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WINDSOR C-1 SCHOOL DISTRICT
NOTICE OF NON-DISCRIMINATION

The Windsor C-1 School District’s Board of Education is committed to maintaining a workplace and
educational environment that is free from discrimination and harassment in admission or access to, or
treatment or employment in, its programs, services, activities and facilities. In accordance with law,
the District does not discriminate on the basis of race, color, national origin, ancestry, religion, sex,
disability, age, genetic information, or any other characteristic protected by law in its programs and
activities. Additionally, in accordance with law and Board of Education Policy, no person shall be
excluded from participation in, denied benefits of, or otherwise be subject to discrimination under
federal financial assistance from the U.S. Department a school nutrition program for which the
district receives of Agriculture (USDA) Food and Nutrition Service. School nutrition programs
include the National School Lunch Program, Special Milk Program, School Breakfast Program and
the Summer Food Service Program. In addition, as required by law, the District provides equal
access to the Boy Scouts and Girl Scouts of America or any other designated youth groups. The
following person has been designated as the District’s Compliance Coordinator to handle inquiries or
complaints regarding the District’s non-discrimination policies:

Dr. Mike Rickermann
Assistant Superintendent

6208 Highway 61-67

Imperial, MO 63052
636-464-4457
mrickermann@windsorcl.com

For further information about anti-discrimination laws and regulations, or to contact the Office for
Civil Rights (OCR) in the U.S. Department of Education regarding the District’s compliance with
anti-discrimination laws and regulations, please contact OCR at One Petticoat Lane, 1010 Walnut
Street, Suite 320, Kansas City, Missouri 64106, (816) 268-0550 (voice) or (877) 521-2172
(telecommunications device for the deaf) or at ocr.kansascity@ed.gov.

September, 2017


mailto:ocr.kansascity@ed.gov

POLICIES
and
PROCEDURES

Policies, Procedures and Forms are available on the district’s website @ windsorcl.com
to School Board Policy Online website.



http://simbli.eboardsolutions.com/mo/windsorc1

MISSION STATEMENT - Board Policy AD

“Connecting students to their future: the Windsor Way.”

The district has a Board-approved Comprehensive School Improvement Plan (CSIP) guided by the
mission statements and based on the district’s fundamental beliefs about teaching and learning. This
plan serves as the district’s foundation for allocating resources, developing policies and procedures,
and selecting and implementing programs designed to raise student achievement.

VISION STATEMENT

“Inspire to Achieve and Succeed.”

VALUE STATEMENTS

Value #1: We value collaboration in decision-making and analysis of student achievement.

Therefore we will:
e Accept suggestions from others to make us better.
e Be willing to compromise.
e Listen to others points of view.
e Utilize collaboration time to maximum potential.

Value #2: We value the Windsor C-1 School District as having the reputation of being an
academic leader.

Therefore we will:
e Model the importance of life long learning through our ongoing personal and professional
development.
e Model and promote academic excellence.

Value #3: We value working in an atmosphere of mutual respect.

Therefore we will:

e Act in a professional manner with integrity and honesty.
Develop relationships characterized by caring and respect.
Support and encourage each other.

Follow the chain of command to resolve conflicts.
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e Display a positive attitude.



Value #4: We value increasing student achievement by teaching and assessing progressive
curriculum and instructional practices.

Therefore we will:
e Teach the course objectives.
e Learn and practice a variety of teaching strategies.
e Provide evidence of student mastery of the course objectives.
e Accept curriculum development and revision as an ongoing process.
e Incorporate technology and other tools into lesson plans.

Value #5: We value holding ourselves to high standards.

Therefore we will:
e Be accountable for our responsibilities.
e Make no excuses.
e Communicate standards to the community.

Value #6: We value placing the students as our top priority.

Therefore we will:
e Expect proficiency from all of our students.
e Meet the needs of all our students.
e Provide an atmosphere that is safe and conducive to learning.
e Hold our students accountable for academic and social actions.

NON-DISCRIMINATION POLICY - Board Policy AC

The Windsor C-1 School District Board of Education is committed to maintaining a workplace and
educational environment that is free from discrimination and harassment in admission or access to, or
treatment or employment in, its programs, services, activities and facilities. In accordance with law,
the district strictly prohibits discrimination and harassment against employees, students or others on
the basis of race, color, religion, sex, national origin, ancestry, disability, age, genetic information or
any other characteristic protected by law. The Windsor C-1 School District is an equal opportunity
employer.

To ensure that these obligations are met, the Board designates the Assistant Superintendent to act as
the district’s nondiscrimination laws compliance coordinator.



RELEVANT DISTRICT OBJECTIVES AND GOALS

GOAL 1 - Leadership & Governance

OBJECTIVES
An effective leader is a competent instructional leader and manager who continuously acquires new
knowledge and skills and is constantly seeking to improve their leadership practice to provide for
high academic achievement for all students.

GOALS
1. Windsor C - 1 will maintain a faculty retention rate of 90% each year.
2. 100% of Windsor C - 1 School Board members will complete MSBA training within one year of
being elected.

GOAL 2 - Climate, Culture & Community

OBJECTIVES
Building and sustaining collaborative cultures that result in high levels of learning for all and
increased student achievement.
GOALS
1. By the end of the 2027 - 2028 academic year, the community perception will increase to 80% of
stakeholders agreeing that they are a positively engaged and informed partner in Windsor C - 1
learning community on the District climate and culture survey.

GOAL 3 — Teaching & Learning

OBJECTIVES
Curriculum and assessments are comprehensive and aligned with the core academic standards.

GOALS
1. By the end of the 2027 - 2028 school year, 85% of K-5 students will demonstrate on track
performance as measured by NWEA Reading Fluency assessments at the beginning, middle and
end of the year.
2. By the end of the 2027 - 2028 school year, students will show evidence of growth measured by
Missouri Assessment Program’s Grade Level and End-of-Course state assessments.

GOAL 4 — Safety (Facilities & Social Emotional Wellbeing)

OBJECTIVES
Effective teachers are caring, reflective practitioners and life-long learners who continuously acquire
new knowledge and skills and are constantly seeking to improve their teaching practice to provide
high academic achievement for all students.

GOALS
1. The Windsor C-1 School District will improve the effectiveness of communication with all
stakeholders utilizing a variety of accessible methods.
2. The Windsor C-1 School District will provide stakeholders a variety of opportunities for
community involvement.




STAFF CONDUCT - Board Policy GBCB

The board of education expects every employee to act professionally, ethically and responsibly; use good
judgment; and do what is necessary to maintain a safe learning environment and positive relations with
students, parents/guardians, coworkers and the public. In addition to expectations in other board policies
and directives from supervisors, district expectations for employees include, but are not limited to, the
following:

1.

10.

Become familiar with, enforce, and follow all applicable board policies and regulations,
administrative procedures, other directions given by district administrators and supervisors, and
state and federal laws.

Maintain courteous and professional relationships with students, parents/guardians, other district
employees and the public. Transmit constructive criticism to the particular school administrator or
supervisor who has the administrative responsibility to address the concern. Employees will not be
disciplined for speech that is protected by law and are encouraged to share concerns with their
Supervisors.

Actively participate in professional development and obtain information necessary to effectively
perform the employee's job duties.

Conduct all official business in a professional and timely manner. Meet deadlines set by the
district, administrative staff and supervisors. Conduct business with the appropriate designated
person or department.

Care for, properly use and protect school property. Immediately report all dangerous building
conditions to the building supervisor and take action to rectify the situation in order to protect the
safety of students and others. Take appropriate action to prevent loss or theft of district property,
and immediately report loss or theft of district property.

Attend all meetings called by supervisors or the district administration unless excused. Arrive at
work and leave work at the time specified by the district or as directed by a supervisor, and follow
district policies, procedures and directives regarding absences. All nonexempt employees must
receive permission from a supervisor prior to working overtime.

Maintain records as required by law, board policy and procedure, and do not destroy records
unless authorized to do so. Keep all student records, medical information and other legally
protected information confidential. Submit all required documents, information, data or reports at
the time requested. Employees must not falsify records, create misleading records or compromise
the accuracy and security of district data.

Properly supervise all students. The board expects all students to be under assigned adult
supervision at all times during school and during any school activity. Employees must not leave
students unsupervised except as necessary to handle an emergency situation.

Obey all safety rules, including rules protecting the safety and welfare of students.

Communicate clearly and professionally. Employees will not use profanity and will not raise their
voices unless necessary. Written communication must be grammatically correct. Employees will
not be disciplined for speech that is protected by law and are encouraged to share concerns with
their supervisors.



11. Dress in a professional manner that does not interfere with the educational environment and as
directed by administrators or supervisors.

12. Other than commissioned law enforcement officers, school employees shall not perform strip
searches, as defined in state law, of students except in situations where an employee reasonably
believes that the student possesses a weapon, explosive or substance that poses an imminent threat
of physical harm to the student or others and a commissioned law enforcement officer is not
immediately available.

13. School employees shall not direct a student to remove an emblem, insignia or garment, including a
religious emblem, insignia or garment, as long as such emblem, insignia or garment is worn in a
manner that does not promote disruptive behavior.

14. State law prohibits teachers from participating in the management of a campaign for the election
or defeat of a member of the board of education that employs such a teacher.

15. Unless otherwise allowed by law, employees may not engage in political campaigning during the
working day or during times when they are performing their official duties.

16. Employees will not represent their personal opinions as the opinions of the district and, to avoid
confusion, are required to clearly indicate when they are speaking or writing as an individual and
not a representative of the district.

STAFF/STUDENT RELATIONS - Board Policy GBH

Staff members are expected to maintain courteous and professional relationships with students. All
staff members have a responsibility to provide an atmosphere conducive to learning through
consistently and fairly applied discipline and the maintenance of physical and emotional boundaries
with students. These boundaries must be maintained regardless of the student's age, the location of
the activity, whether the student allegedly consents to the relationship or whether the staff member
directly supervises the student. Maintaining these boundaries is an essential requirement for
employment in the district.

Although this policy applies to the relationships between staff members and district students, staff
members who inappropriately interact with any child may be disciplined or terminated when the
district determines such action is necessary to protect students.

Staftf members are encouraged to communicate with students and parents/guardians for educational
purposes using a variety of effective methods, including electronic communication. As with other
forms of communication, staff members must maintain professional boundaries with students while
using electronic communication regardless of whether the communication methods are provided by
the district or the staff member uses his or her own personal electronic communication devices,
accounts, webpages or other forms of electronic communication.

The district's policies, regulations, procedures and expectations regarding in-person
communications at school and during the school day also apply to electronic communications for
educational purposes, regardless of when those communications occur. Staff communications must
be professional, and student communications must be appropriate. Staff members may only
communicate with students electronically for educational purposes between the hours of 6:00 a.m.
and 10:00 p.m. Staff members may use electronic communication with students only as frequently
as necessary to accomplish the educational purpose.
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Staff members who violate this policy will be disciplined, up to and including termination of
employment. Depending on the circumstances, the district may report staff members to law
enforcement and the Children's Division (CD) of the Department of Social Services for further
investigation, and the district may seek revocation of a staff member's license(s) with the Department
of Elementary and Secondary Education (DESE).

Any person, including a student, who has concerns about or is uncomfortable with a relationship or
activities between a staff member and a student should bring this concern immediately to the
attention of the principal, counselor or staff member's supervisor. If illegal discrimination or
harassment is suspected, the process in policy AC will be followed.

Any staff member who possesses knowledge or evidence of possible violations of this policy must
immediately make a report to the district's administration. All staff members who know or have
reasonable cause to suspect child abuse shall immediately report the suspected abuse in accordance
with Board policy. Staff members must also immediately report a violation or perceived violation of
the district's discrimination and harassment policy (AC) to the district's nondiscrimination
compliance officer. Staff members may be disciplined for failing to make such reports.

The district will not discipline, terminate or otherwise discriminate or retaliate against a staff
member for reporting in good faith any action that may be a violation of this policy.

GENERAL INFORMATION

Faculty Attendance - Teachers are responsible for leaving clear and complete lesson plans when
their absence is unavoidable. Please have a solid back-up lesson plan in the event of an absence and
keep this in your desk for a guest teacher. Guest teacher folders should be on file in the office.

In the event that you have to miss school during the year you will need to report your sub in
Frontline by 5:30 AM. Please make every effort to report this as soon as you know that you will be
unable to be at school. At various times in the year it is extremely difficult to find guest teachers.
(Reference Section “Guest Teacher Information and Policies.”). Additionally, it is required to
contact the appropriate Building Principal if absence will be more than 2 days. On the 3 day
of absence, the Building Principal is to contact the Central Office to inform them of a potential
FMLA leave. Paperwork will then be forwarded to the employee incurring such absences, and forms
should be completed for any qualifying FMLA leaves; leaves would become effective when
paperwork is submitted to Central Office.

Student Attendance - Teachers are to keep accurate records of student attendance via the online
Infinite Campus program. The teacher is to enter daily absences and tardies. Attendance slips should
only be utilized and completed by a guest teacher as they will not have access to student records.
Those forms should then be forwarded to the office. Students are not permitted to take attendance.

Excused absences require a note or phone call from home. Students with an excused absence will be
given every opportunity to make up work within a reasonable amount of time (one day for each
excused day). Upon a student’s return, the teacher will notify the student(s) of the work missed or
assignments made or due during their absence.
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BOMB THREATS
All bomb threats must be taken seriously!

1. If the threat is by telephone, obtain as many details as possible. Record all numbers placed on
or about the time of the call. Each phone must have the Bomb Threat Checklist close by;
please utilize this checklist and remain calm.

2. Contact the Building Principal.

3. The Building Principal will make the decision whether to sound the fire alarm.

4. Students and staff will report to the predetermined evacuation site.

If an evacuation is necessary, the fire drill evacuation procedure will be followed. There is also the
possibility of the Sheriff’s Emergency Response Team (S.E.R.T.) evacuating the building by room or
areas. If this occurs, listen to their instructions. It is important to keep all students with you and
away from cars in any parking lot. You must keep your grade book with you at all times to keep
track of students. Do not release any student until you have been instructed that students may be
released.

CERTIFICATION

It is each Administrator’s and teacher’s responsibility to keep their certification current, as required
by DESE, and provide the Central Office with a copy of their teaching certificate for their permanent
file. At the end of each school year, the Central Office will provide a DESE report that reflects the
teaching certificates that will expire in the next school year. A copy of this report will be provided to
each applicable employee and the Building Principal. All certification requests and updates will be
made through the online system at DESE at dese.mo.gov/ to access “Employee Certification”.
Certification for renewal, upgrades, etc., may not be submitted before 30 days of expiration.
Questions regarding certification may be directed to the Central Office at x4453, or DESE at
573-526-3578.

CLASSROOM MANAGEMENT

Teachers shall have the authority to make and enforce necessary rules for their classrooms (school
and district policy should set the precedent for all classroom rules). All classroom rules need to be
posted for viewing in each classroom. Teachers will need to explain their discipline policy to each
class. Teachers will be responsible for all discipline related to their classroom rules. If an incident
arises where a student needs to be sent to the office for disobeying authority, please fill out the
discipline referral and be detailed as to what has happened so the Administrator can understand the
situation. The Windsor C-1 Board of Education recognizes the teacher’s responsibility to maintain
control and discipline in the classroom and the school in accordance with board policies and
administrative procedures.

Students sent to the office for disciplinary reasons must have a disciplinary referral sent with them (or
have the discipline referral entered into the Infinite Campus Reporting System). The office cannot
deal with students without a referral from the teacher. Teachers must provide complete and specific
information about the incident(s), which resulted in the referral. In addition, the teacher should
provide the steps they have already taken prior to the referral to the office. This should include
contact with the child’s parents. Teachers should not place a disruptive student in the hallway as a
“time out” area for disciplinary purposes. If you leave a student unsupervised, you are liable for that
student’s safety.

Maintaining good discipline is everyone’s responsibility. The Building Principal may assist the
teacher in handling cases that require their intervention. Students who are serviced under IDEA will
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be given due process rights in regards to their individual needs, and discipline will be in accordance
with the goals and objectives in their IEPs.

CLIMATE

Each teacher is directly responsible for the appearance and expression of their classroom or work
area. Attitudes of the students are greatly affected by the appearance of your classroom as well as the
school building. Establishing a positive atmosphere and academic environment is the responsibility
of all professional staff members in the Windsor C-1 School District. Please try and leave your
classroom doors open in an effort to promote this type of atmosphere. This will also help to provide
more supervision in the halls. Do not cover windows or doors.

COPIERS/COPY CENTER - Board Policy EGAA

Copiers are provided for instructional purposes. Care should be taken to avoid copyright
infringement. Contact Building Secretaries if you have a problem with the copiers. Please do not
send students to the office for copies.

The “Print Shop” (Copy Center) should be used for classroom copies (100 plus). Please use the
office copier for small quantities. Copy request forms should be completed for each job requested,
and are available in the office. Make sure all copy requests are done at least 48 hours prior to date
needed to ensure adequate time. The Print Shop is located at the high school, and may be reached at
636-464-4907.

CRISIS INTERVENTION - Board Policy EBCA

The Windsor C-1 School District has a Crisis Intervention Plan to help school district Administrators
and faculty deal effectively with a crisis that could interfere with the normal daily operation of
school. This plan outlines and describes the district's guidelines for responding to most crises. All
staftf members will be provided in-service training concerning these guidelines. Specific information
regarding the crisis intervention plan is available to concerned parties upon request in the central and
building offices.

CUSTODIAL SERVICES (REFERENCE PAGE #25)

Our custodians and maintenance staff will provide routine janitorial and maintenance services. If a
problem occurs which requires custodial attention, please notify the building office. A custodian will
be contacted and dispatched to the area as quickly as possible. If the problem does not get corrected
in a timely manner, contact the building office. Please do not make requests directly to the custodians
(unless an emergency).

All maintenance requests should be cleared through the Principal’s office by using the Maintenance
Work Order forms that are available.

DAILY SUPERVISION DUTIES

In order for our school to function properly and maintain safety standards, every staff member will be
required to perform supervision duties before, during and after school hours throughout the year.
These duties will be divided up evenly. If you are unable to perform your assigned duty on any given
day, you are responsible for finding a replacement, as well as notifying one’s Building Principal.

DRESS CODES - (Please inform the Principal of any special needs that require variation from the
dress code).

12



All teachers and staff are to dress appropriately and professionally. While respecting individuality,
certain guidelines must be followed in order to maintain a professional learning environment. Please
adhere to the following:

0 Dress which is extreme, exhibitionist, or of immodest fit or style to the extent that it interferes
with the instructional process will not be allowed. This includes, but not limited to, spaghetti
straps, backless shirts, see-through blouses or shirts, or clothing that exposes a bare midriff.

0 Reasonable cleanliness of a person and wearing apparel is expected as a matter of health and

aesthetics.

0 Shorts are not permitted during the regular school year. Skirts should be kept at a modest length.

0 Jeans should not be worn to school with the exception of “casual” days and/or field trips or

special activities. (Nice jeans are acceptable for the IC, Freer, and Windsor Elementary).

0 Tennis or running shoes should be reserved for “casual” days, field trips or special activities.

(Clean tennis shoes are acceptable for the IC, Freer, and Windsor Elementary).

DRUG-FREE WORKPLACE — Policy GBEBA-AF
It is in violation of the Drug-Free Workplace policy for an employee to unlawfully manufacture,

distribute, dispense, possess, use, or be under the influence of, in the workplace, any narcotic drug,
hallucinogenic drug, amphetamine, barbiturate, marijuana or any other controlled substance or
alcohol, as defined in Schedules I through V of Section 202 of the Controlled Substances Act (21
U.S.C. §812) and Chapter 195 of the Missouri Revised Statutes. All employees are required to sign
and turn into your Building Principal (See Acknowledgement Forms).

EMERGENCY ALERTS/CODES/PROCEDURES

Please be familiar with and post all procedures in your classroom. Throughout the school year we
will have fire, earthquake, tornado, and intruder drills at announced and unannounced times. These
are done in conjunction with MSIP requirements.

Fire: An alarm will be signaled on the bell system. The fire alarm consists of one long bell, and all
students must exit the building. The evacuation route for each classroom should be posted in clear
sight. Lights must remain on, and window(s) and door closed. Please bring emergency kit and grade
book with you in order to take attendance.

Tornado: An alarm will be signaled on the bell system. The tornado alert consists of a series of
short bells. All students and teachers should move in an orderly manner into the halls away from the
windows, and sit or kneel facing the solid wall away from any glass.

Earthquake: Time will not allow an alarm to sound - you must act immediately. All students should
move away from windows or other potential hazards. Get under a desk, table or other shelter.
Assume a drop position and remain quiet to listen for directions. If evacuating classrooms is
necessary, please bring emergency kit and grade book with you in order to take attendance. Any
students outside should get clear of the building, trees, exposed wires, or other hazards that may fall.
The safest place is in the open. Assume a drop position and remain quiet to listen for directions.

Intruder/Lock Down: Upon hearing an announcement signaling a “Lock Down”, teachers must
quickly close, lock, and barricade classroom doors. If located next to a restroom, these teachers are
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responsible for securing students in these areas. Teachers outside will be notified of the lock down
and should remain outside until further notice.

EVALUATION OF PROFESSIONAL STAFF — Policy GCN

To assure high quality professional staff performance, and to advance the instructional programs of
the Windsor C-1 School District, the Board will require a program of comprehensive,
performance-based evaluations for each professional staff member it employs. The evaluation shall
be ongoing and of sufficient specificity and frequency to provide for demonstrated standards of
competency and academic ability. The primary purpose of performance-based evaluation is to
facilitate and improve instruction that enhances student learning. The secondary purpose is to
determine whether performance meets the degree of competency required for continued employment
and/or tenure.

FACULTY MEETINGS
Attendance is mandatory. Please schedule your appointments accordingly. If an emergency arises
and attendance is not possible, the teacher must notify the Principal.

FACULTY PARKING
Faculty and staff members are asked to park their cars on assigned parking lots only.

FACULTY WORKROOM

This area is provided for instructional preparation and planning. Students are not to use the room for
any reason. Teachers are expected to help keep the area clean and clutter free. Check the refrigerator
periodically to make sure that items are used and removed in a timely fashion.

Teachers should follow the directions posted in using the equipment in the teacher’s work area.
When equipment is not functioning properly, please report this information to the building office.

FEES AND FINES

Each teacher will keep a list of students in their classes who owe fees and/or fines, and turn into the
office at the end of each quarter. If a student loses or damages school property, promptly inform the
office so that the parents or guardians may be contacted.

FIELD TRIPS - Board Policy IICA

Field trips will be monitored and reviewed due to financial considerations. The District will
provide transportation costs for all “in county” trips. “Outside the county” trips will be the financial
responsibility of the individual group that is planning the trip; they will be responsible for fuel and
driver costs, unless the trip is a MSHSAA sponsored competition. It is your responsibility to make
sure that appropriate supervision has been secured for all field trips and that all District
policies and regulations are followed. Parent volunteers should be appropriately screened
(background check) if they are accompanying and/or supervising students on a field trip.

All field trips should be requested for the entire 2026-2027 school year for approval by the Building
Principal.

Do not send parents any information regarding the proposed field trip until approved by both
the Principal and Assistant Superintendent.

All field trips must meet educational guidelines, and the educational rationale must be attached to the
request form.

14



All students attending field trips must have signed permission slips prior to leaving school grounds.

Teachers involved in the field trip are responsible for letting the cafeteria know the date and the
number of students going on the field trip. Also, a list of students attending the field trip should be
provided to any teacher whose class they will be missing.

Students have one day to make up any work missed.

FOOD SERVICES MANAGEMENT (CAFETERIA) - Board Policy EF

The school cafeteria is maintained as a vital part of the health program of the school. Well-balanced
meals are offered for a nominal charge. Children bringing their lunch may purchase milk. Lunch
periods are “closed”, and children are not permitted to leave the school campus for lunch.

Food from fast food restaurants is not to be brought into the cafeteria. Glass bottles should not be
brought to school. Special seating will be available for students with food allergies. All shared food
and snacks should be individually wrapped (store-bought) or in a box with appropriate labeling.

Students and staff are allowed to charge up to $10.00 before payment is required.

INFINITE CAMPUS/ GRADE BOOKS

For those who continue to use grade books, they should be kept neat and accurate so that others can
read them if needed. Regardless, all grades need to be placed in Infinite Campus in a timely
manner.

Progress Reports will be sent home with students approximately five (5) weeks prior to the issuing of
report cards.

HAZING (Policy JFCG) and BULLYING (Policy JFCF)
The Windsor C-1 School District prohibits all forms of hazing, bullying and student intimidation.

Staff members will be responsible for recording such reports of bullying and/or hazing, and providing
them to the appropriate administrative member.

LD. BADGES
All faculty members are expected to be in possession of and display their I.D. badges, at all times,
during school hours.

ILLNESS AND INJURY RESPONSE AND PREVENTION - Policy EBBA

Employees must report all injuries to their supervisor immediately. Staff who witness any injury or
observe the onset of a serious illness on district property, district transportation or at a district activity
will prepare a written incident report on the incident form available in each building.

INSTRUCTION

“Curriculum” is a working document and must be used on a daily basis. Lesson/Unit plans will be
used to help document instructional strategies teachers are using in the classrooms. Teachers will
need to identify the Missouri Learning Standard and concepts being taught in each of their classes.
References should also be made to the Instructional Calendar. Please make notes or suggestions on
curriculum during the school year so we can continue to update and improve our instruction. The
Building Principal may request daily lesson plans. Teachers are expected to maintain an active
learning environment in their classroom, and are expected to interact with students in the classroom.
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INTERNET (TECHNOLOGY USAGE) - Board Policy EHB; EHB-AF1 (Parent Agreement);
EHB-AF?2 (Student User Agreement); EHB-AF3 (Employees Technology Agreement).

Use of the Internet is governed by board policy. Students who have not been authorized or who have
lost this privilege may not use this technology. As the teacher, you are responsible to ensure this
regulation is followed, as well as abide by the district’s policy for technology usage by employees.
All employees are required to sign and turn into your Building Principal (See Acknowledgement
Forms).

INTERROGATIONS., INTERVIEWS AND SEARCHES — Policy JFG

School lockers, desks and other district property are provided for the convenience of students

and, as such, are subject to periodic inspection without notice. Student property may be searched
based on reasonable suspicion of a violation of district rules, policy or law. Reasonable suspicion
must be based on facts known to the administration, credible information or reasonable inference
drawn from such facts of information. Searches of student property shall be limited in scope based
on the original justification of the search. The privacy and dignity of students shall be respected.
Searches shall be carried out in the presence of adult witnesses and not in front of other students,
unless exigent circumstances exist.

The school also retains the authority to conduct routine patrols of any vehicle parked on school
grounds. The interior of a student’s automobile on school premises may be searched if the school
authority has reasonable suspicion to believe that such a search will produce evidence that the student
has violated or is violating either the law or district policy.

During an examination, and if reasonable under the circumstances, school employees may require
students to empty pockets or remove jackets, coats, shoes and other articles of exterior clothing that
when removed do not expose underwear. School employees and volunteers, other than
commissioned law enforcement officers, may not strip search students, as defined by state law,
except in situations where an employee reasonably believes that the student possesses a weapon,
explosive or substance that poses an imminent threat of physical harm to the student or others
and a commissioned officer is not immediately available.

Fuxxwx* Procedures for Student Searches During Extracurricular Activities *** %%

General Guidelines:

Windsor School District students are prohibited from having drugs, alcohol, weapons and other
proscribed items during extracurricular activities (whether on or off school grounds) just as they are
during the school day. As a leader of an extracurricular activity, you may encounter an incident
during which you suspect that a student has an item that they should not. Please keep in mind that the
4™ Amendment of the Constitution provides protection to students from unreasonable searches.
Therefore, please use caution and follow these guidelines and legal standards before engaging in a
student search during extracurricular time.

Per Board of Education Policy JFG and Missouri law, student property may be searched based on
reasonable suspicion of a violation of District rules, policy, or law. Reasonable suspicion exists when
there is specific and describable conduct leading a reasonable person to conclude a student has
engaged in prohibited conduct. Reasonable suspicion must come from a valid source which can
include: 1) your personal observations and knowledge; 2) reliable reports of other school officials;
and 3) reports of eyewitnesses and victims. Searches of student property must be reasonable in scope
and limited based on the original justification of the search. If you think a student possesses a
weapon and the student intends to use it to inflict harm, call 911 immediately.
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Steps for a Search during Extra-Curricular Activities
0 Determine if reasonable suspicion justifying a search exists.

0 Call your Building Principal or the Superintendent for guidance if possible.
0 Have another adult approach the student with you.
'] If the student will be turning out their pockets etc., have an employee of the same
gender as the student with you.
Take the student somewhere away from view of other students.
Talk to the student and tell them what you are looking for. Give them a chance to surrender
the item.

0O If they don’t voluntarily surrender the item ask for consent.

71 Ask if you may look in their purse/coat/book bag etc... to see if the (object) is in
there?

T If the student nods their head, try to get the student to give a verbal “yes”.

'] If the student says ‘yes’, limit your search to the area/object you asked permission to
see.

'] If the student says ‘no’, you may tell the student that you are going to look and you
ask for their cooperation. Limit your search to what is reasonable for the object you
are looking for (ex. If you heard a rumor that the student stole another student’s
sneakers, don’t ask them to empty out a small change purse).

0 Search the student: Have student empty pockets or remove coat or shoes or look inside book
bag/ purse. Do not ask student to lift shirt or show undergarments.

0 Stop the search once you find the object you suspected unless you see another object in plain
sight.

0 Don’t review a student’s cell phone messages or pictures unless there are reasonable grounds
to believe these materials are evidence of an infraction.
Seize any item that (1) is illegal, (2) violates school rules, or (3) is evidence of a crime.

0 Keep the object and call the student’s parents and follow up with your Building Principal or
the Superintendent.
If the student is impaired, do not have them drive!

O Write a summary of the facts which gave you reasonable suspicion to conduct the search, how
the search was conducted, where the search was conducted, whether consent was given, and
what the result of the search was.

*NEVER make a student take off articles of clothing etc. If you think there is a weapon on a student
and it is an emergency call 911.

INVENTORIES

Teachers and coaches will be responsible for their class and program inventories. Please check
beginning inventories and complete ending inventories and turn into the Principal’s office. End of
year inventories must be completed before leaving school for the end of the year. Inventories are
then submitted to the Assistant Superintendent.

JURY DUTY — Board Policy GBBD

From time to time, employees will be called upon to perform jury duty. Employees will be granted
leave when subpoenaed for this leave. The District pays regular wages for days served on jury duty.
Signed attendance forms provided by the court should be turned into Mandy Hard, Payroll Clerk.
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KEYS

Distribution of building keys is the responsibility of the Principal of each building. Keys must be
returned to the Principal upon request or upon employee termination. The loss of a building key must
be reported to the supervisor immediately. Additionally, keys must not be duplicated. At no time
should students be given school district keys or be allowed to have access to district keys.

LOST AND FOUND

Articles found on campus will be placed in the lost and found box in the specific building office.
Items found on the bus will be held on the bus for a short time, and then turned in to the
Transportation Office. The Principal will hold money or other valuable items.

MAILBOXES
Teachers should check their mailboxes daily. Do not send students to get mail.

MONEY
Do not keep money in desks or cabinets or in rooms overnight. If money has been collected, turn it
in to the office as soon as possible. Money should be counted and rolled if necessary.

MOVIES - Board Policy IIAE

Movies without a direct correlation to the curriculum are not to be shown. The Building Principal
must approve all movies that are not written into your curriculum. Please observe the federal and
state copyright, and viewing laws.

NURSE’S OFFICE

Students must have a signed Nurse Slip/Planner from the teacher before going to the nurse’s office.
Please use discretion when sending students to the nurse’s office. Some students will ask to go every
day, and there is no reason for this unless they are on medication or under a treatment of some kind.
The nurse will notify you if this is the case. If you have a question about a particular student, please
see the nurse and work out a solution.

If a student becomes extremely ill, notify the office by intercom. If a student is unconscious,
experiencing difficulty breathing or walking, or experiencing a severe medical problem (seizure),
remain calm and notify the office. Do not leave the class of the ill student unsupervised. Remember,
if you remain calm, the students are not as likely to panic.

The nurse has a list of students who have serious health problems. Please contact the nurse to obtain
this information on your students. Please make a note of these students’ names, and be prepared in
case a medical emergency would arise while the student is under your supervision. This information
is strictly confidential and should be kept in a secure place.

All medications are kept in the nurse’s office and may be administered by the nurse, the Principal or
his/her designee. Students are not to have any medications with them at school without the nurse or
office being notified. Self-administration of some medications (i.e. inhalers) is permitted with proper
authorization by a physician. No over-the-counter medication is to be given at school without a
physician’s authorization, unless a parent has approved its use on the Health Referral Card.

PETS OR ANIMALS
Due to safety, sanitary and liability concerns, any pets or animals brought onto campus will need to
be approved through the office.
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PLANNING PERIOD
All certified personnel need to be available during their scheduled planning period. Notify the office
if circumstances arise when you are not available and need to leave the school grounds.

PROFESSIONAL STAFF ASSIGNMENTS AND TRANSFERS — Policy GCI

The district recognizes that assigning qualified staff members to positions throughout the district is
essential to providing an excellent educational program for all students. Every effort will be made to
assign district staff to areas of the greatest need for the benefit of the students. The district will accept
requests for transfer from employees, but will only honor those requests when it’s in the best interest
of the district and the educational program to do so.

The Board directs the Superintendent to assess the professional staffing needs of the district annually,
and to assign professional staff as necessary to meet those needs. Although the Superintendent will
take the employee’s expressed preference into consideration, the ultimate decision must be based on
the district’s needs. The Superintendent may reassign staff members to different positions or
buildings at any time, including after a contract has been signed or in the middle of the school year.

PROPER HANDLING OF PUBLIC MONEY: — Money collected for any purpose shall be
submitted to the appropriate Administrator or his/her designee for its proper deposit. The money
shall be submitted within three business days of the event or collection of such funds. To protect
the interests of both parties, the person submitting money should obtain an accurate and dated receipt
from the next person in the chain of custody. Money left in the building overnight should be kept in a
secured vault or cabinet. The last person in the chain of custody shall be held financially responsible
for the replacement of lost or missing money that was not properly secured. Under no
circumstances shall said monies be held for more than three days pending the collection of
delinquent payments. Failure for staff members to properly account for said monies could be
grounds for the commencement of dismissal proceedings.

REPORTING AND INVESTIGATING CHILD ABUSE/NEGLECT — Policy JHG
The Board of Education requires its staff members to comply with the state child abuse and neglect

laws and the mandatory reporting of suspected neglect and/or abuse. Any school official or employee
acting in his or her official capacity who knows or has reasonable cause to suspect that a child has
been subjected to abuse or neglect, or who observes the child being subjected to conditions or
circumstances that would reasonably result in abuse or neglect, will immediately make a report to the
Building Principal or designee, including any report of excessive absences that may indicate
educational neglect. The Building Principal or designee will then become responsible for making a
report via the Child Abuse and Neglect Hotline to the Children’s Division (CD), as required by law.
This policy does not preclude any employee from directly reporting abuse or neglect to the CD;
however the school official or employee must notify the Building Principal or designee immediately
after making a report.

SAFETY PROGRAM (Employees and Students) — Policy EB

Safe practices will be a scheduled part of instruction in the classroom, laboratories and school shops.
Proper supervision of students and other citizens using the school facilities will be required.
Hazardous conditions noted by staff will be reported to the Building Principal to be corrected. Each
building administrator will develop and implement a safety program, report any hazardous conditions
to the Director-Maintenance, and hold employees and students responsible for the observance of all
safety rules and procedures as outlined in EB-AP2 Safety Program Procedure (Safety Requirements).
Additionally, all employees are to familiarize themselves with the Safety
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Requirements-Employee Agreement, EB-AF, and are required to sign and turn into your
Building Principal or Director. (See Acknowledgement Forms)

SCHOOL CLOSING INFORMATION

If unforeseen conditions should arise which would necessitate the temporary closing of school, you
will be notified through our mass communication system as soon as possible. If the school must be
closed due to an emergency or inclement weather, it will be announced on radio stations KMOX 1120
AM, KTJJ 98.5 FM and KJFF 1400 AM; television channels Fox (Channel 2), KMOV (Channel 4),
and KSD (Channel 5) or internet sites: www.kmov.com and www.ksdk.com.

SCHOOL PHONES

Phones are available in all teachers’ classrooms for school business only. These phones are to be
used to contact parents on student progress, behavior, etc. Personal calls and long-distance phone
calls are not permitted.

SCHOOL PURCHASING AND RECEIVING PROCEDURES

Only the Principal/Director shall authorize the purchase of items for their building/department.
Requests for supplies/equipment should be made on a requisition form available in the office with the
exact or estimated costs and should be secured prior to the commitment to purchase. No purchase by
a staff member is to be made without prior approval of the Principal/Director and without a
purchase order number attached prior to placing the order. If any items are purchased without prior
approval, that party will assume full financial responsibility. The district will not assume the
responsibility for unauthorized purchases. All purchases made on behalf of the district must be
clarified as “Tax Exempt.” For such information, please contact your building secretary before
any purchase.

No person or group shall purchase any item through the school for non-school purposes without the
approval of the Board of Education

EXPENSE REIMBURSEMENT: (1) Expense reimbursement will be made upon presentation of
the receipts of actual expenses. Expense money issued prior to an activity must be approved by the
Building-Level Administrator, through the Superintendent, and must be accounted for in an approved
manner. (2) All receipts must be attached to a reimbursement sheet and turned in to the office. Note:
This policy applies to all Windsor C-1 School District employees.

In addition, the District will not reimburse for mileage without prior approval, and reimbursement is
only provided for the distance to the event and the same distance for the return. Mileage will not be
reimbursed for more than one individual (unless prior approval is granted due to the number of
individuals attending). If one chooses to drive separately, and not with the group (due to personal
convenience), mileage will not be reimbursed for those individuals.

In addition, sales tax is not a reimbursable expenditure, as the District is classified as “Tax Exempt.”
It is the responsibility of the individual to secure a Tax Exempt letter prior to their departure, in order
to avoid paying sales tax for school-related events and activities.

The District will reimburse up to $45 per day for meals; the $45 is reserved for breakfast, lunch and

dinner combined. The District will not reimburse food or items purchased at convenience stores,
grocery stores, etc. in lieu of a meal. Detailed receipts are required.
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SPECIAL EDUCATION - Board Policy IGBA-1

Staff members are responsible for meeting the needs of our special education students. It is
everyone’s responsibility to ensure we are following, without exceeding, the accommodations of
a student’s IEP or 504 plan. Visit with the student’s case manager, an Administrator, counselor, or
any member of the special education team if you have questions regarding specific student
accommodations.

On evaluation or re-evaluation of IEP’s, teachers may be required to attend as a matter of providing
professional input and assessment. If you are scheduled to attend, you will be expected to make the
necessary arrangements to do so. Written notification will be given to you in advance of the meeting.
This is a matter of public law and is not an option.

Likewise, 504’s require accommodations to be made in the classroom setting. You are responsible for
ensuring that the appropriate accommodations are made in your classroom as per the 504 Plan, and
are appropriately documented.

STAFF COMPLAINTS AND GRIEVANCES — Policy GBM
Whenever individuals work together, there will be occasions when misunderstandings, disagreements

or questions arise. The purpose of this procedure is to resolve, in a fair and equitable manner, all
misunderstandings, disagreements of evaluations and other questions or complaints. Complaints
relating to discrimination will be resolved in accordance with Policy AC (Prohibition Against
Discrimination, Harassment and Retaliation). The administration will cooperate with the
employee(s) and his/her representative in the investigation of any grievance.

RULES OF SUPERVISION: When you observe things that put our students at risk and our District
in harm and do not address the situation, both you and the District are legally considered “on notice”
of the potential harm that could occur with the students. Please note this potentially makes you
individually liable when this situation “comes to light”. Document and discuss these occurrences
immediately with your Building Principal.

TEXTBOOKS AND FINE

The books that are to be issued to students at the beginning of the school year will be found in the
rooms where the classes meet. The books are the property of the school and are to be returned to the
teacher by whom they were issued upon completion of the course. If a student transfers to another
teacher or school, they should return the book at the time of transfer to the teacher who issued it.
Teachers are to note the book number of the textbooks in their grade books. All books should be kept
in the classrooms where they are used. Damaged books are to be paid for by the student. Fines for
damages should be charged only if the damage is due to student misuse. Please see the Building
Principal for dollar amounts.

VISITORS

All visitors to the school and persons wishing to talk with a student, regardless of the reason, should
be directed to the Principal’s office before they are allowed to go anywhere in the school. If their
business is warranted, a pass will be issued for them to carry and show. A visitor’s badge will be
assigned only by the Principal’s office. Any person not displaying a visitor’s badge should be sent to
the office immediately.
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April 16, 2026

WINDSOR C-1 SCHOOL DISTRICT
6208 Highway 61-67
Imperial, MO 63052
(636) 464-4400

BOARD OF EDUCATION
April, 2026 — April, 2029

MRS. JESSICA BURGETT
1944 Forest Haven Dr.
Imperial, MO 63052

Term Expires: 2028

MR. JOHN DeWALLE - VICE-PRESIDENT
2309 Windsor Castle Dr

Imperial, MO 63052

Term Expires - 2029

MR. MICHAEL DUBIS
5934 Montebello Road
Imperial, MO 63052
Term Expires: 2027

MRS. ABY REITZEL
7433 Avondale Park
Barnhart, MO 63012
Term Expires: 2028

MR. DUSTIN SCHWARTZ - PRESIDENT
5478 Lehigh Ln.

Imperial, MO 63052

Term Expires: 2029

MR. KEVIN STOFFEY
5300 Doe Run

Imperial, MO 63052
Term Expires: 2027

MRS. LINDSAY WINKLER
6107 Kensington Ct.

Imperial, MO 63052

Term Expires: 2029

Meetings are held the fourth Wednesday of each month in the High School Performing Arts

Auditorium, unless otherwise noted. Meeting dates and locations are available on the district’s
website windsorcl.com.
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CLASSROOM CARE (Reference Page 11 for “Classroom Management”

Each teacher is responsible for the appearance of his or her classroom. Inform the Building Principal
if the room is not being cleaned properly. Also, please do not allow student desks to touch the walls,
and all staff members should find an alternative to tape that will not be harmful to the paint on the
walls. Tape, duct tape, masking tape, staples, thumbtacks, pushpins are not to be used on classroom
walls. Students are now allowed to have candy, food, drinks or gum in the classroom.

FACILITIES - Board Policy EB

The Windsor C-1 School District believes in maintaining safe, secure and clean facilities, which
create a supportive learning environment. Occasionally conditions can occur which jeopardize this
environment. Such occurrences should be reported to your immediate supervisor or the Maintenance
Department.

Director-Maintenance Daniel Calbreath 636-464-4481

The Maintenance Department will provide routine maintenance, through various evaluations of each
building. Any special requests for the Maintenance Department (i.e., service work, equipment
request) should be detailed on a “Maintenance Work Order” form. This form may be obtained in your
building office, and must be approved and cleared by the Building Principal, who will forward it to
the Central Office for distribution to the Maintenance Department.

Our custodial staff will provide routine janitorial services. If a problem occurs which requires
custodial attention, please notify the building office. A custodian will be contacted and dispatched to
the area as quickest possible. If the problem does not get corrected in a timely manner, please notify
the building office. Please do not make requests directly to the custodians unless it is an emergency
requiring immediate attention.

TOBACCO FREE ENVIRONMENT - Board Policy AH

To promote the health and safety of all students and staff, and to promote the cleanliness of all
facilities, the Windsor C-1 School District prohibits the use of all tobacco products in all buildings,
buses, and grounds at all times.

ENERGY CONSERVATION

It is the belief of the Windsor C-1 School District that our students and staff are best served when an
environment that facilitates the educational process is well maintained. It is necessary that we
maintain this environment at the lowest possible cost. We believe that it requires a team effort to
maximize the use of our energy resources. Therefore, each employee has a responsibility to use all
electronic equipment, comfort controls and water in the most efficient manner, without compromising
comfort levels of the students and staff. If you encounter difficulties with heating and/or cooling to
maintain a comfortable environment, please contact your Building Principal or the Maintenance
Department.
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TRANSPORTATION

Windsor C-1 School District provides transportation to all students. This service is provided for
students to and from school buildings, for some supplementary activity routes as well as for
school-sponsored trips. To schedule a bus for a school-sponsored trip, please fill out a Field Trip
request form and turn it in to the Building Principal for approval. When completing the request form,
please provide how the organization will provide funding for the particular trip.) Once approved by
the Principal, it should be forwarded to the Assistant Superintendent.

Director - Transportation Lee Freeman 636-464-4498
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NEW EMPLOYEE PAYROLL CHECKLIST

The following guideline is intended to aid in the completion of payroll and benefits’ enrollment
paperwork. If you have any questions or need assistance, please feel free to call Mandy Hard at
464-4465 or email her at mhard@windsorcl.com.

When you have completed your paperwork, please bring it to the Central Office and allow a few
minutes for her to review so that delays may be avoided if other information is needed.

1.

Please complete the Employment Eligibility Verification form (I-9 form), and provide 2 forms
of identification, i.e. Driver’s License, Social Security Card so that the employer portion may
be completed when you return your paperwork. The federal and state withholding forms (W4
forms) should also be completed and are stapled behind the 1-9 form.

Sick Leave/Personal Leave — Policy GBBD (Staff Leaves) — Staff employees whose
assignments call for 12 months will receive 96 hours of sick leave and 24 hours of personal
leave. (This is calculated based on an 8-hour day). Teachers, nurses, and para-professionals
will be entitled to 10 sick leave days and 3 personal leave days each year, and must be taken
in increments of whole or half days. (This is calculated based on a 7.5 hour day).
Eleven-month secretaries will have 88 sick leave hours and 24 personal leave hours each year.
(Part-time employees will receive 20 sick leave hours and 4 personal leave hours each year).
At the end of the year, any unused personal leave hours will be converted to accumulated sick
leave hours. Positions that require obtaining a substitute for said leave time must take leave in
increments of 4 hours.

Bereavement Leave — Leave of up to 5 days is allowable for each death in the immediate

family. “Immediate family” is described as:

1. The employee’s spouse or significant other

2. The following relatives of the employee or the employee’s spouse: parents, children,
children’s spouses, grandparents, grandchildren, siblings and any other family member
residing with the employee. However, administration may approve bereavement leave
requests outside the scope of the family, and will be determined by each individual
situation.

3. Any person over whom the employee has legal guardianship or for whom the employee
has power of attorney and is the primary caregiver.

Bereavement shall be taken in lieu of personal days.

Are you currently a member of the Public School Retirement System (PSRS for Certified
Staff) or (PEERS for Non-Certified Staff)  Yes or No

If yes, please return the blank membership record form in with your other paperwork.

If no, please complete the membership record and return.

Participation is mandatory by the State, and the rates are currently 14.5% for certified staff
and 6.86% for classified staff. The computation is based on the set percentage of gross wages,

and value of employee health and dental benefits, which will be withheld from your wages
and matched by the school district.
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PAY DAYS

4. Paydays are on the 15" and last business day of the month. Direct Deposit is mandatory. To
participate in the Direct Deposit, provide either a copy of a blank check or voided check and
return with the packet of information to Mandy Hard at the Central Office. If it is to be
deposited to a savings account and a deposit slip has been provided, be sure to write
“SAVINGS” on the slip.

5. New teachers are given the option, in their first year, to take their paychecks over 25 pay
periods (payable on the last pay date in August), or 24 pay periods (payable on the first pay
date in September. Please indicate your choice of 24 or 25 pay periods.

HEALTH INSURANCE

Our health insurance provider is Anthem. As a full-time employee, the district pays $655 per month
toward health insurance. Additionally, you have the option of covering your dependents, and the cost
will be deducted, pretax, through our cafeteria plan on your paychecks. You may also choose to buy
up to a lower deductible by paying the difference in cost, or select an HSA Plan (Health Savings
Account) and it will be payroll deducted.

DENTAL INSURANCE

Our dental insurance provider is Delta Dental. As a full-time employee, your coverage is paid for by
the district. You also have the option of covering your dependents, and the cost will be deducted,
pretax, through our cafeteria plan on your paycheck.

CIGNA LIFE INSURANCE

As a full-time employee, the district pays for basic life insurance coverage of $30,000. However,
there is an option of purchasing additional insurance up to 5 times your annual salary amount.
However, anything over 2 times the annual salary requires approval from the provider. The cost for
any additional insurance is based on age.

Also there is coverage available for a spouse for $2.00/per $10,000 units up to $50,000, and/or
children $.60 per $5,000 unit up to $10,000 may be purchased through the district.

OTHER INSURANCE INFORMATION
All employer-paid coverage will begin on the 1st of the month following 30 days of employment.

NOTE: If any of the above coverages are declined, please mark on the enrollment forms that
coverage is declined, sign and return to the Central Office.

FBI FINGERPRINT BACKGROUND CHECK & INSTRUCTIONS

FBI Fingerprint Background Checks are required for ALL new hires. Applicants who reside in
Missouri must be fingerprinted by an approved MACH site. Sites are listed on the MACHS website:
www.machs.mo.gov 1-877-862-2425

Out-of-state residents should be fingerprinted at a law enforcement agency and have their results
mailed directly to MACHS. The processing time for ink/card fingerprints may be as much as six
weeks.
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BACKGROUND CHECKS FOR ALL NEW EMPLOYEES OF THE WINDSOR C-1 SCHOOL DISTRICT
.FBI FINGERPRINT BACKGROUND CHECK

I.Register with MACHS www.machs.mo.gov or 1-877-862-2425
Click on Icon to access the MACHS Fingerprint Portal
Reason for Request
Select the option requiring the 4 digit registration number
Click on “Registration”
Enter 4 digit registration number
e 1092 - Certified Staff
1093 - Substitute Teachers
1094 - Uncertified (Paras, Volunteers, Custodial, Maintenance)
1095 - Bus Drivers
Click “Populate” and Verify Name and Identifying Info of agency for which you are registering
(Windsor C-1 School District)
e If the agency info is incorrect, Stop. Contact Mistie at 636-464-4461
e If agency infois correct “Verify”

Il Enter Personal Info as requested.
Click “Register” upon completion.

IV. Verify all info. Click on Schedule Fingerprinting *** You may Walk In - NO Appointment necessary
.Payment - Before an appointment will be scheduled you will need to make

.Payment arrangements.
a. online
a. at time of appointment
Feeis $44.75 (subject to change)
Volunteers - $40.00
* Volunteers make sure you mark Volunteer so you will be charged correctly.

VIl.  Appointment Scheduling IDEMIA site information will pop up
Complete as directed.
e Choose Site
® Choose Date
® Choose Time
Confirm Appointment. Print Receipt page, which provides your unique transaction control number
and all appointment information.

VIII. Contact Mistie at 636-464-4461
Provide:
® Your Name
e Department to receive report (ie. maintenance, food service, bus, volunteer [which building],
Certified or Substitute Teacher)

1. Family Care Registry
http://health.mo.gov/safety/fcsr/

Every applicant must register on the above website.
There is a one-time charge of $12.00. Good for all school districts, you only need to register one time,
no matter how many school districts you apply to.

2. School District will also be checking Case Net and Sex Offender registry.
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BUILDING OFFICE STAFF ASSIGNMENTS

Central Office
Dr. Jason King Superintendent
Dr. Mike Rickermann Assistant Superintendent
Ms. Christin Greenlee Director-Special Education
Dr. Julie Schubert Director-Curriculum
Dr. Alex DeMatteis Director-Student Services
Ms. Danielle Schuler Curriculum Coach
Mr. Dan Calbreath Director-Facilities
Laurie Kunz Secretary-Supt/BOE/Asst Supt/Human Resources
Mandy Hard Payroll
Mistie Mueller Accounts Payable/Background Checks
Jennifer Younce District CPA
Kim Hellon Secretary-Student Services/Maintenance/Special Education
High School — Grades 9 - 12
Dr. Rachel Montgomery Principal
Don Orelup Assistant Principal
Jason Scheper Assistant Principal
John Crites Athletic Director
Andrea Reed Counselor-Gr. 10 & 12 (M-Z) and A+
Kelly Stockwell Counselor-Gr. 10 & 11; (A-L)
Melissa Bersing Counselor-Gr. 9 & Special Education
Alyssa Smith Nurse
Cindy Strong Secretary-Principal
Lisa Rutledge Secretary-Athletic Director
Rochelle Scott Secretary-Counselors / Registrar
Kylee Hedlund Secretary-Assistant Principal / Attendance
Middl hool — Gr -
Greg Westermayer Principal
Aron Ferrell Assistant Principal
Denise Ballew Counselor
Danyell Hamilton Counselor
Kathy Smith Director-Nurses
Jessica Borlesch Nurse
Lisa Richman Secretary
Kathleen Sandknop Secretary
Intermediate Center — Grades 3 — 5
Dr. Jennifer Hecktor Principal
Dawn Faulstich Assistant Principal
Samantha Bicklein Counselor
Tyler Cunningham Counselor
Nicole Toben Nurse
Katrina Casciaro Nurse
Louise Aloian Secretary
Erin Hodges Secretary
Melissa Pennycook Psychological Examiner K-12
Catrina McFarland Process Coordinator K-12
VWindsor Elementary Grades K -2
Michael Holland Principal
Shannon Jansen Counselor
Angela Marshall Nurse
Dawn LaRose Secretary
Rachel Sims Secretary
FEreer Elementary — Grades K - 3
Charles Bouzek Principal
Sarah Meese Counselor
Felicia Williams Nurse
Khrystal Weidner Secretary
Kathleen Mills PT Secretary
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CENTRAL OFFICE (1000) Fax FREER (4040) Fax
636-464-4400 636-231-5220 | Grades ECSE, K-2 636-464-2951 636-266-2059
DeMatteis, Alex (Dr.) (Stu Serv Director) 4447 Bouzek, Charles (Mr.) (Principal) 4446
Hard, Mandy (Payroll) 4465 Meese, Sarah (Counselor) 4460
King, Jason (Dr.) (Superintendent) 4404 Mills, Kathleen (PT Secretary) 7100
Kunz, Laurie (Secy-Supt./BOE/Asst. 4453 Thone, Emily (ECSE Proc Coord) 7103
Supt/Guest Teachers) Weidner, Khristy (Secy-Principal) 4444
Hellon, Kim (Secy-Student Services) 4490 Williams, Felicia (Nurse) 4416
Mueller, Mistie (Accounts Payable) 4461 COPY CENTER 4907
Rickermann, Mike (Dr.) (4sst. Supt) 4457 @ High School
Schubert, Julie (Dr.) (Curriculum Dir) 1000 printshop@windsorcl.com
Schuler, Danielle (Curriculum Coach) 1001 FOOD SERVICES
Younce, Jennifer (CPA4) 4484 @ Middle School
HIGH SCHOOL (1050) Fax Beckermann, Jamie (Director) 4436 @ CO
Grades 9-12 636-464-4429 | 636-266-2114 | Tettamble, Joyce (Asst. Director) 4491
Bersing, Missy (Academic Advisor 9-12 L-7) 4475 High School 4494
Crites, John (Mr.) (Activities Director) 4438 Middle School 3103
Hedlund, Kylee (Secy-Attendance) 4402 Intermediate Center 4413
Montgomery, Rachel (Dr.) (Principal) 4432 Windsor Elementary 4458
Orelup, Don (Mvr.) (Assistant Principal) 4431 Freer Elementary 4441
Reed, Andrea (Testing; CCR) 4435 LATCHKEY
Rutledge, Lisa (Secy-Activities Director, 4459 Dohack, Heather (Director) 4406 @ WE
Campus Scheduling) Windsor Elementary 4406
Scheper, Jason (Mr.) (A4ssistant Principal) 4439 Freer Elementary 4449
Scott, Rochelle (Secy-Registrar) 4430 MAINTENANCE / CUSTODIAL Fax
Smith, Alyssa (Nurse) 4443 @ Central Office 636-231-5220
Stockwell, Kelly (Acad Adv A-K; A+ Coord) 4434 Calbreath, Dan (Director) 4481
Strong, Cindy (Secy-Principal) 4433 Hellon, Kim (Secretary) 4490
Reynolds, Lorina (Supv-PM Shift) 314-210-2004
MIDDLE SCHOOL (3000) Fax PARENTS AS TEACHERS
Grades 6-8 636-464-4417 | 636-231-5197 (@ Windsor Elementary
Ballew, Denise (Counselor) 4422 Graves, Nicole (Parent Educator) 4499
Borlesch, Jessica (Nurse) 4448 Kyle, Kaitlynn (PT Parent Educator) 4499
Ferrell, Aron (Mrs.) (Assistant Principal) 4420 Stoffey, Heather (Parent Educator) 4499
Hamilton, Danvyell (Counselor) 4421 SCHOOL RESOURCE OFFICER
Richmann Lisa (Secy-Principal) 4418 SRO — Will Scott, ext 4442 314-570-0718
Sandknop, Kathleen (Secy-Attendance) 4483 SPECIAL EDUCATION Fax
Smith, Kathy (Dir-Nurse) 4425 @ Central Office 636-231-5220
Westermayer, Greg (Mr.) (Principal) 4419 Greenlee, Christin (Mrs.) (Director) 4467
IC (4020) Fax Hellon, Kim (Secretary) 4490
Grades 3-5 636-464-4451 | 636-231-5352 | Immken, Chrissy (Social Worker) 4428 @ HS
Aloian, Louise (Secretary) 5535 McFarland, Catrina (Process Coord) 4468 @ IC
Bicklein, Samantha (Counselor) 4411 Pennycook, Melissa (Psych Examiner) 4754 @ 1C
Casciaro, Katrina (Nurse) 4464
Cunningham, Tyler (Counselor) 5302 TECHNOLOGY 4405
Faulstich, Dawn (Mrs.) (4sst. Principal) 4415 (@ Extension Center Main Extension
Hecktor, Jennifer (Dr.) (Principal) 4407 Bassin, Austin (Tech Support Spec) 1151
Hodges, Erin (Secretary) 4403 Francis, Candice (Secretary, F&R) 4474
Toben, Nicole (Nurse) 4464 Hendry, Austin (Tech Support Spec) 1155
WINDSOR ELEMENTARY (4030) Fax Milfelt, Ryan (Tech Support Spec) 1154
Grades ECSE, K-2 636-464-4408 | 636-283-2249 | Roussin, Jason (Mr.) (Director) 1156
Holland, Michael (Mr.) (Principal) 4410 Schwamle, Tiffany (Tech Support Spec, 1153
Jansen, Shannon (Counselor) 4412 MOSIS)
LaRose, Dawn (Secretary) 6501 TRANSPORTATION 4498
Marshall, Angela (Nurse) 4489 Main Extension
Sims, Rachel (Secretary) 4409 Freeman, Lee (Mr.) (Director) 1003
Thone, Emily (ECSE Proc Coord) 6203 Abeln, Tim (Dispatch) 1005
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PAYROLL,
INSURANCE BENEFITS,
And
POLICY REFERENCES
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PAYROLL

Pay Periods: All staff members are paid on the fifteenth and the last business day of the month.
Hourly staff members’ time will be paid according to the schedule on the next page.

Electronic/Direct Deposits: All employees are encouraged to have their paycheck electronically
(direct) deposited to a bank of their choice. To take advantage of this option, the employee must
provide a voided check or savings slip to Mandy Hard at the Central Office.

Hourly Timesheets: Hourly employees are required to log in and log out utilizing the district’s
electronic time reporting system accessible via district computers. Employees will be provided
training on how to properly use the system. Handwritten timesheets will be not accepted, unless
required to report after-school tutoring, home-bound instruction, etc. Such time reporting must be
submitted to the applicable Building Principal for authorization who will forward to the Central
Office/Payroll for processing

Taxes and Tax Savings Plans: The District will deduct all applicable withholding taxes from each
employee’s payroll check. Each employee must complete a W-4 deduction form. If employees wish

to have additional amounts deducted for tax purposes, this must be indicated on the W-4 Form.

Payroll Questions --- Mandy Hard  636-464-4465
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Pay dates pertain to all staff.

Pay period start and end dates pertain to hourly staff only.

PAYDATE PERIOD START PERIOD END

7/15/2026 6/7/2026 6/20/2026
7131/2026 6/21/2026 7/4/2026
8/14/2026 7/5/2026 7/18/2026
8/31/2026 7119/2026 8/1/2026
9/15/2026 8/2/2026 8/15/2026
9/30/2026 8/M16/2026 9/5/2026
10/15/2026 9/6/2026 9/19/2026
10/30/2026 9/20/2026 10/3/2026
11/13/2026 10/4/2026 10/17/2026
11/30/2026 10/18/2026 10/31/2026
12/15/2025 11/1/2026 11/14/2026
12/30/2025 11/15/2026 12/5/2026
1/15/2027 12/6/2026 12/19/2026
1/29/2027 12/20/2026 11212027
21152027 1732027 116/2027
2126/2027 1172027 113012027
3M5/2027 113172027 2M13/2027
31312027 211472027 3/6/2027
4/15/2027 372027 312012027
4/30/2027 32172027 41312027
5M14/2027 4/4/2027 4M17/2027
53172027 4/18/2027 5112027
6/15/2027 51212027 51512027
6/30/2027 5M16/2027 6/5/2027

*DENOTES A 3 WEEK
PAYCHECK FOR HOURLY
STAFF
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Employee plan cost

District Plan Cost

Maonthly Cost to employee
Spouse cost is

Children cost is

Family - Spouse/Children cost is

Employee plan cost

District Plan Cast

Monthly Cost to employee
Spouse cost is

Children cost is

Family - Spouse/Children cost is

No increase

KIDZ Plan 1 child
KIDZ Plan 2 children

Employee cost

Spouse cost is

Children cost Is

Family - Spouse/Children cost is

Employee cost is
Employee & 1 Dependent cost is
Employee & Family cost is

Windsor C-1 School District

Monthly Insurance

Rates Effective 10/1/2025 through 9/30/2026

Anthem - Blue Choice PPO - Premium Plan

2000 Corridor 3000 Corridor
Monthly Premium  Per Paycheck |Monthly Premium  Per Paycheck
953.00 850.00
655.00 655.00
298.00 149.00 195.00 97.50
911.00 455.50 823.00 411.50
849.00 424.50 757.00 378.50
1630.00 815.00 1538.00 769.00
Lurmenos Blue Choice H S A Plans
3300 Deductible 5000 Deductible
Maonthly Premium Per Paycheck Monthly Premium Per Paycheck
689.00 601.00
655.00 655.00
34.00 17.00 -54.00 -27.00
654.00 327.00 S568.00 284.00
600,00 300.00 522.00 261.00
1222.00 611.00 1064.00 532.00

Blue Access Choice PPO - KIDZ Plan

Manthly Premium Per Paycheck

338.00 169.00
676.00 338.00
Delta Dental PPO
Maonthly Premium Per Paycheck
42.80
34.14 17.07
37.62 158.81
77.82 38.91
Anthem Blue View
Monthly Premium  Per Paycheck
7.92 3.96
11.90 5.95
20.94 10.47
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PERSONNEL POLICIES *

(not inclusive)

Reference:

g

0

GBBD - Staff Leaves

GBBDA — Family & Medical Leave

GBL — Personnel Records

GCBA & GCBA-R - Professional Staff Salary Schedules

GCBB - Professional Staff Supplementary Pay Plans

GCBC — Professional Staff Fringe Benefits

GCPB — Resignation of Staff Members (Early Notifications)

GDBA - Support Staff Salary Schedule

GDBB - Nonexempt Employee Supplementary Pay Plans (District Does NOT use
Compensatory Time)

GDBC - Support Staff Fringe Benefit

GDBE - Support Staff Vacations and Holidays

* For a complete listing of all district policies, please reference windsorcl.com and seek “School
Board” > “Board Policies, Forms and Procedures” > “School Board Online Policy” website.
Additionally, district Policy Binders are located at the Central Office, building office and library.
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SCHOOL
CALENDAR
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Windsor C-1 School District 2026-2027 Calendar

August 11-12, 2026
August 18-20, 2026
August 25, 2026
September 7, 2026
September 28, 2026
October 16, 2026
October 22, 2026
October 23, 2026
November 2, 2026
November 25-27, 2026
December 21, 2026
December 22, 2026
December 23-31, 2026
January 1,4, 2027
January 5, 2027
January 18, 2027
February 12, 2027
February 15, 2027
March 12, 2027
March 26-31, 2027
April 19, 2027

May 20, 2027

May 21, 2027

May 24-27, 2027

New Teacher Orientation

All Staff Professional Development

First Day of School

No School; Labor Day

No School; Staff Professional Development
Early Dismissal; End of 1° Quarter

Early Dismissal; Parent/Teacher Conferences
No School; Conference Compensation Day
No School; Staff Professional Development
No School; Thanksgiving Break

Early Dismissal

Early Dismissal; End of 1° Semester

No School; Winter Break

No School; Winter Break

No School; Staff Professional Development
No School; Martin Luther King, Jr. Day

No School; Staff Professional Development
No School; Presidents’ Day

Early Dismissal; End of 3" Quarter

No School; Spring Break

No School; Staff Professional Development
Early Dismissal

Early Dismissal; Last Day of School

Snow Make-Up Days (if needed)

Early Dismissal Times: 11:25 AM (Grades 6-8); 11:35 AM (Grades 9-12);
12:00 PM (Grades 3-5); 12:15 PM (FE Grades K-2); 12:20 PM (WE Grades K-2)




DISTRICT
MEETINGS
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2026-2027

Monthly Board Meeting Dates

42 Wednesday of the Month

(Any changes in dates are noted below)

Dates

All meetings will be held at the Performing Arts Auditorium (at the High School), all meetings
starting at 7:00 PM.

July 22, 2026 (4" Wednesday) January 27, 2027 (4" Wednesday)
August 26, 2026 (4" Wednesday) February 24, 2027 (4" Wednesday)
September 23, 2026 (4" Wednesday) March 24, 2027 (4" Wednesday)
October 28, 2026 (4" Wednesday) April 14, 2027 (2" Wednesday) *
November 18, 2026 (37 Wednesday) May 19, 2027 (3Y Wednesday)
December 16, 2026 (37 Wednesday) June 23, 2027 (4" Wednesday)

* Reorganization / Regular Meeting

2026 - 2027
Board Meeting “WORKSHOP” Dates

All meetings start at 6:00 PM and are held at the:
CENTRAL OFFICE - LOWER LEVEL CONFERENCE ROOM
January 13, 2027 (2™ Wednesday) - Staff/Building Review
June 9, 2027 (2" Wednesday) - Budget Review
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GUEST TEACHER
INFORMATION
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HOW TO OBTAIN A GUEST TEACHER (FORMERLY KNOWN AS “SUBSTITUTE” TEACHER)

Login in to your Frontline Absence Manager account. Complete the following:

Select reason for absence
Select full or half day

Select create absence

O O O &8

Specific instructions for your guest teacher should be left where your Building Principal

specifies.

Please call AS SOON AS POSSIBLE when you know you will be out for workshops, seminars,
school or personal business so arrangements can be made for a guest teacher. If ill, an entry into
Frontline is necessary — preferably before 9:30 p.m. the evening before or NO LATER than 5:30
a.m. the day of the absence. If you know you will be within an hour of school beginning, the
system will not let you create an absence, you will need to contact your building principal or Laurie
Kunz directly at lkunz@windsorcl.com. If you know you will be out for longer than a week, you
may contact Laurie Kunz, as well.

Please take time to fill out a guest teacher evaluation form after a guest teacher has been in your

room. This will help when placing guest teachers in classrooms. These forms should be sent to
Laurie Kunz, Central Office.
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GUEST TEACHER FOLDER
Please make sure you have a folder for your guest teacher with the following information:

Current student roster / seating chart

Schedules - classroom, lunchroom, recess, special area classes

Bell Schedule

Lunchroom accounting information

Emergency procedures / codes

School Map

Classroom assignments

Building policies / procedures (conduct, playground, lunchroom)
Classroom discipline policies

Bus route information / dismissal procedures / duties

AM / PM supervision duties

Special duties

Specific instructions for: Use of computers, indoor recess, feeding animals/fish, watering
plants, etc.

Students who take daily medications

Students attending special classes

Any other information, which will help the guest teacher in your absence.

N e Y A A A

OO
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EVALUATION FORM - TEACHER INPUT

Please take a moment to help us improve. When giving feedback, please use one of the letters below to
indicate the source of your information, in addition to your impressions:

A Your observation

B = Student feedback

C = Other teachers’ feedback
D = Other

Name of Guest Teacher:

Did you ask your guest teacher to TEACH or MONITOR A STUDY HALL? Yes_No __

The guest teacher followed the lesson plan provided:
Yes and more
Adequate performance
No, but circumstances were understandable
No
Source(s) of information:

The guest teacher adhered to building and classroom procedures.
Yes and more
Adequate performance
No, but circumstances were understandable
No
Source(s) of information:

The guest teacher permitted students access to areas or materials normally considered out of bounds:
Yes
No
Source(s) of information:

The guest teacher left a detailed note at the end of the day, indicating attendance, behavior (good/bad) and how
handled, lessons covered (problems, concerns, etc.)

Yes

No

Source(s) of information:

Please add comments, as needed:

Teacher’s Signature

Date of Absence
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EVALUATION FORM - GUEST TEACHER INPUT

Help us help you! Tell us what you think.

Substituting for: Grade/Subject:

1. Were lesson plans provided for you? Yes No
Were you able to follow the lesson plans? Yes No
If not, why?

3. Were classroom schedules provided for you? Yes No

4. Were materials laid out or easily accessible? Yes No

5. Was a seating chart provided? Yes No

6.  Were student helpers identified? Yes No

7. Did you have difficulties with any students? Yes No

Comments: (Please leave details in a note to the teacher).
8. Were you unclear about any of the:

Building procedures? Yes No
Classroom procedures? Yes No
Comments:

9.  Is there anything you feel you needed to succeed that was not provided?
Yes No

Thank you for substituting in our school today. Your thoughtful response to this questionnaire will
help us to make your job easier in the future.

Please return your completed form to Julie Martin, via interoffice mail, at Freer Elementary.

Signature
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STAFF
INFORMATION
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SUPPORT STAFF VACATIONS AND HOLIDAYS

Vacation

All non-certificated, 12-month employees shall be granted vacation with pay according to the following
schedule:

After one year 40 hours vacation
After 2 years 80 hours vacation
After 10 years 120 hours vacation
After 20 years 160 hours vacation

All vacations shall be taken at a time approved by the Building Principal, Director or Superintendent (as
applicable).

Vacation hours may not be carried over for more than one year (two years total accumulation). Additionally,
vacation must be used before resignation. Termination for just cause may result in a loss of accumulated
vacation.

Holidays

All non-certificated 10-month, 11-month and 12-month employees shall be granted the following paid
holidays:

New Year's Eve*

New Year's Day*

Martin Luther King's Birthday

President's Day

Good Friday

Memorial Day

Independence Day (12-month employees only)*
Labor Day

Thanksgiving Day, the day before and day after
Christmas Eve*

Christmas Day and day after*

VYVVVVVVVYVYYVYY

* Should this holiday occur on a Saturday, it will be honored the preceding Friday. Should the
holiday occur on a Sunday, it will be honored on the following Monday

When schools have a Spring or Winter Break, a rotating schedule in each building will be administered and
hours of operation will be from 9:00 a.m. — 3:00 p.m.

In case of inclement weather, the Building Administrator will determine whether the office will be open or

closed, and secretaries will be required to work from 9:00 a.m. to 3:00 p.m. or use a personal, vacation or a
sick day.
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ACKNOWLEDGEMENT
FORMS

— Drug-Free Workplace — (GBEBA-AF)
(Employee Notice Form)

— Technology Usage - (EHB-AF1)
(Parent/Guardian Technology Agreement)

— Technology Usage - (EHB-AF2)
(Student User Agreement Form)

— Technology Usage -(EHB-AF3)
(Employee Technology Agreement Form)

— Safety Program - (EB-AF1)
(Safety Requirements-Employee Agreement)
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FILE: GBEBA-AFI
Critical

DRUG-FREE WORKPLACE
(Notice)

Student and employee safety is of paramount concern to the board of education. In recognition of
the threat to safety posed by employee use or possession of drugs or alcohol, the board commuits
itself to a continuing good-faith effort to maintain a drug-free workplace. Therefore, the board
prohibits employees from manufacturing, using, selling, transferring, dibtribuling possessing, or
being under the influence of prohibited substances on district property; in any district-owned
vehicle or any vehicle used to transport students; at district activities: or during any time employees
are supervising students on behalf of the district or are otherwise engaged in district business.
Prohibited substances include:

Alcohol.

Controlled substances for which the employee does not have a valid prescription.
Unauthorized inhalants.

Counterfeit or imitation controlled substances.

Marijuana or marijuana-infused products.

Any other illegal drug.

Any drug or medicine that is prohibited on district property by law or policy.
Substances intended to create a false negative on a drug test.

PO M1 Eh LAl b~

The manufacture, use, sale, transfer, or possession of drug-related paraphernalia is also prohibited.

[ Drug-Free Workplace Acknowledgment Form

L, , have read and understand the Drug-Free
Workplace policy. I understand that 1f T violate the Drug-Frﬁ:e Workplace policy, I will be subject
to discipline, up to and including termination, and/or I may be required to participate in a substance
use treatment program. [ understand that if [ am required to participate in a substance use treatment
program and [ refuse or fail to successfully participate, [ may be subject to further discipline, up
to and including termination. [ also understand that 1f I am convicted of a criminal drug offense
committed in the workplace, [ must report that conviction to my supervisor within five days of the
conviction. In addition, I understand that I must notify the district if [ am charged with any
misdemeanor or felony, regardless of whether 1t 1s related to drugs, in accordance with policy

GBEBC.

Signature of Employee
Date

Implemented: 10/12/2004

8 2023, Missouri School Boards' Association

For Cffice Use Only: GEESA-AFTID (11233 Pﬂ.ge I.
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FILE: EHB-AF1
Critical
TECHNOLOGY USAGE

(Parent/Guardian Technology Agreement)

I have read the Windsor C-1 School District Technology Usage policy and procedure. I understand
that violation of these provisions may result in disciplinary action taken against my child/ward or any
other child within my care including, but not limited to, suspension or revocation of access to district
technology and suspension or expulsion from school of any child/ward or any other child within my
care.

I understand that my child’s use of the district's technology resources is not private and that the school
district may monitor my child’s electronic communications and all other use of district technology
resources. I consent to district interception of or access to all electronic communications of my
child/ward or any other child within my care using district technology resources as well as
downloaded material and all data stored on the district’s technology resources (including deleted files)
pursuant to state and federal law, even if the district’s technology resources are accessed remotely.

I agree to be responsible for any unauthorized costs arising from use of the district’s technology
resources by my child/ward/child within my care. I agree to be responsible for any damages caused
by my child/ward/ or any other child within my care.

Check only one option:

I give permission for my child/ward or any other child within my care to utilize the school district’s
technology resources.

I give partial permission for my child/ward or any other child within my care to utilize the school
district’s technology resources. I do not wish for my child/ward/child within my care to utilize:

I do not give permission for my child/ward or any other child within my care to utilize the school
district’s technology resources.

Name of Student:

Date

Signature of Parent/Guardian Date

I understand this form will be effective for the duration of my child’s/ward’s, or any other child within my

care attendance in the district unless revoked or changed by the district or me.

[l HS [ MS 0 IC LIWE [] Freer

Parents should contact their student(s) respective Main Olffice to revoke permission).
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11/06/2014i

FILE: EHB-AF2
Critical

TECHNOLOGY USAGE
(Student User Agreement)

I have read the Windsor C-1 School District Technology Usage policy and procedure and agree to
abide by their provisions. I understand that violation of these provisions may result in disciplinary
action taken against me including, but not limited to, suspension or revocation of my access to district
technology and suspension or expulsion from school.

I understand that my use of the district’s technology resources is not private and that the school
district may monitor my electronic communications and all other use of district technology resources.
I consent to district interception of or access to all of my electronic communications using district
technology resources as well as downloaded material and all data I store on the district’s technology
resources, including deleted files, pursuant to state and federal law, even if the district’s technology
resources are accessed remotely. I understand that this form will be effective for the duration of my
attendance in the district unless revoked or changed by the district or me.

Signature of Student Date

Name of School:

kock ok sk sk sk ok

Note: The reader is encouraged to review policies and/or procedures for related information in
this administrative area.

Implemented: 07/24/2002
Revised: 01/27/2003; 06/25/2008
Windsor C-1 School District, Imperial, Missouri
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FILE: EHB-AF3
Critical

TECHNOLOGY USAGE
(Employee Technology Agreement)

I have read the Windsor C-1 School District Technology Usage policy and procedure and agree to
abide by their provisions. I understand that violation of these provisions may result in disciplinary
action taken against me including, but not limited to, suspension or revocation of my access to district
technology and termination of my employment with the district.

I understand that my use of the district's technology resources is not private and that the school
district may monitor my electronic communications and all other use of district technology resources.
I consent to district interception of or access to all of my electronic communications using district
technology resources as well as downloaded material and all data I store on the district’s technology
resources, including deleted files, pursuant to state and federal law, even if the district’s technology
resources are accessed remotely.

I understand I am responsible for any unauthorized costs arising from my use of the district’s
technology resources. I understand that I am responsible for any damages to district technology due to
my negligent or intentional misuse of the district’s technology resources. I understand that this form
will be effective for the duration of my employment with the district unless changed or revoked by the
district or me.

Signature of Employee Date

Name of School:

sk sk sk sk sk ook ok

Note: The reader is encouraged to review policies and/or procedures for related information in
this administrative area.

Implemented: 07/24/2002
Revised: 01/27/2003; 06/25/2008
Windsor C-1 School District, Imperial, Missouri
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FILE: EB-AF1
Critical
SAFETY PROGRAM
(Safety Requirements—Employee Agreement)

In order to promote safety and to reduce the occurrence of injuries to the employee; to the employee’s
colleagues, students and visitors to our schools, the following requirements are mandated by the
Board. These requirements are not intended to be exclusive, but to be illustrative for measures
required to promote safety. Moreover, these requirements are in addition to all relevant requirements
of federal and state law, as well as Board policy. Employees will be required to annually review and
acknowledge these rules, either by signing and returning this form or providing electronic
acknowledgment of these rules. These requirements are:

1. All accidents are to be reported, in writing, to the appropriate supervisor on the date they
occur.

2. All unsafe conditions are to be reported in writing to the appropriate supervisor immediately.

3. Horseplay is prohibited. Running is prohibited unless necessary to address a serious

emergency as quickly as possible.

4. The district prohibits the manufacture, use, possession, sale, distribution or being under the influence
of illegal drugs, controlled substances, alcohol or unauthorized prescription medications in accordance
with district policy GBEBA. Employees may use nonprescription or lawfully prescribed drugs while
working for the district subject to the limitations imposed by the employee’s healthcare provider, if

any, and provided that the drugs do not prevent the employee from safely performing his or her job

duties.
5. Standing on chairs, desks, boxes or any object other than a ladder or step stool is prohibited.
6. Employees are required to use appropriate safety devices at all times. Employees will report to

the appropriate supervisor in writing if the appropriate safety equipment is not available.

7. Employees driving or otherwise being transported as part of the employee’s job duties are
required to use seatbelts in accordance with the law. In accordance with district policy,
employees may not use cell phones while driving.

By signing below, I acknowledge that I have read and understand all of the general safety
requirements. [ further acknowledge that I understand that these requirements are not all inclusive.
Additions can be made by the location at which I work the supervisor under whom I work, the
specific job on which I am working, and/or local, state or federal law. Failure to comply with one or
more of these requirements will result in disciplinary action.

Employee Signature: Date:

Note: The reader is encouraged to review policies and/or procedures for related information in
this administrative area.

Implemented: 10/23/2013
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	         MIDDLE SCHOOL (3000)   
	Graves, Nicole (Parent Educator) 
	4499 

	Borlesch, Jessica (Nurse) 
	Kyle, Kaitlynn (PT Parent Educator) 
	4499 
	Stoffey, Heather (Parent Educator) 
	4499 


	Hamilton, Danyell (Counselor) 
	SCHOOL RESOURCE OFFICER   
	 
	314-570-0718 

	Sandknop, Kathleen (Secy-Attendance) 

	@ Central Office 
	Greenlee, Christin (Mrs.) (Director) 
	TECHNOLOGY  
	4405 
	Payroll Questions --- Mandy Hard     636-464-4465 

	 
	 
	    
	                    Windsor C-1 School District 2026-2027 Calendar  
	 
	 
	 
	 
	2026-2027 
	Monthly Board Meeting Dates 
	 
	4th Wednesday of the Month 
	 
	2026 - 2027 
	Board Meeting “WORKSHOP” Dates   
	 
	 
	 
	​GUEST TEACHER FOLDER 
	 
	Please make sure you have a folder for your guest teacher with the following information: 
	 
	⮚​Current student roster / seating chart 
	⮚​Schedules  - classroom, lunchroom, recess, special area classes  
	⮚​Bell Schedule 
	⮚​Lunchroom accounting information 
	⮚​Emergency procedures / codes 
	⮚​School Map  
	⮚​Classroom assignments 
	⮚​Building policies / procedures (conduct, playground, lunchroom) 
	⮚​Classroom discipline policies 
	⮚​Bus route information / dismissal procedures / duties 
	⮚​AM / PM supervision duties 
	⮚​Special duties 
	⮚​Specific instructions for:  Use of computers, indoor recess, feeding animals/fish, watering plants, etc. 
	⮚​Students who take daily medications 
	⮚​Students attending special classes 
	⮚​Any other information, which will help the guest teacher in your absence. 
	 
	 
	 
	 
	EVALUATION FORM – TEACHER INPUT 
	 
	Please take a moment to help us improve.  When giving feedback, please use one of the letters below to indicate the source of your information, in addition to your impressions: 
	 
	Name of Guest Teacher:​​​​​​​​​ 
	 
	Did you ask your guest teacher to TEACH or MONITOR A STUDY HALL? Yes​  No ​ 
	 
	The guest teacher followed the lesson plan provided: 
	Yes and more 
	Adequate performance 
	No, but circumstances were understandable 
	No 
	Source(s) of information:​ 
	 
	The guest teacher adhered to building and classroom procedures. 
	Yes and more 
	Adequate performance 
	No, but circumstances were understandable 
	No 
	Source(s) of information:​ 
	 
	The guest teacher permitted students access to areas or materials normally considered out of bounds: 
	Yes 
	No 
	Source(s) of information:​ 
	 
	The guest teacher left a detailed note at the end of the day, indicating attendance, behavior (good/bad) and how handled, lessons covered (problems, concerns, etc.) 
	Yes 
	No 
	Source(s) of information:​ 
	 
	Please add comments, as needed: 
	 
	 
	 
	 
	EVALUATION FORM – GUEST TEACHER INPUT 
	If not, why? 
	 
	 
	 
	 
	 
	 
	 
	 
	SUPPORT 

	TECHNOLOGY USAGE 
	TECHNOLOGY USAGE 

