
 0 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

WEST PLAINS R-VII SCHOOLS 

 
Employee 
Handbook 

 
 

Certified Staff 
2018-2019 

 

 



 1 

West Plains R-7 Certified Staff Handbook 

Table of Contents 
 

Personnel Policies 

 

General Employment Policies 

              Staff Involvement in Decision Making  ..............................................................................2 

              Staff Conflict of Interest .....................................................................................................3 

              Staff Conduct ......................................................................................................................5 

              Drug-Free ..........................................................................................................................7 

          Employee Alcohol and Drug Testing .................................................................................8 

              Criminal Background Checks ..........................................................................................10 

              Staff/Student Regulations .................................................................................................13 

          Professional Staff Recruiting and Hiring .........................................................................13 

              Resignation of Professional Staff Members  ....................................................................16 

              Evaluation of Professional Staff ......................................................................................16 

          Professional Staff Development Opportunities ................................................................17 

              Professional Staff Meetings .............................................................................................18 

 

Leave Policies 

              Professional Staff Short-Term Leaves & Absences .........................................................18 

              Professional Staff Long-Term Leaves & Absences ..........................................................29 

              Professional Staff Catastrophic or Emergency  ...............................................................31  

              Personal Floating Holidays .............................................................................................32  

 

Employee Benefits 

          Professional Staff Salary Schedules .................................................................................33 

              Professional Staff Fringe Benefits ...................................................................................34 

              Workers’ Compensation ..................................................................................................34 



 2 

Employee Disciplinary Policies             

              Suspension of Professional Staff Members ......................................................................36 

              Termination of Professional Staff Members ....................................................................37 

 

 Non-discrimination and Anti-Harassment Policies            

             Prohibition Against Illegal Discrimination and Harassment  ..........................................41 

  

 Staff Complaints and Grievances 

             Staff Complaints and Grievances......................................................................................47 

 

General Policies and Procedures 

           Technology Use ...................................................................................................................47 

       Employee Technology Agreement & Email Agreement Policies ........................................51 

           Corporal Punishment ..........................................................................................................53 

           Reporting and Investigating Child Abuse/Neglect ..............................................................53  

           Bulling Policy......................................................................................................................55 

           Confidentiality ....................................................................................................................58            

           Family Educational Rights and Privacy Act (FERAPA) ....................................................58 

           Reproduction of Copyrighted Materials .............................................................................60 

           School Ceremonies and Observances .................................................................................61 

           Teaching About Religion.....................................................................................................62 

           Academic Calendar/Year/Day ............................................................................................62 

           Purchasing  .........................................................................................................................63 

           Expense Reimbursements ....................................................................................................65 

           Unpaid Employee Balance ..................................................................................................66 

           Food Service Management (Meal Charges) .......................................................................66 

           Communicable Diseases .....................................................................................................69 

           Electronic & Social Media Guidelines for Faculty & Staff ................................................70 

 

            



 1 

Dear Faculty and Staff: 

 

There are many attributes that are the mark of a great teacher.  According to Kayleen Olivier, 

there are 10 characteristics of a successful teacher.  Great teachers expect learners to succeed, 

have a sense of purpose, and are consistent.  Great teachers adapt to learners’ needs, welcome 

change, and explore new tools.  Great teachers give learners emotional support and empathy, 

bring fun to the classroom, and teach holistically.  Great teachers enjoy their job, seek out 

mentors, and always reflect. 

 

As we all know, our unwavering responsibility as educators is to build relationships with our 

students.  Building bonds and encouraging positive relationships is an impactful way to foster 

learning.  As you go through the school year, as you develop relationships with your students, 

always remember what students remember most about you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As we begin another wonderful school year, we ask everyone – both returning staff members and 

those new to the West Plains R-VII Schools family – to take time to read very carefully the 

policies and procedures covered in this employee handbook.  We welcome any question or any 

suggestions you have concerning the information in this document.  And above all, 

 

BE A GREAT TEACHER! 

 
Dr. Lori Wilson 

West Plains R-VII Superintendent 

https://www.worksheetcloud.com/blog/author/kayleenolivier/
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PERSONNEL POLICIES GOALS 
  

The Board recognizes that the personnel employed by the district constitute the most 

important resource for effectively conducting a quality educational program. Important 

contributions to a successful educational program are made by both professional and support 

staff employees. The district's program will function best when it employs highly qualified 

personnel, conducts appropriate staff development activities and establishes policies and 

working conditions which enable each staff member to make the fullest contribution to the 

district's programs and services. It shall be the policy of the Board to select the most qualified 

teaching personnel, secretarial staff, custodians and other support staff employees available, 

in the light of service to be rendered as well as limitations of salary schedule. 

 

The goals of the district's personnel program shall include the following: 

  

►        Recruit, select and employ the best qualified personnel to staff the school district. 

  

►        Provide staff compensation and benefit programs sufficient to attract and retain 

qualified employees. 

  

►        Provide an in-service training program for employees to improve their performance and 

the overall rate of retention and promotion of staff. 

  

►        Conduct an employee appraisal program that will contribute to the continuous 

improvement of staff performance. 

  

►        Assign personnel to ensure they are utilized as effectively as possible. 

  

►        Develop the quality of human relationships necessary to obtain maximum staff 

performance and personal satisfaction. 

 

The superintendent of schools shall formulate the duties of principals, supervisors, teachers, 

secretaries, custodians, food service employees and other employees for the approval of the 

Board. 

 

 

General Employment Policies 

 

STAFF INVOLVEMENT IN DECISION MAKING  

 

The Board of Education encourages employees to contribute their ideas for the betterment of the 

school district. Members of both professional and support staff may be asked to assist in 

developing policies, rules and procedures and establishing the district goals and objectives, 

budget, and curriculum. The superintendent is authorized to establish any committees viewed as 

appropriate to recommend policies, rules and procedures for the proper functioning of the district. 

Staff members should be advised, however, that the final decision on matters on which their 
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advice is requested or received will rest with the Board or with the administrator(s) to whom the 

Board has delegated responsibility. 

 

The superintendent will establish channels for the intercommunication of ideas among the 

professional and support staff, the administration, and the Board regarding the operation of the 

schools. In addition, the superintendent shall also weigh with due consideration the counsel given 

by employees, and especially that given by groups designated to represent large segments of the 

professional and support staff. The superintendent shall inform the Board of such counsel when 

presenting reports of administrative action and recommendations for Board action. The 

superintendent's recommendations may vary from the advice of such counsel when, in his or her 

judgment, other considerations prevail. 

 

Each building administrator will maintain channels for conferring with both the professional and 

support staff in establishing building rules and procedures. In addition, professional staff 

employees will be given opportunity and encouragement to contribute in the development of the 

curriculum and other policies, rules and procedures pertaining to the instructional program. 

 

The West Plains R-VII School District recognizes the importance of maintaining ongoing 

positive relations with employees and consulting with employees when making decisions 

regarding salary and other conditions of employment. If employees request to do so, the district 

will bargain collectively with representatives of employees, in accordance with law. 

 

Furthermore, the Board understands that collectively bargained agreements are legally binding 

and is committed to carrying out the provisions of each agreement. The legal obligation to 

collectively bargain does not compel either the district or employee representatives to agree to a 

proposal or to make a concession. Board policy and district procedures will govern in the absence 

of a binding agreement, when the agreement does not address an issue, or when an agreement 

expires and a new agreement regarding the issue is not reached. The policies and procedures 

within this handbook will apply unless otherwise stated within a collectively bargained 

agreement. 

 

STAFF CONFLICT OF INTEREST 
 

Employees of the Board will not engage in any activity that raises a reasonable question of 

conflict of interest with their duties and responsibilities as members of the West Plains R-VII 

School District staff and may be disciplined or terminated for doing so. For the purposes of this 

policy, a "business with which a person is associated" means: 

  

1.       A sole proprietorship owned by the employee, his or her spouse or dependent children in 

the person's custody. 

  

2.       A partnership or joint venture in which the employee or spouse is a partner, other than as a 

limited partner of a limited partnership, and any corporation or limited partnership in 

which the employee is an officer or director or of which the employee, spouse or 

dependent children in the employee's custody, whether singularly or collectively, own 

more than ten (10) percent of the outstanding shares of any class of stock or partnership 
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units. 

  

3.       Any trust in which the employee is the settlor or trustee, or in which the employee, spouse 

or dependent children, singularly or collectively, are beneficiaries or holders of a 

reversionary interest of ten (10) percent or more of the corpus of the trust. 

 

The following activities are explicitly prohibited: 

  

1.       Except as allowed in this policy, employees or businesses with which they are associated 

are prohibited from selling or providing personal property to the district. 

  

2.       Employees will not participate in any manner, directly or indirectly, in which the 

employee attempts to influence any decision of the district when the employee knows the 

result of the decision may be the acceptance of the performance of a service or the sale, 

rental or lease of any property to the district and the employee, his or her spouse, 

dependent children in his or her custody or any business with which the employee is 

associated will benefit financially. 

  

3.       An employee will not use his or her position with the district to influence purchases made 

by students or their parents/guardians resulting in the financial gain of the employee, the 

employee's spouse, the dependent children of the employee, or businesses or businesses 

with which they are associated unless authorized by the Board of Education. 

  

4.       An employee will not trademark, patent, copyright or claim ownership interest in any 

inventions, publications, ideas, processes, compositions, programs, images or other 

intellectual property created by the employee in their capacity as an employee of the 

district, unless authorized by the Board of Education. The district will not pay royalties, 

licensing fees or other fees for use of intellectual property an employee creates in his or 

her capacity as an employee of the district to employees or businesses with which the 

employee is associated, unless authorized by the Board of Education. 

  

5.       An employee will not receive compensation other than the compensation received from 

the district for tutoring students currently enrolled in a class the employee teaches unless 

authorized by the Board of Education. Any private tutoring of students for a fee on 

district property is subject to facility usage policies and procedures. 

  

6.       Employees will not accept gifts of substantial value from vendors, students or parents 

unless authorized by the Board of Education. For the purposes of this policy, a gift has a 

"substantial value" if it is worth more than $50. 

  

7.       Employee will not use district property, including the district's intellectual property, or 

confidential information obtained in their capacity as employees of the district to 

financially benefit themselves or any other person or business unless authorized by the 

Board of Education. 
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Administrative or Executive Employees 
 

In addition to the above-listed requirements, the following restrictions apply to all administrative 

or executive employees in the school district, in accordance with law. Administrative and 

executive employees of the district may: 

  

1.       Provide services to the district as independent contractors, in addition to the compensation 

provided for the performance of their official duties. If the compensation for such 

services exceeds $500 per transaction or $5,000 per year, the district must first give 

public notice and competitively bid the services and the district employee's bid must be 

the lowest received. 

  

2.       Sell, rent or lease personal property to the district. The transaction must be bid and the 

employee's bid must be the lowest received if the compensation for the property exceeds 

$500 per transaction or $5,000 per year. 

  

3.       Sell, rent or lease real estate to the district. Public notice of the transaction must be given 

prior to execution if the compensation for the property exceeds $500 per transaction or 

$5,000 per year. 

  

4.       Not receive compensation or payment for services from any person, firm or corporation, 

other than the compensation provided by the district for the performance of their official 

duties, to attempt to influence a decision by the district. 

  

5.       Not perform any service for compensation by which they attempt to influence a decision 

of the district for one (1) year after the termination of their employment with the district. 

 

STAFF CONDUCT  

 

The Board of Education expects that each professional and support staff member shall put forth 

every effort to promote a quality instructional program in the school district. In building a quality 

program, employees must meet certain expectations that include, but are not limited to, the 

following: 

  

1.       Become familiar with, enforce and follow all Board policies, regulations, administrative 

procedures, other directions given by district administrators and state and federal laws as 

they affect the performance of job duties. 

  

2.       Maintain courteous and professional relationships with pupils, parents/guardians, other 

employees of the district and all patrons of the district. 

  

3.       Keep current on developments affecting the employee's area of expertise or position. 

  

4.       Transact all official business with the appropriate designated authority in the district in a 

timely manner. 
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5.       Transmit constructive criticism of other staff members or of any department of the school 

district to the particular school administrator who has the administrative responsibility for 

improving the situation. 

  

6.       Care for, properly use and protect school property. 

  

7.       Attend all required staff meetings called by district administration, unless excused. 

  

8.       Keep all student records, medical information and other sensitive information confidential 

as directed by law, Board policy, district procedures and the employee's supervisor. 

  

9.       Immediately report all dangerous building conditions or situations to the building 

supervisor and take action to rectify the situation and protect the safety of students and 

others if necessary. 

  

10.     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. Except in an 

emergency, no employee will leave an assigned group unsupervised. 

  

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

  

12.     Submit all required reports or paperwork at the time requested. Employees will not falsify 

records maintained by the school district. 

  

13.     Refrain from using profanity. 

  

14.     Dress professionally and in a manner that will not interfere with the educational 

environment. 

  

15.     Come to work and leave work at the time specified by the employee handbook or by the 

employee’s supervisor. It is expected that all Professional staff will arrive and be 

available to students and for supervision no later than 25 minutes prior to the start of 

school. Employees who are late to work, stop working before the scheduled time, or 

absent from work without permission may be subject to discipline, including termination. 

  

16.     School employees, other than commissioned law enforcement officers, shall not strip 

search students, as defined in state law, except in situations where an employee 

reasonably believes that the student possesses a weapon, explosive or substance that 

poses an imminent threat of physical harm to the student or others and a commissioned 

law enforcement officer is not immediately available. 

  

17.     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. 
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18.     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. 

  

19.     Employees will not use district funds or resources to advocate, support or oppose any 

ballot measure or candidate for public office. 

  

20.     Employees will not use any time during the working day for campaigning purposes, unless 

allowed by law. 

 

21.   Employees serve as representatives of the school at all times. Thus, employees must 

recognize that conduct outside the school setting could impact future employment with 

the district. Examples include, but are not limited to, behavior that threatens student 

safety or parental confidence. 

 

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 drugs or alcohol, the Board of 

Education commits itself to a continuing good-faith effort to maintain a drug-free workplace. 

The Board of Education shall not tolerate the manufacture, use, possession, sale, distribution or 

being under the influence of controlled substances, alcoholic beverages or unauthorized 

prescription medications by district employees on any district property; on any district-approved 

vehicle used to transport students to and from school or district activities; off district property at 

any district-sponsored or district-approved activity, event or function, such as a field trip or 

athletic event, where students are under the supervision of the school district; or during any 

period of time such employee is supervising students on behalf of the school district or is 

otherwise engaged in school district business. 

 

When it is evident that an employee has consumed alcoholic beverages or controlled substances 

off school property before or during a district activity, the staff member will not be allowed on 

school property or to participate in the activity and will be subject to the same disciplinary 

measures as for possession or consumption on district property. 

 

Staff members will be tested for alcohol and controlled substances if the district has reasonable 

suspicion that the staff member has violated this policy. In addition, staff members who operate 

district transportation must submit to alcohol and drug testing as otherwise required by law. All 

testing will be conducted in accordance with Board policy, administrative procedures and law. 

 

Any employee who violates this policy will be subject to disciplinary action, which may include 

suspension, termination and referral for prosecution. Employees may be required to satisfactorily 

participate in rehabilitation programs. 

 

Each employee of this school district is hereby notified that, as a condition of employment, the 

employee must abide by the terms of this policy and notify the superintendent or designee of any 

criminal drug statute conviction for a violation occurring in or on the premises of this school 
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district, or while engaged in regular employment. Such notification must be made by the 

employee to the superintendent or designee in writing no later than five (5) calendar days after 

conviction. The superintendent or designee will provide notice in writing of such violation to the 

United States Department of Education or other appropriate federal agency within ten (10) 

calendar days after the superintendent or designee receives such notification if the district 

receives any federal grants directly from such agency, as opposed to federal grants received 

through the Department of Elementary and Secondary Education (DESE). 

 

The district will take appropriate disciplinary action within 30 days. 

 

The district will institute a drug-free awareness program to inform employees of the dangerous 

and harmful nature of drug and alcohol abuse in the workplace, of this policy of maintaining a 

drug-free workplace, of available counseling and rehabilitation, and of the penalties that may be 

imposed upon employees for drug abuse violations occurring in the workplace. 

 

The Board of Education recognizes that employees who have a drug abuse problem should be 

encouraged to seek professional assistance. Although the district will not assume financial 

responsibility, an employee who requests assistance shall be referred to a treatment facility or 

agency in the community if such facility or agency is available. 

 

Upon the request of DESE or an agency of the United States, the district shall certify that it has 

adopted and implemented the drug prevention program described in this policy. The district shall 

conduct a biennial review of this policy to determine its effectiveness, implement necessary 

changes and ensure that the disciplinary sanctions are consistently enforced. 

 

This policy shall be communicated in writing to all present and future employees. Compliance 

with this policy is mandatory. 

 

EMPLOYEE ALCOHOL AND DRUG TESTING  

 

Provisions Applicable to All Employees 
 

Alcohol and Drug Prohibitions 
 

No employee may manufacture, use, possess, sell, distribute or be under the influence of alcohol 

or drugs in violation of the district's Drug-Free Workplace policy. All employees may be tested 

for alcohol and drugs if the district has reasonable suspicion that the employee has consumed 

alcohol or drugs in violation of Board policy. 

 

Program Coordinator 
 

The superintendent or designee will serve as the program coordinator to implement the alcohol 

and drug testing program of the district within the guidelines of this policy. 
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Training 
 

All staff who have supervisory duties over other staff members will be provided training on the 

effects of drug and alcohol use. The training will include physical, behavioral, speech and 

performance indicators of drug and alcohol use. Supervisors of employees who operate district 

transportation will be trained in accordance with federal law. 

 

Testing Program 
 

The district will use testing facilities with appropriately trained personnel for alcohol and drug 

testing. The district's drug and alcohol testing program shall provide individual privacy in the 

collection of specimen samples to the maximum extent possible. The specimen collection 

procedures and chain of custody shall ensure that specimen security, proper identification and 

integrity are not compromised. 

 

Refusal to Submit to Tests 
 

Drug or alcohol tests administered pursuant to this policy are mandatory. An employee refuses 

to submit when he or she fails to provide adequate breath or urine for testing when notified of 

the need to do so or engages in conduct that clearly obstructs the testing process. 

 

Consequences 
 

Employees who refuse to submit to a test, who test positive for prohibited substances or who 

take deliberate action with the intent to falsify test results will be subject to discipline, including 

termination, in accordance with Board policy and law. 

 

Treatment 
 

In addition to any disciplinary action taken, the district will provide employees a list containing 

the names, addresses and telephone numbers of substance abuse professionals and counseling 

and treatment programs when employees have a positive drug or alcohol test, refuse to take a 

test or otherwise request information about substance abuse treatment. 

 

District Records and Reports 
 

Alcohol and drug test results and records shall be maintained under strict confidentiality and 

released only in accordance with law. Upon written request, an employee shall receive copies of 

any records pertaining to his or her use of alcohol or drugs, including any records pertaining to 

his or her tests. Test records shall be maintained with the separate medical files of each 

employee. The district shall maintain records and reports of its alcohol and drug prevention 

program as required by law. 
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Notification to Employees 
 

The program coordinator shall ensure that all employees receive written materials explaining the 

district's drug and alcohol misuse prevention program, including copies of or access to 

applicable policies, procedures or handbooks. 

 

Employees shall sign statements certifying that they have received the materials. 

 

Provisions Applicable to Drivers 
 

In addition to the drug testing provisions applicable to all employees, the West Plains R-VII 

School District, which employs operators of commercial motor vehicles ("drivers"), is required 

to implement a drug and alcohol testing program that fulfills federal requirements. The district 

will use laboratories certified by the U.S. Department of Health and Human Services to conduct 

drug specimen analysis. This comprehensive program shall include conducting pre-employment 

drug testing and reasonable suspicion, random and post-accident testing for use of alcohol or 

drugs by drivers; notifying drivers of the requirements and consequences of the program; 

maintaining appropriate records; and complying with Missouri Department of Revenue's 

reporting requirements. 

 

As required by law, no driver shall report for duty within four (4) hours of using alcohol. No 

driver required to take a post-accident test shall use alcohol for eight (8) hours following the 

accident or until he or she undergoes a post-accident alcohol test, whichever comes first. 

 

Records of drug and alcohol tests and other related records shall be made available to a 

subsequent employer only as expressly requested in writing by the employee. 

 

CRIMINAL BACKGROUND CHECKS  

 

The West Plains R-VII School District is committed to providing a safe environment for 

students to learn. As part of this effort, the district will require criminal background checks of 

employees as well as certain volunteers and others working on school grounds in accordance 

with this policy. The Board directs the superintendent or designee to develop procedures and 

practices consistent with this policy. 

 

Definitions 
 

Criminal Background Check – A search of the Federal Bureau of Investigation’s criminal 

history files, the Missouri Highway Patrol's criminal database and sexual offender registry, the 

central registry of child abuse and neglect of the Children's Division (CD) of the Department of 

Social Services, or other databases designated by law or by the district. 

 

Driving Records – Traffic-related offenses contained in the Missouri Department of Revenue’s 

databases. 
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Employees 
 

Generally, the district will conduct a criminal background check in accordance with law on all 

new employees before they have contact with any student; however, the district will forgo a 

criminal background check on any teacher hired on a part-time or substitute basis if the teacher 

is hired within one (1) year of having retired from the West Plains R-VII School District. Any 

offer of employment is contingent upon the satisfactory outcome of the criminal background 

check, when required. The district has the sole and absolute discretion to determine whether the 

outcome is satisfactory. 

 

Drivers 
 

The district will conduct a criminal background check on all bus drivers, regardless of when they 

were first hired. The district may allow bus drivers to operate district transportation pending the 

results of the criminal background check. 

 

If the district contracts for student transportation services, the contract will require that the 

transportation company that provides services for the district conduct criminal background 

checks and will allow the district access to that information. 

  

Volunteers 
 

The district will conduct a criminal background check on all persons volunteering in positions 

where they will be left alone with a child. The superintendent or designee is directed to identify 

the volunteer positions in the district that require a criminal background check. The 

superintendent or designee must receive the results of the background check and officially 

approve the volunteer before he or she may begin service in the identified volunteer position. 

 

Independent Contractors 
 

The district will not conduct business with entities distributing or providing products or services 

to the West Plains R-VII School District in student-occupied facilities unless the contract 

includes a provision that prohibits the business from utilizing an employee on district property 

who is a registered sex offender or who is otherwise prohibited from being on school property 

by law. The district will also stipulate that contractors must require subcontractors to agree to the 

same conditions. 

 

Payment 
 

All applicants for employment and volunteers are responsible for the cost of the criminal 

background check, but the district may later reimburse the person at the district's discretion. The 

district will pay the expenses associated with conducting and renewing criminal background 

checks for current employees. The district will negotiate with independent contractors for 

payment of criminal background check expenses. 
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Updating Information 
 

The district reserves the right to require any person to submit to additional criminal background 

checks at the district's expense or to rerun background checks at any time. The district will 

update all criminal background checks required under this policy at least every five (5) years if 

the person is still volunteering or working for the district or working on district property. The 

district will update the driving records for all drivers of district transportation at least every six 

(6) months. Any employee refusing to submit to a background check may be disciplined or 

terminated. The district may decline to utilize the services of volunteers or contractors who 

refuse to participate. 

 

District Notification 
 

As a condition of continuing to work within the district, all employees and other persons 

required to submit to a criminal background check pursuant to this policy must notify the district 

if they are charged, convicted, plead guilty to or are otherwise found guilty of any misdemeanor 

or felony, regardless of the imposition of sentence. This notification must be made as soon as 

possible, but no later than five (5) business days after the event. 

 

Reporting Requirements 
 

The district will report to the Department of Elementary and Secondary Education (DESE) when 

information is obtained that a certificated person has pled guilty or no contest to or been found 

guilty of a crime or offense, regardless of whether a sentence has been imposed, in this state, 

another state or another country that may put the person's certificate in jeopardy pursuant to 

Missouri law. 

 

Confidentiality 
 

Information received by the district pursuant to a criminal background check is confidential. The 

district will only use this information for the district’s internal purposes in determining the 

suitability of an applicant, employee, volunteer or other worker on district property. The district 

will keep this information in a location that is only accessible to persons who need to know the 

information to carry out their responsibilities with the district. Any person submitting to a 

criminal background check may receive a copy of the background check information received by 

the district. 

 

Consequences 
 

The superintendent or designee is directed to exclude any person from employment, or to take 

action to terminate employment, whose criminal background check reveals that they have 

exhibited behavior that is violent or harmful to children or adults. Contracts with independent 

contractors will likewise address the suitability of workers on school grounds. 
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STAFF/STUDENT RELATIONS  

 

The relationship between professional staff members and students in the school district should 

be one of cooperation, understanding and mutual respect. All employees have the responsibility 

to provide an atmosphere conducive to learning, which should be accomplished through 

effective individual and group discipline. All students and staff will treat each other with 

respect.  

 

Differences and problems that arise between an employee and student are typically best worked 

out by conferences between these two (2) persons or between the employee and the parent of the 

student. However, employees and students should immediately report a violation or perceived 

violation of the district’s nondiscrimination and anti-harassment policy (AC), regardless of 

whether a conference has been held. 

 

No employee may use his or her status as an employee to adversely influence a student of the 

district. No employee may date, make advances toward, or engage in any sexual relationship 

with a district student, regardless of the student’s age, the perceived consensual nature of the 

relationship, where the advances are made or whether the employee directly supervises the 

student. Further, no employee may discuss or plan a future romantic or sexual relationship with 

a student. All employees possessing evidence of or witnessing such conduct or sexual 

harassment shall report it to the district’s administration immediately. All employees or school 

officials who know or have reasonable cause to suspect child abuse shall immediately report the 

suspected abuse to the principal or to the Children’s Division of the Department of Social 

Services hotline, pursuant to state law. 

 

PROFESSIONAL STAFF RECRUITING AND HIRING  

 

Because an effective educational program requires quality staff members, the Board and the 

administration of the West Plains R-VII School District will make every effort possible to 

attract and retain the best-qualified personnel. The Board of Education will employ personnel in 

accordance with law. 

 

The district's hiring procedures will comply with all federal and state laws, including laws 

prohibiting discrimination. All teachers and administrators must have valid certification to teach 

in Missouri schools. The district is an equal opportunity employer and hires only citizens of the 

United States and persons who are legally authorized to work in the United States. The West 

Plains R-VII School District will enroll and actively participate in a federal work authorization 

program in accordance with law. 

 

Recruiting 
 

Efforts will be made to recruit the best-qualified candidate for the position. New or vacant 

positions will be posted for at least five (5) 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 
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wait five (5) business days or that a longer period is necessary, the position will be advertised 

for as many days as is appropriate. Further, if the same or similar position was recently 

advertised, the superintendent or designee may utilize applications previously received without 

re-advertising the position. A position is not considered vacant if the Board, superintendent or 

designee assigns an existing employee to the position. 

 

Recruitment procedures will not overlook the talents and potential of individuals already 

employed by the school district. Any current, qualified employee meeting the stated 

requirements may apply for positions in the district. 

 

All requests for information concerning professional staff vacancies in the district shall be 

directed to the superintendent or designee. Persons interested in positions in the district must 

complete a formal application and provide all necessary information requested by the 

superintendent or designee. The superintendent or designee shall conduct interviews, review 

references and obtain other information as deemed necessary. 

 

The superintendent or designee will conduct background checks on employees and applicants 

for employment in accordance with law and Board policy. 

 

Hiring 
 

A position other than the superintendent's position will be filled by the Board of Education only 

after receiving the recommendation of the superintendent or designee. It is the policy of the 

Board of Education to employ highly qualified teachers with 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. If a 

candidate is not acceptable to the Board, the superintendent or designee should recommend 

another candidate. 

 

All applicants will be promptly notified once a decision has been made on the position. As 

required by law, probationary teachers, principals, assistant principals and other certificated 

employees in positions ineligible for tenure, except the superintendent, shall be notified in 

writing concerning re-employment on or before April 15 of the year in which the current 

contract expires. 

 

A spouse of a Board member will only be hired to fill a vacant or new position if the position 

has been advertised in accordance with this policy and if the superintendent has submitted a 

written recommendation supporting the employment of the spouse. If the spouse of a Board 

member is hired, the names of all applicants for that position as well as the name of the 

individual hired will be included in the appropriate Board minutes. 

 

The district will not accept an application of employment from a Board member, consider a 

Board member for employment or decide to employ a Board member while the member remains 

on the West Plains R-VII School District Board of Education. Board members who wish to 

apply for employment in the district must first resign from the Board. 
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If the district determines that it has a shortage of certificated teachers, the district may hire 

retired certificated teachers receiving retirement benefits from the Missouri Public School 

Retirement System to teach full time for up to two (2) years without loss of benefits to the 

teacher, if the district meets the requirements set by state law. The district may only hire retired 

teachers under this program if it has: 

  

1.         Made a good-faith effort to fill positions with candidates who have not retired. 

  

2.         Not offered early retirement incentives for either of the previous two (2) years. 

  

3.         Posted the vacancy for at least one (1) month and solicited applications through local 

newspapers, other media or teacher education programs. 

  

4.         Determined that there is an insufficient number of eligible applicants. 

  

5.         Declared a critical shortage of certificated teachers that is active for one (1) year. 

 

The total number of retired teachers hired under this section cannot exceed at any one (1) time 

the lesser of ten (10) percent of the total teacher staff in the district or five (5) certificated 

teachers. This provision does not apply to a retired certificated teacher employed as a 

superintendent. 

 

Contracting 
 

Unless the terms of the contract state otherwise, newly hired employees who receive a written 

contract must return the contract within 15 calendar days of the receipt of the contract, or the 

offer of employment will be deemed rejected. 

 

Probationary teachers, principals, assistant principals and other certificated employees in 

positions ineligible for tenure, except the superintendent, will receive a contract no later than 

May 15 of the year in which the current contract expires. Once such an employee has received a 

contract, the employee will have 15 calendar days to sign and return the contract or the contract 

shall be deemed to have been rejected. 

 

Tenured teachers shall be notified in writing by May 15 regarding the beginning date and length 

of the next school year and the amount of compensation to be received for the next school year 

as provided by the salary schedule adopted by the Board. A tenured teacher who does not notify 

the district of his or her intent to leave the district by June 1 is contractually bound to the district 

for the upcoming school year. 
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RESIGNATION OF PROFESSIONAL STAFF MEMBERS  

 

The district encourages teachers to notify the superintendent as soon as the teacher decides not 

to return or not to accept another contract with the district. Resignations become effective at the 

end of the school year in which they are submitted unless the district is notified otherwise.  

 

A tenured teacher has a binding contract with the district for the next school year if the teacher 

does not notify the district of his or her resignation in writing by June 1, or at the time a new 

contract is executed with the district if executed prior to June 1. A probationary teacher has a 

binding contract with the district once the teacher and the Board have executed a contract. 

 

Once under contract, only the Board has the authority to release the teacher from a contract. The 

Board considers serious illness, transfer of spouse and military service legitimate reasons for 

resignation of professional staff. However, the Board will consider each resignation on an 

individual basis. A teacher will not be released from a contract unless a suitable replacement is 

found. 

 

The Board reserves the right to pursue all available legal remedies when an employee breaks a 

contract with the district including, but not limited to, filing charges to have a teacher's 

certificate revoked or seeking a monetary judgment. 

 

EVALUATION OF PROFESSIONAL STAFF  

 

To assure high quality professional staff performance, and to advance the instructional 

programs of the West Plains R-VII School District, the Board will require a program of 

comprehensive, performance-based evaluations for each professional staff member it employs. 

The evaluation shall be ongoing and of sufficient specificity and frequency to provide for 

demonstrated standards of competency and academic ability. 

 

The primary purpose of a performance-based evaluation is to facilitate and improve instruction 

that enhances student learning. An effective evaluation system should identify areas of 

teaching/administrative strength and weakness and provide direction for maintaining and 

improving teacher/administrator skills through professional staff development activities. The 

secondary purpose is to determine whether performance meets the degree of competency 

required for continued employment and/or tenure. 

 

Probationary teachers are expected to demonstrate proficiency and/or growth on all identified 

criteria on the district's performance-based evaluation instrument. Failure to maintain this level 

of performance is a ground for non-renewal. 

 

The procedures and instruments for professional staff evaluation will be developed by the 

administration, in consultation with the district's professional staff, and will be approved by the 

Board. One copy of the completed evaluation form shall be given to the staff member 

concerned, one copy filed in the employee's personnel file at the office of the Board of 

Education and one copy retained by the appropriate administrator/evaluator. 
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PROFESSIONAL STAFF DEVELOPMENT OPPORTUNITIES 
 

The Board of Education of the West Plains R-VII School District recognizes the relationship 

between high-quality professional development and student achievement and therefore commits 

to a high-quality professional staff development program. The program will be aligned with the 

current Comprehensive School Improvement Plan (CSIP) and based on available student 

achievement data and the results of needs assessment at the school and district level. 

 

In support of this commitment the Board will: 

  

1.         Establish a Professional Development Committee (PDC) that will create and implement 

a Professional Development Plan (PDP) based on the district's CSIP. The PDP must be 

approved by the Board prior to implementation.  

 

2.         Allocate adequate funding for high-quality professional development activities as 

defined by law. 

 

3.         Provide leave and dismissal time for approved professional growth activities and 

reimbursement for expenses related to conferences and visitations.  

 

4.         Provide opportunities for increased compensation or advancement on the salary 

schedule with additional education or training in accordance with Board policies and 

procedures. 

 

5.         Provide opportunities for collective participation by staff members in the same school 

community, subject area, grade level or department. 

 

Professional Development for Teachers 
 

The professional development program for teachers will: 

  

1.         Be sustained over time. 

 

2.         Focus on specific content areas or instructional practices. 

 

3.         Support the collective learning of teachers. 

 

4.         Align with district, school and teacher goals. 

 

5.         Be infused with active learning and provide teachers the opportunity to practice and 

apply new knowledge. 

 

Professional development for teachers will include a beginning teacher assistance program and 

a mentoring program that meets or exceeds the standards established by the Department of 

Elementary and Secondary Education (DESE). 
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Professional Development for Administrators 
 

Professional development activities will be provided for superintendents, principals and other 

district personnel charged with administrative functions. As with professional development for 

teachers, professional development for administrators will be available on an individual basis 

and as part of a collective group. 

 

Professional development for administrators will align with Interstate School Leaders Licensure 

Consortium (ISLLC) standards and focus on support of classroom instruction. 

 

Administrators will participate in a Mentoring Program for Administrators.  

 

Program Evaluation 
 

The PDC will conduct an annual evaluation of the professional development program to 

determine whether professional development is aligned with the district's CSIP and identified 

instructional strategies. To the extent possible, the evaluation will determine the effect of the 

professional development program on student achievement as measured by assessments of 

student mastery of grade-level expectations. 

 

PROFESSIONAL STAFF MEETINGS  

 

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 other than emergency meetings, shall be 

announced in sufficient time to allow teachers to plan for attendance. 

 

Leave Policies 

 

PROFESSIONAL STAFF SHORT-TERM LEAVES AND ABSENCES 
 

Consistent contact with students and staff is important to the learning environment and district 

operation and therefore is an essential duty of a professional staff member's position. When a 

professional staff member is routinely tardy, frequently absent or is absent for an extended 

period of time, the learning environment and district operations deteriorate, and the students 

suffer. 

 

Professional staff employees may be terminated for excessive absences or tardiness. Unless 

authorized by the Board or the superintendent or otherwise authorized by law, an employee’s 

absence or tardiness is considered excessive if it: 

  

1.         Is for a reason not granted as paid or protected leave under Board policy. 

  

2.         Exceeds the number of days allotted by the Board for that particular leave. 
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3.         Is for a reason authorized by Board policy but exceeds five (5) days a month, 10 days in 

a semester or 20 days per school year. 

 

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. 

 

No employee will be disciplined or terminated for absences qualifying for protection under the 

Family and Medical Leave Act (FMLA) or other applicable law (see Board policy GBBDA). 

 

The district may require an employee to provide the district a doctor’s note or other verification 

of illness before the district applies sick leave or other applicable paid leave to the absence. The 

district may require an employee to present a certification of fitness to return to work whenever 

the employee is absent from work due to the employee's health. 

 

The following leaves with pay will be provided to full-time professional staff employees: 

  

1.         Sick Leave -- Unused paid leave will be cumulative to 100 sick leave days. An absence 

of over one (1) through four (4) hours shall be counted as a half-day of sick leave. An 

absence of over four (4) hours shall be counted as a full day of sick leave. 

  

Absences may be charged against sick leave for the following reasons: 

  

            a.         Illness, injury or incapacity of the employee. The Board reserves the right to 

require a physician's certification attesting to the illness or incapacity of the 

claimant and/or inclusive dates of the employee's incapacitation. FMLA health 

certification procedures apply to FMLA-qualifying absences, even if such 

absences are paid sick leave.  

  

            b.         Illness, injury, incapacity or funeral of a member of the immediate family. The 

Board defines "immediate family" to include spouse, parents, children, children's 

spouses, grandparents, grandchildren and siblings of an employee or employee's 

spouse and any other family member residing with the employee. (Note: 

"Family" for FMLA purposes is more limited.) 

  

            c.         Illness, injury or incapacity of other relatives, with permission granted by the 

superintendent. 

  

            d.         Pregnancy, childbirth and adoption leave in accordance with this policy. 

  

Staff members who are ill are encouraged to stay home to promote healing and reduce the risk 

of infecting others, especially during a pandemic or other significant health event. In the event 

of a pandemic or other significant health event, schools may be closed to all staff and students 
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or just students. If schools are closed only to students, staff members are expected to work 

regular schedules or use appropriate leave. 

  

During the period a district employee receives Workers’ Compensation benefits for time lost to 

work-related incidents (paid @ 2/3 the employee’s salary), the employee may use one-half (½) 

day of sick leave to supplement the Workers’ Compensation benefit amount. The amount of the 

Workers’ Compensation Benefit Check will be subtracted from the employee’s regular payroll 

amount. 

  

Any certificated employee who is a member of a retirement system shall remain a member 

during any period of leave under sick leave provisions of the district or under Workers' 

Compensation. The employee shall also receive creditable service credit for such leave time if 

the employee makes contributions to the system equal to the amount of contributions that he or 

she would have made had he or she been on active service status. 

  

Payment for Unused Sick Leave Days 

  

The purpose of this policy is to help reduce the number of sick days used by certified staff in 

order to continue our students’ education with the use of fewer substitute teachers. Any member 

of the Public School Retirement System of Missouri (PSRS) currently employed as a teacher or 

administrator (hereinafter “employee”) by the West Plains R-VII School District may 

participate in the unused sick day policy if the member meets the criteria. This only applies to 

the year that the employee is leaving the district (either resignation or retirement). 

  

Eligibility 

  

            ►          Participating individual must be certified staff and a member of the PSRS. 

  

            ►          Employee must be in good standing with the school district. 

  

            ►          Employee must be on full-time status. 

 

►          Administration has the ability to evaluate special circumstances and make                                              

decisions based on best practices as well as what benefits the employee and district. 

 

Amount of Compensation 

  

Certified staff will be compensated at the designated rate for any accumulated sick and PTO 

leave days as of June 1st if resignation/retirement letters are received by the human resources 

department by the established date.  

 

November 1st - $125   December 15th - $100   After December 15th - $50 

 

This amount will be added to employee’s last paycheck. 
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Additionally, any unused sick days that would be lost due to the maximum of 100 accumulated 

sick days will be purchased back annually by the district at a rate of Fifty (50) dollars per day.  

 

Survivorship Payment 

  

            ►        The employee shall designate a beneficiary in writing to the payroll office for 

unused sick leave. 

  

            ►        In the event of the employee’s death after separation from the district, but prior 

to completion of all payments provided under this policy, the designated 

beneficiary shall receive payments at the intervals prescribed under this policy. 

  

            ►        Any change to the designation of beneficiary must be submitted to the office of 

the Board of Education in writing. 

  

2.         Paid Leave -- Any Professional staff whose assignments call for 12 months of full-time 

employment will be entitled to 12 days of paid leave. Professional staff whose 

assignments call for full-time employment only during the regular school term will be 

entitled to ten (10) days of paid leave. Unused paid leave days do not accumulate, but 

revert back to sick leave. An absence of over one (1) through four (4) hours shall be 

counted as a half-day of paid leave. An absence of over four (4) hours shall be counted 

as a full day of paid leave.  Paid leave during the first two (2) weeks and/or two (2) 

weeks of a semester will only be approved in extenuating or unavoidable circumstances.  

This determination will be at the discretion of building administration.  

  

Absences may be charged against paid leave for the following reasons: 

  

            a.         Tax investigation. 

  

            b.         Court appearances, unless applicable law requires no leave be charged to the 

employee. 

  

            c.         Wedding or graduation. 

  

            d.         Observance of a religious holiday. 

  

            e.         Conducting personal business of such a nature that it cannot be performed on a 

Saturday, Sunday or before or after school hours, including parent-teacher 

conferences. 

  

            f.         Leave under the FMLA. 

  

            g.         Leave connected with duty as a volunteer firefighter, member of Missouri-1 

Disaster Medical Assistance Team, Missouri Task Force One, Urban Search and 

Rescue Team or activation by the Federal Emergency Management Agency 
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(FEMA) in times of national disaster. 

  

            h.         Leave for other purposes as approved by the principal. 

 

            i.         Illness, injury or incapacity of the employee. The Board reserves the right to 

require a physician's certification attesting to the illness or incapacity of the 

claimant and/or inclusive dates of the employee's incapacitation. FMLA health 

certification procedures apply to FMLA-qualifying absences, even if such 

absences are paid sick leave.  

  

            j.         Illness, injury, incapacity or funeral of a member of the immediate family. The 

Board defines "immediate family" to include spouse, parents, children, children's 

spouses, grandparents, grandchildren and siblings of an employee or employee's 

spouse and any other family member residing with the employee. (Note: 

"Family" for FMLA purposes is more limited.) 

  

            k.         Illness, injury or incapacity of other relatives, with permission granted by the 

superintendent. 

  

            l.         Pregnancy, childbirth and adoption leave in accordance with this policy. 

 

  

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. 

  

During the period a district employee receives Workers’ Compensation benefits for time lost to 

work-related incidents (paid @ 2/3 the employee’s salary), the employee may use one-half (½) 

day of personal leave to supplement the Workers’ Compensation benefit amount. The amount of 

the Workers’ Compensation Benefit Check will be subtracted from the employee’s regular 

payroll amount.  

  

3.         Vacation -- All professional staff employed on a 12-month basis will receive one (1), to 

two (2), or three (3) weeks of vacation per year. An employee must submit a written 

request for vacation to the superintendent or designee and receive written authorization 

before taking vacation days. If the employee's absence may disrupt district operations, 

the superintendent or designee has the discretion to deny a request for vacation or to 

limit the time of year the employee may take his or her vacation.  

 

Vacation Leave Procedure 

 

In order to be eligible for vacation days you must work for the district for 1 full year.  Vacation 

days are awarded on the fiscal year July 1 – June 30.  First year eligible for vacation days = 5 

days.  Second year eligible for vacation days = 10 days. Fifth year eligible for vacation days = 15 

days. 
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If an employee is hired effective July 1, 2007 as a 12 month employee, the employee must work 1 

full year in order to be eligible for vacation.  On July 1, 2008 the employee is eligible for 

(awarded) 5 days of vacation for July 1, 2008 thru June 30, 2009.  On July 1, 2009, the employee 

will be eligible (awarded) 10 days.  

 

Vacation days will accumulate up to a maximum of two years’ worth of leave or double the 

annual allotted amount.  If at the beginning of a year, the employee balance is equal to double 

the allotted amount, no days will be awarded.  

 

A district employee may not use vacation days during the period the employee receives 

Workers' Compensation for time lost to work-related incidents. 

 

Unless otherwise provided, the following leaves will be provided to full-time and part-time 

professional employees if the holiday falls during contracted time or regular working hours. 

  

1.         Holidays -- July 4th, Labor Day, Thanksgiving, Christmas, Memorial Day and New 

Year’s Day. Holiday pay does not apply to part-time employees. 

  

2.         Professional Leave -- Employees may be granted professional leave to attend classes or 

conferences, meet with mentors or participate in other approved professional growth 

activities. Professional leave must be approved by the superintendent or designee, 

arranged well in advance, and is not considered personal leave. 

  

3.         Military Leave -- The Board shall grant military leave as required by law. 

  

4.         Election Leave -- Any employee who is appointed as an election judge pursuant to state 

law may be absent on any election day for the period of time required by the election 

authority. The employee must notify the district at least seven (7) days prior to any 

election in which the employee will serve as an election judge. No employee will be 

terminated, disciplined, threatened or otherwise subjected to adverse action based on the 

employee's service as an election judge. 

  

5.         Leave to Vote -- Employees who do not have three (3) successive hours free from work 

while the polls are open will be granted a leave period of up to three (3) hours to permit 

the employees three (3) successive hours while the polls are open for the purpose of 

voting. Requests for such leave must be made prior to election day, and the employee's 

supervisors will designate when during the workday the leave should be taken. Any 

employee who properly requests leave to vote and uses the leave for that purpose will 

not be subject to discipline, termination or loss of wages or salary. 

  

6.         Jury Duty Leave -- An employee will be granted paid leave for time spent responding 

to a summons for jury duty, time spent participating in the jury selection process or time 

spent actually serving on a jury. An employee will not be terminated, disciplined, 

threatened or otherwise subjected to adverse action because of the employee's receipt of 

or response to a jury summons. 
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7.         Leave for Court Subpoena – If the subpoena is directly related to the employee's 

school duties, the employee will be released for court appearance without loss of leave. 

Other court appearances will be deducted from personal leave. 

  

8.         Firefighter Leave – Employees will be allowed to use personal, vacation and/or unpaid 

leave for any time taken to respond to an emergency in the course of performing duties 

as a volunteer firefighter. For the purposes of this section, "volunteer firefighter" 

includes members of Missouri-1 Disaster Medical Assistance Team, Missouri Task 

Force One, Urban Search and Rescue Team or those activated by FEMA in times of 

national disaster. Employees covered under this section shall not be terminated from 

employment for joining a volunteer fire department or for being absent from or late to 

work in order to respond to an emergency. Employees shall make every reasonable 

effort to notify the principal or supervisor if the employee may be absent from or late to 

work under this section. Employees are required to provide their supervisors with a 

written statement from the supervisor or acting supervisor of the volunteer fire 

department stating that the employee responded to an emergency along with the time 

and date of the emergency. 

  

9.         Crime Victim Leave – Any employee who is a crime victim, who witnesses a crime or 

who has an immediate family member who is a crime victim will not be required to use 

vacation, personal or sick leave in order to honor a subpoena to testify in a criminal 

proceeding, attend a criminal proceeding or participate in the preparation of the criminal 

proceeding. 

 

Pregnancy, Childbirth and Adoption Leave 
 

This section creates no rights extending beyond the contracted period of employment. FMLA 

certification and recertification procedures apply to FMLA-eligible employees. An employee 

must notify the district of the need for and anticipated duration of the leave at least 30 days 

before leave is to begin, if foreseeable. If 30 days' notice is not practical, the employee must 

give as much notice as possible. A pregnant employee shall continue in the performance of her 

duties as long as she is able to do so and as long as her ability to perform her duties is not 

impaired, based on medical opinion. 

 

Employees eligible for FMLA leave for the birth, first-year care, adoption or foster care of a 

child will have such leave applied in accordance with the FMLA. The district shall only apply 

up to six (6) weeks of accrued paid leave to such absences. 

 

Employees who are ineligible for FMLA leave may take up to six (6) weeks of leave for the 

birth, first-year care, adoption or foster care of a child and may use any combination of accrued 

sick leave, personal leave, vacation leave or unpaid leave. 

 

Pregnant employees who need more than six (6) weeks of paid or unpaid leave for a pregnancy-

related incapacity must provide certification of the medical necessity for such leave. 
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FAMILY AND MEDICAL LEAVE 

 

The district will administer leave that qualifies for Family and Medical Leave Act (FMLA) 

protection in accordance with federal law. This policy is intended for guidance and shall not be 

interpreted to expand the district's responsibilities beyond the requirements of the law. The 

district will post information concerning employees' rights under the FMLA in accordance with 

law and will provide such information in any employee handbooks that are distributed. For 

employees who are not eligible for FMLA leave, including employees who have exhausted 

available FMLA-protected leave, requests for leave and the use of benefits time shall proceed 

according to the district's established policies. 

 

Definitions 
 

The following definitions apply to FMLA leave: 

 

Active Duty – Call to, order to, or retention of duty of members of the uniformed services under 

federal law during a war or national emergency. 

 

Armed Forces – Army, Navy, Air Force, Marine Corps, Coast Guard. 

 

Child – A biological, adopted or foster child; a stepchild; a legal ward; or a child of a person 

acting as a parent if the child is under 18 or 18 or over but incapable of self-care due to mental 

or physical disability. For military FMLA leave only, "child" is not limited to individuals who 

are under 18 or over 18 but incapable of self-care due to mental or physical disability. 

 

Covered Servicemember – A member of the armed forces, National Guard or Reserves who is 

undergoing medical treatment, recuperation, therapy, is otherwise in outpatient status, or is 

otherwise on the temporary disability list for a serious injury or illness. 

 

Next of Kin – For the purposes of servicemember family leave, the nearest blood relative other 

than a spouse, parent, son or daughter, in order of priority as established by federal regulation. 

 

Outpatient Status – Covered servicemember assigned to a military medical treatment facility or 

a unit established for the purpose of providing command and control of members of the armed 

forces as outpatients. 

 

Parent – The biological, adoptive, step or foster parent of an employee or an individual who 

acted as a parent to an employee when the employee was a child under 18 or 18 or over but 

incapable of self-care due to mental or physical disability. For the purpose of servicemember 

family leave, a parent is eligible for leave even if the child is over 18 years of age. 

 

Qualifying Exigency – As defined by 29 C.F.R. § 825.126. 
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Serious Health Condition – Illness, injury, impairment or physical or mental condition that 

involves inpatient care in a hospital, hospice or residential medical facility or continuing 

treatment by a health care provider. 

 

Serious Illness or Injury – In the case of a member of the armed forces, including a member of 

the National Guard or Reserves, an injury or illness incurred in the line of duty on active duty 

in the armed forces that may render the member medically unfit to perform the duties of the 

member's office, grade, rank or rating. 

 

Spouse – Husband or wife. 

 

Uniformed Services – The armed forces, the Commissioned Corps of the National Oceanic and 

Atmospheric Administration and the Commissioned Corps of the Public Health Service. 

 

Eligibility 
 

To be eligible for FMLA leave benefits, the employee must: 

  

1.         Have been employed in the district for at least 12 months (but not necessarily 

consecutively). 

  

2.         Have been employed for at least 1,250 hours of service during the 12-month period 

immediately preceding the leave (full-time teachers are deemed to meet this 

requirement). 

  

3.         Be employed at a worksite where 50 or more employees are employed by the district 

within 75 miles of that worksite. 

  

4.         Provide the district at least a 30-day notice of an expected absence for foreseeable 

circumstances, if practical. 

 

An absence may qualify for FMLA protection if it is for one (1) of the following reasons: 

  

1.         Birth and first-year care of the employee's child. 

  

2.         Adoption or foster placement of a child with the employee. 

  

3.         Serious health condition of the employee or the employee's spouse, child or parent. 

  

4.         Care of a spouse, child, parent or next of kin who is a covered servicemember 

(servicemember family leave). 

  

5.         A qualifying exigency arising out of the fact that the spouse, child or parent of the 

employee is on active duty or has been notified of an impending call or order to active 

duty, in the armed forces in support of a contingency operation. 
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Leave Use 
 

For all FMLA purposes, the district adopts a 12-month leave year beginning on July 1 and 

ending the following June 30. 

  

1.         All eligible employees are entitled to leave for a period not to exceed 12 workweeks per 

leave year for: 

  

            ►          The birth and first-year care of the employee's child. 

  

            ►          The adoption or foster placement of a child with the employee. 

  

            ►          A serious health condition of the employee or the employee's spouse, child or 

parent. 

  

            ►          A qualifying exigency arising out of the fact that the spouse, child or parent of 

the employee is on active duty, or has been notified of an impending call or 

order to active duty, in the armed forces in support of a contingency operation. 

  

2.         All eligible employees are entitled to servicemember family leave for a period not to 

exceed 26 workweeks of leave per leave year for the care of a spouse, child, parent or 

next of kin who is a covered servicemember. This leave is only available during a single 

leave year. 

  

3.         Regardless of the reason leave is taken, no employee shall be entitled to a combined 

total of more than 26 workweeks of FMLA leave during the leave year. 

  

4.         When a husband and wife entitled to FMLA leave are both employed by the district and 

both wish to use FMLA leave for the same qualifying event, both employees will be 

limited to an aggregate total of 12 workweeks during a 12-month period in cases where 

the leave is taken for the birth or first-year care of the employees' child, adoption or 

foster placement of a child with the employees, or to care for a parent with a serious 

health condition. Likewise, when a husband and wife are both employed by the district 

and both wish to use servicemember family leave or a combination of servicemember 

family leave and leave for the birth or first-year care of their child, adoption or foster 

placement of a child with the employees, or to care for a parent with a serious health 

condition, both employees will be limited to an aggregate total of 26 workweeks of 

leave. 

  

5.         When an employee has an absence (taken as paid or unpaid leave) that meets the criteria 

to be an FMLA-qualified absence, the district will designate such absence as part of the 

employee’s total annual FMLA entitlement. If an employee is on a Workers' 

Compensation absence due to an injury or illness that would also qualify as a serious 

health condition under the FMLA, the same absence will also be designated as an 



 28 

FMLA-qualifying absence and charged against the employee’s FMLA-protected time 

entitlement. 

  

6.         The district shall apply appropriate paid leave, including sick leave, personal leave and 

vacation time, to an FMLA absence to the extent allowed by law and policy, giving 

proper notice to the employee. If an employee’s accrued paid leave is exhausted, but an 

FMLA-qualifying reason for absence persists or a new FMLA-qualifying reason for 

absence occurs, the resulting absences will continue to be protected FMLA leave until 

allowable FMLA leave has been used, but such absences will be unpaid. 

  

7.         FMLA leave may be taken intermittently as required for the health of the employee or 

family member or as reduced-schedule leave in hourly increments. Instructional 

employees may take intermittent leave only when the employee and the district have 

reached an agreement for how the leave will be used. 

  

8.         The district reserves the right to require certification of any FMLA-qualifying event or 

condition of the employee or employee’s spouse, child, parent or next of kin. 

Employees on FMLA-designated leave must periodically report on their status and 

intent to return to work. The district may also require that an employee present a 

certification of fitness to return to work. 

 

Instructional Employees 
 

If intermittent leave or reduced-schedule leave equals more than 20 percent of instructional 

time, the district may require instructional employees who take such leave due to medical 

reasons to take block leave or to find an alternative placement for the period of planned medical 

treatment. When an instructional employee on FMLA leave is scheduled to return close to the 

end of a school term, the district may elect to use a special rule to prolong the employee's leave 

until the beginning of the next school term, thus extending the leave beyond the period where 

an FMLA-qualifying reason exists. In such an instance, the prolonged leave time is unpaid and 

is not charged against the employee's annual FMLA entitlement. In cases where the special 

rules for instructional employees apply, the superintendent may apply those special rules or the 

general FMLA rules as best serves the interest of the district. 

 

Leave Protections 
 

The use of FMLA leave cannot result in the loss of any employment benefit that accrued prior 

to the start of the employee's leave. Eligible employees who are absent for an FMLA-qualifying 

reason generally may return to the same position or an equivalent position with equivalent pay, 

benefits and working conditions at the conclusion of the leave, in accordance with law. Eligible 

employees are entitled to continued participation in the district’s health plan as long as they are 

entitled to FMLA leave protection; however, an employee who fails to return to work after the 

expiration of his or her allowed leave time will be expected to reimburse the district for those 

benefits paid, as required by law. 
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The FMLA makes it unlawful for any employer to interfere with, restrain or deny the exercise 

of any right provided under the FMLA. Additionally, it is unlawful for any employer to 

discharge or discriminate against any person for opposing any practice made unlawful by the 

FMLA or for involvement in any proceeding under or relating to the FMLA. 

 

Enforcement 
 

The U.S. Department of Labor is authorized to investigate and resolve complaints of violation 

of the FMLA. An eligible employee may bring a civil action against an employer for violations. 

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any 

state law or local policy that provides greater family or medical leave rights. For additional 

information, contact the nearest office of the U.S. Department of Labor's Wage and Hour 

Division. 

 

PROFESSIONAL STAFF LONG-TERM LEAVES AND ABSENCES  

 

The Board of Education recognizes that the personal welfare and the professional growth of its 

employees may require occasional extended absences from duty. Therefore, the Board may 

grant the following long-term leaves of absence under specified conditions. 

 

 

Sabbatical Leaves of Absence 
 

The Board of Education may grant sabbatical leaves of absence to certificated employees for 

further professional study at the graduate level under the following conditions: 

  

1.       The leave of absence shall be based upon an application by the employee and the 

recommendation of the superintendent and shall not be granted for a period longer than 

one (1) year. 

  

2.       The applicant shall have been a certificated employee of the school district for not less 

than six (6) consecutive years immediately preceding the application. 

  

3.       The teacher shall request the leave 90 calendar days prior to the end of the school year 

preceding the leave period. 

  

4.       The Board of Education will not grant a sabbatical leave of absence unless the district is 

able to find a satisfactory replacement for the teacher. 

  

5.       The number of leaves granted in any one (1) year shall be left to the discretion of the 

Board of Education. 

  

6.       Upon the staff member's return to the school system, the employee shall be reinstated at 

the proper position on the salary schedule, losing only that time during which regular 

duties were not performed. The Board retains the right to reassign the teacher. 
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7.       The leave of absence shall be without pay or benefits by the school district. 

 

Military Leaves of Absence 
 

The Board of Education will grant military leave as required by law and as described in Board 

policy. 

  

1.       Pursuant to federal law, employment and re-employment rights shall be maintained for 

periods of service up to five (5) years or more as required by statute.  

  

2.       Pursuant to state law, employees taking military leave are entitled to up to 120 hours of 

paid leave for military duty. Pay will only be available for hours of military leave that 

occur at a time when the employee would otherwise have been required to be at work. 

  

3.       Leaves for military service will not be counted as continuous full-time service when 

computing tenure but shall not impair tenure previously acquired nor affect any credit 

toward tenure previously earned. 

  

4.       After initial employment with the district, time spent on military leave shall be counted in 

determining placement on the salary schedule. 

 

One-Year General Leaves of Absence 
 

The Board of Education may grant a one-year general leave of absence for reasons other than 

the continuation of professional study -- for example, illness, child rearing, adoption or other 

personal reasons. If applicable, the provisions of the Family and Medical Leave Act (FMLA) 

will be followed as required by law. General leaves are subject to the following conditions: 

  

1.       The leave of absence shall be based upon application by the teacher; it shall coincide with 

the school year and not be for a period of more than one (1) year. Leaves will not be 

counted as continuous full-time service when computing tenure but shall not impair 

tenure previously acquired nor affect any credit toward tenure previously earned. 

  

2.       The applicant shall have been a certificated employee of the school district for not less 

than six (6) consecutive years immediately preceding the application. 

  

3.       The teacher shall request the leave 90 calendar days prior to the end of the school year 

preceding the leave period. 

  

4.       The Board of Education shall be able to make satisfactory arrangements for the 

performance of the ordinary duties of the applicant during the period for which the leave 

of absence is requested. 

  

5.       The number of leaves granted in any one (1) year shall be left to the discretion of the 
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Board of Education. 

  

6.       Upon the staff member's return to the school system, the employee shall be reinstated at 

the proper position on the salary schedule, losing only that time during which regular 

duties were not performed. The Board retains the right to reassign the teacher. 

  

7.       The leave of absence shall be without pay or benefits by the school district. 

 

PROFESSIONAL STAFF CATASTROPHIC OR EMERGENCY SICK LEAVE  

 

In the event that an individual has been employed by the district on a full time basis for five (5) 

consecutive years or longer, has depleted his or her sick leave days for a given school year and 

is in an emergency situation the following guidelines shall be put in effect. 

  

►        The individual presents his or her emergency status to the superintendent for evaluation. 

This plan covers only the individual and his or her immediate family member (spouse, 

children, parents).  

  

►        If the superintendent finds that the individual’s circumstances are of an emergency 

nature, the individual will be allotted the provisions of the plan as follows: 

  

          ►        The individual will forfeit two (2) weeks (ten [10] working days) pay before the 

plan will be initiated. 

  

          ►        After the designated two (2) weeks have elapsed, the individual will again receive 

his or her full salary. The individual, through monthly salary deductions from the 

superintendent’s office, will then pay the wages of his or her substitute. 

  

          ►        After the individual has expended a total of 20 consecutive or nonconsecutive 

working days pursuant to the emergency situation, the superintendent will review 

the case. 

  

          ►        Each individual’s emergency sick leave days will not exceed a total of 80 days 

over a three (3) year period. 

  

          ►        This plan applies to all individuals regardless of years taught. 
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Personal Floating Holidays 

Personal floating holidays (PFH) (Effective September 1, 2013) 

Personal floating holiday’s accrual plan 

The West Plains School District annually provides three (3) personal floating holidays (PFHs) as 

paid time off from work each fiscal year (July 1 – June 30).  

Employees covered 

12-month, full-time employees 

Eligibility  

Three (3) PFHs will be granted to 12-month employees on each July 1st following the completion 

of the employee’s first complete fiscal year. The fiscal year for the school district is from July 1 

– June 30.  

Carryover 

Personal floating holidays that are unused at the end of the fiscal year (June 30th) are forfeited. 

Unused PFHs will not be applied toward sick leave. No payment is made to the employee in lieu 

of personal floating holidays, including termination of employment. 

Transfer and separation 

When an employee transfers to another position in the school district that is not a full-time, 12-

month position, the employee will retain their personal floating holiday accruals for the 

remainder of that fiscal year. 

Upon separation from the school district, the employee will not be compensated for unused 

PFHs. 

Scheduling 

Employees must request PFH leave and receive approval from their supervisor at least 2 weeks 

prior to use. PFH’s are available to employees for use in conjunction with any federal holiday 

and/or religious observance. In extenuating circumstances, the supervisor may approve PFH’s to 

be used as an extension of bereavement time.  

Scheduling personal floating holidays on short notice for emergency purposes is at the discretion 

of the supervisor, who may request documentation of the reason for the emergency. 

No Advance. Personal floating holiday time cannot be taken before it is granted. 
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Employee Benefits 

 

PROFESSIONAL STAFF SALARY SCHEDULES  

 

The following operational plan shall serve as implementing guidelines for the professional staff 

salary schedule adopted by the Board of Education: 

  

1.       The professional staff will be employed by the Board based on the recommendation of the 

superintendent. 

  

2.       Maintenance of the salary schedule is dependent on the local levy approvals and 

continued state financial support. 

  

3.       The minimum contract period for all full-time certificated personnel will be determined 

annually by the school district. 

  

4.       The professional salary schedule does not apply to extended contracts or extra-duty 

contracts. 

  

5.       Experienced teachers who are new to the school district may receive credit for previous 

experience. No one can advance more than one (1) step vertically and two (2) columns 

horizontally per year. The salary a teacher will receive will be determined at the time the 

teacher contracts with the district, or by June 1 for tenured teachers. A teacher cannot 

progress on the salary schedule after entering into a contract for a school year, unless 

authorized in the contract. 

  

6.       Teachers with less than a Master’s Degree 

  

          ►        Advancement Vertically – In order to advance vertically on the salary schedule, a 

teacher must have completed the equivalent of one full year of service to the 

district. 

  

          ►        Advancement Horizontally – To advance horizontally on the salary schedule, 

teachers must earn graduate hours in areas approved by the superintendent. 

  

7.       Prior to the 2013-2014 school year, Non-degree career/technical teachers may advance 

horizontally on the salary schedule after they have completed the minimum of 20 

semester hours of professional training for teaching, as outlined by the Department of 

Elementary and Secondary Education. This horizontal movement will be allowed for 

hours taken and completed after the teacher has completed the minimum 20 hours 

referred to above. One (1) horizontal step will be allowed for each eight (8) hours of 

work completed. These hours need not be graduate hours. These hours must be approved 

by the superintendent. Credit may also be given by the superintendent for workshops 

and technical training which are not college credited. During their first year in the school 

district, non-degree vo-tech teachers will be placed on the first step of the B.A. column 

of the salary schedule and progress vertically two (2) steps per year for three (3) years. 
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This policy will not apply to teachers who are placed on the new vocational salary 

schedule adopted by the school board for the 2013-14 school year. 

 

8.       In order to advance on the salary schedule for completion of additional college graduate 

hours, professional staff must receive approval by the administration prior to enrolling in 

the course.  

  

9.       Each teacher may be assigned one (1) or more activities to sponsor without an increase in 

salary. 

  

10.     The Board of Education may recognize certification and teaching in high need areas on 

the salary schedule when it deems it necessary to secure or retain qualified personnel in 

any area where there is a shortage of qualified staff. 

 

PROFESSIONAL STAFF FRINGE BENEFITS 
 

The Board recognizes that fringe benefits are an integral part of the total compensation plan for 

full-time professional staff members. The Board of Education shall provide fringe benefits to all 

full-time professional staff members by offering participation in a group insurance plan. The 

contract for insurance will be submitted to competitive bidding at the discretion of the board and 

upon advisement of the employee insurance committee. Any plan of group health insurance shall 

include a provision allowing persons who retire, or who have retired, to become members of the 

plan if they are eligible to receive benefits under the Public School Retirement System of 

Missouri (PSRS), by paying premiums at the same rate as other members of the group, pursuant 

to the limitations set forth in § 169.590, RSMo. In addition, the Board shall establish a premium-

only cafeteria plan, as permitted under federal law, accessible by employees of the school district. 

  

COBRA 
 

At the time of commencement of coverage under the plan, an employee shall be given his or her 

first notification of rights under the Consolidated Omnibus Budget Reconciliation Act (COBRA). 

Further notification is contingent upon the occurrence of a qualifying event and, in applicable 

situations, notification to the district that a qualifying event has occurred, as required by law. 

 

WORKERS' COMPENSATION  

 

Pursuant to state law, an employee of the West Plains R-VII School District who is injured, killed 

or who is exposed to and contracts any occupational disease arising out of and in the course of 

employment is eligible for compensation in accordance with this policy and the Missouri 

Workers' Compensation Law. 

 

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 
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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. 

 

Use of Leave 
 

The district does not permit the use of paid leave for absences during the period when the 

employee receives workers' compensation wage benefits. Because by law an employee will not 

receive workers' compensation wage benefits for the first three (3) days of absence if the total 

absence is less than 14 days, the district will apply available paid leave for those days. However, 

the employee will only receive compensation for those days once the district knows that the 

employee will not receive workers' compensation wage benefits for those days. 

 

Employees who are absent due to an illness or injury compensable under workers' compensation 

and who are receiving such compensation will not lose seniority or any accumulated paid leave 

due to the absence. However, the employee will not continue to accumulate paid leave during the 

absence. 

 

Employees are required to use accumulated paid leave to receive medical treatment, evaluation or 

to attend physical rehabilitation during work time. If paid leave has been exhausted and the 

employee must be absent during work time to receive medical treatment, evaluation or to attend 

physical rehabilitation in conjunction with a work-related injury or illness, the employee may be 

granted unpaid leave. 

 

Medical Providers 
 

The district may designate medical providers to be used in the administration of workers’ 

compensation claims and treatment. A list of district-designated providers will be available to 

employees upon request. If a medical provider has been designated by the district and the 

employee chooses to use his or her own provider, the employee is responsible for all costs 

associated with the provision of those services. 

 

Loss of Benefits 
 

An injury caused by the failure of employees to use safety devices provided by the district or 

obey rules adopted by the district for the safety of employees will result in the reduction of 

benefits payable under this policy and pursuant to law. 

 

Violation of the district’s Drug-Free Workplace policy or any other district policy, procedure or 

rule relating to the use of alcohol or nonprescribed controlled substances will result in a reduction 
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or loss of benefits payable under this policy and pursuant to law if the injury was sustained in 

conjunction with the use of alcohol or nonprescribed controlled substances. 

 

The Board authorizes post-injury testing for nonprescribed controlled substances or alcohol in 

accordance with Board policy and law. Refusal to submit to the test will result in the loss of 

benefits. 

 

An employee is disqualified from receiving temporary total disability workers' compensation 

benefits during any period of time in which the employee receives unemployment benefits. 

 

Temporary, partial or total disability workers' compensation benefits are not payable if an 

employee is terminated from employment for misconduct post-injury. 

 

Employee Disciplinary Policies 

 

SUSPENSION OF PROFESSIONAL STAFF MEMBERS  

 

The Board delegates to the superintendent the authority to suspend any staff member for violation 

of Board policies, for violation of state law, for any other good cause or to investigate allegations 

of misconduct in accordance with this policy and law. Action shall be taken when, in the judgment 

of the superintendent, the best interests of the school will be served by immediate suspension. 

 

Employees without Contracts 
 

The superintendent may suspend with or without pay professional staff members who are not 

under contract. Any employee who strip searches a student in violation of law will be immediately 

suspended without pay and may be terminated. The superintendent shall report any such 

suspension to the Board of Education. The superintendent's decision will stand approved unless 

reversed by the Board. 

 

Employees with Contracts 
 

Employees with contracts may be suspended with pay in accordance with law. 

 

Employees with contracts may be suspended without pay only after appropriate due process. Prior 

to suspension without pay during the term of a contract, a professional staff member shall be 

notified of the charges, given an opportunity to discuss the charges and informed of the 

opportunity to appeal the suspension to the Board of Education. The employee must request an 

appeal within ten (10) days of notice of suspension without pay. If the employee appeals, the 

employee may also be suspended with pay pending the appeal. In general, pay will not be 

withheld until the Board renders its decision, unless an appeal has been waived. 

 

Pursuant to state law, any employee who strip searches a student in violation of law will be 

immediately suspended without pay and may be terminated. Prior to the suspension without pay, 

the professional staff member shall be notified of the charges, given an opportunity to discuss the 

charges and informed of the opportunity to appeal the suspension to the Board of Education. If the 
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Board reverses the suspension, the employee will be reimbursed for any pay withheld. Depending 

on the length and nature of the suspension, the employee may receive additional due process as 

required by law. 

 

TERMINATION OF PROFESSIONAL STAFF MEMBERS  

 

Noncertificated Personnel 
 

Employees with Contracts 
 

Employees with contracts will be terminated after due process in accordance with the contract and 

law. 

 

Employees without Contracts 
 

The superintendent may terminate employees who are not under contract. The superintendent shall 

report any such termination or suspension to the Board of Education, and the decision will stand 

approved unless reversed by the Board. 

 

Certificated Personnel 
 

Termination of certificated personnel shall be done in accordance with the provisions of the 

Teacher Tenure Act of Missouri or other applicable law. In addition to termination, the district 

reserves the right to file and prosecute charges with the State Board of Education for the 

revocation of a teaching certificate, pursuant to state law. The district may also petition the office 

of the Attorney General to file charges with the State Board of Education on behalf of the school 

district for any cause other than annulment of contract. 

 

The superintendent or designee shall immediately provide written notice to the State Board of 

Education and the Attorney General upon learning that a certificated employee has pled guilty or 

was found guilty of any offense that would authorize the State Board to seek discipline or revoke a 

teaching certificate. 

 

Tenured Teachers 

  

I.       Method 

  

          A.      A tenured teacher shall not be terminated by the Board of Education of a school 

district except for one (1) or more of the following causes: 

  

                    1.       Physical or mental condition unfitting him or her to instruct or associate with 

children. 

  

                    2.       Immoral conduct. 
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                    3.       Incompetency, inefficiency or insubordination in the line of duty. 

  

                    4.       Willful or persistent violation or failure to obey the school laws of the state or 

the published regulations of the Board of Education of the school district 

employing him or her. 

  

                    5.       Excessive or unreasonable absence from performance of duties. 

  

                    6.       Conviction of a felony or crime involving moral turpitude. 

  

          B.      In determining the professional competency or efficiency of a tenured teacher, 

consideration should be given to regular and special evaluation reports prepared in 

accordance with district policy and to any written standards of performance 

adopted by the Board. 

  

          C.      A tenured teacher's contract may not be terminated by the Board of Education until 

after service upon the teacher of written charges specifying with particularity the 

grounds alleged to exist for termination of such contract, notice of a hearing on 

charges and, if requested by the teacher, a hearing by the Board of Education. 

  

          D.      If the charges are for incompetency, inefficiency or insubordination, at least 30 days 

before service of the notice of charges, the superintendent will give the teacher a 

warning in writing stating specifically the causes which, if not removed, may result 

in charges. Thereafter, the superintendent or designee and the teacher shall meet in 

an effort to resolve the matter. Thirty days' notice is not necessary for termination 

for charges other than incompetency, inefficiency and insubordination. 

  

          E.      Notice of a hearing upon charges, together with a copy of charges, shall be served on 

the tenured teacher at least 20 days prior to the date of the hearing. The notice and 

copy of charges may be served upon the teacher by certified mail with personal 

delivery, addressed to the employee at his or her last known address. If the teacher 

or the teacher's agent does not within ten (10) days after receipt of the notice 

request a hearing on the charges, the Board may, by a majority vote, order the 

contract of the teacher terminated. If a hearing is requested by either the teacher or 

the Board of Education, it shall take place not less than 20 or more than 30 days 

after notice of the hearing has been furnished to the tenured teacher. 

  

          F.       On the filing of charges in accordance with this section, the Board may suspend the 

teacher from active performance of duty until a decision is rendered by the Board, 

but the teacher's salary shall be continued during such suspension unless the law 

requires the suspension to be without pay. If a decision to terminate a teacher's 

employment is appealed and the decision is reversed, the teacher shall be paid his 

or her salary lost while the appeal was pending. 

  

II.      Termination Hearing 
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If a hearing is requested on the termination of a tenured contract or is otherwise used for the 

termination of a professional staff member under this policy, it shall be conducted by the Board of 

Education in accordance with the following provisions: 

  

          A.      The hearing shall be public. 

  

          B.      Both the teacher and the person filing charges may be represented by counsel who 

may cross-examine witnesses. 

  

          C.      Testimony at hearings shall be on oath or affirmation administered by the president of 

the Board of Education who shall have the authority to administer oaths in 

accordance with law. 

  

          D.      The Board shall have the power to subpoena witnesses and documentary evidence as 

provided in § 536.077, RSMo., and shall do so on its own motion or at the request 

of the teacher against whom charges have been made. The Board shall hear 

testimony of all witnesses named by the teacher. However, the Board may limit the 

number of witnesses to be subpoenaed on behalf of the teacher to not more than ten 

(10). 

  

          E.      The Board of Education shall employ a stenographer who shall make a full record of 

the proceedings of the hearings and who shall, within ten (10) days after the 

conclusion thereof, furnish the Board of Education and the teacher, at no cost to the 

teacher, a copy of the transcript of the record, which shall be certified by the 

stenographer to be complete and correct. The transcript shall not be open to public 

inspection unless the hearing on the termination of the contract was an open 

hearing or if an appeal from the decision of the Board is taken by the teacher. 

  

          F.       All costs of the hearing shall be paid by the Board except the cost of counsel for the 

teacher. 

  

          G.      The decision of the Board of Education resulting in the demotion of a tenured teacher 

or the termination of a tenured contract shall be by a majority vote of the members 

of the Board of Education, and the decision shall be made within seven (7) days 

after the transcript is furnished them. A written copy of the decision shall be 

furnished to the teacher within three (3) days thereafter. 

  

III.     Appeal 

  

          A.      The teacher may appeal the decision of the Board of Education to the circuit court of 

the county where the district is located. The appeal shall be taken within 15 days 

after service of a copy of the decision of the Board of Education upon the teacher, 

and if an appeal is not taken within that time, then the decision of the Board of 

Education shall become final. 
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          B.      The appeal may be taken by filing notice of appeal with the Board of Education, 

whereupon the Board of Education, under its certificate, shall forward to the court 

all documents and papers on file in the matter, together with a transcript of the 

evidence, the findings and the decision of the Board of Education, which shall 

thereupon become the record of the cause. Such appeal shall be heard as provided 

in Chapter 536, RSMo. 

 

Probationary Teachers 
 

A probationary teacher may be terminated during the course of a contract for good cause 

including, but not limited to, the reasons for terminating a tenured teacher. 

 

If in the opinion of the Board of Education any probationary teacher has been doing unsatisfactory 

work, the Board of Education, through its authorized administrative representative, shall provide 

the teacher with a written statement definitely setting forth his or her alleged incompetency and 

specifying the nature thereof in order to furnish the teacher an opportunity to correct his or her 

fault and overcome the incompetency. If improvement satisfactory to the Board of Education has 

not been made within 90 days of receipt of the notification, the Board of Education may terminate 

the employment of the probationary teacher immediately. Termination on other grounds may 

progress immediately. 

 

Any motion to terminate the employment of a probationary teacher shall include only one (1) 

person and must be approved by a majority of the members of the Board of Education. A tie vote 

thereon constitutes termination. A probationary teacher will receive due process as required by 

law prior to termination. The district may utilize the process for dismissal of tenured teachers. 

 

Certificated Administrative Staff Ineligible for Tenure 
 

Certificated employees ineligible for tenure (other than the superintendent) in their present 

positions, such as principals and assistant principals, may be terminated during the course of a 

contract for good cause including, but not limited to, the reasons for terminating instructional 

personnel. No improvement period is required prior to the notice of charges. If an administrator 

other than the superintendent is also a tenured teacher, the district will provide the terminated 

administrator a teaching position if a position is available in accordance with law, unless the 

teaching contract has also been terminated. An administrator will receive due process prior to 

termination as required by law. The district may utilize the process for dismissal of tenured 

teachers. 
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Non-Discrimination and Anti-Harassment 

 

PROHIBITION AGAINST ILLEGAL DISCRIMINATION AND HARASSMENT 
 

General Rule 
 

The West Plains R-VII School District Board of Education is committed to maintaining a 

workplace and educational environment that is free from illegal discrimination or harassment in 

admission or access to, or treatment or employment in, its programs, activities and facilities. 

Discrimination or harassment against employees, students or others on the basis of race, color, 

religion, sex, national origin, ancestry, disability, age or any other characteristic protected by law is 

strictly prohibited in accordance with law. The West Plains R-VII School District is an equal 

opportunity employer. Students, employees and others will not be disciplined for speech in 

circumstances where it is protected by law. The Board also prohibits: 

  

1.         Retaliatory actions based on making complaints of prohibited discrimination or harassment 

or based on participation in an investigation, formal proceeding or informal resolution 

concerning prohibited discrimination or harassment. 

  

2.         Aiding, abetting, inciting, compelling or coercing discrimination or harassment. 

  

3.         Discrimination or harassment against any person because of such person’s association with 

a person protected from discrimination or harassment due to one (1) or more of the above-

stated characteristics. 

 

All employees, students and visitors must immediately report to the district for investigation any 

incident or behavior that could constitute illegal discrimination or harassment. 

 

Additional Prohibited Behavior 
 

Behavior that is not unlawful or does not rise to the level of illegal discrimination or harassment 

might still be unacceptable for the workplace or the educational environment. Demeaning or 

otherwise harmful actions are prohibited, particularly if directed at personal characteristics 

including, but not limited to, socioeconomic level, sexual orientation or perceived sexual 

orientation. 

 

Consequences 
 

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 

school grounds or otherwise restricted while on school grounds. 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. 

 

In accordance with law and district policy, any person suspected of abusing or neglecting a child 
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will be reported to the Children’s Division (CD) of the Department of Social Services. 

 

Definitions 
 

Discrimination – Conferring, refusing or denying benefits or providing differential treatment to a 

person or class of persons in violation of law based on race, color, religion, sex, national origin, 

ancestry, disability, age or any other characteristic protected by law, or based on a belief that such a 

characteristic exists. 

 

Harassment – A form of discrimination, as defined above, that occurs when the school or work 

environment becomes permeated with intimidation, ridicule or insult that is sufficiently severe or 

pervasive enough that it unreasonably alters the employment or educational environment. 

 

Behaviors that could constitute illegal harassment include, but are not limited to, the following acts 

if based on race, color, religion, sex, national origin, ancestry, disability, age or any other 

characteristic protected by law or a belief that such a characteristic exists: graffiti; display of 

written material or pictures; name calling; slurs; jokes; gestures; threatening, intimidating or hostile 

acts; theft; or damage to property. 

 

Sexual Harassment – A form of discrimination, as defined above, on the basis of sex. Sexual 

harassment is unwelcome conduct that occurs when a) benefits or decisions are implicitly or 

explicitly conditioned upon submission to, or punishment is applied for refusing to comply with, 

unwelcome sexual advances, requests for sexual favors or conduct of a sexual nature; or b) the 

school or work environment becomes permeated with intimidation, ridicule or insult that is based 

on sex or is sexual in nature and that is sufficiently severe or pervasive enough to alter the 

conditions of participation in the district’s programs and activities or the conditions of 

employment. Sexual harassment may occur between members of the same or opposite sex. The 

district presumes a student cannot consent to behavior of a sexual nature with an adult regardless of 

the circumstance. 

 

Behaviors that could constitute sexual harassment include, but are not limited to: 

  

1.         Sexual advances and requests or pressure of any kind for sexual favors, activities or contact. 

  

2.         Conditioning grades, promotions, rewards or privileges on submission to sexual favors, 

activities or contact. 

  

3.         Punishing or reprimanding persons who refuse to comply with sexual requests, activities or 

contact. 

  

4.         Graffiti, name calling, slurs, jokes, gestures or communications of a sexual nature or based 

on sex. 

  

5.         Physical contact or touching of a sexual nature, including touching of intimate parts and 

sexually motivated or inappropriate patting, pinching or rubbing. 
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Grievance – A verbal or written report (also known as a complaint) of discrimination or 

harassment made to the compliance officer. 

 

Compliance Officer 
 

The Board designates the following individual to act as the district’s compliance officer: 

 

Director of Human Resources 

305 Valley View Dr., West Plains MO 65775 

Ph: (417) 256-6155; Fax: (417) 256-8616 

 

The compliance officer will: 

  

1.         Coordinate district compliance with this policy and the law. 

  

2.         Receive all grievances regarding discrimination and harassment in the West Plains R-VII 

School District. 

  

3.         Serve as the district’s designated Title IX, Section 504 and Americans with Disabilities Act 

(ADA) coordinator, as well as the contact person for compliance with other discrimination 

laws. 

  

4.         Investigate or assign persons to investigate grievances; monitor the status of grievances; 

and recommend consequences. 

  

5.         Seek legal advice when necessary to enforce this policy. 

  

6.         Report to the superintendent and the Board aggregate information regarding the number and 

frequency of grievances and compliance with this policy. 

  

7.         Make recommendations regarding the implementation of this policy. 

  

8.         Coordinate and institute training programs for district staff and supervisors as necessary to 

meet the goals of this policy, including instruction in recognizing behavior that constitutes 

discrimination and harassment. 

  

9.         Perform other duties as assigned by the superintendent. 

 

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 

305 Valley View Dr., West Plains, MO 65775 

Ph: (417) 256-6150; Fax: (417) 256-8616 
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Public Notice 

 

The superintendent or designee will continuously publicize the district’s policy prohibiting illegal 

discrimination and harassment and disseminate information on how to report discrimination and 

harassment. Notification of the district's policy will be posted in a public area of each building used 

for instruction or employment or open to the public. Information will also be distributed annually 

to employees, parents/guardians and students as well as to newly enrolled students and newly hired 

employees. District bulletins, catalogs, application forms, recruitment material and the district’s 

website will include a statement that the West Plains R-VII School District does not discriminate in 

its programs, activities, facilities or with regard to employment. The district will provide 

information in alternative formats when necessary to accommodate persons with disabilities. 

 

Reporting 
 

All persons must report incidents that might constitute illegal discrimination or harassment directly 

to the compliance officer or acting compliance officer. All district employees will direct all persons 

seeking to make a grievance directly to the compliance officer. Even if the potential victim of 

discrimination or harassment does not file a grievance, district employees are required to report to 

the compliance officer any observations, rumors or other information regarding discrimination or 

harassment prohibited by this policy. If a verbal grievance is made, the person will be asked to 

submit a written complaint to the compliance officer or acting compliance officer. If a person 

refuses or is unable to submit a written complaint, the compliance officer will summarize the 

verbal complaint in writing. A grievance is not needed for the district to take action upon finding a 

violation of law, district policy or district expectations. 

 

Students, employees and others may address concerns directly with the person alleged to have 

caused harassment or discrimination in an attempt to resolve the issue but are not expected or 

required to do so. 

   

Student-on-Student Harassment 
 

Building-level administrators are in a unique position to identify and address discrimination and 

harassment between students, particularly when behaviors are reported through the normal 

disciplinary process and not through a grievance. The administrator has the ability to immediately 

discipline a student for any behavior that otherwise would lead to disciplinary action in accordance 

with the district’s discipline policy. The administrator will report all incidents of harassment and 

discrimination to the compliance officer and will direct the parent/guardian and student to the 

compliance officer for further assistance. The compliance officer may determine that the incident 

has been appropriately addressed or recommend additional action. When a grievance is filed, the 

investigation and complaint process detailed below will be used. 

 

Investigation 
 

The district will immediately investigate all grievances. All persons are required to cooperate fully 

in the investigation. The district compliance officer or other designated investigator may utilize an 

attorney or other professionals to conduct the investigation. 
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In determining whether alleged conduct constitutes discrimination or harassment, the district will 

consider the surrounding circumstances, the nature of the behavior, the relationships between the 

parties involved, past incidents, the context in which the alleged incidents occurred and all other 

relevant information. Whether a particular action or incident constitutes a violation of this policy 

requires a determination based on all of the facts and surrounding circumstances. If, after 

investigation, school officials determine that it is more likely than not that discrimination, 

harassment or other prohibited behavior has occurred, the district will take immediate corrective 

action. 

 

Grievance Process Overview 

  

1.         If a person designated to hear a grievance or appeal is the subject of the grievance, the next 

highest step in the grievance process will be used. 

  

2.         Investigation and reporting deadlines are not mandatory upon the district when more time 

might be necessary to adequately conduct an investigation and to render a decision. When 

extended, the person filing the complaint will be notified. If more than twice the allotted 

time has expired without a response, the appeal may be taken to the next level. 

  

3.         Failure of the person filing the grievance to appeal within the timelines given will be 

considered acceptance of the findings and remedial action taken. 

  

4.         The district will investigate all grievances, even if an outside enforcing agency such as the 

Office for Civil Rights, law enforcement or the CD is also investigating a complaint arising 

from the same circumstances. 

  

5.         The district will only share information regarding an individually identifiable student or 

employee with the person filing the grievance or other persons if allowed by law and in 

accordance with Board policy. 

  

6.         Upon receiving a grievance, district administrators or supervisors, after consultation with 

the compliance officer, will take immediate action if necessary to prevent further potential 

discrimination or harassment during the pending investigation. 

 

Grievance Process  

  

1.         Level I – A grievance is filed with the district's compliance officer. The compliance officer 

may, at his or her discretion, assign a school principal or other appropriate supervisor to 

conduct the investigation when appropriate. 

  

Regardless of who investigates the grievance, an investigation will commence immediately, 

but no later than ten (10) working days after the compliance officer receives the grievance. 

The compliance officer will complete a written report within 30 working days of receiving 

the grievance that 1) summarizes the facts; 2) makes conclusions on whether the facts 
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constitute a violation of this policy; and 3) if a violation of this policy is found, 

recommends corrective action to the superintendent. If someone other than the compliance 

officer conducts the investigation, the compliance officer or acting compliance officer will 

review and sign the report. The person who filed the grievance will be notified in writing, in 

accordance with law and district policy, regarding whether the policy has been violated. 

  

2.         Level II – Within five (5) working days after receiving the Level I decision, the person 

filing the grievance may appeal the compliance officer’s decision to the superintendent by 

notifying the superintendent in writing. The superintendent may, at his or her discretion, 

designate another person (other than the compliance officer) to review the matter when 

appropriate. 

  

Within ten (10) working days, the superintendent will complete a written decision on the 

appeal, stating whether a violation of this policy is found and, if so, stating what corrective 

actions will be implemented. If someone other than the superintendent conducts the appeal, 

the superintendent will review and sign the report before it is given to the person appealing. 

A copy of the appeal and decision will be given to the compliance officer or acting 

compliance officer. The person who filed the grievance will be notified in writing, in 

accordance with law and district policy, regarding whether the policy has been violated. 

  

3.         Level III – Within five (5) working days after receiving the Level II decision, the person 

filing the grievance may appeal the superintendent’s decision to the Board by notifying the 

Board secretary in writing. The person filing the grievance will be allowed to address the 

Board, and the Board may call for the presence of such other persons deemed necessary. 

The Board will issue a decision within 30 working days for implementation by the 

administration. The Board’s decision and any actions taken are final. The Board secretary 

will give the compliance officer or acting compliance officer a copy of the appeal and 

decision. The person who filed the grievance will be notified in writing, in accordance with 

law and district policy, regarding whether the policy has been violated. 

 

Confidentiality and Records 
 

To the extent permitted by law and in accordance with Board policy, the district will keep 

confidential the identity of the person filing a grievance and any grievance or other document that 

is generated or received pertaining to grievances. Information may be disclosed if necessary to 

further the investigation, appeal or resolution of a grievance, or if necessary to carry out 

disciplinary measures. The district will disclose information to the district’s attorney, law 

enforcement, the CD and others when necessary to enforce this policy or when required by law. In 

implementing this policy, the district will comply with state and federal laws regarding the 

confidentiality of student and employee records. Information regarding any resulting employee or 

student disciplinary action will be maintained and released in the same manner as any other 

disciplinary record. 
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STAFF COMPLAINTS AND GRIEVANCES  

 

It is the intent of the Board of Education to address staff complaints and grievances at the earliest 

possible time and at the lowest level of supervision. Therefore the Board directs the superintendent 

or designee to create a procedure detailing how employees may bring complaints and receive 

responses to their complaints. 

 

If a complaint has been made to the employee's immediate supervisor, building-level supervisor, and 

the superintendent or their designee and the employee has received responses from these persons, 

the employee may appeal to the Board of Education. The employee must submit a written request 

for an appeal within five (5) workdays after receiving a decision from the superintendent. The 

decision of the Board will be final. 

 

Complaint processing should be viewed as a positive and constructive effort to establish the facts 

upon which the complaint is based and come to a fair conclusion. Employees will not be 

discriminated against nor will reprisal be attempted against an employee because a complaint was 

filed. 

  

I.         Definition 

  

Complaint and/or Grievance -- An employee's assertion that he or she is adversely affected 

by a violation, misinterpretation or misapplication of a published district policy, procedure or 

regulation, or of an employee handbook, employee contract or existing law. Complaints 

relating to discrimination or harassment will be resolved in accordance with policy AC. 

  

II.        Exclusions 

  

This regulation shall not apply to complaints for which state law establishes a procedure for 

obtaining a Board hearing. In addition, complaints about non-renewal of a probationary 

teacher's contract, or about any other official Board action, shall be directed to the Board; 

and a hearing on the same, unless required by state law, shall be discretionary with the 

Board. Complaints concerning evaluations, except those which lead to a loss of pay, will be 

excluded. 

 

General Policies/Procedures 

 

TECHNOLOGY USAGE 

 

The West Plains R-VII School District's technology exists for the purpose of maximizing the 

educational opportunities and achievement of district students. Research shows that students who 

have access to technology improve achievement. In addition, technology assists with the 

professional enrichment of the staff and Board and increases engagement of students' families and 

other patrons of the district, all of which positively impact student achievement. The district will 

periodically conduct a technology census to ensure that instructional resources and equipment that 

support and extend the curriculum are readily available to teachers and students. 

 



 48 

The purpose of this policy is to facilitate access to district technology and to create a safe 

environment in which to use that technology. 

 

Definitions 
 

For the purposes of this policy and related procedures and forms, the following terms are defined: 

 

Technology Resources – Technologies, devices and resources used to access, process, store or 

communicate information. This definition includes, but is not limited to: computers, modems, 

printers, scanners, fax machines and transmissions, telephonic equipment, audio-visual equipment, 

Internet, electronic mail, electronic communications devices and services, multi-media resources, 

hardware and software. 

 

User – Any person who is permitted by the district to utilize any portion of the district’s 

technology resources including, but not limited to, students, employees, School Board members 

and agents of the school district. 

 

User Identification (ID) – Any identifier that would allow a user access to the district’s technology 

resources or to any program including, but not limited to, e-mail and Internet access. 

 

Password – A unique word, phrase or combination of alphabetic, numeric and non-alphanumeric 

characters used to authenticate a user ID as belonging to a user. 

 

Authorized Users 
 

The district's technology resources may be used by authorized students, employees, School Board 

members and other persons such as consultants, legal counsel and independent contractors. All 

users must agree to follow the district’s policies and procedures. Unless authorized by the 

superintendent or designee, all users must have a signed User Agreement on file with the district 

before they are allowed access to district technology resources. 

 

Use of the district’s technology resources is a privilege, not a right. No potential user will be given 

an ID, password or other access to district technology if he or she is considered a security risk by 

the superintendent or designee. 

 

User Privacy 
 

A user does not have a legal expectation of privacy in the user's electronic communications or 

other activities involving the district’s technology resources, including e-mail and access to the 

Internet or network drives. By using the district's network and technology resources, all users are 

consenting to having their electronic communications and all other use monitored by the district. A 

user ID with e-mail access will only be provided to authorized users on condition that the user 

consents to interception of or access to all communications accessed, sent, received or stored using 

district technology. 

 

Electronic communications, downloaded material and all data stored on the district’s technology 
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resources, including files deleted from a user’s account, may be intercepted, accessed or searched 

by district administrators or designees at any time in the regular course of business to protect users 

and district equipment. Any such search, access or interception will be reasonable in inception and 

scope and shall comply with all applicable laws. 

 

Technology Administration 
 

The Board directs the superintendent or designee to create procedures governing technology usage 

and to assign trained personnel to maintain the district’s technology in a manner that will protect 

the district from liability and will protect confidential student and employee information retained 

on or accessible through district technology resources. 

 

Administrators of computer resources may suspend access to and/or availability of the district’s 

technology resources to diagnose and investigate network problems or potential violations of the 

law or district policies and procedures. All district technology resources are considered district 

property. The district may maintain or improve technology resources at any time. The district may 

remove, change or exchange hardware or other technology between buildings, classrooms or users 

at any time without prior notice. Authorized district personnel may install or remove new programs 

or information, install new equipment, upgrade any system or enter any system to correct problems 

at any time. 

 

Content Filtering and Monitoring 
 

The district will monitor the online activities of minors and operate a technology protection 

measure (“filtering/blocking device”) on the network and/or all computers with Internet access, as 

required by law. The filtering/blocking device will be used to protect against access to visual 

depictions that are obscene or harmful to minors or are child pornography, as required by law. 

Filtering/Blocking devices are not foolproof, and the district cannot guarantee that users will never 

be able to access offensive materials using district equipment. Evasion or disabling, or attempting 

to evade or disable, a filtering/blocking device installed by the district is prohibited. 

 

The superintendent, designee or the district's technology administrator may disable the district's 

filtering/blocking device to enable a non-student user access for bona fide research or for other 

lawful purposes. In making decisions to disable the district's filtering/blocking device, the 

administrator shall consider whether the use will serve a legitimate educational purpose or 

otherwise benefit the district. 

 

Closed Forum 
 

The district’s technology resources are not a public forum for expression of any kind and are to be 

considered a closed forum to the extent allowed by law. The district’s webpage will provide 

information about the school district, but will not be used as an open forum. 

 

All expressive activities involving district technology resources that students, parents/guardians 

and members of the public might reasonably perceive to bear the imprimatur of the district and that 

are designed to impart particular knowledge or skills to student participants and audiences are 
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considered curricular publications. All curricular publications are subject to reasonable prior 

restraint, editing and deletion on behalf of the school district for legitimate pedagogical reasons. 

All other expressive activities involving the district’s technology are subject to reasonable prior 

restraint and subject matter restrictions as allowed by law and Board policies. 

 

Records Retention 

 

Trained personnel shall establish a retention schedule for the regular archiving or deletion of data 

stored on district technology resources that complies with the Public School District Records 

Retention Manual as well as the General Records Retention Manual published by the Missouri 

Secretary of State. In the case of pending or threatened litigation, the district's attorney will issue a 

litigation hold directive to the superintendent or designee. 

 

The litigation hold directive will override any records retention schedule that may have otherwise 

called for the transfer, disposal or destruction of relevant documents until the hold has been lifted 

by the district's attorney. E-mail and computer accounts of separated employees that have been 

placed on a litigation hold will be maintained by the district's information technology department 

until the hold is released. No employee who has been so notified of a litigation hold may alter or 

delete any electronic record that falls within the scope of the hold. Violation of the hold may 

subject the individual to disciplinary actions, up to and including termination of employment, as 

well as personal liability for civil and/or criminal sanctions by the courts or law enforcement 

agencies. 

 

Violations of Technology Usage Policies and Procedures 
 

Use of technology resources in a disruptive, manifestly 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 into 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. 

 

Damages 
 

All damages incurred by the district due to a user's intentional or negligent misuse of the district's 

technology resources, including loss of property and staff time, will be charged to the user. District 

administrators have the authority to sign any criminal complaint regarding damage to district 

technology. 

 

No Warranty/No Endorsement 
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The district makes no warranties of any kind, whether expressed or implied, for the services, 

products or access it provides. The district's technology resources are available on an "as is, as 

available" basis. 

 

The district is not responsible for loss of data, delays, nondeliveries, misdeliveries or service 

interruptions. The district does not endorse the content nor guarantee the accuracy or quality of 

information obtained using the district's technology resources. 

 

      EMPLOYEE TECHNOLOGY AGREEMENT 

 

Access to the Internet is a wonderful opportunity to interact with the world at large. The opportunity 

brings with it a number of responsibilities. In order to use the Internet services available in the West 

Plains School District, you must read the following information and sign the computer/internet 

agreement that follows.  

1. The use of any West Plains School District computer which provides access to the Internet is 

a privilege which may be revoked by administrators at any time for abusive or inappropriate 

conduct. Such conduct would include, but is not limited to, the placing of unlawful information on or 

through the computer, network, accessing another person's files or e-mail, and the use of obscene, 

abusive, or otherwise objectionable language or images in either public or private files or messages.  

Downloading of Real Audio Players and Screen Savers, Desktop Backgrounds is also considered a 

violation of this agreement.  Also the playing of Internet Games on the District’s Network is also 

prohibited.  

2. Because of the potentially large number of individuals who might need to use the computers 

for Internet as well as personal productivity, student access may be limited to a specified time, as 

provided by the instructor(s) and/or administration.  

3. The district reserves the right to inspect any material stored in files to which users have 

access and will edit or remove any material which the district staff, in its sole discretion, believes 

may be objectionable. Users of the computers/Internet will not use their account to obtain, view, 

download, or otherwise gain access to potentially objectionable materials. This includes text 

materials, video images, or sound files that may be considered objectionable.  

4. The District will monitor the on-line activities of minors and operate a technology protection 

measure (“filtering/blocking device”) on all computers with Internet access, as required by law.  The 

filtering/blocking device will protect against access to visual depictions that are obscene, harmful to 

minors and child pornography, as required by law. Because the district’s technology is a shared 

resource, the filtering/blocking device will apply to all computers with Internet access in the District.  

Any attempt to disable the Computer from using the Filtering/Blocking device is strictly prohibited.   

5. The district's Internet access is provided primarily for educational purposes under the 

direction of district staff. Non-educational use may be limited at any time by district staff.  

6. Information services and features contained on the West Plains School District network are 

intended for the private use of its patrons. Any commercial or other unauthorized use of those 

materials, in any form, is expressly forbidden.  

7. The district does not warrant that the functions of the system will meet any specific 

requirements you may have, or that it will be error-free or interrupted; nor shall it be liable for any 

direct or indirect, incidental, or consequential damages (including lost data, information, or profits) 

sustained or incurred in connection with the use, operation, or inability to use the system.  
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8. Rules and regulations of system usage will be added and posted from time to time by the 

faculty/administrators of the district and/or the network. Users of computers/Internet are subject to 

these rules and regulations.  

9. The West Plains School District's computers/network is intended for the exclusive use of its 

registered users. As a user, you are responsible for the use of your password and account. Any 

problems, which arise from the use of a user’s account, are the responsibility of the account holder. 

Any misuse will result in suspension of the account privileges.  

10. Deletion, examination, copying, or modification of files and/or data belonging to other users 

without their prior consent is prohibited.  

11. Commercial software is placed on the computer for the use and convenience of students and 

staff. Any unlawful use such as the copying of copyrighted material without the express written 

permission of the owner or the proper license is prohibited.  

12. Any unauthorized, deliberate action, which damages or disrupts a computing system 

(including the willful introduction of computer "viruses" or other disruptive/destructive programs), 

alters its normal performance, or causes it to malfunction is prohibited. Intentional attempts to 

"crash" network systems or programs are punishable disciplinary offenses.  

13. All damages incurred by the district due to the misuse of district’s technology resources, 

including the loss of property and staff time, will be charged to the user.  District Administrators 

have the authority to sign any criminal complaint regarding damage to district technology. 

E-MAIL AGREEMENT POLICY 

 Acceptance of Terms of Use - West Plains R-7 e-mail is provided to registered users 

(each, a "User") under these Terms of Use. By sending and receiving e-mail through West Plains 

R-7 mail servers (wphs.k12.mo.us), you are indicating your agreement to be bound by these 

terms of use.  

 Registration Information - Neither wphs.k12.mo.us nor West Plains R-7 School District 

will disclose any individual User's name, address, email address or telephone number without 

such User's prior written consent, except to the extent necessary or appropriate to comply with 

applicable laws or in legal proceedings where such information is relevant 

 Modifications of these Terms of Use - West Plains R-7 Technology Services may modify 

these Terms of Use at its sole discretion. West Plains R-7 Technology Services will provide 

Users with reasonable notice of any such changes and continued use of West Plains R-7 e-mail 

will be conditioned upon each User's affirmative acceptance of any such changes.  

 Contents of Messages -  Users alone are responsible for the contents of their messages, 

and the consequences of any such messages. User agrees that it will not use West Plains R-7 e-

mail for chain letters, junk mail, "spamming," solicitations (commercial or non-commercial) or 

any use of distribution lists to any person who has not given specific permission to be included in 

such a process. User further agrees not to use West Plains R-7 e-mail to send any messages or 

material that are unlawful, harassing, libelous, abusive, threatening, harmful, vulgar, obscene or 

otherwise objectionable material of any kind or nature or that encourages conduct that could 

constitute a criminal offense, give rise to civil liability or otherwise violate any applicable local, 

state, national or international law or regulation.  West Plains R-7 Technology Services reserves 

the right to terminate any User's account if it becomes aware and determines, at its sole 

discretion, that such User is violating any of the foregoing guidelines.    
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 Account and Password - User is responsible for maintaining the confidentiality of its account 

number and password. User shall be responsible for all uses of its account, whether or not 

authorized by User. User agrees to immediately notify West Plains R-7 Technology Services of 

any unauthorized use of its account. 

CORPORAL PUNISHMENT  

 

Corporal punishment, as a measure of correction or of maintaining discipline and order in schools, is 

permitted. However, it shall be used only when all other alternative means of discipline have failed, 

and then only in reasonable form and upon the recommendation of the principal. If found necessary, it 

should be administered preferably by the principal in the presence of the teacher. It should never be 

inflicted in the presence of other pupils, nor without a witness. 

 

Corporal punishment shall be administered only by swatting the buttocks with a paddle. When it 

becomes necessary to use corporal punishment, it shall be administered so that there can be no chance 

of bodily injury or harm. Striking a student on the head or face is not permitted. 

 

  The principal shall submit a discipline referral in the student management system, explaining the  

  reason for the use of corporal punishment as well as the details of the administration of the same. 

 

A staff member may, however, use reasonable physical force against a student without advance notice 

to the principal, if it is essential for self-defense, the preservation of order, or for the protection of 

other persons or the property of the school district. 

 

REPORTING AND INVESTIGATING CHILD ABUSE/NEGLECT 
 

Public School District Liaison 
 

The superintendent shall designate a specific person or persons to serve as the public-school 

liaison(s) and forward that information to the local division office of the Children's Division (CD) of 

the Department of Social Services. The liaison(s) shall develop protocol in conjunction with the chief 

investigator of the local division office to ensure information regarding the status of a child abuse or 

neglect investigation is shared with appropriate school personnel. All written information received by 

any public-school district liaison or the school shall be subject to the provisions of the Family 

Educational Rights and Privacy Act (FERPA). 

 

The liaison(s) will also serve on multidisciplinary teams used in providing protective or preventive 

social services along with law enforcement, the juvenile officer, the juvenile court and other 

agencies, both public and private. 

 

It will be the responsibility of the liaison(s) to arrange for training and information necessary to assist 

staff members in identifying possible instances of child abuse and neglect, including annual updates 

regarding any changes in the law. Additionally, the liaison is charged with implementing a planned 

program of personal safety and awareness education, including methods for preventing sexual abuse, 

that shall be provided to teachers, students and parents/guardians. 
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Reporting Child Abuse/Neglect 
 

The Board of Education requires its staff members to comply with the state child abuse and neglect 

laws and the mandatory reporting of suspected neglect and/or abuse. Any school official or employee 

acting in his or her official capacity who knows or has reasonable cause to suspect that a child has 

been subjected to abuse or neglect, or who observes the child being subjected to conditions or 

circumstances that would reasonably result in abuse or neglect, will immediately make a report to the 

Child Abuse Hotline to the CD, as required by law. The school principal or designee will be 

responsible for making a report regarding excessive absences that may indicate educational neglect. 

This policy does not preclude any employee from directly reporting abuse or neglect to the CD. 

However, the school official or employee must notify the school principal or designee immediately 

after making a report. 

 

The school principal will make the superintendent aware that a report has been made and will keep 

him or her aware of the status of the case. If the school principal or designee has reason to believe 

that a victim of such abuse or neglect is a resident of another state or was injured as a result of an act 

that occurred in another state, then, in addition to notifying the Missouri CD pursuant to this policy, 

he or she may also make a report to the child protection agency with the authority to receive such 

reports, pursuant to law, in the other state. 

 

The district, as a mandated reporter, will be entitled, upon request, to information on the general 

disposition of the report. The district may also receive findings and information concerning the case, 

if requested. The information should be shared with the staff member who originated the report but 

should not be released to anyone else without written authorization from the CD. Parents/Guardians 

should be referred to the CD for information regarding the investigation. Parents or guardians have 

access to the CD records after the investigation is completed, except that the identity of the reporter is 

not released. 

 

Any person who in good faith participates in the making of such reports, or in any judicial 

proceeding resulting therefrom, will be immune from civil or criminal liability. It shall not be the 

responsibility of the school official or employee who initiated the report to prove that the child has 

been neglected or abused. 

 

Investigating Child Abuse/Neglect 
 

When the CD receives a child abuse report alleging that an employee of a school district has abused a 

student, the report is immediately referred to the superintendent (or the president of the School Board 

in situations concerning the superintendent), who will conduct an initial investigation. If the report 

relates to a spanking by a certificated school employee administered pursuant to written district 

policy or if it is determined that the sole purpose of the report is to harass a school employee, the 

superintendent, Board president or the Board president's designee will jointly investigate the matter 

with the juvenile officer or a law enforcement officer designated by the juvenile officer. The 

superintendent and Board president are authorized to contact and utilize the district's attorney to 

assist in the investigation. Findings and conclusions will be issued as required by law. 

 

All other reports of any nature will be immediately returned to the CD for investigation, and the 
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superintendent will take no further action. The superintendent and/or School Board president will be 

considered a member of the multidisciplinary team and as such will be involved in the investigation 

and have access to appropriate information, including the outcome of the investigation. 

 

The superintendent will prepare and implement procedures as necessary to accomplish the intent of 

this policy and of the law. 

 

West Plains District Bullying Policy (JFCF) 

In order to promote a safe learning environment for all students, the West Plains R-VII School 

District prohibits all forms of bullying. The district also prohibits reprisal or retaliation against 

any person who reports an act of bullying among or against students. 

Definitions 

Bullying – In accordance with state law, bullying is defined as intimidation, unwanted aggressive 

behavior, or harassment that is repetitive or is substantially likely to be repeated and causes a 

reasonable student to fear for his or her physical safety or property; that substantially interferes 

with the educational performance, opportunities or benefits of any student without exception; or 

that substantially disrupts the orderly operation of the school. Bullying includes, but is not 

limited to: physical actions, including violence, gestures, theft, or property damage; oral, written, 

or electronic communication, including name-calling, put-downs, extortion, or threats; or threats 

of reprisal or retaliation for reporting such acts. 

Cyberbullying – A form of bullying committed by transmission of a communication including, 

but not limited to, a message, text, sound or image by means of an electronic device including, 

but not limited to, a telephone, wireless telephone or other wireless communication device, 

computer or pager. The district has jurisdiction over cyberbullying that uses the district's 

technology resources or that originates on district property, at a district activity or on district 

transportation. Even when cyberbullying does not involve district property, activities or 

technology resources, the district will impose consequences and discipline for those who engage 

in cyberbullying if there is a sufficient nexus to the educational environment, the behavior 

materially and substantially disrupts the educational environment, the communication involves a 

threat as defined by law, or the district is otherwise allowed by law to address the behavior. 

School Day – A day on the school calendar when students are required to attend school. 

Designated Officials 

The principal of each building is hereby designated as the individual to receive and investigate 

reports of bullying. Each building principal shall designate at least two teachers or administrators 

in the building who are authorized to receive and investigate reports of bullying in the principal's 

absence or at the principal's discretion. 

The district compliance officer appointed in policy AC will serve as the districtwide anti bullying 

coordinator. The antibullying coordinator will receive all completed investigative reports from 

all buildings and analyze the reports to identify any information that would inform the district's 
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antidiscrimination and antibullying education and training programs. In addition, the antibullying 

coordinator will assist in making any relevant reports as required by state and federal law. 

Reporting Bullying 

School employees, substitutes or volunteers are expected to intervene to prevent student 

bullying, appropriately discipline the perpetrator, assist the victim and report the incident to the 

building principal or designee for further investigation and action. Any school employee, 

substitute or volunteer who witnesses or has firsthand knowledge of bullying of a student must 

report the incident to the building principal or designee as soon as possible, but no later than two 

school days after the incident. 

Students who have been subjected to bullying, or who have witnessed or have knowledge of 

bullying, are encouraged to promptly report such incidents to a school employee. Any school 

employee receiving such a report shall promptly transmit the report to the building principal or 

designee. 

If the bullying incident involves students from more than one district building, the report should 

be made to the principal or designee of the building in which the incident took place or, if more 

appropriate, to the principal or designee of the building attended by the majority of the 

participants in the incident. 

Investigation 

Within two school days of receiving a report of bullying, the principal or designee will initiate an 

investigation of the incident. Reports that involve students from multiple buildings will be 

investigated cooperatively by the principals of each building involved, or those principals may 

request that the district's compliance officer designated in policy AC conduct the investigation. If 

at any time during the investigation the principal determines that the bullying involves illegal 

discrimination, harassment or retaliation as described in policy AC, the principal will report the 

incident to the compliance officer designated in that policy, who will assist in the investigation. 

If the alleged bullying involves a special education student or a student with disabilities, the 

principal will also notify the special education director. 

The investigation shall be completed within ten school days of the date the report of bullying was 

received unless good cause exists to extend the investigation. Upon completion of the 

investigation, the principal will decide whether bullying or harassment occurred and, if so, 

whether additional discipline is warranted in accordance with the district's student discipline 

code. The principal will generate a written report of the investigation and findings and send a 

copy of the completed report to the district's antibullying coordinator. The principal or designee 

will document the report in the files of the victim and the alleged or actual perpetrator of 

bullying. All reports will be kept confidential in accordance with state and federal law. 

If the incident involved allegations of illegal discrimination or harassment, the principal's 

decision may be appealed in accordance with policy AC. Student discipline may be appealed 

when allowed by law in accordance with Board policy. 

The principal or other appropriate district staff will work with victims and their families to 
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access resources and services to help them deal with any negative effects that resulted from the 

incident. 

Consequences 

Students who participate in bullying or who retaliate against anyone who reports bullying will be 

disciplined in accordance with the district's discipline code. Such discipline may include 

detention, in-school suspension, out-of-school suspension, expulsion, removal from participation 

in activities, exclusion from honors and awards, and other consequences deemed appropriate by 

the principal or superintendent. The district will also contact law enforcement when required by 

law or notify social media companies of inappropriate online activity when appropriate. 

Even in situations where the district does not have jurisdiction to discipline a student for 

bullying, such as when the acts take place off campus and there is an insufficient nexus to the 

district, the principal or designee will take appropriate actions to assist student victims. Such 

actions may include, but are not limited to, contacting the parents/guardians of the victim and the 

alleged perpetrators, communicating that this behavior is not allowed on district grounds or at 

district activities, notifying the appropriate district staff to assist the victim, and taking additional 

action when appropriate, such as notifying law enforcement or social media companies of 

inappropriate online activity. 

District employees and substitutes who violate this policy will be disciplined or terminated. 

Discipline may include suspension with or without pay, a negative evaluation, prohibition from 

being on district property or at district activities, mandated training or other appropriate remedial 

action. Volunteers who violate this policy will no longer be permitted to volunteer. 

Policy Publication 

The district shall annually notify students, parents/guardians, district employees, substitutes and 

volunteers about this policy and the district's prohibition against bullying. A copy of this policy 

shall be included in student handbooks and posted on the district's website. 

Training and Education 

The district's antibullying coordinator will provide information and appropriate training 

designed to assist employees, substitutes and volunteers who have significant contact with 

students in identifying, preventing and responding to incidents of bullying. 

The district will provide education and information about bullying and this policy to students 

every year. The principal of each school, in consultation with school counselors and other 

appropriate school employees, will determine the best methods for facilitating the discussion. 

Methods may include, but are not limited to: assemblies; homeroom presentations; class 

meetings; team or club meetings; special presentations by counselors, social workers or mental 

health professionals; and open-house events. When practical, parents/guardians will be invited to 

attend. 

In addition to educating students about the content of this policy, the district will inform students 

of: 
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1.         The procedure for reporting bullying. 

  

2.         The harmful effects of bullying. 

  

3.         Any initiatives the school or district has created to address bullying, including student 

peer-to-peer initiatives. 

  

4.         The consequences for those who participate in bullying or engage in reprisal or retaliation 

against those who report bullying. 

School counselors, social workers, mental health professionals, school psychologists or other 

appropriate district staff will educate students who are victims of bullying about how to 

overcome the negative effects of bullying including, but not limited to: 

1.         Cultivating the student's self-worth and self-esteem. 

  

2.         Teaching the student to defend him- or herself assertively and effectively without 

violence. 

  

3.         Helping the student develop social skills. 

  

4.         Encouraging the student to develop an internal locus of control. 

Additional School Programs and Resources 

The Board directs the superintendent or designee to implement programs and other initiatives to 

address bullying, respond to such conduct in a manner that does not stigmatize the victim, and 

make resources or referrals available to victims of bullying. Such initiatives may include 

educating parents/guardians and families on Bullying prevention and resources 

CONFIDENTIALITY POLICY 

 

As an employee of West Plains R-VII School District, I agree to keep all information regarding 

students in the strictest confidence.  This includes information on file and any information, I 

myself may obtain while an employee of the West Plains R-VII School District. 

 

Information may be transferred between programs as deemed necessary and under the 

supervision of administration. 

 

I understand that a breach of this policy of confidentiality may be just cause for dismissal. 

 

 

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 

 

Family Policy Compliance Office (FPCO) Home 
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The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a 

Federal law that protects the privacy of student education records. The law applies to all schools that 

receive funds under an applicable program of the U.S. Department of Education. 

 

FERPA gives parents certain rights with respect to their children's education records. These rights 

transfer to the student when he or she reaches the age of 18 or attends a school beyond the high 

school level. Students to whom the rights have transferred are "eligible students." 

Parents or eligible students have the right to inspect and review the student's education records 

maintained by the school. Schools are not required to provide copies of records unless, for reasons 

such as great distance, it is impossible for parents or eligible students to review the records. Schools 

may charge a fee for copies. 

Parents or eligible students have the right to request that a school correct records which they believe 

to be inaccurate or misleading. If the school decides not to amend the record, the parent or eligible 

student then has the right to a formal hearing. After the hearing, if the school still decides not to 

amend the record, the parent or eligible student has the right to place a statement with the record 

setting forth his or her view about the contested information. 

Generally, schools must have written permission from the parent or eligible student in order to 

release any information from a student's education record. However, FERPA allows schools to 

disclose those records, without consent, to the following parties or under the following conditions 

(34 CFR § 99.31): 

o School officials with legitimate educational interest; 

o Other schools to which a student is transferring; 

o Specified officials for audit or evaluation purposes; 

o Appropriate parties in connection with financial aid to a student; 

o Organizations conducting certain studies for or on behalf of the school; 

o Accrediting organizations; 

o To comply with a judicial order or lawfully issued subpoena;  

o Appropriate officials in cases of health and safety emergencies; and state and 

local authorities, within a juvenile justice system, pursuant to specific state law. 

 

Schools may disclose, without consent, "directory" information such as a student's name, address, 

telephone number, date and place of birth, honors and awards, and dates of attendance. However, 

schools must tell parents and eligible students about directory information and allow parents and 

eligible students a reasonable amount of time to request that the school not disclose directory 

information about them. Schools must notify parents and eligible students annually of their rights 

under FERPA. The actual means of notification (special letter, inclusion in a PTA bulletin, student 

handbook, or newspaper article) is left to the discretion of each school. 

 

For additional information or technical assistance, you may call (202) 260-3887 (voice). Individuals 

who use TDD may call the Federal Information Relay Service at 1-800-877-8339.  
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Or you may contact us at the following address: Family Policy Compliance Office 

U.S. Department of Education, 400 Maryland Avenue, SW  Washington, D.C. 20202-5920 

 

REPRODUCTION OF COPYRIGHTED MATERIALS 

   

   It is the intent of the Board to abide by the provisions of current copyright and intellectual      

   property laws as they affect the school district and its employees. The superintendent or  

   designee will create procedures to train employees on the law and monitor district  

   compliance. 

 

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. 

 

Details about "fair use" and other relevant information regarding copyright law will be made 

available to all employees. A summary of these standards will be posted or otherwise made easily 

available at each machine used for making copies. 

 

The Board does not sanction or condone illegal duplication, reproduction or distribution in any form. 

It is the responsibility of all district staff to notify the superintendent or designee of any potential 

violation of law or policy. Once notified of a violation, the superintendent or designee will take 

reasonable steps to remedy the violation. Employees who violate this policy may be disciplined or 

terminated. Students who violate this policy may be disciplined. All persons who use district 

resources in violation of law may be prohibited from using district resources in the future and will 

assume liability for their actions. The district may also seek other legal remedies. 

 

Copyright Infringement Using District Technology 
 

All persons are prohibited from using district technology in violation of any law including copyright 

law. Only appropriately licensed programs or software may be used with district technology. Further, 

no person will use the district's technology to post, publicize or duplicate information in violation of 

copyright law. The Board directs the superintendent and/or designee to take all reasonable measures 

to prevent the use of district technology in violation of the law. All persons using district technology 

in violation of law may lose their user privileges in addition to other sanctions. 

 

If a content owner reasonably believes that the district's technology has been used to infringe upon a 

copyright, the owner is encouraged to notify the following designated agent immediately: 

 

Superintendent 

305 Valley View Dr. 

West Plains, MO 65775 

Phone: (417) 256-6150 

 

The district will notify the U.S. Copyright Office of the designated agent's identity. Further, the 

district's website will include information on how to contact the district's designated agent and a copy 
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of the district's copyright policy. Upon notification, the district's designated agent will take all actions 

necessary to remedy any violation. The district will provide the designated agent appropriate training 

and resources necessary to protect the district. 

 

SCHOOL CEREMONIES AND OBSERVANCES 
 

The Board of Education recognizes the value of school-sponsored programs and ceremonies both 

during school hours and at other appropriate times. Recognizing achievement and talent encourages 

further learning. School-sponsored programs, ceremonies and observances also provide an 

opportunity to involve the community in public education. 

 

Programs, Ceremonies and Observances 

  

1.       The flag of the United States of America will be prominently displayed, either on the outside of 

the building or upon a pole erected in the school yard, at every school in the district during 

school hours. 

  

2.       Pursuant to state law, the Pledge of Allegiance will be recited in at least one (1) scheduled class 

of every student no less than once a week. However, no student will be required to participate 

in the recitation. 

  

3.       Teachers and students should observe the following days with the appropriate exercises, as 

required by law: 

  

 Bird Appreciation Day (March 21) 

 Prisoners of War Remembrance Day (April 9) 

 Patriots' Day (April 19)  

 Constitution Day and Citizenship Day (September 17, or the preceding or following week if 

this date falls on a weekend or holiday)  

 Missouri Day (the third Wednesday of October)  

 Veterans Day (as closely as possible to November 11)  

 Pearl Harbor Remembrance Day (December 7) 

  

4.       The district may observe the following days and months, as recommended in state statute: 

  

 Missouri Lifelong Learning Month (February) 

 Arbor Day (the first Friday in April) 

 Jefferson Day (April 13) 

 Emancipation Day (June 19) 

 Emergency Services Day (September 11) 

 POW/MIA Recognition Day (the third Friday of September) 

 Bill of Rights Day (December 15) 

 

5.       The district may host a diploma ceremony on or around Veterans Day for any veteran receiving 
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an honorary diploma from the Department of Elementary and Secondary Education pursuant to 

"Operation Recognition." 

 

The superintendent or designee will create administrative procedures addressing how ceremonies and 

observances will be conducted. 

 

Religious Content in Programs and Ceremonies 
 

The schools of the West Plains R-VII School District, as well as all employees of the district as 

governmental officials, are required by law to remain neutral and refrain from endorsing any particular 

religious belief. However, this policy should not be interpreted to preclude the factual and objective 

teaching about religions, religious holidays and religious differences. 

 

In particular, music, art, literature and drama with religious themes and programs involving religious 

themes will be permitted if presented in an objective manner without sectarian indoctrination. 

Religious content included in any student performance or ceremony will be selected on the basis of 

independent educational merit. 

 

To the extent required by law, school employees or school officials shall not lead attendees of a 

school-sponsored event in prayer or any other religious ritual, nor shall they direct, whether implicitly 

or explicitly, a student to lead attendees in a prayer or any other religious ritual. However, this policy 

shall not be used to deny any student, employee or school official any personal legal right of 

expression. 

 

TEACHING ABOUT RELIGION 
 

Pursuant to state and federal law, the West Plains R-VII School District may teach about religion but 

may not promote any particular religion or religious belief. 

 

No course or portion of any course taught in the district will have the primary purpose or effect of 

illegally advancing or inhibiting religion. 

 

Nothing in this policy is to be construed as inhibiting otherwise constitutionally protected religious 

expression by any individual. 

 

ACADEMIC CALENDAR/YEAR/DAY  

 

State law requires the district to set a district start date and establish an academic calendar that     

provides for a minimum of 174 days and 1,044 hours of actual pupil attendance between July 1 and 

June 30. Additionally, schools may adopt a calendar that contains less than 174 days of student 

attendance as long as the 1,044 hour requirement is met. 

 

The Board recognizes the relationship between attendance and student achievement and directs the 

superintendent to develop an academic calendar designed to improve student achievement, 

exceeding the minimum requirements if necessary. The academic calendar will include sufficient 

time for high-quality professional development. The superintendent will present the proposed 
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academic calendar for the next year to the Board in March. The presentation will include an 

explanation of how the calendar relates to improving student achievement, how the proposed 

calendar assists the district in meeting its Comprehensive School Improvement Plan (CSIP) goals 

and the budget recommendations necessary to support the proposed calendar. 

 

In accordance with Missouri law, the Board will post notice of and hold a public meeting to discuss 

and vote on the district's start date if that proposed date is earlier than ten (10) calendar days prior to 

the first Monday in September. An affirmative vote of a majority of the Board is required to set a 

start date more than ten (10) calendar days prior to the first Monday in September. The Board will 

adopt an academic calendar not later than May 1. Upon Board approval of the academic calendar, 

the superintendent will distribute copies to the staff and appropriately notify parents/guardians and 

students. 

 

The academic calendar will include six (6) make-up days for possible loss of attendance due to 

inclement weather as defined in state law. If the district uses these six (6) make-up days and still 

does not meet the minimum attendance requirements, it shall be required to make up no more than 

half the number of days canceled in excess of six (6) days. 

 

Days that the district's schools are closed for reasons other than inclement weather will be made up 

in accordance with state law, as recommended by the superintendent and approved by the Board. 

 

Academic Day 
 

Unless otherwise exempted by law, the academic day will be at least three (3) but not more than seven 

(7.5) hours long. For the purposes of determining the length of an academic day, the district defines an 

hour as time that students are under the guidance and direction of teachers in the teaching process. 

The length of the academic day may vary by building or grade level subject to recommendation by the 

superintendent and approval by the Board. The specific daily opening and closing time for individual 

schools may vary to facilitate the scheduling of the district's transportation program. 

 

PURCHASING 
 

The Board recognizes the importance of a sound fiscal management program and expects district 

staff to maximize the resources available for the district's educational program. The superintendent 

or designee will supervise district purchasing and may authorize purchases on behalf of the district 

that conform to the Board-adopted budget. Such transactions are not to exceed budget limitations, 

unless the budget is modified by the Board. No contract will be entered into or bill paid without the 

proper documentation and without an affirmative vote from a majority of the whole Board. 

 

The superintendent or designee shall develop procedures to implement this policy in a manner that 

will meet the district's needs while protecting the district's resources. 

 

All district employees must report suspected fraud, theft or misuse to the superintendent or designee 

immediately. District employees may be disciplined or terminated for failing to follow this policy or 

district procedures and for any misuse of district resources, including district credit cards. Under no 

circumstances may employees use district funds to make unauthorized or personal purchases. The 
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superintendent or designee will contact law enforcement and file a report or sign a complaint on 

behalf of the district in situations where fraud or theft is suspected. 

 

Cooperative Purchasing 
 

Cooperative purchasing should be utilized when it is determined to be to the financial advantage of 

the district. 

 

Lease-Purchasing 
 

The Board may purchase apparatus, equipment and furnishings by entering into lease-purchase 

agreements with vendors. Any agreement that results in school district ownership of the leased 

object must contain a provision that allows the district an option to terminate the agreement on at 

least an annual basis without penalty. All expenditures related to lease-purchase agreements shall be 

considered expenditures for capital outlay. 

 

Purchasing Preferences 
 

The Board and the district will give preference to all commodities manufactured, mined, produced or 

grown within the state and to all Missouri firms, corporations or individuals that supply commodities 

when quality and price are approximately the same. The Board encourages district staff to purchase 

products manufactured, assembled or produced in the United States. 

 

When purchasing food or beverages to be processed or served in a building or room owned or 

operated by the district, the Board will give preference to those that contain a higher level of calcium 

if they are equal or lower in price and of the same type and nutritional quality. This consideration is 

in addition to any requirements of the U.S. Department of Agriculture under the National School 

Lunch Program or the School Breakfast Program. 

 

Credit or Procurement Cards 
 

The superintendent and his or her designees are authorized to use credit cards or procurement cards 

issued to the district to make purchases for the district or to pay for reasonable travel expenses 

incurred when performing job duties. All purchases made by credit card must be attributed to the 

appropriate budget code and must conform to the Board-adopted budget. Any employee using a 

district card shall sign a card usage agreement and receive training on applicable procedures for 

credit card use. 

 

All employees issued a district credit card must take all reasonable measures to protect the cards 

against damage, loss, theft or misuse. Any damage, loss, theft or misuse of the card must be reported 

to the superintendent or designee immediately. 

 

District credit cards will not be used in a manner that would circumvent bidding required by law or 

district policy. No person may use the card other than the authorized employee to whom the card 

was issued. District employees will surrender all credit cards upon completion of employment with 

the district or upon demand by the district. 
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EXPENSE REIMBURSEMENTS 
 

Board members, the administrative staff and all other employees who incur expenses in carrying out 

their authorized duties will be reimbursed if the expense is eligible for reimbursement pursuant to 

district policies and procedures, if the expense was authorized and if proper documentation of the 

expense is provided. 

 

Because expenses are reimbursed from public funds, all persons traveling at the district's expense are 

expected to use good judgment, differentiate between expenditures for business and those for 

personal convenience and avoid unnecessary fees and excessive charges.  

 

Maximum amount to be reimbursed for meals will be the following: breakfast $8, lunch $10, dinner 

$12. Total reimbursement may not exceed $30 per day. Original, itemized receipts must accompany 

the request for reimbursement. 

 

There are two general categories of travel that can occur with district employees: 

 

 On Salary – day travel (i.e. sporting event/single day training/meeting) 

 Salary Exempt – travel that requires an overnight stay (i.e. conference/workshop). 

    

The IRS requires that meal reimbursements for these types of travel be treated in different ways. 

 

IRC 162(a)(2)RR75-170 states that “Salary Exempt” expenses for travel are excludable (from the 

employee’s income) if they are incurred for temporary travel on business away from the general area 

of the employee’s tax home (place of work). In order to be “Salary Exempt” from the employee’s 

income as reimbursements, the travel must be temporary and be substantially longer than an ordinary 

day’s work requiring an overnight stay or substantial sleep or rest. 

 

ON SALARY – (Day Travel) 

 

Employees can continue to submit receipts for meals while on school business for reimbursement by 

the district, however unless the trip is overnight, the amount of the meals reimbursed to the employee 

will also be included in W-2 income to the employee. 

 

Examples of On Salary travel include the following: 

 

 Coaches – meals eaten while on trip to and from sporting event 

 Teachers/Aides – meals eaten while going to or coming from conference or workshop on a 

day trip. 

 Bus Drivers – meals eaten on trips taken out of the district 

 Administrators – meals eaten on day tips to/from conferences and workshops and during 

administrator coverage at sporting events. 
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SALARY EXEMPT – (Overnight Travel) 

 

Employees who have lodging expenses in conjunction with attendance at a conference/workshop or a 

school sponsored event may claim their meals while traveling. The meals in this situation will not be 

included in the employee’s W-2 income.  

 

UNPAID EMPLOYEE BALLANCES 

 

Employees are encouraged to stay current on all personal accounts. In such instances where an 

employee has a negative balance, such as a lunch account or pre-school billing, any negative 

balances will be deducted from the June pay period for that employee. 

 

FOOD SERVICE MANAGEMENT 

(Meal Charges) 

 

Unless meals are provided at no charge, the district expects students and employees to pay for meals 

prior to or at the time of receipt. The ability to charge meals is a privilege, not a right, and is subject 

to the limitations established in this procedure. 

 

Notice 

 

At the beginning of each school year, a copy of this procedure will be provided to every 

parent/guardian in the district as required by law. In addition, a copy of this procedure, along with 

information about free and reduced-price school meals, will be provided to the parents/guardians of 

all students who enroll after the beginning of the school year. 

 

A copy of this procedure will also be provided to all building administrators, staff responsible for 

collecting payment for meals at the point of service, staff involved with notifying parents/guardians 

about account balances, school social workers, nurses, counselors, the district liaison for homeless 

children and youths, and any other staff who regularly assist students in need. 

 

A copy of this procedure will also be posted on the district's website, and information about charging 

meals will be included in the student handbook. 

 

Employees 

 

Employees may charge meals only after completing the form provided by the district authorizing the 

district to withhold the amount of any unpaid charges from the employee's pay. The district will 

withhold amounts due from meal charges in the June pay period or the employee's final pay period 

from the district. Employees may appeal a deduction for meal charges using the process outlined 

in policy DLB. 
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Students 

 

 A student may not accumulate more than $20 in unpaid meal charges. 

 Students may not charge à la carte items. 

 A student with money in hand will not be denied a meal even if the student has past due 

charges. 

 Students will not be identified, singled out, shamed or punished by the district for the failure 

of their parents/guardians to pay for or provide meals, and the district will not withhold 

student records in violation of law. 

 

Interventions 

 

After a student accumulates$20 in unpaid meal charges, the district will encourage the 

parents/guardians to submit an application for free and reduced-price meals if an application has not 

been recently submitted, and the student will be referred to a counselor for intervention. The 

counselor will: 

 

 Meet with the student to assess to the extent possible whether the student or the student's 

family is experiencing hardships, barriers or other circumstances with which the counselor 

could assist. 

 Make repeated attempts to contact the parents/guardians to notify them of the lunch charges, 

discuss the situation and any other concerns the counselor may have after meeting with the 

student, and resolve the situation. 

 Encourage the parents/guardians to submit the free and reduced-price meals application and 

inquire about any assistance that might be needed to complete the application. 

 Provide other resources as applicable. 

 

District employees are mandated by the state of Missouri to report any instances of suspected abuse 

or neglect to the Children's Division (CD) of the Department of Social Services. District personnel 

will report to the CD any instance where a student's arrival at school with no provision for food leads 

to a reasonable cause to suspect neglect. 

 

Working with Parents/Guardians 

 

To ensure that parents/guardians have ample opportunity to resolve situations involving unpaid meal 

charges, the district will: 

 

 Provide timely notification to parents/guardians when account balances run low (when 

applicable) and acquires more than $20 on their account. 

 Invoice parents/guardians for unpaid meal charges during the district's monthly billing cycle, 

in addition to providing notification of outstanding balances by other means. 

 Work with parents/guardians to create a payment plan that allows for the payment of 

accumulated balances over time. 
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Debt Collection 

 

Delinquent Debt 

 

Unpaid meal charges will be considered a delinquent debt 30 days after notice that charges are due 

when no payment or payment plan agreement has been made. Unpaid charges will be considered 

delinquent as long as the district determines the debt is collectible and efforts to collect the debt are 

ongoing. The district will make reasonable efforts to collect delinquent debt, including turning over 

unpaid meal charge balances to a collection agency when the superintendent or designee determines 

such action is in the best interest of the district. The district's Nonprofit School Food Services 

Account (NSFSA) funds may be used to cover the costs of reasonable efforts to collect delinquent 

debt, including costs associated with using a collection agency. 

 

Bad Debt 

 

When the district determines that collection of delinquent debt is impossible or too costly, the debt 

will be reclassified as bad debt. Bad debt is debt that will be written off as an operating cost. These 

costs must be restored using nonfederal funds. NSFSA resources may not be used to cover any costs 

related to bad debt. Instead, local funds will be used to cover the costs. Local funds include: 

 

 State revenue matching funds in excess of state revenue matching-fund requirements. 

 State and local funds provided to cover the cost of student meals. 

 Local contributions from organizations or individuals. 

 Revenue from adult meals prepared using resources outside the district's food service and not 

funded by the NSFSA. 

 Revenue from the sale of à la carte items and profits from foods not purchased with NSFSA 

funds and funded by an account separate from the NSFSA. 

 Revenues from catering or contracting services that operate from an account separate from 

the NSFSA. 

 

Records 

 

The district will maintain detailed records pertaining to delinquent and bad debt, including: 

 

 Evidence of efforts to collect unpaid meal charges. 

 Evidence that collection efforts fell within the time frame and methods established by this 

procedure. 

 Financial records showing when delinquent debt became bad debt. 

 Evidence that funds written off as bad debt were restored to the NSFSA from nonfederal 

sources. 
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COMMUNICABLE DISEASES 
 

The West Plains R-VII School District School Board recognizes its responsibility to protect the 

health of students and employees from the risks posed by communicable diseases. The Board also has 

a responsibility to protect individual privacy, educate all students regardless of medical condition and 

treat students and employees in a nondiscriminatory manner. 

 

Immunization 
 

In accordance with law, students cannot attend school without providing satisfactory evidence of 

immunization, unless they are exempted from immunization. 

 

Universal Precautions 

 

The district requires all staff to routinely employ universal precautions to prevent exposure to 

disease-causing organisms. The district will provide the necessary equipment and supplies to 

implement universal precautions. 

 

Categories of Potential Risk 

 

Students or employees with communicable diseases that pose a risk of transmission in school or at 

school activities (such as, but not limited to, chicken pox, influenza and conjunctivitis) will be 

managed as required by law and in accordance with guidelines provided by the Department of Health 

and Senior Services (DHSS) and local county or city health departments. Such management may 

include, but is not limited to, exclusion from school or reassignment as needed for the health and 

safety of students and staff. 

 

Students or employees infected with chronic communicable diseases that do not pose a risk of 

transmission in school or at school activities (such as, but not limited to, hepatitis B virus or HIV) 

shall be allowed to attend school or continue to work without any restrictions based solely on the 

infection. The district will not require any medical evaluations or tests for such diseases. 

 

Exceptional Situations 

 

There are certain specific types of conditions, such as frequent bleeding episodes or uncoverable, 

oozing, skin lesions that could potentially be associated with transmission of both bloodborne and 

non-bloodborne pathogens. In the case of students, certain types of behaviors, such as biting or 

scratching, may also be associated with transmission of pathogens. 

 

Students who exhibit such behaviors or conditions may be educated in an alternative educational 

setting or, if appropriate, disciplined in accordance with the discipline code. In the case of a student 

with a disability, the Individualized Education Program (IEP) team or 504 team will make any 

change of placement decisions. 

 

Employees who exhibit such conditions will not be allowed to work until the condition is resolved or 

appropriately controlled in a way that minimizes exposure. 
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Confidentiality 
 

The superintendent or designee shall ensure that confidential student and employee information is 

protected in accordance with law. Medical information about an individual, including an individual 

with HIV, will only be shared with district employees who have a reasonable need to know the 

identity of the individual in order to provide proper health care or educational services. Examples of 

people who may need to know a student's medical information are the school nurse and the IEP or 

504 team if applicable. An example of an individual who may need to know an employee's medical 

information is the employee's immediate supervisor, if accommodations are necessary. 

 

All medical records will be maintained in accordance with law and Board policy. Breach of 

confidentiality may result in disciplinary action, including termination. 

 

Reporting and Disease Outbreak Control 
 

Reporting and disease outbreak control measures will be implemented in accordance with state and 

local law, DHSS rules governing the control of communicable diseases and other diseases dangerous 

to public health, and any applicable rules distributed by the appropriate county or city health 

department. 

 

Notification 
 

Missouri state law provides that superintendents who supply a copy of this policy, adopted by the 

district Board of Education, to DHSS shall be entitled to confidential notice of the identity of any 

district student reported to DHSS as HIV-infected and known to be enrolled in the district. Missouri 

law also requires the parent or guardian to provide such notice to the superintendent. 

 

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 (“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 
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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: 

 

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

District Communications Director) 

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

same text message. 

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

School. 

 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. 

 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. 
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 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: “The 

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.  

 

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 



 73 

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 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 

http://creativecommons.org/about
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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. 

 

 


