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This handbook was prepared by the Office of Personnel Services solely as a guide to inform employees of 
the policies, procedures, and benefits of the Jennings School District. It is not intended to be and should 
not be construed as a contract. The District reserves the right to review the policies, procedures, and 
benefits and make revisions based on the need for or desirability of change. Thus, any policy, procedure, 
or benefit outlined in this Handbook may be modified with or without advance notice. District policy is 
available on the district web site www.jenningsk12.org. Employees are urged to refer to this handbook or 
district policies when questions arise. 

 
 

It is our desire that all employees of Jennings School District find their employment to personally and 
professionally rewarding.  As such our objective is to create a work environment that is conducive to 
these goals and in turn create an atmosphere of excellence in supporting our educational mission.  We 
ask that all employees be dedicated to providing the very best educational experience for the students of 
Jennings School District. 

http://www.jenningsk12.org/
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DISTRICT OVERVIEW 
 

Mission 
 

The Jennings School District will provide an excellent education for all students and enable them to 
realize their full intellectual potential and become successful citizens in a global society. 

 
 
 

District Core Beliefs: 
 

 All children can learn, regardless of their socioeconomic status, race or gender. 

 Parents must be included in the education process. 

 Competent, caring, properly supported teachers are essential to student learning. 

 The community must be involved in encouraging high achievement for all children. 

 The Jennings School District is obligated to help students overcome any obstacles that may 
hinder their learning by forming partnerships with the entire community. 

 
 

District Covenant 

 Principle I – High Academic Achievement 

 Principle II –Safe and Orderly Environment 

 Principle III – Community Collaboration 

 Principle IV – Equity in Resources 

 Principle V – Effective and Efficient Support Operations 

 
 

Equal Opportunity Employer 
 

It is the policy of the Jennings School District not to discriminate on the basis of race, color, religion, gender, 
national origin, age, or disability in its programs or employment practices as required by Title VI and VII of 
the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation 
Act of 1973, the Age Discrimination Act of 1975 and Title II of the Americans with Disabilities Act of 1990. 

 
Inquiries related to District employment practices may be directed to the Jennings School District, Director 
of Federal Programs and Personnel, 2559 Dorwood Drive, Jennings, Missouri 63136; telephone number 314-
653-8000. Inquiries related to District programs may be directed to the Jennings School District, Title IX 
Coordinator, 2559 Dorwood Drive, Jennings, Missouri 63136; telephone number 314-653-8000.  Inquiries 
related to District Section 504 compliance may be directed to the Jennings School District Section 504 
Coordinator, 2559 Dorwood Drive, Jennings, Missouri 63136; telephone number 314-653-8000. 

 

 
Inquiries and complaints may also be directed to the Kansas City Office, Office for Civil Rights, U.S. 
Department of Education, 8930 Ward Parkway, Suite 2037, Kansas City, MO 64114; telephone: 816-268- 
0550; FAX: 816-823-1404; TDD: 877-521-2172 Reference:  Policy GBA 
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Notice of Non-Discrimination 
 

Applicants for admission or employment, students, parents of elementary and secondary school students, 
employees, sources of referral and applicants for employment, and all professional organizations that have 
entered into agreements with the Jennings School District (“School District”) are hereby notified that the 
School District does not discriminate on the basis of race, color, national origin, sex, age, or disability in 
admission or access to, or treatment or employment in, its programs and activities.  “In addition, the 
School District provides equal access to the Boy Scouts of America and other designated youth groups.” 

 
 

Any person having inquiries concerning the School District’s compliance with the laws and regulations 
implementing Title VI of the Civil Rights Act of 1964 (Title VI), Title IX of the Education Amendments of 
1972 (Title IX), the Age Discrimination Act, Section 504 of the Rehabilitation Act of 1973 (Section 504), Title 
II of the Americans with Disabilities Act of 1990 (ADA) or the Boy Scouts of America Equal Access Act, is 
directed to the respective Compliance Coordinator listed below, who oversees the School District’s efforts 
to comply with the laws and regulations implementing the laws and regulations cited above. 

 

The School District has established grievance procedures for persons unable to resolve problems arising 
under the statutes above. The School District’s Compliance Coordinator will provide information regarding 
those procedures upon request. 

 

Any person who is unable to resolve a problem or grievance arising under any of the laws and regulations 
cited above may contact the Office for Civil Rights, Region VII, 8930 Ward Parkway, Suite 2037, Kansas City, 
Missouri 64114; telephone (816) 268-0550. 

 
 

COMPLIANCE COORDINATOR 
 

Director of Federal Programs and Personnel Services 
2559 Dorwood Drive 
Jennings, MO 63136 

314-653-8000 

 
Commitment to Compliance Under the Americans with Disabilities Act 

 

In accordance with the requirements of Title II of the Americans with Disabilities Act of 1990 (“ADA”), the 
Jennings School District (“School District”) does not discriminate on the basis of disability against qualified 
individuals with a disability with respect to the School District’s services, programs or activities. 

 

Employment: The School District does not discriminate on the basis of disability in its hiring or 
employment practices. The School District complies with the federal regulations under Title I of the ADA 
(which governs the application of the ADA in the hiring and employment setting). 

 

Effective Communication: The School District will comply with the ADA with respect to providing auxiliary 
aids and services leading to effective communication for qualified persons with disabilities so they can 
participate equally in School District programs, services, and activities. These aids and services are 
designed to make information and communications accessible to people who have impairments, in areas 
such as speech, hearing, and vision. The School District will not place a surcharge on a qualified individual 
with a disability, or any group of qualified individuals with disabilities, to cover the cost of providing 
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auxiliary aids/services or reasonable modifications of policy (for example, retrieving items from locations 
that are open to the public but inaccessible to users of wheelchairs). 

 
Anyone who requires an auxiliary aid or service for effective communication, or a modification of policies 
or procedures to participate in a service, program, or activity of the School District should contact the 
respective Compliance Coordinator, whose contact information is listed below. Such contact should be 
made as soon as possible, but not later than 48 hours before the scheduled event (and, preferably, at least 
five (5) business days before the event). 

 

Modifications to Policies and Procedures: The School District will make reasonable modifications to 
policies and programs to ensure that qualified individuals with disabilities have an equal opportunity to 
enjoy its services, programs and activities. 

 

The ADA does not require the School District to take any action that would fundamentally alter the nature 
of its programs or services or impose an undue financial or administrative burden. 

 

Complaints that a School District service, program, or activity is not accessible to persons with a disability 
may be directed to the Compliance Coordinator below. In addition, as stated in the School District’s Notice 
of Nondiscrimination, a person who is unable to resolve a problem or grievance arising under Title II of the 
ADA may contact the Office for Civil Rights, Region VII, 8930 Ward Parkway, Suite 2037, Kansas City, 
Missouri 64114; telephone (816) 268-0550. 

 
COMPLIANCE COORDINATOR 

 

Director of Federal Programs and Personnel Services 
2559 Dorwood Drive 

Jennings, MO 63136 
314-653-8000 
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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. 

 
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. Employees, who are late to work, stop working before the scheduled time or work beyond 
the scheduled time without permission may be subject to discipline, including termination. 
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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. 

 
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.    Reference: Policy GBCB 
 
 

 
Public Relations 

 

Employees shall set proper examples of citizenship and endeavor to foster good public relations between 
the school and community. Employees will strive to maintain professional relationships with 
administrators, colleagues, students, staff, parents and other community stakeholders. 
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School Hours of Operation 
 

Fairview Elementary School ...............................................................................................................8:00 AM--3:00 PM 
Jennings Educational & Training School (JETS) ................................................................................. Schedule may vary 
Jennings Middle School ......................................................................................................................8:00 AM--2:50 PM 
College Prep Academy........................................................................................................................8:00 AM--4:00 PM 

Jennings Senior High School...............................................................................................................8:00 AM—3:00 PM 
Kenneth C. Hanrahan Elementary School ..........................................................................................8:00 AM--3:00 PM 
Northview Elementary School............................................................................................................8:00 AM--3:00 PM 
Woodland Elementary School ............................................................................................................8:00 AM--3:00 PM 

 
Tobacco Free District 

 

To promote the health and safety of all students and staff and to promote the cleanliness of district 
property, the district prohibits all employees, students and patrons from smoking or using tobacco 
products in all district facilities, on district transportation and on all district grounds at all times. This 
prohibition extends to all facilities the district owns contracts for or leases to provide educational services, 
routine health care, daycare or early childhood development services to children. This prohibition does not 
apply to any private residence or any portion of a facility that is used for inpatient hospital treatment of 
individual’s dependent on, or addicted to, drugs or alcohol in which the district provides services.  
Reference: Policy AH 

 
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.  Reference: Policy GBEBA 

 

 
Communicable Diseases 

 

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. 

 
An employee 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 continue work 
without any restrictions based solely on the infection. The district will not require any medical evaluations 
or tests for such diseases.  Reference:  Policy EBB 
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Discrimination and Harassment 
 

The School District of Jennings 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 School 
District of Jennings 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. Reference: Policy AC 

 
 

Sexual Harassment 
 

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. 

Reference: Policy AC 
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EMPLOYMENT INFORMATION 
 

Personnel Policies 
 

The district recognizes that the recruitment and retention of excellent employees are essential to and the 
most important resource for conducting a quality learning environment. The district is committed to 
employing highly qualified personnel, conducting appropriate staff development activities, establishing 
policies and working conditions which enable each employee to make the fullest contribution to the 
district’s programs and services. 

 
District personnel goals include the following: 

 

1. Recruit, select and employ the best qualified personnel available. 
 

2. Provide staff compensation and benefit program sufficient to attract and retain exceptional 
employees. 

 
3. Provide professional development for employees to improve their performance and rate of 

retention and promotion of staff. 
 

4. Conduct employee appraisal programs that will contribute to the continuous improvement of staff 
performance. 

 

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

 
Develop and maintain quality human and working relationships necessary to obtain maximum staff 
performance and personal satisfaction.  Reference: Policy GA 

 
Recruitment 

 

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 any position 
in the District. 

 
When a staff vacancy occurs or when a new position is created, a posting shall be placed on the district 
website, at Central Office and in all district buildings. Currently employed staff members with the appropriate 
state required certification and/or minimum qualifications may apply for any position which becomes 
available and shall be considered for an interview. 

 
Criminal Record Check 

 

Final candidates for positions with the Jennings School District must submit to a criminal record check 
before hiring is complete. 
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Department of Family Services 
 

In the event that a complaint is filed with the Missouri Division of Family Services or other similar agency 
alleging that an employee of the District has engaged in abuse or neglect as defined by the Missouri Child 
Abuse Act, the District will implement such measures as are required and permitted by law and Board 
policy to safeguard the interests of District students, while also permitting the employee an opportunity to 
respond to the complaint. The District acknowledges that resolving such complaints involves a careful 
balancing of the rights of employees and students, together with the District’s obligations under state and 
federal law. 

 

Background Checks 
 

The district reserves the right to require any employee or volunteer to submit to additional criminal 
background checks at the district's expense or to rerun background checks at any time. The district will 
provide the Department of Elementary and Secondary Education (DESE) the relevant personnel 
information necessary to conduct postemployment background checks as allowed by law. 
Reference: GBEBC 

 
 

Change of Name and/or Address 
 

All employees shall be responsible for promptly notifying their immediate supervisor and Central Office of 
any change in address or name. PSRS/PEERS Notice of Change forms are located on the district website under 
Federal Programs & Personnel Services. 

 
Personnel Records 

 

Upon request and in the presence of the appropriate administrative official, any employee will have the 
right to inspect his or her own personnel file, with the exception of the ratings, reports and records 
obtained prior to the employment of the individual, included in confidential placement papers. 
Reference: GBL 

 

 
Separation Procedures 

 

An employee who wishes to resign or retire for the district should present a written letter to the Director 
of Personnel Services and a copy to his/her immediate supervisor. The letter should indicate the effective 
date and the reason for the employee’s retirement or resignation. Non-certificated employees are 
requested to provide at least two (2) weeks’ notice prior to the date of resignation/retirement. 
Certificated employees are requested to provide at least sixty (60) days’ notice prior to the date of the 
resignation/retirement. 

 
When an employee submits a letter of resignation or retirement of service with the district, he/she will 
need to schedule an exit interview with the Personnel Services Office. The employee will meet with the 
Director of Personnel Services to discuss such items as the retirement fund, final paycheck, and if 
applicable, retirement payment and continuation of benefits under COBRA. Reference: GCPB & GDPB 
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Employee Separation----- When an employee separates from the district, their final payroll will be issued by 
direct deposit upon verification that all district property has been retuned and an exit interview has been 
held with personnel. Employees separating from the district are required to return all district issued items 
prior to their last day of employment. Any items not retrieved at the time of separation, the employee will 
incur the cost of those times. 

 Room keys $100 

 Technology devices/equipment (current market cost) 

 
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.  Reference: Policy GBM 

 
When filing a staff complaint/grievance, all staff should adhere to the following protocol: 

 
 Step 1:  Building Level Administrator/Supervisor 

 Step 2:  District Level Administrator/Supervisor (if applicable) 
 Step 3:  Human Resources 
 Step 4:  Assistant Superintendent 
 Step 5:  Superintendent of Schools 
 Step 6:  Board of Education 

 
Employee Handling of Cash 

 

Each building and department will have at least one person responsible for collected and depositing cash 

and checks. Any employee that receives cash or checks must give it to the designated person daily. If the 

funds cannot be deposited that day, they must be placed in a secured location designated by the principal. 

Failure to follow proper procedures will make the employee liable for any missing funds and be subject to 

disciplinary action up to and including termination. 
 

Use of District Resources 
 

Employees of the Jennings School District are expected to utilize district provided resources which may 

include vehicles, cell phones or school district supplies for approved district purposes only. Materials 

cannot be used for personal purposes.    Reference: EBH, GBCC 
 

Research and Grants 
 

All grants written on behalf of the district must have the superintendent’s prior approval. All research for 
grants should be directed to the district’s data and assessment coordinator prior to any grant submission. 
Grants that require the district to match funding will not be approved. 
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Travel Reimbursement 
  

The district will pay for travel expenses for district employees and Board members who travel outside of the St. 
Louis metropolitan area for training, professional development, attendance at district-related meetings or for 
other approved reasons related to their positions with the district. All persons traveling at the district's expense 
are expected to use good judgment, differentiate between expenditures for business and those for personal 
convenience avoid unnecessary fees and excessive charges.   Reference: DLCA 
 

Meal Allowances  

Employees are expected to limit meals to a reasonable expense amount. The district will reimburse for gratuity 
of up to 20 percent of the meal cost. The district will not reimburse employees for alcoholic beverages, nor will 
the district reimburse employees for the cost of meals that will be paid for or reimbursed by the district as part 
of the registration fees. Reference: DLCA 

The district will use the GSA per diem guidelines for meal allowances as it relates to the geographical area an 
employee may be traveling.   https://www.gsa.gov/travel/plan-book/per-diem-rates 

https://www.gsa.gov/travel/plan-book/per-diem-rates
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COMPENSATION AND BENEFITS 

Group Health, Life, Vision and Dental Insurance 
 

The Board of Education has contracted to furnish group hospitalization and dental insurance to all full-time 
employees of the district. Limited life insurance coverage is provided also. Vision insurance is available for 
all full-time employees at an additional cost covered by the employee. Specific questions concerning 
coverage should be directed to the insurance representatives. 

 
The following conditions apply to the district's insurance program: 

 

1. To be eligible the participant must work at least thirty hours per week and meet the requirements of 
the insurance programs. 

 
2. Coverage will begin sixty days (60) after the first day of service to the district, provided all required 

insurance forms are on file in the Central Office. Coverage will continue as long as employed and the 
policy remains in force. 

 

3. Coverage beyond those provided in the basic policy may be supplemented at an individual's expense. 
 

4. This benefit is offered as a service. The Board of Education and/or school district will not be liable for 
the adjudication of claims in the event of disputes. 

 
 

5. The Board of Education reserves the right to terminate this coverage at the end of any academic year. 
 

Tuition Reimbursement 
 

1. The Jennings School District will reimburse tuition payments of up to six credit hours annually for courses 
taken at accredited regional colleges or universities (to include SIUE). Certificated and professional 
employees may not receive reimbursement for courses below the master’s level. 
2. Full-time certificated employees with three or more years of experience in the Jennings School District are 
eligible for tuition reimbursement. Substitute teachers are not eligible for tuition reimbursement. 
Administrative employees may be immediately eligible for tuition reimbursement if the graduate work 
meets certification requirements. 
3. The maximum reimbursement will be $2,000 per fiscal year. The maximum total lifetime reimbursement 
will be $4,000, with exception of administrator’s working on doctoral degrees the total reimbursement 
amount can be request as one lump sum. 
4. Courses wherein a grade of C or below are received shall not be eligible for reimbursement. 

5. All requests for tuition reimbursement will be submitted through the director of human 
resources and must be approved by the superintendent. Reimbursement may not be available due to fiscal 
limitations. 
6. All employees submitting requests for tuition reimbursement must have had a minimum overall 
satisfactory rating on their employee evaluations. 
7. Employees who leave within one year of the district investing in tuition will have to reimburse the district 
for the tuition. 

8. Requests for reimbursement must be submitted by the following dates: 

 Summer Semester Courses – Last workday in October 

 Fall Semester Courses – Last workday in January 

 Spring Semester Courses – Last workday in May Reference: Policy GCL 
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Reporting Incidents 
 

All incidents including but not limited to student and staff accidents, vehicle accidents, vandalism or theft 
on or to district property should be reported to the Superintendent and his specific designee listed below 
within a 24-hour period. 

 Superintendent of Schools 

 Superintendent Secretary 

 Director of Federal Programs & Personnel 

 Chief Financial Officer 
1. The building administrator or designee should complete the district incident report and contact law 
enforcement as needed. 

 

Worker’s Compensation 
 

The Board of Education has provided Workers’ Compensation insurance for the benefit and protection of 
all school district employees. 

 
As required by the Missouri Workers’ Compensation Law (under which all employees of the School District 
of Jennings are covered), employees are to report immediately any accident in which they are involved at 
work, even if the accident is not serious enough to require medical attention.  This report is to be 
submitted to the employee's immediate supervisor for routing to the Central Office. Accident report blanks 
may be secured from any of the school offices.  Reference: Policy GBEA 

 
 

When reporting a worker’s compensation injury follow the procedures listed below: 
 

Reporting of the Claim 

 Complete WC Form – Music Workers’ Compensation Reporting Line Claim/Injury 
Report Internal (YELLOW) Form and send original copy to the Payroll office within 24 
hours of accident/injury 

 Complete Employer’s Authorization for Examination or Treatment (GREEN) form or 
MUSIC Worker’s Compensation Treatment Authorization (BLUE) form in the event 
of EMS transport.  Send one copy to the Payroll office within 24 hours. 

 Collect statements for all witnesses. 

 Call Personnel Services or Payroll immediately for claims involving serious injuries. 

 Call Human Resources/Personnel Services if there are any questions regarding 
compensability or other related questions. 
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MEDICAL CENTER LOCATION INFORMATION 
WORKER’S COMPENSATION AUTHORIZED MEDICAL FACILITIES 

CONCENTRA   
Concentra Midtown 
6726 Manchester St. 
Louis, MO. 63139 
(314) 647-0081 
Fax: (314) 647-5485 
Hours: M-F, 8 a.m.-8 p.m. 

Concentra Soulard 
1617 South Third Street 
St. Louis, MO. 63147 
(314) 421-2557 
Fax: (314) 421-2046 
Hours: M-F, 8 a.m.-5 p.m. 

Concentra St. Charles 
1794 Zumbehl Rd. 
St. Charles, MO 63303 
(636) 947-1666 
Fax: (636) 947-4185 
Hours: M-F, 8 a.m.-5 p.m. 

Concentra Westport 
83 Progress Parkway 
Maryland Heights, MO. 63043 
(314) 434-8174 
Fax: (314) 434-8706 
Hours: M-F, 8 a.m.-8 p.m. 

Concentra Fenton 
128 Matrix Commons Dr. 
Fenton, MO. 63026 
(636) 349-6850 
Fax: (636) 349-6641 
Hours: M-F, 8 a.m.-5 p.m. 

 

Concentra North Broadway 
8340 North Broadway St. 
St. Louis, MO. 63147 
(385) 385-9563 
Fax: (314) 385-9350 
Hours: M-F, 8 a.m.-5 p.m. 

Concentra Hazelwood 
463 Lynn Haven Lane 
Hazelwood, MO. 63042 

(314) 731-0448 
Fax: (314) 731-0495 
Hours: M-F, 8 a.m. – 5 p.m. 

 

 

 
Fidelity and Liability Insurance 

 

The School District of Jennings carries a blanket fidelity bond on all employees. 
 

The School District of Jennings carries public liability insurance as a part of the total insurance program. 
The policies provide protection within policy terms for teachers and non-certificated employees for liability 
claims while acting in the scope of their duties as employees of the Jennings School District. 

 

An employee transporting students by car shall be required to carry liability insurance coverage. 
 

Method of Payment 
 

Employees will be paid twice a month on the 15th and last day of the month. When the 15th or last day of 
the month fall on a weekend or a holiday, employees shall receive paychecks on the last business day 
preceding the 15th or last day of the month. All employees are required to participate in direct deposit of 
their paychecks. Employees needing guidance on how to enroll in a direct deposit program should contact 
Personnel Services or Payroll. Should an employee need to make changes to their current direct deposit 
information, forms may be obtained on the district website on the Federal Programs & Personnel Service 
page and must be submitted 10 days prior to the upcoming payroll date. 

 
During the month of December, the payroll dates will be adjusted to accommodate winter break and as a 
courtesy the district will pay out the December 31st payroll on an earlier date in December identified on the 
yearly payroll calendar. If an employee not work all the hours that they have been paid during the pay 
period of December 1st-15th, those hours will be deducted on the January 15 payroll. 
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Payroll Deductions 
 

Payroll deductions will be made from all salaries as required by law and requested by the teacher or staff 
member in writing and sanctioned by the rules and regulations of the Board of Education. Changes must 
be submitted 10 days prior to the next payroll. 

 

Payroll deductions include: 

 Withholding tax (Federal and State of Missouri) which is determined by the individual's salary 
and exemptions. 

 Retirement fund as required by state law. 

 Missouri State Teachers Association accident and sickness group insurance premiums for 
supplemental coverage. * 

 Deposits on tax-favored annuity purchase. The school district only participates in payroll 
deduction for Valic. * 

 City of St. Louis earnings tax (for employees residing in the City of St. Louis). 

 Other withholdings mandated by law, such as garnishments or approved by the 
superintendent. 

 Dues to local teacher organizations* 

 
* denote voluntary participation 

 
 

Retirement 
 

All eligible district employees shall participate in either the Public School Retirement System (PSRS) of the 
State of Missouri or in the Public Education Employees Retirement System (PEERS) of Missouri as allowed 
by law.  Reference: Policy GCP 
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EMPLOYEE LEAVES AND ABSENCES 

Excessive Absences or Tardiness 
 

Consistent staffing is important to the learning environment and district operation and therefore is an 
essential duty of all employees. When an employee 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. 

 

Employees may be terminated for excessive absences or tardiness. Unless authorized by the Board or the 
superintendent or otherwise authorize 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 and is not protected by law. 

 

Paid leave will be granted only for reasons specifically authorized under board policy, and only for the 
particular period for time such paid leave has been specifically granted. In the event that (1) the Board or 
superintendent permits an employee to be absent or tardy for a reason that does not qualify for paid leave 
under Board policy or (2) and employee is absent or tardy beyond the period of time authorized by the 
district, the employee shall not receive compensation for such absences or tardiness. Reference: Policy 
GCBDA & Policy GDBDA 

 
Short Term Leaves and Absences 

 

The following leaves with pay will be accorded full-time employees. Part-time employees will receive these 
leaves on a pro rata basis. 

 

Personal Time Off 
 

Employees shall be given the following personal time off per school year. PTO days cannot be used 
around—to extended—weekend or holiday. 

 
12 Month Employees 12 PTO days 
11 Month Employees 11 PTO days 
10.5 Month Employees 10 PTO days 
9.5 Month Employees 10 PTO days 

 

Absences may be charged to personal leave for the following reasons: 
 

a. Personal/Family Illness 

b. Routine doctor or dental appointments 
c. Non-school related court appearances 
d. Weddings or Graduations 

e. Religious holidays 
f. FMLA leave 
g. All other personal or family related absences not listed above. 

 
Employees request for personal time off for anything other than illness must be submitted to Human 
resources one (1) week prior to the date requested, if applicable. 
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Under this policy the day before and after Thanksgiving Break, Winter Break and Spring Break are not to be 
taken or used as personal days. No more than five percent (5%) of the professional staff in each building will 
be allowed to take personal days at one time. 

 

Personal time off is cumulative under this policy. Any unused personal time off will be accrued at the end 
of each school year.  An employee can accrue up to 120 days. 

 
Upon retirement from the district, any unused personal time off will be bought back by the district at the 
substitute pay rate for that job category up to 120 days. 

 
A district employee shall not be entitled to use personal time off during the period the employee receives 
Workers’ Compensation for time lost to work-related accidents. 

 
Any 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. 
Reference: Policy GCBDA & Policy GDBDA 

 

During the state testing window and final two weeks of the school year personal time off will not be 
approved with the exception of emergency situations. 

 

Five consecutive absences due to a medical condition will require a doctor’s statement. The statement 
must indicate a return to work date and the district may request the employee to complete the FMLA 
documentation for short term leaves. 

 

Holidays 
 

The Board annually adopts a calendar which recognizes the following holidays for professional and support 
staff: 

 New Year’s Day 

 Martin Luther King, Jr. Birthday 

 President’s Day 

 Memorial Day 

 Independence Day 

 Labor Day 

 Thanksgiving Day 

 Christmas Day 



22 | P a g e  

Vacation 
 

Employees who work 12 months of the year shall be entitled to the following vacation time. Vacation is 
accrued according to the school fiscal year July 1- June 30. Vacation time is awarded on July 1st of each  year.  
Employees working less than a year will be prorated. 
a. Employees with one year of service---1 week 
b. Employees with 5 or more years of service---2 weeks 
c. Employees with 15 or more years of service---3 weeks 

 

Twelve month employees hired prior to July 1, 2010 will be grandfathered under preceding vacation 
guidelines.   Reference: Policy GCBDA & Policy GDBDA 

 

Vacation time for 12 month non-certificated employees hired prior to July 1, 2010 
a. Employees with more than one year of service --2 weeks 
b. Employees with more than eight (8) years of service---3 weeks 
c. Employees with 15 or more years of service---4 weeks** 
**refers only to maintenance and custodial staff 

 
With the advance approval of the superintendent, a 12-month employee who has been issued a contract 
to return to the district for the subsequent school year may use her/his annual leave during July of the 
subsequent school year while school is out of session. Reference: Policy GCBDA & Policy GDBDA 

 

Administrators must ensure all closing of school matters, which includes a final approved master schedule 
is completed before summer vacations are approved. School based administrators are encouraged to 
return from vacation when secretaries return for the new academic year. 

 
Other Types Leaves  

Professional Leave Leave for Court Subpoena Military Leave 

Jury Duty Bereavement Election Leave 
Leave to Vote Crime Leave Firefighter Leave 

 
Reference: Policy GCBDA & Policy GDBDA 

 

Bereavement Leave is defined as follows: 
Immediate (up to 5 days) - mother, father, sister, brother, daughter, son, grandchildren, grandparent or 
in-law of the same 
Extended (2 days) – maternal/paternal aunt or uncle 

Family Medical Leave 

Employee’s accrued paid leave (such as personal time off or vacation leave) will run concurrently to cover 
some or all of the FMLA leave. Once accrued paid leave has been used the employee’s FMLA leave 
benefits will be unpaid. 

 

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. 
3. Be employed at a worksite where 50 or more employees are employed by the district within 75 miles 

of that worksite. 
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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 that makes the employee unable to perform one (1) or 
4. more of the essential functions of his or her job or the serious health condition of the employee's 

spouse, child or parent. 
 

4. Care of a spouse, child, parent or next of kin who is a covered service member with a serious illness 
or injury (military caregiver leave). 

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

covered active duty, or has been notified of an impending call or order to covered active duty, in the 
armed forces. Reference: Policy GBB 

 
 

Extended Leave 

 

The district supports staff members in addressing catastrophic illness by allowing employees to have up 
to three months of paid leave (i.e., catastrophic illness leave) within the same academic school year that 
the illness occurred if they exhaust their personal time off and if--as of the date of application for 
catastrophic illness leave--they have been absent for three months or less. 
Reference: Policy GCBDA & Policy GDBDA 

 
 

The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide 
their employees with paid sick leave and expanded family and medical leave for specified reasons 
related to COVID-19. These provisions will apply from April 1, 2020 through December 31, 2020.  
 
► PAID LEAVE ENTITLEMENTS  
 
Generally, employers covered under the Act must provide employees: Up to two weeks (80 hours, or 
a part-time employee’s two-week equivalent) of paid sick leave based on the higher of their regular 
rate of pay, or the applicable state or Federal minimum wage, paid at: 
 • 100% for qualifying reasons #1-3 below, up to $511 daily and $5,110 total; 
 • 2/3 for qualifying reasons #4 and 6 below, up to $200 daily and $2,000 total; and  
 • Up to 12 weeks of paid sick leave and expanded family and medical leave paid at 2/3 for qualifying 
reason #5 below for up to $200 daily and $12,000 total. A part-time employee is eligible for leave for 
the number of hours that the employee is normally scheduled to work over that period.  
 
► ELIGIBLE EMPLOYEES  
 
In general, employees of private sector employers with fewer than 500 employees, and certain 
public sector employers, are eligible for up to two weeks of fully or partially paid sick leave for 
COVID-19 related reasons (see below). Employees who have been employed for at least 30 days 
prior to their leave request may be eligible for up to an additional 10 weeks of partially paid 
expanded family and medical leave for reason #5 below.  
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► QUALIFYING REASONS FOR LEAVE RELATED TO COVID-19 An employee is entitled to take leave 
related to COVID-19 if the employee is unable to work, including unable to telework, because the 
employee: 
. is subject to a Federal, State, or local quarantine or isolation order related to COVID-19; 2. has been 
advised by a health care provider to self-quarantine related to COVID-19; 3. is experiencing COVID-
19 symptoms and is seeking a medical diagnosis; 4. is caring for an individual subject to an order 
described in (1) or self-quarantine as described in (2);  
 
During these unprecedented times, the district will continue to support the needs of staff to ensure a safe and 
healthy environment for all.  The district expects the following from all staff. 

 Report to work as scheduled based on your job title and responsibilities as outlined by the 

employee calendar. 

 Should a staff member need an accommodation it must will be reviewed by the Office of 

Personnel/HR on a case by case basis.  All request must be accompanied with appropriate 

medical documentation as outlined under the CARES ACT. 

 

EMERGENCY CLOSINGS 

Inclement Weather or Other Emergencies 
 

Should it become necessary to close any or all of the schools of the district by reason of weather or other 
emergencies, the superintendent may order the closing of any schools so affected. Notification of such 
closings will be given to all district employees, students, and public under a plan of notification developed 
by the superintendent and approved by the Board. 

 
The superintendent encourages employees to view the district webpage, listen for School Reach 
notifications and local television stations for notification of school closings due to inclement weather. 

 

The superintendent will also have the authority to delay the opening of any or all schools or to dismiss 
them early because of weather conditions and other emergencies. 

 

If the district’s schools are dismissed due to inclement weather after school has been in session for three 
hours, that day shall count as a school day, including afternoon session kindergarten. When the time lost 
due to inclement weather decreases the total hours of the school term below the required minimum 
number of hours by more than 12 hours for all day students or six (6) hours for one-half day kindergarten 
students, the time must be made up in one-half day or full day additions to the term unless the school 
calendar was sufficient to provide the required days and hours after subtracting those lost. 

 

On days when school is not in session because of inclement weather, there will be no student-related 
activities in the school buildings, unless approved by the superintendent. 

 
When school is not in session due to inclement weather or emergencies, all administrators and other 12 
month employees should report to work at their scheduled time unless otherwise notified. 
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PROFESSIONAL STAFF 
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PROFESSIONAL STAFF 
 

Teacher Employment 
 

Contracts of certificated personnel will be offered on or before May 15th of each year as prescribed by 
Missouri Statutes. 

 
Probationary Teachers 

 

Teachers new to the district will be employed on a probationary contract for one year, and will continue on 
one-year probationary contracts until qualified for and awarded indefinite contract status. Their selection 
will be on recommendation of the superintendent or principal, with approval of the Board of Education. On 
or before April 15, the Board shall notify in writing those probationary teachers whose contracts will not be 
renewed. 

 

Tenured Teachers 
 

Permanent teachers will receive permanent contracts modified each year to show salary and length of 
school term. 

 
Release from Contract 

 

Any contract may be terminated at any time by mutual consent. Any request for release from a contract by 
a professional staff member shall be submitted in writing and directed to the Superintendent/ or designee. 

 
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. Should a teacher be released after 
the June 1 date, they will pay the district $1,000. 

 

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.   Reference: Policy GCPB 
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Certification Requirements 
 

All teachers employed in the Jennings School District must obtain and at all-time maintain a valid 
certificate of license to teach in the State of Missouri. Jennings School District expects all teachers to be 
appropriately certified in each grade/subject area he/she is teaching. Teachers issued a license prior to 
September 1, 1988, have a Life Classification and maintain this certificate without completing any further 
requirements after the initial issue. 

 

In 2003, legislation created a two-tier plan of professional classification: 
 

INITIAL PROFESSIONAL CERTIFICATE (IPC) is valid for four years and assigned to new graduates of teacher 
education programs and individuals with less than four years of teaching experience who meet the 
minimum requirements and qualifications. To advance to the next level during the valid dates of the 
classification, a teacher must meet the following requirements: 

 
• Participation in a district-provided and approved mentoring program for two years 
• Successful completion of 30 contract hours of professional development which may include college 

credits 

• Participation in a Beginning Teacher Assistance program 
• Successfully participate in a performance-based teacher evaluation 
• Complete four years of approved teaching experience 
• Have professional development and growth plan 

 

CAREER CONTINUOUS PROFESSIONAL CERTIFICATE (CCPC) is valid continuously (99 years) depending on 
an individual meeting the following: 

 

• The requirements of the IPC, PCI, PCII or CPC level 
• Successful, yearly completion of 15 contact hours of professional development which may include 

college credit 
• Have a local professional development and growth plan 

OR 

Two of the following items: 
 

• Ten (10) years of teaching experience 

• A master’s degree; or 
• National Board Certification 

 
 

Please make sure you are aware of the expiration date for your Initial PC, PC I, PC II, or CPC. As of June 
1, 2011 DESE has gone to an online certification system. All educators will need to complete the 
upgrade/extension or additional certification applications online at www.dese.mo.gov . Once 
completed DESE will send a message to the district to complete the district section of the application 
process. For assistance with the online application processes contact the Personnel Services. 

http://www.dese.mo.gov/
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Teacher Salary 
 

All classroom teachers will be employed and placed on the salary schedule according to its provisions. 
Reference: Policies GCBA 

 
 
 

General Responsibilities for Teachers 
 

All teachers will be expected to teach and/or manage their assigned classes or rooms and their 
extracurricular assignments to the best of their ability under the supervision of the building administrator 
and the superintendent of schools. 

 

Teachers should: 
 
 Consistently develop good citizenship in students. 

 

 Conduct themselves in a professional manner at all times. 
 
 Maintain student records and reports promptly and accurately. 

 

At a minimum, staff members are expected to be on duty in accordance to the hours of operation in the 
building they are assigned, 15 minutes prior to the start of the school day and 20 minutes after dismissal. 
Principals may make variations to the schedule, as circumstances dictate due to faculty meetings, 
department meetings, parent conferences, staffing, and other professional obligations as necessary. 

 
For general purposes the expected duty time is as follows unless variations mentioned above have been 
noted. 

 

 Elementary/Intermediate Schools (PK-6) 7:45 am – 3:20 pm 

 Junior High School (7-8) 7:45 am – 3:20 pm 

 Senior High School (9-12) 7:45 am – 3:20 pm 

 College Prep Academy (6-12) 7:45 am – 4:00 pm 

 JETS Alternative Program (7-12) 8:45 am – 3:45pm 
 

The Board of Education believes that it is essential to have staff supervision of students during and after 
school hours in extreme emergency situations including (but not limited to) earthquakes, tornadoes, and 
other natural disasters. The principal of each school may require any or all teachers or staff members to 
remain on school premises in emergency situations during and after school hours in order to facilitate the 
safe and effective functioning of the school in coping with any extreme emergency situations. 

 
 

Teacher Absence 
 

Teachers who anticipate an absence shall inform the building principal or designee as soon as possible, 
and enter the absence prior to 6:30 am in the AESOP-Absence & Substitute Management System. 
Absences should be entered online at www.aesoponline.com or by phone 1-800-942-3767. Employees 
will receive a login and passcode upon employment. 

 
In the case of sudden illness, or similar emergency, the teacher shall inform the principal at the earliest 
opportunity. All teachers should maintain adequate lesson plans to enable a substitute to take over a class 

http://www.aesoponline.com/


29 | P a g e  

with a minimum amount of time lost and in continuation of the previous lessons; these lesson plans can 
be uploaded for the substitute in AESOP for each absence. 

 
 

Evaluation 
 

The primary purpose of the district's Performance Based Evaluation Program (PBTE) is to facilitate and 
improve instruction that enhances student achievement. The evaluation system will identify performance 
areas and provide direction for maintaining and improving skills. The secondary purpose is to determine 
whether performance meets the degree of competency required for continued employment and/or tenure.   
Reference: Policy GCN 

 
 

Sabbatical Leave 
 

Sabbatical leave may be granted to a limited number of teachers. Reference: Policy GCBDB 
 
 

Transfers/Reassignments 
 

The superintendent may reassign staff members to different positions or buildings at 
any time, including after a contract has been signed or in the middle of the school year 
in order to meet the requirements of operating the schools most efficiently. Reference: 
Policy GCI 

 
Channel Changes 

 

Teachers anticipating a channel (lateral) movement to MA or MA+30 channels on the Teachers' Salary 
Schedule must have official transcripts received by Personnel Services prior to the first day of school for 
the current school year. 

 

Extra Duty Assignments & Extended Year Contracts 
 

Staff members who have had prior performance concerns will not be considered for additional duty 
assignments within the district. Additionally, staff members who work outside of their contractual 
obligations will be compensated at the extra service pay amount unless approved by the superintendent. 

 
Extra duty time sheets must be signed by the employee’s supervisor and submitted according to the pay 
period calendar. Any time sheet received after the specified date will be paid on the next scheduled payroll. 

 

Employees who take PTO or vacation as a full day or half day PM, are not eligible to work extra duty in any 
capacity. 

 
Employees cannot be compensated for extra duties performed during their normal work day. 

 

Employees who have extended year contracts such as counselors and librarians will work 5 consecutive 
days before the school year and 5 consecutive days after the school year ends unless otherwise approved 
by the building administrator. 
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Promotion, Acceleration and Retention of Students 
 

The School District of Jennings is committed to the continuous development of students enrolled in the 
district’s schools, and to student achievement of the skills for the current grade assignment, for 
promotion to a higher grade. The superintendent, in cooperation with the professional staff, shall 
develop administrative procedures for the promotion, acceleration, and retention of students. 

 
 
 
 

In evaluating student achievement, each teacher will make use of all available information, including 
results of common assessments, other measures of skill and content mastery, standardized test results, 
and teacher observation of student performance. The building administrator will direct and aid teachers 
in student evaluations, and will review grade assignments in order to ensure uniformity of evaluation 
standards.  Reference: Policy IKE 

 
 
 
 

Student Records 
 

In order to provide students with appropriate instruction and educational services, it is necessary for the 
district to maintain extensive and sometimes personal information about students and families. These 
records must be kept confidential in accordance with law, but must also be readily available to district 
personnel who need the records to effectively serve district students.  Reference: Policy JO 

 
Accidents 

 

1. In the event of an accident, the child’s welfare is of first importance. 
2. In case of an accident to any child, the teacher in closest contact with the accident should follow this 

procedure: 
 

a. Render first-aid immediately. 
b. Building principal and/or school office should be notified promptly. At the discretion of the 

building principal, parents will be notified. 
c. If parent is not available and injury warrants, the child should be taken to a doctor immediately 

or a hospital emergency room. 

d. Accident report form, in duplicate, should be filed with the principal on the same day. 
Reference: Policy EBBA 

 
School Property 

 

It is the policy of the Board of Education to keep all school facilities in the best possible repair. Teachers 
shall supervise the use of school property in their rooms and shall report the misuse of any school 
equipment or property at once. They shall maintain inventory of all supplies, textbooks, equipment, 
technology devices, furniture and any other instructional resources, and make such reports as are 
requested by the administration. 
**Replacement badges will cost $5 each 
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Records and Reports 
 

Records and reports that are the responsibility of the individual teacher should be handled promptly and 
accurately. Teacher grade books are property of the Jennings School District and shall become part of the 
school permanent record. Any health related communications received by individual teachers should be 
immediately forwarded to the school nurse. 

 
Student Discipline 

 

The Board of Education has the legal authority to make all needed policies, rules and regulations for 
organizing and governing the school district. This includes the power to suspend one hundred eighty (180) 
school days or more, or expel a student for conduct which is prejudicial to good order and discipline in the 
schools or impairs the morale or good conduct of the students. 

 
The superintendent may suspend a student for up to one hundred eighty (180) school days. 

 

Building principals are responsible for the development of rules and regulations regarding student 
conduct needed to maintain proper behavior in schools under their supervision. Principals, subject to 
appropriate due process procedures, may summarily suspend any student for up to ten (10) school days 
for violation of these policies, rules and regulations. 

 

Teachers shall have the authority to make and enforce necessary rules for the internal governance in the 
classroom, subject to review by the building principal. The Board expects each teacher to maintain a 
satisfactory standard of conduct in the classroom. 
Reference: Policies JG and JG-R, Policy JGA, Policy JGB, Policy JGD, Policy JGE, and Policy JGF 
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SUPPORT STAFF 
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SUPPORT STAFF 
 

Classification of Employees 
 

Exempt 
 

Exempt employees are classified as professionals under the provisions of the Fair Labor Standards Act. 
These employees are not eligible for overtime pay or compensatory hours. 

 
Exempt employees may be compensated for additional duties, if and only if it occurs outside the work 
calendar approved by the district. 

 
Non-Exempt 

 

Non-exempt employees are compensated hourly. These employees are eligible for overtime pay or 
compensatory hours, if they physically work 40 hours or more in a work week. 

 

Work Schedules 
 

The work week is from Sunday –Saturday. The work day for support staff will be prescribed by the 
superintendent or designee in consultation with principals and/or supervisors. Any deviation from the 
prescribed work day must be approved by the principal or supervisor. Support Staff calendars indicate all 
paid and unpaid work days for the current school year.  

 

All facilities staff must report on inclement weather days which include weekends or holidays unless 
otherwise notified by the director of facilities.  Should the inclement weather day fall on a weekend or 
holiday, staff will be compensated according to district procedures.   

 

Probationary Period (Facilities Staff Only) 
 

Newly hired staff will complete a 60-day probationary period beginning their official date of hire. After 
the completing of the 60-day period, staff will eligible for district paid benefits. 

 
Time Sheets 

 

Time sheets must be signed by the employee’s supervisor and submitted according to the pay period 
calendar. Any time sheet received after the specified date will be paid on the next scheduled payroll. 

 
Overtime Pay and Compensatory (Comp) Time 

 

Overtime will be compensated when an employee physically works more than 40 hours in a work week. 
All overtime must be preapproved by principal/supervisor prior to being worked. Overtime will be paid at 
time and a half of the employee’s hourly rate. The employee may select to be awarded compensatory 
(comp) hours instead of overtime pay. Employee must choose only one option; time cannot be split 
between overtime and compensatory hours. Should the employee elect to receive compensatory time, it 
will be rewarded as one and one-half days.  

Compensatory time must be taken prior to the start of a new fiscal year. An employee may only accrue up 
to 15 hours of compensatory time in a given pay period. All other hours worked will be automatically paid 
in overtime.   An employee’s compensatory balance cannot exceed 40 hours in a given school year.   
Compensatory time will not be accrued during the final month of the fiscal year.  Any remaining overtime 
unused will be paid out in overtime by June 30th.   
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Evaluation 
 

The evaluation system will identify performance areas and provide direction for maintaining and improving 
skills. Each administrator and/or supervisor will evaluate support staff members on a yearly basis. 
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Transfers/Reassignments 
 

The district reserves the right to make employee transfers and/or reassignments in order to meet the 
requirements of operating the schools most efficiently. 

 

Disciplinary Action/Termination with District 
 

Employees shall be subject to termination with the district and lose all rights to accumulated benefits 
except vacation earned if: 

 

1. They resign their position with the district. 

2. They are physically and/or mentally unable to perform their duties. 
3. They are discharged for cause by the district due to the violation of district policies and/or other 

district rules and regulations including those in this handbook. 
 

Causes for Disciplinary Action and/or Termination 
 

The operation of the school program and/or the safety and convenience of a great many personnel may 
be jeopardized by the acts of employees. Therefore, restrictions must be placed on employees for the 
good of the entire group. Violations of district and/or handbook policies may be sufficient grounds for 
reprimand, disciplinary action, and/or termination. 

 

1. Failure to report to work, excessive absenteeism, or excessive tardiness 
2. Abusing, defacing, misusing, or destroying district property, including tools and equipment. 
3. Unauthorized operation of machines, tools, and equipment. 
4. Improper or unauthorized operation of motor driven school vehicles. 
5. Poor workmanship or unsatisfactory performance. 
6. Walking off the job. 
7. Refusal or failure to do work assignment or to obey orders of supervisor. 
8. Falsification of personnel or other records. 
9. Unauthorized possession of weapon(s) on district premises at any time. 
10. Unauthorized removal of district property or records from premises. 
11. Theft or misappropriation of property from fellow employees of the district. 
12. Sabotage. 
13. Threatening, intimidating, coercing, or interfering with employees of the district. 
14. Making false, vicious, or malicious statements concerning other employees, supervisors, or the 

district. 

15. Fighting on the premises at any time. 
16. Possession, consumption, or reporting to work under the influence of a mind altering substance. 
17. Disregarding safety rules or common safety practices. 
18. Participating in gambling, lottery, or other games of chance on district premises. 
19. Unauthorized distribution of literature, written or printed, on district premises. 
20. Immoral conduct or indecency including abusive language, foul language, or sexual harassment. 
21. Other acts unbecoming of a school district employee. 
22. Rule infractions subject to immediate termination. 

Reference: Policy GDPD 
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APPENDIX 
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Technology Usage- Policy EHB 
 

Mission 

 
The mission of the district’s technology will be to provide guidance and resources that help enrich instructional 
effectiveness and improve student instructional performance by determining the appropriate computer hardware 
necessary. Effective technology integration is a slow process that requires a great deal of planning and forethought. 
The ultimate goal is to enable the instructional practices. In addition, administrative use of technology should increase 
the effectiveness of communication, data management and information exchange. 

 
General 

 
The Jennings School District recognizes the value of computer and other electronic resources to improve student 
learning and enhance the administration and operation of its schools. To this end, the Jennings School District Board 
of Education encourages the responsible use of computers; computer networks, including the Internet; and other 
electronic resources in support of the mission and goals of the Jennings School District and its schools. 

Because the Internet is an unregulated, worldwide vehicle for communication, information available to staff and 
students is impossible to control. Therefore, the Jennings School District Board of Education adopts this policy 
governing the voluntary use of electronic resources and the Internet in order to provide guidance to individuals and 
groups obtaining access to these resources on district-owned equipment or through Jennings School District's 
affiliated organizations. 

 

Because technology changes rapidly and employees and students need immediate guidance, the superintendent or 
designee is directed to create procedures to implement this policy and to regularly review those procedures to ensure 
they are current. 

 

 
Definitions 

 
For the purposes of this policy and related procedures and forms, the following terms are defined: 

 
Technology Resources – Technologies, devices and services 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; mobile phones; audio-visual equipment; Internet; electronic mail (e- mail); 
electronic communications devices and services, including wireless access; multi-media resources; hardware; and 
software. Technology resources may include technologies, devices and services provided to the district by a third 
party. 

 
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 approved by the superintendent or designee, such as consultants, legal counsel and independent 
contractors. All users must agree to follow the district’s policies and procedures and sign or electronically consent 
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to the district's User Agreement prior to accessing or using district technology resources, unless excused by the 
superintendent or designee. 

 
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, but not limited to, voice mail, telecommunications, 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 authorize 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 resources, including 
files deleted from a user’s account, may be intercepted, accessed, monitored or searched by district administrators 
or their designees at any time in the regular course of business. Such access may include, but is not limited to, 
verifying that users are complying with district policies and rules and investigating potential misconduct. Any such 
search, access or interception shall comply with all applicable laws. Users are required to return district technology 
resources to the district upon demand including, but not limited to, mobile phones, laptops and tablets. 

 
Technology Administration 

 
Administrators of district technology may monitor the use of district technology resources and the online activity of 
users. This may include real-time monitoring of network activity and/or maintaining a log of Internet activity for later 
review. Administrators of district technology 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. The administrator may permanently remove a person's access to district technology, 
including access to the network, upon authorization of the superintendent or designee. All district technology 
resources are considered district property. 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 programs or information, install equipment, upgrade any system or enter any system at any 
time. 

 
District technology administrators are directed to provide guidelines and make reasonable efforts to train staff and 
students in acceptable use and policies governing online communications. 

 
Content Filtering and Monitoring 

 
The district will monitor the online activities of minors and operate a technology protection measure (“content filter”) 
on the network and all district technology with Internet access, as required by law. In accordance with law, the 
content filter will be used to protect against access to visual depictions that are obscene or harmful to minors or are 
child pornography. Content filters are not foolproof, and the district cannot guarantee that users will never be able 
to access offensive materials using district equipment. Evading or disabling, or attempting to evade or disable, a 
content filter installed by the district is prohibited. 

 
The superintendent, designee or the district's technology administrator may fully or partially disable the district's 
content filter to enable access for an adult for bona fide research or other lawful purposes. In making decisions to 
fully or partially disable the district's content filter, the administrator shall consider whether the use will serve a 
legitimate educational purpose or otherwise benefit the district. 

 
Online Safety, Security and Confidentiality 

 
In addition to the use of a content filter, the district will take measures to prevent minors from using district 
technology to access inappropriate matter or materials harmful to minors on the Internet. Such measures shall 
include, but are not limited to, supervising and monitoring student technology use, careful planning when using 
technology in the curriculum, and instruction on appropriate materials. The superintendent, designee and/or the 
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district's technology administrator will develop procedures to provide users guidance on which materials and uses 
are inappropriate, including network etiquette guidelines. 

 
All minor students will be instructed on safety and security issues, including instruction on the dangers of sharing 
personal information about themselves or others when using e-mail, social media, chat rooms or other forms of direct 
electronic communication. Instruction will also address cyberbullying awareness and response and appropriate online 
behavior, including interacting with other individuals on social networking websites and in chat rooms. 

 
This instruction will occur in the district's computer courses, courses in which students are introduced to the 
computer and the Internet, or courses that use the Internet in instruction. Students are required to follow all district 
rules when using district technology resources and are prohibited from sharing personal information online unless 
authorized by the district. 

 
All district employees must abide by state and federal law and Board policies and procedures when using district 
technology resources to communicate information about personally identifiable students to prevent unlawful 
disclosure of student information or records. 

 
All users are prohibited from using district technology to gain unauthorized access to a technology system or 
information; connect to other systems in evasion of the physical limitations of the remote system; copy district files 
without authorization; interfere with the ability of others to utilize technology; secure a higher level of privilege 
without authorization; introduce computer viruses, hacking tools, or other disruptive/destructive programs onto 
district technology; or evade or disable a content filter. 

 
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 
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. The retention schedule must comply 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, records will be maintained on the district server for a period of time 
as directed by the district’s attorney. 

 
Use of Property 

 
All users will use the district’s property as it was intended. Technology or technology hardware will not be lifted, 
moved or relocated without permission of the Technology Department. All users will be held accountable for any 
damage they cause to district technology resources. 
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Media Consent 
 

From time to time representatives of the news media or the district’s own public relations division are invited to 
schools to cover events. When this occurs there is a possibility you, the employee may be photographed, videotaped, 
interviewed for a news story or district advertisement. 

 

 

Laptop/Mobile Devices 
 

The following agreement is for the protection of all district staff regarding the use of district laptop computers/mobile 

devices. 

 
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. 

 
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, employees, students or any other user at any time without prior notice. Authorized district 

personnel may load or delete new programs or information, install new equipment, upgrade any system or enter any 

system to correct problems at any time. 

 
The district may examine all information stored on district technology resources at any time. The district may monitor 

employee and students technology usage. Electronic communications, all data stored on the district’s technology 

resources and downloaded material, including files deleted from a user’s account, may be intercepted, accessed or 

searched by district administrators or designees at any time. 

 
District staff members are permitted to: 

 
1. Take the laptop computer/electronic device home after school hours - evenings, weekends, and vacations, 

including summer vacation. 

2. Install software pertinent to his/her curriculum/job responsibilities or for evaluation as part of a site-based 

software review committee. Users must present proof of license on any third-party software. 

 
District staff members are encouraged to: 

 
1. Store documents on Google Drive or in their personal space on the building server. 

2. Use the laptop computers/mobile devices to support their educational growth while enrolled in district 

approved workshops, training or coursework. 

3. Enroll in district approved technology related training or workshops to enhance their skills. 
 

 
District staff members must: 

 
1. Attend any and all district required training. 

2. Keep the laptop computer/electronic device in a locked location at all times when not in use. 

3. Report repair needs immediately to the building principal or most immediate administrator and have a 

Technology Service Request form completed and signed by their building principal or administrator. 

4. Report the loss or theft of a district laptop computer/electronic device and the pertinent inventory 

information immediately to their building principal or supervisor. 

5. Use the laptop computers/mobile devices to support instruction in their classroom and integrate 

technology into teaching and learning or in completion of their job responsibilities. 
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6. Have or obtain adequate homeowner’s or renter’s liability insurance policies or have the financial means 

that will cover damage or loss of the laptop computers/mobile devices. District staff members will be 

responsible for any deductible incurred as a result of damage or loss of the laptop computer/electronic 

device. 

7. District staff members are prohibited from: 

 
1. Allowing students to use the laptop computers/mobile devices unless under direct supervision by district 

staff members. 

2. Downloading information or files that are not related to classroom instruction or job responsibilities. 

 
Use of the district’s technology resources is a privilege, not a right. A user’s privileges may be suspended 

pending an investigation concerning use of the district’s technology resources. Any violation of district 

policies, regulations or procedures regarding technology usage may result in temporary, long-term or 

permanent suspension of user privileges. 

The administration may use disciplinary measures to enforce district policies, regulations and procedures. 

Employees may be disciplined or terminated, and students suspended or expelled, for violating the district’s 

policies, regulations and procedures. Any attempted violation of district policies, regulations 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. 

NOTE: District staff members are expected to exercise reasonable care and security for the laptop 

computers/mobile devices. If a district staff member is negligent in the care or use of the laptop 

computer/electronic device and the laptop computer/electronic device is damaged as a result of such 

negligence, the district staff member will be liable for the repair or replacement of the laptop 

computer/electronic device. Likewise, if a district staff member is negligent and as a result of such 

negligence the laptop computer/electronic device is lost or stolen, the district staff member will be liable for 

its replacement cost. A district staff member will also be liable for damage to or loss of the laptop 

computer/electronic device due to intentionally reckless use or security of the laptop computer/electronic 

device. Lost or stolen laptop computers/mobile devices due to negligence will not be replaced with district 

funds. 
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Included herein are Jennings School District (JSD) essential actions for COVID-19 school safety and 

wellbeing of all. It is consistent with local, state, federal guidelines to operate school buildings. This 

document is not intended to be all-encompassing. Distancing, limited face time with anyone (less than 15 

minutes), PPE use, real-time communication/data, and agile actions/mitigation are the top 5 ways to 

increase everyone’s safety. 

Center for Disease Control (CDC) Essential Guidelines for Schools 

● Minimally face covers are available for: health room staff and any person exhibiting symptoms 

● No sharing of any items or supplies, all belongings in individual cubbies, locks, labeled containers 

● No sharing of electronic devices, toys, games, learning aids 

● Desks 6 feet apart, all facing the same way in classrooms.  30 square feet space per person is our JSD 

goal. 

● Distance on school buses – 1 child or family per seat, skip rows and start with first student to go to last 

seat and the driver 

● Use plexiglass for teacher desk partitions wherever you cannot space 6ft apart 

● One-way routes in hallways; tape on sidewalks and walls to keep kids 6th apart 

● No communal shared spaces – cafeterias, playgrounds per class and with cleaning with each use 

● Physical barriers or screens between sinks in bathrooms and touchless equipment 

● Only pre-packages boxes or bags of food instead of cafeteria food; kids eat in classrooms 

● No field trips, assemblies, or external organizations in the school.  Limit volunteers and visitors unless 

with special permission 

● Same children stay with the same staff all day, little to no switching groups or classes 

● Stagger arrival and departure times for students to limit crowds to less than 50 students at any time. 

● Daily self-screening of health or temperature checks. JSD families and staff must use the guideline 

of “When to Send/Keep Sick Children Home from School”  as well as the Jennings School District 

COVID-19 Employee and Volunteer Daily Self Screening 

● Clean and disinfect high-touch places throughout the day and hand washing 5 times a day 

Guidance for cleaning and disinfecting 

● Cleaning and sanitizing in all buildings in high-touch surfaces hourly and critical areas daily and every 3 

days for spray 

o Daily sanitizing and cleaning wipes of high touch surfaces: classroom desks, doorknobs, drinking 

fountains and restrooms. 

o Critical 3-day Care Spray: 3 times/week class desks, doorknobs, drinking fountains, restrooms, gyms, 

weight room items 

● Deep cleaning all Jennings buildings monthly basis and fogging as needed if outbreak. keep a daily 

cleaning log 

● Intensify daily cleaning and sanitizing/disinfecting by janitorial staff with EPA-approved disinfectants 

for COVID-19 instructions for the product to work properly, including contact time and shelf life after 

the product is diluted. Beware of products which can be toxic for children if the item is to be used 

shortly after sanitizing or disinfection 

● Custodian provider increase introduction and circulation of outdoor air as much as possible by opening 

windows and doors 

o Follow the manufacturer’s instructions for all cleaning and disinfection products (e.g., application 

method, contact time) 
o Clean all surfaces using a detergent or soap and water prior to disinfection or sanitizing. 

Using only a sanitizing agent or disinfectant on visibly soiled surfaces will not work; they 
must be cleaned first, then sanitized 

 

Food and Food Service Essential Actions 

 

https://www.jenningsk12.org/whenstudentsneedtostayhome
https://www.jenningsk12.org/whenstudentsneedtostayhome
https://docs.google.com/forms/d/e/1FAIpQLSfnpOdyuzb83hiDAjoH5ctZiQRG4I0W-3YDNiOZYNCfI62f5A/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfnpOdyuzb83hiDAjoH5ctZiQRG4I0W-3YDNiOZYNCfI62f5A/viewform
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● Ensure children wash hands prior to eating and prior to engaging in other activities after eating 

● All surfaces will be disinfected prior to meals and immediately after meals 

● Have lunch and snack time in the group’s own space/class, avoiding communal eating areas, such as a 

cafeteria 

● Serve individually packaged food and drinks instead of a buffet.  Do not share or re-serve unopened 

food/drink previously served 

● Use individual packets of condiments.  Do not share or re-use unopened packets. Discard any unopened 

packets previously served 

● Gloves should be worn when handling used utensils and removing trash bags 

● Self-serve drink stations and communal pitchers/containers should not be used 

● Kitchen surfaces must be wiped down with disinfectant before food preparation begins and every hour if 

meal service is ongoing. 

● Disposable food trays, plates, cups, and utensils should be used if possible 

● Hands should be washed after handling soiled dishes and before handling clean dishes 

● Cups, lids, napkins, and straws should be handed directly to children by staff as opposed to self-service 

● All kitchen staff must wear protective equipment while preparing food and/or handling clean kitchen 

equipment and utensils. 

● Daily symptom checks for staff and children with a contactless thermometer. Non-punitive leave policy 

for staff and children; 

● Parents should be educated not to bring sick children to school and keep children home until they are 

symptom-free 

● Encourage parents to change and wash children’s clothes and bathe as soon as they get home from school 

 

School Activity Programming Essential Actions 

● Start and drop off time at 7:45 am, conduct breakfast in classrooms. Have one waiting room or space for 

early  arrivers 

● Use new online enrollment, virtual parent meetings as much as possible, or one-on-one, small-group, and 

outdoors meetings 

● Parents/Guardians will drop off & pick up children at the main entry 

● Staff will escort children upon pick up to wash hands and deliver the child to their assigned group and 

counselor for the week 

● Large group activities will not be conducted 

● Maximize activities promoting natural distancing, such as parallel play or competition; individual 

projects; physical activities with no shared equipment, like foot races, hiking, treasure hunts, etc.  

Maximize outdoor activities over indoor activities 

● Field trips will not occur; camps can utilize guest speakers (who are also wellness checked) and virtual 

field trips 

● Follow the sports and band guidance -- NFHS Guidelines at the secondary level 

● Reinforce concepts around the hand and respiratory hygiene for both staff and children, such as 

covering your cough, washing your hands regularly, and keeping your hands away from your face and 

mouth 

● Staff should wear face coverings when distancing from children is difficult 

● Class size 20 people max per 600 sq ft room or classrooms large enough for 30 sq ft/person per room 6 feet 

separation. Minimize time standing 

● Activities requiring table work require social distancing within the table groups is required 

● Pre-prep arts & crafts activities by individual bags, containers, etc. for children to easily pick up limiting 

cross-contamination 

● Cleaning routine checklist for staff will be followed and logged at least day and hourly in some spaces 

● Separate children into smaller groups with dedicated staff 

● Equipment should not be shared between groups until it can be sanitized; ideally, each child should have 

their own supplies 

● As groups travel from space to space, groups must not interact or pass each other 

● Plan for substitutes and do not share substitutes between groups 

● Use visual markers for physical distancing, such as markings on the floor, spacing out desks, etc. 

● Provide 5 opportunities every day for hand-washing/sanitizing for staff and children, including 

https://drive.google.com/file/d/1RlcKw2Ao9xOXAkm6q1bKqLFUK8QwMhn2/view?usp=sharing
https://drive.google.com/file/d/1RlcKw2Ao9xOXAkm6q1bKqLFUK8QwMhn2/view?usp=sharing
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before/after meals/bathroom 

● Ensure an adequate supply of soap, hand sanitizer 70% alcohol or higher 

● Masks and gloves should be worn by staff when helping with toileting. Have full PPEs on hand if 

someone (staff or child) becomes symptomatic while at school. Designate a space for isolation 

(care rooms) until the staff or child leave the premises. 

● Staff training may be done in small groups and on-line virtual to limit exposure. Start with the MUSIC 

COVID-19 Complimentary Courses from SafeSchools, Coronavirus Awareness (10 Minutes), 

Coronavirus: Cleaning and Disinfecting Your Workplace (10 Minutes), Coronavirus: Managing Stress 

and Anxiety (12 Minutes) 

● Use MSBA’s Pandemic Recovery Considerations: Re-entry and Reopening of Schools document as 

needed for further guidance 
 

Use of Playground and Other Equipment Essential Actions 

● Different groups of children should not be on playground equipment at the same time. Each 

group should have their own individual time scheduled for use of playground equipment 

● Have children use hand sanitizer before touching playground equipment and after touching playground 

equipment 

● Frequently sanitize high-touch surfaces (handrails, handles, etc.) between each playgroup 

● Remove or cover any equipment which cannot be surface-sanitized 

● Provide supervision and education at all times to discourage close contact 

● Review and follow checklist Guidelines for Re-Occupying Campus Facilities for Summer Sports 

especially after any closure 
 

Wellbeing, Wellness, & Mental Health Essential Actions 

 

● Share FMLA and Pandemic related FMLA info broadly 

● Hold weekly Mental Health, yoga, and “Maintaining A Healthy You Sessions” available to all staff 

● Offer daily therapy sessions for students, parents, and staff upon request or by appointment. 

● Hold daily Wellbeing Checks using the mind, body, and soul framework or WE Teacher Hub, WE 
Teacher Mental Health Modules and WE Pandemic Community Resource Modules and at least 
weekly mental health, yoga, and wellbeing sessions for students 

● If a person tests positive within a group, the district may advise that the group of children and other 

associated staff refrain from in- person attendance at school for a duration of 14 days as part of regular 

quarantine requirements or the district may close the school for 2 to 5 days 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.musicprogram.org/wp-content/uploads/2020/05/SCHOOLS_Isolation-Room-Guidelines.pdf
https://www.musicprogram.org/wp-content/uploads/2020/05/SCHOOLS_Isolation-Room-Guidelines.pdf
https://drive.google.com/file/d/1JLWqy0RJQ5d12g6mF76aIL2xDP88gFvX/view?usp=sharing
https://www.musicprogram.org/wp-content/uploads/2020/05/2020-MUSIC-Summer-Sports-Reopening-guidelines-Final-5-7-20.pdf
https://www.we.org/en-US/our-work/we-schools/we-teachers/
https://drive.google.com/file/d/1m9robDgmFV8jmzS66l-F2IzZNUKR2lYX/view?usp=sharing
https://drive.google.com/file/d/1m9robDgmFV8jmzS66l-F2IzZNUKR2lYX/view?usp=sharing
https://drive.google.com/file/d/1m9robDgmFV8jmzS66l-F2IzZNUKR2lYX/view?usp=sharing
https://drive.google.com/file/d/1X0r6DrQwLXSQcRiqU657f6arR41Szsq7/view?usp=sharing
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Employee Handbook Acknowledgement/Signature 
 
After reviewing the Employee Handbook, you will need to complete the 
acknowledgement/signature link.   
 

  https://forms.gle/NZkPsRinFtHnxfj1A  
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