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GENERAL EXPECTATIONS 
Staff members are to exercise professionalism at all times.  Be positive and diplomatic when 
dealing with parents and students.   
 
Administration needs to be informed of potential or ongoing problems with students, parents, 
and/or other people involved at the Mountain Pine Schools, remember we are here to support 
you. 
 
Teaching is a profession and staff members are professionals.  Staff members will dress 
professionally in business casual attire. Staff may dress down on Friday in jeans.  Staff may also 
participate in designated Spirit Weeks. Items that are prohibited for students apply to staff.   
 
Decision Making:  Whenever possible, the building administrator will collaborate with staff.  
Final decisions and burden of responsibility is the administrations.  All faculty are expected to 
support the final decision. 
 
No personal business or enterprises may be conducted during contracted time. 
 
A class may not be left unsupervised during the course of the school day.  If an emergency 
should arise, please contact the office.  
 
 No instructional machine or equipment may ever be moved or borrowed from school without 
permission and receipt from the building administrator. 
 
Contacting Parents:  
It is the expectation of the administration that teachers maintain consistent communication 
with parents not only for academics but for behavior issues as well.  Parents should not hear 
their student is failing for the first time at a Parent-Teacher conference.  With regards to student 
behavior the first contact about behavior issues should not be the principal after a referral.  
School is a partnership between the student, parent and the teacher.   
Keep a phone log for all parent contact, if using email copy the principal on your email and if 
sending home, a letter makes a copy for the principal.  You must make contact with 100% of the 
parents for those students who have failing or unsatisfactory grades. If you encounter a parent 
that is upset, please invite the administration to meet with you and the parent.  We are here to 
support you.   
 
Student Discipline: 
When referring students to the office make sure they come to the office with a referral 
completely filled out by the teacher.  The form must represent something other than routine 
issues that are part of the regular school process.  
 
Corporal punishment is used at MPSD as needed.  The administrative position is that corporal 
punishment is not a proven method to discipline students, but will be used in accordance to the 
student handbook and school district policies.  
Discipline should not include the following: 

 Writing sentences 

 Doing math problems 

 Physical punishments such as running or push-ups 
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 Being “sent to the hallway” students must be supervised at all times 

 Having other students write down names and report to the non-present teacher 
 
If student disruption is severe to the point of the student endangering themselves or others, 
contact the office. Do not take it upon yourself to restrain students. 
 
Anti-Bullying: 
You are required to post anti-bullying posters in your classroom.  Poster will be provided. 
 
Pledge of Allegiance/Moment of Silence:   
State law requires that each class begin the morning with the Pledge followed by a moment of 
silence.  The pledge will be done during the first period of the day. 
 
Student Restroom Use: 
When students need to use the restroom teachers need to have a sign out sheet in their room 
with a place for signing in and out.  Please do not allow student to use the restroom the first ten 
minutes or last ten minutes of class. 
 
Student Pick-up: 
Make sure to pick up your students in your designated areas by 7:45 am (Elementary) 7:50 am 
(High School) (first bell will ring). This allows time for getting settled in classrooms so that the 
instructional day can begin at 7:45 am (Elementary) and 7:50 am (High School). 
 
Classroom Dismissal: 
Elementary and High School students will be dismissed at 3:15 PM.  On early release days, all 
students will be dismissed at 2:15 PM.  It is the expectation that teachers will walk their classes 
out to the dismissal area ensuring that all students are off campus.  Between classes, all 
students must be supervised during the transition. All teachers need to stand in the hallways at 
their doors during passing periods and welcome students into their classes.  Any student who 
leaves class during the period must have a pass. Early dismissal on Wednesdays will be allotted 
for PLC’s. Every staff member is expected to remain at school until PLC’s dismiss. 
 
Visitors 
All visitors are required to sign in with office staff and obtain a visitor’s badge (Hall Pass). If a 
visitor/stranger is on campus during school hours without a badge, please refer them to the 
office and contact the front office staff immediately.    
 
Items required to be posted in Classrooms: 
Classroom Management - The following items must be posted in each room: 

 Fire/Tornado Drill Information 

 School Wide Expectations 

 Flip Charts for Crisis Management  

 American Flag and Pledge of 
Allegiance 

 No Bullying Poster 
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Lunch:  
Arriving at the cafeteria on time will alleviate overcrowding and/or lines. To ensure a smooth transition 
from classroom to cafeteria, be sure to walk your class in an appropriate manner. Other classes will still 
be in session so students need to walk quietly, and orderly.  
 
Nurse’s Office: 
When sending students to the Nurses Office, please use the provided Nurse Notes, do not send students 
to the Nurse’s office without a pass.  Students traveling from the high school to the elementary must 
enter through the front office.  This year the nurse’s office will not be giving out medications such as 
Tylenol and cough drops.  Only students with prescriptions will be taking medicine in the office. 
 
School Resource Officer: 
The school resource officer is never to be used in the role of disciplinarian.   
 
Custodians and Cleaning: 
Teachers are responsible for the overall condition of their classrooms.  In order to assist the custodians 
in their efforts, please follow these steps at the end of each day: 

 Erase all boards.  Mark “do not erase” on anything you want saved. 

 Stack classroom chairs on top of desks if applicable. 

 Pick up all trash on floors – including tiny scraps  

 Do not put tape on carpet – adhesive is difficult to remove. 

 Clean all spills immediately, and notify office to call day custodian 
 
Fire Drill Procedure: 
As soon as the fire alarm is activated immediately line your students up and lead them to the nearest 
exit to where you are. (All classrooms have an emergency route map posted in their classroom) All 
classrooms will have an information bag located by their classroom door.    
The bag should contain the following items: 

 Current class list (keep this updated) 

 A red and green card 

 Yellow vest 
 
Line students up in front of the school making sure to stay clear of the gas lines.  Once you are outside 
immediately do a roll call of your students to check to make sure you have all of your students. If you 
have all of your students please hold up the GREEN card, if you have students that do not belong to your 
classroom but you found them along the way or you have students missing please hold up the RED card. 
 
The runner will be around to check to make sure you have all of your students, check the cards you are 
holding, and administrator will give the all clear to re-enter the building. 
 
Elementary teachers, if your students are in an activity/elective and the alarm goes off grab your 
information bag and proceed to the designated area to receive your students.   
**This is very important to practice and talk to your students about from the first day of school** 
 
Tornado Drills 
In the event of a Tornado, staff and students will hear the alarm (1 long burst of the school bell).  Staff 
will take information bags and students should move in an orderly manner to the designated shelter 
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areas in the buildings.  Students and staff need to assume the Correct Protective Position.  Students will 
bend on their knees place their head to the floor between their knees and cover the back of their heads 
with their hands.  It is important that the head be lower so that in the event of falling debris the back 
and not the head is hit first.  Teachers and students will remain sheltered until the weather danger is 
over.  Teachers need to make sure they have an accurate roster and that all students are accounted for.  
Missing students need to be reported to the administration. 
 
Lockdowns: 
In case of a lockdown, there will be an announcement that we are in a lockdown. When this occurs 
please do the following: 

 Immediately lock the door 

 Turn off lights 

 Move all students away from the door and windows into one area of the room. 

 Do not cover door window/pull the blinds  

 Do not open the door for anyone!!! Administrators will have the keys to open doors.  

 Students are not to be moving around and are to remain quiet. 
You will be notified by administration when it is all clear. 
 
AM and PM Staff Duties: 
Duty schedule:  this is a list of weekly duties that you are required to perform. The duties are located 
throughout the school both inside and outside. Please make sure that you are on time for duty. If you 
are unable to make your assigned duty because of a parent meeting, illness or extenuating 
circumstance, you are required to find a replacement and notify the office. 
 
Duty Times: 
 Elementary AM Duty:  7:35 AM 
 Elementary PM Duty:  3:15 or until students are off campus 
 High School AM Duty:  7:35 AM 
 High School PM Duty:  3:15 until students are off campus   
 

**Please refer to the duty schedule for assignments/areas** 
Teacher Absences:  
The first two weeks of the school year and the last two weeks of the school year along with the day 
before a holiday and/or break will be considered “blackout days” leave will not be approved during that 
time without a doctor’s excuse.  When requesting or notifying of any absence or leave, you are required 
to contact Kelly Services, additionally please call the administrators:  Mrs. Engebretson-Elementary (501-
617-3320) or Mr. Galarza-High School (870-833-1451) or Mrs. Applegate-Sped (479-453-0141) or Jeff 
Barnes-Maintenance/Custodians (501-617-9663) or Debbie Wright – Cafeteria (501-282-2819) Mr. 
Applegate – Administrators/Admin. Staff (501-520-8409)to let them know you will be out. You must call 
or text prior to the start of the school day.  Situations arise where the administration will deny a leave 
request.  If you think that may happen, please see the administrator to explain the circumstances. In the 
event of an absence of any kind you are required to have lesson plans for your classes.  If an employee 
is out for three consecutive days they will need to have a doctor’s note to come back to work.   Turn in 
completed absentee form to office on the first day of return, failure to do so could result in disciplinary 
action. 
 

 Kelly Services 

 
Our representative is Mari Duncan 
https://absenceadminweb.frontlineeducation.com/ 

 

https://absenceadminweb.frontlineeducation.com/
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3.8—LICENSED PERSONNEL SICK LEAVE  
 

Definitions 
1. “Employee” is a full-time employee of the District. 
 
2. “Sick Leave” is absence from work due to illness, whether by the employee or a member of the 

employee’s immediate family, or due to a death in the family. The principal shall determine whether 
sick leave will be approved on the basis of a death outside the immediate family of the employee.   
 

3. “Excessive Sick Leave” is absence from work, whether paid or unpaid, that exceeds twelve (12) days 
in a contract year for an employee and that is not excused pursuant to: District policy; the Family 
Medical Leave Act; a reasonable accommodation of disability under the American’s With Disabilities 
Act; or due to a compensable Workers’ Compensation claim. 
 

4. “Grossly Excessive Sick Leave” is absence from work, whether paid or unpaid, that exceeds ten 
percent (10%) of the employee’s contract length and that is not excused pursuant to: District policy; 
the Family Medical Leave Act; a reasonable accommodation of disability under the American’s With 
Disabilities Act; or due to a compensable Workers’ Compensation claim. 

 
5. “Current Sick Leave” means those days of sick leave for the current contract year, which leave is 

granted at the rate of one (1) day of sick leave per contracted month, or major part thereof. 
 
6. “Accumulated Sick Leave” is the total of unused sick leave, up to a maximum of one hundred (100) 

days accrued from previous contracts, but not used. Accumulated sick leave also includes the sick 
leave transferred from an employee’s previous public school employment. 

 
7. “Immediate family” means an employee’s spouse, child, parent, or any other relative provided the 

other relative lives in the same household as the employee.  
Sick Leave 

The principal has the discretion to approve sick leave for an employee to attend the funeral of a person 
who is not related to the employee, under circumstances deemed appropriate by the principal.  
 
Employees who are adopting or seeking to adopt a minor child or minor children may use up to fifteen 
(15) sick leave days in any school year for absences relating to the adoption, including time needed for 
travel, time needed for home visits, time needed for document translation, submission or preparation, 
time spent with legal or adoption agency representatives, time spent in court, and bonding time.  See 
also, 3.32—LICENSED PERSONNEL FAMILY MEDICAL LEAVE, which also applies.   Except for bonding 
time, documentation shall be provided by the employee upon request. 
 
Pay for sick leave shall be at the employee’s daily rate of pay, which is that employee’s total contracted 
salary, divided by the number of days employed as reflected in the contract. Absences for illness in 
excess of the employee’s accumulated and current sick leave shall result in a deduction from the 
employee’s pay at the daily rate as defined above. 
 
At the discretion of the principal (or Superintendent), and, if FMLA is applicable, subject to the 
certification or recertification provisions contained in policy 3.32—LICENSED PERSONNEL FAMILY 
MEDICAL LEAVE the District may require a written statement from the employee’s physician 
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documenting the employee’s illness. Failure to provide such documentation of illness may result in sick 
leave not being paid, or in discipline up to and including termination. 
 
An employee shall be credited with one (1) day of sick leave in the event the employee used one (1) day 
of sick leave on a mandatory professional development (PD) day so long as the employee makes up the 
missed mandatory PD day on a noncontract day. Costs and expenses associated with the make-up PD 
shall be the responsibility of the employee unless agreed to in writing by the superintendent or the 
superintendent’s designee for the expenses to be covered by the District. 
 
Licensed personnel will be reimbursed for sick leave days over the allowable 100 days at the end of each 
fiscal year at a rate of the current substitute pay per day.  The District will buy back any or all sick leave 
days upon retirement or going into T-Drop plan at a rate of current substitute pay per day. Annual sick 
day accumulation of 70% or more will be paid at a rate of $60.00 per remaining total days in the final 
check at the conclusion of each school year.  Those days will be rolled into the employee’s accumulated 
sick leave up to 100 days’ maximum. 
 
Should a teacher be absent frequently during a school year, and said absences are not subject to FMLA 
leave, and if such a pattern of absences continues, or is reasonably expected to continue, the 
Superintendent may relieve the teacher of his/her assignment (with Board approval) and assign the 
teacher substitute duty at the teacher’s daily rate of pay. Should the teacher fail, or otherwise be 
unable, to report for substitute duty when called, the teacher will be charged a day of sick leave, if 
available or if unavailable, the teacher will lose a day’s wages at his/her daily rate of pay.  
 
Temporary reassignment may also be offered or required in certain circumstances as provided in 3.32—
LICENSED PERSONNEL FAMILY MEDICAL LEAVE.    
 
If the employee's absences are excessive or grossly excessive as defined by this policy, disciplinary action 
may be taken against the employee, which could include termination or nonrenewal of the contract of 
employment. The superintendent shall have the authority when making his/her determination to 
consider the totality of circumstances surrounding the absences and their impact on district operations 
or student services. 

 
Sick Leave and Family Medical Leave Act (FMLA) Leave 

When an employee takes sick leave, the District shall determine if the employee is eligible for FMLA 
leave and if the leave qualifies for FMLA leave. The District may request additional information from the 
employee to help make the applicability determination. If the employee is eligible for FMLA leave and if 
the leave qualifies under the FMLA, the District will notify the employee in writing, of the decision within 
five (5) workdays. If the circumstances for the leave as defined in policy 3.32—LICENSED PERSONNEL 
FAMILY MEDICAL LEAVE don’t change, the District is only required to notify the employee once of the 
determination regarding the applicability of sick leave and/or FMLA leave within any applicable twelve 
(12) month period. To the extent the employee has accumulated sick leave, any sick leave taken that 
qualifies for FMLA leave shall be paid leave and charged against the employee’s accrued leave including, 
once an employee exhausts his/her accumulated sick leave, vacation or personal leave. See 3.32—
LICENSED PERSONNEL FAMILY MEDICAL LEAVE. 
 

Sick Leave and Outside Employment 
Sick leave related absence from work (e.g. sick leave for personal or family illness or accident, Workers 
Comp, and FMLA) inherently means the employee is also incapable of working at any source of outside 
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employment. Except as provided in policy 3.44, if an employee who works a non-district job while taking 
district sick leave for personal or family illness or accident, Workers Comp, or FMLA shall be subject to 
discipline up to and including termination. 

 
8.5—CLASSIFIED EMPLOYEES SICK LEAVE  
 

Definitions 
1. “Employee” is an employee of the District working 20 or more hours per week who is not required 

to have a teaching license as a condition of his employment. 
 
2. “Sick Leave” is absence from work due to illness, whether by the employee or a member of the 

employee’s immediate family, or due to a death in the family. The principal shall determine whether 
sick leave will be approved on the basis of a death outside the immediate family of the employee. 
 

3. “Excessive Sick Leave” is absence from work , whether paid or unpaid, that exceeds twelve (12) days 
in a contract year for an employee and that is not excused pursuant to: District policy; the Family 
Medical Leave Act; a reasonable accommodation of disability under the American’s With Disabilities 
Act; or due to a compensable Workers’ Compensation claim. 
 

4. “Grossly Excessive Sick Leave” is absence from work, whether paid or unpaid, that exceeds 10% of 
the employee’s contract length and that is not excused pursuant to: District policy; the Family 
Medical Leave Act; a reasonable accommodation of disability under the American’s With Disabilities 
Act; or due to a compensable Workers’ Compensation claim. 

 
5. “Current Sick Leave” means those days of sick leave for the current contract year, which leave is 

granted at the rate of one day of sick leave per month contracted, or major part thereof.   
 
6. “Accumulated Sick Leave” is the total of unused sick leave, up to a maximum of ninety (90) days 

accrued from previous contracts, but not used. Accumulated sick leave also includes the sick leave 
transferred from an employee’s previous public school employment. 

 
7. “Immediate family” means an employee’s spouse, child, parent, or any other relative provided the 

other relative lives in the same household as the employee.  
 

Sick Leave 
The principal has the discretion to approve sick leave for an employee to attend the funeral of a person 
who is not related to the employee, under circumstances deemed appropriate by the principal. 
 
Employees who are adopting or seeking to adopt a minor child or minor children may use up to fifteen 
(15) sick leave days in any school year for absences relating to the adoption, including time needed for 
travel, time needed for home visits, time needed for document translation, submission or preparation, 
time spent with legal or adoption agency representatives, time spent in court, and bonding time. See 
also, 8.23—CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE, which also applies. Except for bonding 
time, documentation shall be provided by the employee upon request. 
 
Pay for sick leave shall be at the employee’s daily rate of pay, which is that employee’s hourly rate of 
pay times the number of hours normally worked per day. Absences for illness in excess of the 
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employee’s accumulated and current sick leave shall result in a deduction from the employee’s pay at 
the daily rate as defined above. 
 
At the discretion of the principal (or Superintendent),  and, if  FMLA is applicable, subject to the 
certification or recertification provisions contained in policy 8.23—CLASSIFIED PERSONNEL FAMILY 
MEDICAL LEAVE the District may require a written statement from the employee’s physician 
documenting the employee’s illness. Failure to provide such documentation of illness may result in sick 
leave not being paid, or in discipline up to and including termination. 
 
If the employee’s absences are excessive or grossly excessive as defined by this policy, disciplinary action 
may be taken against the employee, which could include termination or nonrenewal of the contract of 
employment. The superintendent shall have the authority when making his/her determination to 
consider the totality of circumstances surrounding the absences and their impact on district operations 
or student services. 
 
Classified personnel will be reimbursed for sick leave days over the allowable 100 days at the end of 
each fiscal year at a rate of the current substitute pay per day.  The District will buy back any or all sick 
leave days upon retirement or going into T-Drop plan at a rate of current substitute pay per day. Annual 
sick day accumulation of 70% or more will be paid at a rate of $30.00 per remaining total days in the 
final check at the conclusion of each school year.  Those days will be rolled into the employee’s 
accumulated sick leave up to 100 days maximum. 

 
Sick Leave and Family Medical Leave Act (FMLA) Leave 

When an employee takes sick leave, the District shall determine if the employee is eligible for FMLA 
leave and if the leave qualifies for FMLA leave. The District may request additional information from the 
employee to help make the applicability determination. If the employee is eligible for FMLA leave and if 
the leave qualifies under the FMLA, the District will notify the employee in writing, of the decision within 
five (5) workdays. If the circumstances for the leave as defined in policy 8.23—CLASSIFIED PERSONNEL 
FAMILY MEDICAL LEAVE don’t change, the District is only required to notify the employee once of the 
determination regarding the applicability of sick leave and/or FMLA leave within any applicable twelve 
(12) month period. To the extent the employee has accumulated sick leave, any sick leave taken that 
qualifies for FMLA leave shall be paid leave and charged against the employee’s accrued leave including, 
once an employee exhausts his/her accumulated sick leave, vacation or personal leave. See 8.23—
CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE. 
 

Sick Leave and Outside Employment 
Sick leave related absence from work (e.g. sick leave for personal or family illness or accident, Workers 
Comp, and FMLA) inherently means the employee is also incapable of working at any source of outside 
employment. Except as provided in policy 8.36, if an employee who works a non-district job while taking 
district sick leave for personal or family illness or accident, Workers Comp, or FMLA, shall be subject to 
discipline up to and including termination. 
 
3.11—LICENSED PERSONNEL PERSONAL AND PROFESSIONAL LEAVE 
 
Personal Leave 
 
For the district to function efficiently and have the necessary personnel present to effect a high 
achieving learning environment, employee absences need to be kept to a minimum. The district 
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acknowledges that there are times during the school year when employees have personal business that 
needs to be addressed during the school day. Each full-time employee shall receive two (2) days of 
personal leave per contract year. The leave may be taken in increments of no less than 1/2.  
 
Employees shall take personal leave or leave without pay for those absences which are not due to 
attendance at school functions which are related to their job duties and do not qualify for other types of 
leave (for sick leave see Policy 3.8, for professional leave see below).  
 
School functions, for the purposes of this policy, means: 
1. Athletic or academic events related to the school district; and 
2. Meetings and conferences related to education. 
 
For employees other than the superintendent, the determination of what activities meet the definition 
of a school function shall be made by the employee’s immediate supervisor or designee. For the 
superintendent, the school board of directors shall determine what activities meet the definition of a 
school function. In no instance shall paid leave in excess of allotted vacation days and/or personal days 
be granted to an employee who is absent from work while receiving remuneration from another source 
as compensation for the reason for their absence.  
 
Any employee desiring to take personal leave may do so by making a written request to his or her 
supervisor at least twenty-four (24) hours prior to the time of the requested leave. The twenty-four-
hour requirement may be waived by the supervisor when the supervisor deems it appropriate. 
 
Employees who fail to report to work when their request for a personal day has been denied or who 
have exhausted their allotted personal days, shall lose their daily rate of pay for the day(s) missed (leave 
without pay). While there are instances where personal circumstances necessitate an employee’s 
absence beyond the allotted days of sick and/or personal leave, any employee who requires leave 
without pay must receive advance permission (except in medical emergencies and/or as permitted by 
policy 3.32—LICENSED PERSONNEL FAMILY MEDICAL LEAVE) from their immediate supervisor. Failure to 
report to work without having received permission to be absent is grounds for discipline, up to and 
including termination.  
 
Personal days can be accumulated for a maximum of five (5) days over multiple years.  After an 
employee accumulates five (5) days, those days over will automatically be converted into sick leave 
days.  Personal Leave cannot be taken over 2 consecutive days unless approved by the Superintendent 
in advance.   
 
Personal leave may not be taken the day before or the day after a holiday. 
 
Professional Leave  
 
“Professional Leave” is leave granted for the purpose of enabling an employee to participate in 
professional activities (e.g., teacher workshops or serving on professional committees) which can serve 
to improve the school District’s instructional program or enhances the employee’s ability to perform his 
duties. Professional leave will also be granted when a school District employee is subpoenaed for a 
matter arising out of the employee’s employment with the school District. Any employee seeking 
professional leave must make a written request to his or her immediate supervisor, setting forth the 
information necessary for the supervisor to make an informed decision. The supervisor’s decision is 
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subject to review and overruling by the superintendent. Budgeting concerns and the potential benefit 
for the District’s students will be taken into consideration in reviewing a request for professional leave. 
 
Applications for professional leave should be made as soon as possible following the employee’s 
discerning a need for such leave, but, in any case, no less than two (2) weeks before the requested leave 
is to begin, if possible. 
 
If the employee does not receive or does not accept remuneration for his/her participation in the 
professional leave activity and a substitute is needed for the employee, the District shall pay the full cost 
of the substitute. If the employee receives and accepts remuneration for his/her participation in the 
professional leave activity (e.g. scholastic audits), the employee shall forfeit his/her daily rate of pay 
from the District for the time the employee misses. The cost of a substitute, if one is needed, shall be 
paid by the employee/District.  
 
8.7—CLASSIFIED PERSONNEL PERSONAL AND PROFESSIONAL LEAVE 
 
For the district to function efficiently and have the necessary personnel present to effect a high 
achieving learning environment, employee absences need to be kept to a minimum. The district 
acknowledges that there are times during the school year when employees have personal business that 
needs to be addressed during the school day. Each full-time employee shall receive two (2) days of 
personal leave per contract year. The leave may be taken in increments of no less than ½ .  
 
Employees shall take personal leave or leave without pay for those absences which are not due to 
attendance at school functions which are related to their job duties and do not qualify for other types of 
leave (for sick leave see Policy 8.5, for professional leave see below). 
 
“School functions”, for the purposes of this policy, means: 
3. Athletic or academic events related to a public school district; and 
4. Meetings and conferences related to education. 
 
The determination of what activities meet the definition of a school function shall be made by the 
employee’s immediate supervisor or designee. In no instance shall paid leave in excess of allotted 
vacation days and/or personal days be granted to an employee who is absent from work while receiving 
remuneration from another source as compensation for the reason for their absence. 
 
Any employee desiring to take personal leave may do so by making a written request to his/her 
supervisor at least twenty-four (24) hours prior to the time of the requested leave. The twenty-four hour 
requirement may be waived by the supervisor when the supervisor deems it appropriate.  
 
Employees who fail to report to work when their request for a personal day has been denied or who 
have exhausted their allotted personal days, shall lose their daily rate of pay for the day(s) missed (leave 
without pay). While there are instances where personal circumstances necessitate an employee’s 
absence beyond the allotted days of sick and/or personal leave, any employee who requires leave 
without pay must receive advance permission (except in medical emergencies and/or as permitted by 
policy 8.23—CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE) from their immediate supervisor. Failure 
to report to work without having received permission to be absent is grounds for discipline, up to and 
including termination.  
 



13 

 

Unused personal leave over 5 days will be rolled into sick leave at the end of each fiscal year. 

 
Personal leave may not be taken the day before or the day after a holiday.  
 

Professional Leave 
“Professional Leave” is leave granted for the purpose of enabling an employee to participate in 
professional activities (e.g., workshops or serving on professional committees) which can serve to 
improve the school District’s instructional program or enhances the employee’s ability to perform his 
duties. Professional leave will also be granted when a school District’s employee is subpoenaed for a 
matter arising out of the employee’s employment with the school District. Any employee seeking 
professional leave must make a written request to his immediate supervisor, setting forth the 
information necessary for the supervisor to make an informed decision. The supervisor’s decision is 
subject to review and overruling by the superintendent. Budgeting concerns and the potential benefit 
for the District’s students will be taken into consideration in reviewing a request for professional leave. 
 
Applications for professional leave should be made as soon as possible following the employee’s 
discerning a need for such leave, but, in any case, no less than two (2) weeks before the requested leave 
is to begin, if possible. 
 
If the employee does not receive or does not accept remuneration for his/her participation in the 
professional leave activity and a substitute is needed for the employee, the District shall pay the full cost 
of the substitute. If the employee receives and accepts remuneration for his/her participation in the 
professional leave activity, the employee shall forfeit his/her daily rate of pay from the District for the 
time the employee misses. The cost of a substitute, if one is needed, shall be paid by the 
employee/District. 
 
Substitutes: 
When teachers have prior knowledge of an absence, you need to have a written guide or set of 
instructions for the lesson/day (sub plan). Any copies needed for the day should already be done and 
ready for the sub. Please make the substitute aware of any behavior concerns, behavior policy, and 
routines for the day. You will also need to leave an attendance list, a seating chart, and your fire drill 
information. In addition to this, for unexpected absences you are required to have a substitute folder on 
file in your classroom. **Please see the Emergency Substitute Folder Requirements for further details** 
 
Please do all you can to minimize interruptions in your students’ educational plans and to make your 
Substitute’s day as easy as possible by keeping the enclosed information as clear, complete and up-to-
date as possible.   
 
Folders shall include: 

 Class roster, kept up to date 

 Seating Chart 

 Daily schedule – include rest room breaks, recesses, lunch and duty assignment 

 Map of where lesson plans and appropriate textbooks can be located on your desk 

 One day’s appropriate classroom work for students – designated for “emergencies” only 

 Classroom management plan – rules and consequences 

 Name of teacher who can assist with disciplinary emergencies 

 Detailed explanation of all daily routines 
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 Schedules for students receiving any additional services 

 Substitute Report form 
Emergency Sub Folders for each teacher will be kept in the office, and will need to be revised each 
quarter. 
 
BULLETIN BOARDS: 
The best material for bulletin boards comes out of the teaching/learning program and reflects the 
immediate areas of study.  Classroom bulletin boards should display the work of your students as much 
as possible – to reinforce their feelings of accomplishment. 
 
Fire Codes - Due to fire safety regulations we all need to use the following guidelines: 

 Exits (doors and windows) cannot be blocked. 

 Exit signs must be visible. 
 
Lesson Plans: 
Weekly lesson plans are required by every teacher and should be readily available for the administrator 
to view during an informal walk-through. Lesson Plans should be located in a binder in the teacher’s 
classroom.  Teachers will receive feedback from the administrator on their lesson plans.  Lesson plans 
for the year will be collected at the end of the school year. 
 
Lesson plans are due: 
 
High School: Monday morning by 8:00 AM, please use MPHS lesson plan format provided. 
Elementary School:  Monday morning by 8:00 AM, please use lesson plan format provided. 
 
Professional Days: 
Your professional day begins at 7:35 am Monday through Friday. You will have a 30-minute duty free 
lunch each day. All teachers have duty, please see building duty schedules and be on time for the 
supervision of students. 
 

 2:15 am Dismissal on Wednesdays are allotted for PLC’s. All staff are required to stay on 
campus 
 

Staff Communication: 
In the staff lounge, there are teacher mailboxes. Please make sure you check your mailbox upon arrival 
and one more time during your afternoon.  You also have voice mail with your classroom telephone and 
an email account. Please check these for messages on a regular basis in order to ensure a timely 
response. 
 
Staff Parking/Leaving Campus: 
All teachers will park in the designated areas for staff parking.  All staff must display a parking pass on 
their vehicle.  Teachers are required to stay on campus during the school day.  Should a situation arise 
that requires you to leave campus you must sign out in the office and sign back in upon your return. 
 
Copy Machines: 
IF there are any problems with any of the copy machines DO NOT ATTEMPT TO FIX THEM YOURSELF. 
This includes paper jams, replacing ink, adding staples, or error messages. If there are any problems, 
please report them to the office immediately! In addition, please leave a note on the broken copier.  
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 The Staff Workroom is equipped with one or two copiers for the teaching staff. 

 The workrooms should always be kept clean.  Clear away all papers after you use the copier, and 
please dispose of all food and serving materials after eating.  Wash all dirty dishes, and clean up 
the microwave oven after use.  As staff may be involved in private conversations or projects, 
students are not permitted in the workroom for any reason.  Do not leave food in the 
refrigerator for a long period of time.  All food (and containers) will be thrown away weekly. 

 
Supplies:  
The office stocks basic office items.  If you need items from the supply closet, please see the 
administrative assistant. 
 
Grading/Attendance Procedures:  
This is the web-based program called E-school. You can access your grade book anywhere that has an 
internet connection.   It is the expectation that you update grades weekly with a minimum of two grades 
posted each week.  In the event of a technology problem, please also maintain a hard copy of all grades.  
 
Attendance is taken electronically through E-school. Please take your attendance within the first five 
minutes of each period.  Students should be marked as absent or tardy if they are not in class or are late 
after you take attendance. Any student, who comes in after the late bell, should have a tardy pass from 
the office or another teacher. If they do not have a late pass please send them to the office to obtain 
one.  As with the grade book, please keep a hard copy of your attendance in case of technology failure. 
 
Report Cards/Progress Reports: 
Progress Reports are sent home in the middle of each quarter.  You will be notified of the dates that 
grades are due.  Report Cards are sent out four times throughout the year.  Parent-Teacher conferences 
are held in the fall and again in the spring, report cards will be distributed to parents during conferences.  
Report cards will be sent home/mailed home with students at the end of semester 1 and semester 2. 
 
Parent-Teacher Conferences:  
 
October 21, 2021 3:30-7:30 PM 
March 17, 2021 3:30-7:30 PM 
 
Student Promotion and Retention 
In accordance with district policy, the promotion, and retention or required retaking of a course shall be 
based on district guidelines (please refer to policy 4.55 Student Promotion and Retention).  In the event 
of retention or retaking of a course a conference will be held that include the following: 

1. Building principal or designee 
2. The student’s teacher(s) 
3. School counselor 
4. A 504/Special Education Representative 
5. The students’ parents 

 
Staff will not discuss retention of a student with parents without an administrator’s prior approval.  If 
you are concerned about student retention you are required to fill out RTI paperwork for each student 
being considered for retention.  Retention will not be considered if the appropriate interventions have 
not been implemented for those students.  School/student data will be required in the consideration of 
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retention.  Parents will be notified in writing no later than March 1 if a student may be retained at grade 
level. 
 
Modifications for 504 and IEP Students: 
All classroom teachers will be given information and accommodations for their students who have 504’s 
or IEP’s.  It is the expectation that you familiarize yourself with these expectations and implement them 
into your classes.  If you need assistance, please see your administrator. 
 
Use of Cell Phones:  
Students are not allowed to use their cell phones during the school day.  Teachers need to lead by 
example.  Cell phone usage during instructional time should be limited to educational purposes or 
emergency situations. 
 
Tutoring After School Hours: 
Teachers are encouraged to provide tutoring to their students.  The following items apply to school 
tutoring: 

 Parents must be notified that their student will be staying after school or coming before school 
and the hours that tutoring will be offered. 

 Teachers may not use the school facilities for tutoring and receive payment. 

 All tutoring on campus is free to students. 
 
Grading:   
Grades are only given on educational objectives. 

Grading Scale 

90-100 A 4 points 

80-89 B 3 points 

70-79 C 2 points 

60-69 D 1 point 

59-below F 0 pints 

 
AP classes are graded on a 5-point scale. 
 
PERMANENT STUDENT CUMULATIVE RECORDS: 
Permanent records for all students are kept in Cumulative Files in a locked room in the Registrar’s Office.  
Certified personnel may review them at any time, but permanent records and cumulative files may not 
be removed from the office.  Sign the log each time you view a student’s file.  
Use of Videos: 
All videos must serve an educational purpose. All videos/movies must be approved by the school 
administrator before showing to students.  If you show a movie in its entirety you must have state 
standards and educational objectives.  There are only 178 instructional days in year, the use of videos as 
a reward is not appropriate.  If videos/movies are rated more than G you need to send a letter and 
permission slip home to parents.  If a parent opts their student out of the video, please make 
arrangements for a buddy teacher and an alternative assignment.  Make sure that the use of the movie 
is included in your lesson plans. 
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Informal Walk-Throughs: 
Informal Walk-Throughs will be performed by administration and can be done at any time. When 
administration enters your classroom, you are expected to continue teaching.  We are there to observe 
and provide feedback. 
 
Teacher Evaluations: 
The state of Arkansas requires each teacher to have one informal observation unless they are a new 
teacher or in Track A.  You may be evaluated more often. 
 
Staff Professional Development/Documentation: 
Licensed Staff members are required to obtain 60 hours of professional development annually to be 
fulfilled between June 1-May 31.  Staff members are required to attend all district-offered professional 
development.  Staff members need to maintain accurate records of all staff development hours 
completed during the school year and a shoebox form turned in to Administration. 
 
Professional Development Requests: 
Staff members are encouraged to pursue professional development.  Approval will be based on 
numerous factors.  Teachers should prioritize requests and submit them as early as possible.  Teachers 
will be required to present the information to their peers upon return from the conference.  All 
professional development must support the teachers PGP.  See appendix for the Professional 
Development Request form, the information for the conference or workshop must be included with 
your request. 
 
Meal Reimbursement:  
The per diem rate for in-state overnight travel while attending professional development to benefit the 
district or in performance of duties when meeting with state officials is $62.00 per day.  As a reminder, 
school funds are not to be spent on alcohol/entertainment/replacement due to loss or theft/clothing or 
gifts/medical expenses/insurance.  Tips are allowed at 15% on meals. Following travel, the staff member 
is required to turn in the per diem travel form with their receipts within one day.  Please see Per Diem 
for Travel form located in the appendix.  Refer to District Personnel Policies: 3.20 or 7.12 or 8.7 for 
reimbursement for meals. 
 
Purchasing Supplies: 
All requests for school supplies, must be approved by the Principal and/or Superintendent, before 
purchasing.  All supplies purchased with district money are the property of the district and the grade 
level they were purchased for.  A PO will be issued once the purchase is approved.  You may be asked to 
research multiple sources for the product you want to purchase to ensure the school district gets the 
best price.   
 
Technology: 
You are responsible for all the technology in your classrooms, making sure it is being used appropriately, 
by yourself and the students.  Improper use of school technology by the teacher or by allowing the 
students to misuse technology will result in disciplinary action. 
 
Books and Media Center Materials: 
Staff members are responsible for all books and media center items checked out to them.  If items are 
damaged or lost staff is responsible for the replacement cost. 
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Accidents: 
Both teacher and student accidents are required to be reported in writing. Staff must also call the claim 
line at 1-855-769-7900.  Use the district form and turn it in to the office, the day of the accident. 
 
 
Field Trip Forms/Bus Requests: 
Field trip and bus request forms can be found in the office.   
 
Field Trips:  The principal needs to approve all field trip requests.  Requests need to be turned in no later 
than two weeks before a field trip.  All students need to bring in a signed permission slip in order to 
participate in a field trip. 
 
Bus Requests:  These need to be completed and returned to the Principal no later than two weeks 
before the bus is needed.  The sponsoring group needs to confirm the day prior the times and location 
with the transportation director. 
 
Fundraisers 
 
All fundraisers are to be approved in advance. Fundraiser forms are to be turned in to building offices 
for Principal approval then form will go to the Superintendent for approval.  
 
 
 
 


