NORTH HARDIN HIGH SCHOOL

Teacher/Staff Handbook
2009-2010



“To Love a Child”
Given by Lloyd D. Newell
July 15, 2001

Every child is born into this world
with the need to feel wanted and loved.
The great humanitarian Mother Teresa
discovered that there’s one disease for
which there is no medical cure. It’s that
of being an unwanted child. She said,
“Except there are willing hands to serve
and there’s a loving heart to love, I don’t
think this terrible disease can ever be
cured.”! We may not be able to serve as
Mother Teresa did in trying to save the
children of the world, but in some
significant way we can make a difference.

Lucile Johnson was “a funny looking
little girl with straight brown hair.” A
world-famous German contralto came to
town to present a concert. To everyone’s
surprise, Lucile was the child chosen to
present a bouquet of flowers to this grand
lady at the end of her concert. She
carefully memorized the flowery speech
that had been written for her. At the
conclusion of the concert,
the little seven-year-old girl walked out
on stage to present the bouquet.

Nearly paralyzed with fright, she
couldn’t move or speak. The awful
silence that followed was humiliating.
Then the renowned performer reached
out to her and said, “You brought me
roses? Ilove roses.” She went down to
her knees, took the child in her arms, and
said, “Kinder, I love you.” Then the child
sobbed out the words: “Oh, Madame
Schumann-Heink, you are so wonderful!
I'love you, too.”?

Everyone has the opportunity at some
time to help a frightened, sad, or even
disruptive child feel loved. Most of these

opportunities happen in our homes with
our children and grandchildren. This is
the place where love begins, the place
where every child must feel love and
safety. From those who have been so
loved will come the heroes of the future.
They’ll touch the lives of countless little
ones, for they’ll know what it means to
love a child.

1. See Chieko N. Okazaki, Sanctuary
(Salt Lake City: Deseret Book Co.,
1997), 76.

2. See Lucile Johnson, Somebody Loves
You (American Fork, Utah: Covenant
Communications, Inc., 2000), 25-26.
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TEACHER/STAFF HANDBOOK
NORTH HARDIN HIGH SCHOOL
2009-2010

Welcome to all staff members as we prepare foR0@9-2010 school year. We have the best
students and programs here at North and togetharileecome the premier school in the
Commonwealth of Kentucky. Let’s continue what weanplished last year in Hardin County and
build on that to become #1 in the State!

Beginning with a few general policies, we’ll alltgef on the same foot for the school year. These
are expectations of how professional employeesldramnduct themselves at North Hardin High
School.

All teachers will sign in each morning bef@®0 a.m

In order to create a positive attitude, a welconatrgosphere, and a safe environment at the
beginning of each day for our students, teachdistand in their classroom doorways and greet
students until the bell rings for class. We waribé¢gin this duty &8:10 ameach morning.
Teachers will also stand in the doorway of theaissfooms between allass changes to provide
order and help for our students. Greeting a peloydms/her name makes all the difference in
the world!

Email must be read daily by staff members. Thigaig of your responsibility and job.

Make a phone call home when a student is in dasigriling your class.

Teachers may leave their job assignments aftdoubes are dismissed at the end of each day.
No staff member (certified or classified) will leathe building until the buses have left the
school site. In the event of an emergency a stafhber may request permission to leave early
by contacting Mr. Bill Dennison.

Teachers will not leave their classes unattendedlhe primary duty of a classroom teacher is
to offer exciting and engaging instruction in ti@ssroom.

Professional dress and professional actions withtected from all staff. Special activities
may be the exception (e.g., Spirit day). Studerdm from watching adults and often from
imitating adults. Let’s be proud that our studentsy imitate our education profession.

All staff members are expected to wear ID cards/t&all times during the school day at North
Hardin. Please make arrangements to have an tbreiby the first day of school.

Finally, we are a school site and our emphasisssuction. We can accomplish this by making
sure that planning times are used for instructighatning for student learning. State law
mandates that instruction be based on KERA goalsaaademic expectations. This is required
by law and will be monitored through lesson plangd elassroom observations.

With the cooperation and positive attitude of gdifismembers, 2009-2010 will be the best year ever
at North Hardin!



ACCIDENTS, ILLNESS, AND INJURIES - REPORTING AND HA NDLING

It is the responsibility of all teachers to repalttinjuries on the school grounds to the office,
whether it is in the classroom, the hallway, thenggr on the practice/playing field. Accidentslsha
be reported on the school accident form. Pleadeyp one of these forms in the main office on the
forms shelf in the back of the office, complete agiirn it immediately to Mrs. Pike. The teacher
will need to give additional information if the sient is hospitalized or requires a visit to thetdoc

ACCOUNTING PROCEDURES
for
Instructional Funds and NHHS School Funds

1. Only activity sponsors/department chairs can requdsa PO. PO (purchase order)
requisitions forms are on the forms shelf in thekbaf the main office. Fill out the requisition
form with prices, description, item numbers, funde charged and your signature. You must
be as exact as possible on the prices. The fuildsenencumbered by what you write on the
PO requisition. Make sure the vendor is on thdibtd

2. Return the requisition form to the main office bid and funds verification. There are labeled
boxes in the back of the main office for NHHS andBE (Hardin County Board of Education)
requisition forms and PTFs (Professional Trip FQtmidrs. Phillips will generate the PO on the
computer and submit it to Mr. Dennison for approvaurchase Order requests and PTFs must
be returned to one of the boxes. You may not Btoennison in the hallway for his signature
on purchase forms or professional travel approfaerything must go through Mrs. Phillips
first. The PO will not be generated until Mrs. IRps receives your PO requisition form.

3. You will get back the white copy of the appro\&@ to place your order or to give to the
vendor. Mrs. Phillips will keep the other copies payment processing when the invoice is
received.Please plan ahead and please be patierAs you can imagine, this process requires
volumes of paperwork and changes to Mrs. Philliggiy duties. Again, you do not give the
forms to Mr. Dennisonlnstead, you will put the forms in the appropriateinbox in the back
of the main office.

4. After you have received your white copy of the ®, only now are you ready to order/make
your purchase. Do not order anything without follaving these procedures The funds
have to be secured in your account in order for MrDennison to approve your purchase.
This is not a policy change but a policy enforcemén The order date/invoice date can
NEVER be before the PO issue date. If it is, this mealy®u ordered something without
prior approval and you may be personally responsild for payment.

5. As soon as you have receiabiof your order, turn in the PO you used to plaeedider,
packing slip(s), and invoice(s) to Mrs. Phillipsthviyour initials and date received. Items
received and items ordered must be compared/chedked the PO and packing slip. This
will indicate to Mrs. Phillips that the invoiceieady to be paid. There will be two labeled
boxes in the back of the main office - one for NHid8ds and one for HCBE Instructional
Funds.



Mrs. Phillips will match the PO with the invoicedasend the check or send it to the board for
payment. This must be done in a timely manner in order to avid late fees and account
cancellations. For Instructional Funds, the deadiie is the 1%' of the month in order to get
the bill paid at the following month’s board meetirg.

6. All money collected and ready for deposit sbhallturned in to Mrs. Phillips. Only those
deposits recorded on the proper deposit form weilabceptedAll checks must be listed on
the back of the formand all deposits listed on the multiple receiptrfo The multiple receipt
form needs to be completed as money is accepteddtodents. The students should print their
names and amount turned in._It mosttch the front deposit request form. Donatianstber
deposits need to be on a separate deposit request f

7. Teachers shall issue a receipt to studentdlforamies collected. Secure a receipt book from
the main office from Mrs. Browning. Receipts whien be issued to teachers for all monies
turned in for deposit.

8. All money must be turned in when collected qgutka the safe. DO NOT KEEP MONEY IN
YOUR ROOM! If you want to keep money in the safiease turn it in before 3:15 pm. Don’t
turn in money a week or two later after your funsia

9. Vocational FundsMs. Hurt will be monitoring the vocational exmitures here at North
Hardin. All requests for funds must be made thlhoagsistant principal Ms. Hurt and Mr.
James Phillips at the Hardin County Board of EdocatNo purchase orders can be signed out
at North Hardin for vocational purchases.

10. You will receive a monthly statement by th& 6 each month. This is your department's/
activity's account. Keep a ledger of income ankeses in order to keep track of your balance.
ADDITIONAL DUTIES
All certified staff will be expected to supervigedents in general areas of activities (i.e., early
morning duty, bus duty, class change duty, andadtltwo extracurricular activities).
ANNOUNCEMENTS / PLEDGE
The "Pledge of Allegiance" will be recited at theginning of £ period each day.
Announcementsvill be madeonce (only once) each day on the video at the beginafrij' period,

right after the pledge. Please be ready to turthertelevision at that time to channel 4. Thia is
student-produced video and we should all supparstudent talent.

The announcements to be read on the video mugsiddewritten by a facultynemberand will
need to be submitted to Mimi Pike in the front cdfiat least 2 days in advance by 8:30 am. You
should not submit the announcement to the TVP i@ass because it must be typed and e-mailed

2



for use on the teleprompters. Example: The ancements are submitted to Ms. Pike on Monday
before 8:30 antyped on Monday morning before 10 am, videotapedwesday morning, and
shown on Wednesday morning. It is imperative #mtouncements be planned in advance.

We will strive towards "zero announcements" onititercom during instructional hours of the day.
We doNOT have afternoon announcements - only messagetuftergs and any cancellations due
to weather.Repeat — No Afternoon Announcements Announcements to large groups should be
written in memo format and handed out at a praaide a meeting after school. Please do not ask
the front office to call down a whole team or delivnessages to whole groups of people. This only
creates a crowded and noisy office. We simply oaido that, especially since the sign-in/sign-out
procedure takes place in the main office.

ASSEMBLIES / PEP RALLIES

Teachers are responsible for monitoring studentsiglassemblies and should sit in the assigned
bleacher rows with their students. Teachers sitbet students in and out of the gym and groups
will be dismissed by class. Students will use dhéystairways when entering the bleacher seats.

ATHLETIC EVENTS

All athletic events will be held after school. Acding to KHSAA guidelines, "no school time may
be lost for travel to or from, or participation Bmy regular season interscholastic athletic cofites
Coaches are not allowed to leave school earlyderaio get in front of traffic. In setting up
schedules, keep this in mind. Also, the principabkt approve all schedules. Notify Mr. James
Slaven, Athletic Director, of any schedule changésvill also be appreciated if coaches could
notify the front office with return times/practisehedules so that the office staff will be able to
answer any parent phone calls.

ATTENDANCE
1. All teachers shall check the class roll at tegibning of each period.

2. Absences are posted on the Infinite Campus Wsityeclassroom module. The 1st period
absences must be posted no later than 8:50 andén far the absentee sheet to be distributed in
a timely manner. You will receive more information Infinite Campus or ICU on
organizational day and throughout the school year.

3. If the student was marked absent by mis@Relf a student was left off by mistake, please call
Mrs. Dianna Hart, attendance office clerk, immegligtor e-mail her at
dianna.hart@hardin.kyschools.us

4. ltis also imperative that teachers also keatiemrattendance in their individual grade books.



5. Any student whose name appears on the absésiterist have a note from the office to be
admitted to any class. Please send the studektbaice main office to secure a note. The
student should keep this pass/note for each di@semainder of the day.

6. If you have an absent student, and his/her rdiras not appear on the absentee sheet, then fill
out a "Not in Class Sheet" (hot pink in color), aubmit that to the appropriate grade principal.
The principal will investigate.

7. After the & time that a student is late to your class, themaguardian must be notified. We
have postcards in the workroom that you shouldaseail to the home.

8. Mrs. Dianna Hart will notify the parent/guardihen a student has accumulated 5 tardies from
signing in late or signing out early with an unesed absence. She sends another letter when
the student misses 6 full days. So teachers dbawa to send postcards in these cases.

9. A student who will be leaving during the day d®éo sign out in the main office before school
begins or at the time they are leaving. The méineowill also sign in students who arrive late
to school.

10. LISTS TO GO ON ABSENTEE SHEETSf any students are to be out of the buildingdo
field trip, service learning, etc., a list of nanfesthe daily absentee list should be turned io tw
weeks in advance ialphabetical order to assistant principal Ms. Althea Hurt and to Mrs.
Dianna Hart (NO NICKNAMES, please).

"BRIDGE TO THE FUTURE" POSTERS

Each classroom should have one of the Board-addpBraipe to the Future" posters displayed in
the room. The purpose of the poster is to insgtindents and employees to do their best. If you
need a copy contact someone in the main office.

BULLETIN BOARD PAPER

The bulletin board paper rolls are located in therkkbom and that's what the paper should be used
for — bulletin boards. It would be ideal if thether could come get the paper himself/herselfifbut
it's necessary to send a student(s), then the istudgst have a hall passand must have a written
request stating what teacher needs it, what caloat length, and what it's being used for - bulleti
boards, projects, etc. Students are not alloweldamnworkroom, so any students without
passes/requests will be sent back to the classamaihmot allowed in the workroom.




CENTRALIZED PRINTING and COPIES/PRINTING AT SCHOOL
Use of centralized printing is highly encouragettsiit is much more economical for the school’s
budget than printing only at the school site. frmof tests and other classroom handouts is
available through centralized printing at the Har@ounty Board of Education. The print shop has
the capability to collate, staple, bind, stack, paid, fold, and three-hole punch. Orders that are
stapled cannot be hole punched. Stapling is lohibe75 sheets maximum. Binding requires a
minimum of 20 sheets and a maximum of 125 sheets.

Materials are picked up and delivered on MondaysHrmursdays. The printing request forms are
located in the workroom. Complete an order forrtingpall special directions to the Print Shop,
and place the completed form and originals in tbeksoom on the small inbox trays near the copy
machines. Please do not include any staples ingmler - use paper clips. If you have any
guestions about centralized printing, please seeStisron Browning in the main office. If it
should be necessary to limit individuals’ requebts, Browning will issue an e-mail with
instructions and limit count.

As has been done in previous years, printing vallitmited at the school site. Each teacher will
receive 7 reams of copy paper per semester toarseoh site, and paper will be distributed once at
the beginning of each semester.

CHAIN OF COMMAND
In the event that Mr. Dennison is not availablg; ahthe assistant principals can be consulted on a
school matter. An assistant principal "list ofidat will be distributed for you to keep for future
reference.

CHANGE OF ADDRESS, TELEPHONE, OR NAME
If you change your address, telephone number sbnkme, please complete a “Change of Address
Form” and return it to Mimi Pike in the main offic®uring the school year, Central Office may sent
an e-mail asking you to submit changes. Pleasasp| please, submit that form to Mrs. Pike fast
then she will forward it to the board for you.

CLASSROOMS
All classrooms should be locked at all timesThis has been advised by the Kentucky Center for
Safe Schools. Please do not cover the small winddie door during a regular class day.
Teachers who have rooms with tables and chairddimawe the last period students set the chairs
on the tables just before leaving the room. Let'sp as a goal this year to leave the classroom as
clean and neat as possible at the end of eachdpsithat the next group of students/staff in the
room has a pleasant and inviting atmosphere inlwtadearn.

If you take your students from your classroom stuhe library, another room/lab, or for an ougsid
lecture, yolMUST notify the main office at extension 151 or “0” atie attendance office at
extension 158.

PLEASE DO NOT KEEP MONEY IN YOUR ROOM!! Teachersynbe held accountable for any
lost funds.




COACHES/SPONSORS

Coaches/sponsors should be in compliance with KH8Alelines. Athletic information packets
have been developed, are to be completed by therstuand are due to the coach and athletic
director_befordryouts. Other procedures to follow:
* Medical forms with permission to treat injured/sgtkidents should be kept at all times in
the event of an emergency.
» Coaches should ensure that there is an ample sappbld water readily available when
needed.
» Please ensure that buses are kept clean and keysthe office.
» Eligibility lists need to be turned in before treason begins in order that eligibility can be
verified.

Coaches who hold camps, clinics, or tryouts shouklibmit that information to the athletic
director and the main office.

COVERAGE DURING DUTY HOURS

We are a team at North Hardin High School so wienare asked to cover for someone, please be
flexible. The Hardin County Board of Education maplemented a plan whereby any teacher who
covers an entire period for someone else duringpatdute shortage, can receive $18.75 for
covering and must stay an extra hour or come incam earlier the next day to make up the
planning time.

CUSTODIAL / MAINTENANCE ISSUES
For any custodial or maintenance issues, call, &-orgot a note to assistant principal Josh
Cowley. In the case of an emergency, such as snfiokespills, or illness you may contact the
main office to radio a custodian or a principalonNemergency issues go to Mr. Cowley.

DISCIPLINE

The districtwide discipline code for the Hardin @ouSchools is currently in effect and is
contained in a separate document. Teachers grensble for the conduct of all students and
should resolve most disciplinary problems as thieseahowever, the principal, assistant principals,
and counselors are available when a situationsatisst the teacher feels is serious enough to
warrant help. When dealing with a difficult stutlgriease take intervention steps such as a phone
call to a parent/guardian or consult a counselwoy po a discipline referral, unless the behavior
warrants immediate attention by an administrator.



DRESS CODE

The NHHS Site-Based Council approved the currerdioe of the student dress code in February
2000. Shorts, skorts, culottes, or capri pantsbwilallowed, but shorts, skorts, culottes, skirtd
dresses must be no shorter than three inches #tevep of the knee. Sleeveless garments of any
kind are not allowed. Students will be alloweditess out in shorts for PE classes, but clothing
must conform to the dress code once the studeviddhe PE class.Staff members will also
adhere to the student dress code.

EXTENDED EMPLOYMENT

It is the responsibility of each staff member wh@n extended employment to submit an extended
employment payroll sheet (pink form) in the offetethe end of the month in which the work is
completed. Submit this form to Mrs. Mimi Pike eanbnth. Please do not send the extended
employment form to the Central Office on your owach employee also completes an extended
payroll work plan at the beginning of each schary During the year, if an employee with
extended days should need to change the dayscconl¢éhe original plan, then he/she must notify
Mr. Dennison, who will then be required to submmiteamail to the Central Office regarding the
change of dates.

EXTRA DUTY ASSIGNMENTS

Extra duty assignment payroll forms (detentionugdy School, portfolio scoring, etc.) are due by
the 18" of each month in order to be paid by the next pgydException: The deadlines for the
November and December extra duty pay will be earlie

FACULTY MEETINGS

General faculty meetings will be scheduled oncebatmand additional meeting dates will be
established as needed. Everyone will be expeotbd tn attendance. Meetings will be held in the
library/media center and will begin promptly at5 @ m. (A schedule of meetings will be
distributed on organizational day.)

FAX MACHINE

The school fax machine number is (270) 352-4512is Thachine is available in the front office for
school business. The front office staff, and &distudent workers will fax materials for you.
Please fill out a cover sheet, paper clip the ceheet to the pages to be faxed, and place iein th
top tray of the small organizer unit next to the faachine. Once the fax has been completed, the
materials will be placed in your mailbox with a @rand date of completion. If you must fax
something of a personal nature, please make amags with Mrs. Phillips to reimburse the
school.



FIELD TRIPS

Only academic, instructional field trips will be@pved during the school day, and only between
the hours of 8:30 am and 1:30 pAidl field trips must adhere to the guidelines outlned in the
Hardin County Schools Amended Policy 09.36Teachers must submit a written proposal and
provide lesson plans before possible approval.isés# principal Ms. Althea Hurt will approve
field trips. No field trips are to be schedubhgring the last three weeks of each semester prior
to the final semester exams.

A list of those students on the field trip mustdoepared for the absentee sheets. The list sthauld
turned in two weeks in advancedlphabetical order to assistant principal Ms. Hurt and
attendance clerk Dianna Hart (NO NICKNAMES, pleadds. Hurt will sign off and forward the
list to the attendance office. On the day of ik&lftrip a validated list of those students adtuah
the field trip will be submitted to Ms. Hurt. THist will be used in the event of an emergency or
guestion about those in attendance.

Field trips that use airline or charter bus tramgimn must be approved on a case-by-case basis by
the Hardin County Board of Education. Plans fastips must be submitted to the principal at
least two monthgrior to the actual dates of the trip.

Field trip request forms may be obtained in thesgesst principals’ office.

Please remember we are on a tight budget. Granipg gn field trips will pay for the cost of the
field trip. Rates are calculated at the bus disvieourly wage (minimum of $12.38 per hour) and
$1.00 per mile for the bus.

It is the student’s responsibility to obtain paegtermission for field trips. Students who do not
obtain permission will not be allowed to go. Pamgrmission forms are also available in the
assistant principals’ office.

Any group of students participating in school-rethactivities away from school during the normal
lunchtime shall have meals provided by school feexvice. Exceptions can be made if ALL meals
for ALL students are purchased by the school, gageyup, or are in another manner donated to the
students.

Attention should be given to items permitted tccheaied in a student’s lap while being transported
on a school bus. This is to guard against interdewith the compartmentalization and collision
protection afforded by school bus seat design. tiay school districts have been advised by the
Kentucky Department of Education, Division of Pupilnsportation, that only those items that a
student can carry safely in his/her lap may besparted on a school bus. It is very important that
items are not placed on school buses that coultkltlee school bus aisle, restrict access to any of
the emergency exits, or become an airborne prigestiould the vehicle become involved in a
collision. Please note that coolers are not altbwside school buses. They may be carried in
storage compartments, provided they are small dntauft.

Helium balloons are not permitted on buses. Thesdshall not permit any live animals, fowls, or
reptiles to be transported on the bus. The dsheatl not permit any preserved specimen to be
transported that would likely frighten studentsause a commotion on the bus. There shall be no
open flames or fires on a school bus.
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FIRE ALARMS - CONSEQUENCES FOR FALSELY PULLING A FI RE ALARM

At the June 19, 1997, regular school board meetirgHardin County Board of Education
approved a board order whereby any student caatgaly pulling a fire alarm in a school building
would automatically be brought forward for an exgooth hearing. See additional information in the
code of conduct manual that is distributed to esabent.

FUNDRAISING
Any fundraising activity should be filed with theipcipal beforethe activity is scheduled. Groups
are limited to one fundraising activity per schgear and are not permitted to go door to door én th
community. Money should be turned in each dayh@tbeginning of the day) to the sponsor. The
school is not responsible for any loss of merchsmdr money.

During the summer of 2001, the North Hardin Sitess&hDecision Making Council approved a
policy to 'ban all candy sales by students of individual candgems.”

GRADE CARDS AND PROGRESS REPORTS
Grade cards will be sent out four times a yeare gitading period ending dates are as follows:

First grading period will end October 2, 2009
Second grading period will end December 18, 2009
Third grading period will end March 12, 2010
Fourth grading period will end May 25, 2010

Progress reports will be distributed to studenth@atmidpoint of each grading period as outlined
below. The second semester begins on Januaryi, 20

September 4, 2009
November 13, 2009
February 5, 2010
April 16, 2010

INCLEMENT WEATHER
The Superintendent or designee has the authortipse schools when weather or other emergency
conditions would make operating the bus fleet unséfarents, students, and employees are
requested to listen for a phone call from the Oak Bhone System and/or listen to radio stations
WIEL, WKMO, WQXE, WRZI, WASE, and WLVK in Elizabetbwn, WASE and WULF in
Radcliff, and WJCR in Upton. Television station@&ME, WHAS, WLKY, and WDRB in
Louisville and WBKO in Bowling Green will also bequested to make announcements of closings.

In the event that the district follows a delayelestule on any certain day, staff members are
required to report at the regular time. Exampfean announcement is made that the school is
operating on a one-hour delay, teachers continoeptort at 8:00 am, other staff members report at
their regular time, and students report one haer han normal.



KEYS

North Hardin is a large facility and security oéthuilding is of primary concern. Staff members
are issued classroom keys and may sign out adiatkey(s) for a weekend and return the key(s)
on Monday morning to Mimi Pike. No one will také&eay without first contacting the principal,
one of the assistant principals, or Mimi Pike, andne should ever take a key to be copied at a
local store. If a copy needs to be made, Mrs. Rikeake it to the locksmith.

Please make sure doors are secure and lockeqadtenter and when you leave. This is
everyone's responsibility.

LESSON PLANS

Lesson plans will be monitored not only during fatime observations but also during drop-in visits
by all principals. Your evaluating supervisor v@kplain the lesson plan format to you.

LUNCH PERIOD

No student will leave the cafeteria unless given wren permission by a teacher or cafeteria
supervisor. It is the responsibility of classroom teachersiake sure that all students arrive in the
lunchroom on time. Each teacher and administratibstay on duty during his/her assigned time
of duty. If you are absent, it is the teacher’sfadstrator’s duty to get a replacement.

MAIL / POSTAGE

Outgoing mail $chool-related only is to be placed in a wire basket in the mainceffabeled
“outgoing mail.” School mail should be identifiadth a department/grant name by handwriting in the
upper left corner of the envelope or by using a{iasote. Please rubber band multiple pieces.
School postage will not be placed on personal mail.

The school has an electronic postage machine ahel sNlo one should use the postage machine
except those in the front office designated thspoasibility.

MAILBOXES

The staff member mailboxes are located in the stafkroom. Coaches who are not on staff at
North Hardin will have a mailbox on the bottom raihe end of the string of mailboxes in the
workroom. Principals/counselors/librarian's maxes are also in the workroom, located near the
other staff members’ mailboxes on an adjoining wllease take mad@NLY from the mailbox
with your name on it. Phone call messages fof stambers will be placed in mailboxes.

Sometimes different offices or groups will stufétmailboxes - one handout for each person.
Please place the mail only in mailboxes with namé&the mailbox has no name, then it is an extra
mailbox and not being used. Thank you, this véiles cleaning out each week.
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MATERIAL SAFETY DATA SHEETS (MSDS)

Teacher Mrs. Tonya Vowels serves as our schoot&tdct chemical hygiene officer. She
maintains an inventory in her classroom (room 48@Il Material Safety Data Sheets (MSDS) for
all science materials used in laboratory settingjé cleaning and general use products fall under
custodial supplies and are maintained in our bogdiy Ernest Anderson. Food Services maintains
their own MSDS book for the cafeteria area.

According to district practice, any employee whimgs any type of cleaner, spray, or liquid
chemical to work to store in your classroom, mestuse a copy of the MSDS sheet before the item
can be stored and kept in your room/office.

MOVIES / VIDEOS
Any movies or videos shown in the classroom mugiregiewed and fall within the district's
copyright guidelines. Full-length videos/movies abt to be shown in class unless they are clearly
instructional in nature. This will require permasfrom your evaluating administrator. A
reminder: All materials (pod casts, video clipsleo streams) should be previewed before shown
to a class.

NON-DISCRIMINATION AND ANTI-HARASSMENT POLICY /REG ULATION
Please review attachment A - the board policieandigg non-discrimination and anti-harassment.
All employees must annually review these policied sign a roster that they have knowledge of the
policy/regulation.

OFFICES IN THE SCHOOL BUILDING / OFFICE APPEARANCES
Much of the official business and public relatimighe school is conducted in the offices. Itis
where we serve our “customers” and “clients.” Offices have been renovated over the past two
summers and we are striving to make them appeahn mace “customer friendly.” When entering
the offices where the public is present, pleasednsiderate and wait your turn.

The phones in the business offices are for offsx® uwust walk a few steps down to the workroom
or back to your classroom to use the telephones oftice phones are needed to answer incoming
lines and incoming calls. Please do not use theegbhones before school and after school either,
as these are some of the busiest and most hents th the offices.

We will work to have your deliveries/packages deded to your classroom. Likewise, if you have
boxes or packages to send to the Central Officenrs to send on the pony for repair, we ask that
you keep them in your classroom or offices un#l thorning of the pony pickup (Mondays and
Thursdays), and then bring them down.

ONE CALL PHONE SYSTEM
Occasionally, the school district superintendern¥lorDennison may use the district's One Call
System to call your home and leave a messags.ptissible to use this resource for important calls
home to parents and students. This is the sanensykat calls home to notify parents regarding
absent students.

11



PARKING PERMITS
Parking permits are issued to each staff membdoah Hardin High School. The permits are to
be displayed prominently on the dashboard or omdbheview mirror of the car. Please see Mimi
Pike if you need a parking permit.

PASSES
Any student out of class for any reason must hastedent I.D. and a pass properly filled out by the
teacher. Do not let a student out of the classrattimout a pass.

PAY DATES
During the regular school year, paychecks are dediy to the school sometime between 10 am and
noon. During the summer (June and July), an eneglsychecks are mailed to his/her home
address. (Make sure your current address is alaaye with Mrs. Pike in the main office and the
Central Office.)Paydays are on the 2®f each month, except for December, and any months
where the 28 falls on a Saturday, Sunday, or holiday.

PHONE CALLS

STAFE MEMBERS - Unless it is deemed to be an emergency, tedskeffanembers wilhot

be called out of class for a phone call. A teachay have a cell phone in his/her possession during
the school day, but it should be placed out oftsagial not carried or worn on the person.

Incoming phone calls wilhot be transferred to your classroom during class tuméess it is an
emergency. Please don't ask someone to call yaagdyour class time and put the front office in
that difficult position.

Staff members are also askaat to call into other classrooms during instructiotales.

Staff telephone listings will be printed and distiied. Please post these listings in your
classroom/office near your phone.

Each staff member will be issued a long-distanaedor student- or school-related phone calls.
NO PERSONAL LONG DISTANCE PHONE CALLS SHOULD BE CHGED TO THE
SCHOOL They should be billed to your home phone odepteone credit card. The Hardin
County Board of Education will be monitoring longstéince use.

STUDENTS - Unless it is deemed to be an emergency, stuaeltaot be called out of class for a
phone call. There is not a phone for studentsiyncd the business offices. Students are NOT
allowed to use classroom phones for personal isthe event a student is sent with a pass to make
a phone call, the student will have to report &itier designated assistant principal to use his/her
phone. The pass must have the student's name Werny often we find 2 or 3 other students
tagging along saying they're included on the pds$e principals will send back any students not
properly identified on a pass.
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"PONY"
The "pony express" courier system used by the iHaEdunty Board of Education is delivered and
picked up on Monday and Thursday mornings betw@ed0land 11:00 am. We use the interoffice
envelopes to send mail to the Central Office ahemschools. Once again, if you have boxes or
packages to send to the Central Office or itensetawl on the pony for repair, we ask that you keep
them in your classroom or offices until the mornoidhe pony pickup.

PRODUCTION/COMPUTER LAB PROCEDURES

Please see the library media specialist for inféianaon the use of the production computer labs for
your class.

* PROFESSIONAL TRAVEL PROCEDURES FOR NHHS *

Anytime you are not in your classroom/office fortpar all of the day, and you are not sick or on
personal leave, you must fill out a Professional& Form (PTF). This applies to everyone, even
if there is no sub and there are no expenses fortyoe away from your job. These forms are
located in the bookkeeping office. The PTF mustilexl out well in advance in order for Mr.
Dennison and all the proper departments to appyoueleave and any expenses. You must see
Mrs. Phillips, the bookkeeper, in order to secars torm. Once you have completed the form, it is
returned to Mrs. Phillips. A section at the bottofthe form is used to obtain information as to
who is paying for your sub or paying for any expenmcurred. This will determine how the PTF is
to be coded and to whom it is forwarded at the 2éQiffice.

1. If Professional Development Funds are being ,ugkesl. Phillips will refer you to Bobbi-
Lynn Thompson with your completed PTF and PD fugdequest.

2. If Vocational Funds are being used, you wilrbkerred to your department chair and Mr.
Dennison with your completed PTF.

3. NHHS Fund and Instructional Fund PTFs will begasssed through Mrs. Phillips’s office.

Sometimes an administrator from the Central Offwdecall a teacher or staff member and request
they come to the Board offices for a meeting aryd‘jsest bring the PTF when you come to the

meeting”. STOP! All PTFs here at North Hardin MUST go througke firocedure described
above. Other schools or the Central Office mayehadifferent process, but here at North Hardin,
Mr. DennisonMUST approve your absence from the building.

Once you have returned from the conference/worksitipere are any expenses for which you are
to be reimbursed, see Mrs. Phillips for a reimboneet form, or you can find a copy on the HCBE
Finance website under “Forms.” You need to havepy of any personal payments you have made
and an agenda or certificate for proof that yoarated. The board of education procedures as
outlined in the Certified Handbook/Policies stdtattrequests for reimbursements cannot be
submitted more than 60 days after the meetingdiantplace. If 60 days have passed, the PO for
reimbursement will be cancelled. The money youevgeipposed to receive will go back into the
fund for someone else to use. For a review ofdbal board policies/regulations dealing with
travel and expense reimbursement, see 03.125 @dahdied Handbook. Under Attachment B in
this NHHS handbook, you will find mileage charts Fardin County, for Kentucky cities, and
information on High-Rate Travel Expense Areas.

13



SEMESTER EXAMS

The following guidelines are in effect at North Har High School for semester exams.

1.

2.

All students will take semester exams in all courses.
All teacherswill produce and administer semester exams fon elass taught.

The exam should be comprehensive and include irmpband relevant material covered
during the semester. It should be a fair assedsameihreflect reasonable expectations of
what the student is expected to have learned.

Teachers should review for the exam and informesttglof what material will be covered
on the exam.

Semester exams will be submitted to the desigredednistrator two weeks before exams
are administered. The administrator will review #xam and consult with the department
chair. Unacceptable exams will be returned ta¢laeher for revision.

Performance exams will be approved for certainetttgreas. A written description of this
assessment must be submitted to an administratapfooval.

The exam schedulavill be announced prior to the end of the sememstérthe scheduleill
be followed!

Two exams will be taken each day over the courdewfdays at the end of the semester.
Example: Day 1: @ period exam; Day 2: *1and %' period exams; and Day 3%and &
period exams; Day 4:"Band ' period exams.

Special arrangements can be pre-arranged on andadi student basis if there is a
reasonable need to vary the appointed test tilxamale: A student will not be here the
last week of school because the family is moving.

During exam times, there will be no intercom intgtions, class disruptions, or students
given passes to move about the building. The damoronment should be conducive for
testing.

Grading exams and report cards:

After exams are given and scored, the score ig wohinted as 15% of the semester grade.
Teachers will compute the semester average and imaudxam grade and semester average
grade as directed by the counselors' office.

SICK AND/OR PERSONAL LEAVE

All sick leave cards should be filled out, signadd notarized the day following the date of
absence. Personal leave request farmast be approved by the principal pritar the requested

date. Failure to take care of this responsibihigy result in the loss of pay. Only 5% of thefstaf

can use personal leave on any given day. Wherestigg a personal day, please complete the form
and leave the entire form (all three pages) imtlaen office with Mimi Pike. Mrs. Pike will secure
Mr. Dennison’s signature and return the pink capthe employee.

The Superintendent of the Hardin County Schoolstrapgrove any personal leave taken before or
after a holiday or a calendar break. Please Hesettype of requests submitted to Mrs. Pike at
least 3-4 weeks in advance.
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SIGNS
All signs posted must be removed after the evesitlcaurred. Please use scotch tape rather than
duct tape when posting signs on painted walls.

"SPONSOR A SENIOR" PROGRAM
In an effort to make a difference during the segear of a North Hardin High School student, the
NHHS site-based council approved a "Sponsor a 8gmiogram. The senior year can be very
expensive for any family, but for some, the cosy @ overwhelming, and a student might do
without a yearbook or a ticket to the prom becafssonomics.

The program runs from August to May - 10 month$241 per month. If you are interested in
making someone's life a little brighter, pleasetaonMimi Pike in the main office to sign up as a
sponsor.

STUDENT ACTIVITIES - BEFORE AND AFTER SCHOOL
All staff members conducting activities before @ieaschool shall be responsible for the conduct of
those students involved. All practices shoulddteos a time schedule and strictly followed. At
least two days notice should be given for spe@héd meetings or practices in order to
enable parents to make transportation arrangemé&iis.schools are strongly encouraged by the
Board of Education to limit the scheduling of statparticipation in activities that would interfere
with Wednesdayvening family/church/community activities.

NO students should be left unattended after theiggpractice is completedTeachers and
coaches are responsible. Please make sure traifhevised area is securely locked before leaving
the school and that all students have left thedingl

STUDENT TEXTBOOK DEBTS - SENIOR DEBTS
A debt collection system has been establishechfosthool textbooks and materials such as
workbooks, and CDs. A copy of the student's dabesis inserted with each report card. If you
need instructions on how to process a debt slgaga ask in the front office.

As the student becomes a senior it becomes impertdat we notify the student and his/her
parent/guardian. Senior deiM&JST be submitted to the main office at least two stlkdags prior

to graduation practice each year. The main offeéonger collects debts for sports teams, clubs, o
band fees. You may wish to make arrangementsliectthese type of debts from the seniors at the
graduation practices along with the main offic@d®ervices, and others.

SUBSTITUTE - CALLING FOR A SUB
When a substitute teacher is needed you shoul@@aB980 using the automated SubFinder
System. With this system you may call as earlgdwance as 364 days. In other words if you know
three weeks in advance, go ahead and call. Eaehytou call you are given a job #, WRITE THAT
NUMBER DOWN in your day-timer! You have to kee@mtimumber! If you do not receive a job #,
then you have not been successful in requesting.a s
Mrs. Linda Lanham is the sub coordinator. If y&aed to discuss business with Mrs. Lanham, try
calling after the peak rush period in the morning.
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SUPPLIES

Only basic supplies such as scotch tape, stapgerElips, transparencies, transparency markers,
scissors, file folders, rubber bands, marker botrdner and erasers, chalk and erasers, letterhead,
and school envelopes are available for the clagssodther items will need to be purchased with
your department instructional monies.

TEXTBOOKS

It is very important to have accurate and completerds of specific textbook numbers assigned to
and returned by each student. Textbook sign-cegtsimust be kept up to date and in the record
book. A copy must be given to the department latdlde beginning of each semester. Department
chairs may pick up the textbook sign-out sheetsifkdrs. Shelly Hendricks at the beginning of the
school year.

Be sure to collect the correetxtbooks from the student when he/she withdraws fschool. It is

the responsibility of each teacher to inventoryhas books at the end of the year and to assist the
department head in the overall process. Assigtamtipal Shelly Hendricks is the school’s
textbook coordinator.

TIME AWAY FROM CLASS

Any teacher who has to leave school early for drakaffice meeting, emergency, or any other
reasonshall be responsible for securing another teacheptsubstitute for the period(s) missed
and duty missed. Any teacher needing to leave school early omduplanning period, regardless
of the reason, shall notify Mr. Dennison and sighia the main office. Teachers should sign back
in when they return.

A NHHS staff-member committee created the followmongcedures:

* If you have an emergency, suddenly become ill akwahildren become ill, or things like this,
you need to let Mr. Dennison know. If the time gMsmore than two teaching periods it will
count at least 1/2 sick/personal day. If you ameegless than two teaching periods and it is
indeed an emergency this will not count against you

» If there are appointments that can't be made abtrer time and are less than two teaching
periods then bwritten pre-approval, this can be worked out. Again, gatst submit a request
in writing ahead of time and have prior approval.

» Leaving during your planning must be school related must be approved by Mr. Dennison. If
it is an emergency refer back to above paragraph.

* If you leave without permission and it is found ,abien you will use at least 1/2 sick/personal
day and receive a written reprimand from Mr. Deanis

* A committee of three people (1 administrator, Bsifkeed, and 1 certified person) will be
formed to help determine what should be considemedrgencies, and if people are abusing the
number of times leaving.
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TROJAN TIDBITS

"Trojan Tidbits" is the in-house newsletter thatissially printed on a weekly basis and sent ouevia
mail. Important dates and assignments are placdtese newsletters. We will also strive to pbst t
“Tidbits” on the school website. If you do not lesar computer or your e-mail is down for an extende
period, let Mrs. Pike know and a paper copy willpgteced in your mailbox.

USE OF THE GYM AND CAFETERIA

Any club or organization that wishes to use the gyrafeteria for any activity such as dances,
banquets, meetings, etc., must first check withD&mnison for his approval. Then it is imperative
that you check with one of two people before scheduhe activity. Just because Mr. Dennison
approves the activity, does not mean it is on #lerzlar and reserved.

Mr. James Slaven, athletic director, will coordeatheduling the gym and Mrs. Mimi Pike, office
manager, will schedule the cafeteria. The clubspahsor are responsible for leaving the gym and
cafeteria in good order and the group must go titiddrs. Pike to hire a custodian for the event.
Chairs, tables, and cleaning materials must beladrmoperly. Make sure the building is secure
and lights are turned off when leaving.

VISITORS TO THE SCHOOL

North Hardin High School requests that all visithrst report to the main office, identify
themselves, and state their business. If vishakg legitimate school business, they will be idsue
a temporary I.D. pass. We try very hard not teegut passes to visitors while a teacher is tegchin
The front office staff members explain this to t0ss and ask them to come back during the
teacher’s planning period or before or after school

It is the responsibility of each staff member tk amy person who is not a student for a visitor’s
pass. If the individual has no pass, he/she lietescorted to the office immediately.

WITHDRAWAL OF A STUDENT FROM SCHOOL
When a student withdraws from North Hardin, withwdahforms are to be filled out completely and

accurately. (Special emphasis should be placegtamte-to-date information during the quarter that
the student withdraws and posting of the corredbtmk number assigned to the student.)
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WORKER'S COMPENSATION

Any employee injured on the job must notify Mr. Déon or Mrs. Pike within 24 hours of the
accident and injury information must also be fat@the Central Office within 24 hours. If the
injury requires medical attention, you must nottig emergency room or doctor’s office, that the
injury is worker's comp-related. Failure to notifye school and district within 24 hours will reisul
in a monetary fine that the employee/school willd& pay.

WORKROOM

The staff/teacher workroom is located in room 1IfZ0u need a key to the workroom to use after
hours or on weekends, please see Mimi Pike.

When using the workroom, please remember that tloesas are “self-cleaning” rooms — that
means you should clean up after yourself. Whemgusie bulletin board paper, the paper cutter,
laminator, and scantron machine, please cleantapyaurself and throw away your scrap paper.

Those who use the microwaves and refrigeratorxgyeated to keep them clean. Trays from the
lunchroom or Trojan Treats are to be taken back dag. Please be courteous and thoughtful of
your fellow employees.

Student office aides wilbe allowed to enter the mailroom/workroom to plaems in mailboxes.
The student aides will wear badges to identify thelves as office aides and will be instructed on
confidentiality issues with teacher mailboxes/caraons. Otherwise, absolut®D other
students are allowed in either of the staff workngo You should never send a student with
instructions to go into the workrooms and retriamgthing for you or use any machines!

Also, during the school day hours, staff membees\N®T to purchase items for students from the
vending machines in the staff workroom. There ssl@ool board policy that specifically states "No
sales or service of food or beverages shall be itedrby student or parent organizations or school
personnel through food sales, snack bars, or vgndachines to students from the beginning of the
school day until 1/2 hour after the close of thet lanch serving period."
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AHachmeit A

PERSONNEL 03.162
- CERTIFIED PERSONNEL -

Nondiscrimination and Antiharassment

PURPOSE

The Hardin County School System is committed to the principles of equal education opportunity
for its students and employees and the Board of Education of Hardin County directs that all
educational programs and/or opportunities be provided for all students and employees regardless
of race, color, national origin, age, religion, sex, or disability.

PROHIBITIONS

1. No student or employee shall be subjected to discrimination in the Hardin County
School System while on school property and off school grounds during school-
sponsored activities. This prohibition also applies to visitors to the school who may
come into contact with employees and students. (Acts of harassment/discrimination
based on sex may be committed by persons of the same or the opposite sex.)

2. Harassment shall be defined as follows:

a. Harassment is intimidation by threats of physical violence or actual physical
conduct on the basis of any of the areas mentioned above.

b. Harassment is the creation, by whatever means, of a climate of hostility or
intimidation on the basis of any of the areas mentioned above..

¢. Harassment may be the use of any nicknames, slurs, stories, jokes, written
materials or pictures that are lewd, vulgar, or profane and relate to any of the
protected categories listed in the definition of harassment/discrimination
contained in this policy. Prohibited language or conduct is that, when addressed
directly to a student or employee, amounts to "fighting words or conduct." That
is, the language or conduct is such as to be commonly understood to convey
hatred or prejudice against an individual.

REPORTING REQUIREMENTS

Any student or employee who believes s/he has been subjected to discrimination or harassment is
encouraged to report such discrimination or harassment.

Students may report to a person of the same sex. The Principal, Assistant Principal, or Counselor
at the school level is designated to receive reports of discrimination or harassment. These staff
members shall provide a form for the student to complete and then shall immediately notify the
Superintendent and/or Title IX/Equity Coordinator, as appropriate.

Any person, whether a student or employee of the Hardin County School System, who is aware
of discrimination or harassment of a student or employee shall report such discrimination or
harassment.

Employees may report to a person of the same sex. The Principal/supervisor, Associate
Superintendent, or Superintendent is designated to receive reports of discrimination or
harassment. The administrators shall provide a form for the employees to complete and then shall
immediately notify the Superintendent and/or Title IX/Bquity Coordinator, as appropriate,
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PERSONNEL 03.162
(CONTINUED)

Nondiscrimination and Antiharassment

CONFIDENTIALITY

District employees involved in the investigation of complaints shall respect, as much as possible,
the privacy and anonymity of all parties involved.

GRIEVANCE GUIDELINES

Any student, parent of a student, or any employee may express by a written grievance alleged
discrimination or harassment.
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