








Deerfield Community
Learning Center

COURSES OFFERED

How long will it take to
complete my course?

\\i‘%\_

/
Do you want a second chance to

earn your high school diploma?

Just because you dropped out of school or
don’t have a diploma is no reason you
can't get one now! These classes are
FREE and the computer fee is only
$10.

The Deerfield Community Learning
Program is for people 18 or older who
want to receive a high school diploma, this
is not a GED, it is an official high
school diploma!

The Deerfield Community Learning
Program is available to adults 18 years or
older and to students who have dropped
out of school prior to age 18 with school
district approval.

Students will complete academic
curriculum using computer-based course
instruction and applications supplied by the
Diploma Program.

English
Writing
American Government
American History
Kansas History
Geography
Economics
Sociology
Math
Pre-Algebra
Algebra
Geometry
Trigonometry
Earth Science
General Science
Physical Science
Biology
Chemistry
Life Skills
Employment Skills
Computer Technology
Health
Physical Education
Keyboarding

Each student will advance at his or her own
pace with a teacher available for assistance.
Hours are flexible, you can attend class in
the morning, afternoon, or evening.

The length of time to receive your diploma
depends on the number of credits you need.
A highly motivated student can complete
courses in much less time because the
instruction is highly focused and the student
may spend as much time on a given subject
per day as he or she prefers.

Upon completion of all required credits, you
will be issued a High School Diploma from
the Deerfield School District.

Contact our friendly CLC Coordinators at:

Deerfield Community Learning Center
203 E. Bth St.

Deerfield, KS 67838

E-mail: deerfield@swprsc.org

Phone: 620-426-7603




Employee Handbook Changes for 09-10
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Updated the District Mission Statement

Updated the board policies from KASB as approved in July

Updated and added the handbook language as recommended by KASB
Changed all leave from days to hours conversion for classified staff

Changed the language in the sick leave bank guidelines and forms to reflect the
conversion from days to hours

Updated the salary schedule for classified with the Sept 08 scale

Updated the calendar to 09-10

Added job description for 21* Century Community Learning Center Director
Added job description for Technology Rich Classroom Grant Coordinator

Changed language as per ratification of the Negotiated Agreement



DEERFIELD
USD 216

SUBSTITUTE TEACHER
HANDBOOK

2009-2010

Approved by Deerfield Board of Education on August 10, 2009
Policy updates — July, 2004

USD 216, Deerfield Schools is an equal opportunity employer and does not discriminate
on the bases of race, color, national origin, sex, age or handicap in admission or access to,
or treatment or employment in its programs and activities. If you have any questions
regarding the above, please contact:

Jon Ansley, Superintendent
USD 216 Deerfield
Deerfield, KS 37838
Phone # 620-426-8516



WELCOME

A substitute teacher is an important asset to any school district. A dedicated and well-
prepared substitute teacher makes students feel safe and keeps students on track with
their learning during the absence of the regular teacher.

This handbook, as per Board of Education policy GBRJ-R, has prepared to help

you become familiar with district procedures for substitute teachers. We encourage you
to read the handbook. If you have additional questions, contact the district office, 620-
426-8516. We appreciate your willingness to join us in making this a meaningful year
for the students of Deerfield USD 216.

Jon Ansley Nancy Harness Amy DelLaRosa
Superintendent, HS/MS Principal, Pre K-5" Principal,
620-426-8516 620-426-8401 620-426-8301

DEERFIELD USD #216 Board Policy, GBRJ and GBRJ-R
GBRJ Substitute Teaching

Quality substitute teachers shall be secured for the district. The superintendent
(shall/may) meet with potential substitutes before the start of each school year. The
superintendent and principals shall compile a list of available substitute teachers, and
each principal shall have a current copy.

Principals (or other designated employees) shall be responsible for obtaining
substitute teachers from the list and employing them as needed. The superintendent
shall be responsible for developing a substitute’s handbook. The board shall establish
the rate of pay for substitute teachers each August, this includes long-term substitutes.

GBRJ-R Substitute Teaching

Candidates will receive a substitute’s handbook, an explanation of the substitute
program, application forms, and necessary tax forms and other records to be completed.

The handbook shall include information on when and how candidates should
apply to be substitutes, the rates of pay, the time of the morning or day that substitutes
can expect to be called for duty, instructions on where to report for all district
attendance centers, maps of the school district and of each attendance center, a current
copy of the school calendar, a copy of the board’s educational philosophy (See 1A),
suggestions for working with students, a statement of expectations the district has for
substitutes, a list of tasks the substitute must complete before leaving for the day and a
sample report form for reporting incidents that may take place during the day.

Substitutes are encouraged to prepare, in advance, for the subjects in which, they
are most likely to substitute in case lesson plans are not available.

Each principal shall file a report with the superintendent listing the substitutes
used in the building during each pay period. The superintendent shall meet with
principals and review the performance of substitutes.




DEERFIELD USD 216 STRATIGIC PLANNING

VISION
e Deerfield USD 216 provides students the opportunity for the best education
available through quality instruction in a safe learning environment.
e Deerfield USD 216 expects students to assume equal responsibility for their
learning.

USD 216 believes that:
e Administration and staff is student focused.
Effective use of technology is an essential learning skill.
Optimum learning and work occurs in a safe environment.
Students have the responsibility for setting high expectations for their learning.
Students and staff will be treated with dignity and respect.

DISTRICT MISSION STATEMENT

“The mission of Deerfield USD 216
is to produce creative self-sufficient citizens
who can be resourceful in a changing society.”

STUDENT EXIT OUTCOMES

1. Students will develop essential skills in reading, writing, speaking, listening,
problem solving, and information management.

2. Students will understand and practice skills of family living.

3. Students will learn and apply technology skills.

4. Students will develop work ethics and job skills to make career choices.
5. Students will develop character and respect for self and others.

6. Students will learn and apply time management skills.

7. Students will develop a sense of responsibility and service to the community.
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Equal Employment Opportunity And Nondiscrimination
(Policy reference, GAAA)

The board shall hire all employees on the basis of ability and the district’s needs.

The district is an equal opportunity employer and shall not discriminate in its
employment practices and policies with respect to hiring, compensation, terms,
conditions, or privileges of employment because of an individual’s race, color, religion,
sex, age, disability, or national origin. Inquiries regarding compliance may be directed
to Superintendent of Schools, Deerfield USD 216, 803 Beech St., Deerfield, KS 67838,
620-426-8516 or to:

Equal Employment Opportunity Commission Or Kansas Human Right

400 State Ave., 9" Floor Commission

Kansas City, KS 66101 900 SW Jackson, Suite 568-S
(913) 551-5655 Topeka, KS 66612-1258

(785) 296-3206

Or United States Department of Education Office of Civil Rights
8930 Ward Parkway, Suite 2037
Kansas City, Missouri 64114-3302
(816) 268-0550

Approved: KASB recommendation — 2/98; 8/98; 6/06

Complaints of Discrimination (Policy reference GAAB)

The district is committed to maintaining a working and learning environment free
from discrimination, insult, intimidation or harassment due to race, color, religion, sex,
age, national origin or disability.

Any incident of discrimination in any form shall promptly be reported to an
employee’s immediate supervisor, the building principal or the district compliance
coordinator for investigation and corrective action by the building or district compliance
officer. Any employee who engages in discriminatory conduct shall be subject to
disciplinary action, up to and including termination.

Discrimination against any individual on the basis of race, color, national origin,
sex, disability, age or religion in the admission or access to, or treatment or employment
in the district’s programs and activities is prohibited. Superintendent of Schools,
Deerfield USD 216, 803 Beech St., Deerfield, KS 67838, (620) 426-8516 has been
designated to coordinate compliance with nondiscrimination requirements contained in
Title VI and Title VII of the Civil Rights Act of 1964, Title IX of the Education
Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and The Americans
with Disabilities Act of 1990.

Complaints of discrimination should be addressed to an employee’s supervisor or
to the building principal or the compliance coordinator. Complaints against the
superintendent should be addressed to the board of education.
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Complaints of discrimination will be resolved using the district’s discrimination
complaint procedures. (See policy reference KN)

Sexual Harassment (Policy reference GAAC)

The board of education is committed to providing a positive and productive
working and learning environment, free from discrimination on the basis of sex,
including sexual harassment. Sexual harassment will not be tolerated in the school
district. Sexual harassment of employees or students of the district by board members,
administrators, certificated and support personnel, students, vendors, and any other
having business or other contact with the school district is strictly prohibited.

Sexual harassment is unlawful discrimination on the basis of sex under Title 1X
of the Education Amendments of 1972, Title VI of the Civil Rights Act of 1964, and the
Kansas Act Against Discrimination. All forms of sexual harassment are prohibited at
school, on school property, and at all school-sponsored activities, programs or events.
Sexual harassment against individuals associated with the school is prohibited, whether
or not the harassment occurs on school grounds.

It shall be a violation of this policy for any student, employee or third party
(visitor, vendor, etc.) to sexually harass any student, employee, or other individual
associated with the school. It shall further be a violation for any employee to discourage
a student or another employee from filing a complaint, or to fail to investigate or refer
for investigation, any complaint lodged under the provisions of this policy. Violation of
this policy by any employee shall result in disciplinary action, up to and including
termination.

Sexual harassment shall include, but not be limited to, unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature when: (1) submission t such conduct is made either explicitly or
implicitly a term or condition of an individual’s employment; (2) submission to or
rejection of such conduct by an individual; or (3) such conduct has the purpose or effect
of unreasonably interfering with an individual’s work performance or creating an
intimidating, hostile or offensive working environment.

Sexual harassment may result from verbal or physical conduct or written or
graphic material. Sexual harassment may include, but is not limited to: verbal
harassment or abuse; pressure for sexual activity; repeated remarks to a person, with
sexual or demeaning implication; unwelcome touching; or suggesting or demanding
sexual involvement accompanied by implied or explicit threats concerning an employee’s
job status.

The district encourages all victims of sexual harassment and persons with
knowledge of such harassment to report the harassment immediately. Complaints of
sexual harassment will be promptly investigated and resolved.

Employees who believe they have been subjected to sexual harassment should discuss the
problem with their immediate supervisor. If an employee’s immediate supervisor is the
alleged harasser, the employee should discuss the problem with the building principal or
the district compliance coordinator. Employees who do not believe the matter is
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appropriately resolved through this meeting may file a formal complaint under the
district’s discrimination complaint procedure.

Complaints received will be investigated to determine whether, under the
totality of the circumstances, the alleged behavior constitutes sexual harassment under
the definition outlined above. Unacceptable conduct may or may not constitute sexual
harassment, depending on the nature of the conduct and its severity, pervasiveness, and
persistence. Behaviors which are acceptable but do not constitute harassment may
also result in employee discipline.

Any employee who witnesses an act of sexual harassment or receives a
complaint of harassment from another employee or a student shall report the complaint
to the building principal. Employees who fail to report complaints or incidents of
sexual harassment to appropriate school officials may face disciplinary action. School
administrators who fail to investigate and take appropriate corrective action in response
to complaints of sexual harassment may also face disciplinary action.

Initiation of a complaint of sexual harassment in good faith will not adversely
affect the job security of an employee, nor will it affect his or her compensation. Any
act of retaliation against any person who has filed a complaint or testified, assisted, or
participated in an investigation of a sexual harassment complaint is prohibited. Any
person who retaliates is subject to immediate disciplinary action, up to and including
termination of employment.

To the extent possible, confidentiality will be maintained throughout the
investigation of a complaint. The desire for confidentiality must be balanced with the
district’s obligation to conduct a thorough investigation, to take appropriate corrective
action or to provide due process to the accused.

False or malicious complaints of sexual harassment may result in corrective or
disciplinary action against the complainant.

A summary of this policy and related materials shall be posted in each district
facility. The policy shall also be published in student, parent and employee handbooks
as directed by the district compliance coordinator. Notification of the policy shall be
included in the school newsletter or published in the local newspaper annually.

Approved: KASB Recommendation — 2/98; 8/98; 7/03; 6/04; USD 216 — July 12, 2004

Racial Harassment (Policy reference GAACA)

The board of education is committed to providing a positive and productive
working and learning environment, free from discrimination, including harassment, on
the basis of race, color or natural origin. Racial harassment will not be tolerated in the
school district. Racial harassment of employees or students of the district by board
members, administrators, certified and support personnel, students, vendors, and any
others having business or other contact with the school district is strictly prohibited.



Racial harassment is unlawful discrimination on the basis of race, color or
national origin under Titles VI and VII Civil Rights Act of 1964, and the Kansas Acts
Against Discrimination. All forms of racial harassment are prohibited at school, on
school property, and at all school-sponsored activities, programs or events. Racial
harassment against individuals associated with the school is prohibited, whether or not
the harassment occurs on school grounds.

It shall be a violation of this policy for any student, employee or third party
(visitor, vendor, etc.) to racially harass any student, employee, or other individual
associated with the school. It shall further be a violation for any employee to discourage
a student or another employee from filing a complaint, or to fail to investigate or refer for
investigation, any complaint lodged under the provisions of this policy. Violations of this
policy by any employee shall result in disciplinary action, up to and including
termination.

Racial Harassment is racially motivated conduct which:

1. Affords an employee different treatment, solely on the basis of race, color or
national origin, in a manner which interferes with or limits the ability of the
employee to participate in or benefit from the services, activities or programs
of the school;

2. s sufficiently severe, pervasive or persistent so as to have the purpose or
effect of creating a hostile working environment;

3. Issufficiently severe, pervasive or persistent so as to have the purpose or
effect of interfering with an individual’s work performance or employment
opportunities.

Racial harassment may result from verbal or physical conduct or written or

graphic material.

The district encourages all victims of racial harassment and persons with
knowledge of such harassment to report the harassment immediately. Complaints of
racial harassment will be promptly investigated and resolved.

Employees who believe they have been subjected to racial harassment should
discuss the problem with their immediate supervisor. If an employee’s immediate
supervisor is the alleged harasser, the employee should discuss the problem with the
building principal or the district compliance coordinator. Employees who do not believe
the matter is appropriately resolved through this meeting may file a formal complaint
under the district’s discrimination complaint procedure. (See KN)

Complaints received will be investigated to determine whether, under the totality
of the circumstances, the alleged behavior constitutes racial harassment under the
definition outlined above. Unacceptable conduct may or may not constitute racial
harassment, depending on the nature of the conduct and its severity, pervasiveness and
persistence. Behaviors which are unacceptable but do not constitute harassment may
also result in employee discipline.

Any employee who witnesses an act of racial harassment or receives a complaint
of harassment or receives a complaint of harassment from another employee or a student
shall report the complaint to the building principal.



Employees who fail to report complaints or incidents of racial harassment to appropriate
school officials may face disciplinary action. School administrators who fail to
investigate and take appropriate corrective action in response to complaints of racial
harassment may also face disciplinary action.

Initiation of a complaint of racial harassment in good faith will not adversely
affect the job security or status of an employee, nor will it affect his or her compensation.
Any act of retaliation against any person who has filed a complaint or testified, assisted,
or participated in an investigation of a racial harassment complaint is prohibited. Any
person who retaliates is subject to immediate disciplinary action, up to termination of
employment.

To the extent possible, confidentiality will be maintained throughout the
investigation of a complaint. The desire for confidentiality must be balanced with the
district’s obligation to conduct a thorough investigation, to take appropriate corrective
action or to provide due process to the accused.

False or malicious complaints of racial harassment may result in corrective or
disciplinary action against the complainant.

A summary of this policy and related materials shall be posted in each district
facility. The policy shall also be published in student, parent and employee handbooks
as directed by the district compliance coordinator. Notification of the policy shall be
included in the school newsletter or published in the local newspaper annually.

Approved: USD 216 Board of Education — August 11, 2003

Child Abuse, (Policy reference, GAAD)

Any district employee who has reason to know or suspect a child has been injured
as a result of physical, mental or emotional abuse or neglect or sexual abuse, shall
promptly report the matter to the local Social Rehabilitation Services (SRS) office or to
the local law enforcement agency if the SRS office is not open. It is recommended the
building administrator also be notified after the report is made. If available, the following
information shall be given by the person making the initial report: name, address and age
of the student; name and address of the parents or guardians; nature and extent of injuries
or description of neglect or abuse; and any other information that might help establish the
cause of the child’s condition.

Any personal interview or physical inspection of the child by any school
employee shall be conducted in an appropriate manner with an adult witness present.

State law provides that anyone making a report in accordance with state law and
without malice shall be immune from any civil liability that might otherwise be incurred
or imposed.

The employee making the report will not contact the child’s family or any other
persons to determine the cause of the suspected abuse or neglect.



Drug Free Workplace, Board Policy, GAOA

Maintaining a drug free work place is important in establishing an appropriate
learning environment for the students of the district. The unlawful manufacture,
distribution, sale, dispensing, possession or use of a controlled substance is prohibited in
the district.

Drug Free Schools, Board Policy, GAOB
The unlawful possession, use, sale or distribution of illicit drugs and alcohol by
school employees on school premises or as a part of any school activity is prohibited.

APPLICATION PROCESS
Application Procedure
The applicant must have the following information on file prior to being listed on
the District’s official Substitute teaching list.

1. A current KSDE Teaching Certificate
a. Any person employed as a substitute teacher in USD #216 should hold
either a valid certificate with appropriate elementary, secondary, K-12,
or substitute endorsements, or hold an emergency teaching certificate
from the State of Kansas. The Kansas State Board of Education in
Certification and Teacher Education Regulations lists requirements for
certification.

2. Application for Teacher Certification, Form 5 or Form 8

a. Form 5 — A five year substitute endorsement may be issued to an
applicant who has a Kansas certificate (current or expired for less than
one year) OR recommendation from an accredited institution verifying
completion of a state-approved education program.

b. Form 8 — A one-year emergency Substitute Certificate may be issued
to an applicant who has completed a baccalaureate degree transcript or
submit transcripts verifying sixty (60) hours of college credit. Official
transcripts must be included.

c. Fingerprint process — effective July 1, 2002 all applicants for initial
Kansas certification and applicants whose certification has been
expired one year or more, will be required to submit fingerprint cards
for a criminal history records check.

d. Afiling fee is established by KSDE and is payable to the Kansas State
Department of Education. The district will reimburse the filing fee to
the applicant with the applicant’s first payroll check.

3. Current address, and contact phone numbers, where the substitute can be
reached and at the desired teaching level.
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Official Substitute List

The district shall maintain an active list of persons qualified to serve as substitute
teachers. No substitute should be engaged for substitute teaching in the district unless
they are on the official active substitute list. The Deerfield Board of Education approves
the official substitute list.

School Interviews

Any substitute teacher new to USD 216 may arrange for an interview at each
desired teaching level — elementary, middle school, and/or high school. Contacts to the
building principals can be made as follows:

Nancy Harness Amy DelLaRosa
HS/MS Principal Pre-K-5" Principal
620-426-8401 620-426-8301

SCHOOL RESPONSIBILITIES

District Level

The district will ascertain prior to the beginning of each school year if a substitute
teacher desires to remain on the active substitute list. Only those teachers whose names
are on the official substitute list are eligible for substitute teaching.

Notification for the Substitute Teacher

When it is necessary for a regular teacher to be absent from school, it is the
teacher’s responsibility to notify the building principal or his/her designate as soon as the
regular teacher knows of their absence.

When possible, substitute teachers are assigned according to teacher wishes.
However, all substitute teacher assignments will be made through the district’s
centralized substitute calling procedure. If a teacher desires to contact the substitute
teacher about the class, the name of the substitute teacher may be obtained from the
principal.

The substitute teacher will be directed to the classroom and assisted in locating
the essential material for the day’s work. Principals may assign the substitute teacher to
additional duties originally scheduled for the regular teacher.

It is difficult to give an estimate regarding how often a substitute may be called.

It will depend upon a variety of factors, including the general overall needs of the district,
time of year, the substitute’s major preparation compared to the district’s daily needs, and
success of each substitute when assigned.

Evaluation of the Substitute Teacher

Periodically, principals and teachers provide the district office with evaluation
information in the substitute’s assignment performance.

11



SUBSTITUTE TEACHER’S RESPONSIBILITIES

Professional Ethics, Board Policy Book, GBU
An educator in the performance of assigned duties shall:

e Actively support and pursue the district’s educational mission;

e Recognize the basic dignity of all individuals;

e Maintain professional integrity;

e Avoid accepting anything of substantial value offered by another which is
known to be or which may appear to influence judgment or the
performance of duties;

e Accurately represent professional qualifications; and

e Be responsible to present any subject matter in a fair and accurate manner.

The substitute has a professional obligation to the regular teacher, the classroom,

the school, and the district. The substitute must use extreme caution in expressing
personal reactions and opinions about what is heard or seen in the classroom or school in
which the substitute teaches. Any information about the pupils must be treated as
confidential. There is a need for tolerance toward the teaching procedures of others.
There is a need to respect the effort each individual is making. Substitutes must realize
that sometimes they are not seeing normal conditions of the class.

Proper Control, Board Policy Book, GAO

Each employee is responsible for maintaining proper control in the school. An
employee may use reasonable force necessary to ward off an attack, to protect a student
or another person, or to quell a disturbance, which threatens physical injury to others.

Reporting

When substituting for a regular teacher, the substitute shall always report to the
principal’s office. At this time the substitute teacher should be given information about
any special activities, as well as routine information and required reports. Prompt arrival
will allow time to assemble materials needed for the day, as well as the opportunity to
receive necessary directions. The room should be left in good order. The substitute
should endeavor to preserve the normal routine of the class. The substitute should
perform all duties expected of regular teachers. The substitute teacher may not
administer corporal punishment to the students. All discipline cases, which cannot be
handled in the room in an appropriate manner, should be referred to the principal. The
substitute should not leave a class unattended.

Before the substitute teacher checks our in the office for the day, all students must
have left the room. The substitute should report to the principal any accidents, which
have occurred during the day. Any ill child is to be sent to the office. The substitute
should report to the principal, or a person designated by the principal, before leaving the
building.

The typical duty day for a substitute teacher is 8:00 a.m. and ending time is 3:30
p.m. Substitute teachers shall remember that they are under the supervision of the
building principal.
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Update for Changes to Address/Contact Numbers

It is the responsibility of the substitute teacher to notify the district office of any
change in address or telephone. The district office must also be notified should a
substitute desire to be removed for the active list either temporarily or permanently.

COMPENSATION GUIDELINES

Rates of Pay
Type Daily Rate of Pay
Certified $100.00
Emergency Certified $ 90.00

Substitutes are paid on a whole or half day basis. The building secretaries on the
Monthly Substitutes Report will indicate if the report time is whole or half day. A
signature from the substitute is required verifying the substitute’s workday.

On the first day a substitute teacher is called to duty at Deerfield USD 216 an
employment packet, consisting of payroll set up sheet, W-4 form, 1-9 form providing a
copy of a driver’s license and social security card or other documentation necessary, the
constitution oath, and a direct deposit document, must be completed at the district office.
The building principal or his designate will direct the substitute to the district office.

Pay Periods

Substitute teachers are paid on a calendar month basis. Example: March 1 to
March 31. Substitute teachers will be paid on the 15" day of the month, following the
month worked. If the 15" falls on a weekend or holiday, then the payroll will be issued
on the Friday prior to the 15", The payroll clerk is Betty Greer and is located at the
district office. Direct deposit is mandatory with all employees effective September 2004.
An employee may choose any banking institution for a checking account or savings
account in which the employees earnings are to be deposited into. Direct deposit slips
will be mailed to the address furnished. No deduction is made for KPERS. All
compensation is subject to social security, federal and state income tax withholdings.

Long Term Substitutes

A long term substitute will be hired when a regular teacher will be absent from
the classroom for more than 10 school days. The current rate by the approved board for a
certified substitute is $125 per day and for an emergency substitute in $115 per day.
Emergency substitute teachers holding a baccalaureate degree may substitute an
unlimited number of days during the school year. They are limited however to no more
than 30 days in the same classroom per school year. Emergency substitute teachers who
have not earned a baccalaureate degree may substitute no more than 60 days per semester
for any one school district, and not more than 15 days in the same classroom.
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School Lunch Program

The Food Service program is available to the substitute teacher at the adult meal price
of $3.00 for lunch and $1.50 for breakfast. Adult meals not paid for by the eighteenth
(18™) of each month will not be allowed to charge until the bill is paid in full.

DEERFIELD USD #216 Board Policy, 1A

The Deerfield USD #216 provides students the opportunity for the best education
available through quality instruction in a safe learning environment. USD 216 expects
students to assume equal responsibility for their learning.

All students shall have an equal opportunity to pursue and acquire knowledge and
to master the curriculum’s objectives. The program shall provide for student mastery of
basic skills, higher order thinking skills, the ability to work in groups and individually,
individual physical and mental well being and other varied needs and interests of
students. The curriculum shall be outcomes-oriented and the instructional program
research-based.

The educational process shall be a comprehensive program undertaken in
cooperation with parents, institutions and community programs.

Suggestions for Working With Students

A substitute should feel the importance of their role and should strive to develop a
positive learning situation. A substitute who is prepared for all types of situations will be
prepared to handle a class without the advantage of plans or materials. Such preparation
would consist of preparing a special collection of stories, games, songs, artwork, special
subject activities, etc., which can be adapted to many situations at different levels.

Substitute Teacher or Licensed Supervisors

Substitute teachers shall have licenses registered with the District Office secretary.

Non-licensed personnel may be employed to supervise pupils in non-instructional
activities. They may direct, control, or manage. They may be authorized to maintain
control in the classroom or other appropriate settings. They may be used in virtually any
capacity except that of teacher. (K.S.A. 72-1106) Only licensed personnel may teach.

If a teacher is absent, efforts will be made to place a licensed person in the classroom. If
a licensed person is not available, a non-licensed person may be placed in the classroom
to supervise the pupils but not to teach them. If a non-licensed person is placed in the
classroom, licensed staff in the building or the district shall provide any instruction
required.
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Substitute Teacher Form
Please fill this form out at the end of the day and submit to the Office.

Substitute’s Name: Teacher’s Name:

Date:

Name of Absentees:

Did you follow the lesson plans provided? Yes No
If not, please explain why and what you did:

Were the lesson plans adequate?

Did you have difficulty in locating equipment and/or materials?

Behavior of Class:

Name(s) of problem student(s):

General Comments:

Did an accident occur in any class? Yes No
Explain:




% Title Programs and Services
§ 785-296-3069
N

785-296-5867 (fax)
120 SE 10th Avenue * Topeka, KS 66612-1182 * 785-296-6338 (TTY) * www.ksde.org

state departmeni of
Education

CERTIFICATION TO KANSAS STATE BOARD OF EDUCATION
Fiscal Year 2010

NOW, on this day of , 20009,

I, , Superintendent of Schools of Unified School District

No. , County, State of Kansas, do hereby certify that said

Unified School District has no policy that prevents, or otherwise denies participation in, any
constitutionally protected prayer in the elementary or secondary schools of said Unified School District.
In addition, 1 do hereby certify that said Unified School District has not had any complaints filed against
it in regard to constitutionally protected prayer.

This Certification is made and filed pursuant to 20 USCS 37904.

Signature:

Sign and submit via fax or mail by September 15, 2009 to:

Nicole Clark

Title Programs & Services

Kansas State Department of Education
120 SE 10" Avenue

Topeka, KS 66612-1182

Phone: 785-296-4925

Fax: 785-296-5867

The KSDE does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities. The following person has been
designated to handle inquiries regarding the non-discrimination policies: KSDE General Counsel, 785-296-3201, 120 SE 10™ Avenue, Topeka, KS 66612-1182.

http://www.ksde.org/Portals/0/Title Programs and Services/prayer_certification.doc



UNIFIED SCHOOL DISTRICT No. 216
School Wellness Policies and Plan

UNIFIED SCHOOL DISTRICT No. 216’s Wellness Policies on Physical Activity
and Nutrition.
PREAMBLE

Whereas, children need access to healthful foods and opportunities to be physically active in
order to grow, learn, and thrives;

Whereas, good health fosters student attendance and education;

Whereas, obesity rates have doubled in children and tripled in adolescents over the last two
decades, and physical inactivity and excessive calorie intake are the predominant causes of
obesity;

Whereas, heart disease, cancer, stroke, and diabetes are responsible for two-thirds of deaths in
the United States, and major risk factors for those diseases, including unhealthy eating habits,
physical inactivity, and obesity, often are established in childhood,;

Whereas, 33% of high school students do not participate in sufficient vigorous activity and 72%
of high school students do not attend daily physical education classes;

Whereas, only 2% of children (2 to 19 years) eat a health diet consistent with the five main
recommendations from the Food Guide Pyramid,;

Whereas, nationally, the items most commonly sold from school vending machines, school
stores, and snack bars include low-nutrition foods and beverages, such as soda, sports drinks,
imitation fruit juices, chips, candy, cookies, and snack cakes;

Whereas, school districts around the country are facing significant fiscal and scheduling
constraints; and

Whereas, community participation is essential to the development and implementation of
successful school wellness policies;

Thus, the Unified School District No. 216 is committed to providing school environments that
promote and protect children’s health, well-being, and ability to learn by supporting healthy
eating and physical activity. Therefore, it is the policy of the Unified School District No. 216
that:

LOCAL WELLNESS POLICY

The Board of Education shall promote and monitor a local wellness program. The
program shall:

¢ Include goals for nutrition education, physical activity and other school-
based activities designed to promote student wellness in a manner that the
board determines is appropriate;



e Include nutrition guidelines for all foods available in each school during
the school day; the objectives of the guidelines shall be to promote student
health and to reduce childhood obesity;

e Assure that guidelines for reimbursable school meals shall not be less
restrictive than regulations and guidance issued by the Secretary of
Agriculture, as those regulations and guidelines apply to schools;

e Establish a plan for measuring implementation of the local wellness
policy, including designation of one or more district employees who shall
be charged with operational responsibility for ensuring wellness policy is
effectively enforced; and

e Involve parents, students, representatives of the school food authority, the
school board, administrators and the public in the development of the
school wellness policy.

Policy Approved:




Sport---Activity High School

Football

Volleyball

Boys Basketball

Head Coach
Randy Richter
Lisa Bowser
Shane Burns

Girls Basketball

Doug Crandall

Assistant Coach

Chris Smith
Erica Molstad

Regine Eslinger

Cross Country Dan Eslinger not to be filled
Track Amy Calderon
Weightlifting Dan Eslinger
Forensic Carlene Moore
Cheer Sponsor Mary Jane Skipton not to be filled
Golf Nate Schmitt not to be filled
Scholars Bowl Joel McClure
FCCLA Erin Petersilie
Stuco Michael Bowser
Play Carlene Moore
Vocal Mike Quilling
Instrumental Mike Quilling

Senior Class Sponsor

Junior Class Sponsor

Carlene Moore

Sophmore Class Sponsor Michael Bowser Lisa Bowser
Freshman Class Sponsor Vita DeLaRosa Amy Calderon
FFA - Electric Car Jared Petersilie
Yearbook Erica Molstad
Summer Weights Randy Richter Chris Smith
OM Sponsor Brandi West
Athletic Director Jeff Braun
Middle School
Football Shane Burns Jon Meinart
Boys Basketball Chris Smith Jeff Braun
Girls Basketball Lisa Bowser Vita DeLaRosa
Track Jeff Braun not to be filled
Cheer Sponsor Aggie Solis
Volleyball Amy Calderon Vita DeLaRosa
Scholars Bowl Vita DeLaRosa
Stuco Doug Crandall
Athletic Director Jeff Braun
OM Sponsor Amy Griffin
QPA Chair Michael Bowser Sheryl Smith
QPA Analyzer Amy DelLaRosa

Substitute Teacher Coordinator

Carlene Moore

Elementary OM Sponsor

Amy Griffin






