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Bloomfield Community Schools will provide educational opportunities in academics and life skills to enable students to develop into responsible citizens. 
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FOREWORD

This handbook has been written to help you in coordinating your classroom work with the general day to day activities of the school.  It is felt that a handbook of this nature will eliminate much confusion by indicating uniform policy for all of us to follow.

The new teachers will find that all of the so-called "old" teachers are more than willing to help them become oriented to the Bloomfield Community Schools.

The administrative staff wishes to assure you of the heartiest cooperation.  If you have questions about the general administrative problems that arise periodically, please feel free to ask questions.  May we all do our part, in a cooperative way, so that everyone will have an enjoyable stay in our school system.

PHILOSOPHY
It is the purpose of the Bloomfield Community Schools to provide the best education possible for all the students of the community.  This purpose recog​nizes that the environment of the total school-community is all important in determining the quality of the education provided.

The establishment of a quality educational environment includes provision for the following factors:  adequate financial resources, attractive and appropri​ate classroom and teaching facilities, a balanced curriculum, a progressive and dedicated professional staff, parental interest and guidance, and a con​cern for the welfare and discipline of all students.

The Bloomfield Community Schools will make every effort to serve the community in the best possible manner.  This includes a total community concept, i.e. students, parents, faculty, staff, administration, school board, and other patrons.

The management system of the Bloomfield Community Schools will provide for the integration and coordination of all of its resources:  human, physical, and financial.  The policies of the district shall be flexible, providing alterna​tives for human needs.

OBJECTIVES
Bloomfield High School shall objectively provide a rich environment for ex​ploratory experiences which meet the needs of each pupil's capabilities, attitudes, and special interests and foster the growth and development of the following characteristics:

1.
Respect for self, which comes through a sincere respect for others.

2.
Acceptance of responsibility for his self-evaluation, motivation, and discipline.

3.
A knowledge of his self-capabilities and limitations for a clearer understanding of himself.

4.
An attitude which accepts the importance of intellectual attainments because of their future significance.

5.
An appreciation of good study habits.

6.
A personal feeling of "belonging" to the school.

7.
A sound emotional interaction in peer-group relations for a stable adjustment to the society of which he is a part.

8.
A high sense of moral and spiritual values based on our democratic way of life.

In order to implement the philosophy of the school, the following objectives have been established:

1.
To provide the best possible education for each student.

2.
To provide for the needs of each individual student as directed by the community and society.

3.
To employ professional personnel who will relate to the needs of the students and community.

4.
To provide an educational program that meets the set standards for graduation and/or vocational training with provisions for electives to meet special needs and interests.

BOARD OF EDUCATION
The members of the Board of Education of Bloomfield have been elected by the people to establish the policies under which the school is to be operated.  They elect a superintendent, principal, and teachers to carry out those policies, and they act as an evaluation committee in measuring the results of the work of the school staff.  The members of your Board of Education are:


Keith Koertje
President
 
Jason Hefner
Vice-President


Kristi Hauger
Member


Allan Kersten
Member


Shelly Luger
Member   


Christy Mackeprang
Member


Kirsten Lemke
Secretary


Konnie Thiele
Treasurer

FUNCTIONS OF THE BOARD

1.
Three functional activities are recognized in respect to the Board of Education's administration of public education within the School Dis​trict.


A.
Policy-Making
Planning is basic to all activity.  Policy-making is that function which determines what shall be done, establishes procedures for accomplishing the tasks, selects an executive officer and dele​gates to him the placing of plans and policies into operation, and provides the financial means for their achievement.


B.
Executive
The executive is that function which is concerned with the placing into operation the plans and policies, keeping the Board of Educa​tion informed and furnishing creative leadership to the Board and to the profession.


C.
Appraisal
Appraisal is that function which attempts through careful examina​tion and study of facts and conditions to determine:

(1)  The efficiency of operation for the general activities.

(2)  The worth and value of results of the activities in relation   

       to the efficiency and value of instruction.

PROCEDURES OF THE BOARD
1.
While the Board of Education is charged by the state with the responsi​bility for providing educational opportunities for the children of its schools, and of directing those public school activities which the state entrusts to its care and supervision, carefully planned pattern of authority is observed by the Board.  In fulfilling its obligations, the Board acts similarly in its relationships to the school as do Boards of Directors to successful business organizations; that is, through the power of legislation, by determination of policies, and the evaluation of results.  The direct administration of the school system is delegated to the Superintendent of Schools, whom the Board appoints to act as Executive Officer of the Board.  The Superintendent is held individually and directly responsible to the Board for the execution of all its policies and its legislation, and for such other duties assigned to him by the Board.  Individual members have status as Board members only when acting formally as members of the Board while it is in regular or spe​cial session, or when specifically entrusted by the Board to carry out definite assignments.

2.
While it is true that the individual members of the Board exercise the authority and responsibility of their position only when the Board is in session, the public thinks of them as members of the Board twenty-four hours a day, and his/her own interest and desires to serve the community through his/her membership on the Board of Education continues when the Board is not in session.  A single Board member has no authority and cannot speak for the Board, but the public has a right to expect him/her to be able to discuss school matters intelligently, and he/she has a right to expect to have access to the information which makes it possible for him/her to be intelligent about school affairs.

3.
Much of his/her information may come to him/her in casual conversation with members of the public, parents, or employees of the Board.  Much more of this information will come from bulletins and publications from the office of the Superintendent and members of his staff.  When a Board member is seeking information about a specific problem he/she should ask the Superintendent to prepare a report on the matter with the help of his/her staff.

4.
At times a person or group of persons may confront a single Board member with a problem or a complaint which should be handled by the Superin​tendent or a member of his staff.  Each Board member must decide how much time can be spent at this sort of thing, and what the demands of courtesy may be in each case, but the policy of the Board in such cases should be clear to all -- no member, nor the Board itself, will offi​cially consider such problems or complaints until they have been  sub​mitted to the proper authority, generally the Superintendent or Princi​pals, and a report made by the Superintendent to the Board in session.  If satisfactory adjustment cannot be accomplished by this procedure, the Board may, if it deems it advisable, grant a hearing to the persons interested.  Such a hearing will be held during a regular or special session of the Board.

5.
When a member is confronted with a situation which in his judgment justifies a departure from this procedure, it is suggested that the Board member withhold commitment and/or opinion until the matter has been presented to the whole Board during a regular or special session.  It is often wise for Board members to postpone the formulation of their own opinion until they have had the benefit of hearing the issue discussed by the Board where all aspects of the problem are aired.

BLOOMFIELD COMMUNITY SCHOOLS PERSONNEL
Elementary:

Kimberly Lingenfelter
Principal/Title I Coordinator 
Elizabeth Bedrous
Special Education

Joyce Bertschinger
Grade 1/Music
Trisha Buss
Grade 5/Science 5-6

Andrew Brase
Instrumental Music

Jim Dooley
Physical Education
Amy Fiedler
Grade 3
Ellen Freeman
Kindergarten/Crisis Chairperson/ Lead Teacher-Lower Block
Tabitha Gilsdorf
Grade 2
Becky Hans
Art 
Trudy Hoffman
Math 5-6/Grade 6 /Lead Teacher-Upper Block
Wanda Johnson
Grade 1/ Grade 4 Reading/Title I
Kris Schmeckpeper
Guidance
Crystal Starr
Grade 4/Gifted
Denise Koertje
Admin. Assistant
Mary Carhart
Para Ed./RTI
Shari Doerr
Para Ed./RTI
Jeff Holtz
Para Ed.
Ruth Howder
 Library Para
Renea  Johnson
Technology Integration Specialist 

Caroline Oltjenbruns
Para Ed./Sign Language Assistant
Diane Gieselman
Custodian

Debbie Nipp
Head Cook

Jean Bargman
Kitchen Assistant

Brenda Doering
Kitchen Assistant
Karla Drotzmann
Speech Therapist

Sue Doerr
School Nurse

Heather Barron-Galvin
Psychologist

Secondary:
Bob Marks 
Superintendent

Kimberly Lingenfelter
Principal 
Karen Altwine
Math

Robbin Beckmann
Science/Computers
Elizabeth Bedrous
JH PE
Andrew Brase
Vocal/Instrumental Music
Trisha Buss
JH PE

Jim Dooley
Athletic  Director./PE

Richard Eisenhauer
Agriculture

Amber Endres
Agriculture

Becky Hans
Art
Jeff Holtz
JH PE

Richard Kaiser
Science 
Rosemarie Kauth
Resource/Special Ed
Matt Kuchar
Social Studies

Melinda Makings 
English 
Esther Pease
Library/English/Yearbook 

Lee Ann Runyon
Business/Family & Consumer Science
Amanda Sazama
Spanish
Kris Schmeckpeper
Guidance
Duane Wilken
Math

Lori Houska
Admin. Assistant

Kirsten  Lemke
Accountant/Admin. Assistant
Suzanne Cunningham
 Para Ed.
Reann Risor
Para Ed

Kirk Hamm
Library Para
Renea Johnson
Technology Integration Specialist 

Darrel Fehringer
Head Custodian

Gary Hagge
Custodian

Allen Ober
Driver/Mechanic

Marlene Folck
Driver/Scheduler

Norma Ober
Driver

Dan Woeppel
Driver

Sponsors/Coaches:

Senior Class
  Mr. Kuchar/Mrs. Kauth
Junior Class
Mrs. Hans/ Mrs. Runyon
Sophomore Class
Ms Makings 

Freshman Class
Mrs. Schmeckpeper
Boys Basketball.-Sr.Hi
Mr. Luger/Mr. Kuchar/Mr. Kaiser                      

Boys Basketball-Jr. Hi.
Mr. Kuchar/Mr. Holtz
Cross Country
Mr. Wilken

FCCLA
Mrs.  Runyon

FFA
Mr. Eisenhauer/Mrs. Endres  

Football –Sr. Hi. 
Mr. Dooley/ Mr. Kuchar/Mr. Hefner/ Mr. Walling/Mr. B. Eisenhauer  

Football – Jr. Hi.
Mr. Dooley/Mr. Kuchar/Mr. Holtz
Girls Basketball – Sr. Hi. 
Mr. Hamm /Ms. Bedrous
Girls Basketball – Jr. Hi.
Ms Bedrous/Ms Buss  

Music-Instrumental & Vocal
Mr. Brase

National Honor Society
Mrs. Beckmann
One Act Plays
Mrs. Oltjenbruns/Ms Makings
Speech
Mrs. Pease/Ms Makings
Student Council – Sr. Hi.
Mrs. Pease
Student Council – Jr. Hi.
Mrs. Cunningham
Track – Sr. Hi.
Mr. Wilken/ Mr. Dooley/Mrs. Schmeckpeper
Track - Jr. Hi
Ms Bedrous/Ms Buss/Mr. Holtz/Mr. Kuchar 
Volleyball – Sr. Hi
.. Ms. Buss/ /Mrs. Bckmann
Volleyball-Jr. Hi
Ms Bedrous/Ms Buss
Yearbook
Mrs. Pease 

PREMIUMS, GIFTS, & INCENTIVES OFFERED

TO SCHOOL EMPLOYEES
No employee of the Bloomfield Community School District, whether certified or not certified, shall accept any gift or premium offered as an incentive or bonus for purchasing or ordering books or supplies from manufacturers, dis​tributors, or other dealers of such books and supplies.  In the event such a bonus or incentive is offered as the result of a particular order or purchase,  the employee shall turn over or  shall surrender the bonus or gift to the administration immediately upon receipt.  If the premium or gift is appropri​ate for use in the classroom as an instructional aid, the administrator shall return it to the staff member or allocate it to the appropriate staff member for use in the classroom; as such the premium or gift shall remain the proper​ty of the school system.  Employees failing to comply with this policy shall be subject to disciplinary action.

THE SUPERINTENDENT
The Superintendent is the executive officer of the Board of Education and is responsible to the Board for the execution of all school policies and for the faithful and efficient observance of these policies by the students, and the teaching personnel of the School District.  He is directly in charge of both the curricular and co-curricular programs of the schools, and all of the auxiliary services of the school; to include operation and maintenance, the transportation system, the school lunch program, and all other educational, social, and recreational agencies or activities under the supervision of the Board of Education.

DUTIES OF THE SUPERINTENDENT
1.
Assists the Board in reaching sound judgments, establishing policies, and approving such matters as the law and those regulations that require the Board of Education to approve.

2.
Is responsible in placing before the Board of Education all necessary and helpful facts, comparisons, investigations, information, and re​ports; and shall make available for personal advice, or on special or technical matters, aside from legal matters, all those persons, who in his opinion, or that of the Board, are qualified to furnish the same.

3.
Prepares and submits to the Board for approval, rules, regulations, statements of policy, programs, and other matters which require approval by the Board, which he deems are needed for the proper conduct, control, and uniform management of the schools in all of their phases.

4.
Communicates all instructions originating with the Board of Education to students, teachers, administrative and supervisory personnel, the non-teaching employees of the district, and the laymen of the community.

5.
Attends all meetings of the Board of Education except in cases of per​sonal illness, or when excused by the Board, or when matters pertaining to his own tenure are up for discussion.

6.
Recommends the employment of all certified and non-teaching personnel, and the dismissal of all personnel to the Board of Education.

7.
Assigns all certified and non-teaching personnel to their respective duties and makes such changes in the assignment of personnel as may be necessary, approved by the Board of Education.

8.
Recommends all school employees for reelection or dismissal.

9.
Prescribes and plans all personnel reports to the Board.

10.
Is responsible for the proper preparation and preservation of all school records and reports.

11.
Grants temporary leaves of absence to school personnel for illness or other reasons in conformance with the policies of the schools.

12.
Employs substitutes for all personnel on leave of absence.

13.
Convenes the certified and non-teaching personnel for the purpose of giving information and mutual conference on any phase of school work.

14.
Inspects the work of each school employee and advises and consults with them regarding their work.

15.
Recommends for Board approval new courses of study and adoptions of textbooks.

16.
Recommends for Board approval any changes in the organization of the schools.

17.
Gives special attention to the discipline and methods of instruction followed in the schools in terms of standardized procedures, both on a horizontal, as well as a vertical basis.

18.
Provides for a program of orientation for laymen in the change, revi​sion, or adoption of newer trends in education.

19.
Attends professional and educational meetings and conferences as ap​proved by the Board of Education.

20.
Administers the public relations program of the schools.

21.
Causes to be put into effective  inservice training programs for the certified and non-teaching employees of the schools.

22.
Approves (according to the Board approved budget) and signs all requisi​tions for the purchase of books, supplies, and/or equipment and other materials necessary to operate the school in all its categories.

23.
Approves the purchase for resale to students and/or the general public all materials, commodities, supplies, equipment, etc. (both curricular and co-curricular).

24.
Causes to be put into practice all necessary measures to protect the health, safety, and comfort of the school personnel.

25.
Establishes necessary and reasonable pupil, teacher, and non-teaching personnel rules and regulations not covered by Board policy.

26.
Establishes necessary and reasonable rules and regulations not covered by Board policy for the protection of all school property.

27.
Prepares and recommends to the Board of Education on or before July 1 of each year, a budget, completely analyzed in detail, for adoption for the ensuing school year.

28.
Establishes, and causes to be maintained, a complete, continuous inven​tory of all school owned supplies, materials, and equipment.

29.
Submits (yearly) to the Board of Education, a written report stating the progress of the work of the schools, the work of the school departments (curricular and co-curricular), the progress and results of the adminis​tration of policies adopted by the Board, and other information perti​nent to the welfare of the school.

30.
Causes to be prepared all necessary local, county, state and federal reports in the manner prescribed.

31.
Continuously appraises and evaluates all phases of the school's programs supporting these programs.

32.
In the administration of his duties, the Superintendent is empowered to delegate duties to other school personnel, holding himself responsible for the performance of these duties in an efficient manner in accordance with the policies of the schools.

THE PRINCIPAL
The Principal is the chief administrative and supervisory officers of their respective schools, and as such, is considered to be the professional advi​sors to the Superintendent of Schools.

As supervisor and administrator, the Principal shall devote a fair share of their planned time to actual classroom supervision, and the remainder of their time to curriculum development, improvement in instructional practices, public relations, personnel records, other essential school business, and supervision of the co-curricular program.

In recognition of the fact that the Superintendent is the executive head of the school system, and the professional advisor to the Board of Education, the Principal shall keep the Superintendent well-informed at all times as to the progress and the problems of the schools under her/his administration.

THE PRINCIPAL AND SCHOOL POLICIES
The authority of the Principal in administering the affairs of the schools extends only in so far as is defined by school policy and reasonable (Board approved) regulations of their own making in order to insure the proper functioning of the schools under their jurisdiction.

The Principal is charged with the proper observance of the policies of the schools pertaining to themselves, and the administration of these policies as they affect all personnel under his/her supervision.

The Principal is further charged with the responsibility of orienting all personnel under their direction with the policies of the schools.

The policies of the schools may not be altered, added to, detracted from, or substituted for in any respect without the approval of the Superintendent of Schools and the Board of Education.

The policies of the schools shall be administered on a fair and impartial basis and binding on all of the personnel of the school district.

THE DUTIES & RESPONSIBILITIES OF THE PRINCIPAL
Specific duties assigned to principal shall vary from time to time according to the qualifications of personnel, the organization of, and the best inter​ests of the schools in which they administer.  In general, the duties and responsibili​ties of the Principals as pertaining to the building over which they have jurisdiction, are as follows:

1.
Recommendation of certified and non-certified personnel for employment, promotion, and/or dismissal.

2.
Recommend assignment of personnel duties.

3.
Evaluation of employee services.

4.
Plan, direct, and supervise the curricular and co-curricular programs of the schools in which they administer.

5.
Develop and administer pupil behavioral practices.

6.
Plan and develop educational research, surveys, and evaluations.

7.
Provide curriculum construction leadership.

8.
Plan, develop, and administer effective teachers' meetings and inservice education projects.

9.
Supervision of instructional practices.

10.
Preparation and administration of personnel records and local, state, and federal reports.

11.
Guidance and counseling service.

12.
Supervision of school auxiliary services -- transportation, school lunch, and health.

13.
Supervision of building and grounds.

14.
Custodian of school equipment, supplies, and materials.

15.
Requisition needed textbooks, supplies, materials, and equipment and maintain a continuous inventory of such.

16.
Develops and administers a continuous evaluation program of the schools in all of their facets.

17.
Authorizes and signs all purchase orders from the building.

18.
Approves all student, class and/or organized money-raising projects.

19.
Receives the approval of the Superintendent and Board of Education for any or all changes in the curricular and co-curricular programs of the schools.

20.
Supervision of students

21.
Addressing student behavior problems including conferencing, detention, in school

       suspension, out of school suspension, etc.

22.         Assist in the selection of certified staff and activity sponsors.

23.         Developing Student Handbook rules and regulations.

24.         Scheduling activity transportation with the transportation staff.   
RESPONSIBILITIES OF THE GUIDANCE COUNSELOR

The Guidance Director shall be responsible for the following:

1.
Administering, interpreting, and reporting the total testing program in Grades K-12
2.
Providing individual and/or group sessions for all students and parents in Grades K-12 with special emphasis on “at risk” students.

3.
Supervises the maintenance and be responsible for cumulative record folders for all students in Grades K-12.

4.
Organizing, supervising, and evaluating career nights, occupational field trips, and conferences for students in Grades K-12.

5.
Informing the principals of any pertinent information regarding students in Grades K-12.

6.
Conducting follow-up studies and surveys of Bloomfield High School graduates for vocational education purposes and for administrative and Board of Education information.

7.
Planning time so that absolute priority will be given to the guidance aspect of the position, including responsibility for:


A.
Scholarship Information


B.
College Entrance Requirements


C.
Financial Aids and Grants


D.
Armed Services Information


E.
Vocational-Technical School Information


F.
All Aspects of Testing and Interpretation

8.
Assisting students and their parents in selecting subjects and making out courses of study.

9.
Assisting pupils in determining long-term education plans as early as possible and making program changes when necessary to aid the students in his school adjustment.



10.
Maintaining occupational and vocational counseling materials for students and teachers.

11.
Assisting students in clarifying occupational aims giving due consideration to their abilities, aptitudes, interests, personality, and economic and social environment.

12.
Being responsible for the accurate recording of standardized test scores in cumulative records and GPA’s and class ranks on student transcripts.

13.
Conduct teacher, parent, and pupil conferences to help solve school adjustment problems.

14.
Coordinating orientation of new students to the school.

15.
Constructing a K-12 master schedule with the assistance of the principal.

16.
Coordinate Adult Continuing Education programs.

17.
Coordinate Distance Learning classes.

 RESPONSIBILITIES OF THE INDIVIDUAL FACULTY MEMBER
1.
Each faculty member is responsible for the supervision of all students at all times during the school day.

2.
Each faculty member is directly responsible for the development of his instructional area into the best possible learning experience for his students.  Included in this development would be:


A.
To coordinate his instructional area with the other areas in his department and the total program of the school.

B.
To develop appropriate scope and sequence that relates learning in his area to other areas and continues the learning in a logical and orderly manner.

C.
To make decisions regarding what is to be learned, how it is to be learned, and under what conditions the learning is to take place.

D.
To develop and implement innovative practices and methods into the learning process.

3.
Each faculty member is to determine and administer a budget for his instructional area.  He shall work closely with his Principal in re​questing the purchase of all equipment and expenditure of all funds for his instructional area.  The Administrator must give final approval for expenditure of district funds.  This includes the following:


A.
Purchase of equipment and supplies.


B.
Purchase of textbooks.

C.
Securing of funds for field trips, professional travel, and spe​cial instructional activities.

4.
Each faculty member shall see that students are working under the best learning conditions possible.  Safety in the classroom shall be the instructor's direct responsibility.

5.
Each faculty member shall be responsible for the evaluation of his students.  He must determine whether credit is to be given or withheld at the completion of a course.

6.
Each faculty member is the administrator of his own instructional area.  He is responsible for the direction, development, and coordination of his area.  He shall work closely with his Principal in the development, coordination, and administration of his program.  He must make definite decisions regarding the nature of his instructional area.

7.
Each faculty member is responsible to his Principal to keep him informed regarding his instruction area, for requesting final approval in finan​cial matters, for working closely with the Principal in the evaluation of himself as an instructor and in the evaluation of the curriculum.

8.
Each faculty member is a member of the community taking an interest in the welfare of all its citizens.

9.
Each faculty member must maintain and publicly display a constructive attitude toward the school and the community.  Each member must reflect the attitudes and standards he desires others to possess.

SEXUAL HARASSMENT

The Board of Education is committed to providing an educational environment free from unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct constituting sexual harassment.

Sexual harassment involves conduct which interferes with work productivity and deprives employees of the opportunity to work, and students of the opportunity to learn and be in an environment free from unsolicited and unwelcome sexual overtones.  Sexual harassment includes all unwelcome sexual advances and sexually oriented communication, requests for sexual favors, and other such verbal or physical conduct.  Sexual harassment is a prohibited practice and is a violation of law.

Sexual harassment has been defined by the United States Equal Opportunity Commission as follows:


Unwelcome sexual advances, requests for sexual favors and other verbal or physical misconduct of  a sexual nature constitutes sexual harassment when (a) submission to such conduct is made either explicitly or implicitly, a term or condition of an individual’s employment; (b) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual or (c) the conduct has a purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive working environment.

Any employee or student subjected to sexual harassment should directly inform the person subjecting them to said harassment that the conduct or communication is offensive and must stop.  If the aggrieved person does not wish to communicate directly with the offender, or if the communication with the offender has not been effective, the aggrieved individual should report the conduct or communication to the principal or superintendent.  If the offending person is the superintendent or a member of the Board of Education, the aggrieved person should report the incident to the Board of Education.

Initiation of a complaint of sexual harassment will not be cause for change or amendment in the complainant’s employment compensation, work assignments or status as an employee or student.

THE TEACHER'S RESPONSIBILITIES
The basic function of the teacher's position in the Bloomfield Community School district is:  to impart to students approved skills, knowledge, appre​ciation, principles and fundamental attitudes, and to develop each student to his capacity in ways which promote a productive citizenry.

The major responsibilities of the teacher are:  (1) supervision, (2) classroom management, (3) techniques of instruction, (4) pupil evaluation, (5) pupil-teacher relationships, (6) knowledge of subject matter, (7) character development, (8) curriculum development, (9) school-wide and system effectiveness, and (10) public relations, as stated in Rule 27 from the Nebraska Department of Education.  See Appendix B.

ADMINISTRATIVE SUPERVISION
Supervision is an endeavor to improve the instruction in the interest of the teacher and pupils.  Teachers should expect supervision, and usually visits will be followed by verbal or written communication.  Teachers should feel free to ask the princi​pal for suggestions and help.  Teachers are encouraged to inform the principal about interesting and new projects, work, etc., that are taking place in their room.

EVALUATION PROCEDURE
The Board of Education shall employ, retain, and advance only the most quali​fied professional personnel on the staff.  The administration shall continu​ously evaluate the services of the professional personnel as may be determined by the Board of Education and the Superintendent of Schools.

Two formal written evaluations shall be completed on all new professional and probationary personnel each school year using the school's standard evaluation form "Exhibit A".  The first evaluation shall be completed by the end of the first quarter, and the second evaluation by March 1.  The administration shall complete two teacher observation records on all returning professional person​nel each year by March 1.  At least every three years, a formal written evalu​ation shall be completed on returning professional personnel.

Evaluation or observation reports shall be prepared by the Principal after each supervisory visit to a classroom.  In conferring with a teacher regarding a supervisory visit, it is the duty of both the Principal and the teacher to sign the report.

In signing the report, a teacher is not admitting any weakness on his/her part as may be designated by the report of said teacher, signing merely signifies that a conference has been held regarding the previous supervisory visit on the part of the Principal.

Copies of the completed evaluations shall be placed in the individual person​nel file in the Principal's and Superintendent's office after they have been properly signed by all parties.

Evaluation shall be conducted in such a manner to ensure the incorporation of the educational philosophy of the Bloomfield Community Schools.

Appraisal includes both informal and formal evaluation.  It encompasses the areas of classroom management and performance, professional characteristics, and school and community relations.  A competent teacher in the Bloomfield Community Schools must perform the following responsibilities successfully.

1. Lesson Planning


Key Duties:

1. Demonstrates knowledge of subject matter.

2. Objectives are linked to standards.

3. Objectives are developmentally appropriate and reflect a range of individual needs.

4. Curriculum requirements are met through long range planning

5. Uses a variety of appropriate formal and informal assessment strategies.

6. Evaluation criteria made clear to students.

7. Feedbacks to students and parents.

8. Record keeping

9. Unit/lesson plans are prepared in advance and address the needs of diverse learners.

10.  Links new concepts to previous knowledge.

11.  Plans a variety of effective teaching strategies.

12. Considers students’ cultural backgrounds and interests when planning.

13. Infuses appropriate technology and media into instruction as needed.

2. Instructional Delivery


Key Duties:

1. Instruction objectives are clear to all students.

2. Engages students in meaningful activities.

3. Show energy and enthusiasm for teaching and subject matter.

4. Writes and speaks clearly and correctly.

5. Monitors and adjusts teaching strategies to meet the needs of students 

6. Uses appropriate closure activities and directs students who finish assignments 

      quickly into worthwhile activities.

7. Creates a positive classroom environment, mutual respect, and a caring atmosphere.

8. Procedures and behavior expectations are clear to all students.

9. Maintains discipline, monitors student behavior and provides redirection.

10. Demonstrates high expectations for learning and achievement for students.

3. Teaching Dispositions


Key Duties:

1. Participates in school activities outside the classroom.

2. Gives freely of his or her time.

3. Communicates with parents about child’s progress.

4. Collaborates with students, families, colleagues and communities to enhance student learning.
    


5. Has a record of excellent attendance and punctuality.

6. Sets an example of socially acceptable behavior for students to emulate.

7. Follows dress and grooming guidelines.

8. Uses appropriate and professional oral and written language in all school settings.

9. Demonstrates professional and ethical conduct including code of confidentiality.

10. Recognizes and owns problems that occur and looks for solutions rather than looking to blame. 

11. Adheres to board policies, district procedure and contractual obligations.

12. Contributes to efforts to achieve district and building goals.  

TEACHER ATTENDANCE
The school day for teachers and other certified personnel (counselors, librar​ians, etc.) begins at 7:45 AM, and they must remain in the building until one-half hour after the dismissal of pupils in the afternoon Monday through Thursday.  Teachers may leave at 3:45 p.m. on Fridays and on days when they are planning to attend a student activity later that evening.  For those days classified as "inservice" days, 9:00 AM until 3:00 PM.

On days when school is dismissed for vacation (Thanksgiving, Christmas, and Easter), the school day for certified employees closes immediately after dismissal for the pupils.

Certified personnel leaving the building during the school day for personal or school business must notify the office personnel.

ABSENCE OF TEACHERS
Teachers who are ill or otherwise unable to attend school, should call the principal at her/his  home by 7:00 a.m.  This is necessary in order that there be sufficient time to call a substitute.  If a teacher is ill and is sure that he will not be able to attend the following day, it will be appreciated if the teacher will call during the day in order that there may be a better chance of retaining the same substitute for the following day.  It is realized that this is not always possible because in many cases there would be some doubt as to whether the teacher could return.  However, when the teacher is sure he cannot return, it is requested that this procedure be followed.

Upon the teacher's return to school, he should be sure and pick up a "Staff Absence Report" from the 
staff workroom and complete it to insure that his wages will not be withheld during the time he was absent.

FACULTY MEETINGS
Teachers are expected to attend all faculty meetings unless excused by the administration.

PROFESSIONAL GROWTH

Professional growth shall refer to the kinds of professional work or activities which contribute to the professional growth.  Every six years permanent certified employees shall give evidence of professional growth.  Six semester hours of college credit shall be accepted as evidence of professional growth, or, in the alternative, such other activities as are approved by the school board as stated in this policy.  If activities are stricken from the list or conditions made more stringent, such changes shall not be retroactive with regard to work already begun.  Changes in professional growth requirements will be implemented in such a way as to cause no penalty to those who are currently working on professional growth requirements.

Persons contemplating professional growth activities are requested to consult with principals, or the superintendent prior to engaging in the activity, for the purpose of ascertaining the feasibility of the activity.

To meet statutory professional growth requirements for a given six year period, a permanent teacher must submit professional growth applications showing completion of acceptable professional growth activities totaling 90 points.

The following activities are acceptable for professional credit:

1. College Credit Earned in Accredited Colleges – fifteen (15) pts. per semester hour.

Permanent teachers must submit a transcript from the college showing that the credit has been earned.

2. Auditing College Courses – six (6) pts. per semester hour.

Applicant must submit a statement from the college showing the number of sessions attended and the number of sessions held.  The applicant must attend 90% of the sessions held to receive professional growth credit.

3. Adult Education Classes – 3 clock hours equals one (1) point.

This adult education class work must contribute significantly to the teaching field of the applicant and must have prior approval.

4. Curriculum Workshops – 3 clock hours equals one (1) point.

The planning and development of a curriculum guide in the applicant’s field of teaching.

5. General Workshops – 3 clock hours equals one (1) point.

Workshops pertaining to general educational topics:  special education, gifted 

Education, I.R.A. meetings and conferences, Delta Kappa Gamma meetings, etc.  

6. Teaching Accredited College Courses – ten (10)  pts. per semester hour.

7. Teaching Approved Adult Education Classes – 5 clock hours equals one (1) point.

8. Supervising Student Teachers – nine (9) pts. for each student teacher with responsibilities under a permanent  teacher.

9. Professional Publications – fifteen (15) pts. for each piece of professional  writing that is published in a professional publication.

10. Professional Work.

NEA, NSEA, BEA, and/or any recognized professional organization.  Serving as President, Secretary, Treasurer, or major committee (negotiations) of the local organization; an officer or committee of the state or national organization attending a national or regional convention or workshop. – five (5) points. – the application must include the time period covered by the work, total number of hours served and the problems considered.

11. Educational Travel.

Sponsored tours without academic credit or independent travel will be evaluated by the principal for prior approval based upon educational values for classroom use.  As a general rule, tours or travel outside the United States of not less than two weeks time will be granted up to a maximum of thirty (30) points.  Up to twenty (20 ) points will be granted for travel in the United States.

12. Conferences.

Attendance at professional conferences or conventions which relate to education 

will be granted one (1) point for each 3 clock hours of the session attended.

13. Classroom Visitation at Another School – 3 clock hours equals one (1) pt. 

14. Projects.

Projects for professional growth will be presented to the principal in a proposal to determine objectives, time requirements, and student benefit.  Up to thirty (30) points will be granted for each project.

15. Classes taken  through the internet shall count towards professional growth.  The 

number of points shall be agreed upon in advance with the principal and the teacher.

Professional growth activities are intended for the benefit of the individual.  The school shall not be responsible for providing time and/or money for teachers to achieve professional growth points as required by statute except for items 8, 12, and 13, which may be partially or wholly subsidized by the district. This policy is retroactive to September 1, 1982, when the statute took effect.  See the secretary for a Professional Growth form. 
OUTSIDE AGENCIES

Out-of-school agencies seeking the cooperation of the school in the distribu​tion of literature contests, exhibits, inclusion of anything in the instruc​tional program, essay writing, poster preparation, the sale of tickets, products, etc. shall be referred to the principal.
SCHOOL PUBLICATIONS
Since the school may be judged by the content of its publications, these devices should exemplify superior quality in editing, correct writing proce​dure, selection of art, formal style, etc. and be of superior caliber at all times.  Sponsors of publications shall carefully screen all articles before publication.

CONSTITUTION, LAWS, BY-LAWS
It shall be the responsibility of the sponsors or directors of all school organizations operating under constitution, laws, by-laws, etc. to file up-to-date copies of these with the Principal.

TELEPHONE/CELL PHONES
School telephones are restricted to business (school) and/or emergencies.  Personal calls for the purpose of visitation are discouraged.  Teachers will not be called from their duties during the time they are engaged in teaching or supervisory duties.  Cell phones are NOT to be used in front of students at anytime other than a school emergency. 
LOST/DAMAGED SCHOOL PROPERTY

 (INCLUDING TEXTBOOKS)
Fines will be assessed for any loss or damage to school property (including textbooks).  The actual replacement cost will be charged for books which are lost, or damaged to the point of not being usable.  The repair cost of minor damage will be charged to the individual(s) responsible.  Note:  Texts which have had the answers written in them will be considered damaged beyond repair. 

ILLNESS OR ACCIDENT
Cases of illness or accident shall be reported to the building Principal whose course of action shall be to notify parents or guardians of the pupils.  Serious accidents shall be reported to the Superintendent of Schools.

INCLEMENT WEATHER
In the event of inclement weather arising during the night, or during the time school is in session, or that it becomes necessary to call off school for any reason, an announcement will be carried by WNAX (570 AM), WJAG (780 AM), KEXL (106.7 FM), KNEN (94.7 FM), KBRX (102.9 FM) and KK93 (93.1 FM). Also TV stations KCAU-Channel 9 and KTIV-Channel 4.  A Global Connect telephone announcement will also be made. 

AUDIO-VISUAL AIDS
The use of audio-visual aids can do much to enrich the learning process.  It is important that a teacher select appropriate aids of this nature and use them properly.  Careful plans should be made prior to their use in the classroom.  It is essential that:

-
the teacher screen audio-visual aids before presenting them to pupils.

-
the teacher should use only those which are related to the unit and subject matter being taught.

-
the students are properly motivated and know why they are seeing or hearing a particular aid.

-
the pupils are looking for information presented in the audio-visual aids.

-
the teacher follows through the material presented in these aids and incorporates them into the unit being taught.

-
the teacher evaluates the effectiveness of audio-visual aids being employed in the classroom.

PURCHASE ORDERS
Teachers and pupils are required to secure purchase orders in the buying of items to be charged to either the General Fund or the Activity Fund.  Failure to conform to this policy renders the violator personally liable for payment of items purchased.  This policy includes the ordering of anything on an inspection basis.  Orders for items to be charged to the General Fund are signed by the Superin​tendent only.  Purchase orders for items chargeable to the Activity Fund must be signed by the Superintendent or Athletic Director.
BLOOMFIELD COMMUNITY AUDITORIUM
The auditorium is a building owned jointly by the City of Bloomfield and School District 54-0586.  The charges made for the use of the auditorium are used to purchase chairs, tables, dishes, and other equipment needed to give the people of School District 54-0586 and the citizens of Bloomfield the best equipped auditorium we can have without the levying of taxes.  To meet this goal we have established the following rates for the use of the auditorium.

Local non-profit organizations located within the City of Bloomfield and School District 54-0586 boundaries:

                      
Without Kitchen.........$75.00

                         
With Kitchen..............$100.00

Any commercial unit, organization, or individual:





Anytime......................$75.00

The tables and chairs must be set up, taken down, and put away by the persons using the auditorium.  The janitors will have the auditorium clean and ready to use and will clean it after the tables and chairs are put away.  The jani​tors will have the kitchen clean and ready to use; however, each group should do the dishes, clean the stoves, and leave the kitchen neat and orderly.

REQUEST FOR BUSES
Requests for buses for school activities are to be made with the transportation director.  All requests must be made 48 hours in advance of the scheduled activity; but should be made as early as possible.
LESSON PLANS
Lesson plans will be stored utilizing CLPS and need to be exported weekly.  Difficulties should be reported to the principal.
GRADING AND REPORTING
The awarding of grades is a very important responsibility of the teacher and should be based on the careful consideration of such factors as:

1.
Equitable to all students.

2.
Based on concrete evidence.

3.
Objective observations.

4.
Quality of daily work.

5.
Ability and effort of the students.

6.
Justification of grade to student and parents in terms of documented student performance.

ELEMENTARY REPORTS TO PARENTS

A goal’s checklist is used in kindergarten.  Evaluation of student’s growth in readiness skills is shown on the report card by circling skills that have been achieved along with teacher comments.

Student progress in Grades 1-6 is reported to parents by utilizing a  letter grade (A,B,C,D,F).  Bloomfield Elementary staff utilizes PowerSchool (an online computer grading system).  Administration encourages parents to check grades regularly at www.bloomfieldschools.net.  The school secretary may be contacted for computer passwords.    
Additional comments are made by the teacher on the students report card and a personal contact is made to the parents if needed.

Semester grades are recorded on the student’s cumulative records (folders).

PARENT-TEACHER CONFERENCES 
At least one  formal conference will be scheduled annually.

DISCIPLINE
See Appendix A-1 on Board Policy #5163 - Discipline & The Use of Excess Force.

1.
Sending a student from your room should be the last resort.  This is in reference to your room discipline.  If trouble arises in the halls, send the students to the office.  The punishment will be handled there.

2.
Each teacher has authority over any student in this building.

3.
All of the students are to address the faculty and staff with a title - Mr., Mrs., Ms., or Coach.  When one faculty member is addressing another in front of the students, we should use these titles, also.

4.
Teachers are expected to supervise the halls when students are present.

5.
In order to have good room discipline, teach​ers must be in their rooms (or by their door or by the restroom) when the students are there.

6.

PROCEDURE FOR SENDING PUPILS TO THE OFFICE FOR DISCIPLINE:


A.

Call or come to Principal’s office to see if he/she is available.  
            B          If a retraining is required, document  incident in PowerSchool.
7.
When a teacher finds him/herself in a difficult situation, it would be better to send the child to the office for time out or cooling off.

STUDY HALL PROCEDURES
The study hall is a place for all students to study.  Students will be re​quired to complete assignments before leisure time, library reading or other activities will be permitted.  Students must sign out and receive a pass from the teacher on duty before leaving and sign in on return.

EVACUATION DRILL INSTRUCTIONS (FIRE/TORNADO)
FIRE:
1.
Fire drills will be held monthly.

2.
The signal for fire drill will be the fire alarm  (loud ringing bell).
3.
Teachers are to instruct their students in all their classes what exits to use from that particular room and what their position will be when they get outside of the building.

4.
When the alarm is heard, the students are to drop their work at once.  They must not stop for books or coats.

5.
Students are to walk rapidly, but not run.

6.
Students are to return to the building at once when the return signal is given.

7.
Teachers will follow their classes and see that the students go to the proper place.  See that students do not waste time in returning to class.

8.
Have your students prepare to use a different exit if necessary.

9.
Each room at the high school has a chart to show where the different classes will go and by what exit they will leave the building.

Elementary:

1.
Students and  personnel from the south hallway, MPR and kitchen will proceed down the south hallway, out the double doors and continue up the sidewalk to the track.  All students and  personnel from the North hallway, office area, faculty and health rooms will proceed down the north hallway, out the double doors and up the sidewalk to the driveway edge of the school grounds.                 

TORNADO

High School:
1.
The tornado signal is a continuous school/ “schedule” bell.
2.
People in the new addition will go to the boys  shower room via the boys locker room.

3.
People on first floor will go to room 106.
4.
People on second and third floors will go to the first floor hallway, sit down single file by the lockers and cover their heads.  Last person down to first floor, pulls the fire door shut. 
Elementary:

1.        Students and personnel from the south hallway, MPR and kitchen will utilize the girls’   

     restroom(East side-North hallway).

2.        Students and personnel from the North hallway, office area, faculty and health rooms will

     Utilize the boys’ restroom (East side – North hallway)

BOMB THREAT

No electronic means may be used in a bomb threat.  A verbal statement will be issued as what students and staff are to follow in the event of a bomb threat.

INTRUDER ALERT

Principal or representative will sound pre-planned alarm:  “Phone call in the office for Mr. Post”   Alarm sounded means:  lock classroom doors, turn off classroom lights, pull all shades, do not allow students  to leave the classroom unless an all-clear announcement has been made and instruct them to sit on the floor next to an interior wall away from windows and doors until further notice. 
STATE ACTIVITIES
The following procedure will be used to cover all State meets and tournament activities in football, cross country, basketball, track, volleyball, golf, FFA, FCCLA, music, drama and  contest speech.
The school will not pay any expenses (food, lodging, transportation, admis​sion) for any non-qualifying students to attend State meets or tournaments.  Non-qualifying students may attend, but they must be responsible for their expenses.  EXCEPTION:  Non-qualifiers may ride the team bus or van at no cost if there is room.

Coaches of the above activities will be allowed to attend a State meet or tournament one day during which school is in session by using their one day of professional leave.  The school will not be responsible for any expenses for the coaches.

ADMINISTRATIVE GUIDELINE ON PRESCHOOL
Preschool parents who are employed by District 54-0586 may attend preschool meet​ings every other month by requesting one-half day of personal leave by follow​ing the established policy.  Married couple employees may thus alternate months, and at least one parent can be at each session.

Jont parent/child sessions are held in October, November, December, January, February, and March.

BLOOMFIELD COMMUNITY  SCHOOLS – 403-b PLAN

Due to recent IRS rules and regulations, Bloomfield Public Schools has established and adopted a 403-b plan, to be effective January of 2009 and actively available for all current and future employees, certified and non-certified, that qualify for participation in this plan. The plan was established through an approved agency dealing with 403-b rules and regulations adopted by the Board of Education as the "Official and Approved Plan" for the regulation of employee voluntary participation in such identified and approved providers as listed in the school plan. A copy of the plan is available in the main office for inspection.

SUBSTITUTE TEACHERS
1.
Substitute teachers are employed by the school district.

2.
They shall possess valid Nebraska teaching certificates and for the specific areas in which said teachers are employed to substitute teach.

3.
The certificates of substitute teachers shall be registered with the Superintendent of the Bloomfield Community Schools.

4.
Substitute teachers are subject to the policies of the schools.

Substitute teachers are subject to the policies of the Board of Education and are paid a per diem of $85.00  Any amount of time spent substituting that is less than a full day will be compensated as follows:

1.
Up to and including 1/2 day = $45.00

2.
Over 1/2 day and up to and including 3/4 day = $60.00

3.
Over 3/4 day and up to and including a full day = $85.00

A full day is equivalent to 8 hours time (8:00 a.m. to 4:00 p.m.).  If the substitute replaces a teacher for a consecutive period exceeding 10 working days, the substitute will receive $90.00 per day for those working days ex​ceeding 10.

JOB DESCRIPTIONS & OUTLINE

OF DUTIES OF THE ATHLETIC DIRECTOR
Generally, the athletic director is responsible for the supervision and admin​istration of the entire athletic program, its coaches and assistants, and its participants.  It is his responsibility to ensure that the program of athlet​ics is provided for and directed in a manner consistent with the philosophy and goals of the school and community.

It is his responsibility to evaluate the program and the effectiveness of its various coaches/sponsors.  He is to establish consistent and sound policies for the operation of the program.

Each coach is in charge of his particular sport and is directly responsible for the supervision of the sport.  The athletic director serves to advise, guide, and recommend improvements in each area.  He is to coordinate each area with the total athletic program.

All coaches are directly responsible to the athletic director for their pro​gram area.  The athletic director bears the ultimate responsibility for the total athletic program.

Also included in the duties of the athletic director:

1.
Purchase, care, and inventory of equipment.

2.
Preparation and administration of the budget.

3.
Ticket sales and finance.

4.
Public relations.

5.
Preparation of facilities.

6.
Scheduling.

7.
Game contracts.

8.
Preparation of eligibility lists.

9.
Securing officials.

10.
Arrangements for scouting.

11.
Supervision of coaching staff.

12.
Administration of home athletic contests.

DUTIES OF THE HEAD COACH
1.
Coordinate the program and assign duties to assistants and managers.

2.
Publicity and public relations.

3.
Correspondence with other coaches.

4.
Discipline of players and managers.

5.
Locker room and field morale.

6.
Care and inventory of equipment.

7.
Supervision of off-season programs.

8.
Work with the athletic director in scheduling, budget, purchase of equipment, hiring of officials, and any area dealing with the sport for which he is responsible.

ACTIVITY FUNDS
The Superintendent is the custodian of the General Activity Fund, which serves as a depository for the monetary incomes of the various activities and organi​zations of their respective schools.  In accounting for these various funds they shall observe the following policies.

1.
He/she shall require each activity or organization for whom the General Activity Fund serves as a depository, to maintain an accurate, up-to-date record of all income, expenditures, and balances in a neat and orderly manner and to balance their records with the records so main​tained by the custodian of the General Activity Fund on a monthly basis.

2.
He/she shall cause the monies earned by the various activities and organizations to be deposited in the General Activity Fund.

3.
He/she shall, in turn, maintain, or cause to be maintained in separate categories a complete, up-to-date record of the incomes, deposits, expenditures, and balances of all of the various accounts represented in the General Activity Fund.

4.
He/she shall maintain or cause to be maintained the various accounts at all times in such manner as to be audited readily by the Auditor em​ployed by the Board of Education.

5.
He/she shall issue receipts for each deposit and demand requisitions for all withdrawals from the General Activity Fund.

6.
Each requisition presented shall be accompanied by an itemized statement or invoice before a check is written in payment.

7.
All requisitions shall be signed bearing the signature of both the sponsor and the secretary or treasurer of the activity or organization.

8.
He/she shall ascertain that each expenditure must be made exclusively for the benefit of pupils.

9.
The General Fund monies (School Board) accumulating through the sale of supplies, etc., shall be properly accounted for and remain inviolate in the General Activity Fund and transferred to the General Fund at the close of each school year along with an itemized statement of the sources of income. 

10.
No activity or organization or individual may make a withdrawal from the General Activity Fund or contract for anything to be paid for from the General Activity Fund in excess of $50.00 without the approval of the Superintendent of Schools.

11.
Transfer of consolidation of funds within the General Activity Fund may not be made without the approval of the Board of Education.

12.
He/she shall pay or cause to be paid all bills contracted by any organi​zation or activity promptly at the close of each calendar month.

13.
He/she shall submit to the Board of Education, at the close of each school year, a full report to include itemized statements of income, expenditures, balances, outstanding bills, and checks outstanding.

The Superintendent's secretary shall act as custodian for all elementary co-curricular monies and in maintaining accurate records of incomes and expendi​tures of such.  Receipts shall be issued for collection of all school monies.

The Elementary Principal and sponsors of all elementary co-curricular activi​ties shall deposit monies earned in various ways with the Superintendent's secretary.

Withdrawal of monies from the Elementary Activity Fund shall be made in writ​ing with the approval of the Superintendent of Schools.

The Elementary Principal, when collecting General Fund monies, shall deposit the same with the Superintendent's secretary.

The graduating class monies will be expended towards graduation expenses, i.e. flowers, caps, gowns, and post-prom party.  The graduating class may designate remaining class funds after graduation expenses, towards an addition to the school and/or its program to be left in the class's name.  Any monies left in the graduating class account not designated for specific school use, shall become a part of the school's General Activity Account to be used at the school's discretion.

MATERIALS SELECTION POLICY
Introduction 

The media program stands at the center of the total instructional program of the school and is responsible for facilitating, implementing and supporting all facets of the curriculum.  The media program is charged with providing the books, audiovisual materials, and accompanying technology to enable teachers to teach and students to learn.  

In order to maximize the effectiveness of the media program short and long term goals should be established, based on a media program philosophy that is in accord with the school district philosophy.  Acquisition of equipment and materials should reflect and enhance the achievement of the established goals of the program and the long and short term objectives.  Major program developments should be prioritized and reviewed annually to monitor the progress of current goals and objectives.  

Responsibility for Selection
The Bloomfield Board of Education is legally responsible for all matters relating to the operations of the Bloomfield schools.  Each library collection is considered a segment of the total district library collection. All materials are shared; all materials are made available upon request to any school library in the district.  Selection of materials involves many people: principals, teachers, and the media specialist. The responsibility for coordinating the selection of library materials and making the   recommendation for purchase rests with the professionally trained library-media personnel.   Needs of the individual school based on knowledge of the curriculum and of the existing collection are given first consideration.  

Criteria for Selection
Materials for purchase are considered on the basis of: overall purpose, timeliness or permanence, importance of the subject matter, quality of the writing/production, readability and popular appeal, authority, reputation of the publisher/producer, reputation and significance of the author/artist/composer/producer, etc., and format and price. 

Requests from faculty and students are given high priority. 

Procedures for Selection

In selecting materials for purchase, the librarian evaluates the existing collection and consults reputable, unbiased, professionally prepared selection aids as well as specialists from all departments and/or all grade levels. In specific areas the librarian follows these procedures: 

1. 
Gift materials are judged by basic selection standards and are accepted or rejected by    these standards.

2. 
Multiple copies of items much in demand are purchased as needed.

3.
Worn or missing standard items are replaced periodically.

4.
Out-of-date materials or those no longer useful are withdrawn from the collection. 

Objectives of Selection
The Bloomfield Board of Education recognizes that it is the primary objective of the library media centers in our schools to implement, enrich, and support the educational programs of the schools. It is the duty of the library media centers to provide a wide range of materials on all levels of difficulty, with diversity of appeal and the presentation of different points of  view.

To this end, the Board of Education reaffirms the Bill of Rights for School Library Media Programs and asserts that the responsibility of the School Library Media Center is: 

1.  
To provide materials that will enrich and support the curriculum, taking into consideration the varied interests, abilities, and maturity levels of the students served. 

2.  
To provide materials that will stimulate growth in factual knowledge, literary appreciation, aesthetic values, and ethical standards. 

3.  
To provide a background of information which will enable students to make intelligent judgments in their daily life. 

4.  
To provide materials on opposing sides of controversial issues so that young citizens may develop under guidance the practice of critical analysis of all media. (Opinions expressed in library materials are not necessarily endorsed by the Bloomfield Board of Education). 

5.  To provide materials representative of the many religious, ethnic, and cultural groups and their contribution to our American heritage. 

6.  To place principle above personal opinion and reason above prejudice in selection of materials of the highest quality in order to assure a comprehensive collection appropriate for the users of the library media center. 

 In addition, the Board of Education recognizes that the final decision as to what materials an individual student will be exposed to rests with that student's parents or guardians. However, at no time will the wishes of one child's parents to restrict his/her reading or viewing of   a particular item infringe on other parents' rights to permit their child  to read or view the same material.

Challenged Materials

Despite the care taken to select materials for student and teacher use and the qualifications of the persons who select the materials, it is recognized that occasional objections may be raised by community members, students, or school staff. 

In the event a complaint is made the following procedures will apply:  

1.  
The complaint shall be heard by the media specialist. 

2.  
If the matter is not resolved the complainant will be given a "Request for Review of Library Materials" form to fill out. The form will be forwarded to the Principal and the Superintendent of Schools.

3.  The principal shall appoint a committee composed of the following people to review the complaint: one administrator at the appropriate grade level; one librarian/media specialist; one classroom teacher; the department head in the subject area of the challenged materials; one community member. 

4.  The review committee shall: read and examine the materials referred to them; check general acceptance of the materials by reading reviews; weigh values and faults against each other and form opinions based on the material as a whole and not on passages or portions pulled out of context; meet to discuss the material. 

5.   The decision of the reviewing committee shall be forwarded in writing to the complainant and the superintendent. 

6.  
If the complainant is not satisfied by the decision of the reviewing committee and desires to carry the request further, the form may then be submitted to the Board of Education.             

7.  
No materials shall be removed from use until the committee has made a final decision. 

8.
Cooperation will be given to any parent wishing to restrict his or her own child from using materials objectionable to the parent. The librarian, with the parent, will try to work out a solution that will keep that family's child or children from checking out the materials the parent objects to, while still allowing free access for other children.

SCHOOL LIBRARY BILL OF RIGHTS
The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.

I.  
Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation. 

II.  Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be prescribed or removed because of partisan or doctrinal disapproval. 

III.
Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.

IV.
Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas.

V.  A person's right to use a library should not be denied or abridged because of origin, age, background, or views. 

VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use. 

Adopted June 18, 1948. 

Amended February 2, 1961, and January 23, 1980,

inclusion of "age" reaffirmed January 23, 1996, by the ALA Council. 

Refer to Interpretations of the Library Bill of Rights 

American Library Association  www.ala.org/work/freedom/lbr.html

Copyright © 1997 by American Library Association. 

DISCIPLINE & THE USE OF EXCESS FORCE

Board Policy #5163

Each teacher in the Bloomfield Community Schools shall maintain a classroom in which pupils are comfortable and in which each pupil is learning.  Each rule infraction and departure from acceptable behavior should be studied to determine the cause, and correction should be sought through improvement of the classroom atmosphere before punishments are used.  Teachers should study individual differences, hold conferences with the student and/or parents, and ask for assistance from the counselor and principal.  Each teacher shall cooperate with the principal in the development and maintenance of good order in the halls and on the school grounds; each teacher has the responsibility to see that all school rules are observed in their appropriate setting.  In return, teachers will be supported by the administration in their efforts of reasonable punishment.  Such efforts may include:  counseling of students, conferences with parents, rearrangement of schedules, keeping students after or before regular school hours, restrictions on privileges including co-curricular activities, and suspension-exclusion from school.  Suspension-exclusion from school is the responsibility of the administration, and shall not be used by any other staff members.  Use of corporal punishment in this school district shall be prohibited.  Corporal punishment is that kind of punishment inflicted on a student’s body involving bodily touch, actual physical contact, or manual apprehension.  Any such contact used as a form of punishment against students shall not be permitted.  Any student activity that violates state statutes will also result in the proper authorities being notified.

Physical or mental abuse or harassment by staff members to students, students to students, or students to staff is not an accepted standard of behavior, and will not be permitted.  Staff members using any of these techniques can expect to be suspended, and can expect termination proceedings to be initiated.  Students using any of these techniques can also expect suspension-exclusion from school.

It is also understood that any staff member has the right to use reasonable force to protect themselves when they, their property, or their family’s health and safety are threatened by students or others.  Staff members also may use reasonable force to protect other persons and property from damage or injury.  This policy in no way removes the right of self defense as defined by statute and court rulings.

(Legal Reference - Corporal Punishment:  Sec. 28-1406-1417)

INTERNET ACCEPTABLE USE POLICY

Please refer to the Student Handbook.  Additional copies may be obtained at the office or school library.

DRUG FREE SCHOOL AND COMMUNITY POLICY
Knox County School District No. 54-0586 is committed to providing an employ​ment environment that is safe and provides appropriate motivation to ensure a creative and productive work force.  To this end, the District unequivocally endorses the philosophy that the workplace should be free from the detrimental effects of illicit drugs and alcohol.

It is unlawful and, therefore, absolutely prohibited for any employee of the District to engage in the unlawful possession, use, or distribution of illicit drugs and alcohol on school premises or as a part of any of the school's activities.

Definitions
As used in this policy, prohibition against the unlawful possession, use, or distribution of illicit drugs and alcohol on school premises or as a part of any of the school's activities shall mean, but not be limited to the follow​ing:

1.
The possession, use, or distribution of any substance which is declared by the State of Nebraska or any other applicable law to be an illicit substance.

2.
The possession, use, or distribution of alcohol on school premises or as a part of any of the school's activities.

As used herein, the term "school premises" shall mean any property whether owned, leased, or in other manner under the control of the Board of Education of the District.

As used herein, the phrase "as a part of any of the school's activities" shall mean any activity or enterprise carried out in whole or in part under the auspices of the District.

Procedures
1.
All employees and each new employee will receive a copy of this policy.

2.
Each employee will acknowledge receipt of this policy and will sign such form acknowledging receipt and acknowledging the District's policy of absolutely prohibiting conduct as set forth in this policy (Policy No. 5009), and further acknowledging that serious sanctions can and will be taken against an employee, including termination of employment and referral for prosecution for any failure to comply with the above-stated standards of conduct and further acknowledging that such compliance is mandatory, and further acknowledging that this policy is adopted pursu​ant to P.L. 101-226, 34 C.F.R., Part 86, and other applicable statutes, and will further acknowledge that failure to comply with such federal requirements may put the District's receipt of federal funds in jeop​ardy.

3.
In the event the employee does not understand the terms and conditions of this policy, it shall be the duty of the employee to ask for such points of clarification of the Superintendent of Schools or his designee at the time this policy is distributed to the employee.  If no question is directed by an employee to the Superintendent of Schools or his designee it shall be the legal position of the District to presume that the employee has understood and will abide by this policy.

4.
In the event of any non-compliance by any employee with this policy, it shall be the duty of the Superintendent of Schools or his designee to inform any employee not in compliance about any drug and alcohol coun​seling and rehabilitation and re-entry programs that are available to employees within fifty (50) miles of the administrative offices of the District.  If no such programs are available within 50 miles, then such other programs as may exist in the State of Nebraska shall be made known to such employee.  The Superintendent or his designee shall maintain a list of such available services and shall from time to time update such list.

5.
Sanctions which may be taken against an employee for noncompliance with this policy may be any one or more of the following:


a.
An oral reprimand.


b.
A written reprimand.


c.
Suspension with pay.


d.
Suspension without pay.


e.
Termination of employment.


f.
Cancellation of employment.


g.
Non-renewal of employment.


h.
Referral to appropriate authorities for criminal prosecution.


i.
Mandatory enrollment in in-patient care or otherwise as a term and



condition to any continuing employment by the District.


j.
Mandatory enrollment in any training programs that are or may be



provided by the District or others relating to any of the activities prohibited by this policy.

6.
Disciplinary action sought to be imposed by the Superintendent or his or her designee shall be carried out in accordance with the established policies of the District.  However, nothing in this policy shall be construed to vest any right in any employee beyond that required by law and the manner in which each case shall be handled shall be in the sole discretion of the Superintendent or his designee subject to the Superintendent's approval, provided only that such action shall be carried out within the bounds of applicable law.

7.
Conviction of any employee of the District of any criminal statute relating to the unlawful use, possession, or distribution, of any con​trolled substance or alcohol, may result in disciplinary action being taken against such employee.  When such conviction shall come to the attention of the Superintendent or other official of the District, any employee convicted as above described may be disciplined in any manner provided by statute, the contract of the employee, any existing policy of the District or any other applicable body of law.  As used herein "applicable body of law" shall mean, but shall not be limited to, state and federal statutes, state and federal regulations, and any applicable case law.

8.
As an alternative to discipline or as a concurrent requirement to the disciplinary action less severe than the maximum disciplinary action that may be carried out against an employee as referred to in the imme​diately preceding paragraph, the District, by and through its Superin​tendent or his designee may require the employee to successfully finish a drug abuse program.  As used herein, the term "drug abuse program" shall mean a drug abuse program sponsored by an approved private or governmental institution.  The Superintendent or his designee may re​quire the employee to provide the Superintendent or his designee written documentation satisfactory to the Superintendent or his designee that the employee has successfully finished such program.  If aftercare is recommended by such institution, then the Superintendent or his designee in his sole discretion may require the employee to enroll such aftercare program and to participate in a manner satisfactory to the provider of such aftercare program.  The Superintendent or his designee may require an employee to participate in aftercare in the same manner and under the same terms as may be required by the Superintendent or his designee.  The Superintendent or his designee may require ongoing reporting of such participation as a term and condition of continuing employment by such employee at the District.

9.
It shall be the policy of the District to require an employee who has been charged or convicted of a violation of any statute as hereinabove referred to in this policy to report such charge or conviction to the Superintendent or his designee.  Any information received pursuant to this policy may be used in any lawful manner.  Any employee having concerns about an admission hereunder constituting self-incrimination shall bear the burden of seeking his or her own legal advice regarding any such potential self-incrimination.

ACKNOWLEDGMENT OF UNDERSTANDING AND RECEIPT OF BOARD STANDARDS AND POLICIES PROHIBITING THE UNLA WFUL POSSESSION, USE, OR DISTRIBUTION OF ILLICIT DRUGS AND ALCOHOL ON THE SCHOOL PREMISES OR AS A PART OF ANY OF THE SCHOOL'S ACTIVITIES.

I, the undersigned, do by affixing my signature hereto acknowledge that I understand the absolute prohibition of the District against any employee of the District engaging in unlawful possession, use, manufacture, or distribu​tion of illicit drugs and alcohol on the school premises or as a part of any of the school's activities as defined by board policy or administrative direc​tive.  I, further understand by affixing my signature hereto that disciplinary sanctions up to and including termination of my employment and referral of me for criminal prosecution may be imposed upon me for any violation of these standards.  I further agree to be bound by these standards and acknowledge that I have been fully notified and that all policies have been explained to my satisfaction and full understanding by appropriate school personnel.  I further understand that compliance with these standards is mandatory and is a material term and condition of my employment with the District.

Dated this _____ day of _______________, 200____

__________________________________________

Signature of Employee
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