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Hot Springs Middle/High School 

Staff Handbook 2022-2023 
 

Mission Statement: 

 

 

 

 

Vision Statement 
 

Bison Pride: 
P - Preparing students to thrive in the community and beyond 
R - Reaching toward success/celebrating students 
I - Investing in knowledge for a promising future 
D - Developing youth of today to provide a better tomorrow 
E - Educating students and staff through a meaningful curriculum 
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General School Information 

Staff/Duty Day: 
Teachers’ duty day runs from 7:30 am - 4:00 pm 

All absences need to be registered in Frontline as soon as the details about the absence are known. The use of 
personal leave during the first week or last two weeks of the school year is discouraged. If possible, the 
request for personal leave shall be made at least 5 days in advance. Approval to use personal Leave the day 
before and the day after a Holiday requires the approval of the Superintendent.  

Classroom: 
Classroom teachers’ attendance of their class must be completed at the beginning of every period. This 
ensures that students have been properly marked and the office can run a report of who is absent for the day 
and that parents/guardians are notified through the messenger system if their child is not in school. Accurate 
reporting of attendance is imperative to maintain a functional attendance policy. Attendance calls go out to 
families at 10:00 a.m.  

Assessments 
Please see the Hot Springs School District Assessment Calendar located on our webpage at hssd.k12.sd.us under 
the Quicklinks menu. The calendar provides more information regarding required assessments: ACT, Smarter 
Balance, Fast Bridge, IXL, etc. 

Child Abuse/Neglect Reporting 
Any teacher or other school personnel who suspects that a child under 18 years of age has been neglected or 
physically abused (including sexual or emotional abuse) by a parent or other person, will report orally or in 
writing this information to the building principal or superintendent. The information will then be investigated 
by the counselor, nurse, and/or building principal to determine further reporting to the proper agency. This is 
required by State statute as part of the mandatory reporting law.  

It is not the responsibility of the school employees to prove that the child has been abused or neglected, or to 
determine whether the child is in need of protection, but only to report your suspicions of abuse or neglect. 
See full policy for reference.  

Committees 
Hot Springs educational family members are encouraged to be active in the operation and decision -making 
processes of Hot Springs Public Schools. 

BLT- Building Leadership Team- This committee meets on building level initiatives and reports back to 
content area colleagues and building level staff members for input/feedback. This committee is staff selected 
and provides the voice for the staff during interaction with building administration. The complexion of the 
team includes one classified representative, at least three MS teachers and at least three high school teachers. 
There should be at least one administrator and counselor/staff liaison on the BLT.  The current version has 
several more staff that work in both the MS and HS. Representation of 1 person from each content area, 
special areas, and title is ideal.  

Sunshine- This committee is the “social committee”. They provide and recognize staff for various events that 
occur in their day-to-day lives. They organize and help plan different social events throughout the year. They 
meet monthly or more depending on what’s going on. Dues are $45 for the year for ALL staff members who 
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want to participate, this fee allows staff to wear jeans on Thursdays. The donations are used to pay staff for 
retirement payouts and/or those that are leaving.  If a staff member does not pay dues, then it is understood 
that they do not participate in events that Sunshine pays for. Dues are due by the end of September each 
school year.  

REM/Mastery Learning (NEW in 2022)- The team will work on how to build our staffs’ capacity around 
Mastery Learning (customized learning) in the classroom while implementing high-quality instructional 
practices in our classrooms. This team will meet monthly and discuss district wide initiatives around 
implementing Mastery Learning into the classrooms over the next 2-3 years.  

Technology- The technology committee meets during the year under the direction of the superintendent and 
the school board members involved.  The committee gives input and feedback on how technology is used in 
the classroom and provides answers to questions the board and superintendent may have on that 
technology.  The committee does not make the decisions to purchase anything technology wise for the 
classrooms/district.  Those decisions are made at the school board and superintendent level. 

Professional Learning Communities: Each content area will conduct school business through a collaborative 
structure of a professional learning community. As much as possible, your content or grade levels have been 
organized with common planning times. This structure allows your PLC additional time to work together and 
collaborate on curriculum, assessments, instruction, and school improvement related issues. Professional 
learning communities are not meetings, they are a collaborative process and are a model of how we do 
business here at Hot Springs 23-2. Everything that is important to your department or grade level should be 
vetted through the PLC. This includes budgeting for your classrooms. We are better working together than 
working in silos.  

Communication 
Email is the primary method that administration uses to share information with staff. Staff is highly 
encouraged to check email routinely so that they are not left under informed. Vast amounts of information are 
exchanged in a day using the email system. By checking your email several times during the day, you remain 
more informed and less prone to miss important information, times, or dates.  

Copiers/Printers 
Three (3) copiers are in the building for staff use. Two (2) are in the high school and one (1) in the middle 
school. Staff can use/print to any copier in the building. Once you print a document, you will need to use your 
fob/code to finish the printing job. Each teacher will have “X” number of copies per month of black/white & 
color. Once the copy limit is reached, staff will need to ask administration for allowance of more if needed.  

Copier Locations:  

 MS Office 

 HS Office 

 HS Work/Print room 

The district will no longer be providing ink for in-classroom printers.  

Emergency Drills 
Hot Springs Schools will conduct the following emergency drills: 

 Fire Drills (at least four) 
 Tornado Drills (at least two) 
 Lock Down Drills (as a District) 
 Stay Put Drills (as situations dictate; medical situations, Police Dog searches/sniff)) 
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 ALICE (Standard District Safety Protocols) 
 

Fire Drill Procedure 
1. Line up students in an orderly manner in the classroom. Teachers will carry red emergency backpack 

with them. Note: Make certain that the backpack has updated class rosters in them.  

1. Take students quickly out the nearest exit and a safe distance away from the building. 
2. Those designated to do so in the MS will carry Walkie Talkies. 
3. The last one out of the classroom closes the door(unlocked) and turns off the lights. 
4. Once outside the teacher will use her/his class list to ensure all students are accounted for. After taking 

roll, teacher will hold up a RED Card to indicate students are missing or GREEN card to indicate all 
students are present.  

1. NOTE- Administration will look for you and your class and ask you to hold up the side of the 
card red/green so we know if we need to start looking for someone. 

5. Classes may return to the building when the administrator comes out to wave each area in for all clear. 
Students are expected to return in an orderly fashion. 

6. Report any irregularities or suggestions on how to improve the drill to the administration or a BLT 
member.  

Duties/Coverage 
Before School: 

 All 6-8 teachers will create a rotation that includes busses, hallway, and associated school grounds. 
Students should use the appropriate doors to enter the building.  The 6th grade doors are at the west end 
of the Middle School. The door by the MS Office is the 7/8 grade door. 
 

It is important that all grade 6-12 teachers are out and visible at the beginning of the day to ensure students 
are getting into the building and to their classrooms in an orderly and quick manner.  

 
Afterschool: 

 All 6-8 teachers will create a rotation that includes busses, hallway, and associated school grounds. 
Students should be escorted to the buses as appropriate and those on duty remain in proximity of the 
buses until they have left school grounds, 

 
It is important that all grade 6-12 teachers are out and visible at the end of the day to ensure students are 
getting out of the building in an orderly and quick manner. Any student who has not been picked up by 4:10 
p.m. will need to be directed to the office.  

Classroom Coverage 
All staff have the professional responsibility to maintain a proper lookout and remain in direct line-of-site 
coverage of their students during the class period. It is indefensible to leave your classroom unmonitored 
when occupied by students and out of the line of sight of an adult staff member. Leaving students in a 
classroom, even temporarily, out of the direct supervision of an adult staff member puts the staff member and 
the school district in a potential situation of liability. 

Earned Personal Leave 
1. Full time staff (1.0 FTE) of Hot Springs Schools may earn up to two (2) extra personal days, and 

members who are employed at a minimum of half time (.5 FTE) shall have the opportunity to earn one 
(1) extra day of personal leave, (beyond those days provided contractually), by working at activities 
sponsored by the school district. At the recommendation of the administrator and approval by the 
Superintendent, a third day of earned personal leave may be earned. Earned Personal Leave must be 
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earned prior to using the leave unless special circumstances are approved at the recommendation of the 
building administrator and approval by the superintendent.  

2. Staff members may sign up for earned personal leave with the Activities Director. The staff member 
will be responsible for the working day they have selected. If the staff member experiences a schedule 
conflict, that staff member will be responsible for finding a replacement and informing the Activities 
Director of the change. Personal leave hours are earned on a 2:1 ratio. One hour of activity work will 
earn one half hour of personal leave, with a minimum of one-half house for each event, to a maximum 
of two (2) days extra personal leave for those at (1.0 FTE) and one (1) day extra personal leave for 
those at (.5-1.0 FTE) except in special cases as approved by the Superintendent as explained above. 
                          See Master Contract Article VI; Section D page 15 

Evaluation 
In order to assure a high quality of teacher performance to advance the instructional programs of the district 
schools, a program for teacher evaluation will be established, as required by state law. 
 

Non-tenured process: Teachers will be formally observed at least twice annually for the first three years of 
their contract.   
 

Tenured Process: All Teachers will be evaluated at least once a year. 
 

The Superintendent shall develop an evaluation process that is based on the minimum professional 
performance standards established by the South Dakota Board of Education and that: 
 

 evaluates teachers using multiple measures and in accordance with any criteria set forth by the State 
Department of Education. 

 serves as the basis for programs to increase professional growth and development of teachers; and 

 includes a plan of assistance for any teacher in his or her fourth year or more of teaching whose 
performance does not meet the district’s performance standards. 

 

The formal evaluations will be written and will be discussed by the evaluator and the teacher.  Copies of the 
written document will be signed and dated by both parties and incorporated into the personnel files of the 
teacher.  The signature of the teacher does not indicate approval or disapproval of the evaluation, but that 
the evaluation has been read and discussed. Hot Springs 23-2 uses the Frontline documentation system to 
store evaluation documentation and student learning objective information. The district has done so since 
2015. Electronic records of evaluations are saved and archived in the Frontline system. Staff members can 
access their evaluations and associated documentation through this system at any time by logging into the 
Frontline system. 
 
Nothing in a teacher’s evaluation may diminish the School Board’s right to renew or not renew a teachers’ 
contract. See policy GCNA 

Field Trips 
Staff may take students on field trips during the school year. The building administrator must give approval 
for field trips before arrangements are made. Field trips are encouraged to be tied to curriculum and if they are 
taken periodically during the school year as the curriculum is covered. Bus availability also becomes an issue 
with multiple classes taking field trips and spring events may limit the use of bus transportation. For approval 
of a field trip, please complete the form found at the end of the handbook (or from the office secretaries) and 
turn it into the building administrator. A copy will be returned to you within 2-3 days with the appropriate 
signatures.  
 
Food service requests that teachers inform them 2 weeks prior to departure if sack lunches are needed.   
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Fundraising 
Fundraising for school programs is encouraged. All fundraisers must be approved by school administration 
prior to starting the fundraiser by completing the “Application for Fundraising” form. Fundraisers need to be 
scheduled as to not overlap on each other and interfere with the efforts of the groups trying to collect 
donations. Every effort will be made to try and not overburden the community with many fundraising efforts 
in the same period of time. Refer to Board polices IGDF and IGDG for guidance.  

Golden Bison Award: 
To help build an atmosphere of trust and unity, teachers will be recognized by colleagues for their contributions 
to a positive learning atmosphere for students and staff by giving a stuffed Bison to them. The Bison will be 
adorned with items/tokens/trinkets/that represent the person who receives it. The staff member must display the 
Bison where visitors to the classroom can see. The staff member will then find the next recipient of the award 
to be given at the next faculty gathering. Before handing the Bison off, they must explain the time they added 
to the Bison and why it represents them. This is about recognizing great contributions to the positive learning 
culture and environment we hope to create. 

Grading: 
Grades are expected to fairly represent a student’s present level of educational performance. Teachers should 
keep records accurate and defensible so that they demonstrate the body of evidence being collected toward the 
mastery of academic content standards. Proper grading also should correlate to State and other nationally norm 
referenced assessments that our student take. Grades are calculated quarterly and reported as semester grades 
toward credits. The grading scale is on 7-point total.  

99-100% A+ 95-98% A 93-94% A- 
91-92% B+ 87-90% B 85-86% B- 
83-84% C+ 79-82% C 77-78% C- 
75-76% D+ 72-74% D 70-71% D- 

069% F   

Halls/Monitoring Students 
Staff is expected to post themselves in the halls between classes every day.  At no time are students to be left 
unsupervised in the hallways or in the classrooms. It is indefensible to put a student in the hallway out of 
the line of sight of an adult staff member. Placing a student in the hallway, even temporarily, out of the 
direct supervision of an adult staff member puts the staff member and the school district in a potential situation 
of liability. DO NOT PUT STUDENTS IN THE HALLWAY UNATTENDED. If a student is allowed to enter 
the hallway, he/she must have a pass written by the classroom teacher. Student expectations upon return are 
that they sign back into class and/or present the teacher with the pass they were presented with when they left. 

Student Hallway Expectations: 
Students must have a pass written by the teacher of record 
Students Need to Respect Other Classes in Session 
Students Need to Be purposeful (Go where you are scheduled to go) 
 
Process/Procedures 

 Go directly to the location you have permission to go 

 Be purposeful 

 Respect other classrooms 

 Return directly upon completion of your authorized out of class business 

 Hallway expectations apply to all lines 
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Homework 
Learning occurs in the home, community, as well as at schools. Homework is intended to be practice for students to 
improve their ability to master content standards. Homework assignments should be meant to review a skill that has 
been previously taught, give more practice on skill, or in the event the student has missed assignments due to other 
reasons. Every effort should be made to help a student catch up on work that is missed due to them being absent.  

Teachers will communicate their homework policy to students through their classroom management plan. This will 
happen early in the school year or semester and be shared with the building principal. The amount of homework a 
student may be assigned will vary with the grade level, subject content, and even the work habits of the student in 
school. Efforts will be made to avoid heavy assignments during holidays and when special activities involving the 
students are taking place.  

Honor Roll 
The middle school and high school have an Honor Roll grade at the end of each quarter. We wish to recognize 
the efforts of those students who receive qualifying grades. There will be a 3.0 and higher honor roll where 
grades are calculated using the overall grade point average.  

These students will be recognized locally, and their names submitted to the local newspaper.  

Infinite Campus/Gradebook/Parent Portal 
Staff should promote the use of Infinite Campus and its features to parents and students. Educational research shows that 
students demonstrating accountability for their learning significantly increases achievement and diminishes behavioral 
issues. In addition, student progress will be monitored for participation in extra-curricular activities and other events. 
Successful habits of inputting students scores and other assigned work helps staff increase our partnership with parents. 

Leave 
Personal and medical leave requests should be in alignment with the Negotiated Agreement. Please note that 
the Superintendent is the only administrator that has the authority to allow personal leave or leave allowance 
exceptions in contradiction to the negotiated agreement. Every attempt should be made not schedule absences 
before or after breaks or when professional development days are scheduled. The district calendar has the 
dates for professional development clearly marked to allow you the ability to schedule your appointments 
around them.  See Master Contract Article VI 

Lesson Plans 
Weekly lesson plans are not required to be submitted at the secondary level. The administration reserves the 
right to call for them at any time but expects that educators create lesson plans for the week by Monday morning. 
Lesson plans should include learning targets with standards referenced, unit/lessons, and academic tasks.  

It is expected that a sub folder and completed lesson plans always be available for a substitute and are in an 
accessible spot. Most lesson plans and sub plans can and will be shared through Google Classroom.   

Learning Targets/ Daily Objectives 
Teachers are expected to post learning targets on the board for every class they instruct. These should be written 
in student friendly language using “I can” or “I will” statements. The verb should be actionable and lead to an 
activity tied directly to the content. The learning target should be referenced throughout the lesson in support of 
a bell-to-bell instructional philosophy. In this environment, students are expected to be actively engaged for the 
entire period in relevant learning material that supports the intended outcome.  
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Lunch Count 
Lunch count is taken at the start of first period class. It is tethered to the Infinite Campus attendance system. 
Teachers at Hot Springs Schools are required to take a lunch count every day. 

The administration manages lunch supervision duty but may ask for assistance as needed. 

Mail/Mailboxes 
Each staff member has a mailbox in the teacher’s lounge. It is important that staff members check the mailbox 
periodically throughout the school day. All items put in mailboxes need to be clearly identified so that questions 
can be directed to the right person or place.  

Master Schedule 
A master schedule is developed each school year with the building leadership team and with as much staff 
input as possible. The schedule is subject to change before the start of each semester based upon specific 
student and course needs. As a rule, however, the schedule is normally set for the semester and is locked in 
until the end of the semester.  

Mentor/Induction Program 
Hot Springs 23-2 is proud to offer our staff with a comprehensive mentoring/induction program for 
inexperienced staff. The state of South Dakota requires new teachers to take part in either a locally sponsored 
program or partake in the one offered through the South Dakota Department of Education. First or second year 
teachers employed by a South Dakota Public School are eligible. If the educator is on an alternative 
certification or is on a plan of intent, he/she must be involved in a mentoring program. Hot Springs 23-2 will 
review the needs of the staff annually and determine which program (the locally sponsored or the State 
developed) program best suits its needs. We hope to invest in the best of the best staff and retain them for our 
students' benefit so our school can continue to grow and develop. We believe in our staff, and we invest in you 
because we hire you with the intent to keep you here for life.  

Microwaves and Refrigerators 
Due to State Fire Marshall restrictions, there should be no microwaves and refrigerators in the regular classroom. 
Microwaves and refrigerators are available in the teachers lounge as well as in the Tays during lunch. 

Morning Announcements 
Student council representatives will be selected for morning announcements on a rotating basis. These students 
will come to the office at 8:00 am and read certain portions of the morning announcements and lead the building 
in reciting the Pledge of Allegiance.  Some announcements are offered through a digital format and will be 
presented to the students in this manner using the interactive TV capability or through the webpage. 

Movies 

Movies in the classroom should be limited for special occasions or need to directly support the instruction 
occurring in the classroom. The following basic guidelines are in place: 

 Movies need to have a G rating unless a note has been sent home informing parents, 

 Movies should be tied to curriculum or standards, 

 Movies for enjoyment are limited to special occasions and need to be approved by the administration 
prior to viewing, 

 Movies shown in the classroom typically support learning directly and should be tied to an assessment, 
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 Educators are expected to remain engaged in the viewing of movies. It is encouraged to take breaks in 
the viewing to process the movie/video and discuss its relevance to what is being learned. These 
concentrated learning lessons help use video and media and its relative “sensationalism” to the maximum 
educational benefit, 

 Educators need to make themselves familiar with copyright laws and regulations. 

Newsletters 
Newsletters are important in maintaining contact with families. It is the expectation of the principal that teachers 
contribute to the monthly newsletters. We continue to move as a district to be more paperless and encourage 
this practice. Google or other web-based platform will be our main communication tool as a school.  

Newsletters should be shared in the Google drive prior to sending out. This helps the office and principal be 
informed about classroom information. Counselor, Special Education, PE, Music, and Title staff can submit 
topics or items to the principal to put in the Parent Newsletter that is sent out monthly.  

Notice of Nondiscrimination (See Board Policy AC) 

It is the policy of the Hot Springs School District 23-2 that no person be subject to discrimination on the basis 
of race, national origin, religion, sex, age, physical and mental disabilities, or marital status in any program, 
service or activity for which the district is responsible as required by Title IX, PL 93-122, Section 504, and 
other state and federal laws and to provide equal access to the Boy Scouts and other designated youth groups.  
Inquiries concerning the application of Title VI, Title IX, or Section 504 or those wishing to discuss his/her 
rights under the district’s non-discrimination policies should contact the Superintendent of Schools, or his/her 
designee, or the 504 Coordinator, Hot Springs School District, at 1609 University Ave., Hot Springs, SD  
57747, Phone (605) 745-4145 or the U.S. Department of Education, Office for Civil Rights, 1010 Walnut 
Street, One Petticoat Lane, Kansas City. MO  64106-2106, Telephone: (816) 268-0550.  

Fax: (816) 268-0599; TYY (877) 521-2172. Email: OCR.KansasCity@ed.gov 

Parent/Teacher Conferences & Communication 
Formal conferences are held in the fall and spring each school year. It is the expectation to meet with EVERY 
student’s family during this time. During the 3 days that are listed on the district calendar, teachers are expected 
to schedule conferences from either: 

 4-6 each day totaling 6 hours  

 4-7 for 2 days 

Ongoing communication within Google occurs with all families through Infinite Campus Parent Portal, calls, e-
mails, newsletters, and unique events throughout the school year. The administration encourages ALL staff to 
keep logs of parent communication. Logs should include: 

 Parent/Guardian Name 

 Date/Time 

 Topic(s) Discussed 

Remember that parents want to hear from their child’s teacher about positive things happening at school, not 
just the areas of concern or behavior problems that are occurring. Try to reach out positively to parents once a 
week. A general rule of thumb is to try and make at least one positive contact home for one of your students a 
day. This frontloading helps build positive working relationships and opens positive two-way communication 
between school and home. Communication logs are a great practice and are encouraged to track the contacts 
made. Recording grades in a timely manner is imperative if we want parents to be our partners in the education 

mailto:OCR.KansasCity@ed.gov
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of our students. Grades need to be recorded in Gradebook as soon as possible to provide parents and students 
the feedback necessary to see the results of their efforts. 

Physical Restraint 
Policy, Rationale, and Philosophy: Reasonable efforts should be made to prevent the use of restraint and the use 
of seclusion. A non-aversive effective behavioral system such as Positive Behavioral Intervention and Supports 
(PBIS) should be used to create a learning environment that promotes the use of evidence-based behavioral 
interventions, thus enhancing academic and social behavioral outcomes for all students. The Hot Springs School 
District 23-2 believes that the school environment should be one in which the care, safety, and welfare of all 
students and staff members are priorities. Efforts to promote positive interactions and solutions to potential 
conflict should be extensive. If an individual’s behavior presents a threat of imminent harm to self or others the 
use of approved physical intervention or seclusion strategies to maintain a safe environment may be used as a 
last resort. Please refer to Board policy JGB, JCB (E1), and JCB (E2). 

Principal’s Communication  
Face to face communication is always preferred when working with interpersonal communication. However, 
the school district employs the use of email as a primary communication avenue between administration and 
staff. It is highly encouraged that staff reference their email several time a day to be certain that they are not 
missing out.   

Planning Periods   
Planning periods are provided for staff to work on school related processes. Occasionally, planning periods 
may be used as a meeting time to meet as directed with school administration. The expectation for staff during 
planning periods is to remain on campus and work in the classroom on educationally sound processes. This 
would include but not be limited to lesson planning, curriculum, assessments, standard prioritization, grading, 
data input, etc. A planning period is not designed for staff members to be conducting non-school related 
business as it is part of the contracted school day and included in the 32 hours required of staff to be engaged 
in school related processes.  

PLC Meeting Expectations 
Staff will have the opportunity to meet in PLCs at their discretion and with approval of the Building Principal.  
During this time, teams will collaborate on educational practices, curriculum, and data review. Each PLC will 
identify the days they plan to meet and inform school administration. 

Teams will determine who will create/manage the agenda and identify a person to take notes during the 
meeting. These notes will be shared in the google drive, and a PLC folder. Time will be spent on creating 
curriculum maps for upcoming units, prioritizing standards, instructional plans, and discussing student 
academic/or behavior data/TAT paperwork and goal setting.  

PLC Meeting Absolutes (Norms):   

1. Start every gathering by reviewing established meeting norms (each PLC creates their norms) 
2. Use a shared agenda 
3. Record meeting notes 
4. Assign action items and duties for the next meeting  
5. Summarize the meeting before adjournment  
6. Set a new meeting date and time prior to adjournment 
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Purchasing/Requisitions 
All purchasing will go directly to the principal. If needs arise during the school year, bring forward to the 
principal ASAP. In the spring, teachers will request items that are needed for the upcoming school year. Teachers 
are to work in their PLCs to determine the needs of their grade level. When submitting a requisition, the 
following are needed on Weblink: 

 Link to the item 

 Explanation for what the item/s will be used for- include if it is for students or teachers & how it will be 
utilized 

If these are not included in the requisition, it may be rejected at the principal’s discretion.  

Supply Closet 
The supply closet is a shared area of supplies for ANY teacher to take as needed to use for students/or teacher 
use. Please ask the office secretaries to get you what you need from the closet storage as much as possible. Note: 
If the supply for an item is appearing to run low or you take the last one, please inform the office right away so 
that we can reorder or replenish items.  

Support Staff 
Hot Springs 23-2 is fortunate to have very dedicated support staff working on behalf of our students. It is our 
collective responsibility to make them feel welcome and supported by using their expertise and energies 
optimally. 

 

Paraprofessionals and other classified staff do not carry the statutory authority to discipline a student. It is not 
the responsibility of paraprofessionals to discipline students. This responsibility falls upon certificated staff 
members. Paraprofessionals are there to support the work of the classroom teacher and ensure that students 
have every opportunity to master content standards. Students should be expected to respect all staff equally. 
Certified staff members are to manage classroom discipline and make referrals, as necessary.  There needs to 
be a collaborative effort between support personnel and classroom teachers to hold unruly students 
accountable while working together to support the efforts of each other. 

 

Paraprofessionals should be used to help reinforce the intended learning outcomes in the classroom. Their use 
for copying, stapling, or organizing classroom materials should be kept to minimum so that their energies can 
be put toward supporting student educational and specific academic goals. Support staff are a luxury that can 
be extremely hard to find and that we want to protect when we have them. We are in this together. 

 

Student Learning Objective (SLO) 
As part of the evaluation system, and in an attempt to ensure that high quality instruction is occurring in every 
classroom in schools in South Dakota, classroom teachers are required to create a Student Learning Objective. 

 

SLOs – AN OVERVIEW: Setting rigorous, data-informed goals for student learning encourages 
recommended teaching practices, resulting in improved growth for students and teachers. As part of the state 
models for Teacher and Principal Effectiveness, educators and their evaluators work together to create and 
monitor high quality SLOs. The Student Learning Objective (SLO) process asks teachers to address the 
unique learning needs of their students. The Summative Effectiveness Rating is based in part on student 
growth, defined as a positive change in achievement between two or more points in time.  
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What are SLOs? Creating Student Learning Objectives (SLOs) is a process by which a teacher establishes 
expectations for student growth during a specified period of time. Within the state system, SLOs are not just a 
pretest/post-test measurement of student achievement. They promote reflective teaching practices through a 
formal, collaborative process. Within the SLO process, specific, measurable student growth goals represent 
the most important learning that needs to occur during the instructional period. SLOs are aligned to applicable 
state or national standards and reflect school and district priorities. Educators, or teams of educators, review 
standards; identify core concepts and student needs; analyze baseline data to establish learning targets; 
monitor student progress and, at the end of the process, examine and reflect on outcomes. Principals support 
the work by guiding and approving SLOs, providing structured feedback, and scoring the final results. 

 

At the end of the instructional period, the SLO results are used to determine the Student Growth Rating that 
both contributes to the educator’s Summative Effectiveness Rating and provides an additional mechanism to 
generate feedback to guide professional growth. In instances where a principal or teacher is responsible for 
students in tested grades and subjects, growth on state summative assessments must be included as one 
significant piece of the SLO process (ARSD 24:57:02). State summative assessment scores should be used to 
determine the SLO’s priority content. SLOs will be used by teachers in untested grades and subjects based on 
the most common assessments or rubrics available to provide evidence of meaningful student growth.  

 

Why Use SLOs? The Four Benefits of SLOs States and districts that have employed SLOs as a measure of 
student growth have found that the process, when done well, provides teachers with the opportunity to take 
ownership in establishing student growth goals that are truly authentic and relevant to daily classroom 
instruction. Research conducted by the University of South Dakota and the American Institutes for Research 
(AIR) has helped the state highlight key benefits of using SLOs. 

 

BENEFIT ONE: REINFORCING RECOMMENDED PRACTICES Setting goals for students, assessing 
student progress, and using data to inform adjustments to instructional strategies demonstrate good teaching 
practice.  In the 2013-14 pilot year, South Dakota teachers said the focus on student learning in and of itself 
should increase student achievement (Baron and Adderhold, USD, 2014).  Implementing the SLO process 
formalizes recommended practices while working to focus conversations around student results, which 
ultimately benefits teaching and student learning (Lachlan-Hache, Cushing, & Bivona, 2012).  

 

USING THE S.M.A.R.T. GOAL SETTING PROCESS TO DEVELOP SLOs SLO implementation 
encourages teachers to make direct connections between planning and instruction by asking educators to use 
the S.M.A.R.T. goal-setting framework. Using the S.M.A.R.T. goal-setting framework, educators are guided 
toward establishing SLOs that are (S)pecific, (M)easurable, (A)ppropriate, (R)igorous and realistic, and 
(T)ime-bound. CONNECTION TO THE SOUTH DAKOTA FRAMEWORK FOR EFFECTIVE 
PRINCIPALS Implementing SLOs promotes shared accountability for student learning by asking principals to 
lead teachers through the establishment and attainment of realistic, rigorous SLOs. The South Dakota 
Framework for Effective Principals connects to SLOs through the Instructional Leadership and School 
Operations domains (See South Dakota Principal Effectiveness Handbook located at 
http://doe.sd.gov/oatq/documents/Princbook.pdf for a more in-depth examination of these domains).  

 

When done correctly, the SLO process can serve as:  An artifact to show how principals engage with 
teachers  Research and data to promote a school culture  An instructional program that fosters student 
learning and staff professional growth. CONNECTION TO THE SOUTH DAKOTA FRAMEWORK FOR 
TEACHING When integrated with evaluations of professional practice relative to the South Dakota 
Framework for Teaching, SLOs provide yet another way to reinforce recommended practices. Public school 
districts in the early stages of SLO implementation may consider focusing evaluations of professional practice 
on the components that are most connected to the knowledge and skills necessary to establish and attain 
SLOs. In addition, SLO documentation can serve as an artifact to demonstrate performance relative to non-
observable components of the Framework (Domains 1 and 4). 
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BENEFIT TWO: A TEACHER-LED, COLLABORATIVE GOAL-SETTING PROCESS The SLO process 
encourages teachers to collaborate and take ownership of student learning.  South Dakota teachers mentioned 
collaborations with colleagues teaching the same grade level or content area, colleagues teaching one grade 
level above or below, colleagues from other schools within the district, and colleagues from neighboring 
schools through multidistrict partnerships (Baron and Adderhold, USD, 2014).  Districts that have effectively 
implemented SLOs found that the process provided teachers with the opportunity to take ownership in 
establishing authentic and relevant student growth goals (Lachlan-Hache, Cushing, & Bivona, 2012) 

TAT Process 
The Teacher Assistance Team (TAT) is a positive, collaborative approach to assisting students with a wide 
range of concerns related to their school performance and experience. The team is compiled of trained school 
staff including teachers, school nurse, counselor, and an administrator. The purpose of the T.A.T is to identify 
and intervene early in the student’s educational experience in order to design a support system for students 
having difficulty in the general education classroom. Either a staff member or parent can make a referral for a 
TAT. The TAT is different from a parent-teacher conference in that it focuses on improving communication 
and addressing specific classroom problems or educational dynamics that are producing barriers for the 
student. Once a student is referred to T.A.T. the parent/guardian is contacted for permission to proceed.  

Please see the T.A.T. Guide found in the google drive, resource folder. 

Secondary Curriculum Rotation: 
The district uses the following curriculum cycle to teach the South Dakota standards.  

https://docs.google.com/spreadsheets/d/10FF5sn3d0oQGxwvpmnswfYm-wojisEZNEcAK2dAmRHQ/edit#gid=1788104093 

Student Conduct: 
We believe that all students have a right to learn. There are standard rules operation that need to be followed 
in the halls, lunchroom, classrooms and wherever Hot Springs Public Schools is represented by our students. 
Classroom teachers will teach the expectations for the following common areas they will have contact with 
students:  hallway, lunchroom, classroom, and general operation expectations.  

Students will be discouraged from contributing to a negative school climate/atmosphere and partaking in 
behaviors and dispositions that: 

1. Have No Legitimate Educational Purpose 
2. Are a Serious Disruption of the Educational Process 
3. Cause Property Loss and Damage 
4. Are a Health and Safety Issue 

Students who are unable to follow the expectations established in the school; teachers and building principal 
will follow the process laid out in the secondary school discipline matrix. Discretion of the building principal 
may be used in determining consequences.  

It is not the responsibility of paraprofessionals to discipline students. This responsibility falls upon certificated 
staff members. Paraprofessionals are there to support the work of the classroom teacher. Students should be 
expected to respect all staff and visitors to our school equally. Certified staff members are to manage 
classroom discipline and make referrals, as necessary.  

 

Student referrals should be made in the Infinite Campus portal using the behavior tab. A subsequent 
email should then be sent to the administration outlining the context of the event so that it can be addressed. 

https://docs.google.com/spreadsheets/d/10FF5sn3d0oQGxwvpmnswfYm-wojisEZNEcAK2dAmRHQ/edit#gid=1788104093
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The attached Secondary Discipline Matrix can be used as a guide to report disciplinary concerns. Assigning 
consequences for disciplinary action is reserved for administration unless otherwise authorized to do so.  

Secondary Discipline Matrix 
Behavior First Offense  Second Offense  Third Offense  Additional Offenses  
Accidental Damage to 
Laptop 

Verbal warning: action 
logged 

Verbal warning: action 
logged 

5-day laptop 
suspension; meeting 
with parent/guardian 

10-day laptop suspension; meeting with 
parent/guardian- Possible suspension for 
remainder of the year. 

Alcohol and/or drug use 1-3 days ISS, parents 
and police notified.  

1-3 days OSS, parents 
and police notified. 

3-10 days OSS possible, parents and police notified.  Referral for 
drug/alcohol abuse evaluation. 

Arson  Recommendation for immediate expulsion, police & parent notified  

Assault or battery of 
another person / Fighting 

3 days of ISS or 
immediate removal and 
police contact 

3 days of OSS and 
police contact 

10 days OSS, police notified, parents notified, possible expulsion 
recommendation  

Assault of faculty or staff 3-10 days OSS, possible expulsion recommendation, police notified  

Bullying and/or hazing 
(including cyber/text msg.)  

Bullying report, parents 
notified, contract 
w/admin.  

1 day OSS,  
parent notified  

3-10 days OSS, possible recommendation for expulsion  

Cell Phone Violations Students picks phone 
up in Principal’s office 
after school. 

Parent picks up cell 
phone in principal’s 
office. 

Parent picks up cell 
phone in principal’s 
office. 

Phone is turned in to Principal at beginning 
of each school day and picked up after 
school for the remainder of the school year.  

Cheating  Redo assignment or 
complete similar 
assignment  

1-3 days ISS, redo 
assignment or similar 
assignment, possible 
paper on academic 
ethics  

1 day OSS, redo 
assignment or similar 
assignment, possible 
paper on academic 
ethics  

1-5 days OSS, redo assignment and 
possible paper on academic ethics, 
possible removal from the course  

Class Disruption – A 
person who intentionally 
disturbs school when it is 
in session or who 
intentionally interferes with 
or interrupts the proper 
order of management of a 
school by acts of violence, 
boisterous conduct, or 
threatening language, to 
prevent the teacher or 
students from performing 
his/her duty  

1 day of 1SS 2 days of ISS 1-2 days OSS 

Classroom 
Issues/Discipline 

Refer to classroom discipline form   

Defacing school property 
/ Vandalism 

1-3 days ISS and/or 
restitution  

1-5 days OSS and/or restitution 

Distribution of 
drugs/alcohol at school  

3-10 days OSS or recommendation for immediate expulsion, police & parent notified. Selling drugs will result in a 45 day 
suspension. 

Dress code violation  Correct clothing. If clothing is not corrected move into gross insubordination category   

Fraudulent excuses  School service or 1-3 
days ISS  

School service or 3-5 
days ISS  

1 day OSS  1-5 days OSS  

Gross Insubordination -
disrespectful behavior that 
includes  a substantial 
failure to conform to and 
comply with policies of the 
school  or staff member. 
(may include profanity and 
or rude gestures) 

1 day of ISS, parent 
notified  

2 days of ISS, parent 
notified 

2 days OSS, contract 
w/admin.  

5 days of OSS - Recommend expulsion 

Initiation/Hazing - Any 
student who is trying to 
intimidate, harass, or 
scare another student 
(verbal or written or 
social media). 

Notify student of 
inappropriate behavior 
, 1-2 days ISS 

1-2 days OSS 

Intentional Damage to 
Laptop 

10 day laptop 
suspension, meeting 
with parent or 
guardian, and 
restitution 

Laptop suspended for rest of school year; meeting with parent/guardian 

https://www.lawinsider.com/dictionary/gross-insubordination
https://www.lawinsider.com/dictionary/gross-insubordination
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Insubordination - Any 
documented defiance of 
any school personnel, or 
student does not comply 
when an employee 
makes a reasonable 
request 

1 day of ISS 2 days of ISS 1-3 days OSS 

Laptop Use Violation Verbal warning; action 
logged 

5 day laptop 
suspension; meeting 
with parent/guardian 

10 day laptop 
suspension; meeting 
with parent/guardian 

Laptop suspended for rest of school year; 
meeting with parent/guardian 

Physical aggression 
toward or assault on 
faculty or staff  

3-10 days OSS or recommendation for immediate expulsion, police & parent notified  

Plagiarism (copies are 
retained in the office if 
enrolled in CHS)  

1 day ISS, redo 
assignment, parent 
contacted  

1-3 days OSS, redo 
assignment and possible 
paper on academic 
ethics, parent contacted  

1-5 days OSS, redo assignment and possible paper on academic 
ethics, possible removal from the course  

Weapons possession  of 
any type  

Depending on the infraction level, 1-10 days of OSS and/or recommendation for immediate expulsion, police & parent notified  

Verbal Assault - 
Inappropriate language 
directed at school 
personnel or other 
students (including notes 
written using threatening 
notes written using 
threatening or 
inappropriate remarks). 

1 day ISS 2 days ISS Administrative discretion - Possible OSS 

Public displays of 
affection  

Student confronted & 
directed to cease  

Student confronted, directed to cease, parents notified. Administrative discretion 1-3 days ISS 

School Security Threat 10 days OSS, expulsion recommendation, police notified  

Sexual Harassment  1-3 days of OSS, 
parents notified, 
contract w/admin.  

3-10 days OSS, parent 
notified, contract 
w/admin.  

Same as second, possible recommendation for expulsion  

Theft, Burglary, or 
Extortion  

1-3 days OSS, police/contract w/admin, parent 
notified  

3-10 days OSS, police/parent notified, possible recommendation of 
expulsion  

Tobacco/E-Cigarettes/ 
Vaping/Juuling 
(use/possession) - Any 
student that uses or has on 
his/her person a tobacco 
/electronic cigarette/ 
vaping/Juuling product. 

1 day ISS, 
parent/guardian 
contact. Police notified. 

1-5 days OSS, counselling referral. Police notified. 

Truancy  1-3 days ISS 
(< ½ day = time for 
time)  

3-5 days ISS  1 day OSS  1-5 days OSS and absentee protocol 
followed including report to the State’s 
Attorney 

Violent Behavior or 
Threats  

1-3 days OSS, parents 
notified, contract with 
admin.  

same as first,  
3-10 days OSS  

Same as second, possible recommendation of expulsion  

Weapons 3 days of ISS or 
immediate removal and 
police contact 

3 days of OSS and 
police contact 

10 days OSS, police notified, parents notified, expulsion 
recommendation  

This chart is not all inclusive. As violations occur, it will be at the administration's discretion to manage appropriately. Combined breaking of rules could 
result in combined consequences. Severity of discipline for a given incident may be modified at the discretion of the administration. Please see high school 
matrix for ISS documentation. Students are only allowed three (3) days of ISS per school year. When suspended OSS he/she will be required to sign a 
behavior agreement.  
Students will only be 
allowed to serve three (3) 
days ISS in a school 
year. After three days ISS 
they will be suspended 
OSS and will be required 
to follow the 
reinstatement protocol 
that includes a 
conference and the 
signing of a behavioral 
agreement. 

Students out of school suspended will be required to attend a reinstatement conference where school 
administration, at least one parent/guardian, and the student will be present. At that conference, the student will be 
interviewed and a determination as to his/her readiness to return determined by the team. 
  
He/she will then be required to sign a behavioral agreement outlining specific expectations that he/she will have. IF 
the student refuses to sign the agreement, he/she will be suspended out of school again. He/she will only be 
readmitted once the agreement is signed. 
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Vehicle Use 

School vehicles are available for your use when authorized to do so. You will need to have clearance through 
the central office to drive a school vehicle. If you anticipate driving a school vehicle, take the time to fill out 
the appropriate paperwork to do so at the central office. There is a fleet schedule managed by the 
administrative assistants in the central office. Call 745-4145 to reserve a vehicle. If you are traveling over a 
certain distance, you will be provided a gas card. It is your responsibility to fill the vehicle up when you 
return. We use Nelson’s to refuel our fleet vehicles, and this can be done 24 hours a day. If you choose to use 
your own vehicle, there is no guarantee that you will be compensated for your gas, wear and tear on your 
vehicle or other incidentals. If a school vehicle is available, the expectation is that you take it on school 
sponsored trips. These decisions are left to the discretion of school administration. 

Frequently Used Numbers: 
Central Office (605) 745-4145 
MS Office (605) 745-4146 
HS Office (605) 745-4147 
Maintenance/Transport/Bus Barn (605) 237-3292 
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