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The material covered within this staff handbook is intended as a method of communicating to staff regarding general 
district information, rules and regulations and is not intended to either enlarge or diminish any Board policy.  Material 
contained herein may, therefore, be superseded by such Board policy, administrative regulation or changes in state or 
federal law. 
  
Any information contained in this staff handbook is subject to unilateral revision or elimination, from time to time, 
without notice. 
  
No information in this document shall be viewed as an offer, expressed or implied, or as a guarantee of any employment 
at any duration.  

 



TABLE OF CONTENTS: 
GENERAL DISTRICT POLICIES & PRACTICES....................................................................................................................................... 1 

EQUAL EMPLOYMENT OPPORTUNITY................................................................................................................................................. 1 
ACCOMMODATING INDIVIDUALS WITH DISABILITIES......................................................................................................................... 1 
DRUG-FREE WORKPLACE.................................................................................................................................................................... 1 
TOBACCO-FREE ENVIRONMENT..........................................................................................................................................................1 
CHILD ABUSE REPORTING................................................................................................................................................................... 1 
CRIMINAL RECORDS CHECKS/FINGERPRINTING..................................................................................................................................2 
REGISTERED SEX OFFENDERS.............................................................................................................................................................. 2 
FIREARMS AND WEAPONS.................................................................................................................................................................. 2 
POSSESSION OF WEAPONS OTHER THAN FIREARMS..........................................................................................................................2 
HARASSMENT/BULLYING/INTIMIDATION............................................................................................................................................2 
SERVICE ANIMALS............................................................................................................................................................................... 3 
CORPORAL PUNISHMENT....................................................................................................................................................................3 

ARTICLE I: ORGANIZATIONAL CHART................................................................................................................................................ 4 
1.1  Board Members............................................................................................................................................................................4 
1.2  District Staff..................................................................................................................................................................................4 
1.3 Membership Cooperatives............................................................................................................................................................ 4 
1.4 Contracted Services.......................................................................................................................................................................4 

ARTICLE II: BOARD MEETINGS/COMMUNICATIONS..........................................................................................................................5 
2.1 Regular Board Meetings................................................................................................................................................................5 
2.2  Closed Session Meetings.............................................................................................................................................................. 5 
2.3 Agenda.......................................................................................................................................................................................... 5 

ARTICLE III: SCHOOL CALENDAR....................................................................................................................................................... 5 
3.1 Duty Year....................................................................................................................................................................................... 5 
3.2  Basic Workday.............................................................................................................................................................................. 5 
3.3 School Calendar.............................................................................................................................................................................5 
3.4 Aggregate Hours............................................................................................................................................................................5 
3.5 P.I.R. Days...................................................................................................................................................................................... 6 
3.6 Year End Checkout.........................................................................................................................................................................6 

ARTICLE IV: DUTIES & EXPECTATIONS OF STAFF................................................................................................................................ 6 
4.1 Staff Duties and Job Descriptions..................................................................................................................................................6 
4.2 Teacher Workload and Class Size.................................................................................................................................................. 6 
4.3  Supervision of Students................................................................................................................................................................6 
4.4  Lesson Planning............................................................................................................................................................................6 
4.5  Staff Meetings.............................................................................................................................................................................. 6 
4.6  Parent Teacher Conferences.........................................................................................................................................................6 

ARTICLE V: DISTRICT OWNED PROPERTY/SUPPLIES.......................................................................................................................... 7 
5.1 Educational Supply Requisitions....................................................................................................................................................7 
5.2 Reimbursement.............................................................................................................................................................................7 
5.3  Purchasing.................................................................................................................................................................................... 7 
5.4 Curriculum.....................................................................................................................................................................................7 
5.5 Inventory....................................................................................................................................................................................... 7 
5.6  District-Owned Property.............................................................................................................................................................. 8 
5.7  Employee Use of E-Mail and Internet...........................................................................................................................................8 

 



ARTICLE VI: TEACHER COMPENSATION.............................................................................................................................................8 
6.1 Contracts....................................................................................................................................................................................... 8 
6.2 Salary Schedule............................................................................................................................................................................. 8 
6.3  Extra-Duty Activities..................................................................................................................................................................... 8 
6.4  Emergency License....................................................................................................................................................................... 9 
6.5  Release from a Contract............................................................................................................................................................... 9 
6.6  Discretionary Leave...................................................................................................................................................................... 9 

ARTICLE VII: PARAPROFESSIONAL COMPENSATION.......................................................................................................................... 9 
7.1  Salary Schedule............................................................................................................................................................................ 9 
7.2  Overtime...................................................................................................................................................................................... 9 
7.3  Discretionary Leave...................................................................................................................................................................... 9 
7.4  Evaluations................................................................................................................................................................................. 10 
7.5  Extra-Duty Activities................................................................................................................................................................... 10 

ARTICLE VIII: BENEFITS...................................................................................................................................................................10 
8.1  Health Insurance........................................................................................................................................................................ 10 
8.2  Family and Medical Leave Act (FMLA)........................................................................................................................................10 
8.3  Teacher’s Retirement Contributions...........................................................................................................................................10 
8.4  Public Employees’ Retirement System....................................................................................................................................... 10 
8.5  Social Security Contributions......................................................................................................................................................10 
8.6  Worker’s Compensation............................................................................................................................................................. 11 
8.7  Leave for Civic Duty.................................................................................................................................................................... 11 
8.8  Professional Leave......................................................................................................................................................................11 
8.9 Mileage Allowance...................................................................................................................................................................... 11 
8.10 Holiday Pay................................................................................................................................................................................11 
8.11 Bereavement Pay...................................................................................................................................................................... 12 

ARTICLE IX: STAFF CONDUCT and STANDARDS................................................................................................................................12 
9.1 Staff Conduct...............................................................................................................................................................................12 
9.2  Confidentiality............................................................................................................................................................................ 12 
9.3  Dress Code..................................................................................................................................................................................12 

ARTICLE X: TEACHER EVALUATIONS................................................................................................................................................ 12 
10.1  Teacher Evaluations..................................................................................................................................................................12 
10.2  Personnel Files..........................................................................................................................................................................13 
10.3 Disciplinary Material in Personnel Files.....................................................................................................................................13 
10.4 Notice of Non-Renewal............................................................................................................................................................. 13 
10.5 Discipline and Discharge........................................................................................................................................................... 13 

ARTICLE XI: RESIGNATION/RETIREMENT OF STAFF..........................................................................................................................14 
11.1  Resignation...............................................................................................................................................................................14 
11.2  Retirement............................................................................................................................................................................... 14 
11.3  Termination Pay........................................................................................................................................................................14 

ARTICLE XII: GRIEVANCES............................................................................................................................................................... 14 
12.1  Staff Grievances........................................................................................................................................................................14 
12.2 Student/Parent Complaints.......................................................................................................................................................14 

ARTICLE XIII: CLASSROOM GUIDELINES and STUDENT CONDUCT....................................................................................................14 
13.1  Guest Speakers......................................................................................................................................................................... 14 

 



13.2  Movies......................................................................................................................................................................................14 
13.3  Library Days and Field Trips...................................................................................................................................................... 15 
13.4  Grading.....................................................................................................................................................................................15 
13.5  Progress Reports...................................................................................................................................................................... 15 
13.6 Student Conduct....................................................................................................................................................................... 15 
13.7 Student/Parent Handbook........................................................................................................................................................ 16 
13.8 Administering Medicines to Students....................................................................................................................................... 16 

ARTICLE XIV: SAFETY...................................................................................................................................................................... 16 
14.1 School Security..........................................................................................................................................................................16 
14.3 Automated External Defibrillators (AED’s)................................................................................................................................ 17 
14.4 Disaster Drills.............................................................................................................................................................................17 
14.5 Communicable Disease/Bloodborne Pathogens and Infection Control Procedures................................................................. 17 
14.6 Resuscitation............................................................................................................................................................................. 18 
14.7 Emergency Closures.................................................................................................................................................................. 18 
14.8 Safety Committee......................................................................................................................................................................18 

  
 APPENDICES:  
  
A – School Calendar 
B– Certified (Teacher) Pay Scale 
C–Classified (Paraprofessional) Pay Scale 

 

https://drive.google.com/file/d/16bXrxZ2ZK07jz7pLCbBaboIaxGCCVU0B/view?usp=sharing
https://drive.google.com/file/d/1hWVugCzD8OidvxyP5W8Irti0VkM7lzVZ/view?usp=sharing
https://drive.google.com/file/d/17XRmP4tP5-os8SqhA1Pdam-dJkQogt3N/view?usp=sharing


GENERAL DISTRICT POLICIES & PRACTICES  

EQUAL EMPLOYMENT OPPORTUNITY  

The School District will provide equal employment opportunities to all persons regardless of race, creed, religion, color, 
or national origin or because of age, physical or mental disability, marital status, or sex when the reasonable demands of 
the position do not require an age, physical or mental disability, marital status, or sex distinction.  

ACCOMMODATING INDIVIDUALS WITH DISABILITIES  

Individuals with disabilities shall be provided an opportunity to participate in all school-sponsored services, programs, or 
activities on a basis equal to those without disabilities and will not be subject to illegal discrimination.  An individual with 
a disability should notify the County Superintendent or building principal if they have a disability which will require 
special assistance or services and what services are required.    

DRUG-FREE WORKPLACE  

No staff member engaged in work in connection with a direct federal grant or contract shall unlawfully manufacture, 
distribute, dispense, possess, or use on or in the workplace any narcotic drug, hallucinogenic drug, amphetamine, 
barbiturate, marijuana, or any other controlled substance or alcohol, as defined in schedules I through V of section 202 
of the Controlled Substances Act (21 U.S.C. 812) and as further defined by regulation at 21 CFR 1300.11 through 1300.15. 
  
Each staff member engaged in work related to a district federal grant or contract must notify his/her supervisor of 
his/her conviction of any criminal drug statute based on conduct occurring in the workplace, as defined above, no later 
than five days after such conviction.  

TOBACCO-FREE ENVIRONMENT 

 The District maintains tobacco-free buildings and grounds. Tobacco includes but is not limited to cigarettes, cigars, snuff, 
smoking tobacco, smokeless tobacco, nicotine and any other tobacco innovation.  
 
For this purpose, “public school building or public school property” means: 
  

●                    Public land, fixtures, buildings, or other property owned or occupied by an institution for the teaching of 
minor children that is established and maintained under the laws of the state of Montana at public expense; and 

  
●                    Includes playgrounds, school steps, parking lots and gymnasium.  

CHILD ABUSE REPORTING  

A District employee who has reasonable cause to suspect, as a result of information they receive in their professional or 
official capacity, that a child is abused or neglected by anyone regardless of whether the person suspected of causing the 
abuse or neglect is a parent or other person responsible for the child's welfare, they shall report the matter promptly to 
the department of public health and human services or local law enforcement agency.  The County Superintendent is 
also to be immediately informed.  Hot Line # 866-820-5437 
  
Written documentation of this report must be completed and submitted to the County Superintendent.  Forms are 
available through his office at the County Courthouse. 
  
Failure to report a suspected child abuse is a violation punishable by law and by district disciplinary action up to and 
including dismissal. 
  
A staff member who, based on reasonable grounds, participates in the good-faith making of a child abuse report shall 
have immunity from any liability, civil or criminal, that might otherwise be incurred or imposed as provided by law.  
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CRIMINAL RECORDS CHECKS/FINGERPRINTING  

Any finalist recommended for hire to a paid or volunteer position with the district, involving regular unsupervised access 
to students in schools, as determined by the Board, shall submit to a fingerprint criminal background investigation 
conducted by the appropriate law enforcement agency prior to consideration of the recommendation for employment or 
appointment by the Board.  
  
Any requirement of an applicant to submit to a fingerprint background check shall be in compliance with the Volunteers 
for Children Act of 1998 and applicable federal regulations.  
  
The following applicants for employment, as a condition for employment, will be required, as a condition of any offer of 
employment, to authorize, in writing, a fingerprint criminal background investigation: 
  
*     ​ a certified teacher seeking full- or part-time employment within the district; 
*     ​ an educational support personnel employee seeking full- or part-time employment within the district; 
*     ​ an employee of a person or firm holding a contract with the district, if the employee is assigned to the district; 
*     ​ a volunteer assigned within the district who has REGULAR unsupervised access to students; 
*        ​ a substitute teacher. 

REGISTERED SEX OFFENDERS 

The District hereby declares that no registered sex offender whose victim is a minor may come on or about the school 
building or property. 

FIREARMS AND WEAPONS  

It is the policy of the Miami School District to comply with the federal Gun Free Schools Act of 1994 and state law 

20-5-202 (2), MCA, pertaining to students who bring a firearm to, or possess a firearm at, any setting that is under the 
control and supervision of the school district. In accordance with 20-5-202 (3), MCA, theCounty Superintendent  shall 
suspend immediately for good cause a student who is determined to have brought a firearm to, or possess a firearm at, 
any setting that is under the control and supervision of the school district.  In accordance with Montana law, a student 
who is determined to have brought a firearm to, or possess a firearm at, any setting that is under the control and 
supervision of the school district must be expelled from school for a period of not less than 1 year. 
  
For the purposes of the firearms, the term “firearm” means (A) any weapon (including a starter gun) which will or is 
designed to or may readily be converted to expel a projectile by the action of an explosive; (B) the frame or receiver of 
any such weapon; (C) any firearm muffler or firearm silencer; or (D) any destructive device pursuant to 18 U.S.C. 921 (4).   

POSSESSION OF WEAPONS OTHER THAN FIREARMS  

The District does not allow weapons on school property.  Any student found to have possessed, used or transferred a 
weapon on school property will be subject to discipline in accordance with the District’s discipline policy.  For purposes of 
this section, “weapon” means any object, device, or instrument designed as a weapon or through its use is capable of 
threatening or producing bodily harm or which may be used to inflict self-injury, including but not limited to air guns; 
pellet guns; BB guns; fake (facsimile) weapons; all knives; blades; clubs; metal knuckles; numchucks (also known as 
nunchucks); throwing stars; explosives; fireworks; mace or other propellants; stun guns; ammunition; poisons; chains; 
arrows; and objects that have been modified to serve as a weapon.  
 

HARASSMENT/BULLYING/INTIMIDATION  

The Board will strive to provide a positive and productive working environment.  Bullying, harassment, or intimidation 
between employees or by third parties, are strictly prohibited and shall not be tolerated.  This includes bullying, 
harassment, or intimidation via electronic communication devices (“cyberbullying”).   
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The District will strive to provide employees a work environment free of unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct or communications constituting sexual harassment, as defined and 
otherwise prohibited by state and federal law. 
  
The District prohibits its employees from making sexual advances or requesting sexual favors or engaging in any conduct 
of a sexual nature when: 
  

●                    Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 
employment; 
●                    Submission to or rejection of such conduct by an individual is used as a basis for employment decisions 
affecting that individual; or 
●                    Such conduct has the purpose or effect of substantially interfering with the individual’s work 
performance or creating an intimidating, hostile, or offensive work environment. 

  
Other types of harassment may include, but not be limited to, jokes, stories, pictures, or objects that are offensive, tend 
to alarm, annoy, abuse, or demean certain protected individuals and groups. 
  
A staff member whose behavior is found to be in violation of Board policy may be subject to discipline up to and 
including dismissal.  
  
Any staff member who is subject to, or knows of, such harassment is directed to notify the Board and County 
Superintendent immediately.  If the complaint is not satisfactorily settled, the staff member may file a complaint directly 
with the Montana Human Rights Commission or with the U.S. Department of Labor, Equal Employment Opportunity 
Commission.  Such complaints may also be filed with the appropriate enforcement agency, in lieu of the district’s 
complaint process, at any time, as provided by law. 
  
There will be no retaliation by the district against any person who, in good faith, reports harassment.  

SERVICE ANIMALS  

The District will permit the use of service animals by an individual with a disability according to state and federal 
regulations.  State law defines a service animal as a dog or any other animal that is individually trained to do work or 
perform tasks for the benefit of an individual with a disability. Federal law definition of a disability includes a physical, 
sensory, psychiatric, intellectual, or other mental disability.  

CORPORAL PUNISHMENT 

The use of corporal punishment in any form is strictly prohibited by the district. Corporal punishment is defined as the 
willful infliction of, or willfully causing the infliction of, physical pain. A staff member is authorized to employ physical 
force when, in his/her professional judgment, the physical force is necessary to prevent a student from harming 
himself/herself, others, or doing harm to district property. 
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ARTICLE I: ORGANIZATIONAL CHART 

1.1     Board Members 

The Legislature of the State of Montana delegates to the Board responsibility for the conduct and governance of district 
schools.  Board members, as elected by residents of this district, are as follows: 
  
          ​ Don Broesder​ ​ ​ ​ Clayton Gernaat​ ​ ​ Jason Mandel​  

Vice Chair​ ​ ​ ​ Boardchair​ ​ ​ ​ Trustee​ 
          ​ Don.Broesder@miamik8.com​ ​ Clayton.Gernaat@miamik8.com​​ Jason.Mandel@miamik8.com​  
​ Term Ends: 5/2029​ ​ ​ Term ends: 5/2027​ ​ ​ Term ends: 5/2028 ​   

1.2     District Staff/Contracted Staff 

  
 COUNTY SUPERINTENDENT OF SCHOOLS​ ​ DISTRICT CLERK/BUSINESS MANAGER 

Jacqueline (Jackie) Christiaens                          Amber Brown 
cntysuper@ponderacounty.gov​ ​ clerk@miamik8.com 
  
K-3 CLASSROOM TEACHER​ ​ ​ 4-8 CLASSROOM TEACHER 
Ashana Lindberg​ ​ ​ ​ Miesha Mazurkewicz 
Ashana.Lindberg@miamik8.com ​ ​ Miesha.Mazurkewicz@miamik8.com 
 
TITLE I PARAPROFESSIONAL and CLASSROOM PARAPROFESSIONAL 
Adia Magers 
Adia.Magers@miamik8.com 

1.3​ Membership Cooperatives 

The District currently pays membership fees and due for services from the following Cooperatives: 
  
BIG SKY SPECIAL NEEDS COOPERATIVE 
(406) 271-7558 
Kris Magruder, Director 
Suzi Ekness, Office Manager 
Jesica Bailly, Hearing Technician 
Deanne Bush, School Psychologist 
Margret Gainer, Speech Pathology 
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ARTICLE II: BOARD MEETINGS/COMMUNICATIONS 

2.1​ Regular Board Meetings 

All meetings will be held at Miami Elementary at 4:00 p.m. on the second Monday of each month, unless otherwise 
determined by the Board. The Board may schedule meetings at different dates and times as needed. Meetings must take 
place within the school building except in cases where unforeseen emergencies require a change of venue. Attendance at 
board meetings is not mandatory for staff. Teachers may submit reports to be read by the County Superintendent during 
the meetings if they are not in attendance should they choose.  (Board Policy #1400) 

2.2 ​ Closed Session Meetings 

The primary Montana law governing closed sessions for school boards is Section 2-3-203, MCA.  This statute establishes 
the "Right to Know" and defines the very narrow exceptions where a board may enter an "executive session." This law 
states that all meetings of public bodies must be open to the public unless one of the following specific conditions is met:  

1.​  Individual Privacy [MCA 2-3-203(3)]: The presiding officer may close a meeting if they determine that "the 
demands of individual privacy clearly exceed the merits of public disclosure."  The individual whose privacy is at 
issue has the right to waive their privacy. If they do, the meeting must remain open.  

2.​ Litigation Strategy [MCA 2-3-203(4)(a)]: A meeting may be closed to discuss strategy for litigation if an open 
meeting would have a "detrimental effect on the litigating position" of the school district.  

No formal action shall take place during any closed session. Closed session meeting minutes shall be completed in 
accordance with Board Policy 1420. 

2.3​ Agenda 

Agendas for regular school board meetings are posted on the District’s webpage and the front door of the school. To 
request an item to be placed on the board agenda, contact the County Superintendent or Board Chair. Requests are 
evaluated and approved by the Board Chair for placement on the board agenda. Requests for items are due ten days 
prior to the date of the regularly scheduled board meeting.  (Board Policy #1420) 

ARTICLE III: SCHOOL CALENDAR 

3.1​ Duty Year 

Teachers and full-time staff shall perform the duties as provided in this Handbook  for the current school year as set forth 
in the school calendar. School calendar shall not exceed 180 pupil instruction days.  

3.2 ​ Basic Workday 

Teachers are expected to be at the school from 8:00am-4:00pm unless there are meetings, conferences or events that 
could alter that day. Paraprofessionals are expected to be at the school from 8:00-3:30. Staff will need to use personal 
leave if absent during these designated times.  Lunch is included and will not be deducted from staff’s daily pay. 

3.3​ School Calendar 

The school calendar serves as the official schedule of duty days for the staff and is established annually by the School 
District. Each year, the School District is responsible for determining the calendar before May 1st. The school calendar will 
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be completed by the County Superintendent and presented to the Board for final approval. The school calendar is 
attached for the current school year as “Attachment A.” 

3.4​ Aggregate Hours 

Montana schools must meet minimum annual aggregate hours of pupil instruction, defined by MCA 20-1-301, as 360 
hours for half-time kindergarten, 720 hours for grades 1-3 and 1,080 hours for grades 4-12.  Policy 2100 

3.5​ P.I.R. Days 

The School District calendar shall include seven (7) P.I.R. days. Teachers are required to work on those days. For days of 
professional development, certificates of completion of courses taken will be required to be sent to the County 
Superintendent by the end of the fiscal year. If the teacher(s) cannot prove they worked on the scheduled P.I.R. day(s), 
day(s) pay will be deducted from the last paycheck in May.  
 
Paraprofessionals are also required to attend inservice training(s)for professional development as recommended by the 
County Superintendent. Certificates of course completion will be required and must be submitted with that month’s 
timesheet in order to be paid for those days.  Title I Paraprofessionals will also attend parent-teacher conferences in 
addition to the inservice training(s).  

3.6​ Year End Checkout 

On an employee's last work day, the County Superintendent  and District Clerk will meet with all staff members to go 
over the school inventory to make sure it is complete, turn in key fobs and laptops and issue final paychecks. Year end 
check out forms can be found on the shared Google folder. All staff are required to be present at the staff check out as 
scheduled. 

ARTICLE IV: DUTIES & EXPECTATIONS OF STAFF  

4.1​ Staff Duties and Job Descriptions 

The job descriptions were attached to the individual contracts that were acknowledged and signed by teaching staff 
upon hiring. The outlined job duties only describe the general nature and work expected of an individual assigned to this 
position. Employees may be required to perform other job-related duties as requested by their supervisor. Staff duties 
may be changed at any time by the County Superintendent and with Board approval. Job descriptions can be found 
under the shared Google folder.  

4.2​ Teacher Workload and Class Size 

The County Superintendent will determine class size and teacher workload using "Standards for Accreditation of 
Montana Schools” as minimum standards. Class sizes vary year by year depending on the number of children in a certain 
age group. Children will be divided as equally as possible, amongst the teachers with Board’s approval.  

4.3 ​ Supervision of Students 

Staff members are responsible for the supervision of all students while in school. All employees are expected to be in 
their classrooms prior to the arrival of students. During school hours, students may only be released into custody of their 
parents unless otherwise specified. Students are to remain on school grounds until dismissal with the exception of lunch. 
Students must be monitored when outside. 

4.4 ​ Lesson Planning 

To ensure proper planning and continuity of instruction, the Board requires that each teacher prepare lesson plans for 
daily instruction. To facilitate more effective instruction, lesson plans must be prepared at least three days in advance of 
actual class presentation. The format for the lesson plan will be specified by the County Superintendent and will be 
reviewed on a regular basis. The plan book must be readily available when a substitute teacher is needed. 
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Comprehensive plans for the entire course should be available for review by the Board, County Superintendent, students 
or parents upon request. The County Superintendent will periodically check lesson plans. Policy 2123 

4.5 ​ Staff Meetings 

Staff meetings will be called periodically by the County Superintendent or District Clerk as needs arise. These meetings 
will be mandatory unless prior arrangements have been made.  

4.6 ​ Parent Teacher Conferences 

Planned conferences between teachers and parents are essential to the District’s efforts to further understanding and 
close cooperation between the home and school.  Parent-teacher conferences are scheduled twice a year during fall and 
spring semesters. The student may be included if the teacher or parent so desires. Conferences should be treated as an 
opportunity for constructive, mutual exchange of information and ideas for the welfare and continued academic growth 
of the student.  The Title I Paraprofessional will also need to be available to meet with parents and students during 
scheduled conference times.  

ARTICLE V: DISTRICT OWNED PROPERTY/SUPPLIES  

5.1​ Educational Supply Requisitions 

Educational classroom supply requests will be considered once yearly. These requisitions will be turned into the District 
Clerk by March 31st. The requisition form is found under the shared Google folder. This is meant to be a comprehensive 
request to limit larger purchases being made throughout the course of the school year. The District Clerk will order the 
supplies once approved by the Board/County Superintendent. 
  
If educational supplies are needed throughout the school year, requisition requests will be minimal and must be 
submitted to the County Superintendent and District Clerk via email for consideration prior to Board approval.  

5.2​ Reimbursement 

All supply requests must be authorized by the County Superintendent and/or Board prior to supply purchase. Supplies 
purchased without prior approval will be the financial responsibility of the staff member. Staff are encouraged to use the 
school’s credit card for all approved supply purchasing.  

5.3 ​ Purchasing  

All supplies must first be approved by the County Superintendent and/or Board. Once approved, please contact the 
District Clerk to check out the school credit card.  After purchase has been made, the District Clerk will need the 
submission of appropriate receipts and signed purchase order within two (2) business days of the purchase. These need 
to be manually turned in, not emailed or texted. Purchase orders require two signatures: staff member making the 
request and the County Superintendent. Requests without proper documentation will not be considered for payment. 
Unauthorized purchases or multiple offenses of improper documentation will result in the inability of said employee to 
use the school card.  At that point, all requests will have to be made using personal funds and will be reimbursed through 
payroll once proper documentation has been received. 
 
If supplies were purchased using personal money, the reimbursements will be issued on the current month’s paycheck. 
The District Clerk will not issue separate checks for employee reimbursement. 

5.4​ Curriculum 

The District participates in the Golden Triangle Curriculum and Professional Development consortium. The Board is 
responsible for curriculum adoption and must approve all significant changes, including the adoption of new textbooks 
and new courses, before such changes are made. Deviations from established curriculum, textbooks, and instructional 
materials are not permitted without approval by the Board. The Teachers and County Superintendent are responsible for 
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making curriculum recommendations. The District shall ensure their curriculum is aligned to all content standards and 
the appropriate learning progression for each grade level. Policy 2120 

5.5​ Inventory 

All staff  are responsible for inventorying their own classroom by the end of each school year prior to check out day. This 
inventory must be reconciled as part of the checkout procedures. All staff will work collaboratively to inventory the 
common spaces such as the office, supply room, basement and gymnasium. The inventory form is found under the 
shared Google folder. Barcodes must be used to identify larger items and all computers/Chromebooks. All school owned 
devices such as laptops and Chromebooks must be included on the inventory.  

5.6 ​ District-Owned Property 

All staff members are encouraged to exercise continuous and vigilant care of all District-owned property.  District-owned 
laptops may be checked out by teaching staff to be used outside of the school for educational purposes. The form must 
be completed and signed off by the District Clerk. The form is found under the shared Google folder. All laptops must be 
checked back in by the District Clerk on the last PIR check out day. All laptops should be wiped clean and returned with 
the case and charger. In the event of loss or damage, a fee will be assessed by the District according to the repair or 
replacement costs. Should laptops be removed from the school without the completed form, said staff member(s) will 
not be able to check out equipment in the future.  

5.7 ​ Employee Use of E-Mail and Internet 

District e-mail, Internet systems and District owned technology equipment such as computers are intended to be used 
for educational purposes only, and employees have no expectation of privacy. All e-mail/internet records are considered 
District records and should be transmitted only to individuals who have a need to receive them. The District reserves the 
right to bypass individual passwords at any time and to monitor the use of such systems by employees. 
  
E-mails sent or received by the District or the District’s employees may be considered a public record subject to public 
disclosure or inspection. All District e-mail and internet communications may be monitored. Please refer to Board Policy.  

ARTICLE VI: TEACHER COMPENSATION  

6.1​ Contracts 

Teachers may elect to receive their contract salary in ten (10) or twelve (12) payments. August through May’s payments 
shall be made by the last working day of each month using direct deposit.  May (month 10) payment will be given to 
teaching staff after check out is completed with the County Superintendent on the last PIR day.  Teachers that select the 
12-pay option, the final two (2) payments (month 11 and 12) will be made in two (2) separate check payments and 
delivered to the teacher after required check out with the County Superintendent. Final payments will be made in the 
form of written checks, not direct deposit. 
  
Every teacher under contract must bring their current, valid certificate to the County Superintendent’s office at the time 
of initial employment, as well as at the time of each renewal of certification.  The County  Superintendent’s office will file 
a copy of all certificates, noting class and endorsement of certificates, and will update permanent records as necessary.   

 6.2​ Salary Schedule 

The District will increase teacher base salaries by at least the minimum amount annually to earn the incentive funding as 
provided under the provisions of House Bill 252. The salary schedule for certified employees as “Attachment “B.” 
  
Any teacher that has earned a master’s degree will receive a bonus of $2,000 to be paid bi-annually in the amount of 
$1,000 in December and May. 
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Any teacher with 10 years through 19 years of experience at Miami School District will receive a longevity bonus of 
$1,500 to be paid bi-annually in the amount of $750 in December and May. Any teacher with 20 years of experience at 
Miami School District will receive a longevity bonus of $3,000 to be paid biannually in the amount of $1,500 in December 
and May.  

6.3 ​ Extra-Duty Activities 

Teachers who accept an extra-duty activity will be issued a contract and job description for that activity. The contract will 
be separate from the teacher’s regular teaching contract and payment for activity shall be made at the completion of the 
activity. Extracurricular salaries will be set by the Board.  

6.4 ​ Emergency License 

Teachers with an emergency authorization license will start at year #1 on base pay and will continue year to year until 
license is complete. Upon completion of licensure, teacher will be eligible for year #2 salary at the beginning of the next 
school term.  Teachers are required to submit documentation to the County Superintendent of licensure completion.   

6.5 ​ Release from a Contract 

The District may release a teacher from his/her contract when it has received such a request in writing not later than July 
1st. New teachers that request to be released from an employment contract after July 1, will be assessed a fee of $1,000. 
Any returning teacher who terminates his/her Contract with the District after July 1, is entitled to a lump sum payment 
equal to one quarter (1/4) of the pay attributed to his/her accumulated discretionary leave plus a fee of $1,000. The 
assessed fee will be automatically deducted from the discretionary payout. Release from a signed employment contract 
is at the sole discretion of the Board.  

6.6 ​ Discretionary Leave 

Full-time teachers shall be granted 12 days of discretionary leave per school calendar year. These days may be used for 
personal business or illness. Teachers are allowed to rollover any unused discretionary leave into the next school 
calendar year until they reach a maximum of 30 discretionary days. After 30 discretionary days are accrued, teachers 
must take days off or risk losing the overage, accrued days. 
  
Discretionary leave will not be granted during the first five (5) contracted days of the school year or the last four (4) 
contracted days of the school year unless a two-month notice is given and approved by the County Superintendent or 
the teacher is ill.  No discretionary leave will be granted for district instructional and professional development days. 
  
The County Superintendent must approve all requests involving four or more consecutive days. If substitutes are 
necessary, it is the responsibility of the teacher to call and secure a sub. A current substitute list will be available in the 
shared Google drive. Teachers are required to turn in discretionary leave forms to the District Clerk by the 25th of each 
month or early if  requested. 

ARTICLE VII: PARAPROFESSIONAL COMPENSATION  

7.1 ​ Salary Schedule 

Classified staff will be paid according to the hours reported on their timesheets. Timesheets are due to the District Clerk 
by the 25th day of the month. Payments shall be made by the last working day of each month via direct deposit. 
Timesheets can be found on shared Google drive. The current salary schedule for classified staff is “Attachment C.”  

7.2 ​ Overtime 

All overtime hours must be preapproved by the County Superintendent. A nonexempt employee who works overtime 
without authorization may be subject to disciplinary action. Classified employees who work more than forty (40) hours in 
a given workweek may receive overtime pay of one and one-half (1½) times the normal hourly rate. 
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Under Montana law and the Federal Fair Labor Standards Act, a classified employee may not volunteer to work without 
pay in an assignment similar to the employee's regular work.  

7.3 ​ Discretionary Leave 

Classified Staff shall receive six (6) days of discretionary leave per school year. Any unused leave at the end of the 
contract date, will be paid out to staff at their daily rate and will be included on the May paycheck.  

7.4 ​ Evaluations 

Classified Staff shall be formally evaluated once a year by the County Superintendent. Evaluations will be signed by both 
the staff member andCounty  Superintendent. A copy of evaluation will be given to the staff once signed. Evaluations are 
kept in the employee's personnel file which is located at the County Superintendent’s office. If you disagree with the 
evaluation, please attach a signed, written explanation as to why you disagree with the evaluation. 

7.5 ​ Extra-Duty Activities 

Staff members who accept an extra-duty activity will be issued a contract and job description for that activity. The 
contract will be separate from their regular contract and payment for activity shall be made at the completion of the 
activity or as set forth in the contract. Extracurricular salaries will be set by the Board. 
  

ARTICLE VIII: BENEFITS  

8.1 ​ Health Insurance 

The District purchases health insurance from Bridged Alliance Trust for its employees. Employees may opt out of the 
District offered health insurance. If they do opt out, no payment will be given in its place. Employees will need to 
complete the open enrollment prior to staff check out day. Premiums will be paid as follows: 
A. The District shall contribute the first $677.28 towards participating full-time (30+ hours/week) employees only 
monthly health insurance premiums. Staff with part-time contracts will receive a proportionate amount of health 
insurance paid by the District. 
B. If an employee elects a plan with higher premiums, the difference shall be deducted from the employee’s monthly 
paycheck.   
  
The District's only obligation is to provide insurance policies/trust(s) and pay such premiums as agreed. No claims shall 
be made against the District as a result of the denial of insurance claims. Upon termination of employment, all School 
District participation and contributions shall cease effective on the last day of work.  

8.2 ​ Family and Medical Leave Act (FMLA) 

Employees are eligible for benefits under the Family Medical Leave Act when the District has fifty (50) or more 
employees.  The Miami School District has less than fifty (50) employees, and therefore employees are not eligible for 
FMLA benefits.  

8.3 ​ Teacher’s Retirement Contributions 

The District, on behalf of each teaching staff member, shall make contributions to the Teachers’ Retirement System (TRS) 
of the State of Montana provided for in MCA § 19-20-102.9  

8.4 ​ Public Employees’ Retirement System 

All District employees shall participate in retirement programs under the Federal Social Security Act and the Public 
Employees’ Retirement System (PERS) in accordance with state retirement regulations. 
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8.5 ​ Social Security Contributions 

The District, on behalf of each staff member, shall make contributions to the federal social security system as required by 
federal law  

8.6 ​ Worker’s Compensation 

All employees of the District are covered by workers’ compensation benefits. In the event of an industrial accident, an 
employee should: 
  

1.       ​ Attend to first aid and/or medical treatment during an emergency; 
  

2.       ​ Correct or report as needing correction a hazardous situation as soon as possible after an emergency 
situation is stabilized; 

  
3.       ​ Report the injury or disabling condition, whether actual or possible, to the District Clerk, within 
forty-eight (48) hours, on the Employer’s First Report of Occupational Injury or Disease found in the shared 
Google folder; and 

  
4.       ​ Call the District Clerk after medical treatment, if needed, to complete the necessary report of accident 
and injury on an Occupational Injury or Disease form.   

 

8.7 ​ Leave for Civic Duty 

Temporary leave at full salary will be provided to each teacher for jury duty, court appearances as witnesses, selective 
service examinations, and reserve training. Teachers are required to remit any court wages collected, as a witness or 
juror, to the District in return for the teacher's salary unless the teacher requests personal leave. 
  
Classified staff will be allowed leave for civic duties but will not be paid by the District for the time gone.  

8.8 ​ Professional Leave 

Staff members may request to attend professional conferences or workshops. Requests need to be submitted to the 
County Superintendent and prior approval must be given by the Board. The County Superintendent may also request 
staff attend professional conferences or workshops throughout the year. Teachers approved to attend conferences or 
meetings shall be granted sufficient leave time without loss of compensation. All classified staff will be paid hourly for 
their time which also includes travel time. The cost of the substitute Teacher (if any) shall be deemed an appropriate 
expense of the District.  
  
Expenses for travel, lodging, and registration fees will be reimbursed in accordance with the District’s reimbursement 
rates found under the shared Google folder. If staff go over the amounts set forth, they will be financially responsible for 
the difference and the difference will be deducted from the employee's wages. Staff are encouraged to use the school’s 
credit card for all travel expenses. All receipts and purchase orders are due to the District Clerk within five (5) days of 
returning from travel.  

8.9​ Mileage Allowance 

The District shall reimburse staff who are required and authorized in the course of her/his employment to operate 
her/his personal automobile at mileage rates stipulated by the State of Montana. These rates are subject to change in 
January of each year.  
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8.10​ Holiday Pay 

The paid holidays currently provided by the District are:   
Labor Day 
Thanksgiving  
Christmas Day 
New Year’s Day 
Monday of Easter  
 
When a holiday occurs during a period in which vacation is being taken by an employee, the holiday will not be charged 
against the employee’s annual leave. Our school calendar observes Hutterite religious holidays, but paraprofessional staff 
will not be paid for those days.  

8.11 ​ Bereavement Pay 

Staff will receive three (3) paid days annually for bereavement leave. Bereavement leave includes immediate family 
including spouses, parents, children, siblings, grandparents and in-laws.  

ARTICLE IX: STAFF CONDUCT and STANDARDS  

9.1​ Staff Conduct  

Employees are expected to maintain high standards of honesty, integrity and impartiality in the conduct of 
district business. All employees shall maintain appropriate employee-student relationship boundaries in 
all respects, including but not limited to personal, speech, print, and digital communications. Failure to 
honor the appropriate employee student relationship boundary will result in a report to the Department of 
Public Health and Human Services and the appropriate law enforcement agency. 
 
In accordance with state law, an employee should not dispense or utilize any information gained from employment with 
the district, accept gifts or benefits, or participate in business enterprises or employment which creates a conflict of 
interest with the faithful and impartial discharge of the employee’s district duties. A district employee may, prior to 
acting in a manner which may impinge on any fiduciary duty, disclose the nature of the private interest which creates a 
conflict. Care should be taken to avoid using, or avoid the appearance of using, official positions and confidential 
information for personal advantage or gain. 
Employees of the District shall not injure or threaten to injure another person; damage another’s property or that of the 
District; or possess any firearm or other non-firearm weapon on school property at any time. Refer to Board Policy. 

9.2 ​ Confidentiality   

Employees should hold confidential all information deemed to be not for public consumption as determined by state law 
and Board policy.  Employees shall also respect the confidentiality of people served in the course of the employees’ 
duties and use information gained in a responsible manner.  Discretion should be employed even within the school 
system’s own network of communication.   

9.3 ​ Dress Code 

All staff are expected to be neat, clean, and to wear appropriate clothes for work that is in good taste and suitable for the 
job at hand. Teachers should be setting a good example for their students in every possible way. As adults and 
professionals, teachers are expected to be guided in their grooming habits by what is most generally acceptable in the 
business and professional world.  

 ARTICLE X: TEACHER EVALUATIONS  

The District’s evaluation program is designed to provide an opportunity for staff to set goals and objectives, including 
plans for professional growth and career opportunities, and receive administrative responses to them; to have formal 
and informal observations of the teaching of licensed staff and the performance of assigned duties and job 
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responsibilities of all other staff; to receive verbal and written comments and suggestions for improvement from 
supervisors; and to have clear opportunities to make improvement within specific timelines.  

10.1 ​ Teacher Evaluations  

All evaluations will be conducted openly and with the teacher’s full knowledge and awareness. Unannounced informal 
observations and walkthroughs will also be taking place throughout the school year as well. 
  
All teaching staff shall be formally evaluated twice a year. The formal evaluation of tenured teachers will be completed at 
least once every two (2) years. In non-formal evaluation years, goal and improvement conferences will still occur as 
determined by administration. 
  
The County Superintendent will hold an in-person meeting with teachers to discuss the evaluation. Evaluations will be 
signed by both the County Superintendent and the teacher. Copies of the County Superintendent’s evaluation will be 
provided to teachers after they are executed. Teachers shall also have the opportunity to offer a written rebuttal to any 
item(s) contained in their evaluation.   
  
Copies of the district’s evaluation procedures will be provided to all staff at the beginning of the school year.  

10.2 ​ Personnel Files 

Personnel files will be maintained by the County Superintendent. You are entitled to review your personnel file at any 
time but it must be done at the County Superintendent’s Office at the Pondera County Courthouse. Please arrange this 
ahead of time with theCounty Superintendent.  
 
The District may release public information regarding the professional qualifications, degrees, and experience of teachers 
and the qualifications of paraprofessionals to parents upon request. Access to other information is governed by Policy 
4340. 
 
A personnel file may contain but is not limited to transcripts from colleges or universities, information allowed by statute, 
a record of previous employment (other than college placement papers for periods beyond active candidacy for a 
position), evaluations, copies of contracts, and copies of letters of recommendation requested by an employee. All 
material in the personnel file must be related to the employee’s work, position, salary, or employment status in the 
District. All documents, communications, and records dealing with the processing of a grievance shall be filed separately 
from the personnel files of the participants. 
 
Release of personnel records to parties other than those authorized to inspect them will be only upon 
receipt of a court order. (Refer to Policy 5231 & 5231P) 

10.3​ Disciplinary Material in Personnel Files 

No disciplinary material will be placed in the personnel file of a teacher unless the teacher has the opportunity to read it 
and the County Superintendent and the teacher sign it. A teacher’s refusal to sign will be documented and attached to 
the material and placed in the personnel file. Any documentation not shown to a teacher within ten (10) working days of 
an incident, unless the incident is under an investigation that has extended beyond the listed days, will not be placed in 
the personnel file. Only documented evidence can be used in disciplinary actions. A separate file for processed 
grievances will be kept apart from the teacher’s personnel file.  

10.4 ​ Notice of Non-Renewal 

Non-tenure teacher renewal reelection-acceptance-termination notice shall be in accordance with §20-4-206, MCA. 
Every tenured teacher being non-renewed shall be entitled to all rights under the law. The tenured teacher may, within 
the prescribed time limits, either appeal the termination through the grievance procedure or under recourse provided by 
§ 20-4-204, MCA. 
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10.5​ Discipline and Discharge 

Discipline and dismissal of staff will follow due process, administrative regulation  and applicable law.  
 

ARTICLE XI: RESIGNATION/RETIREMENT OF STAFF 

11.1 ​ Resignation 

Certified and classified staff will generally be expected to fulfill the terms of their contract unless there are clearly 
compelling, mitigating circumstances which prevent the certified or exempt individual from doing so. Letters of 
resignation from staff shall be accepted by the Board.  Once the resignation is accepted, it may not be withdrawn by the 
employee.   

11.2 ​ Retirement 

To assist the District in its planning efforts, staff members considering retirement are encouraged to notify the District as 
early as possible, preferably at the beginning of the school year in which the retirement will take place.  

11.3 ​ Termination Pay 

The District shall, upon resignation or termination of a teacher, compensate such employee for the balance of her/his 
accumulated personal leave. Compensation shall be paid at teacher’s daily rate in the form of a check on teacher’s final 
paycheck. Classified employees shall be paid out for their accumulated sick leave at one quarter (1/4) of daily pay and full 
daily rate for any unused accumulated vacation days. 

ARTICLE XII: GRIEVANCES  

12.1 ​ Staff Grievances 

Staff member grievances contending violation, misinterpretation, or inappropriate application of District personnel 
policies and/or administrative regulations should be directed to the County Superintendent for informal discussion and 
resolution.  If the complaint is not resolved, the formal complaint procedures may be initiated by staff in accordance with 
Board policy and administrative regulations.  Please refer to Board Policy.  

12.2​ Student/Parent Complaints 

The District recognizes that complaints regarding staff performance, discipline, grades, student progress, and homework 
assignments will be made by students and parents from time to time. Every effort will be 
made to ensure that such complaints are handled and resolved informally and as close to their origin as possible. 
Students, parents, and others with complaints will be encouraged to discuss the complaint directly with the staff 
member. All such meetings should be held in confidence and not in the presence of others. 
If the complaint is not informally resolved, staff should advise the complainant that he/she may submit the matter 
directly to the County Superintendent. The complainant will be provided with necessary formal complaint procedure 
guidelines in accordance with Board policy 1700. When a complaint is made directly to the Board as a whole or to an 
individual Board member, it will be referred to the County Superintendent for  follow-up. All staff members should 
familiarize themselves with Board policy regarding the handling of complaints. 

ARTICLE XIII: CLASSROOM GUIDELINES and STUDENT CONDUCT 

13.1 ​ Guest Speakers 

Guest speakers may be used by teachers from time to time, when such use is consistent with educational goals and with 
a demonstrable relation to the curricular or co-curricular activity in which the participating students are involved.  
Teachers are expected to inform the Board of the date, time, and nature of the presentation whenever such use is 
planned. Prior Board approval is required. 
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13.2 ​ Movies 

Board approval is required prior to showing a feature film/video to students in District classrooms.  Only films/videos 
rated [G or PG] may be authorized for classroom use.  Requests for movies must be submitted at least 5 days before the 
proposed showing to the County Superintendent. Requests should include movie title, brief description and audience 
ratings. Movies are to be kept to a minimum.  

13.3 ​ Library Days and Field Trips 

Library days and/or field trips involving travel must be authorized by the Board, with the co-authorization from the 
Colony, when such trips or activities contribute to the achievement of desirable educational goals.  No snacks will be 
provided by the District for either library days or field trips unless otherwise approved by the Board. Policy 2320 

13.4 ​ Grading 

The evaluation of student progress is a primary responsibility of all teachers.  The highest possible level of student 
achievement is a common goal of both the District and the home.  As a close working relationship between the District 
and the home is essential to the accomplishment of this goal, regular communications with parents is essential. Teachers 
should use a variety of communication devices, including telephone and personal conferences as well as written grade 
reports, to keep parents well informed. Policy 2105 
  
Report card key for grades K-3: 
  
+ = Advanced Proficient: Consistently demonstrates above grade-level 
1 = Proficient: Consistently demonstrates mastery 
2 = Nearing Proficient: Shows partial progress toward mastery 
3 = Below Grade Level Expectations: Not making expected progress toward mastery 
- = Not making expected progress toward mastery 
  
Letter grades will be used as follows for grades 4-8: 
  
       ​ A — Superior 
       ​ B — Above Average 
       ​ C — Average 
       ​ D — Below Average 
       ​ F — Failing 
       ​  
There will be minus (-) or plus (+) signs used in grading on report cards.  

13.5 ​ Progress Reports 

Teachers are expected to report their students’ progress to the students and their parents. Progress reports are issued at 
the midway point of each grading period, indicating academic and citizenship progress to date. Policy 2420 
  
Special education students are to receive grades based on progress toward goals stated in the Individual Education 
Program (IEP). 
  
Teachers are expected to communicate student progress and standing on a regular basis. Teachers will also communicate 
with parents any concerns with student progress and achievement. 
  
No grade of “D” or “F” should be issued without a written progress report having been sent home, notifying the student 
and parents of academic deficiencies. 
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13.6​ Student Conduct   

All students are to comply with district policy, written building and classroom rules, pursue the prescribed course of 
study, submit to the lawful authority of teachers and school officials, and conduct themselves in an orderly manner at 
school during the school day or during school-sponsored activities.  
  
In addition to adopted Board policies governing student conduct, administrative regulations specifying student-conduct 
expectations have been established.  These rules apply to actions which occur directly on the school property or 
playground, at any district-sponsored activity regardless of location; or when traveling to or from school for 
district-sponsored activities. Including the bus ride to and from town. Disregarding these rules constitutes grounds for 
suspension, expulsion, or other reasonable disciplinary action. 
  
All teachers are expected to review the student conduct rules contained in the Student/Parent Handbook with their 
students during the first week of the school year. 
  
Student conduct rules unique to individual classrooms may also be developed by teachers.  All such rules must be 
consistent with district policy and local building administrative regulations governing student conduct and discipline.  
Classroom rules and consequences are to be reviewed with students, posted in classrooms, and made available to 
parents.   

13.7​ Student/Parent Handbook  

A student/parent handbook will be issued to all students at the beginning of each new school year by the teachers.  All 
staff are expected to familiarize themselves with the general information, administrative rules and procedures pertaining 
to students, as set forth in the student/parent handbook and in Board policy. Teachers are expected to review the 
handbook with students during the course of the year. 

13.8 Administering Medicines to Students 

Students who must take prescription and/or over-the-counter medication at school, on a temporary or regular basis, 
must provide a written request to administer medication, signed by the parent. All medications will be kept in locked 
storage in the office unless a student must carry medication on his/her person during the school day. Parents of students 
who must carry and self-administer medication must complete the Montana Authorization to Possess or Self-Administer 
Medication form and return it to the County Superintendent. 
 
Teachers are expected to assist students in remembering when a medication is scheduled to be administered. If the 
student refuses to take medication, teachers are expected to notify the parent whenever possible. Attempts to contact 
parents must be documented as to date and time. Refer to Board Policy.  

ARTICLE XIV: SAFETY 

14.1​ School Security  

When leaving the classroom or other work areas between classes or at the end of the day, teachers are expected to turn 
out the lights and secure all doors and windows. All staff are asked to refrain from keeping personal items of value in or 
about their desks.  Purses should never be left unsecured.  The District will not be responsible for the loss of, or damage 
to, personal property due to such causes as fire, theft, accident, or vandalism. Teacher’s vehicles should also be kept 
locked during school hours.  
  
Door codes to the supply room and office shall not be shared with anyone who is not employed by the District. Door 
codes will be changed as needed. No students are allowed in either the office or the supply room without a staff 
member present. Cameras are installed in the common areas of the school and will be monitored by the District.  
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All staff will be issued key fobs for the front door entrance. Key fobs will be turned into the County Superintendent by 
Paraprofessionals on staff check out day. Teachers are allowed to keep their fobs over the summer months. If key fobs 
are broken, turned in with any damage, or lost, staff will be financially responsible to replace the fob. The price for the 
replacement will be determined by our IT personnel.  
 

 14.2​ Emergency Procedures 
All staff will receive training in emergency procedures, intruder training and other safety practices either in person or 
through the use of Safe Schools Webinar.  
 

14.3​ Automated External Defibrillators (AED’s) 

Some emergencies require the use of an AED. Training on the use of AEDs will be provided to staff. An AED is located in 
the kitchen at the Colony.  

14.4​ Disaster Drills 

The Board has identified the following local hazards that exist within the boundaries of its school district: Fire, 
Earthquake, Intruders and Firearms. 
 
All teachers will discuss safety drill procedures with their class at the beginning of each year and will have them posted in 
a conspicuous place next to the exit door.  Drills must be held at different hours of the day to avoid distinction between 
drills and actual disasters.  There will be at least three (3) disaster drills per school year.  These will be facilitated by all 
staff and theCounty  Superintendent.  
 
A map/diagram of the fire escape route to be followed should be posted near the classroom doorways and reviewed 
with students. Upon the sounding of a fire alarm, teachers are required to: 
1.​ Immediately direct all students to orderly exit the building using the evacuation route posted;  
2.   ​ Close windows, turn off lights, and lock classroom door; 
3.   ​ Escort class at least 50 feet from the building and take roll.  
4.   ​ Upon “all clear” signal, escort students directly back to class.  Check roll. 

14.5​ Communicable Disease/Bloodborne Pathogens and Infection Control Procedures  

An employee with a communicable disease shall not report to work during the period of time in which the employee is 
infectious. An employee afflicted with a communicable disease capable of being readily transmitted in the school setting 
shall be encouraged to report the existence of the illness so that precautions may be taken to protect the health of 
others. The District reserves the right to require a statement from an employee’s primary care provider, before the 
employee may return to work. If a staff member develops symptoms of any reportable communicable or infectious 
illness while at school, the responsible school officials shall do the following: 

(a) isolate the staff member immediately from students or staff 
(b) consult with a physician, other qualified medical professional, or the local county health authority to 

determine if the case should be reported. 
All staff and volunteers present in any school building shall engage in hand hygiene at the following times, which include 
but are not limited to: 

(a) Arrival to the facility and after breaks 
(b) Before and after preparing, eating, or handling food or drinks 
(c) Before and after administering medication or screening temperature​  
(d) After coming in contact with bodily fluid 
(e) After recess 
(f) After handling garbage 
(g) After assisting students with handwashing 
(h) After use of the restroom 
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Hand hygiene includes but is not limited to washing hands with soap and water for at least 20 seconds. If hands are not 
visibly dirty, alcohol-based hand sanitizers with at least 60% alcohol can be used if soap and water are not readily 
available. 

14.6​ Resuscitation  

 No staff member may comply with any directive from parents or others, written or verbal, that life-sustaining emergency 
care be withheld from a student in need of such care while under the control and supervision of district staff. 
  
Life-sustaining emergency care means any procedure or intervention applied by appropriately trained district staff that 
may prevent a student from dying who, without such procedure or intervention, faces a risk of imminent death.  
Examples of life-sustaining emergency care may include: efforts to stop bleeding, unblocking airways, mouth-to-mouth 
resuscitation, and cardiopulmonary resuscitation (CPR). 
  
In a life-threatening situation, staff members are expected to dial 911 for paramedic assistance and provide 
life-sustaining emergency care to any student requiring it in order to sustain life, until relieved by paramedics or other 
appropriate medical personnel.  Staff are always encouraged to attend local CPR/First Aid courses. The District will make 
those course times known to staff.  
  
First Aid Kit location: Office 

14.7​ Emergency Closures  

The Board of Trustees may order closure of schools in the event of extreme weather or other emergency, in 
compliance with established procedures for notifying parents, students, and staff. The Board Chair and/or 
Superintendent may order the emergency closure of schools for one (1) school day each year, without the need to 
reschedule the lost pupil instruction time when the closure is the result of an emergency. The 1-school-day closure 
under this subsection is not subject to the reduction in BASE aid pursuant to Section 20-9-805, MCA. Policy 2221 

14.8​ Safety Committee 

A building safety committee has been established to help implement the District’s safety program and as a 
part of an ongoing effort to help ensure the safety and health of students, staff, and others while on District leased 
property. The building safety committee will conduct workplace safety inspections quarterly to locate and identify safety 
and health hazards, and make recommendations for corrections as needed. All significant safety-related incidents are 
investigated to help prevent similar events from reoccurring. 
 
All potential hazards are to be reported immediately to a safety committee member or to the County Superintendent. 

14.9​ Suicide Prevention Awareness 

The District will provide on an annual basis professional development on youth suicide awareness and prevention to 

each employee of the district who work directly with any students enrolled in the school district.     At a minimum, each 

employee of the District who works directly with students must receive 1 hour of youth suicide awareness and 

prevention training every 3 years.   Policy 2150 
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RECEIPT OF HANDBOOK 
  

“I have received a copy of the Staff Handbook for 2026-2027. I understand that the Handbook contains 
information that I may need during the school year.  I understand that I will be held accountable for 
information outlined in the Handbook and will be subject to the disciplinary consequences outlined in it.” 
  

Dated this ________ day of ______________, 2026. 
  
  
  

Print name of employee:    ______________________________________ 
  
  

Signature of employee:    ______________________________________ 
  

  
  
  

PLEASE RETURN SIGNATURE PAGE TO COUNTY SUPERINTENDENT TO PUT IN YOUR PERSONNEL FILE 
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