake-Mercer Public School. It is the intent of the district to provide a policy that will ensure that our employees use all ECDs appropriately. 

Use of Electronic Communication Devices: 

The Internet (World Wide Web) is a vast global network linking computers at sites around the world, and it is a vital source for researching and accessing information, communicating through electronic mail (email), and using on-line services. The district is responsible for controlling the use of the Internet and other electronic communication devices in a reasonable manner to prevent or detect abuse and avoid legal exposure. 

Authorized Use: 
All employees are authorized to use the Internet for a purpose related to their employment or positions. However, an employee may use the Internet for a non-educational purpose provided the use: 

•
Does not interfere with the performance of the employee’s duties; 

•
Is of nominal cost or value; 

•
Does not create the appearance of impropriety; 

•
Is not for a political or personal commercial purpose; 

•
Is reasonable in time, duration, and frequency; and 

•
Makes only minimal use of hardware and software resources. 

Standards of Conduct: 
An employee is solely responsible and shall be personally liable, legally, financially, or otherwise, for the employee’s use of ECDs outside the scope of the employee’s employment. An employee: 

•
Must use the Internet in a professional and ethical manner; 

•
Must not use electronic communication devices for gambling or betting; 

•
Must not use electronic communication devices for harassment or other inappropriate behavior regarding race, color, creed, religion sex, ancestry, national origin, age or disability; 

•
Must not use electronic communication devices to access, display, archive, store, distribute, edit or record sexually explicit material.

•
Must not create or distribute immoral, obscene, threatening, defrauding or violent text or images or transmit inappropriate or unlawful materials; 

•
Must not create, distribute, copy or knowingly use unauthorized copies of copyrighted material, software, music, images, photos, or video; store such copies on district computers, or transmit them over the district or state networks; 

•
Must not use electronic communication devices for illegal activity; 

•
Must not use district equipment to knowingly download or distribute pirated software or data;

•
Must not knowingly distribute viruses or bypass any detection system in place; 

•
Should be aware that all electronic communications is public information and is subject to disclosure per North Dakota’s Open Records Law. 

Measuring and Monitoring: 

Turtle Lake-Mercer Public School reserves the right to install software to measure, manage, and monitor all electronic communication devices, including but not limited to storing, accessing, and reviewing information received or sent through e-mail or over the Internet and logging and analyzing sites accessed and denied. The district reserves the right to block out any Internet sites deemed by the district to be inappropriate or unrelated to the district’s responsibilities. The district will cooperate with any legitimate law enforcement investigation. 

Personal Property: 

Employees of the school district are provided with computers for use in their employment. Employees are discouraged from bringing their own personal computers to the workplace. The school district is not responsible for loss or damage of employee-owned computers or personal communication devices. In addition, the school district will not install district-owned software on employee-owned computers or provide troubleshooting or maintenance. 

Non-compliance Measures: 

An employee’s inappropriate conduct may lead to disciplinary actions up to and including termination of employment. 
Acknowledgement: 

All current full and part-time employees and temporary employees are required to sign an Electronic Communication Acknowledgement Form. New full-, part-time and temporary employees are required to sign this form upon acceptance of employment/contract. 
Health and Wellness policy:
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Turtle Lake - Mercer Public School (TLM) recognizes the important role of the district to promote a healthy school environment. It is the intent of the school district to provide nutrition education, physical activity and other school-based  activities to promote student  wellness.

Nutrition Goals
The primary goal of nutrition education is to positively influence students’ eating behaviors. The following statements provide policy guidance for the nutrition education efforts of the district:

· Students at each grade level will receive consistent nutrition education that teaches the skills they need to adopt healthy eating behaviors.
· Nutrition education will be offered in the cafeteria as well as in the classrooms, with
coordination between the nutrition services staff and teachers.
· Nutrition education will be communicated in consistent nutrition messages throughout the schools, classrooms and cafeterias and promoted to parents, the community and the media.
· District health education curriculum standards and guidelines will include both nutrition and physical education
· Schools will link nutrition education activities with the coordinated school health program.
· Schools will conduct nutrition education activities and promotions that involve parents, students, and the community.
Physical Education Goals
The primary goals for schools’ physical activity components are to provide opportunities for every student to develop the knowledge and skills for specific physical activities; to maintain physical fitness; to ensure regular participation and to teach the short and long term benefits of a physically active and healthful lifestyle. The following guidelines are established:
· Students will be given opportunities for physical activity during the school day through physical education classes, daily recess periods for elementary students, and the integration of physical activity into the school day.
· Students will be given opportunities for physical activity through a range of before and/or after-­‐ school programs which may include intramurals, interscholastic athletics and physical activity clubs.

· Schools will provide professional development to enable teachers and other school staff to promote enjoyable, lifelong physical activity among students.
· Schools will encourage parents and guardians to support their children’s participation in physical activity, to be physically active role models, and to include physical activity in family events.
· Teachers and other school personnel will not use physical activity (e.g., running, laps, pushups) as a punishment. Teachers and other school personnel will not withhold opportunities for physical activity (e.g., recess, physical education) as punishment.
· The district is encouraged to promote the use of school facilities outside of school hours for physical activity programs offered by community-­‐based   organizations.
School Meal Guidelines
Nutrition Services offers healthy, nutritious meals, snacks and beverages in compliance with the most updated USDA guidelines and Dietary Guidelines for Americans. This includes all foods and beverages sold or served to students, including those available outside of the school meal programs. The goal is to create a total school environment that is conducive to healthy eating and being physically active.
Meals served through the National School Lunch and Breakfast Program will:
· Be appealing and attractive to students.
· Be served in a clean, enjoyable environment.
· The school district will ensure an adequate time for students to enjoy eating healthy foods.
· The school district will schedule lunch time as near the middle of the school day as possible.
· Offer a variety of fresh fruits, vegetables, and whole grain products daily.
· Serve only low-­‐fat (1%), fat-­‐free milk or flavored milk.
· Student access to water throughout the school day will be facilitated through drinking fountains and the use of other available options.
· The school district will encourage students to participate in the school meals program and protect the identity of students who eat free and reduced price meals.
Competitive Foods and other foods and beverages sold to students will:
· Foods and beverages sold individually will comply with the most updated USDA guidelines (i.e., foods sold or served outside of reimbursable school meals, such as through vending machines, ala carte, fundraisers, school stores, celebrations, school functions, catering, etc.)
· The school day is considered from midnight until 30 minutes after the last bell
· Schools principals have the option to allow three, one-­‐day fundraisers per building each school year that do not have to comply with USDA guidelines.

· Schools will encourage snacks that make a positive contribution to children’s diets and health, with an emphasis on serving fruits and vegetables as the primary snacks and water as the primary beverage.
· Schools are encouraged to consider celebration activities other than food. This includes foods or snack items brought from home.
· School-­‐sponsored events outside of the school day (i.e., athletic events, dances, or performances) will be encouraged to sell or serve healthy foods and beverages.

· Schools will use marketing activities that promote healthful behaviors including: vending
              machine covers promoting healthy options.
Implementation of the Wellness Policy
The school district recognizes the importance of communicating with parents and will support parents’ efforts to provide a healthy diet and daily physical activity for their children. Shared information will support and include nutrition education, physical activity and physical education through the school website, newsletters, or other take-­‐home materials and special events.
The school board designates building principals at each school with the operational responsibility for ensuring that each school fulfills this policy. Principals will report to the district wellness committee on the school’s compliance.
The district wellness committee will submit a summary report annually on the district-­‐wide compliance, based on input from schools within the district.  That report will be provided to the school board.

Monitoring will be reported annually to help review policy compliance, assess progress, and determine areas in need of improvement and or revisions.
Turtle Lake - Mercer Public School Wellness Policy Evaluation Form
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School:_________________________Principal:
 Date: 

The school will conduct an annual review of the Wellness Policy to measure the buildings consistency with the policy throughout the school district. The review will be completed by the principal with input from students, teachers and staff and will serve as the basic compliance assessment. Assessments will be reviewed by the Superintendent and the District Wellness Committee.
Nutrition Education Goals
1. Students in grades K - 12 receive nutrition education that teaches the skills necessary to adopt healthy eating habits?
Yes
No
Comments: 
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2. Students receive consistent nutrition messages throughout the school?
Yes
No
Comments: 
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3. District health education curriculum standards and guidelines include both nutrition and physical education?
Yes
No
Comments: 
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Physical Fitness Goals
1. Students are given the opportunity for physical activity during the school day in addition to physical education classes, (i.e., daily recess, classroom activities, etc.)
                 Yes
No
             Comments: 
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2. Students are given the opportunity for physical activity through a range of before and/or after school programs?
                 Yes
No 
              Comments: 
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Nutrition Goals
1. USDA guidelines set for food and beverages in the food service program are being followed: 
Yes
No
                 Comments: 
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2. Guidelines set for food and beverages sold to students outside of the food service program are being followed:
Yes
No
                 Comments: 
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Other School Based Activities
1. The school provides a clean and safe school environment? 
Yes
No
             Comments: 
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2. Students have access to free drinking water throughout the school day? 
Yes
No
              Comments: 
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3. The school district encourages all students to participate in the school breakfast and lunch programs?
               Yes
No
              Comments: 
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4. The school district protects the identity of students who eat free and reduced price meals? 
Yes
No
             Comments: 
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5. The school district ensures adequate time for students to eat lunch?
               Yes
No
             Comments: 

PROPOSED MONITORING AND EVALUATION COMPONENT

8/06-ongoing

Implementation of new Wellness Policy

Nutrition Service Director:   Principal

Monitoring and Evaluation.

The superintendent will ensure compliance with established district-wide nutrition and physical activity wellness policies.  The Nutrition Services Director will report on the school’s compliance to the superintendent.

The Nutrition Services Director will ensure compliance with nutrition policies within the school food service areas and will report on this matter to the superintendent, including the School Meals Initiate (SMI) review which is conducted by the state agency every 5 years.

The Nutrition Services Director will develop a Wellness Policy Summary Report every 3 years on district-wide compliance with the district’s established nutrition and physical activity wellness policies.

The Wellness Policy Summary Report will identify and prioritize needs for the coming three years, including policy changes and work plans to facilitate the development of an environment that support.
CONCLUSION:  

The Board of Directors of the Turtle Lake-Mercer School District #72 at the regular meeting held on July 19, 2021, approved this policy manual.  The School Board reserves the right to change, and or delete items found in or as part of this policy book within the given year except as contractually agreed upon in the Negotiated Agreement.

NEGOTIATIONS AGREEMENT    2025 – 2026 and 2026 – 2027 
The following conditions of employment and working conditions have been agreed upon between the Turtle Lake-Mercer School Board and the Turtle Lake-Mercer Education Association:

SALARY:

1.  The attached salary schedules with a base salary in 2025-2026 of $43,470 and 2026-2027 of $44,992 and all itemized salary schedule provisions.  The Board, with the agreement of the TL-MEA, has the right to pay above the salary schedule when necessary. 

2.  Experience:  Outside BS Degree experience-A maximum of fifteen (15) years of teaching experience may be brought in for credit on the salary schedule. (Exception – Retirees will be allowed to bring in 5 years of experience.

3.  Lateral salary schedule steps--classification:  Credit hours earned beyond the Bachelor's Degree must be in Graduate Level course work or undergraduate credit as approved by administration (retroactive to the year 2003) directly appropriate to teaching assignment and computed as semester hours.

4.  Teacher Fund for Retirement Deduct:

The School Board will pay the teacher's share of retirement by deducting the required amount from each teacher's salary.  This plan is found in Model I of the Teacher Fund for Retirement Employer Guide. 

5.  Payroll will be twice monthly and the option of a 12-month contract.

HEALTH INSURANCE:

1. A Health Insurance Plan will be chosen by the board with input from participating employees. Full-time Teachers electing to participate in the District’s group health plan shall receive 100% of single Blue Cross Blue Shield High Deductible health plan for the 2023 – 2024 school year and 100% of single Blue Cross Blue Shield High Deductible health plan for the 2024 – 2025 school year of their Health Insurance Premiums paid by the District.  Teachers who work at least 50%, but less than 100% will receive a premium contribution from the District prorated according to the percentage of time employed by the District. Any remaining premium balances shall be paid by the participating employee through payroll deduction.

2. The board will pay a permanent ceiling of $2,600.00 contribution for a Health Savings Account front loaded their first and second years of employment if the district is on a Health Insurance Plan that allows for a Health Savings Account.  Business manager will review with new hires how the deductible works the first year and moving forward.  Each additional year going forward that a Health Savings Account is part of the Health Insurance Package the payments will be prorated and deposited accordingly.  

3. Health insurance and a health savings account are optional benefits for which no in lieu of monetary payment shall be made to any teacher not electing to avail themselves of said benefits. Married couples employed by the District will be eligible for further premium contribution based on their combined FTE.  

4. A committee consisting of equal representation of teachers and board members will provide input and a recommendation to the full Turtle Lake – Mercer School Board for any changes to the current health insurance plan.

5. Full disclosure of any new policy will be distributed to all teachers with or before the contracts for the year in which the new insurance will take effect.

SICK/FLEX/PERSONAL LEAVE TIME:

1.   A full time teacher shall earn sick leave at the rate of fifteen (15) days per year cumulative to a maximum of 90 days.

Sick leave with pay shall be allowed whenever a teacher's absence is found to have been due to illness that prevented his/her attendance at school and performance of duties on that day or days.

In the event that sick leave is taken for three (3) consecutive days, a medical certificate will be required upon return to duty.  If it is determined that sick leave was used for other than illness payment will be withheld.

Sick leave shall be deducted from the accrued sick leave days earned by the teacher.

Sick leave pay shall be approved only upon submission of a signed request upon the authorized sick leave pay request form available on the school web site.

Of the accrued sick leave days in a year, five (5) of the said days shall be known as emergency leave and to be taken at the discretion of the administration.

2.  A full time teacher may be granted personal leave at the discretion of the teacher for no more than three days per year, not accumulative, in addition to sick leave.  A personal leave day shall be granted at the discretion of administration.  Unused personal leave days shall be reimbursed at the teacher’s daily rate of pay at the end of the school year.

3.  Three of the sick days shall be designated as flex days.  The three personal days would be used first, and flex days could be used with administrative approval.  Flex days would revert back to sick days at the end of the year and would not be paid as personal days.

4.  A continuing contract teacher who is unable to teach because of illness or injury and who had exhausted all sick leave credit available, or has become eligible for long-term disability compensation, shall upon request and School Board approval be granted a medical leave of absence, without pay, up to one year.  The school district may, at its discretion, renew such leave.

A request for leave of absence or renewal under this section shall be accompanied by a written doctor's statement outlining the condition of health and estimated time at which the teacher is expected to be able to assume his/her normal responsibilities.

TEACHER WORK DAY: 

5-Day school week: The school day for classroom teachers, exclusive of lunch, shall be from one-half (1/2) hour prior to the opening until one-half (1/2) hour after dismissal of regular classes. This schedule shall be modified in proportion to full-time equivalency for teachers employed for less than a normal day. 
4-Day school week: The school day for classroom teachers, exclusive of lunch, shall be from 7:45 – 3:50 Monday – Thursday. 8:00 – 3:30 on enrichment days and PD days. This schedule shall be modified in proportion to full-time equivalency for teachers employed for less than a normal day. 

In addition to the basic school day, teachers shall be required to participate in a majority of school activities beyond the basic teacher's day.  The normal duties for teachers include a share of extra-curricular and supervisory activities.

TEACHER WORK YEAR: 

The scheduled employment year of teachers covered by the salary schedule shall begin at the opening of the school in the fall and terminate after the close of school in the spring, but in no event be more than 183 days for a 5-day school week or 171 days for a 4-day school week.
COLLEGE CREDITS:

1.  Reimbursement for college credit earned toward an education plan shall be given on the following basis:

· Credits earned:  $50.00 per credit not exceeding $500.00/year.

· Reimbursement will be made only if all expenses have been incurred by the employee and transcript/receipt is provided to the Superintendent for approval

· The Board reserves the right to pay reimbursable costs for an employee to meet qualifications of a determined shortage position.

CONTINUING EDUCATION MEETING CREDIT

Whenever training or meetings occur outside the teacher’s school day, and those activities are not part of the normal contract period, CEMU’s may be granted.

These conditions are subject to CEMUs

· Committee Meetings, Fall School Open House, Elementary Concert Supervision (if required to be there), Staff Meetings.

· Any function paid for by another source does not qualify as a CEMU.

· New Teacher/Mentor Day will be available for any teacher to come in to the school to complete any classroom readiness work and receive CEMUs for their documented time working in their classroom.  

A minimum of 15 minutes is required to count toward CEMUs

Example: 4 meetings at 15 minutes per meeting equals 1 CEMU

Teachers are responsible for keeping track of their CEMUs. They are to be turned in by the 20th of each month on the form provided on the school website to the Superintendent or his/her designee for approval. Twenty-Five dollars ($25.00) is allowed for each CEMU maximum of $300.00 is allowed per year. 
GREVIENCE PROCEDURE

The purpose of this procedure is to secure an equitable and fair solution to a claim based upon an event or condition that affects the conditions or circumstances under which an employee works,

Employees should feel free to use these procedures.  No employee or administrator shall discriminate against, coerce or interfere with any employee, administrator, witness or representative for their involvement in the presentation or adjudication of any grievance.  The employee may be represented and accompanied by a representative of his/her choosing at any step in this process.  The teacher filing the grievance must be present at each step in the procedure.

Grievance Steps

1. A grievance shall be first discussed with the building principal or immediate supervisor with the intent of resolving the matter informally.  It the grievance is not resolved informally, the employee should prepare and submit a written grievance request to the building principal.  The principal will render a written response within (10) working days.

2. If no agreement is reached in step one or the time limit elapses without an answer, the employee may present the written grievance to the superintendent.  The superintendent or designee shall schedule a conference relative to such grievance and communicate in writing a decision to the grievant within (15) working days.

3. If no agreement is reached in step two the superintendent or the employee may present the written grievance to the school board.  The grievance will be placed on the agenda for the next school board meeting.  The school board will communicate in writing a decision to the grievant within ten (10) working days after the meeting.

4. In no agreement is reached in step three binding arbitration by outside parties may be instituted by mutual consent of the School Board and the Education Association.  A mutually acceptable neutral third party will be appointed.  Within (15) working days after appointment, the arbitrator will submit a written recommendation that will be considered to be binding on all parties concerned.  Cost of arbitration will be borne equally by both parties.


DURATION CLAUSE

This Agreement, except as otherwise provided, is effective as of July 1, 2025, to June 30, 2027, at which time it shall automatically renew itself for additional periods of one year, unless written notification to the contrary is made by either party no later than 160 days before contract anniversary date. If such notification occurs, the parties must proceed with the recognition process required by NDCC chapter 15.1-16 and the entire Agreement may be renegotiated.  
This Agreement may be modified or changed during the contract term by mutual agreement and in writing signed by both parties.

[image: image14.emf]TURTLE LAKE-MERCER TEACHERS & MASTERS SALARY SCHEDULE Proposal

                                                                          2025 - 2026 NEGOTIATED AGREEMENT

(Year 1 of 2 year contract)

INSURANCE Single Plan

BASE PAY $43,470.00

INCREMENT $525.00

LANES $575.00 $600.00

 (MA)

Base Pay: $43,470 Vert-->$525 Horiz--->$575 $600 Horiz--->$600

10+ Vert->$550.00

Masters/72 hrsMasters +12 Masters +24

Increment / 

Step B.S. 12 hrs 24 hrs 36 hrs 48 hrs 60 hrs 36 hrs 48 hrs 60 hrs

1 $43,470 $44,045 $44,620 $45,195 $45,770 $46,345 $46,945 $47,545 $48,145

2 $43,995 $44,570 $45,145 $45,720 $46,295 $46,870 $47,470 $48,070 $48,670

3 $44,520 $45,095 $45,670 $46,245 $46,820 $47,395 $47,995 $48,595 $49,195

4 $45,045 $45,620 $46,195 $46,770 $47,345 $47,920 $48,520 $49,120 $49,720

5 $45,570 $46,145 $46,720 $47,295 $47,870 $48,445 $49,045 $49,645 $50,245

6 $46,095 $46,670 $47,245 $47,820 $48,395 $48,970 $49,570 $50,170 $50,770

7 $46,620 $47,195 $47,770 $48,345 $48,920 $49,495 $50,095 $50,695 $51,295

8 $47,145 $47,720 $48,295 $48,870 $49,445 $50,020 $50,620 $51,220 $51,820

9 $47,670 $48,245 $48,820 $49,395 $49,970 $50,545 $51,145 $51,745 $52,345

10 $48,220 $48,795 $49,370 $49,945 $50,520 $51,095 $51,695 $52,295 $52,895

11 $48,770 $49,345 $49,920 $50,495 $51,070 $51,645 $52,245 $52,845 $53,445

12 $49,320 $49,895 $50,470 $51,045 $51,620 $52,195 $52,795 $53,395 $53,995

13 $50,445 $51,020 $51,595 $52,170 $52,745 $53,345 $53,945 $54,545

14 $50,995 $51,570 $52,145 $52,720 $53,295 $53,895 $54,495 $55,095

15 $51,545 $52,120 $52,695 $53,270 $53,845 $54,445 $55,045 $55,645

16 $52,095 $52,670 $53,245 $53,820 $54,395 $54,995 $55,595 $56,195

17   $53,220 $53,795 $54,370 $54,945 $55,545 $56,145 $56,745

18   $53,770 $54,345 $54,920 $55,495 $56,095 $56,695 $57,295

19 $54,320 $54,895 $55,470 $56,045 $56,645 $57,245 $57,845

20 $54,870 $55,445 $56,020 $56,595 $57,195 $57,795 $58,395

21   $55,995 $56,570 $57,145 $57,745 $58,345 $58,945

22   $56,545 $57,120 $57,695 $58,295 $58,895 $59,495

23 $57,095 $57,670 $58,245 $58,845 $59,445 $60,045

24 $57,645 $58,220 $58,795 $59,395 $59,995 $60,595

25   $58,770 $59,345 $59,945 $60,545 $61,145

26   $59,320 $59,895 $60,495 $61,095 $61,695

27 $59,870 $60,445 $61,045 $61,645 $62,245

28 $60,420 $60,995 $61,595 $62,195 $62,795

29   $61,545 $62,145 $62,745 $63,345

30   $62,095 $62,695 $63,295 $63,895

31 $62,645 $63,245 $63,845 $64,445

32 $63,195 $63,795 $64,395 $64,995

33 $63,745 $64,345 $64,945 $65,545

34 $64,295 $64,895 $65,495 $66,095

35 $66,645

36 $67,195

37 $67,745

38 $68,295

INSURANCE Single Plan

BASE PAY $44,992.00 TURTLE LAKE-MERCER TEACHERS & MASTERS SALARY SCHEDULE

INCREMENT $525.00  2026-2027 NEGOTIATED AGREEMENT

LANES $575.00 $600.00

 (MA)

(Year 2 of 2 year contract)

Base Pay: $44,992 Vert-->$525 Horiz--->$575 $600 Horiz--->$600

10+ Vert->$550.00

Masters/72 HoursMasters +12 Masters +24

Increment / 

Step B.S. 12 hrs 24 hrs 36 hrs 48 hrs 60 hrs 36 hrs 48 hrs 60 hrs

1 $44,992 $45,567 $46,142 $46,717 $47,292 $47,867 $48,467 $49,067 $49,667

2 $45,517 $46,092 $46,667 $47,242 $47,817 $48,392 $48,992 $49,592 $50,192

3 $46,042 $46,617 $47,192 $47,767 $48,342 $48,917 $49,517 $50,117 $50,717

4 $46,567 $47,142 $47,717 $48,292 $48,867 $49,442 $50,042 $50,642 $51,242

5 $47,092 $47,667 $48,242 $48,817 $49,392 $49,967 $50,567 $51,167 $51,767

6 $47,617 $48,192 $48,767 $49,342 $49,917 $50,492 $51,092 $51,692 $52,292

7 $48,142 $48,717 $49,292 $49,867 $50,442 $51,017 $51,617 $52,217 $52,817

8 $48,667 $49,242 $49,817 $50,392 $50,967 $51,542 $52,142 $52,742 $53,342

9 $49,192 $49,767 $50,342 $50,917 $51,492 $52,067 $52,667 $53,267 $53,867

10 $49,742 $50,317 $50,892 $51,467 $52,042 $52,617 $53,217 $53,817 $54,417

11 $50,292 $50,867 $51,442 $52,017 $52,592 $53,167 $53,767 $54,367 $54,967

12 $50,842 $51,417 $51,992 $52,567 $53,142 $53,717 $54,317 $54,917 $55,517

13 $51,967 $52,542 $53,117 $53,692 $54,267 $54,867 $55,467 $56,067

14 $52,517 $53,092 $53,667 $54,242 $54,817 $55,417 $56,017 $56,617

15 $53,067 $53,642 $54,217 $54,792 $55,367 $55,967 $56,567 $57,167

16 $53,617 $54,192 $54,767 $55,342 $55,917 $56,517 $57,117 $57,717

17   $54,742 $55,317 $55,892 $56,467 $57,067 $57,667 $58,267

18   $55,292 $55,867 $56,442 $57,017 $57,617 $58,217 $58,817

19 $55,842 $56,417 $56,992 $57,567 $58,167 $58,767 $59,367

20 $56,392 $56,967 $57,542 $58,117 $58,717 $59,317 $59,917

21   $57,517 $58,092 $58,667 $59,267 $59,867 $60,467

22   $58,067 $58,642 $59,217 $59,817 $60,417 $61,017

23 $58,617 $59,192 $59,767 $60,367 $60,967 $61,567

24 $59,167 $59,742 $60,317 $60,917 $61,517 $62,117

25   $60,292 $60,867 $61,467 $62,067 $62,667

26   $60,842 $61,417 $62,017 $62,617 $63,217

27 $61,392 $61,967 $62,567 $63,167 $63,767

28 $61,942 $62,517 $63,117 $63,717 $64,317

29   $63,067 $63,667 $64,267 $64,867

30   $63,617 $64,217 $64,817 $65,417

31 $64,167 $64,767 $65,367 $65,967

32 $64,717 $65,317 $65,917 $66,517

33 $65,267 $65,867 $66,467 $67,067

34 $65,817 $66,417 $67,017 $67,617

35 $68,167

36 $68,717

37 $69,267

38 $69,817
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Academic Olympics $100.00 Head Coach Base $196.00

Annual $1,300.00 Step 1 $208.00

Step 2 $220.00

Step 3 $232.00

Step 4 $244.00

Class Advisor / 7th $200.00 Step 5 $256.00

Class Advisor / 8th $200.00 Step 6 $268.00

Class Advisor / 9th $500.00 Step 7 $280.00

Class Advisor / 10th $500.00 Step 8 $292.00

Class Advisor / 11th $500.00

Class Advisor / 12th $500.00 Asst Coach Base $120.00

Prom Advisor $750.00 Step 1 $130.00

Step 2

$140.00

Step 3 $150.00

FFA $5,000.00 Step 4 $160.00

Honor Society $600.00 Step 5 $170.00

Music (Vocal & Inst) $2,000.00 Step 6 $180.00

Pep Club $900.00 Step 7 $190.00

FCCLA $600.00 Step 8 $200.00

Speech $900.00

Student Council $600.00 JH & Elementary Coach Base $125.00

Drama($200/Play Max. 3 Plays/year) $670.00 Step 1 $133.00

Weight Room Monitor $1,000.00

Step 2

$141.00

TOTAL $16,820.00 Step 3 $149.00

Step 4 $157.00

Step 5 $165.00

Step 6 $173.00

Step 7 $181.00

Step 8 $189.00

Music Honor Festivals shall be paid at a rate of $225 per festival. 

All above salaries are weekly except where noted

Acalympics shall be paid $100.00 + $100.00 per competition and $200.00 if TL-M hosts a 

competition.  Acalympics pay not to exceed $700.00. 

All programs shall be subject to guidelines for minimum participation established by the school 

board, ex: practices, games, length of season.


JOB DESCRIPTION FOR ACTIVITIES/ATHLETIC DIRECTOR

RESPONSIBLE TO:  Superintendent 

RESPONSIBLITIES:
1. Scheduling of all activities, including officials and workers for all games.

2. Head Coach’s Evaluations.

3. Summary of Seasons to present to administration and school board.

4. Maintenance of inventory for co-curricular activities.

5. Recruitment of individuals to coach activities, as well as maintenance of record of coach’s education and concussion management for new state requirements.

6. Being Manager for all Turtle Lake – Mercer hosted tournaments and events.

7. Work with administration for proper supervision of home events.

8. Work with Head Custodian to assure facility is properly cleaned and locked after activities. 

9. Work with Transportation Manager to assure practice and games have proper transportation.

10. Attend all district and co-op meetings. Communicate with schools that are in the co-op to assure proper dismissal times and transportation will be provided. 

11. Attend all regional meetings, NDIAAA conferences, and keep abreast of the NDHSAA rules and changes.

12. Take requests from coaches for equipment purchases and have requests approved by superintendent. 

13. Make arrangements for bus transportation for FFA, Academic Competitions, class field trips, and other school sponsored events.

14. Help enforce eligibility with the help of the principal.

15. Keep master calendar of all athletic events, and TLM school sponsored activities such as speech, academic competition, FFA activities, Music concerts and competitions.

16. Maintenance of RschoolToday Activity Scheduler, keep up-to-date.

17. Other duties needed to assure all co-curricular activities are a positive and educational experience for the students of Turtle Lake – Mercer. 

ADVISOR - Acalympic

1. 1st week in February hand out nominations forms to 7-12 instructors

2. 2nd week in February collect nominations from teachers and record nominations on a spreadsheet according to subject area.

3. 3rd week in February tabulate nominations and in consultation with Principal choose the Team.

4. Have practices with the team 4 times after school for 1 ½ hours each.

5. Competition Season runs from middle of March to middle of April.

6. Attend 2 regular competitions which are after school hours and one Regional competition which is during school hours. Attend state competition if the team qualifies by placing first at Regional competition which is held after school hours.

7. Get information and a picture of the teams and the results of the competition to the school newsletter and the local newspaper

8. Make certificates, organize an Awards ceremony to recognize these teams which involves arranging for cake, ice cream and a drink.

9. Collect questions from teachers when needed.

Advisor – CLASS - 7Th Grade

Responsible For:

1. Elect Class Officers- President, Vice President, Secretary, Treasurer

2. Collect Dues as set by class.

3. Supervise planning and decorating of Homecoming Floats and Activities with co-oped schools.

4. Hold class meetings.

5. Organize Class Christmas Party and supervise students in classroom while they eat.  Help students decide if pizza will be paid for by class funds or if money will need to be collected.

6. Help students sign up for Class Wars and pick color.

7. No fundraising is needed.

8. Conduct a technology check in the first Wednesday of every month with their class.

ADVISOR – CLASS - 8TH GRADE

Responsible For:

1. Elect Class Officers- President, Vice President, Secretary, Treasurer

2. Collect Dues as set by class.

3. Supervise planning and decorating of Homecoming Floats and Activities with co-oped schools.

4. Hold class meetings.

5. Organize Class Christmas Party and supervise students in classroom while they eat.  Help students decide if pizza will be paid for by class funds or if money will need to be collected.

6. Help students sign up for Class Wars and pick color.

7. Supervise, organize, and help with fundraisers as needed.
8. Conduct a technology check in the first Wednesday of every month with their class.
ADVISOR – CLASS – 9th GRADE
Responsible For:

1. Elect Class Officers- President, Vice President, Secretary, Treasurer

2. Collect Dues as set by class.

3. Supervise planning and decorating of Homecoming Floats and Activities with co-oped schools.

4. Hold class meetings.

5. Organize Class Christmas Party and supervise students in classroom while they eat.  Help students decide if pizza will be paid for by class funds or if money will need to be collected.

6. Help students sign up for Class Wars and pick color.

7. Volleyball and Elementary Girls Basketball Candy Concessions

· Meet weekly during Volleyball/Elem GBB for inventory and workers

· Order pop, candy, and supplies for Volleyball/Elem GBB Candy Shack

· Pick up cash box, supervise concessions, and count money for all Volleyball/Elem GBB Concessions

8. Conduct a technology check in the first Wednesday of every month with their class.

ADVISOR – CLASS – 10th Grade
Responsible For:

1. Elect Class Officers- President, Vice President, Secretary, Treasurer

2. Collect Dues as set by class.

3. Supervise planning and decorating of Homecoming Floats and Activities with co-oped schools.

4. Hold class meetings.

5. Organize Class Christmas Party and supervise students in classroom while they eat.  Help students decide if pizza will be paid for by class funds or if money will need to be collected.

6. Help students sign up for Class Wars and pick color.

7. Volleyball Kitchen Concessions and Popcorn Concessions for the all activities.

· Organize and order all supplies for Volleyball Kitchen Concessions, including popcorn, oil, food, napkins, plates, etc…

· Organize and order all supplies (popcorn and oil) for Basketball Popcorn Concessions

· Create a schedule of workers (both students and parents) for Volleyball Concession and Basketball popcorn.  Check weekly to make sure all concessions are covered.

· Pick up cash box, supervise concessions, and count money for all Volleyball games and Basketball games

· Organize and order all supplies for Valentine’s Day fundraiser and other fundraisers as needed.

8. Conduct a technology check in the first Wednesday of every month with their class.
ADVISOR – CLASS – 11th Grade
Responsible For:

1. Elect Class Officers- President, Vice President, Secretary, Treasurer

2. Collect Dues as set by class.

3. Supervise planning and decorating of Homecoming Floats and Activities with co-oped schools.

4. Hold class meetings.

5. Organize Class Christmas Party and supervise students in classroom while they eat.  Help students decide if pizza will be paid for by class funds or if money will need to be collected.

6. Help students sign up for Class Wars and pick color.

7. Football Concessions and Candy Shack during Basketball

· Order all necessary candy, snacks, food, and drinks for concession stand during football games.

· Order all necessary candy, snack, and drinks for Candy Shack.

· Sell concessions at FFA Alumni CDE Contest in March (be in contact with FFA Advisor for this)

· Create a schedule of workers (both students and parents) for Football Concession and Basketball Candy Shack.  Check weekly to make sure all concessions are covered.

· Pick up cash box, supervise concessions, and count money for all football games and Basketball games

8. Conduct a technology check in the first Wednesday of every month with their class.

ADVISOR – CLASS – 12th GRADE
Responsible For:

1. Elect Class Officers- President, Vice President, Secretary, Treasurer

2. Collect Dues as set by class.

3. Supervise planning and decorating of Homecoming Floats and Activities with co-op schools.

4. Hold class meetings.

5. Organize Class Christmas Party and supervise students in classroom while they eat.  Help students decide if pizza will be paid for by class funds or if money will need to be collected.

6. Help students sign up for Class Wars and pick color.

7. Plan Senior Trip (do not pick dates of State BB tournament).  Review ALL Senior Trip guidelines with senior prior to planning said trip.

8. Present Senior Trip to the Board by October’s Board Meeting

9. Confirm reservations to hotels and other places for the class trip after board approval

10. Conduct a technology check in the first Wednesday of every month with their class.

11. Ask chaperones for the class trip after board approval- there must be an administrator on the trip.  Class advisor has priority as a chaperone, but is not required to chaperone.

12. Hand out a permission slip and hold a meeting prior to class trip, have forms signed by a notary

13. Submit a form to Transportation for the senior trip to line up a driver if using school transportation

14. Order caps and gowns (Jostens)

15. Pick a design and have it approved for senior t-shirts 

16. Collect Senior Pictures from seniors by February 1st for Class Composite (must be Vertical)

· Also need Principal and Superintendent picture

17. Organize a Class Picture with Yearbook Staff 

18. Collect Digital senior pictures (cannot be sent from a phone)- collect prior to April 1st 

· Also send yearbook staff a copy

19. Decide on a class flower for Graduation (February)

· Class buys 3 corsages (senior and 2 parents), family pays for extras

20. Be in Contact with Pastor Randy to line up Baccalaureate

21. Choose and contact a speaker for graduation

22. Be in contact (letter, email, instant alert) so that parents know what is going on for graduation, class trip, baccalaureate

23. Talk to the Music Department about a Senior song and if they would like special music played before graduation.
ADVISOR - DRAMA DIRECTOR


Overall/Organizational Duties:

1. Take Rules Clinic for Directors (every year)

2. Maintain NDHSAA Team Site (Roster, Schedule, etc.)

3. Send home permission slips, health info forms – keep records for the entire season

4. Plan rehearsal schedule for the season – send schedule home with students

5. Plan/Organize t-shirts or other fundraisers

6. Fill out Bus/Van Transportation form for Regional Competition

7. Make sure that all students are eligible before the competition

8. Inform all teachers of which students will be gone for the Regional Competition and when Regional Competition is.

9. Take students to Regional Competition, supervise throughout the day, plan/provide lunch, watch other plays, make sure that all props/costumes/staging items are brought to the competition and make it back to Turtle Lake.
Weekly/Daily Duties or “Practice”:

1. Hold auditions at a time when all students who wish to participate can attend – Invite McClusky

2. Assign parts and distribute scripts to actors

3. Help actors to develop their character through character sketches and other idea builders

4. Assign duties to stage hands, if any. 

5. If no stage hands are available, do stage work including: 

a. sounds 

b. lights

c. props

d. scenery

e. costuming

f. makeup

6. Run rehearsals at least 3x per week. 

7. Make sure that actors are memorizing their lines and writing in their blocking/movements/notes

8. Make sure to hold at least one dress rehearsal (actors in full costume), and one full rehearsal (actors in costume, makeup, stage fully set, lights/sound working, etc.).
ADVISOR – FCCLA

1. Post ALL meetings and activities on school calendar and communicate with staff when members will be absent for an FCCLA activity.

2. Affiliate chapter members by the middle of October each year.

3. Hold and advise monthly FCCLA meetings to keep members up-to-date on the chapter happenings.

4. Organize Fundraisers (Including, but not limited to):

a. Coffee Sales

b. Candle Sales

c. Butter Braid Sales

d. T-Shirt/Sweatshirt Sales

e. Turtle Days T-Shirt Sales

f. Turtle Days Turtle Races

5. Arrange for officers to attend the District 1 Planning Meeting.

6. Arrange for members to attend to the District 1 Meeting and the District 1 STAR Events Competition.

7. Arrange for eligible members to attend the State STAR Events Competition.

8. Arrange for members to attend the National Convention to compete or when eligible.

9. Arrange transportation, registration, and when necessary, motel reservations for all events.

10. Keep track and budget chapter funds.

11. Care for Chapter FCCLA jackets and other apparel.

12. Advise students to learn to properly conduct business and operate a student-run organization.
ADVISOR - FFA

1. Post ALL meetings on office calendar and communicate with staff when members will be absent for an FFA activity

2. Keep accurate and up to date chapter roster on The AET and ffa.org

3. Hold and advise monthly FFA meetings to keep members up-to-date on the chapter happenings

a. The meetings usually include food (planned and provided by the officer team) and an activity afterwards

4. Prepare teams/individuals for District II Leadership Conferences in September. Contests to coach include:

a. Parliamentary Procedure
b. Conduct of Chapter Meetings

c. Job Interview

d. Demonstration

e. FFA Creed

f. Extemporaneous Public Speaking

g. Memorized Public Speaking

h. Greenhand Quiz

i. Advanced Quiz

i. All District contests will be coached until State LDE Day if qualified

5. Register, transport, and supervise members who attend District Leadership, along with judging/supervising a contest while there

6. Register, transport, and supervise members who qualify for State LDE Day

7. Register, transport, and supervise members who are attend the Fall Leadership Conference

8. Organize FFA Fruit and Pizza Sales fundraiser

a. Contact grocery store and pizza supplier

b. Hand out and collect order forms

c. Order materials

d. Ensure all money is collected and food is delivered

9. Organize and implement other fundraisers including but not limited to:

a. Spaghetti Feed, Labor Auction, and Silent Auction
b. Turtles on Main Street Event

c. Country Meats
10. Prepare teams for Winter Career Development Events. Contests include:

a. Livestock Evaluation 

b. Agronomy

c. Agricultural Sales

11. Transport FFA members to Winter CDE contests. Contests include:

a. Napoleon

b. Lisbon or Oakes or Dickison or Bowman
c. Little I (Fargo)

d. Kindred

e. Beulah

f. Turtle Lake – Mercer – McClusky

g. Carrington

h. State @ Minot

12. Prepare teams/individuals for State Conventions CDEs. Contests Include:

a. Small Animal Care

b. Nursery/Landscape

c. Milk Quality and Products

d. Floriculture

e. Farm Business Management

f. Meats Evaluation and Technology

g. Food Science and Technology

h. Dairy Cattle Judging

i. Dairy Cattle Handling

j. Basic Agricultural Mechanics

k. Intermediate Agricultural Mechanics

l. Advanced Agricultural Mechanics

m. Agricultural Communications

n. Courtesy Corps

o. Talent

p. Chorus

i. Transport members to available workouts in the state

13. Help members set-up and evaluate them at least twice a year in their Supervised Agricultural Experiences (SAEs). 

14. Ensure members keep accurate, up-to-date records of their SAE on the Agricultural Experience Tracker (AET)

15. Guide members in filling out Proficiency Applications based on their SAE’s. 

16. Assist members with filling out other applications such as:

a. SAE Grants

b. Blue Jackets Bright Futures 

c. Washington Leadership Conference Scholarship

d. Other local, state, and national FFA scholarships

e. Degree Applications (Discovery, Greenhand, Chapter, State, and American)

17. Help judge contests and tabulate results at all Career Development Events

18. Attend two (2) District II Agricultural Teachers Meetings to stay up-to-date with district and state information

19. Hold at least three (3) Community Service Activities throughout one school year

20. Organize and host annual FFA Parent/Member banquet

21. Correctly tag projects and fill out proper paperwork for County and State Fair exhibits

22. Transport member Ag projects to the McLean County Fair

a. Judge projects from all county schools

23. Operate the livestock contest at McLean County Fair with other advisors

24. Work designated contests and events at the North Dakota State Fair (Assigned by State Advisor)

25. Transport student Ag projects to the North Dakota State Fair

26. Transport chapter President to and from Chapter President’s Conference in Carrington

27. Assist with and transport students to District II Tractor Driving contest

28. If students are interested, provide opportunities for the following summer activities:

a. Washington Leadership Conference

b. Land
c. Range Judging
d. Horse Evaluation
29. Organize FFA Officer Retreat for officers to plan the year ahead and participate in team-building activities. 

30. Arrange for students to attend National Convention, or compete, when eligible to do so. 

31. Arrange transportation, funds, and, when necessary, motel reservations for all events.

32. Keep track and budget chapter funds

33. Care for Chapter FFA jackets and other apparel.

a. Arrange new officer jackets to be embroidered 

34. Advise students to learn to properly conduct business and operate a student-run organization. 

ADVISOR - MUSIC - Extra-Curricular

ADVISOR - MUSIC - Extra-Curricular

1. Stay in contact with the TL-M Activity Booster officers and attend meetings if needed

2. Complete NDHSAA online training and attend the annual NDHSAA fine arts meeting

3. Attend the annual McLean County Music Director Meeting

4. Prepare and direct students at off-campus music events

a. Surround the State in Song

b. McLean County Music Festival

c. Region 7 Small Group Music Festival

d. State Music Festival

e. Region 7 Large Group Music Festival

5. Coordinate pep band with McClusky School and Underwood School for homecoming and Band Night Parade

6. Coordinate pep band for TL-M hosted games with the activity director.

7. Register all music students for all festivals and auditioned music events

8. If students are interested, assist in submitting International Music Camp scholarship applications

9. Prepare and record students for auditioned music honor festivals.

a. JH All-State Band

b. JH All-State Choir

c. HS All-State Choir and Band

d. Northwest International Festival of Music (Optional)

e. UND Honor Music Festival (Optional)

10. Designate awards and letters/bars/pins to HS music students

11. Drop off and pick up school instruments from Eckroth Music for annual maintenance during the summer

12. Supervise TL-M students at summer band camp and send letters to each student prior to the start of camp

13. Provide individual music lessons to beginning band students who do not attend band camp during contracted time.

ADVISOR – National Honor Society

Responsible For:

1. Meet monthly with group-(remind them often to keep a log of volunteer hours for scholarship purposes)

2. Check with principal each semester to ensure GPA/character of students is within guidelines 

3. Fall-guide students to elect officers for the group

4. Renew chapter membership in the Fall

5. Oversee and approve individual service projects (new inductees only-these projects are due by March 15 of the year following their induction)  

6. Fall-Meet with Faculty Council and Principal to review bylaws and approve individual projects

7. Supervise and help to organize group service projects (minimum of one per school year, but usually more) some examples are: Santa Store Volunteer, Special Olympics Volunteer, Gear Up for Kindergarten childcare, Alzheimer’s Week, and Food Drives

8. Write articles, or assist students, to publish student activities in local newspaper and Trojan Topics

9. Fundraising to support group activities (2017 Chuck-A-Duck @Boys Basketball games)

10. January-Meet with Faculty Council and Principal to determine eligible students for new inductees /Send out application letters

11. February- Collect applications and give character forms to Faculty Council to complete/Meet again with Faculty Council to choose new inductees and set an induction ceremony date/Send congratulatory and denial letters -including RSVP and bio form in new member letters/ plan senior recognition (Induction ceremony and order cords for graduation)

12. March/April-Plan new members induction ceremony/order flowers for moms/ order medals and pins-inductees/request to custodian for setup/arrange music for ceremony/prepare for refreshments/type and run off program/practice ceremony with students/Review bylaws with new members before induction/hand out scripts to speakers 

13. April-Attend and Chaperone North Dakota Honor Society Conference in Bismarck if students wish to participate (April 30/May 1 in 2017)

14. Store and maintain ceremony supplies and chapter advisor binder
ADVISOR - Pep Club

Responsible For:

1. Organize sponsors for programs

2. Meet to elect officers

3. Meet with officers to plan all upcoming activities

4. Print programs for VB, FB, BBB and GBB

5. Organize all pep rallies-invite McClusky

6. Homecoming Contest (doors/dress up days/floats)

7. Homecoming Coronation with Student Council

8. Serve as the contact person for all co-oped Homecoming Activities

9. Organize Homecoming Parade when in Turtle Lake (send flyers to community)

10. Decorate all lockers-for all academic/clubs/sports

11. Decorate school for tournaments/homecoming

12. Make posters/run-throughs

13. Parent Night for all sports – McClusky’s Responsibility

14. Order all supplies for pep club

15. Bring cheer items/posters/run-throughs/crowd posters to tournament

16. Order flowers for district tournaments for coaches/stats/players

17. Tear down and clean up after each activity

18. Submit pep club upcoming activities on school fb, local channel, and main street ticker

19. Manage Pep Club budget and finances
ADVISOR – Prom

1. Consult with Junior Class and Junior Class Advisor to determine: Date, times, theme, colors, chaperones, and other decisions as needed

2. Collaborate with Junior Class Advisor to order all necessary materials such as: Gossamer, props, prom, DJ, Photographer, T-shirts, 

3. Distribute sign-up sheets for participants and guests, permission forms for all students.  

4. Collaborate with Junior Class Advisor and Junior Class to decorate for prom.

5. Collaborate with Junior Class Advisor and Junior Class to tear down decorations after prom. 

6. Maintain and organize Prom Materials.

7. Advise Junior Class in selecting parents to run after-prom party and collaborate on times, dates, and funds with said parents.

ADVISOR - Speech

Reports to:  Athletic Director

Overall/Organizational Duties:

1. Take Rules Clinic for Coaches and Rules Test to become a certified Judge (every year)

2. Maintain NDHSAA Team Site (Roster, Schedule, etc.)

3. Send home permission slips, health info forms – keep records for the entire season

4. Plan Meet Schedule for the season – send schedule home with students

5. Print off Content Form and get it signed – keep in records all season

6. Plan/Organize t-shirts or other fundraisers

Duties for Meets/Weekly Items:

1. Register for Speech Meets – Make sure to get checks from Business Manager before the Meet

2. Fill out Bus/Van Transportation form for Meets 

3. Drive to Meets

4. Coordinate with Ag/FFA for students who participate in CDEs and Speech

5. Judge at all meets

6. Check eligibility

Weekly/Daily Duties or “Practice”:

1. Hold group practices to plan out the season with student input (meets, fundraisers, special events, etc.)

2. Hold Individual Rehearsals which include:

a. Assist students in choosing/finding speech materials – includes ordering new materials when needed

b. Assist students in brainstorming/editing for written speeches

c. Assist students with their rate of speech, volume and tone

d. Assist students with their movements, body language and facial expressions. 

ADVISOR - Student Council

Responsible For:

1. Meet at least monthly with members to plan activities 

2. Any students wishing to participate in Student Council must attend the first meet during the first two weeks of school. At the first Student Council meeting officers will be elected.

3. Renew State Membership in the Fall.

4. Plan and Supervise Homecoming Dance when hosted in Turtle Lake.

5. Purchase crown, tiara, and sashes for Homecoming Coronation.

6. Plan student activities throughout the year.

7. Coordinate and Supervise Fundraising if needed.
8. Attend State Student Council Convention in Bismarck in December, Sunday through Tuesday.

ADVISOR - Weight room monitor

Reports to:  Athletic Director

1.  Supervise the weight room where students come to lift weights and exercise.

2. Help students develop strength and conditioning through a variety of exercises.

3. Show students how to do different exercises that work on different muscles using the right technique for each exercise.

4. As you monitor, you develop workout plans for student to use and follow.

5. Workout plans vary from student to student depending on how old they are or how well they do at different exercises.

6. During the summer the weight room will be open 2 – 3 days per week, hours dependent on the schedules of the students.  

7. A schedule/calendar of weight room monitoring will be turned in to the AD for approval and will be posted outside the weight room each month.  

8. Serve as a role model by maintaining a positive attitude toward students, parents and staff. Confine discussion about students to appropriate times and places.   Avoid making negative comments about students, staff, administration, and school board members.   If you have concern or complaints, follow procedures of school district.

9. Performs other duties as assigned.

TERMS OF EMPLOYMENT:  as determined by contract

Salary is determined by Activity Pay Scale.

 EVALUATION:   Performance evaluation of this job will be the responsibility of the Superintendent.                    

ADVISOR - Yearbook

Description:  The primary responsibility of the Yearbook Advisor is to produce a Yearbook each year.  The Yearbook is the history of the school year.

Duration:  Back-to-School night in August to Graduation in May.

1. Designate a student representative or self to attend most school activities, awards, and sporting events throughout the year to take pictures for the yearbook.

2. Create the pages with the online program.

3. Coordinate with a professional photographer throughout the year to take pictures of all students, staff, and sports teams.  This includes coordinating the schedule with coop schools, assisting the photographer, and distributing the photos to students once they arrive.

4. Take pictures of different school groups and individuals.

5. Fundraising: soliciting for advertising with local businesses, selling the yearbook to patrons, and also maintaining the work room pop machine at the school.

JOB DESCRIPTION FOR AIDE - CLassroom

QUALIFICATIONS:
 

1. High School diploma required and some college work preferred

2. Previous experience in an educational setting or previous work experience with pre- and early adolescents. 

3. Good knowledge of grammar and spelling.





4. Some typing and filing skills. 

5. Ability to relate well with students and teachers. 

ACCOUNTABLE TO:
 Supervising Teacher & Principal

BASIC FUNCTION:
 

To assist teachers in meeting the academic and social needs of assigned students.  To relieve teachers of some clerical and supervisory duties so that teachers have more time to devote to instructional tasks.

DUTY HOURS:
 Assigned school day 

PERFORMANCE RESPONSIBILITIES: 

1. Works with individuals and groups of students under the direction of a teacher. 

2. May correct, tabulate, and sort some objective tests and may correct homework assignments.

3. Prepares instructional materials as requested by a teacher.

4. Maintains in good order instructional materials, supplies, and equipment located in the classroom to which they are assigned.

5. Supervises students for short periods of time while a teacher is out of the classroom.

6. Operates copier machines.

7. Types short reports and memos for teachers. 

8. Files students’ records for teachers. 

9. Carries out other related duties as may be assigned by the School Principal or his/her designate. Teacher Aides are generally assigned to specific areas of the School based on their qualifications, interests, and previous experiences. 

10. Serve as a role model by maintaining a positive attitude toward students, parents and staff.  Confine discussion about students to appropriate times and places.  Avoid making negative comments about students, staff, and school board members.  If you have any concerns or complaints, follow procedures of school district.

TERM OF EMPLOYMENT:
175 days

Salary determined by administration and Board.

EVALUATION:
Performance evaluation of this job will be in accordance with Board policy on the evaluation of classified personnel.

JOB DESCRIPTION FOR AIDE - SPECIAL NEEDS

QUALIFICATIONS:

1. High School diploma required and some college work preferred.

2. Previous experience in an educational setting or previous work experience with pre and early adolescents.

3. Good knowledge of grammar and spelling.

4. Some typing and filing skills.

5. Ability to relate well with students and teachers.

6. Recommended to complete local special education unit training.

ACCOUNTABLE TO:
Special Needs Teacher & Principal

BASIC FUNCTION:
To assist teachers in meeting the academic and social needs of assigned students.  To relieve teachers of some clerical and supervisory duties so that teachers have more time to devote to instructional tasks.

DUTY HOURS:
Assigned school day.

PERFORMANCE RESPONSIBILITIES:

1. Works with individuals and groups of students under the direction of a teacher. 

2. May correct, tabulate, and sort some objective tests and may correct homework assignments.

3. Prepares instructional materials as requested by a teacher.

4. Maintains in good order instructional materials, supplies, and equipment located in the classroom to which they are assigned.

5. Supervises students for short periods of time while a teacher is out of the classroom.

6. Operates copier machines.

7. Types short reports and memos for teachers. 

8. Files students’ records for teachers. 

9. Carries out other related duties as may be assigned by the School Principal or his/her designate. Teacher Aides are generally assigned to specific areas of the School based on their qualifications, interests, and previous experiences. 

10. Serve as a role model by maintaining a positive attitude toward students, parents and staff.  Confine discussion about students to appropriate times and places.  Avoid making negative comments about students, staff, and school board members.  If you have any concerns or complaints, follow procedures of school district.

TERMS OF EMPLOYMENT:  175 Days

SALARY: Determined by administration and Board.

EVALUATION: Performance evaluation of this job will be in accordance with Board policy on the evaluation of classified personnel.

JOB DESCRIPTION FOR BUS DRIVERtc \l1 “JOB DESCRIPTION FOR ELEMENTARY PRINCIPAL
QUALIFICATIONS:

1. No educational requirement

2. Class II Driver License

3. Bus Driver Medical Physical

4. Good Driver Record

5. Each appointed driver must pass a physical examination recommended by the State Board of Health and adopted by the department of Public Instruction every other year.

6. Each driver must have reached his 18th birthday but not have reached his 65th birthday to be eligible as a driver.  However, the school board, in its discrimination, may extend the maximum age of a driver.  (NDCC 15-34,  2-14)

7. A driver must have a current and valid North Dakota driver license and such School Bus Driver Certificate as may be required by the Department of Public Instruction.

8. All drivers regular and substitute, must attend the annual Bus Driver’s workshops announced by the superintendent.

REPORTS TO:
SUPERINTENDENT

JOB GOAL:

deliver children to & from school

PERFORMANCE RESPONSIBILITIES:

1. To deliver the children to the school building between 8:00 & 8:10 a.m., and be ready for the return trip at 3:15 p.m. on every school day.

2. To exercise all proper care in protecting children from injury and exposure, and to maintain order among the children at all times when they are being transported to and from school, to allow them to enter and leave the bus only at such places as shall be designated by the principal or superintendent, and to report all cases of disobedience, improper conduct and speech, and cases of tardiness.

3. To stop at all railroad crossings (NDCC 39-10-43)

4. To use no profane or indecent language within hearing of the pupils and to tolerate none from them

5. To abstain from using tobacco when driving the bus and to allow no child to use tobacco in any form

6. Must not be addicted to the use of alcohol or narcotics.  Nor while on duty shall there be any evidence of the use of alcohol detectable on his breath

7. To make such daily and weekly reports to the principal or superintendent as shall be required by the State Department of Public Instruction or by the local school authorities

8. To participate in training or safety meetings approved by the Department of Public Instruction or the school district authorities

9. To make inspections of the school bus at such times as required by the school district authorities and to have his bus at the place and the time for inspection specified by the North Dakota Highway Patrol.

10. To make no changes to routes except when directed by the School Board.

11. To carry out the provisions of this contract on every school day it is possible to do so.  The School Board is to give the bus driver due notice of vacations, holidays and weather.  The superintendent and/or transportation supervisor will notify bus drivers when the bus need not be driven.

12. To file with the School Board and the County Superintendent a copy of the report of a physical examination before beginning to carry children on a school bus.

13. To have the type of North Dakota Driver's License qualifying him to drive the vehicle he is to operate.

14. This contract will be voided if the driver is convicted of a traffic violation but may be reissued at the discretion of the local school authorities.

OTHER:
1. In the event that a substitute driver is needed, the driver will be responsible for finding a qualified substitute from a list furnished by the school superintendent.

2. Drivers are responsible to check daily the following items: tires, water level, oil, brakes, etc.  Buses are to be kept clean inside and out.  This is a responsibility of the driver.  Any mechanical failures are to be reported immediately to the bus maintenance individual.

3. The present contract will remain in effect until the end of the current school year.  After this time it will be the option of the Board of said school district to negotiate a new contract or not renew the contract.

4. Attendance of a Bus Drivers workshop is required.

TERMS OF EMPLOYMENT:  175 days

Salary determined by Administration and Board

EVALUATION:  Evaluation performance of this job will be the responsibility of the Superintendent.
JOB DESCRIPTION FOR BUSINESS MANAGER

QUALIFICATIONS:   Computer literate, experience or ability to understand school business concepts.

RESPONSIBILE TO:    School Board and Superintendent

GOALS:  Assure the smooth and efficient operation of the school office so that the office’s maximum positive impact on children’s education can be realized.

PERFORMANCE RESPONSIBILITIES:

1. Comply with duties of Business Manager under NDCC 15.1-07-21 to 15.1-07-24 and other duties found in Titles 21 and 57.

2. Advertise all meetings of the board 

3. Assist in budget development

4. Serve as secretary during (noon duty) absence of secretary.

5. Provide prompt, professional, courteous service to patrons.

6. Sort mail.

7. Prepare bills for board approval and payment

8. Keep current classroom inventory and fixed asset inventory

9. Prepare for annual school election (even numbered years)

10. Prepare for and arrange annual school audit 

11. Conduct biannual school census – (not required by State of ND)

12. Maintain building/room key inventory

13. Prepare all certified and auxiliary staff contracts

14. Apply for Impact Aid funds

15. Currently serves as LEA for Great Western Network (beginning 1995)          (appointment is at annual GWN business meeting)

16. State reports:  Fall enrollment – Vehicle Inventory – Transportation – Employee Compensation - MIS01-MIS02 -PER02 and others

17. Other duties as assigned

Terms of employment 2080 hours plus approximately 175 hrs overtime

Evaluation by School Board
Salary determined by administration and Board.

JOB DESCRIPTION FOR COOK - ASSISTANT  
QUALIFICATIONS: 


1. Appropriate food service training required. 

2. Must pass the general health examination required by the Turtle Lake-Mercer School District.  Cook Physicals – A newly hired cook will be required to have a physical exam at the local clinic.  A physical will be required by the school district every 3 years thereafter.     

REPORTS TO:
 Head Cook 

JOB GOAL: 
To serve the students attractive and nutritious meals and to assist in the smooth operation of the school lunch program for the ultimate health, comfort, and benefit of the students. 

To promote a positive image and provide means to teach students to practice good nutrition.

PERFORMANCE RESPONSIBILITIES: 

1. 
Be knowledgeable about the USDA meal pattern requirements, the Turtle Lake-Mercer School Food Service Program implements the Offer vs. Serve Option for grades K-12. Be knowledgeable and be able to provide information about the requirements of Offer vs. Serve. 

2 
Maintain a smiling, pleasant appearance when and where appropriate. Be cooperative and courteous to co- workers, students and building staff and encourage fellow employees to do the same. Be considerate and fair to your co-workers, especially in disciplinary matters or employee problems. 

3. 
Assist in creating an environment that is safe and sanitary for food preparations. Observe Federal, State, and Local safety sanitation regulations.

4. 
Assist with the meal preparation, baking, setting up serving line, and serving the food.  Record all foods and quantities used for each meal in the daily menu book.  Duties need to be shared regardless of the job (washing pots and pans, scrubbing the floor, restocking, lifting and handling deliveries, and doing the laundry, etc).
5. Assist in maintaining a clean, organized, and attractive serving area. Present menu items attractively on the trays.

6.
 Handle any or all foods and produce of 40 lbs. or less.

7.
 Be responsible for checking the following day’s menu and doing any advance preparations needed.
8.
At the end of each day be responsible for the locking of the storeroom, freezer, storage cabinets, and the kitchen. 

10.
Check for proper storage temperatures for all food items, help rotate the stock periodically. Assist with the USDA inventory, and dating of incoming shipments.  As inventory gets low record items that need to be purchased.                                                                  

11.
 Understand the operation of the dishwasher, be able to monitor and replace the chemicals needed for the operation of the machine if needed. Assist with the monitoring and recording of the numbers needed to ensure the correct distribution of the chemicals.

12. 
Understand the operation and maintenance of equipment in the food preparation areas (convection oven, mixer, electric slicer, etc). Maintain high standards of cleanliness with all equipment.

13. 
Maintain appropriate hygiene and grooming standards.  The importance of good personal habits on the part of the food service employees cannot be over emphasized.  Hair restraints must be worn at all times.  Wash your hands frequently with soap (after smoking, eating, drinking, coughing, sneezing, using the toilet, after handling inventory, etc).

14. 
Be knowledgeable in case of an emergency situation.

15.
Participate in nutritional education and activities in our school. 

16.
Serve as role model by maintaining a positive attitude toward students, parents and staff. Confine discussion about students to appropriate times and places. Avoid making negative comments about students, staff, administration and school board members. If you have any concerns or complaints, follow procedures of school district. 

TERMS OF EMPLOYMENT:
175 DAYS (hours per day will be determined by administration as needed up to 8 hours per day)

Salary determined by administration and Board.

EVALUATION: 
Performance of this job will be evaluated by the head cook.

JOB DESCRIPTION FOR COOK (HEAD)
QUALIFICATIONS: 


1. Appropriate food service training required. North Dakota School Service Certification recommended. 

2. Must pass the general health examination required by the Turtle Lake-Mercer School District. 

3. Cook Physicals – A newly hired cook will be required to have a physical exam at the local clinic.  A physical will be required by the school district every 3 years thereafter.

REPORTS TO: 
Superintendent (Primary Supervisor)

JOB GOAL:               

2. To ensure the smooth and efficient operation of the school breakfast, lunch and salad bar programs for the ultimate health, comfort and benefit of the students.

3. Provide appetizing, nutritious meals through effective, efficient management

4. Maintain a system that provides prompt, courteous, efficient service in an attractive environment. 

5. Provide menus to allow students to practice good nutrition. Maintain a staff of personnel capable of accomplishing the program goals.

6. Combine your skills and commodities to increase food service knowledge and provide a learning experience for the students. 

7. Maintain, supervise and assist in creating an environment that is safe and sanitary for food preparations. 

8. Maintain financial accountability through establishing accurate and up to date inventory. 

9. Establish, promote and maintain positive relationships with co-workers. 

10. Promote a positive public relationship with students, building staff and the community. Promote and maintain effective communications among the staff. Be open to suggestions. 

PERFORMANCE RESPONSIBILITIES: 

1. Plan menus electronically that meet the nutritional needs of students and comply with the UDSA Child Nutrition Program. Menus need to offer a variety of foods, temperatures, color, textures, tastes and preparation methods. Menus need to vary to allow student choices.

2. Provide monthly menus electronically. 

3. Maintain a master file of current menus and standardized recipes to control food quality, recipe yield and portion size. 

4. Check for proper storage temperatures for all food items, help rotate the stock periodically, assist with the USDA inventory, and dating of incoming shipments.  As inventory gets low record items that need to be purchased. 

5. Understand the operation of the dishwasher, be able to monitor and replace the chemicals needed for the operation of the machine if needed. Assist with the monitoring and recording of the numbers needed to ensure the correct distribution of the chemicals. 

6. Understand the operation and maintenance of equipment in the food preparation areas (Convection oven, mixer, electric slicer, etc). Maintain high standards of cleanliness with all equipment.

7. Maintain appropriate hygiene and grooming standards.  The importance of good personal habits on the part of the food service employees cannot be over emphasized. Hair restraints must be worn at all times. 

8. Wash your hands frequently with soap (after smoking, eating, drinking, coughing, sneezing, using the toilet, after handling inventory, etc.). 

9. Be knowledgeable in case of an emergency situation. 

10. Be willing to attend and participate at staff meetings. 

11. Compile a record of all purchases and submit the invoices so the bills can be paid on a monthly basis. 

12. Maintain a smiling, pleasant appearance when and where appropriate. Encourage employees to be cooperative and courteous to co-workers, students and building staff. Be considerate and fair to staff and students especially in disciplinary matters or employee problems. Inform staff regarding negotiations, meetings and in-services. Conduct staff meetings when needed. 

13. Participate and encourage the usage of USDA commodities in nutritional education and activities in the school to benefit the students. 

14. Provide information about the school food service, such as menus or nutrition information to the local newspaper.

15. Invite and encourage community involvement through special school and community events. Initiate student involvement in the food service. 

16. Serve as a role model by maintaining a positive attitude towards students, parents and staff. Confine discussion about students to appropriate times and places. Avoid making negative comments about students, staff, administration and school board members. If you have concerns or complaints, follow procedures of school district. 

Terms of employment:


Up to 8 hours per school day and the necessary hours before the school year begins, during Christmas vacation, and after the school year ends.  

Salary determined by administration and Board.

JOB DESCRIPTION FOR CUSTODIAN

QUALIFICATIONS: 
Shall meet the qualifications as set by the Turtle Lake-Mercer School District School Board. 

REPORTS TO: 
Superintendent 

JOB GOAL:
 To maintain the physical school plant and grounds in a condition of operating excellence so that full educational use of them may be made at all times. To provide students with a safe, attractive, comfortable, clean, and efficient place in which to learn, play, and develop.  Maintain the physical school facilities in a condition of operating excellence, cleanliness, and safety, so that full educational use of them may be made at all times. Relate to all personnel, students and parents in a positive way. 

PERFORMANCE RESPONSIBILITIES: 

1. Helps in the assignment, scheduling and training of members of the custodial staff or student helpers. 

2. Maintains a high standard of safety, cleanliness, and efficiency. 

3. Maintains an inventory and recommends purchase of suitable supplies, tools, and equipment.
 

4. Complete a self-evaluation on a regular basis.

5. Strives constantly to promote the safety, health, comfort, and morale of the students and employees. 

6. Keeps building and premises, including sidewalks, driveways, and play areas neat and clean at all times. 

7. Regulates heat and ventilation systems to provide temperatures appropriate to the season and to ensure economical usage of fuel, water and electricity.

8. Shovels and sands walks, driveways, parking areas, and steps to maintain a safe environment. 

9. Checks daily to ensure that all exit doors are locked and all panic bolts are working properly during the hours of building occupancy.

10. Raises the United States flag at or before 8 a.m. on each school day, and lower it at or after 3:30 p.m. 

11. Vacuum/sweeps classrooms daily and dusts furniture.

12. Cleans corridors after school each day and during the day when the conditions require it.

13. Scrubs and disinfects toilets, toilet floors daily, cleans all sanitary fixtures and drinking fountains daily.

14. Washes all windows on both the inside and outside at least twice each year, and more frequently if necessary. 

15. Keeps the grounds free of rubbish.

16. Performs yard keeping chores such as grass cutting, tree trimming, playground equipment upkeep, and gravel distribution to maintain the school grounds in a safe and attractive condition.

17. Keeps all floors in a clean and attractive condition and in a good state of preservation 

18. Cleans all classroom whiteboards at least once a week. 

19. Makes minor building repairs, as he/she is capable of. 

20. Reports major repairs needed promptly to the administration. 

21. Maintains on a regular schedule all motors and other mechanical equipment requiring scheduled servicing. 

22. Reports immediately to the principal any damage to school property. 

23. Remains on the school premises during working hours, and during non-school hours when the use of the building has been authorized and his attendance is required by the principal. 

24. Assumes responsibility for the opening and closing of the building each school day and for determining, before leaving, that all doors and windows are secured, and all lights, except those left on for safety reasons, are turned off. 

25. Keeps an inventory of supplies, equipment, etc., and requisitions such needed replacements from the principal far enough in advance so that they may be delivered in such time as will not hinder the custodian in his duties. 

26. Conducts an ongoing program of general maintenance, upkeep and repair. 

27. Moves furniture or equipment within buildings as required for various activities and as directed by the principal. 

28. Complies with local laws and procedures for the storage and disposal of trash, rubbish, and waste. 

29. Conducts periodic inspections and tests of all electrical installations in the school to ensure their safe condition. 

30. Establishes and administers schedules and procedures for the regular, ongoing custodial care of all school and office facilities of the district. 

31. Establishes and supervises summer cleaning programs, students, and schedules. 

32. Supervises program of cleaning and refinishing floors. 

33. Works with the maintenance personnel establishing guidelines for the division of responsibility for minor in-school repairs and emergency repairs. 

34. Inspects and maintains fire alarm systems and fire extinguishers on a regularly scheduled basis. 

35. Maintains such personnel and other records as required.

36. Keeps school confidences and information within the school. 

37. Head Custodian is responsible for all building maintenance problems and will notify Superintendent immediately of any problems concerning the same.

38. Serve as a role model by maintaining a positive attitude toward students, parents and staff. Confine discussion about students to appropriate times and places.   Avoid making negative comments about students, staff, administration, and school board members.   If you have concern or complaints, follow procedures of school district.

39. Performs other duties as assigned.

TERMS OF EMPLOYMENT:  as determined by contract

Salary is determined by administration and Board.

 EVALUATION:   Performance evaluation of this job will be the responsibility of the Superintendent.                    
JOB DESCRIPTION FOR FOSTER CARE LIAISON 
The Superintendent serves as the Foster Care Liaison and is responsible for: 
1. Coordinating with the corresponding child welfare agency point of contact on the implementation of the Title I, Part A provisions. 
2. Coordinating with the Foster Care Program Supervisor at NDDPI. 
3. Attending training and professional development opportunities to improve district implementation efforts. 
4. Facilitating training at district level for administration, educators, and school personnel. 
5. Serving as the primary contact person for custodial agencies. 
6. Participating in and documenting the best interest determinations. 
7. Facilitating the transfer of records. 
8. Facilitating immediate enrollment. 
9. Facilitating data sharing with the child welfare agencies, consistent with FERPA and other privacy protocols. 
10. Developing and coordinating local transportation procedures. 
11. Managing best interest determinations and transportation cost disputes. 
12. Ensuring that children in foster care are enrolled in and regularly attending school. 
13. Providing professional development and training to school staff on the Title I, Part A provisions and educational needs of children in foster care, as needed.
Job description for district homeless liaison

QUALIFICATIONS: 

· Fingerprinted and clear a criminal background check

· Requires a high school diploma, GED, or equivalent

· Bachelor’s Degree Preferred

· Experience in social work or related fields

· Knowledge and experience working with community agencies

· Excellent communication skills with children, youth, and adults

· Strong interpersonal skills

· Ability to work independently

· Excellent organization, implementation, and evaluation skills

· Experience working in school setting

· Knowledge of special education procedures

· Knowledge of McKinney-Vento Law

REPORTS TO:  Superintendent/Principal

JOB GOAL:  The District Homeless Liaison effectively and appropriately: Assesses and addresses the enrollment, educational access, and participation needs of students experiencing homelessness.  Uses knowledge and understanding of the needs of students, families, school staff, and community partners to enhance students’ full participation and success in school.  Provides information and training for staff, families, and agencies regarding the rights of children to access educational resources.  Conducts Child Find for resident students to maximize student success and participation in school.  Secures necessary school supplies for students.  Secures required transportation to and from school for students.  Ensures accountability for appropriate outcomes of assigned programs and adjust efforts as needed.  Establishes and maintains effective and efficient record keeping procedures.  Fulfills district, state, and national reporting requirements.  Accounts for and distributes resources such as: gas vouchers and grocery certificates.

PERFORMANCE RESPONSIBLITIES:

· Ensure that school personnel appropriately identify children/youth experiencing homelessness

· Educate school staff on McKinney-Vento law and best practices when working with children and youth experiencing homelessness

· Enroll homeless students

· Post the rights of homeless students in the school building

· Collection and reporting of data on STARS and PowerSchool

· Obtain school records, birth certificates and immunization records

· Assist students in obtaining necessary immunizations

· Sign lunch forms for homeless students (collaborate with Nutrition Services)

· Ensure that homeless children and youth receive educational services for which they are eligible, including pre-school 

· Refer families as needed to health and dental services

· Mediate enrollment disputes

· Inform homeless families of transportation services

· Collaborate with district transportation services to provide busing

· Assist unaccompanied youth related to placement/enrollment decisions.
JOB DESCRIPTION FOR LIBRARY Position
QUALIFICATIONS:
* Must meet state certification standards, if applicable.
*Must meet other standards as specified by the district 

REPORTS TO:

Respective Principal

The Librarian is responsible for:

1. To maintain the library in terms of book (including periodicals) ordering, cataloging, and updating, within the budget parameters.

2. Be responsible for the creation and maintenance of patron accounts as needed.

3. Be responsible for the collection of overdue books, periodicals, etc.

4. Assist students in library and allow students to be in room at all times during the day when possible.

5. Provide study hall for a small number of students in the library when necessary. 

6. Organize and hold book fair.  

7. Work with McLean-Mercer Regional Library to schedule Bookmobile.

8. Serve as CDLN Coordinator.

9. Access books from Turtle Lake Public Library and State Library as needed.

10. Plan and deliver educational lessons to K – 6.  

11. Perform other related duties as may be assigned.

12. Stay within budget allocated at all times. 

JOB DESCRIPTION FOR PRINCIPAL - ELEMENTtc \l1 “JOB DESCRIPTION FOR ELEMENTARY PRINCIPALARY – PreK-6

The principal is directly responsible to the Superintendent and the Board of Education

1. The Elementary Principal is directly responsible for the following items:

a. Administer and supervise attendance, grading and eligibility policies

b. Administer schedule for playground duty and policies

c. Discipline in the elementary school

d. Schedule classes in the elementary school

e. Schedule and coordinate activities in the elementary school

f. Administer the state testing program on the elementary level

g. Review and approve/disapprove all instructional orders from elementary staff and stay within the budget at all times.

2. Other responsibilities are:

a. Implement policies of school

b. Inform teachers of new concepts

c. Evaluation of teachers (according to state law)

i. Conferences must be held with the teacher and a copy given to the Superintendent after each evaluation

d. Inform the Superintendent of any problems in the elementary school

e. Carry out assignments in the Superintendent’s absence

f. Participate in community affairs and organizations

g. Provide leadership and display organizational abilities through scheduled meetings, bulletins, notices, and conferences

h. Recommend curriculum changes and textbook adoption

TERMS OF EMPLOYMENT:  220 days
JOB DESCRIPTION FOR PrINCIPAL - HIGH SCHOOL – Grades 7-12tc \l1 “JOB DESCRIPTION FOR HIGH SCHOOL PRINCIPAL 7-12
The principal is directly responsible to the Superintendent and the Board of Education.

1. The High School Principal is directly responsible for the following items:

a) Student record keeping (attendance, grading, eligibility)

b) Act as guidance designate (provide information on colleges, disseminate financial aids information, provide transcripts to colleges and administer the testing program (in the event of no counselor)

c) Schedule classes and student registration

d) Discipline in grades 7-12

e) Schedule and coordinate activities with the teachers in grades 7-12

f) Coordinate the state testing program for grades 7-12

g) Review and approve/disapprove all instructional material ordered for our 7-12 staff and stay within the budget at all times.

2. Other responsibilities are:

a) Implement policies of school

b) Inform teachers of new concepts

c) Evaluation of teachers (according to state law)

i. Conferences must be held with the teacher and a copy given to the Superintendent after each evaluation.

d) Immediately inform the Superintendent of any problem in the secondary or junior high school

e) Carry out assignments in the Superintendents absence

f) Participate in community affairs and organizations

g) Provide leadership and display organizational abilities through scheduled meetings, bulletins, notices and conferences

h) Recommend curricular changes and textbook adoption

TERMS OF EMPLOYMENT:  220 days
JOB DESCRIPTION FOR rEADING sTRATEGIST/dATA aNALYST

QUALIFICATIONS:
* Must meet state certification standards.

*Must meet other standards as specified by the district 

*Reading Certification

REPORTS TO:
Respective Principal

JOB GOAL:
To help students learn subject matter and/or skills and social skills that will contribute to their development as mature, able and responsible men and women.  To help teachers utilize data that is collected and set individual goals for students to help them reach higher levels of learning and understanding.

PERFORMANCE RESPONSIBLITIES:

1. Meets and instructs assigned classes in the locations and at the times designated.

2. Plans a program of study, in conjunction and harmony with existing philosophies, curriculum and regulations, that as much as possible meets the individual needs, interests and abilities of students.

3. Employs instructional methods and materials that are appropriate for meeting stated objectives.

4. Cooperates with other staff members and district specialists in planning appropriate instructional goals, objectives and methods.

5. Makes provision for being available to students and parents for education related purposes outside the instructional day when required or requested to do so under reasonable terms.

6. Attends and participates in staff meetings and serves on staff committees as required.

7. Assists in the selection of books, equipment and other instructional materials.

8. Accepts a share of the responsibility for co-curricular activities as assigned.

9. Strives to maintain and improve professional competence.

10. Works to establish positive public relations in harmony with district procedures.

11. Takes all necessary and reasonable precautions to protect students, equipment, materials and facilities.

12. Maintains accurate and complete records as required by law, district policy or administrative regulations.

13. Attend and run all MTSS meetings to offer support to teachers and students.  Keep accurate record of meetings.

14. K – 6 Benchmark assessments.

15. Provide push-in services (Research Based/Measurable Interventions) for students and enrichment.

16. Maintenance of Data Wall.

17. Accelerated Reader, STAR, and AIMS Web management.

18. Hold data meetings with all teachers and explain reports to teachers to be able to use during Parent-Teacher Conferences. 

19. Organize and run State Testing.

20. Screen all new students.

21. Perform other duties as assigned by the Principal and Superintendent.

22. Serve as a role model by maintaining a positive attitude toward students, parents, and staff.  Confine discussion about students to appropriate times and places.  Avoid making comments about students, staff, administration and school board members.  If you have any concerns or complaints, follow procedures of school district.

TERMS OF EMPLOYMENT:  as determined in teaching contract

EVALUATION: Performance evaluation of this job will be conducted by building Principal and/or Superintendent.

JOB DESCRIPTION FOR SCHOOL COUNSELOR

QUALIFICATIONS:



1. M.S. Degree







2. Counseling Certificate

REPORTS TO:



1. High School Principal







2. Elementary Principal







3. Superintendent

JOB GOAL:
The comprehensive school counseling program will focus on what all students, from kindergarten through 12th grade, should know, understand, and be able to do in these three domain areas: academic, career, and personal/social. The purpose of the school counseling program is to impart specific skills and learning opportunities in a proactive and preventive manner, ensuring that all students can achieve school success.

PERFORMANCE RESPONSIBLITIES:

1. Maintain confidentiality as outlined by the American Counseling Association (ACA) Code of Ethics.

2. Address the personal/social, career, and academic development of students through guidance lesson curriculum.

3. Be available to assist students with educational, occupational, and personal/social development.

4. Aid in registration and interpretation of student testing, including aptitude, interest, and achievement tests.

5. Help students with transfer planning and placement or to complete 4-year academic/post-secondary plans and college applications.

6. Provide assistance in the identification of students with special needs and in the writing of Individual Educational Plans/504 Plans for students when appropriate.

7. Assist with students who are at risk academically.

8. Provide individual, group, or crisis counseling when appropriate. 

9. Serve as a referral source to other social and educational agencies.

10. Act as a resource for building level support teams.

11. Periodically submit articles promoting the counseling program in the school newsletter.

12. Coordinate the scholarship program.

13. Make recommendations for student scholarship and college applications.

14. Cooperate with staff and administrators to enhance the total educational experience for each student.

15. Serves as a role model by maintaining a positive attitude toward students, parents, and staff. Confine discussion about students to appropriate times and places. Avoids making negative comments about students, staff, administration and school board members. If concerns or complaints arise, school district procedures will be followed.

16. Perform other duties as assigned. 
17. Send e-transcripts to colleges.

18. Ensure the paperwork and organization of Choice Ready Accountability is complete.

19. Coordinate the Pre-ACT, ACT, and ASVAB testing programs.

TERMS OF EMPLOYMENT:  As determined in contract.
JOB DESCRIPTION FOR SECRETARY of SCHOOL & FOOD SERVICE

QUALIFICATIONS:

1. High School Diploma

2. Shall have such training and skills as may be necessary to successfully carry out the assigned responsibilities.  Previous experience is not a prerequisite for employment unless the position is deemed to require it.

REPORTS TO:
Principal and Superintendent

JOB GOAL:
To assure the smooth and efficient operation of the school office so that the office’s maximum positive impact on the education of children can be realized. To contribute to effective school-public relations by prompt and courteous handling of all inquiries and visitors.  To contribute to efficient and effective flow of communication throughout the school system.  To assist in the efficient processing of paperwork so that the maximum benefit will be realized by the educational program.  To contribute to the efficient operation of a school office so that it can play its effective part in the educational process.

PERFORMANCE RESPONSIBILITIES:

1.
Coordinates office routines and practices to provide productive and smoothly run office 
environments.

2.
Maintains such student records as shall be required.

3.
Coordinates all incoming calls in a professional manner to avoid disrupting the educational process while meeting the needs of the caller.

4.
Unlocks door 2 at 8:00 AM for student arrival.

5.
Welcomes visitors to the school and directs their inquiries or needs and reports immediately the presence in the building of any visitor or suspicious activity or unusual behavior on the part of visitors.

6. 
Maintains an attractive and comfortable office.

7.
Answers questions of callers according to school policy; takes messages for staff members; and pages authorized personnel over the intercom system.


8.
Orders supplies for the office, principals, teachers, custodian, and kitchen. Prepare NW Area Schoolmaster bid and spring requisition order (unpack and reconcile orders when received.)  The Superintendent and/or appropriate principal will approve each purchase.

9.
Coordinates receiving, sorting, and delivering incoming mail, in absence of Business 
Manager, from the U.S. Post Office.

10.
Prepares parcels for mailing or shipping and receives and distributes shipments from truckers and delivery services.

11.
Receives and delivers inter-district or school written communications.

12.
Types a variety of material, such as letters, student records, reports, memos, monthly 
statements, etc., from rough drafts or corrected copy. 

13.
Keeps computer and copier machines clean and maintains supplies.

14.
Prepares all cash boxes and maintains the Activity Fund.

15.
Use appropriate chain of command to deal with concerns.

16.
Assists principal in any way necessary to fulfill principal job description.

17.  
Administers first aid as required throughout the day.

18.
Assists students with calls, teacher requests and personal needs throughout the day.

19.
Maintains school food service records regarding free and reduced, meals eaten, and money owed to the district for meals.

20. Acts in a professional manner regarding information involving students, teachers, and all school personnel.  Keeps information within school boundaries.

21. Maintain all financial records of the Fund 5 Food Service Account.

22. Maintain all receipting of the Fund 6 Activity Account which includes gates boxes, fund raisers, and any activity associated with the Fund 6 Account.  Deposits must be prepared by the secretary and given the business manager for deposit. 

23. Serve as role model by maintaining a positive attitude toward students, parents, and staff. Confine discussion about students to appropriate times and places.  Avoid making negative comments about students, staff, administration and school board members.  If you have any concerns or complaints, follow procedures of school district.

24. Performs other duties as assigned.

TERMS OF EMPLOYMENT:   As determined by administration.

Salary determined by administration and Board.

EVALUATION:  Performance of this job will be evaluated by the Superintendent. 

JOB DESCRIPTION FOR SPEECH PATHOLOGIST

QUALIFICATIONS:
Position requires a ND Certification and to be eligible for state licensure




in speech-language pathology in the State of North Dakota.

JOB GOAL:
Under the direction of the Principal, identifies and provides remedial services to students with significant speech, language, and auditory handicaps that interfere with effective communication and academic success.

REPORTS TO: 

1. Principal

2. Superintendent

PERFORMANCE RESPONSIBILITIES:

1. Serve as consultant to teachers and school staff in the development of a balanced program for oral communication for all students.

2. Provide regular school-wide screening to identify students with speech, language, and hearing disorders.

3. Administer in-depth speech, language, and audiometric assessments as requested by teachers, administrators, parents, and/or guardian with parental consent.

4. Plan and implement individualized therapeutic programs to meet individual needs of pupils in the school and home setting.

5. Schedule students for therapy according to their specific deficits with priority placement given to identify special needs students.

6. Assist and guide teachers in observing, describing, and referring suspected and identified speech, language, and hearing impairments.

7. Upon request by the school administrator, provides in-service education and assists teachers and other professionals in refining their skills in teaching listening and oral language.

8. Attend regular weekly staff meetings.  Attend child study team meetings to assist in developing and modifying individualized education plans.

9. Keep and prepare thorough ongoing records for individual students receiving therapy or other services.  Such records will include weekly improvement reports.  I.E.P.’s, precision teaching charts, etc.

10. Maintain and update lists of all referred, screened, and eligible students.

11. Attend approved professional workshops and conventions, and engages in other activities to maintain and improve professional competence.

12. Assume responsibility for requisitioning and maintaining needed equipment, materials, and testing instruments.  All requests to go through TL-M Superintendent (LEA)

13. Abide by all school procedures and administrative regulations

14. Perform other necessary and reasonable duties as assigned by the Principal and Superintendent.

15. Serve as a role model by maintaining a positive attitude toward students, parents, and staff.  Confine discussion about students to appropriate times and places.  Avoid making negative comments about students, staff, administration and school board members.  If you have concerns or complaints, follow procedures of school district.

TERMS OF EMPLOYMENT:
As determined in contract

EVALUATION:  Performance evaluation of this job will be determined by the building administration.

JOB DESCRIPTION FOR SUBSTITUTE TEACHERStc \l1 “JOB DESCRIPTION FOR ELEMENTARY PRINCIPAL
QUALIFICATIONS:
As prescribed by the ND Century Code and the Department of Public Instruction 

REPORTS TO:
Respective Principal

JOB GOAL:
To enable each child to pursue his/her education as smoothly and completely as possible in the absence of the regular teacher.

PERFORMANCE RESPONSIBILITIES:

1. Reports to the building principal or school secretary upon arrival at the school building to sign in.

2. Reviews with the principal all plans and schedules to be followed during the teaching day if unsure.

3. Maintains as fully as possible the established routines and procedures of the school and classroom to which he/she is assigned to include noon duty supervision and playground duty.

4. Teaches the lesson outlined and described in the teacher’s lesson plans.

5. Consults as appropriate, with the building principal, before initiating any teaching or other procedures not specified in the teacher’s lesson plans.

6. Assumes responsibility for overseeing pupil behavior in class and during lunch and recess periods.

7. Reports in writing on the day’s events to the classroom teacher substituting for each day.

8. Follows all policies, rules, and procedures to which regular teachers are subject and which good teaching practice dictates.

9. Serves as a role model by maintaining a positive attitude toward students, parents and staff.  Confine discussion about students to appropriate times and places.  Avoid making negative comments about students, staff, administration and school board members.  If you have any concerns or complaints, follow procedures to school district.

10. Restrict use of personal cell phones and electronic devices while supervising students.

TERMS OF EMPLOYMENT:  No specified days.

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Professional Personnel.

JOB DESCRIPTION FOR SUPERINTENDENT OF SCHOOLStc \l1 “JOB DESCRIPTION FOR SUPERINTENDENT OF SCHOOLS
The Superintendent is directly responsible to the Board of Education

1. Be responsible for all aspects of transportation (buses, bus routes).

2. Be responsible for the financial aspects of the district (recommend policies or procedures to assure the district will be financially sound).  Prepare an annual budget.

3.
Be responsible for all aspects of the physical plant.

4.
Recommend policy changes and develop student and staff handbooks.  Implement all Board policies.

5
All teachers must be evaluated according to state statute.

6.
Develop a school calendar and recommend it to the Board for approval by the April Board meeting for the coming school year.

7. 
Administer the school lunch program.

8. 
Administer all Federal programs.

9. File all requested reports to various agencies.

10.
Establish communication lines with school board members and keep the Board informed on current educational and legal issues.

11. 
Keep a current inventory of all school property.

12.
Recommend employment and make proper assignments according to their qualifications.  

13.
The Superintendent shall have the authority to purchase any single item not in excess of $4000.00. Any other purchase will require Board approval before the purchase.

14.  
Inform the Board of any problems in the school.

15.
Provide leadership and display organizational abilities through meetings, publications and conferences.

16. 
Attend all Board meetings.

17.
Make monthly reports to the Board in regard to activity and hot lunch.

18.
Recommend curriculum changes.

19.
Continue the School Improvement Process.

20.
Coordinate the ITV program

21.
Supervise ancillary staff

22.
Other duties as assigned

Salary & benefits negotiable

JOB DESCRIPTION FOR TEACHERStc \l1 “JOB DESCRIPTION FOR ELEMENTARY PRINCIPAL
QUALIFICATIONS:
* Must meet state certification standards.

*Must meet other standards as specified by the district 

REPORTS TO:

Respective Principal

JOB GOAL:
To help students learn subject matter and/or skills and social skills that will contribute to their development as mature, able and responsible men and women.

PERFORMANCE RESPONSIBILITIES:

1. Meets and instructs assigned classes in the locations and at the times designated.

2. Plans a program of study, in conjunction and harmony with existing philosophies, NDDPI standards, curriculum and regulations, that as much as possible meets the individual needs, interests and abilities of students.

3. Creates a safe and orderly classroom environment that is conducive to learning and appropriate to the maturity and interests of students.

4. Guides the learning process toward the achievement of curriculum goals and, in harmony with the goals, establishes clear objectives for all lessons, units, projects and the like to communicate these objectives to students.

5. Employs instructional methods and materials that are appropriate for meeting stated objectives.

6. Assess the accomplishments and learning progress of students on a regular basis and provides progress reports as required.

7. Participate productively in collaborative and professional learning, including Professional Learning Communities (PLCs), instructional coaching, and faculty meetings.

8. Proactively communicate with colleagues, students and parents on a regular basis.

9. Assists the administration in implementing the policies and/or rules governing student life and conduct, and, for the classroom, develops reasonable rules of classroom behavior and procedure, and maintains order in the classroom in a fair and just manner.

10. Attends and participates in staff meetings and serves on staff committees as required.

11. Prepares and/or implements Instructional Educational Plans (I.E.P.), 504, NDTMSS plan as required. 

12. Assists in the selection of books, equipment and other instructional materials.

13. Accepts a share of the responsibility for co-curricular activities as assigned.

14. Strives to maintain and improve professional competence.

15. Works to establish positive public relations in harmony with district procedures.

16. Takes all necessary and reasonable precautions to protect students, equipment, materials and facilities.

17. Maintains accurate and complete records as required by law, district policy or administrative regulations.

18. Perform other duties as assigned by the Principal and Superintendent.

19. Serves as a role model by maintaining a positive attitude toward students, parents, and staff.  Confine discussion about students to appropriate times and places.  Avoid making comments about students, staff, administration and school board members.  If you have any concerns or complaints, follow procedures of school district.

TERMS OF EMPLOYMENT:  as determined in teaching contract

EVALUATION: Performance evaluation of this job will be conducted by building Principal and/or Superintendent.
JOB DESRIPTION FOR TECHNOLOGY COORDINATOR

    RESPONSIBLE TO:  Superintendent  

    RESPONSIBILITIES (In coordination with 3rd Party Vendor- i.e. Connecting Point):  
1. Erate –Government Funding Applications and Correspondence

2. Troubleshooting and repair all hardware and software issues

3. Website maintenance

4. Network maintenance

5. Software License maintenance

6. Purchasing Hardware and Software AND maintenance 

7. Hardware Installation 

8. Email and Office 365 Liaison

9. Server and Switch Maintenance

10. Maintain Wireless Networks

11. Contact for The Cube, ABM, Apple, Microsoft, Symantec, and other vendors

12. Care for the video/audio equipment of the media center, and responsible for the renting or loaning of equipment to staff. 

13. Notify the superintendent when breakdowns of media center equipment if needed. 

14.  Serve as Technology Integrationist.  

15. Serve as a role model by maintaining a positive attitude toward students, parents and staff. Confine discussion about students to appropriate times and places.   Avoid making negative comments about students, staff, administration, and school board members.   If you have concern or complaints, follow procedures of school district.

16. Performs other duties as assigned.
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"A teacher affects eternity; he can never tell where his influence stops."�--Henry Brooks Adams
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