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Diamond R-IV Mission, Vision, Beliefs, & Priorities  
MISSION STATEMENT
The mission of Diamond R-IV School District is to empower students to see their potential, discover their purpose, and achieve life success
VISION STATEMENT
Diamond R-IV School District will prepare ALL Wildcats to be successful in School, Community and the World.
OUR BELIEFS
Every Wildcat matters and CAN learn.
All District decisions are based on what is best for Wildcat Nation.  
Our District prepares all Wildcats to be life-ready.
Resources are provided to meet Wildcat needs.
Diamond R-IV School District maintains a safe and positive learning environment.
PRIORITIES
Teaching and Learning - Wildcat Nation will prepare students to thrive as life-ready citizens by meeting them where they are and ensure growth in order for our students to succeed. 
	
School and Community - Wildcat Nation will promote a GOLD STANDARD school culture and climate. We will foster positive relationships between schools and the community.

Facilities and Resources - Wildcat Nation will provide access to equitable and safe education for all students. We will plan for district growth and sustainability through master planning. 

Leadership and Mentorship - Wildcat Nation will attract, hire, and retain high quality staff through visionary leadership and mentorship. We will develop life-ready graduates. 



Purpose of Handbook

Internal communication at the building level in school administration is essential to ensure a sound organization. The Board Policy Handbook covers broad areas of policy, but does not include day-to-day situations in the individual buildings. The handbook will provide each staff member with pertinent information that corresponds with board policies and information that will aid in providing for the safety and well-being of the students. The handbook will also serve as a continual source of reference for the smooth operation of the district buildings.
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Accidents/Workman’s Comp Reporting

An employee must report all injuries immediately to his or her immediate supervisor by completing the district's incident report form. If the nature of the injury or illness is such that the employee cannot immediately submit the completed incident form, the employee's supervisor will assist the employee in completing the form as soon as possible, but no later than 30 days after the injury or illness. Employees who fail to report an injury or illness arising out of and in the course of employment within 30 days of such injury or illness may jeopardize their ability to receive compensation and other benefits pursuant to law and this policy.

Upon receiving a report of an injury or illness, the supervisor will immediately forward the report to the superintendent or designee. The superintendent or designee will promptly forward a copy of the report to the district's workers' compensation insurance carrier and will be responsible for keeping the carrier informed of the employee's status.

Care of Classroom

Teachers are responsible for the condition, arrangement, and general maintenance of their classroom. The classroom should be neat, clean, and organized at all times. Needed repairs should be reported at the earliest possible time. Fill out a maintenance ticket to be approved by the building administrator.

Certified Personnel Reports and Records

Teachers will be expected to provide the Principal’s Office with records and reports on the requested dates that will be determined by the building administrator. Teachers will be expected to keep the office informed by turning in information that the office requires in an organized, legible print, and at the time and date required.

Community Relations

Teachers should become acquainted with the parents of their students and should be involved, where practical, in community activities. Good community relations are an important aspect of public teaching. Cooperation with other faculty members and administration is necessary for a successful school. Each program is a part of the total school program and respect must be given to the value and importance of all programs. Working together toward the common goal of education should be the objective of all teachers.

Compensation

Full Time Employee Benefits
	The district pays 100% ($610.00/month) of the base plan health care premium
	The district provides a $15,000 basic life insurance policy.
	The district provides voluntary dental and vision plans through Met Life.


Public School Retirement
	
Teacher retirement for 2026-2027 is 14.5%.
	Non-teacher retirement for 2026-2027 is 6.86%


Copyrighted Materials

Copyrighted materials, whether they are print or nonprint, will not be duplicated, reproduced, distributed or displayed for district-sponsored activities or by using district equipment except in accordance with law.

For additional information, see Policy EGAAA.

Credentials on File

Prior to the opening day of classes, teachers should have on file with the Superintendent’s office the following documents.

1. Official transcript of all college credits and degrees awarded.
2. A valid Missouri teaching certificate.

It is the policy of the Board of Education not to issue warrants for teachers’ pay until this information is on file.

3.  Background check

All new employees are required to complete an FBI/Missouri Highway Patrol criminal background check and register with the Family Care Registry.

      4. Updated name, address, and phone, if necessary.
      5.  Any changes or upgrades in certification and/or graduate hours.


Custodial Services

If you need special cleaning or repairs, please fill out a work order form in the office. If the services can be handled immediately, contact the building custodian and ask them to perform the special request. Do not make unusual or burdensome requests of the building custodian.







Damage to School Property

Any damage that is done to school property maliciously or by accident should be reported to the building principal’s office. If the damage is something that can be repaired, fill out a maintenance ticket describing what needs to be repaired.

[bookmark: _heading=h.6ubf3jbplo50]Daily Work Schedule

The contracted school day is 7:15 to 3:45. Teachers are to be at school at the designated start and dismissal times set by district administration. Times may be adjusted by administrators to accommodate student supervision. Teachers should not leave the school campus without the approval of the building administrator.  

Discrimination, Harassment, and Retaliation

The Diamond R-IV School District Board of Education is committed to maintaining a workplace and educational environment that is free from illegal discrimination, harassment, and retaliation 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 Diamond R-IV School District is an equal opportunity employer.

The board also prohibits:
1. Retaliatory actions, but not limited to, acts of intimidation, threats, coercion, or discrimination against those who: 
a. Make complaints of illegal discrimination or harassment. 
b. Report illegal discrimination or harassment. 
c. Participate in an investigation, formal proceeding or informal resolution, whether conducted internally or outside the district, concerning illegal discrimination or harassment.
2. Aiding, abetting, inciting, compelling or coercing illegal discrimination, harassment or retaliatory actions. 
3. Discrimination, harassment or retaliation against any person because of such person's association with a person protected from discrimination or harassment in accordance with this policy and law.
As used in this policy, "discrimination, harassment or retaliation" has the same meaning as "illegal discrimination, harassment or retaliation" and is limited to acts prohibited by law. All employees, students, and visitors must immediately report to the district for investigation any incident or behavior that could constitute discrimination, harassment or retaliation in accordance with this policy. If a student alleges sexual misconduct on the part of any district employee to any person employed by the district, that person will immediately report the allegation to the Children's Division (CD) of the Department of Social Services in accordance with state law. 
Interim Measures

When a report is made or the district otherwise learns of potential discrimination, harassment, or retaliation, the district will take immediate action to protect the alleged victim, including implementing interim measures. Such interim measures may include, but are not limited to, altering a class seating arrangement, providing additional supervision, or suspending an employee pending an investigation. The district will also take immediate steps to prevent retaliation against the alleged victim, any person associated with the alleged victim, or any witnesses or participants in the investigation. These steps may include, but are not limited to, notifying students, employees, and others that they are protected from retaliation, ensuring that they know how to report future complaints, and initiating follow-up contact with the complainant to determine if any additional acts of discrimination, harassment, or retaliation have occurred.
Consequences and Remedies

If the district determines that discrimination, harassment, or retaliation has occurred, the district will take prompt, effective, and appropriate action to address the behavior, prevent its recurrence, and remedy its effects.

Employees who violate this policy will be disciplined, up to and including employment termination. Students who violate this policy will be disciplined, which may include suspension or expulsion. Patrons, contractors, visitors or others who violate this policy may be prohibited from district property or otherwise restricted while on district property. The superintendent or designee will contact law enforcement or seek a court order to enforce this policy when necessary or when actions may constitute criminal behavior.

Students, employees, and others will not be disciplined for speech in circumstances where it is protected by law.

In accordance with law and district policy, any person suspected of abusing or neglecting a child will be reported immediately to the CD.

For additional information, see Policy AC. 
Compliance Officer

The board designates the following individual to act as the district's compliance officer:
 
School Business Manager
Mrs. Lindsey Sweet
Phone: 417-325-5186 / Fax: 417-325-5331
lsweet@diamondwildcats.org﻿

In the event the compliance officer is unavailable or is the subject of a report that would otherwise be made to the compliance officer, reports should instead be directed to the acting compliance officer:
 
Superintendent
Mr. Chris Paullus
P.O. Box 68
Diamond, MO 64840
Phone: 417-325-5186 / Fax: 417-325-5331
cpaullus@diamondwildcats.org﻿

Sexual Harassment
The Diamond R-IV School District does not discriminate on the basis of sex in its education programs and activities, including employment and admissions, as required by Title IX of the Education Amendments of 1972 (Title IX). All forms of sex-based discrimination are prohibited in the district, but this policy focuses exclusively on sexual harassment as defined in Title IX that occurs within the education programs and activities of the district. However, the district will respond promptly to investigate and address any report or complaint of sexual harassment.
"Sexual harassment under Title IX" is conduct on the basis of sex within the scope of the district's education programs or activities (as defined in this policy) that satisfies one or more of the following:
1. An employee of the district conditioning the provision of an aid, benefit or service of the district on an individual's participation in unwelcome sexual conduct; 
2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive and objectively offensive that it effectively denies a person equal access to the district's education program or activity; or 
3. "Sexual assault" as defined in 20 U.S.C. 1092(f)(6)(A)(v), "dating violence" as defined in 34 U.S.C. 12291(a)(10), "domestic violence" as defined in 34 U.S.C. 12291(a)(8) or "stalking" as defined in 34 U.S.C. 12291(a)(30).
See the "Definitions Applicable to this Policy" section at the end of this document for definitions of other terms applicable to this policy.
In creating this policy, the district does not relieve any person under the district's jurisdiction from the consequences for violations of other policies and rules of the district meant to establish an environment conducive to teaching, learning, support services, work and the social and emotional well-being and development of the students entrusted to the district.
If a student alleges sexual misconduct on the part of any district employee to any person employed by the district, that person will immediately report the allegation to the Children's Division (CD) of the Department of Social Services in accordance with state law and district policy. Moreover, nothing in the policy precludes the mandatory or voluntary reporting of any suspected criminal activity to the appropriate law enforcement agency at any time.
Reporting Sexual Harassment or Title IX Retaliation
Any person may report sexual harassment regardless of whether the person is the alleged victim (complainant). However, Board members and employees must immediately report to the Title IX coordinator any incident or behavior that could constitute sexual harassment or retaliation in accordance with this policy. Reports may be made at any time, including during non-business hours, by using the telephone number, email address, or office address listed below.
The Board authorizes the following individual(s) to serve as the Title IX coordinator(s) for the Diamond R-IV School District and coordinate and implement the district's efforts to comply with the requirements of Title IX.
Mrs. Lindsey Sweet
401 S. Main
Diamond, MO 64840
Phone: (417) 325-5186
For Additional Information, see Policy ACA.

Dismissal of School Due to Inclement Weather

If it becomes necessary to dismiss school early or to dismiss for the entire day because of undesirable weather, the following procedures will be followed.

School dismissal will be announced through the following media outlets:

Schoolwide Message through PowerHub

Television:	KOAM, KODE, KSN, FOX

Social Media:	Facebook, Twitter

Dress Expectations

Teachers are professionals, and their clothing attire should be a reflection of their professionalism. Blue jeans are not to be worn unless approved by administration for special events, by those whose teaching assignment is not in the traditional classroom, or on casual Fridays.  Casual Friday jeans are to be accompanied by tops reflecting Diamond Wildcat school spirit.  If leggings are worn, they are to be complemented with a top that covers the bottom and extends down to an appropriate mid-thigh length.

Drug-Free Workplace

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 prohibited substances, the board commits itself to a continuing good-faith effort to maintain a drug-free workplace. Therefore, the board prohibits employees from manufacturing, using, selling, transferring, distributing, 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. The board also prohibits the manufacture, use, sale, transfer, or possession of drug-related paraphernalia. 

When it is evident that an employee has consumed prohibited substances off district property before or during a district activity that the employee is required to attend, the employee will not be allowed on district property or to participate in the activity and will be subject to the same disciplinary measures as for possession or consumption of prohibited substances on district property. This policy shall be communicated in writing to all present and future employees.

Employees who violate this policy will be subject to disciplinary action, which may include, but is not limited to, suspension, termination, referral for prosecution, and referral for discipline of the employee's certification or license. Employees may be required to satisfactorily participate in substance use assistance or rehabilitation programs.

As required by federal law, if an employee is convicted of a criminal drug offense for a violation occurring in the workplace, the district will take appropriate personnel action, which may include discipline, termination, or requiring employee participation in a substance use or rehabilitation program. The district will take action within 30 days of notification of the conviction.


Compliance with this policy is mandatory.  See Policy GBEBA.

Employee Alcohol and Drug Testing

Alcohol and Drug Prohibitions

Employees may not manufacture, use, possess, sell, distribute, or be under the influence of prohibited substances ("alcohol or drugs") in violation of district policy GBEBA, Drug-Free Workplace. Employees may be tested for alcohol and drugs if the district has reasonable suspicion that they have consumed alcohol or drugs in violation of board policy.

For Additional Information, See Policy GBEB-2.


Faculty Meetings

Faculty Meetings will be held periodically and times will be set by the building administrator.
All teachers are expected to attend all faculty meetings unless prior arrangement is made with the principal. Teachers who do not attend the meeting are required to meet with the principal to discuss the agenda of the meeting. 

Field Trips

Teachers are to schedule any field trip in accordance with School Board Policy and any guidelines as may be established by the building principal.
· All field trips must be approved by the building principal and placed on the school calendar at least one week in advance.
· Teachers and students will be held to the same rules and standards that apply at school.
· If more than your class is going to be missed, students must have a field trip permission slip signed by all the teachers whose classes the student will miss. Teachers should not sign the form of those students who are failing that class.
· Overnight trips and out of state trips shall have prior approval by building level administrators.
· A school printed permission slip shall be required of all students before going on any school-sponsored trips. A signed permission slip indicates that the parent gives permission for the student to attend the trip.
· District transportation should be provided to and from the event when possible. The use of private vehicles for pupil transportation should be discouraged. If it is necessary to use private vehicles, the owner of the vehicle will provide appropriate insurance coverage for the protection of the students and the school personnel and all riders will be required to have a signed permission slip.

Fundraisers

Fundraisers should be held to a minimum. Sponsors must have approval of the building administrator and activities director before having a fundraiser.

Grades

Grades will be completed in a timely manner designated by the building level administrator.  Teachers are not to turn in any incomplete grades unless there are extreme circumstances that keep the student from completing the required course requirements. Incomplete grades should be removed as soon as possible within a specific date determined by the teacher and the building administrator.




Illness of a Student

If, in your opinion, the student who is ill is not in any danger, follow the building procedure to send the student to the nurse. If you feel it is an emergency, send the sick student directly to the nurse and report to the office what has transpired. If you feel the student cannot make it to the nurse, call or send someone to the office, and we will get help.

Inventory

Each teacher shall keep an updated ongoing inventory of all materials and equipment. It is the responsibility of the teacher to keep equipment and teaching areas in good order. At the end of the school year, each teacher will be required to provide the district with an inventory on the school district forms.

Internet Usage

Violations of Technology Usage Policies and Procedures

Use of technology resources in a disruptive, inappropriate or illegal manner impairs the district’s mission, squanders resources and shall not be tolerated.  Therefore, a consistently high level of personal responsibility is expected of all users granted access to the district’s technology resources.  Any violation of district policies or procedures regarding technology usage may result in temporary, long-term or permanent suspension of user privileges. User privileges may be suspended pending investigation to the use of the district’s technology resources.

Employees may be disciplined or terminated, and students suspended or expelled, for violating the district’s technology policies and procedures. Any attempted violation of the district’s technology policies or procedures, regardless of the success or failure of the attempt, may result in the same discipline or suspension of privileges as that of an actual violation. The district will cooperate with law enforcement in investigating any unlawful use of the district’s technology resources. 

For additional information, see Policy EHB.

Keys

Do not loan your keys. If you do, you become responsible for the school building. Teachers will be issued a key to the building and their assigned room. Teachers will also be assigned keys to any lock for which access is needed in order to complete their assigned duties.

Lesson Plans

The teacher will have evidence of an organized, systematic course of instruction geared to the needs of the student and aligned to state standards and district curriculum. Teachers should have lesson plans available for reference and review.

Mail Boxes

Teachers will be provided with mail boxes, which should be visited regularly every day. Teachers should keep them clean. A card will be placed in your mailbox when there is a package too large to fit in the box.

Medication

Other than first-aid, staff members will give no medication. Students who need to take medication will bring a note from a parent and give the medication to the school nurse. The nurse will dispense the medication at the prescribed times.

Organizations and Clubs

All clubs, classes, or organizations will follow established guidelines. A student organization must have an educational objective and be for the purpose of promoting better education and/ or students’ interest in their educational pursuits. Each student organization must have a staff member to act as a sponsor to ensure that the goals of the organization are met.

Any club or school organization shall have a written constitution stating its purpose, eligibility for membership, and procedures for electing officers. A list of all current members should be given to the building principal's office one week following the first meeting of the school year.

Any student who is a member of a school organization and/or club shall comply with all rules and regulations of the organization and/or club as established by the advisor and/or school administrator.  Any violations may result in removal from the club and/or organization and office as determined by the school administrator and/or advisor.

Parties

Parties will be held to a minimum. During holidays and at the end of the school year, the building principal’s office will announce when parties may be held. Any other parties should receive approval from the building principal.

Parent Conferences

Parent conferences will be held yearly. All teachers are expected to attend. Teachers should have appropriate records and information to share with the parents.

Passes to School Programs

Teachers will be issued free passes to all school programs and Southwest Conference events for which admission is charged, except at the state-level competition in athletics. The pass will allow the teacher’s spouse and school-age children to be admitted without charge. The presence of teachers at school programs is helpful in the supervision of students and demonstrates a genuine interest in students and your fellow colleagues. Attendance whenever possible is recommended and encouraged.

Pay Schedule

The Diamond R-IV School District distributes payroll checks on the 20th day of each month or the preceding Friday if the 20th comes on a weekend. Employees who are to receive extra pay for expenses or extra time must file a time or expense sheet with the school bookkeeper by the first Wednesday of the month.

Planning Periods

The instructor’s planning period should be used for school purposes, such as planning work, aiding individual students, or conferences with administrators. Instructors should not leave the building without the approval of the building administrator.

Recruitment and Hiring

The district will recruit the best-qualified candidates for open positions.  New or vacant positions will be posted for at least five business days in the district’s buildings and publicized externally by other means as determined appropriate by the superintendent or designee.  However, if the superintendent or designee determines that it would be detrimental to wait five business days or that a longer period is necessary, the position will be advertised for the number of days deemed appropriate. Further, if the same or similar position was recently advertised, the superintendent or designee may utilize applications previously received without re-advertising the vacancy. A position is not considered vacant if the superintendent or designee transfers or reassigns an existing employee to the position. Board approval is required when a transfer or reassignment results in a change to the employee’s compensation, benefits, or contract.

It is the policy of the Board to employ qualified teachers with postsecondary degrees from fully accredited universities and the appropriate teaching certificates. In making recommendations, the superintendent or designee shall give first consideration to applicants who, in addition to proper general education qualifications, have special training and other qualifications for the particular type of vacancy to be filled.

For Additional information, see Policy GCD-1.

References

District Response to a Request for a Reference

The district will maintain information about current and former employees as confidential within the limits of the law. Only the superintendent or individuals specifically designated by the superintendent may respond on behalf of the district to a reference request for a current or former employee. District employees must direct reference requests to the superintendent or designee. Upon request, employees will assist the superintendent or designee with the preparation of accurate reference information.

Employees other than the superintendent or designee may provide personal references, but by doing so, they are acting in their individual capacities and not as employees of the district. Employees providing personal references may not use district letterhead or otherwise indicate that the reference is sponsored by the district, but they may identify the working relationship they have or had with the current or former employee. The district will not endorse any reference provided outside the directives of this policy and is not responsible for providing legal advice or protection for unauthorized employees who provide references. In accordance with federal law, district employees, contractors and agents are prohibited from writing personal references or otherwise providing assistance in obtaining a new job to any other school employee, contractor or agent who has been accused of sexual misconduct regarding a minor or student, as discussed later in this policy.

For additional information, see Policy GBLB.
	 
Safety

The health and safety of all district personnel are of vital importance to the school district. The Board will seek to provide safe working conditions for all staff members and will give prompt consideration to those conditions that may present a threat to the health and safety of staff members. The district will respond to employee requests for reasonable accommodations when an employee has a disability as defined by Section 504 of the Rehabilitation Act of 1973 or the Americans with Disabilities Act (ADA). All employees will receive annual training on universal precautions and the district's communicable disease policy.

For additional information, see Policy GBE.

School Purchases

The following procedure will be used in making purchases that are to be paid for by the Diamond R-IV School District. Teachers/staff are to fill out a requisition and submit these to SISFin through the SISFin Portal. Requisitions will be processed by Accounts Payable, and POs will be sent to Administration for approvals. Approved POs will be forwarded to the Superintendent’s office for final approval, with a printed copy returned to the Teacher with signatures. Teachers will then be able to use the PO to order the items or check out a district PCard to complete their purchase. THE DISTRICT PCARD WILL NOT BE ISSUED TO ANY STAFF MEMBER WITHOUT A PRIOR APPROVED PO SIGNED BY ADMINISTRATION.  

Securing a Substitute

Notify the building administrator between 6:00 and 6:30 A.M. if you will not be in school that day, followed by putting your absence into the ReadySub app.  If you know ahead of time that you will not be in school, utilize the ReadySub app in order to secure a substitute.

Information needed for the substitute should be placed in a designated spot. (Grade book, seating charts, schedule information, and emergency plans).  Absentee forms must be filled out and signed by the administration for all days missed. 

Securing the Building

At the end of the working day, it is the responsibility of the teacher to secure their classroom, shut all windows, turn off the lights, and lock your door. Before you exit the building, turn off the hall lights, and lock the door you exit before you go home for the day.

Smoking on School Premises

Use of any form of tobacco in any school building or on school grounds by faculty and staff members is prohibited at all times. Faculty and staff members shall not smoke in the presence of students during the school day or during school-related activities.

Use of any form of tobacco is forbidden at all times on all school buses. A violation of this regulation shall be considered a serious infraction.

Sponsor Duties

Any club, organization, or group worth having in the school requires a sponsor to supervise the activities. Sponsors serve a vital role in the student’s educational experience. Some of the responsibilities are:

1. Obtain administrative approval of the activity desired before encouraging students to work on a project or make any plans. An activity request is to be filled out, signed by the sponsor, and approved before any detailed plans are made.
2. Organizing and maintaining the bookkeeping system of the organization and supervising fundraising. All club money must be shown in the school accounting system.
3. Supervising students in the organization during meetings and keeping parents informed as to the activities involved. Make sure students have departed prior to your leaving.
4. Keep the administration informed of planned and completed activities.

Staff Absence and Tardiness

Consistent contact with students and coworkers is necessary for an optimal learning environment and an effective working environment. Therefore, consistent attendance is an essential duty of any employee's position. While some absences are unavoidable, when an employee is routinely tardy, frequently absent or is absent for an extended period of time, the learning environment and district operations are negatively impacted.  

Employees may be disciplined or terminated for excessive absences or tardiness, which includes situations where employees come to work late, leave early, or abandon their duties without permission from a supervisor. Unless authorized by the Board or the superintendent or otherwise authorized by law, an employee’s absence or tardiness will be considered excessive or unreasonable in any of the following circumstances:

1. The absence is for a reason not granted as paid or protected leave under Board policy or law.

2. The absence results in the employee exceeding the amount of leave granted by the Board.

3. The employee has not otherwise exhausted applicable leave days, but the absence exceeds 4 days a month, 16 days in a semester, or 32 days per school year, or is otherwise disruptive to district operations, as determined by the district.

4. The employee fails to appropriately notify the district of an absence as soon as possible after the employee knows he or she will be absent (commonly called No-Call, No-Show).

5. The employee does not provide the district with complete and accurate information about the absence, does not respond to requests for information, or does not provide documentation related to the absence as requested or required.

6. The employee does not first obtain permission to be absent from the appropriate supervisor when required to do so.

7. The absence is for any reason other than the one given for the absence.

Even if the absence or tardiness is authorized by the Board or the superintendent, if the absence or tardiness occurs for a reason not granted as paid leave under Board policy or if it exceeds the number of days the employee has been granted under a designated leave, the employee’s salary will be docked. Violation of this policy constitutes misconduct and may result in the loss of unemployment benefits if a claim is filed.

Employees will not be disciplined or terminated for absences qualifying for protection under the Family and Medical Leave Act (FMLA), the Uniformed Services Employment and Reemployment Rights Act (USERRA), or other applicable law.

Sick Leave – Professional staff employees whose assignments call for full-time employment only during the regular school term will receive ten days of sick leave at the beginning of each fiscal year.
Personal Leave – A maximum of two days of personal leave will be available per school year. Personal leave is separate from sick leave and is to be used for the conduct of personal business of such a nature that it cannot be performed outside school hours. Unused personal leave days do not accumulate. One unused personal leave day per year may be transferred to sick leave.
Whenever possible, it is expected that requests for leave will be made in writing to the designated administrator at least 48 hours in advance of the time leave is requested. However, 30 days' notice is required by law if the leave qualifies as FMLA leave and such notice is practical. The administrator will respond promptly to the employee’s written request. All employees must have prior written permission to use personal days in April or May.

For additional information regarding FMLA, see Policy GBBDA. Questions may be addressed to:
Lindsey Sweet
P.O. Box 68
Diamond, MO 64840
Phone: 417-325-5186
lsweet@diamondwildcats.org

Staff Conduct

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. 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.
2. 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.
3. Actively participate in professional development and obtain information necessary to effectively perform the employee's job duties.
4. 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. 
5. 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. 
6. 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.
7. 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.
8. 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.
9. Obey all safety rules, including rules protecting the safety and welfare of students.
10. 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 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.
For additional information, see Policy GBCB.










Supervision of Students
	
Teachers are employed to teach. However, to create a safe atmosphere for learning, teachers need to take an active part in the supervision of halls, restrooms, gym, cafeteria, and school grounds. Teachers have the same authority outside the classroom as in the classroom and should use this authority to solve problems they encounter at school.  Students should never be left without adult supervision.

Teacher Evaluation

The District prioritizes frequent formal and informal teacher observations that will contribute to evaluations for each staff member. Each teacher will receive a minimum of four formal observations per year, with one summative evaluation that will be used to inform renewal decisions. 

The District will utilize a custom evaluation tool that is aligned to District and Building priorities and goals. 



















 








I have received, read, understand, and agree to abide by the information provided in the document entitled ―Diamond R-IV Employee Handbook. 


____________________________________________________ 
Signature of Employee/ Date 
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