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INTRODUCTION 

 

Both individually and as a staff our common goal is to provide the students of West 

Plains Elementary School and South Fork Elementary School with the highest quality 

educational program obtainable.  No one person has a more significant impact on the 

educational program and the degree of student learning than the teacher.  Through 

efficient classroom and student management and effective instructional planning, the 

teacher determines the quality of the educational environment. 

 

The purposes of the procedures and policies contained in this handbook are to assist 

teachers in their management and instructional efforts and to promote a high degree of 

consistency.  The achievement of these purposes requires the commitment of all staff 

members to implement the policies contained in the handbook.  All teachers are 

encouraged to read and continually refer to this handbook in order to familiarize 

themselves with its contents.  Since our efforts should continuously be directed toward 

improvement, all teachers are encouraged to offer new ideas and help serve the teachers, 

the students, the school, and the community. 

 

As we have a common goal in the education of our students, we have a common need to 

assist each other in the accomplishment of this purpose.  Any teacher who has a problem, 

question, or idea to discuss is invited to stop by the office at any time.  It is our desire to 

be of assistance to you in any way possible.  Your cooperation, dedication, and support 

are essential for a productive and rewarding experience for all of us. 

 

 

Donnie Miller 

 

Matthew Orchard 

 

Becky Hutchinson 

 

Seth Huddleston 
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West Plains R-VII Strategic Plan 

The development of this strategic plan was a process that took place during the fall of 

2015.  The West Plains Elementary School Strategic Planning committee utilized the 

district’s strategic plan to compile action steps to meet the goals of the district. 

Committee members were comprised of the West Plains Elementary School Leadership 

Team and various parent volunteers. Using the district’s objectives, a comprehensive plan 

was compiled.  

Action Steps 

The following action steps were developed by members of the West Plains Elementary 

School Strategic Planning Committee for the purpose of implementing the goals and 

objectives of the school district.   

 
Goal 1, Objective 1         

1.         Monitor academic rigor in district-wide curriculum to ensure proficiency by 

implementing the 10 month pacing guide and curriculum updates.  

2.         Provide high quality professional development based on goals and standards set 

by the district. 

Goal 1, Objective 2          

1.         Provide academic resources for teachers and staff to identify learning gaps in 

student achievement.  

2.         Utilize assessment data to inform instructional strategies for high 

quality classroom instruction.  

3.         Utilize a variety of student data to provide and support student academic success. 

(RTI, Acuity, Study Island, Standard-Based Grading) 

Goal 2, Objective 1 

1.         Reinforce the value and relevance of giving back to the community through social 

studies units of instruction.  Members of the community will be invited to 

participate in activities within the building and students will visit applicable 

locations within the community. 

2.         Effectively utilize the Positive Behavior Support program which develops school-

wide leadership and character.  

Goal 2, Objective 2 

1.         Develop a comprehensive, building-wide community service plan.  Each student 

will be engaged in at least two service experiences on an annual basis. 

2.         Engage students in service activities which support the Bridges program. Students 

will be taught the importance of supporting these programs which serves those in 

the community who are in need. 

Goal 3, Objective 1:   

1.         Students and parents will be informed about the Positive Behavior Support (PBS) 

system that serves as our code of conduct. This system encompasses all aspects of 

appropriate behavior, while identifying and addressing unacceptable behavior.  

2.         Implement and annually review a comprehensive safety plan which includes 

safety training/drills for all students, faculty, and staff. The elementary teachers 
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will undergo additional safety training and situational training focused on the 

threat of an intruder. 

Goal 3, Objective 2:   

1.         Establish informational Parent Night meetings once a month to educate students, 

parents and faculty about current issues affecting local schools. The meetings will 

focus on curriculum that will be covered throughout the month, the methods used 

to teach the curriculum, and ways parents can assist their children.  

2.         Promote school events and special announcements by utilizing monthly and 

weekly newsletters, utilizing the automated phone/text/email system, and our 

electronic sign at the front of the school. 

Goal 4, Objective 1 

1.         Develop partnerships with local media to establish a community awareness 

campaign focused on providing student success “tips” for parents and the 

community. Inform the community of upcoming events through various avenues 

such as e-news bulletins, department/program/grade level websites, social media: 

Facebook and Twitter, voicemail messaging, principal’s monthly newsletter, texts 

from teachers to parents, radio spots, open forums, special events/nights at school, 

newspapers, Peachjar, personal calls to parents, etc.  

2.         Establish a process to disseminate information regularly to all West Plains area 

residents.  Information may include items such as the Annual Performance Report 

(APR), upcoming events, financial information, etc. Family and community 

nights are currently held to disseminate information as well. They include but are 

not limited to; open house events, monthly parent nights, Academic Booster Club 

meetings and events. 

Goal 4, Objective 2 

1.         Create and enhance community volunteer opportunities by extending specific 

invitations to various school stakeholders.  

2.         Offer incentives to attract community members to events.   

 

Goal 5, Objective 1 

1.         Effectively integrate PLC’s into the educational policies and practices so that they 

are a seamless part of all daily activities and all strategic planning. 

2.         Establish a building-wide continuum of professional development so that 

educators can measure their PD progress relative to peers. 

Goal 5, Objective 2 

1.         Develop and implement a research based, supportive teacher-mentor, instructional 

coach program for all first and second year teachers. 

2.         Use the Network for Educator Effectiveness evaluation system to provide 

formative and summative feedback to teachers and administrators with data which 

will direct professional development.  

Goal 6, Objective 1 

1.         Utilize traditional and social media to provide concise fiscal information to the 

 public. 

2.         Manage software programs that are available at all learning levels so that the 

 programs are used appropriately and consistently. 

3.         Collaborate with staff prior to purchasing new computer programs to ensure that 

programs are beneficial and will be utilized by educators. 



 6 

4.         Utilize public venues (such as forums, workshops, etc.) to share fiscal information 

with the community. 

Goal 6, Objective 2 

1.         Optimize grant opportunities through collaboration among staff members and the 

community. Educators will be committed to applying for grants in their field of 

expertise and experience. 

2.         Purchasing equipment, supplies, or apparel, the school will endeavor first to buy 

 locally. 

3.         Connect with key community stakeholders (such as community 

individuals/groups, local businesses, education and government organizations, 

cultural and recreational institutions, media and sports associations). 

4.         Develop and maintain a print or electronic directory of community resources.  

 

 

 

 

 

 

 

 

 



 7 

Mission 

“Excellence in Education, Service, Life” 
 

Vision 

West Plains Elementary, in partnership with its 

parents and entire community, will educate each 

student by providing a positive, safe, and engaging 

learning environment that enables each student to 

become a life-long learner and a responsible citizen 

in a global society. 

Goals 

1. Increase student achievement at each grade 

level as measured by local and state assessments 

2. Utilize Professional Learning Teams to 

maximize student learning 

3. Partner with parents and families to provide 

information and strategies to help students 

succeed   
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TEACHER'S INFORMATION 

 

I. Teacher Attendance and School Hours: 

 

All teachers are expected to be at school and in their classrooms 5 minutes prior 

to students arriving. Teachers should remain present on school campus 15 minutes after 

student pickup has concluded. Teachers are encouraged to remain at school during the 

school day. However, should it become necessary to leave the school grounds, teachers 

should always check out (and back in upon return) through the office. 

 

II. Absenteeism and Substitute Teachers: 

 

In the event of absence from school which is not arranged in advance, please call 

Donnie Miller at 417-372-0414 before 6:30 a.m. and leave a message. At South Fork, call 

Seth Huddleston at or before 7:00 a.m. In the event of a prearranged absence, notify the 

office as soon as possible. Teachers should not make their own arrangements for a 

substitute teacher. The office staff will be responsible for arranging for substitutes. Any 

problems concerning a substitute teacher should be reported immediately. 

In order to insure that a day of instruction occurs when the teacher is absent, 

current lesson plans and seating charts should be available and substitute files should be 

kept up-to-date. 

Within the first three weeks of school, every teacher should prepare a substitute 

file.  As a minimum, each file should contain the following: 

1. An updated list of students for each class. 

2. A list of basic rules and their consequences that are enforced in each classroom. 

3. Procedures and schedules that are followed.  This should include schedules for all 

students who leave your room for another class and any aides or volunteers who 

come into your class. 

4. A copy of emergency procedures. 

Substitute files will be kept in the office until needed. 

An "Application for Sick Leave" form, available in the workroom and Appendix, 

should be completed within three (3) days after returning to school. In the event of 

personal leave, an "Application for Business Leave" form should be completed at least 

two (2) days prior to the absence. In the event of an absence due to school business, an 

“Application for School Business Leave” should be completed as soon as possible so a 

substitute can be arranged. 

 

CURRICULUM AND INSTRUCTION 

 

I. Curriculum Guides:   

 

Curriculum guides have been developed for grade K-12 in Communication Arts, 

Math, Social Studies, Science, Health and Physical Education, and Fine Arts. Teachers 

are provided with information from these guides pertinent to the areas and grade levels 

they teach. A complete set of the curriculum guides can be accessed on the district 

website. 
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Teachers are encouraged to use their curriculum guides as they plan units and 

lessons throughout the school year to ensure that all objectives are covered. 

Curriculum guides will be revised on a rotating schedule. Updated curriculum will 

be provided to the appropriate teachers upon obtaining board approval. 

 

II. Textbooks:   
 

Teachers are responsible for issuing and recording the distribution of textbooks to 

their classes. At the end of the year, teachers are responsible for collecting textbooks and 

submitting to the principal's office charges to be assessed against the student due to loss 

or damage of textbooks or other school-issued materials. 

 

III. New Ideas:   
 

While innovation and creativity are encouraged to face the challenges of 

motivating students, teachers who wish to introduce or try something new or unusual 

should first consult with the principal before plans are released. This procedure may 

prevent embarrassing situations when a new idea conflicts with existing policy. 

 

IV. Planning Period:   
 

Teachers are provided with a planning period for the purpose of planning 

instruction, evaluating student work, or conferencing with parents and/or colleagues. 

Although the use of this time is at the professional discretion of the teacher, it should be 

spent at school. In the event that it is necessary for the teacher to leave school during the 

planning period, the office is to be notified. 

Visitation of teachers by parents, friends, family members, salesman, etc. is 

discouraged during class periods. Such visits should be arranged to occur during the 

teacher's planning period. 

 

V. Copy Machine Use:   
 

A copy machine is available for teacher use in the office. We no longer have 

assistance available for duplication of classroom materials. Copyright laws must be 

observed when duplicating materials. 

 

VI. Computer Repair:   

 
 If you are in need of computer repairs or experiencing any problem with your computer 

you must submit a work order to the network office.  Work orders may be submitted by email at 

help@zizzers.org. If your email is not working, please contact the elementary office and they will 

send a service ticket in for you. Phone calls or verbal requests will not be accepted.  

 

VII. Videos/Movies:   
 

Movies rented from a video store or brought from home by students or teachers may 

not be used at school. Only movies or videos checked out from the library and rated G are 

allowed for use at school. 
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COMMUNICATIONS 

 

I. Faculty Meetings: 

 

In addition to the regular school hours of duty, attendance at all called and regularly 

scheduled faculty meetings shall be considered a part of each teacher's professional 

contract. It is expected that such meetings shall close at a reasonable hour and that, other 

than emergency meetings; they shall be announced in sufficient time to allow for teachers 

to plan for attendance. 

Teachers will receive an agenda of items to be discussed in advance of the meeting 

and are encouraged to discuss items of significance to be placed on the agenda. All 

faculty members are expected to attend faculty meetings unless they have been excused 

by the principal. Those excused are responsible for arranging a conference with the 

principal to discuss agenda items. 

Faculty meetings will routinely be scheduled on the third Wednesday of each month 

at 3:15 p.m. at West Plains Elementary School and on the last Wednesday of each month 

at 4:00 p.m. at South Fork Elementary School. 

 

II. Weekly Announcement: 

 

An email announcement is prepared weekly from the principal. Please read the 

announcement within 24 hours to stay up to date on important news items and calendar 

information. 

 

III. Intercom: 

 

An intercom is located in the office to be used for pertinent communication. No 

announcements will be read over "all-call" unless approved by the principal. The 

intercom will be used to call students from class when it becomes necessary. 

 

IV. Telephone: 

 

Teachers will not be called from class to accept phone calls unless it is an 

emergency. Rather, teachers will be notified that they have a message in the office, in 

order that the call may be returned at a time when the teacher is not in class. Cell phones 

are not to be used when a teacher is in class. 

 

V. Mail Distribution: 

 

Each teacher has a mailbox located in the workroom. Mail, special bulletins or memos, 

and communication notices are distributed regularly. Please collect your mail daily. 

Please check your email before school and after school each school day. 

 

VI. News Releases: 

 

Teachers and staff are encouraged to utilize the Director of Communications for the 

district in order to provide information to the community and recognize students for 
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outstanding achievements. All news releases are to be approved by the Director of 

Communications before media contact is made. 

 

VII. Teachers' Letters Home to Parents: 

 

Many teachers send letters/newsletters home that discuss plans for the year, 

grading/evaluation approaches, expectations, etc. Such letters generally have a good 

effect and are appreciated by the parents and students. This provides excellent 

community relations and can avoid many misunderstandings. 

Please send a copy of any duplicated letter you send out to the principal. 

 

VIII. Parent-Teacher Conferences: 

 

Parent-teacher conferences are held at the end of the first quarter to distribute grade 

cards and discuss each student's progress with their parents. First quarter grade cards are 

not to be sent home until a conference with a parent has been held. 

General Considerations: 

1) Responsibility for success. Remember that the success or failure of the 

conference depends primarily upon the skill of the teacher. Be as positive about 

the child as possible even if it is only that you like the way the child holds his 

pencil. Every parent wants to hear the best about their child. Egos are usually 

involved. 

2) Background - Become familiar, prior to the conference, with all available 

information regarding the parent and the child. 

3) Use of the Report Card - Select a few of the most important items as a basis for 

the conference. Use both those items describing areas where the child is making 

satisfactory progress and those that indicate need for improvement. 

4) Samples of Work - Have at hand the child's folder with examples of typical 

work. 

5) Working Relationship - Establish a working relationship with the parent. 

Cultivate a relationship of equality. Respect the contributions of the parent. Point 

out the need for cooperation if the child's best interests are to be served. 

6) Child Behavior - Be thoroughly familiar with growth and development 

characteristics. Know what to expect from a given child at a given age. Know if 

the child is deviating from the norm sufficiently to cause concern. 

7) Respect for Personality - Be considerate of individual personality. 

8) Professional Attitude - Never repeat any matter of a personal nature about a 

child or family to other persons, even to teachers, except when professionally 

necessary. 

9) Emotional Attitude - Remember that parents are subjective and emotional about 

their children. 

10) Appreciation - Begin the conference by indicating your appreciation of the good 

qualities of the child and the cooperation of the parents. 

11) Expectations - Approach every conference expecting it to be interesting. 

12) Individuality - Show that the child is seen as an individual, not merely as a group 

member. 
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13) Entrance - Have chairs and materials for the parents to look at outside your 

classroom door. 

14) Greeting - Give a friendly, relaxed greeting.  Remember that the parent is 

generally far more ill at ease than is the teacher. 

15) Time - Try and limit the conference to the time you have allocated. 

16) Purpose - Let the parent know what you would like to accomplish during the 

conference. 

17) Honesty - Be completely honest in matters of fact, but be diplomatic. 

18) Analysis - Encourage a cooperative analysis of the causes of the problem. Let the 

parents know that it is important that both the parent and the teacher work 

together for the best of the student. 

19) Parent Criticism - Hear criticism fully. Get parent suggestions for 

improvements. Let the parent know that his opinions are appreciated, and that 

they will receive consideration. Avoid personality clashes, remain objective. 

20) Beginning Conferences - Schedule parents of well-adjusted pupils for the first 

few conferences. This will help your approach to the day. 

21) Closing Note - Try to close the conference on a pleasant note such as plan for 

further conference, a statement of reassurance, or a restatement of mutually 

developed plans of action. 

22) Final Effect - Remember that the final effect of any conference will be the 

parent's private opinion of it and reaction to it. 

 

IX. Parent Phone Calls: 

 

Calls to parents are to be made by the teacher. The office staff does not have the 

necessary information to answer parent questions, nor the time to do this and accomplish 

their own tasks. 

 

 

BUILDING AND ROOM MAINTENANCE 

 

I. Care of the Building and Classroom Maintenance: 

 

All personnel are expected to assist in the care of buildings, supplies, and 

equipment.  Each teacher should impress upon students through word and action the 

importance of cleanliness and respect for classrooms, furniture, and equipment. Any 

teacher who uses another classroom is responsible for leaving it in good order. 

Do not at any time leave money or valuables in your room. If you are out of your 

room for any length of time, it should be locked. 

Rooms should be kept locked when not in use. Please conserve energy by turning 

off lights when not in use and maintaining temperatures that are comfortable yet not 

extreme. At the end of the school day, please close windows, turn off lights, and lock 

your door as you leave. 
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II. Custodial/Maintenance Request: 

 

Specific requests regarding custodial or maintenance services and/or repairs 

should be directed to the principal. 

 

III. Vandalism: 

 

The care of classroom furniture and equipment is the responsibility of the 

classroom teacher. Students should not be permitted to mar, disfigure, or break any 

school property. Any student caught doing so should be referred to the office. 

 

IV. Building and Grounds Security: 

 

Since access to buildings and grounds outside of regular school hours is limited to 

authorized personnel, teachers must adequately control their keys to prevent entrance to 

buildings by unauthorized personnel. When entering the building after hours or on 

weekends, be sure that all doors are locked when you leave. Building keys should not be 

loaned under any circumstances. 

 

V. Faculty Workroom: 

 

Workroom areas are provided for teachers for the purpose of preparation or 

relaxation during a break from class. All teachers who use these facilities are responsible 

for keeping them neat in appearance. Faculty workrooms are off-limits to students at all 

times. 

 

VI. Public Use of Facilities: 

 

Any non-school group or individual who wishes to use school facilities must 

complete an application for use of facilities at the Assistant Superintendent's office. In 

scheduling public use of facilities, school related activities will always receive first 

priority. 

 

STUDENT WELFARE 

 

I. Reporting Unsafe Conditions: 

 

Every professional staff member must assume responsibility for helping to 

maintain conditions that promote building safety. Do not cover the window on your door; 

in an emergency, officials need to be able to visually check rooms for safety. 

 

II. Student Accidents: 

 

In the event that the teacher recognizes that a medical emergency exists within his 

or her classroom, the following procedures shall be utilized: 

1) The teacher should remain with the student throughout the emergency 

situation. 
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2) Either the teacher or a reliable student, as directed by the teacher, should 

report the emergency situation by intercom to the principal's office. 

3) The secretary receiving the report will coordinate the dispatching of the 

school nurse and principal and/or assistant principal, and request 

ambulance services if needed. 

4) The student should be kept quiet, as calm as possible, and immobile until 

help arrives.  It is essential that an injured student not be moved until that 

student's condition is assessed by the school nurse. 

5) The teacher shall submit a written report of any accident involving bodily 

injury to the principal as soon as possible. 

 

III. Ill Students: 

 

Students who become ill at school should be sent to the nurse's office. 

 

IV. Medications: 

 

All medication, including Tylenol, will be administered by the school nurse, or, 

when the nurse is not available, in the principal's office. Teachers should not administer 

medication of any kind to students. 

 

V. Emergency Drills: 

 

In order to acquaint students with appropriate procedures to be followed in the 

event of an emergency, announced as well as unannounced fire, tornado, and earthquake 

drills will be conducted periodically. It is the responsibility of all teachers to instruct 

students in each classroom regarding the course of action to be followed in the event of 

an emergency. 

 

 

STUDENT DISCIPLINE AND SUPERVISION 

 

I. Philosophy: 

 

In order to maintain an environment conducive to school learning, it is the 

responsibility of all school personnel to continuously encourage and maintain effective 

discipline. Discipline in itself is a learning experience; the goal of effective discipline is 

the development of self-control and respect for proper authority through instruction, 

guidance, and exercise. To discipline is not to punish but to correct. 

In order to achieve desirable school discipline, students must be aware of what is 

expected of them. A "Student Handbook" is available which contains rules of conduct 

pertaining to student behavior. 

 

II. Classroom Management: 

Effective classroom management is a prerequisite of effective teaching. Teachers 

are responsible for clearly determining their expectation for student behavior in their 

classrooms, and for communicating these expectations to their students. 
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Self-discipline on the part of the student is, of course, the sought after objective, but 

until students can demonstrate this trait, we must provide guidelines for behavior. Some 

practices which seem to be of value in maintaining good classroom discipline include the 

following: 

1. Know your students.  Names are paramount, but teachers also need to know and 

understand a student's general background, his aspirations, and his frustrations. 

Cumulative records and casual conversations are excellent sources of this type of 

information. Remember there is a difference between constructive criticism and 

degrading insults. 

2. Have clear-cut objectives of instruction and well-organized classroom activities 

which attract the student's interest and seem relevant to his needs. Too many 

school discipline problems arise out of classrooms where instructional planning is 

lacking. 

3. Be reasonable in classroom expectations. Unclear assignments, overly difficult 

assignments, or assignments which might be viewed as "busy work" generate 

student hostility which frequently crops out as deviant behavior. Carefully 

explained assignments, reasonable preparation time both in and out of class, and 

purposeful goal-oriented activities go a long way in helping establish good 

discipline patterns in the classroom. 

4. Develop a classroom atmosphere which is relaxed, orderly and natural while 

keeping rules. Discipline problems increase as teachers try to be liked rather than 

respected. 

5. Early identification and attention to the indicators of motivation or aggressive 

behavior in class will enable the instructor to plan activities to overcome the 

tendency for these to turn into major discipline cases. 

6. Study carefully the seating of the students. 

7. Learn to call upon those pupils whose attention is wavering. 

8. When a member of the group obstructs the work, the treatment of the case 

should be calm, dignified and firm. 

9. Use special occasions to carry over to the pupils the idea that you are interested 

in them as human beings. 

10. Learn to move inconspicuously from place to place in the classroom while you 

conduct the lesson. 

11. Keep a tight rein in the early weeks of teaching. 

12. Be punctual for all duties. 

13. Start classes on time. 

14. Be mannerly at all times. 

 

School-wide Discipline Program 

 
West Plains Elementary School participates in a program called Positive Behavior 

Supports.  PBS is a set of research-based strategies used to increase quality of life and 

decrease problem behavior by teaching new skills and making changes in a person’s 

environment.  Students learn appropriate behavior in the same way they learn to read-

through instruction, practice, feedback and encouragement.  In order to accomplish these 

purposes, behavior skills are taught throughout the year to help with understanding the 

behavior expectations and to teach students to take responsibility for their own behavior. 
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III. Supervision of Students: 

 

What happens in the hallways, restroom, lunchrooms, playgrounds areas, etc. 

carry over and impact directly on what happens in the classroom. By working together as 

a staff, we can control many problems that can occur in these areas. Everyone is 

responsible for supervision in these areas and for handling any student problems 

observed. Students displaying an uncooperative attitude toward a teacher should be 

directed to a principal. 

The Board expects all students to be under assigned adult supervision at all times 

when in school, on school grounds, traveling under school auspices or engaging in 

school-sponsored activities. Supervision must not be limited to the classroom, but must 

extend to the halls and corridors, playgrounds, lunchrooms, extracurricular activities or 

any place where students gather on school property during the regular instructional or 

extracurricular activities program. Teachers are encouraged to report violations of 

policies, rules and regulations by students during the school day, while attending school-

sponsored activities or when they observe policies, rules and regulations being violated. 

Teachers must not ignore the need under the pretext of not having been assigned a 

particular supervision. 

School personnel assigned specific supervisory duties are expected to act as 

reasonably prudent adults in providing for the safety and welfare of the students in their 

charge. In keeping with this expected prudence, no teacher or other staff member will 

leave an assigned group unsupervised except to make arrangements to take care of 

emergency. 

 

IV. Classroom Supervision: 

 

Numerous teacher liability suits have resulted when classrooms were left 

unsupervised by the teacher. Therefore, teachers must not leave their class or any group 

of students for which they are responsible unsupervised even for a short period of time, 

unless making arrangements to take care of an emergency. 

Our insurance company advises the following concerning supervision of students: 

1) Supervisors must be within sight and sound. 

2) Supervisors should not leave the area unless an equally qualified individual will 

assume the supervisory role. 

3) Students must be trained on the inherent risks of the activity. 

4) Supervisors must place themselves in the best possible position to oversee 

activities. 

 

V. Restroom Supervision: 

 

Teachers are responsible for monitoring the behavior of their students during 

restroom breaks. Do not send a large group of students to the restroom unsupervised. 

 

VI. Hall Supervision: 

 

Teachers are assigned to morning and afternoon hall duty to minimize problems at 

those times. When classes of students are traveling in the hall to and from special classes, 
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or lunch, the classroom teacher is expected to be with their class to monitor hall behavior 

and minimize disruptions for other classrooms. 

 

VII. Assembly Supervision: 

 

All teachers are expected to attend assemblies. Teachers will be asked to sit with 

classroom students and maintain order. Teachers have the authority to correct 

inappropriate behavior immediately, or if warranted, remove the student from the 

assembly. 

 

VIII. Student Dress Code: 

 

The student dress code is contained in the Student Handbook. In the event that a 

teacher observes a student who may be in violation of the dress code, the student should 

be directed to the principal's office. 

 

IX. School Visitors: 

 

All visitors to the building and persons wishing to talk with a student or teacher 

should be directed to a principal's office. Any non-student who is discovered by teachers 

to be loitering on campus should be reported immediately to a principal. 

 

 

STUDENT ATTENDANCE AND RECORD KEEPING 

 

I. Attendance Policy: 

 

The student attendance policy is contained in the "Student Handbook." All 

teachers are responsible for being familiar with the attendance policy and enforcing it 

consistently. 

 

II. Make-Up Work Policy: 

 

Students who have been absent for legitimate reasons are allowed to make up 

missed schoolwork without penalty.  The student should be given an amount of time 

equivalent to the amount of time absent to make up their work.  Please consider that 

students who are absent for extended periods of time often have a large amount of make-

up work.  Therefore, special accommodations may need to be considered. 

 

III. Attendance Records/Reporting: 

 

Attendance reporting is an extremely important responsibility for all staff 

members. Since school attendance records are an important part of how schools receive 

financial aid, accurate attendance record keeping is crucial. Attendance and lunch count 

should be put in Infinite Campus at the beginning of each day.  
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Students who arrive late or leave early must check in and out in the office. Parents 

are not allowed to come directly to the classroom to pick up their child. Do not release a 

student unless you have been contacted by the office. 

Teachers should encourage good attendance by pointing out to students the 

negative effect that excessive absenteeism has on scholastic progress. 

 

 

EVALUATION OF STUDENTS 

 

 

The standards-based reporting system is different from a traditional A, B, C system. It is 

based on a specific set of standards that students need to meet for each grade level. Marks 

are a way to measure how well students are doing on grade-level standards. This helps all 

students strive to meet high expectations.  

The West Plains School District utilizes a standards-based reporting system for the 

following reasons:  

 A standards-based report card identifies essential standards that are to be learned 

at each grade level.  

 It provides students, parents and teachers with an accurate report of progress 

towards meeting each standard.  

 The marking system shows how your student’s performance compares to clearly 

defined grade-level standards and criteria. The grade-level standards and criteria 

are based on the Missouri Learning Expectations.  

 

 

Marking System 

 

3.0 The student has mastered the standard with no major errors or gaps in the learning 

goal.  

 

2.0 The student is progressing toward meeting the standard however exhibits errors or 

gaps in meeting the learning goal.  

 

1.0 The student is not making desired progress toward the learning goal.  

 

I. Grade Records: 

 

 GRADE SUBMISSION FOR REPORT CARDS: Grade cards are issued to 

students approximately one week after the end of the quarter. Grades are to be entered in 

Infinite Campus on a continual basis.  The office will generate grade cards from the 

information posted by teachers.  It is important that you check your posted grades for 

accuracy.  

  

 PROGRESS REPORTS: During the middle of each quarter, Progress Reports for 

all students will be mailed.  If a student is passing your class at mid-quarter and then 

stops making adequate progress between mid-quarter and the end of the quarter you must 

send a progress report home to notify the parents. Teachers should verify that the parent 
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received the progress report. You may utilize progress reports at any time.  Any student 

not adequate progress on a report card must have received a progress report. You should 

notify parents immediately if a student continues to not make adequate progress after 

progress reports are sent home. 

 

II. Retention Policy: 

 

The board of education, administration and staff of the West Plains School 

District are dedicated to the progressive and maximum educational development of each 

student. The district personnel have a responsibility to place students at a level that will 

ensure suitable growth academically, socially and emotionally. 

Students normally progress from task-to-task and level-to-level determined by 

individual diagnosis, prescription and teaching. Student retention will be considered as an 

educational tool after all regular and special services have been employed to help the 

child establish a base for further learning.  

The retention of students will be considered on the basis of the student's best 

interest.  Each case will be decided on its own merits. The primary factor to be 

considered when deciding whether a student should be retained is academic achievement. 

However, other factors such as social and emotional maturity, educational history, age, 

physical size, attitudes, excessive absences, etc., must also be reviewed carefully. 

The principal, however, upon the recommendation of the teacher and/or parent, 

and consultation with other personnel, will make the final decision concerning the student 

for the ensuring year. 

The recommendation to parents that their child be retained will occur only after a 

very thorough and complete professional analysis has been completed. Because retention 

must be based on the firm commitment that it would benefit the child, the 

recommendation will be a team decision using the combined knowledge of all 

professionals working with the student. 

 

Guidelines: 

1) Children will normally be retained only one time, if ever, during their elementary 

school career. 

2) Except under unusual circumstances, retention when found advisable should 

occur during the first three years. 

3) A staffing must be held to review the data prior to discussion with the parent. The 

following must be included in the staffing:  Principal, classroom teacher, 

specialist (e.g., Chapter I or resource room teacher), and the counselor. A majority 

of those present at the staffing must agree to retention. Dissenting opinions must 

be attached to the final recommendation for retention. 

4) Appropriate assessment data (e.g., a measure of intellectual ability and/or current 

academic achievement; teacher and/or principal observations; Light's Retention 

Scale) must be collected prior to a staffing. 

5) Parents should agree to the retention. While we will strive to gain parent approval 

and support, the school board policy is very clear that school districts make the 

final decision. 

 

III. Reading Retention Policy 
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1) Teachers will begin observing and documenting students' reading ability during 

the first 3 weeks of school. The SRI test will also be given during the first 3 

weeks of school to all new students. After this 3-week period, teachers will 

submit a list of students reading more than one grade level below their assigned 

grade to the Reading Retention Team. 

2) Students on the list submitted by teachers will be screened using the SRI test 

scores from the previous year. This screening will be completed by the end of the 

5th week of school. 

3) Based on the results of this screening, a list of students who may need additional 

assistance with reading will be developed. 

4) Parents of students on the list will be offered a list of options for improving their 

child's reading skills during the remainder of the year. A Reading Improvement 

Plan (RIP) will be developed for each student and signed by the parents. The 

classroom teacher will be responsible for developing the RIP. 

5) Tutoring on specific reading skills will be offered, with students who are the 

furthest behind receiving top priority. Students may attend tutoring before school 

(7:30 a.m. - 8:00 a.m.) or after school (3:15 p.m. - 3:45 p.m.) for 10-12 weeks 

either the first semester or second semester. After 3 unexcused absences form 

tutoring, a student will be dropped from tutoring and replaced with another 

student. Beginning in 2002-2003, fourth grade students having a RIP will be 

required to have a minimum of 30 hours of reading instruction or practice outside 

the regular school day during their fourth grade year. 

6) Within 45 days of the end of the school year, students on the list will be given the 

SRI assessment again. 

7) At the end of the school year, students still more than one grade level below in 

reading will be considered for retention.** 

8) Students on an IEP, Section 504 plan, or those not proficient in the English 

language will be exempt. 

**Reading level should not be the only factor examined when considering retention. 

Previous retention, possible placement in special programs, insufficient cognitive ability, 

etc. are factors that should also be considered. No student shall be denied promotion more 

than once solely for inability to meet the reading standards. 

The Reading Retention Team will administer this program. The team will consist 

of the following:  Principal, Counselor, Title I Staff and one classroom teacher. 

The team will be responsible for:  identifying students who are below grade level, 

maintaining copies of students' Reading Improvement Plans (RIP), and reviewing and 

updating RIPs at the end of the year to make recommendations for retention 

 

 

 

 

IV. Reading Circle Certificates: 

 

The reading circle program of the Missouri State Teachers Association provides a 

plan to assist and direct a good program of reading for individual pupils. It is the purpose 

of the program to encourage young people to read a variety of good books. A Reading 
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Circle Certificate may be presented to a student upon the completion of the following 

requirements: 

 Grade  Fiction   Non-Fiction   Total Books 

  (including folklore)       (including biography)  

 1   12 

 2   14 

 3 11 5 16 

 4 12 6 18 

 5 13 7 20 

 6 14 8 22 

 Some adjustment in number for each group in any grade may be made as deemed 

advisable. Requirements may vary from year to year. Teachers will be advised about 

changes. 

Students who meet the above requirements throughout the eight years earn a 

Lifetime Reading Circle Certificate. 

 

 

ACTIVITIES 

 

I. Calendar of Activities: 

 

The principal's office maintains the official calendar of school activities.  

Activities must be approved by the principal to be placed on the school calendar. A 

monthly calendar of activities will be published for teachers and parents. 

 

II. Field Trips: 

 

All field trips must be pre- approved and must connect with the curriculum. Field 

trips need to be scheduled to avoid conflicts with the 90-minute reading block. Buses for 

approved activities are ordered in the principal's office. Field Trip Request forms must be 

approved by Wednesday morning for trips the following week. Members of your own 

family may not accompany you on field trips.  

 

III. Transportation of Students in Private Vehicles: 

 

School employees may legally transport students in vehicles other than buses 

(including private vehicles) to/from school or school activities, without a bus permit, if 

they are willing to pay for the cost of transportation. When transporting students in 

private vehicles, a seat belt must be available for each passenger. All children under the 

age of 13 must ride in the back seat of the vehicle with a seat belt on. 

 

 

FISCAL ACCOUNTABILITY 

 

I. Handling Money: 
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All money collected as the result of any school sponsored activity is to be 

deposited in the principal's office on a daily basis. Do not leave money in classrooms, 

offices, or other areas of the building overnight. 

 

II. Purchasing Procedure: 

 

When supplies or materials are needed they should be submitted to and approved 

by the principal. If approved, a purchase order will be issued. No purchases are to be 

made without a purchase order. 

 

 

SUPPORT SERVICES 

 

I. Special Education: 

 

The referral process for all special education programs is delineated in the West 

Plains R-7 Compliance Plan, available in Director of Special Education's office. 

Classroom teacher's concerns for a student should be expressed to one of the elementary 

counselors or administrators. They will be able to determine if the child had a previous 

referral. The classroom teacher should begin making a list of alternative teaching 

strategies which have been used with the child and will be given a Solutions Team 

referral form to fill out and return to the Solutions Team. The classroom teacher will be 

involved throughout the referral and placement process. Rules of thumb for referrals are: 

1) Do not refer new students until they have had time to adjust to the school 

routine, usually a period of six (6) weeks or more. 

2) There are no criteria for placement in a learning disabilities program for 

kindergarten or first grade; therefore, teachers of these grades need to give 

careful consideration when referring students for an evaluation for learning 

problems.  Talk to the counselors or special education teachers for guidance 

in this area. 

3) Speech articulation referrals should be made immediately. 

 

II. Students with I.E.P.'s: 

 

Many classroom teachers have students on Individual Education Plans (IEP's) 

mainstreamed in their classrooms. The Individuals with Disabilities Education Act 

(IDEA) requires classroom teacher participation in the development of the IEP. It is the 

responsibility of the case manager to ensure that all teachers dealing with an individual 

student are aware of accommodations that need to be made and are implementing these 

accommodations. It is the responsibility of all classroom teachers to assist the special 

education teacher in implementing the IEP. 

 

 

III. Gifted Education 

 

Referrals for the gifted program can be made at the beginning or end of the school 

year.  Referral forms may be obtained from the elementary counselors. 
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Homework Policy 

Students participating in the gifted programs shall be excused from standard 

classroom assignments and activities missed on the day he or she participates in the gifted 

program. The gifted student is responsible for any tests missed. The student is not 

excused from the accountability associated with the missed concepts. 

The standard classroom teacher shall avoid scheduling major tests, assignment 

due dates for major projects, field trips, etc. on the day students are participating in gifted 

activities. 

Teachers that utilize attendance/participation, and or daily assignments as 

elements in determining student grades shall not penalize the gifted student for this 

authorized absence. 

 

V. Counseling: 

 

The elementary counselors are available to all students in the school. The 

counselor's jobs consist of many responsibilities. Some of the roles of the counselors are: 

1. Counseling 

a. Individual 

b. Small Group 

c. Large Group (classroom) 

2. Consulting 

a. Parents – in regard to the social, emotional and educational concerns of 

their children. 

b. Teachers – help plan activities and programs for individual growth 

c. Administration – policies, curriculum, and procedures that affect the needs 

and development of students 

3. Coordinating 

a. Kindergarten Screening 

b. School-wide Testing 

c. Orientation for New Students 

d. Special Programs 

Letters are sent home with all students to inform parents about small groups for 

counseling (dealing with divorce, anger, etc.). Small groups are formed based on 

responses received from these letters. Teachers can also refer students for small group 

counseling, but need to do so before the groups begin. 

For referrals for individual counseling, teachers may contact one of the 

elementary counselors.   

 

Electronic & Social Media Guidelines for Faculty and Staff 
  

West Plains School District realizes that part of 21st-century learning is adapting to the 

changing methods of communication.  The importance of faculty, staff, students, and 

parents engaging, collaborating, learning, and sharing in these digital environments is a 

part of 21st-century learning.  To this aim, West Plains School District has developed the 

following guidelines to provide direction for employees, students, and the school district 

community when participating in online social media activities. Whether or not an 

employee chooses to participate in a blog, wiki, online social network, application 
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(“app”) development, or any other form of online publishing or discussion, it is his or her 

own decision.  

 

Free speech protects educators who want to participate in social media, but the laws and 

courts have ruled that schools can discipline faculty and staff if their speech, including 

online postings, disrupts school operations.  West Plains School District social media 

guidelines encourage employees to participate in online social activities. But, it is 

important to create an atmosphere of trust and individual accountability, keeping in mind 

that information produced by West Plains School District faculty, staff, and students is a 

reflection on the entire district and is subject to the district's Acceptable Use Policy.  By 

accessing, creating, or contributing to any blogs, wikis, apps, or other social media for 

classroom or district use, you agree to abide by these guidelines. Please read them 

carefully before creating or participating in any online content.  

 

Examples of social media include but are not limited to the following:  blogs, Twitter, 

Facebook, LinkedIn, Pinterest, etc. 

 

Best Practices   

 
SMS (Cell Phone Texting)  

Purpose: To allow for timely communication of important information between students, 

teachers, players and coaches, such as changes to game or practice times or other 

pertinent information. Texts will be sent under the following guidelines: 

1. Students can receive a text message only if a signed permission slip is on file.  

(Visit District Communications Director) 

2. Parents/guardians must also agree to provide their phone number so they receive 

the same text message. 

3. Text messages will only be sent as they pertain to involvement of West Plains 

High School. 

4. Only between the hours of 6:00am and 10:00pm 

If a student sends a text message to a teacher or a coach, any response will be sent to the 

student and the student’s parent/guardian. 

 

Be Transparent  

How you represent yourself online is an extension of yourself.  Do not misrepresent 

yourself by using someone else's identity or misrepresenting your identity.  Be honest 

about who you are, where you work, and what you do.    

 

Personal Responsibility 

 West Plains School District employees are personally responsible for the content 

they publish online.  Be mindful that what you publish will be public for a long 

time—protect your privacy. 

 Be aware that even with the strictest privacy settings what you ‘say’ online should 

be within the bounds of professional discretion. Comments expressed via social 

networking pages under the impression of a ‘private conversation’ may still end 

up being shared into a more public domain, even with privacy settings on 

maximum. 
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 Your online behavior should reflect the same standards of honesty, respect, and 

consideration that you use face-to-face. 

 Comments related to the school should always meet the highest standards of 

professional discretion. When posting, even on the strictest settings, staff should 

act on the assumption that all postings are in the public domain. 

 Remember that online posts and content are an extension of your classroom or the 

workplace.  What is inappropriate in your classroom or the workplace should be 

deemed inappropriate online. 

 When contributing online do not post confidential student information. 

 If you want to have a professional presence online through social media, 

developing a profile on a site like LinkedIn or something similar might be a great 

practice. 

 If you would like to communicate through social media to a group of students, 

developing a group or page would be the recommended practice. 

 

Always A School Employee  

The lines between “public and private” & “personal and professional” are blurred in the 

digital world.  Even when you have a disclaimer or use a different user name, you will 

always be considered a district employee.  Whether it is clearly communicated or not and 

even if it is not your intent, you will be identified as working for and sometimes 

representing the school in what you do and say online.  

 

When writing personal posts, always write in the first person (I, me, we, us) and make it 

clear that you are speaking for yourself and not on behalf of the district.  

 

Use a Disclaimer  

 Include a disclaimer on your social media site which says something like this: “Th

e opinions and positions expressed on this site are my own and do not necessarily 

reflect my school district’s positions, strategies, or opinions.”   

 This standard disclaimer does not exempt employees from their responsibilities as 

explained in these guidelines. If asked by media to comment on a school-related 

issue, refer them to the Director of Communication.  When in doubt, direct them 

to the Principal or Superintendent.  Classroom sites do not require a disclaimer. 

 

Be Respectful and Responsible 

Employees, parents, and students reflect a diverse set of customs, values, and points of 

view.  Be respectful for the opinions of others in your posts or comments.   You are 

responsible for the content you post.  Consider the words used to tag content in a social 

bookmarking site.  Consider the profile picture or image you select.  Do your tags, 

descriptions, and your image portray you in a professional manner?  

 

 

Own and Correct Mistakes 

If you make a mistake, admit the mistake and correct it quickly. 

Clearly state if you’ve corrected a previous post.  Even though damage may be done, it is 

best to admit your mistake and correct it.  Apologize if appropriate.  
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Confidential Information  

Online postings and conversations are not private. Do not share confidential information 

whether it is internal school discussions or specific information about students or other 

staff.  What you post will be seen by others and will be online for a long time. It can be 

forwarded or shared in just a few clicks. Do not write about a colleague or student 

without their permission.  

 

School Crisis Situations 

During a school lockdown, secure mode, or crisis, employees should not be posting or 

asking for information online or through other forms of communication (texts, phone 

calls, etc.).  During these situations, rumors can spread quickly and employees should be 

using this time to make sure that the safety of those in their charge/care is their top 

priority. 

 

School/District Logos 

Do not use any school logo or image without permission and adhere to the district logo 

use guidelines.  Contact the Director of Communication for permission on logo usage. 

 

Posting Photos or Movies of Students And Staff 

When posting photos or movies of fellow employees, it is always best to obtain 

permission from that employee. 

 

No photos should be posted if it would violate FERPA or HIPPA or identify a student as 

a special needs student.  This includes an employee’s school and personal online 

accounts, text messaging, or the physical posting of a photo in an employee’s classroom 

or home. 

 

Using Content That Isn’t Your Own 

Do not utilize protected works.  Just because an image, song, movie, etc. comes up in a 

search online does not mean you can use it freely.  Documents found online should be 

available under Creative Commons (see info below) or your own if you plan to reproduce 

them in any way.  Also, make sure and give credit to the owner of the work when 

necessary. 

 

A hyperlink to outside sources is recommended.  Be sure not to plagiarize and give credit 

where it is due.  When using a hyperlink, be sure that the content is appropriate and 

adheres to the West Plains School District AUP. 

 

Creative Commons is a way that allows you to use certain photos without getting written 

permission from the owner.  Check out http://creativecommons.org/about for more 

information. 

 

 

Responding to Negative Comments and Criticism  

How you respond to negative comments or criticism will say more about you and your 

character than what you post.  If you delete a negative post, it discourages open 

communications.  When publicly criticized or receiving a negative comment, first, stay 

http://creativecommons.org/about
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cool and don’t reply in haste. Express your view in a clear, logical way. Don’t get 

personal, and, if you made a mistake, admit it, and move ahead.  It is not uncommon for a 

negative response to be answered by some other person, who supports your view.  When 

in doubt, it’s best to ignore a comment and not give it credibility by 

acknowledging it with a response publicly; perhaps a face-to-face meeting would be more 

appropriate. 

 

Regular Postings On School Sites 

 Classroom sites should be updated weekly throughout the school year.  Sports 

sites should be updated weekly in season and at least once a month out of season. 

 The purpose of social media is two-way communication and you cannot be a part 

of the discussion if you do not post regularly. 

 Comments should be monitored and responded to multiple times a week. 

     

Requests To Use Blocked Social Media Sites 

West Plains School District understands that 21st century learning is constantly changing 

and that many sites currently "blocked" by the District's content filter may have 

pedagogical significance for teacher and student use. 

 

If you would like to request another online site be accessible to use for teaching and 

learning, contact the District’s technology’s department to review the website. 

Requests will be reviewed and, if approved, the district’s content filter will be updated 

accordingly. 

 

A description should be provided of the intended use of the site and what tools on the site 

match your needed criteria. 

 

A link to the sites privacy policy should be included if possible. 

 

Request To Start and Maintain A Social Media Account For A School 

Program/Activity/Sport 
 

West Plains School District understands that having a social media presence for a school 

program, activity, or sport can be a great method of communication and a promotional 

tool. 

 

Before a program, activity, or sport can start a social media presence, the Director of 

Communication must approve the account the staff member wishes to create.   

Employees should fill out the Social Media Account Request Form and submit it to the 

Director of Communication for review and approval.  

 

Any social media account that has been established prior to this procedure will still need 

to be approved by the Director of Communication. 
 

Any account not approved by the district but is deemed to represent or seem to represent 

the District in an official manner will result in the district pursuing the removal of the 

account. 
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