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Updated 8-1-2022
FOREWORD

The purpose of this “Teacher/Support Staff Handbook” is to provide the staff with
an everyday working guideline. It is not a complete policy manual.  All board policies
can be found on the district website.  If a question arises that is not covered by this
handbook it should be referred to the site principal and/or superintendent office.
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BOARD OF EDUCATION

The Wellston Board of Education (hereinafter referred to as the “Board”) is the
governing body of the Wellston School District (hereinafter referred to as the “District”).
The Board recognizes its responsibilities to the control and management of the schools,
but as a lay Board, it is not possible to give personal attention to detailed operation of the
program. Therefore, the administration of the schools is delegated to employed
personnel. The members of the Board are elected at large by and from the qualified
electors of the District. Each member of the Board serves a five-year term. The Board
assumes responsibility for adopting policies affecting school operation, selecting
personnel, adopting the fiscal budget, approving plans for providing physical plant
facilities, approving plans for the instructional program, reviewing reports made by the
employed staff, and generally evaluating the effectiveness of the school program.

A person serving on the Board is only another citizen in the District except when the
governing Board is in a regular or special meeting for the purpose of transacting business
for the District. Any questions that arise during the interim between Board meetings
concerning the operation of the District should be referred to the appropriate employed
personnel.

ADMINISTRATION

The basic operation of the District during the interim between meetings of the Board is
the responsibility of the superintendent. All employed personnel are responsible to their
assigned supervisor and/or administrator.  All administrators and supervisors are directly
responsible to the superintendent.

Employment of personnel is the duty and responsibility of the Board. The Board’s
decision on employment will be based on the recommendation of the superintendent in
consultation with the appropriate supervisor. Assignment of personnel is the
responsibility of the superintendent and other supervisory personnel.

The superintendent, principals, etc. are responsible for the interpretation and
implementation of Board policies. The administration is responsible for the development
of regulations to implement Board policies.

SUPERVISION OF STUDENTS

The safety of students is the responsibility of all District personnel. While the
cornerstone of safety is adequate and appropriate supervision, the foundation is a
cooperative effort of all personnel.
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Failure of any personnel to bring to the attention of the administration any potential
problem or report any inappropriate behavior will weaken the District’s ability to provide
a safe environment for all students and could result in the termination of the employee.

Supervision of students is primarily the responsibility of certified staff, with the
exceptions of bus drivers on regular route trips or other non-certified staff members in
certain situations. The principals will be responsible for the assignment of an adequate
number of personnel to assure proper supervision of students during school hours and
during school activities.

Teachers should position themselves where they can observe both their classroom or area
of responsibility and the hall or approaches during class breaks. Personnel who are
assigned duties supervising students should not spend this time visiting with other
teachers or a small group of students. Non-certified personnel who observe a situation
that is a potential problem are responsible to report it immediately to their supervisor
and/or certified personnel.

Student activity groups will not be permitted to have practices and/or meetings except
when the sponsor is present.

EXTRA-CURRICULAR ACTIVITIES

The Wellston School District provides extra-curricular programs in order to develop the
total individual to her/his fullest potential.

SPONSORS

The District prefers to use volunteer sponsors for all activities, organizations, clubs, etc.,
except those in which the instructor is the sponsor. Once a faculty member volunteers to
sponsor an activity, organization or club he/she will remain as sponsor until the District
employs a teacher, or another teacher volunteers who is assigned the activity,
organization or club.

Teachers who wish to start student organizations or clubs that are not listed in the current
list of student clubs, organizations, etc. must request permission from the Board of
Education prior to any discussion with students or parents.

TRIPS

All out state trips, except those to participate in activities sanctioned by the Oklahoma
Secondary Schools Activities Association or vocational student organization activities
sanctioned by the Oklahoma Department of Vocational Technical Education, must be
approved by the Board in advance. The organization will be responsible for all
expenses for out-of-state trips, conventions, parties, etc.
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BUDGETS

All requests and/or PO for funds from the general fund must be approved by the Board
prior to purchase.

FUNDRAISERS

Each group must present a list of proposed fund raisers and a proposal for how funds will
be expended from each fund raiser to the Board for approval prior to raising funds or
spending them.  All fundraisers and budget plans must be board approved prior to
implementation.

TEN DAY RULE

The State Board of Education requires that:

1. The superintendent and Board annually review the scheduling of activities so
that minimal interruptions occur in the instructional program of a student.

2. The maximum number of absences for activities, whether sponsored by the
school or outside agency/organization, which removes the student from the
classroom shall be ten per semester (policy FDC-R1). Excluded from this
number are state and national levels of school sponsored contests. State and
national contests are those for which a student must earn the right to compete.

TRANSPORTATION

All requests for transportation should be presented to the principal and superintendent, in
writing, at least one week prior to the trip. Due to the limited amount of transportation
equipment and drivers, transportation equipment will be assigned, according to
requirements and necessity, on a first-come, first-serve basis.

The sponsor of the organization, group, or individual using the transportation equipment
is responsible to see that it is returned in the same condition of cleanliness that it was
issued. The sponsor is responsible for the behavior of the students, routing, designating
leaving time, etc. The driver will not break any laws in order to accommodate a sponsor
who has used an inappropriate leaving time, etc. The assigned driver is directly
responsible to the designated sponsor.

In order to receive reimbursement for transportation expenses, a request must be made
for transportation in advance. If school transportation equipment is not available, then the
employee will be reimbursed at the state rate.
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DISCIPLINE

Discipline is mainly the responsibility of certified personnel with the exception of bus
drivers and assigned seats.  All personnel will follow board policy and handbooks when
administering discipline.

Documentation of disciplinary action will be reported to the superintendent, principal,
and parent in writing and entered into the student information system.

CARE AND CLEANLINESS OF FACILITIES AND GROUNDS

A clean and safe environment is important in the learning process. This requires a team
effort.  While the custodial and maintenance personnel are responsible for the actual
cleaning and repairs, all staff will assist in keeping our schools clean and safe.

Personnel who observe students throwing or dropping trash any place on the campus or
in the facilities should request that the student pick it up and place it in the proper
receptacle. When student groups use the facilities after school hours for activities or
practice, they are responsible for any excess trash (i.e. do not allow your students to leave
pop cans, pop bottles, candy wrappers, etc. laying around).

Personnel will be required to request in writing, for any needed repair or item that needs
immediate attention.

TELEPHONE

School telephones are for business use of the District. Personal calls to or from
employees or students are not permitted except in either emergency situations or when a
group returns from an activity. Use of cell phones during class is discouraged and
should only be incorporated for educational purposes.
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ABSENCES FROM WORK
If an employee must be absent from work for any reason, it is the employee’s
responsibility to notify his/her immediate supervisor as early as possible. The
supervisor and/or designee is responsible for arranging for substitutes. The
supervisor is also responsible to establish a means for the employee to contact either
him/her or designated individual.
When the employee returns to work, it will be the responsibility of the employee to
complete an absence report form. The absence report form should be completed and
returned to the supervisor within 24 hours of the employee’s return to work.

Absences from work fall into two categories, these are:

1. Paid Leave
a. Sick leave—Each employee is entitled to one day of sick leave a Month

contracted during the school year. Certified personnel sick leave is vested
at the beginning of each year. Non-certified personnel acquire sick leave
on a monthly basis. Sick leave is cumulative to sixty days. If an employee
has missed more than 5 consecutive days of school due to illness, then
the employee is required to submit a doctor’s statement with the absence
report.

Employees may transfer sick leave to another employee in accordance
with policy DEFA-R1.

b. Military leave—Any employee who is a member of the Oklahoma
National Guard or a Federal armed services reserve will be entitled to paid
leave for 30 days if called to active service.

c. Jury Duty—Each employee who is called to jury will be paid her/his
full current salary. All compensation paid to the employee by the court,
except travel expenses, will be reimbursed to the District.

d. Personal leave—Each employee is entitled to three days of paid personal
leave per year. Personal leave must be requested in advance on the
“Personal Leave Request'' form. Personal leave may not be taken the day
before or the day after a school break, and may not be taken in
consecutive days.  Exceptions must be approved by the administration in
advance. In the case of an emergency, the employee may contact their
administrator either by phone or in person and complete the form on
Personal Leave when they return. Only three days are allowed for
personal leave per year.

Unused personal leave will convert to sick leave at the end of each school
year.
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e. Vacation—Twelve month employees of the District are entitled to one
week of paid vacation after one year and two weeks after two years. Non-
certified twelve month employees that are required to work Christmas
break, spring break, etc., are entitled to three weeks after ten years.

f. Bereavement leave—In the case of a death in the family, the employee
will be entitled up to three consecutive work days of leave.

2. Unpaid absences

a. Leave of absence—An employee may make arrangements with the
superintendent to be absent even if the absence is not covered by any other
leave. This leave must be requested well in advance of the anticipated
absence and will only be granted if it does not conflict with the best
interest of the District.

b. Uncovered sick leave—Certified employees that have exhausted all sick
leave will for the next 20 days have deducted from their salary the amount
that the district would pay a certified substitute whether a substitute is
employed or not. Each day thereafter the employee will have the amount
equal to one day’s pay deducted from her/his salary.

The District does not have either a maternity or paternity leave policy.
Therefore, pregnancy is treated as an illness.

PAYMENT FOR UNUSED LEAVE UPON TERMINATION OF
EMPLOYMENT WITH WELLSTON SCHOOL DISTRICT

A full-time employee with at least ten years of service with the Wellston School district
upon retirement or leaving employment while in good standing is eligible. Full-time is
defined as six (6) hours per day for employees with a minimum of a 10-month yearly
contract.

A. Non-certified employees shall be paid for unused sick leave at the rate of
$30.00 per day for days accumulated (maximum of 100 days) while employed
by the Wellston School district.

B. Certified employees shall be paid for unused sick leave at the rate of $50.00
per day for days accumulated (maximum of 100 days) while employed by
the Wellston School District.

PURCHASING

No purchases will be made without an approved “Purchase Order Request”. “Purchase
Order Requests” will be submitted online through the student information and
accounting system, Wen-Gage. This applies to both appropriated funds and activity
funds.
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Activity Fund-- Purchase Order Requests will be compared to the account balance
and to the purpose of the account before approval. NO Purchase Order Request
will be approved for an amount greater than the account balance.

Appropriated Fund-- Purchase Order Request will be evaluated as to need,
appropriation balance, and educational value. No Purchase Order Request will be
approved that would lower the appropriation balance below 10% of the original
appropriation except in the case of a necessity.

The superintendent is responsible for the approval of all Purchase Order Requests. If the
request is for appropriated funds, the request must be approved by the superintendent
and presented to the Board for approval. If the request is not approved by the
superintendent, the employee may appeal the decision to the Board. Under no
circumstances will a Purchase Order Request in excess of the appropriation be
approved.

DRESS CODE

As educators,the expectation for dress should be professional. It is difficult to write a
dress code that will encompass every possibility as to dress by faculty members. What
might be appropriate in one setting or area might be completely inappropriate in another
area or setting. The following guidelines will establish a reasonable and appropriate
manner of dress for the faculty members.

When school is in session, in the regular classroom, office setting, on duty or in the
lunchroom eating, the following clothing could be considered inappropriate:

1. Sweats or warm-ups
2. T-Shirts except on Fridays and they must be Wellston School T’s
3. Shorts or skirts
4. Too casual of footwear (No flip flops, crocks, or chacos)
5. Clothing that fits so tight that it is suggestive or vulgar in appearance

(No leggings, tights, or jeggings, unless a shirt, sweater, or other garment
provides appropriate cover)

6. Blue jeans—except on designated days by administration.  Any funds
collected from these designated days will be used for awards and special
events.  Jeans cannot be faded, acid washed or have holes in them.

We should always be aware that appearance does count. It makes a good or bad
impression on parents, students, guests at our school, etc. It helps to establish the
climate of our school and makes a statement that we are professionals and expect to be
treated as professionals.
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PARENT – TEACHER CONFERENCES

The Wellston Board of Education establishes parent-teacher conferences during the
school year (see school calendar in appendix). All faculty members are required to
participate in the parent-teacher conferences unless approved by administration.
Elementary teachers, grade Pre-Kindergarten through Fifth will make effort and
accommodations to schedule meetings with all parents. Secondary teachers, grades
six through twelve, will make themselves available during the scheduled dates/times
and make necessary accommodations for parents who are unable to attend.
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EXTRA DUTY ASSIGNMENTS

The Athletic Director/Administration is responsible for organizing and assigning
personnel needed to safely run all District-sponsored events. The Athletic
Director/Administration will make all efforts to allow teachers to sign up and work for
the activities they would prefer.  The Wellston School District will pay for these extra
duty assignments at a fixed hourly rate. If other dates become available, the Athletic
Director/Administration will attempt to fill them with personnel that wish to or are
willing to work.

FIELD TRIPS

Field trips should be educational in concept and purpose. They should be planned with
the purpose of meeting a specific goal or objective. Field trips should not be designed or
used as end-of-year parties. The teacher should work closely with the principal in the
scheduling, planning and implementation of educational field trips.

Field trips should be scheduled to leave at the beginning of the school day and return
at least 15 minutes prior to the bus loading time at the elementary school. The field trip
should be scheduled as an integral part of the class curriculum.

TEACHER EVALUATION

The main function of teacher evaluation is to improve and enhance the job performance
of each teacher. Teacher evaluations will be conducted by the principals.  Each principal
will hold a faculty meeting to discuss the TLE evaluation procedure prior to October 1st

each year. Teachers are to be evaluated using the current TLE guidelines and
procedures.

Career-status educators should be observed twice a year. One observation with
actionable feedback should occur in the fall, and one observation with actionable
feedback should occur in the spring. The final evaluation with actionable feedback
should occur in the spring. Probationary educators should be observed once during the
first nine weeks, once during the second nine weeks and again in the third nine weeks.
All observations should be followed by a feedback conference. The final evaluation
with actionable feedback should be held in the fourth nine weeks.

If the teacher disagrees with his/her evaluation, the teacher may, within ten working days
from the receipt of the evaluation, file a written statement disagreeing with the
evaluation. The written statement of disagreement will be attached to the evaluation; it
will not change the evaluation. The evaluation will be filed in the teacher’s permanent
file located in the Administrative Office Building.

Any teacher whose evaluation indicates that his/her position with the District might be in
jeopardy will be notified of his/her need to improve. The principal and the teacher will
develop a plan of improvement.
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CLASS PARTIES
Elementary School

Elementary school, grades PreK – 5, will have parties in accordance
with the principal’s approval.

GRIEVANCE PROCEDURE

Every effort should be made to resolve grievances at the lowest level. The following
procedures will be used in order to resolve grievances;

Parent or Pupil Grievances

1. An attempt should be made to settle the grievance at the source of the
problem at the building level. Should the problem stem from a classroom
situation, the teacher should be consulted first in an attempt to resolve the
problem.

2. Should the problem not be solved at the classroom level, the student or parent
may appeal to the principal of the school who will attempt to resolve the issue.
If the principal is unsuccessful, he/she should advise the parents and students
that they may appeal to the superintendent who will, in turn, attempt to solve
the problem.

3. Should the superintendent exhaust his/her resources in attempting to resolve
the issue, he/she will advise the parents and students that they may direct a
letter to the clerk of the Board of Education asking for a hearing before the
Board. The Board of Education, through its clerk, will advise the parents and
student or students of its decision relative to the request. The Board may,

4. Upon investigation of the matter, grant a hearing if so, will set a time for the
hearing within a ten (10) day period of the time the request is received.
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Teacher Grievances

1. Teachers must first take the complaint to their immediate supervisor.

2. When a satisfactory solution can not be reached with their immediate
supervisor, they will then proceed to the next step in the organizational chart.

3. When all other avenues have been exhausted, the superintendent will receive
the complaint in written form, review and investigate the problem, and
render a judgment in writing within five (5) days of receiving the written
complaint.

4. If the complainant is not satisfied with the outcome of the superintendent’s
judgment, the complaint may be filed, in writing, with the Board through the
Clerk of the Board. The complaint will be placed on the agenda for the next
regular board meeting.

5. The board clerk, upon receipt of a written signed statement of
grievance and/or request for hearing, will, within 48 hours;

a. Notify the superintendent to place the grievance as an agenda item.

b. Ask the superintendent to provide the members of the board with written
reports from the person lodging the complaint, the person against whom
the complaint is lodged and the superintendent prior to the board meeting.

6. The board will review the written statements and may request
verbal clarification from all parties involved in the problem.

7. After hearing the facts, the Board will render a decision. The complainant
will be notified of the decision within seven (7) days of the date the decision
is made. The superintendent will act for the Board in advising the
complainant of the Board decision.

RELATIONS WITH OTHER EMPLOYEES

There are five people employed by the Wellston school district in supervisory capacities.
These five people are:

1. Superintendent
2. Middle/High School Principal
3. Elementary School Principal
4. Cafeteria Manager
5. Maintenance/Transportation Director
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Unless you are employed in one of these five positions you are not responsible for
correcting any of the employees of this school district, except yourself.

Harmony is a vital ingredient in the success and well-being of any school district.
Harmony exists only when each of the employees are taking care of his/her job function.
In the interest of harmony, all problems should initially be handled as informally and at
as low a level as possible. Therefore, in the future we will use the following procedure
when one employee has a complaint against another employee:

1. If in the performance of your job function you observe something that another
employee is doing that is to the school district and the students’ best interests,
you should discuss what you have observed with the individual’s immediate
supervisor.

2. If after discussing the adverse behavior with the supervisor, you observe
further examples of the same adverse behavior, make a formal written
complaint against the individual and present it to the immediate
supervisor along with a copy to the superintendent. If the superintendent
is the immediate supervisor, the copy should go to the president of the
board of education.

3. The immediate supervisor will be required to provide written documentation
to the superintendent or the president of the board of education, whichever
the case might be, as to their findings concerning the adverse behavior
within 10 days of receiving the written complaint.

4. If the superintendent is not the immediate supervisor, the superintendent shall
have twenty days from the date of the initial written complaint to provide
written documentation to the board of education concerning his findings
concerning the adverse behavior.

Step 1 is an informal procedure to try to improve potentially adverse situations
before they go too far. Steps 2 through 4 are the necessary steps in a formal manner
for problems that cannot be handled in the informal procedure of step 1.

Confrontations between employees when one of them is not a supervisor should be
avoided, except in an emergency situation. The emergency situation must have to be
documented.
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GRADING

Each teacher should prepare a written statement that informs students and parents as to
how grades will be determined in his/her class. The statement should contain information
about test scores, homework scores, workbooks, reports, etc. The teacher should make
every effort to record a minimum number of two grades a week, so that anytime the
student’s scores are averaged, the score will be representative of the student’s work to
date.

MAKE-UP WORK

All Wellston students are expected to make up any homework assignments due or made
while they are absent. If the absence is deemed excused, the student will be allowed one
day for each day they were absent prior to the due date of the assignment up to a
maximum of five days.  If the absence is deemed unexcused, the assignment will be due
when they return to school. If a test was given when a student was absent with an
excused absence, the teacher must do one of the following:

1. Give the student a make-up test after allowing the same number of days,
maximum of five days, the student was absent prior to the test. The make-up
test should be either the same test or one of equivalent difficulty.

If a test was given when a student was absent which is deemed unexcused, the
student be given opportunities to take the test with full credit available per school
policy FDC-R1.  All absences will be defined according to school policy.

CONFIDENTIALITY

Confidentiality of student and teacher records and information is a right that is protected
by both Federal and State Statute. It is incumbent on all school employees to provide for
the protection of these rights. In order to provide for the protection of these rights, the
following guidelines should be used:

1. Individual students or teachers should never be discussed with individuals or
groups not employed by the school.

2. Individual students should not be discussed, except with the principal or
counselor or with other teachers in a meeting set for that purpose by the principal or
counselor.

3. Any information that is personally identifiable with a student or teacher will
not be shared with anyone except the principal, counselor, parent or student.

THE PROTECTION OF CONFIDENTIALITY IS A RESPONSIBILITY OF ALL
EMPLOYEES.
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USE OF TOBACCO

Wellston Public Schools is a 24/7 Breath Easy school district. Use of tobacco products
and/or vape products are not permitted by employees, visitors, or students at any time at
the elementary, middle and high school campuses or facilities.

PLANNING PERIODS

The State Board of Education requires that each teacher be given a minimum of 200
minutes per week of scheduled time for individual planning and/or preparation and
consultation. Teachers will use this time for preparation of materials for their classes,
developing lesson plans, conducting state assessments, and consulting with experts,
parents, other teachers, students or administrators. Due to the fact that the State
Department of Education requires that this time be scheduled and specifies the uses
for this time, teachers will be as accountable for this time as if they had a class.

CAFETERIA PROGRAM

The Child Nutrition Program is designed for the students and follows the USDA school
breakfast and lunch guidelines. The menu is planned and designed to provide the students
with a balanced meal. The quantities served are set forth by the Federal Child Nutrition
Program. We receive commodities for the student meals and are required to charge a
higher rate for the adult meals for the commodities used in the meals, not for larger
portions. The extra charge for adult meals is established by the Child Nutrition Program.
Students are given a minimum of 20 minutes to eat in a clean and supervised setting.

TEACHER RELATIONS WITH STUDENTS

Teachers are encouraged to take an interest in their students and to be “friendly” to their
students. Teachers should not date or “run around” with their students. Teachers should
not use students to run personal errands; i.e. go to the store, go to the lunchroom to get
them a lunch, return their lunch tray to the lunch room etc.

WORK HOURS

On days when school is in session, teachers are expected to arrive no later than 7:45 a.m.
and leave no earlier than 3:30 p.m. except when arrangements are made with
administration.  Teachers who are given an extra-duty assignment may be required to
arrive earlier or stay later. Teachers will be notified of times of arrival and departure on
work days and professional days. All employees must notify the appropriate office when
leaving campus.

FACULTY MEETINGS

The superintendent and/or principal will hold faculty meetings. Attendance will be
required of all faculty members.
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PROFESSIONAL DEVELOPMENT

Every certified employee of Wellston School District is required to acquire a minimum of
fifteen professional development points annually. These points must be submitted to and
approved by the Professional Development Committee. The state of Oklahoma requires
that each teacher acquire 75 points during each five-year period in order for his/her
teaching certificate to be renewed.

The members of the Professional Development Committee will be approved annually by
the Wellston Board of Education.

If school is dismissed early or for the entire day for professional development activities,
all faculty members are required to participate.
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