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WELCOME

EACH SLIDE CONTAINS INFORMATION FOR PUBLIC SCHOOL EMPLOYEES.

THESE SLIDES REINFORCE THE PERSONAL AND PROFESSIONAL RESPONSIBILITIES WE ALL HAVE IN
ORDER TO PROVIDE A NURTURING ENVIRONMENT FOR OUR STUDENTS TO LEARN.

THIS TRAINING PROVIDES ALL EMPLOYEES REASONABLE KNOWLEDGE AND ADEQUATE NOTICE OF
ACCEPTABLE AND UNACCEPTABLE BEHAVIORS. THIS SLIDE SHOW IS NOT MEANT TO BE ALL
INCLUSIVE. GOOD JUDGMENT IS ALWAYS NECESSARY. IF YOU ARE UNSURE IF A CERTAIN
BEHAVIOR IS APPROPRIATE, ASK YOUR SUPERVISOR.

THIS TRAINING WILL PROVIDE ALL EMPLOYEES WITH UP-TO-DATE INFORMATION REGARDING SOME
DISTRICT POLICIES.



DEAR EMPLOYEE :

* THANK YOU FOR CHOOSING TO WORK AT IDAHO FALLS SCHOOL DISTRICT 91. AS EMPLOYEES WITH
EDUCATIONAL INSTITUTIONS, OUR JOB IS TO PREPARE STUDENTS TO LIVE, LEARN, AND WORK AS PRODUCTIVE
CITIZENS IN THE 21ST CENTURY.

* AS THE PROVIDERS OF EDUCATION TO OUR DIVERSE STUDENTS, WE HAVE A RESPONSIBILITY TO MODEL AND
UPHOLD THE HIGHEST LEVELS OF PROFESSIONALISM. OUR SCHOOLS ARE PLACES OF LEARNING FOR STUDENTS
AND WORK PLACES FOR STAFF. INSTITUTIONS THAT FAIL TO ENSURE THAT THE TEACHING, LEARNING, AND
WORKING ENVIRONMENT OF EMPLOYEES AND STUDENTS IS FREE OF EMPLOYEE MISCONDUCT RISK NOT ONLY
UNLAWFUL PRACTICES, BUT A BETRAYAL OF TRUST.

* OUR GOAL IS TO KEEP BOTH STUDENTS AND EMPLOYEES SAFE AND AVOID BEHAVIORS THAT PUT THEM AT RISK.
SCHOOL DISTRICTS MUST EDUCATE THEIR PATRONS AND EMPLOYEES NEED TO UNDERSTAND THEIR
RESPONSIBILITIES WHILE INTERACTING WITH BOTH STUDENTS AND STAFF. THIS TRAINING IS AN ESSENTIAL
RESOURCE FOR UNDERSTANDING OUR OBLIGATIONS. IT PROVIDES AN OVERVIEW OF WHAT IS EXPECTED,
THUS ENSURING AN ENVIRONMENT WHERE ALL STUDENTS CAN LEARN, THRIVE, AND PROSPER.
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THE OUTSTANDING EMPLOYEE

IN ADDITION TO HAVING THE KNOWLEDGE, SKILLS, AND ABILITIES TO BE SUCCESSFUL IN THE
WORKPLACE, AN OUTSTANDING EMPLOYEE:

= HAS A CLEAR UNDERSTANDING OF HIS/HER ROLE WITHIN THE ORGANIZATION,
= EMBRACES THE POLICIES, CULTURE, AND VALUES OF THE INSTITUTION,

= DEMONSTRATES A COMMITMENT TO ADDRESS THE UNIQUE NEEDS OF STUDENTS AND
EMPLOYEES, AND

= POSSESSES PERSONAL CHARACTERISTICS THAT EARN RESPECT AS A PROFESSIONAL.
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CODE OF ETHICS FOR IDAHO PROFESSIONAL EDUCATORS

Believing in the worth and dignity of each human being, the professional educator recognizes the supreme
importance of pursuing truth, striving toward excellence, nurturing democratic citizenship, and safeguarding
the freedom to learn and to teach while guaranteeing equal educational opportunity for all. The professional
educator accepts the responsibility to practice the profession according to the highest ethical principles.

PRINCIPLES: « MAINTAINS INTEGRITY WITH STUDENTS, COLLEAGUES,
« ABIDES BY ALL FEDERAL, STATE AND LOCAL EDUCATION LAWS PARENTS, PATRONS OR BUSINESS PERSONNEL WHEN
AND STATUTES ACCEPTING GIFTS, GRATUITIES, FAVORS, AND
ADDITIONAL COMPENSATION
e MAINTAINS A PROFESSIONAL RELATIONSHIP WITH ALL
STUDENTS BOTH INSIDE AND OUTSIDE THE PHYSICAL AND « COMPLIES WITH STATE AND FEDERAL LAWS AND LOCAL
VIRTUAL CLASSROOM SCHOOL BOARD POLICIES RELATING TO THE

FIDENTIALITY OF STUDENT AND EMPLOYEE RECORD
REFRAINS FROM THE ABUSE OF ALCOHOL AND DRUGS SepliplEs OF STUDENT AND EMPLO CORDS

* FULFILLS ALL TERMS AND OBLIGATIONS DETAILED IN
THEIR CONTRACT

EXEMPLIFIES HONESTY AND INTEGRITY

WHILE ENTRUSTED WITH PUBLIC FUNDS AND PROPERTY,
HONORS THAT TRUST WITH A HIGH LEVEL OF HONESTY, * REPORTS BREACHES OF THECO RIS sl

e RRESRONSIBILITY * ENSURES JUST AND EQUITABLE TREATMENT FOR ALL
MEMBERS OF THE PROFESSION
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http://www.sde.idaho.gov/cert-psc/shared/ethics/Code-of-Ethics-for-Professional-Educators.pdf

FERPA - FAMILY EDUCATIONAL RIGHTS & PRIVACY ACT

WWW2.ED.GOV

~“FERPA IS FEDERAL LEGISLATION THAT PROTECTS THE PRIVACY OF STUDENT EDUCATION RECORDS. FERPA GIVES

PARENTS CERTAIN RIGHTS WITH RESPECT TO THEIR CHILDREN’S EDUCATION RECORDS. THESE RIGHTS TRANSFER
TO THE STUDENT WHEN HE OR SHE REACHES THE AGE OF 18.

'

PARENTS OR ELIGIBLE STUDENTS HAVE:
* THE RIGHT TO INSPECT AND REVIEW STUDENT’S EDUCATION RECORDS.
* THE RIGHT TO REQUEST THAT A SCHOOL CORRECT RECORDS THEY BELIEVE TO BE INACCURATE OR MISLEADING.

* THE RIGHT TO CONSENT TO DISCLOSURE OF PERSONALLY IDENTIFIABLE INFORMATION CONTAINED IN THE
STUDENT’S EDUCATION RECORDS.

EDUCATIONAL RECORDS INCLUDE, BUT ARE NOT LIMITED TO:

* FAMILY INFORMATION PERSONAL INFORMATION
* GRADES AND TEST SCORES DISCIPLINARY RECORDS
* MEDICAL RECORDS DOCUMENTATION OF SCHOOLS ATTENDED

* VIDEOTAPE RECORDINGS OF INDIVIDUALS OR GROUPS OF STUDENTS
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FERPA (CONTINUED)

DEFINITION - DIRECTORY INFORMATION: INFORMATION CONTAINED IN AN EDUCATION RECORD OF A
STUDENT THAT WOULD NOT GENERALLY BE CONSIDERED HARMFUL OR AN INVASION OF PRIVACY IF
DISCLOSED. IT INCLUDES, BUT IS NOT LIMITED TO:

* STUDENT NAME
* PHYSICAL ADDRESS
* TELEPHONE LISTING

OPT OUT: A PARENT CAN CHOOSE TO HAVE NONE OF THE STUDENT’S INFORMATION DISCLOSED TO
THE PUBLIC BY MARKING THE “DO NOT RELEASE DIRECTORY INFORMATION REGARDING MY CHILD”
ON THE REGISTRATION FORM.



FERPA (CONTINUED)

EMPLOYEE RESPONSIBILITIES:

1. BEFORE INCLUDING ANY PICTURES, NAMES OR OTHER STUDENT DIRECTORY INFORMATION ON A
WEBSITE OR ANY OTHER MEANS BY WHICH IT IS MADE PUBLIC, ENSURE THAT EACH STUDENT DOES NOT
HAVE A “DO NOT RELEASE” MARKED ON THEIR REGISTRATION FORM.

2.  YOUR SCHOOL SECRETARY HAS ACCESS TO THE REGISTRATION FORMS OF STUDENTS WHO HAVE “DO
NOT RELEASE” ON FILE. PLEASE CHECK ALL NAMES.

3. DIRECT FERPA QUESTIONS TO MARGARET WIMBORNE, COMMUNICATIONS & COMMUNITY
ENGAGEMENT.

NOTE: WHEN DISCUSSING STUDENTS IN EMAILS IT IS GOOD PRACTICE TO USE INITIALS. NEVER USE A
STUDENT’S NAME IN THE SUBJECT OF AN EMAIL.

CONFIDENTIALITY IS IMPORTANT WHEN DISCUSSING STUDENTS IN A SCHOOL SETTING. DISCUSSIONS
SHOULD BE LIMITED TO THOSE WITH A NEED TO KNOW. STUDENT INFORMATION SHOULD NEVER BE
SHARED WITH MEMBERS OF THE COMMUNITY.
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STUDENT SAFETY

SCHOOLS HAVE A DUTY TO PROTECT STUDENTS FROM DANGERS THAT ARE KNOWN OR SHOULD HAVE BEEN
KNOWN. DANGERS COME FROM:

o ACTIVITY

* ENVIRONMENT

* OTHER STUDENTS

* OTHER ADULTS (VOLUNTEERS, CONTRACTORS, CHAPERONES, PARTNERSHIPS)

* EVEN BEFORE EDUCATION, A SCHOOL'S PRIMARY RESPONSIBILITY IS THE SAFETY OF STUDENTS. EVERY SCHOOL
DISTRICT EMPLOYEE IS REQUIRED TO BE VIGILANT OF STUDENT SAFETY AND TO TAKE ACTIONS TO SAFEGUARD THE
STUDENT AND TO REPORT STUDENT SAFETY CONCERNS TO APPROPRIATE SUPERVISORS AND ADMINISTRATORS.

NOT allow st nis to leav hool without parent permission.

Consider student safety when going off campus. Ask yourself, “What is the purpose and relationship to the curriculum? Is the qctivity‘/

covered by insurance? Is it board approved? Are there known dangers? Where is the nearest medical facility? Mode of
transportation? Are there enough chaperones? Are chaperone expectations clear? Do any students need special accommodations?” 4
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— CHILD ABUSE REPORTING

_J ANY SCHOOL DISTRICT EMPLOYEE OR VOLUNTEER HAVING REASON TO BELIEVE THAT ANY CHILD UNDER THE AGE OF
EIGHTEEN (18) HAS BEEN ABUSED, ABANDONED, OR NEGLECTED, OR WHO OBSERVED THE CHILD BEING SUBJECTED TO
CONDITIONS OR CIRCUMSTANCES WHICH HAD RECENTLY RESULTED IN ABUSE, ABANDONMENT, OR NEGLECT, WILL REPORT
OR CAUSE TO BE REPORTED WITHIN TWENTY-FOUR (24) HOURS SUCH CONDITIONS OR CIRCUMSTANCES TO THE PROPER
LAW ENFORCEMENT AGENCY OR THE DEPARTMENT OF HEALTH AND WELFARE. FAILURE TO REPORT ABUSE,
ABANDONMENT, OR NEGLECT WILL BE A MISDEMEANOR.

PROCEDURE
* WHEN IN DOUBT, REPORT
* REPORT WITHIN 24 HOURS TO HEALTH & WELFARE AT 1-855-552-5437 OR 528-5900
* COMPLETE WRITTEN STATEMENT THAT INCLUDES:
* TIME
* DATE
* REASONS FOR THE BELIEF
* AGENCIES CONTACTED
* NAMES OF INDIVIDUALS YOU SPOKE WITH AT THE AGENCY
* GIVE REPORT TO BUILDING ADMINISTRATOR
* BUILDING ADMINISTRATOR WILL DELIVER A COPY TO THE SUPERINTENDENT.

BE SURE TO NOTIFY THE BUILDING ADMINISTRATOR AS SOON AS POSSIBLE. EMPLOYEES MAY ASK THE BUILDING ADMINISTRATOR TO
CALL THE AGENCY ON THEIR BEHALF.

A
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ACTS OF SOCIAL VIOLENCE (BULLYING, CYBER BULLYING,
INTIMIDATION, HAZING AND HARASSMENT)

BOARD POLICY 1005.8.2

IT IS THE POLICY OF IDAHO FALLS SCHOOL DISTRICT 91 BOARD OF TRUSTEES TO MAINTAIN A SAFE SCHOOL ENVIRONMENT FOR
ALL STUDENTS, EMPLOYEES, AND VISITORS WHILE ATTENDING SCHOOL, RIDING THE SCHOOL BUS, AND ATTENDING DISTRICT-
SPONSORED ACTIVITIES ON SCHOOL PREMISES OR AT OTHER LOCATIONS. ACTS OF SOCIAL VIOLENCE INCLUDE BUT ARE NOT
LIMITED TO: BULLYING, CYBER BULLYING, INTIMIDATION, HAZING, AND HARASSMENT (PEER, RACIAL, COLOR, AND NATIONAL
ORIGIN, SEXUAL ORIENTATION, RELIGIOUS, DISABILITY, AND SEXUAL), REGARDLESS OF THE SPECIFIC NATURE OF THE STUDENTS’
BEHAVIOR, IS DISRUPTIVE TO A SAFE SCHOOL ENVIRONMENT AND WILL NOT BE TOLERATED. IT SHALL BE A VIOLATION OF THIS
POLICY FOR ANY DISTRICT STUDENT, EMPLOYEE, OR VISITOR TO BULLY, HAZE, INTIMIDATE, OR HARASS ANOTHER INDIVIDUAL,
WHILE ON ANY SCHOOL PREMISES OR AT ANY SCHOOL SPONSORED ACTIVITY, REGARDLESS OF LOCATION. VIOLATION OF THIS
POLICY MAY BE SUBJECT TO SCHOOL DISCIPLINARY ACTION EVEN IF THE THREAT IS NOT SUBSTANTIAL, DIRECT, OR SPECIFIC
ENOUGH TO CONSTITUTE A VIOLATION OF STATE OR FEDERAL LAW.

REPORTING: IT IS EVERYONE’S RESPONSIBILITY TO ELIMINATE THE BEHAVIOR PROHIBITED BY THIS POLICY. ANYONE WHO
BELIEVES HE/SHE HAS KNOWLEDGE OF A PERSON OR PERSONS AFFECTED BY A VIOLATION OF THIS POLICY SHOULD
IMMEDIATELY REPORT IT TO A DISTRICT OFFICIAL. DISTRICT PERSONNEL RECEIVING A REPORT OF A VIOLATION OF THIS POLICY
SHALL REPORT THE MATTER TO THE BUILDING PRINCIPAL, SUPERVISOR OR DESIGNEE IMMEDIATELY. IF THE COMPLAINT
INVOLVES THE PRINCIPAL, SUPERVISOR OR DESIGNEE, DISTRICT PERSONNEL MUST IMMEDIATELY REPORT THE MATTER TO THE
SUPERINTENDENT. IF THE COMPLAINT INVOLVES THE SUPERINTENDENT, DISTRICT PERSONNEL MUST IMMEDIATELY REPORT THE
MATTER TO THE SCHOOL BOARD PRESIDENT.

PLEASE SEE BOARD POLICY 1005.8.2 FOR THE DEFINITIONS RELATED TO THIS POLICY.
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SEXUAL MISCONDUCT

BY SCHOOL EMPLOYEES

GROOMING BEHAVIORS:

GRANTING SPECIAL PRIVILEGES

MEETING PRIVATELY IN UNSUPERVISED OR
OFF-CAMPUS SETTINGS

PROVIDING RIDES HOME

OFFERING ADDITIONAL, UNNEEDED
ASSISTANCE

MAKING PERSONAL, FLATTERING COMMENTS

* WRITING LETTERS, EMAILS
* GIVING GIFTS

* MOVING CLOSER AND CLOSER PHYSICALLY
(I.E. SITTING NEXT TO STUDENT, TOUCHING
STUDENT, PUTTING HAND ON SHOULDER,
PUTTING AFFECTIONATE ARM AROUND THE
BACK)

PAY ATTENTION to these “red flags.” Recognize that perception of others is crucial. If you
notice these grooming behaviors in others, do something about it and inform your supervisor

or building administrator.

\/ - J
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BOUNDARIES

SCHOOL EMPLOYEES ARE EXPECTED AND
REQUIRED TO MAINTAIN PROPER BOUNDARIES
BETWEEN THEMSELVES AND STUDENTS.
EMPLOYEES WHO INTERACT WITH STUDENTS
OUTSIDE OF THE SCHOOL DISTRICT PLACE
THEMSELVES IN AN EXTREMELY VULNERABLE
POSITION REGARDING COMPLAINTS OF
INAPPROPRIATE BEHAVIOR. OUTSIDE OF SCHOOL
CONTACT IS OUTSIDE YOUR SCOPE OF DUTY.

* DON'T PUT YOURSELF AT RISK...EVEN WITH PARENT

PERMISSION.

* DON'T TRANSPORT STUDENTS UNLESS IT'S IN THE JOB

DESCRIPTION.

* DON'T INVITE STUDENTS TO YOUR HOME OR GIVE THEM

PERSONAL GIFTS.

* DON'T TAKE STUDENTS ON PRIVATE EXCURSIONS AS REWARDS.
* DON'T USE CELL PHONES AND PERSONAL COMMUNICATION

DEVICES TO CREATE AN INAPPROPRIATE RELATIONSHIP THAT
COULD BE VIEWED AS GROOMING AND BOUNDARY
VIOLATIONS.



- BOUNDARIES & COACHING

Coaches are placed in situations that place them at greater risk of committing an act of misconduct with
a student or creating the perception and allegation of an act of misconduct. Reasons include both
“settings” and “interactions.”

SETTINGS INCLUDE TRIPS, OFF-HOURS, ONE-ON- INTERACTIONS INCLUDE BUDDIES, HERO

ONE COACHING, ATHLETIC MEDICINE, LOCKER WORSHIP, ENGAGEMENT IN PERSONAL LIFE, MORE
ROOMS, CAMARADERIE ACTIVITIES, CLOSED CASUAL CONVERSATION, POWER POSITION, SENSE
ROOMS AND CLOSED FACILITIES. OF SPECIAL RELATIONSHIP.

Be vigilant of such situations and exercise great care not to behave in a manner that leads to misconduct
or the perception of misconduct. Avoid being alone with students; be especially guarded in physical
contact; and keep professional boundaries in conversations and relationships. Be the coach, not the

buddy!
e \/ J e




SEXUAL HARASSMENT

BOARD POLICIES 813.3 AND 1005.17

* DEFINITIONS: ACCORDING TO THE EQUAL EMPLOYMENT OPPORTUNITY COMMISSION, SEXUAL HARASSMENT IS
DEFINED AS UNWELCOME SEXUAL ADVANCES, REQUESTS FOR SEXUAL FAVORS, AND OTHER VERBAL OR
PHYSICAL CONDUCT OF A SEXUAL NATURE INCLUDING UNWANTED TOUCHING, VERBAL COMMENTS, SEXUAL
NAME CALLING, GESTURES, JOKES, PROFANITY, AND SPREADING OF SEXUAL RUMORS.

* THIS BEHAVIOR IS UNACCEPTABLE IN THE WORKPLACE ITSELF AND IN OTHER WORK-RELATED SETTINGS
SUCH AS BUSINESS TRIPS AND BUSINESS-RELATED SOCIAL EVENTS.

* SEXUAL HARASSMENT IS FURTHER FORBIDDEN WHEN (1) SUBMISSION TO SUCH CONDUCT IS MADE EITHER
EXPLICITLY OR IMPLICITLY A TERM OR CONDITION OF AN INDIVIDUAL'S GRADES, (2) SUBMISSION TO OR
REJECTION OF SUCH CONDUCT BY AN INDIVIDUAL IS USED AS THE BASIS FOR GRADES AFFECTING SUCH
INDIVIDUAL, OR (3) SUCH CONDUCT HAS THE PURPOSE OR EFFECT OF UNREASONABLY INTERFERING WITH AN
INDIVIDUAL'S ACADEMIC PERFORMANCE OR CREATING AN INTIMIDATING, HOSTILE, OR OFFENSIVE LEARNING
ENVIRONMENT. CONDUCT OF THIS NATURE IS UNACCEPTABLE ON SCHOOL GROUNDS, DURING REGULAR OR O,
SPECIAL SCHOOL SESSIONS, OR AT ANY SCHOOL ACTIVITY, FUNCTION OR EVENT, AND DURING
TRANSPORTATION IN A DISTRICT VEHICLE TO AND FROM SCHOOL AND SCHOOL SPONSORED EVENTS. J
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SEXUAL HARASSMENT REPORTING

THE DISTRICT ENCOURAGES REPORTING OF ALL INCIDENTS OF SEXUAL HARASSMENT, REGARDLESS OF
WHO THE OFFENDER MAY BE.

EMPLOYEE SEXUAL HARASSMENT MAY BE REPORTED TO THE BUILDING PRINCIPAL OR SUPERVISOR OR TO
THE HUMAN RESOURCES DEPARTMENT.

STUDENTS WHO BELIEVE THEY ARE BEING SEXUALLY HARASSED MAY FILE A VERBAL OR WRITTEN
COMPLAINT WITH ANY TEACHER, ADMINISTRATOR OR COUNSELOR. (IF THE COMPLAINT INVOLVES THE
BUILDING PRINCIPAL, THE COMPLAINANT SHOULD REPORT THE COMPLAINT TO THE SUPERINTENDENT OR
ANY OTHER DISTRICT LEVEL ADMINISTRATOR.)

* IN THE CASE OF A VERBAL REPORT, ANY DISTRICT EMPLOYEE RECEIVING THE COMPLAINT SHOULD IMMEDIATELY
COMPLETE A HARASSMENT COMPLAINT FORM AND OBTAIN THE COMPLAINANT’S SIGNATURE.

* THE PERSON RECEIVING THE COMPLAINT SHOULD IMMEDIATELY INFORM THE PRINCIPAL WHO WILL INITIATE AN
INVESTIGATION.

* ANY STUDENT OR EMPLOYEE WHO BECOMES AWARE THAT A STUDENT IS BEING SUBJECTED TO HARASSMENT
SHOULD REPORT THE INCIDENT TO A COUNSELOR OR ADMINISTRATOR.
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HIPAA

 JTHE PRIVACY REGULATIONS OF THE HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA) BECOME EFFECTIVE ON APRIL 14, 2003. THE
REGULATIONS DEAL WITH THE HANDLING OF PROTECTED HEALTH INFORMATION (PHI) OF STAFF MEMBERS OR STUDENTS. PHI IS DEFINED AS ANY
HEALTH INFORMATION IN ANY FORM THAT IS CREATED OR RECEIVED BY A COVERED ENTITY THAT CAN BE USED TO IDENTIFY AN INDIVIDUAL. IT
INCLUDES PHYSICIAN’S NOTES, MEDICAID BILLING INFORMATION, ETC.

* ASWITH ALL CONFIDENTIAL INFORMATION, CARE MUST BE TAKEN IN HANDLING PHI.

* PHI MUST NOT BE LEFT OUT ON YOUR DESK WHERE A CASUAL PASSERBY MAY VIEW IT. IF YOU ARE NOT WORKING WITH THIS INFORMATION, TURN IT
FACE DOWN ON YOUR DESK OR FILE IT IN A LOCKED CABINET.

* IF LEAVING PHI FOR SOMEONE WHO IS AWAY FROM HIS/HER DESK, ENCLOSE THE PHI IN A SEALED ENVELOPE.
* PHI MUST BE STORED IN A LOCKED CABINET AT NIGHT OR WHENEVER YOU WILL BE AWAY FROM YOUR DESK FOR AN EXTENDED PERIOD OF TIME.

* PHISHOULD NOT BE DISCUSSED WITH THOSE NOT DIRECTLY INVOLVED. WHEN DISCUSSING PHI WITH THE APPROPRIATE STAFF MEMBERS, CARE
SHOULD BE TAKEN TO PROTECT THE PRIVACY OF THE INDIVIDUAL. USE A LOW VOICE AND SECURE YOUR SURROUNDINGS. LOOK TO SEE IF OTHERS
ARE IN THE VICINITY WHERE THEY MAY OVERHEAR YOUR DISCUSSION. YOU MAY WANT TO STEP INTO AN OFFICE OR ROOM WHERE THE
INFORMATION MAY BE DISCUSSED PRIVATELY.

* USE CAUTION WHEN STORING PHI ON YOUR COMPUTER. STORE IT ON THE NETWORK SERVER, NOT ON YOUR HARD DRIVE. LOCK OR LOG OFF FROM
YOUR COMPUTER WHENEVER IT WILL BE LEFT UNATTENDED FOR AN EXTENDED PERIOD OF TIME. MONITOR FAILED ATTEMPTS AT LOGGING ON TO
YOUR ACCOUNT. IF YOU SUSPECT THAT SOMEONE ELSE HAS ATTEMPTED TO LOG ON TO YOUR ACCOUNT, CONTACT THE TECHNOLOGY CENTER.
CHANGE YOUR PASSWORD REGULARLY AND KEEP IT SECURE.

* |F FAXING PHI, NOTIFY THE PERSON TO WHOM YOU ARE SENDING THE INFORMATION, SO HE/SHE MAY WATCH FOR THE FAX AND PICK IT UP
IMMEDIATELY FROM THE FAX MACHINE.

* CONFIDENTIALITY IN A SCHOOL SETTING IS VERY IMPORTANT. THESE SAME GUIDELINES CAN ALSO APPLY TO OTHER CONFIDENTIAL INFORMATION /.
YOU MAY RECEIVE IN THE COURSE OF YOUR EMPLOYMENT.

—
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CIVIL RIGHTS TRAINING FOR FRONTLINE STAFF

™ PER FNS INSTRUCTION 113-1, LOCAL AGENCIES ARE RESPONSIBLE FOR TRAINING THEIR SUB RECIPIENTS, INCLUDING “FRONTLINE
STAFF.” “FRONTLINE STAFF” WHO INTERACT WITH PROGRAM APPLICANTS OR PARTICIPANTS, AND THOSE PERSONS WHO
SUPERVISE “FRONTLINE STAFF,” MUST BE PROVIDED CIVIL RIGHTS TRAINING ON AN ANNUAL BASIS.

READ THIS ENTIRE HANDOUT FRONT AND BACK. SIGN THE TRAINING LOG TO CERTIFY THAT YOU READ THE INFORMATION IN ITS
ENTIRETY AND UNDERSTAND YOUR CIVIL RIGHTS RESPONSIBILITIES AS FRONTLINE STAFF.

PURPOSE OF CIVIL RIGHTS TRAINING

CIVIL RIGHTS TRAINING UPHOLDS COMPLIANCE, ENFORCEMENT, AND PROHIBITION OF DISCRIMINATION IN USDA-FUNDED CHILD
NUTRTION PROGRAMS, LIKE THE SCHOOL BREAKFAST PROGRAM OPERATING IN THE CLASSROOM. TRAINING ALL FRONTLINE
STAFF AND VOLUNTEERS IN CIVIL RIGHTS INSURES THAT PROGRAM RECIPIENTS ARE GIVEN EQUAL ACCESS AND TREATED
WITHOUT DISCRIMINATION WHILE PARTICIPATING IN THE USDA MEAL PROGRAMS. CIVIL RIGHTS TRAINING MUST OCCUR
BEFORE STAFF AND VOLUNTEERS ASSUME THEIR DUTIES IN USDA MEAL PROGRAMS, AND ANNUALLY THEREAFTER.

CIVIL RIGHTS ARE IN PLACE TO PROTECT CHILDREN AND FAMILIES FROM BEING
DISCRIMINATED AGAINST WHILE PARTICIPATING IN USDA MEAL PROGRAMS.

N ) A\
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\/ DISCRIMINATION
DISCRIMINATION OCCURS WHEN PARTICIPANTS ARE: )

= DENIED BENEFITS OR SERVICES THAT OTHERS RECEIVE.
= DELAYED IN RECEIVING BENEFITS OR SERVICES THAT OTHERS RECEIVE.
= TREATED DIFFERENTLY THAN OTHERS, RESULTING IN A DISADVANTAGE.

EXAMPLES OF DISCRIMINATION:

= REFUSING A PERSON’S ENROLLMENT IN A PROGRAM BASED ON DISABILITY.
= FAILURE TO PROVIDE REASONABLE ACCOMMODATION TO DISABLED INDIVIDUALS.
= SERVING MEALS AT A TIME, PLACE OR IN A MANNER THAT IS DISCRIMINATORY.

= FAILING TO PROVIDE MATERIALS THAT GIVE NON-ENGLISH SPEAKING PERSONS FULL AND EQUAL OPPORTUNITY TO RECEIVE BENEFITS.

PROTECTED CLASSES

A PROTECTED CLASS IS A GROUP OF PEOPLE WITH A COMMON CHARACTERISTIC
WHO ARE LEGALLY PROTECTED FROM DISCRIMINATION ON THE BASIS OF THAT
CHARACTERISTIC. THE SIX PROTECTED CLASSES RECOGNIZED IN THE USDA

PROGRAMS ARE RACE, COLOR, NATIONAL ORIGIN, AGE, SEX AND DISABILITY. \-/
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\/ PUBLIC NOTIFICATION SYSTEMS

'

SPONSORS OF THE USDA MEAL PROGRAMS ARE REQUIRED TO NOTIFY THE
PUBLIC ABOUT THE AVAILABILITY OF THEIR PROGRAM IN THE FOLLOWING
WAYS:

= PROMINENTLY DISPLAYING THE “AND JUSTICE FOR ALL” POSTER IN ALL
OFFICES WHERE THERE IS A USDA PRESENCE AND WHERE IT MAY BE
READ BY CUSTOMERS.

v

* INCLUDING NON-DISCRIMINATION STATEMENTS ON ALL MEDIA
MENTIONING USDA MEAL PROGRAMS, INCLUDING MENUS, FLYERS,
INTERNET PAGES AND OTHER FOOD RELATED PROGRAM
ANNOUNCEMENTS.

*  PROVIDING INFORMATION IN OTHER FORMATS FOR THOSE WITH i
DISABILITIES. AN EXAMPLE OF THIS MAY BE PROVIDING LARGE PRINT OR T
BRAILLE MENUS FOR THOSE WHO ARE VISUALLY IMPAIRED. =

« CONVEYING EQUAL OPPORTUNITY WHEN USING PHOTOGRAPHS TO == _
INCLUDE A GOOD REPRESENTATION OF VARIOUS AGES, RACES Bt o



\_/
/ COLLECTION AND USE OF DATA

SPONSORS OF THE USDA PROGRAMS ARE REQUIRED TO COLLECT PARTICIPANT DATA BY ETHNIC AND RACIAL CATEGORY
~ ONE TIME PER PROGRAM YEAR TO HELP DETERMINE AREAS OF POTENTIAL NEED AND HELP PREVENT ANY
= DISCRIMINATION OF THE PARTICIPANTS. FRONTLINE STAFF WILL NOT BE INVOLVED WITH THIS DATA COLLECTION.

NO ONE MAY ASK A CHILD HIS OR HER RACE OR ETHNICITY.

LANGUAGE ASSISTANCE

CIVIL RIGHTS REQUIREMENTS STATE THAT PROVISIONS MUST BE MADE FOR NON-ENGLISH SPEAKING PROGRAM
PARTICIPANTS.

EXAMPLES OF LANGUAGE ASSISTANCE:

= TRANSLATING ENROLLMENT FORMS OR MENUS INTO SPANISH IN AREAS WHERE SPANISH IS NECESSARY FOR FAMILIES
TO COMPREHEND THE INFORMATION.

= PROVIDING BRAILLE OR LARGE PRINT FOR VISUALLY IMPAIRED PROGRAM PARTICIPANTS.

Welcome to our new interactive menus'

ICK o ¢ Megrifying Glass t all items availoble and the nutritional information
T\hy 2017 Elementarv Breakfa'st in the Classroom ~—’




REASONABLE ACCOMMODATIONS

EACH ENTITY THAT RECEIVES FEDERAL FINANCIAL ASSISTANCE MUST DESIGNATE AT LEAST ONE EMPLOYEE TO
COORDINATE COMPLIANCE WITH ITS RESPONSIBILITIES UNDER SECTION 504 OF THE REHABILITATION ACT OF 1973.
THEIR RESPONSIBILITY IS TO PREVENT DISCRIMINATION AGAINST STUDENTS, EMPLOYEES, AND OTHERS ON THE BASIS OF
DISABILITY; AND TO HANDLE ALL ACCOMMODATION REQUESTS.

KNOW YOUR SECTION 504/ADA COORDINATOR AT YOUR FACILITY/DISTRICT TO ASSIST YOU TO COMPLY WITH CIVIL
RIGHTS REQUIREMENTS.

CIVIL RIGHTS REQUIREMENTS STATE THAT REASONABLE ACCOMMODATION MUST BE MADE FOR PERSONS WITH
DISABILITIES.

EXAMPLES OF REASONABLE ACCOMMODATIONS FOR PERSON WITH DISABILITIES IN USDA PROGRAMS:

= SERVING MEALS IN A LOCATION THAT HAS RAMPS TO ALLOW FOR THOSE IN WHEELCHAIRS TO HAVE ACCESS TO THE
SITE.

* HAVING FOOD COMPONENT SUBSTITUTIONS AVAILABLE FOR THOSE WITH MEDICALLY DOCUMENTED FOOD
ALLERGIES.

FOR FURTHER QUESTIONS, REVIEW THE MODIFICATIONS TO ACCOMMODATE DISABILITIES IN SCHOOL MEALS
PROGRAMS VIDEO AT . USDA WESTERN REGIONAL CIVIL RIGHTS OFFICER CONTACT:
JOE TORRES, REGIONAL CIVIL RIGHTS DIRECTOR, FOOD AND NUTRITION SERVICES-USDA WESTERN REGION, 20 SEVENTH
STREET, SUITE 10-100, SAN FRANCISCO, CA. 94103.

N/
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https://youtu.be/LZjrTL7ClmE

COMPLIANCE REVIEW TECHNIQUES AND RESOLUTION OF NONCOMPLIANCE

TﬁE FOLLOWING LIST REPRESENTS THE FLOW OF INFORMATION FOR CIVIL RIGHTS COMPLIANCE:
- g = USDA REGIONAL OFFICE IS RESPONSIBLE FOR THE REVIEW OF STATE AGENCIES
= STATE AGENCY IS RESPONSIBLE FOR REVIEW OF LOCAL AGENCIES
= STATE AGENCY MUST REPORT ANY SIGNIFICANT FINDING(S) TO THE REGIONAL USDA OFFICE

=  STATE AND LOCAL AGENCIES MUST RECEIVE A PRE-APPROVAL VISIT FOR CIVIL RIGHTS COMPLIANCE DETERMINATION BEFORE RECEIVING
FUNDS

= |F STATE AGENCY REPORTS A FINDING, CORRECTIVE ACTION WILL BE PUT IN PLACE UNTIL NONCOMPLIANCE IS RESOLVED
=  ALL REPORTS MUST BE MAINTAINED AS PART OF RECORDS FOR FUTURE REVIEW

CONFLICT RESOLUTION & CUSTOMER SERVICE

THE PROCESS FOR CONFLICT RESOLUTION INCLUDES MAKING SURE ALL COMPLAINTS ALLEGING DISCRIMINATION ON THE BASIS OF RACE, AGE,
COLOR, NATIONAL ORIGIN, SEX, OR DISABILITY ARE FORWARDED TO THE STATE AGENCY WITHIN THREE DAYS AND MUST BE PROCESSED BY
USDA WITHIN NINETY DAYS.

CUSTOMER SERVICE INVOLVES TREATING ALL PROGRAM PARTICIPANTS AND THEIR FAMILIES FAIRLY AND EQUALLY. ALL STAFF SHOULD BE
ENABLED TO PROVIDE THE BEST CUSTOMER SERVICE POSSIBLE TO FAMILIES AND RECIPIENTS OF MEALS. AWARENESS OF DISCRIMINATION, AND
ACCOUNTABILITY, IS A KEY COMPONENT TO GOOD CUSTOMER SERVICE.
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Q) CIVIL RIGHTS COMPLAINT PROCEDURES

ALL USDA MEAL PROGRAM SITES MUST KEEP A CIVIL
RIGHTS BINDER WITH THE FOLLOWING REQUIRED
CIVIL RIGHTS COMPLAINT DOCUMENTS:

* A WRITTEN CIVIL RIGHTS COMPLAINT PROCEDURE
* AN ANNUALLY DATED CIVIL RIGHTS COMPLAINT LOG

* COPIES OF THE CIVIL RIGHTS COMPLAINT FORM IN
APPROPRIATE LANGUAGES.

ALL FRONTLINE STAFF SHOULD KNOW WHERE THE BINDER IS
LOCATED AND WHAT TO DO IF THEY RECEIVE A COMPLAINT. IN
MOST CASES ALL STAFF SHOULD IMMEDIATELY CONTACT THE
FOOD SERVICE SUPERVISOR IF THEY ARE MADE AWARE OF A
COMPLAINT IN USDA PROGRAMS

THIS INSTITUTION IS AN EQUAL OPPORTUNITY
PROVIDER.



2 SELF REPORTING OF A CRIMINAL OFFENSE

* ALL EMPLOYEES SHALL HAVE THE CONTINUING DUTY TO NOTIFY THE DISTRICT OF ANY ARREST OR
CRIMINAL CONVICTION THAT OCCURS SUBSEQUENT TO BEING HIRED BY THE DISTRICT.

* IF ANY EMPLOYEE IS ARRESTED, CHARGED OR INDICTED FOR A CRIMINAL VIOLATION OF ANY KIND,
WHETHER MISDEMEANOR OR FELONY, EXCEPT FOR MINOR TRAFFIC INFRACTIONS, HE/SHE IS
REQUIRED TO REPORT THIS TO HIS/HER SUPERVISOR WITHIN ONE (1) BUSINESS DAY UNLESS
MITIGATING CIRCUMSTANCES EXIST.

* THIS APPLIES REGARDLESS OF WHETHER THE ARREST OCCURRED ON-DUTY OR OFF-DUTY.

* FAILURE TO COMPLY WITH THIS REPORTING REQUIREMENT SHALL BE GROUNDS FOR DISCIPLINARY
ACTION, UP TO AND INCLUDING TERMINATION.



SMOKE FREE BUILDINGS AND VEHICLES

BOARD POLICY 120.0

BOARD PROHIBITION AGAINST EMPLOYEE AND STUDENT USE: THEREFORE, EFFECTIVE WITH THE FINAL APPROVAL
OF THIS POLICY, SMOKING AND THE USE OF TOBACCO PRODUCTS SHALL BE PROHIBITED IN ALL SCHOOL BUILDINGS
AND ALL DISTRICT-OWNED VEHICLES. POSSESSION AND USE OF TOBACCO PRODUCTS BY STUDENTS ON SCHOOL
PROPERTY OR IN DISTRICT-OWNED VEHICLES IS ALSO PROHIBITED. THIS POLICY IS BINDING UPON ALL DISTRICT
EMPLOYEES AND STUDENTS ENROLLED IN DISTRICT 91 SCHOOLS.

PROHIBITION OF USE BY OTHERS IN SCHOOL BUILDINGS: CITIZENS WHO ARE OBSERVED SMOKING OR USING
TOBACCO PRODUCTS WHILE IN SCHOOL BUILDINGS, OR TRAVELING IN DISTRICT-OWNED VEHICLES, SHALL BE ASKED
TO REFRAIN FROM SUCH USE. IF THE INDIVIDUAL FAILS TO COMPLY, HIS OR HER VIOLATION WILL BE REPORTED TO
THE APPROPRIATE BUILDING PRINCIPAL OR ADMINISTRATOR. THE PRINCIPAL OR ADMINISTRATOR SHALL MAKE A
DECISION ON WHAT FURTHER ACTION TO TAKE WITH THE INDIVIDUAL, AND MAY INCLUDE A DIRECTIVE TO LEAVE
THE SCHOOL BUILDING. REPEATED VIOLATIONS MAY RESULT IN A RECOMMENDATION TO THE SUPERINTENDENT
THAT THE INDIVIDUAL BE PROHIBITED FROM ENTERING DISTRICT BUILDINGS OR TRAVELING IN DISTRICT-OWNED
VEHICLES.

DEFINITION: FOR THE PURPOSES OF THIS POLICY, TOBACCO USE SHALL BE DEFINED AS THE USE OF A CIGARETTE,
CIGAR, PIPE, SMOKELESS TOBACCO IN ANY FORM AND OTHER SMOKING PRODUCTS SPECIFICALLY INCLUDING
ELECTRONIC CIGARETTES, ELECTRONIC NICOTINE DELIVERY SYSTEMSOR WIZED SMOKING DEVICES.

—



EMPLOYEE SAFETY

EMPLOYEE SAFETY IS IMPORTANT
* ALWAYS BE AWARE OF YOUR SURROUNDINGS

PLEASE IMMEDIATELY REPORT ANY HAZARD THAT IS LIKELY TO CAUSE INJURY.
* BE SURE TO USE REQUIRED SAFETY DEVICES AND SAFEGUARDS.

* BE AWARE OF POLICIES AND PROCEDURES THAT ARE IN PLACE TO PROTECT THE LIFE, SAFETY AND
HEALTH OF EMPLOYEES.

* IMMEDIATELY REPORT ANY ACTS OF VIOLENCE OR THREATS OF ACTS OF VIOLENCE TO YOUR
SUPERVISOR.



INJURY AT WORK

REPORT ACCIDENTS IMMEDIATELY TO YOUR SUPERVISOR. AN ACCIDENT/INCIDENT REPORT
MUST BE COMPLETED.

IF EMPLOYEE REQUIRES MEDICAL ATTENTION FOR WORK-RELATED INJURY THEY MUST VISIT
MOUNTAIN VIEW REDICARE OR COMMUNITY CARE

AFTER THE INITIAL CONTACT, EMPLOYEES MAY SEEK MEDICAL SERVICES USING THE PROVIDER
OF THEIR CHOICE WITH THE APPROVAL FROM THE STATE INSURANCE FUND.

BEFORE RETURNING TO WORK, THE HR DEPARTMENT MUST BE GIVEN A RETURN TO WORK
RELEASE AUTHORIZED BY A PHYSICIAN.

EMPLOYEES NOT FOLLOWING THE INITIAL SERVICE PROCEDURES MAY BE HELD RESPONSIBLE
FOR INITIAL VISIT FEES.



FMLA

FAMILY & MEDICAL LEAVE ACT:

* PROTECTS THE JOBS OF CERTAIN EMPLOYEES FOR
UP TO 12 WEEKS (PAID OR UNPAID) LEAVE.

* ENSURES CONTINUATION OF HEALTH BENEFITS
DURING THE 12 WEEKS.

* ENSURES JOB RESTORATION WHEN THE
EMPLOYEE IS ABLE TO RETURN.

THE EMPLOYEE MUST:

HAVE WORKED AT LEAST 1,250 HOURS IN THE 12 MONTHS
IMMEDIATELY PRECEDING THE DATE LEAVE IS TO BE TAKEN.

HAVE A SERIOUS HEALTH CONDITION, OR
BE ABSENT DUE TO PREGNANCY OR PRENATAL CARE, OR

BE CARING FOR SPOUSE, PARENT, OR CHILD WITH A SERIOUS
HEALTH CONDITION.

REQUESTS FOR FMLA MUST BE MADE IN WRITING TO THE
HUMAN RESOURCES OFFICER AT LEAST 30 DAYS IN ADVANCE
WHEN LEAVE IS PLANNED OR FORESEEABLE. WHEN LEAVE IS
UNPLANNED OR UNFORESEEN, THE NOTICE SHOULD BE
REASONABLE AND PRACTICAL.
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TAKING LEAVE

FULL TIME EMPLOYEES ARE GRANTED 3 PERSONAL DAYS PER YEAR AND MAY CARRY OVER THE
EQUIVALENT OF 4 DAYS PERSONAL LEAVE AT THE END OF THE SCHOOL OR EMPLOYMENT YEAR.

FULL TIME EMPLOYEES ARE GRANTED SICK LEAVE DEPENDENT UPON THEIR SCHEDULED CALENDAR DAYS.
SICK LEAVE ALLOTMENT STARTS AT 13 DAYS PER YEAR AND IS GRANTED AT THE BEGINNING OF THE
WORK PERIOD FOR THE CURRENT EMPLOYMENT YEAR. SICK LEAVE MAY BE USED FOR ABSENCES
CAUSED BY PERSONAL OR IMMEDIATE FAMILY ILLNESS, ACCIDENT, INJURY, PREVENTATIVE TREATMENT, OR
HEALTH ASSESSMENT.

IF ALL PERSONAL AND SICK LEAVE IS EXHAUSTED YOU MAY APPLY FOR LEAVE WITHOUT PAY BY
SUBMITTING A LETTER TO THE SUPERINTENDENT EXPLAINING YOUR NEED.

3 BEREAVEMENT LEAVE DAYS ARE AVAILABLE FOR THE DEATH OF AN IMMEDIATE FAMILY MEMBER. THE

TERM “IMMEDIATE FAMILY” IS DEFINED AS THE EMPLOYEE’S FATHER, MOTHER, SPOUSE, CHILD, SISTER,
BROTHER, FATHER-IN-LAW, MOTHER-IN-LAW, SISTER-IN-LAW, BROTHER-IN-LAW, SON-IN-LAW, DAUGHTER-
IN-LAW, GRANDPARENT AND GRANDCHILD. J



VOLUNTEERS

BEFORE YOU ALLOW A VOLUNTEER TO WORK INDEPENDENTLY WITH ANY STUDENT THEY MUST COMPLETE A DISTRICT
VOLUNTEER AGREEMENT AND COMPLETE A BACKGROUND CHECK WITH THE STATE DEPARMENT OF EDUCATION.

* OBTAIN AND COMPLETE A VOLUNTEER AGREEMENT FROM YOUR SECRETARY OR BUILDING ADMINISTRATOR
* HAVE THE VOLUNTEER CONTACT HUMAN RESOURCE TO SCHEDULE FINGERPRINTING AND PAPERWORK COMPLETION.
NOTE: A VOLUNTEER MAY NOT WORK ALONE WITH A STUDENT UNTIL THEIR BACKGROUND CHECK IS COMPLETED.

ADULTS WORKING IN YOUR CLASSROOM UNDER YOUR DIRECT SUPERVISION DO NOT NEED TO COMPLETE A
VOLUNTEER AGREEMENT, BUT THEY MUST COMPLETE THE VOLUNTEER REGISTRATION FORM IN YOUR BUILDING’S OFFICE.
THE VOLUNTEER’S NAME WILL THEN BE CHECKED AGAINST THE SEX OFFENDER REGISTRY BY THE BUILDING SECRETARY.



POLICIES OF NON-DISCRIMINATION IN THE WORKPLACE &

EQUAL EDUCATIONAL OPPORTUNITIES

BOARD POLICY 118.0 & 119.0

GENERAL STATEMENT ON NON-DISCRIMINATION: THE BOARD IS COMMITTED TO A POLICY OF NON-
DISCRIMINATION IN RELATION TO AGE, RACE, RELIGION, NATIONAL ORIGIN, GENDER, CREED, COLOR, MARITAL
STATUS, OR DISABILITY. THIS POLICY WILL PREVAIL IN ALL MATTERS CONCERNING STAFF, STUDENTS, THE PUBLIC,
EDUCATIONAL PROGRAMS AND SERVICES, AND INDIVIDUALS WITH WHOM THE BOARD DOES BUSINESS.

SPECIFIC AREAS COVERED BY NON-DISCRIMINATION STATEMENT: IN KEEPING WITH THE REQUIREMENTS OF
FEDERAL AND STATE LAWY, THIS SCHOOL DISTRICT WILL STRIVE TOWARD NON-DISCRIMINATION IN ANY
EMPLOYMENT ASSIGNMENT AND PROMOTION OF PERSONNEL, IN EDUCATIONAL OPPORTUNITIES AND
SERVICES OFFERED STUDENTS, IN THEIR ASSIGNMENT TO SCHOOLS AND CLASSES, IN THEIR DISCIPLINE, IN
LOCATION AND USE OF FACILITIES, AND IN EDUCATIONAL OFFERINGS AND MATERIALS.

ENCOURAGEMENT TO IMPROVE RELATIONSHIPS: THE BOARD ENCOURAGES ITS STAFF TO IMPROVE HUMAN
RELATIONS WITHIN THE SCHOOLS AND TO ESTABLISH CHANNELS THROUGH WHICH CITIZENS CAN
COMMUNICATE THEIR HUMAN RELATIONS CONCERNS TO THE ADMINISTRATION AND THE BOARD.

GENERAL STATEMENT ON EQUAL EDUCATIONAL OPPORTUNITIES: UNLAWFUL DISCRIMINATION AGAINST
STUDENTS ON THE BASIS OF RACE, GENDER, COLOR, NATIONAL ORIGIN, RELIGION, CREED, MARITAL STATUS OR
DISABILITY IN EDUCATIONAL PROGRAMS AND ACTIVITIES IS PROHIBITED. THE DISTRICT WILL NOT DISCRIMINATE
AGAINST A STUDENT ON THE BASIS OF SEXUAL ORIENTATION.

N/
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AMERICANS WITH DISABILITIES ACT

WHAT YOU NEED TO KNOW......

THIS DISTRICT WILL NOT DISCRIMINATE AGAINST EMPLOYEES AND/OR CANDIDATES FOR EMPLOYMENT ON THE
BASIS OF A DISABILITY. ALL EMPLOYEES MUST BE ABLE TO PERFORM THE ESSENTIAL FUNCTIONS OF THE
POSITION FOR WHICH THEY ARE EMPLOYED.

IN THE EVENT AN EMPLOYEE BELIEVES THAT REASONABLE ACCOMMODATIONS ARE NECESSARY:
* HE OR SHE MUST SUBMIT THE REQUEST IN WRITING TO THE SUPERINTENDENT OR DESIGNEE.

* IN CONSIDERING THE REQUESTED ACCOMMODATION, THE DISTRICT MAY REQUIRE THAT THE EMPLOYEE
SUBMIT MEDICAL AND/OR OTHER INFORMATION TO SUBSTANTIATE THE REQUEST AND MAY REQUIRE THAT
THE EMPLOYEE UNDERGO AN INDEPENDENT MEDICAL EXAMINATION. —

* THE DISTRICT MAY DENY A REQUEST FOR AN ACCOMMODATION IF IT IS UNREASONABLE AND/OR IT POSES AN
UNDUE HARDSHIP ON THE DISTRICT. \/
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TECHNOLOGY USE AGREEMENT

USE RESOURCES FOR EDUCATIONAL PURPOSES.
KEEP PASSWORDS CONFIDENTIAL AND LOG OFF BEFORE LEAVING UNATTENDED.

PROTECT THE SECURITY, INTEGRITY AND AVAILABILITY OF THE NETWORK AND ALL OTHER
TECHNOLOGY SYSTEMS. DO NOT TAMPER WITH OR BYPASS PHYSICAL OR VIRTUAL
TECHNOLOGY SYSTEMS INCLUDING BUT NOT LIMITED TO CABLING, EQUIPMENT,
ANTIVIRUS AND OTHER SOFTWARE.

USE ONLY APPROVED STANDARD TECHNOLOGY EQUIPMENT AND SOFTWARE SYSTEMS.

DO NOT INTENTIONALLY ACCESS CONTENT THAT IS ILLEGAL, SEXUALLY ORIENTED,
ABUSIVE, ETC.
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SOCIAL MEDIA GUIDELINES
> FOR TEACHERS, STAFF, VOLUNTEERS & STUDENTS
IN IDAHO FALLS SCHOOL DISTRICT @1

* IDAHO FALLS SCHOOL DISTRICT 91 RECOGNIZES THAT SOCIAL MEDIA AND OTHER ONLINE TOOLS
CAN BE A POWERFUL WAY TO CONNECT AND ENGAGE WITH STUDENTS, PARENTS AND PATRONS.
THE PURPOSE OF THESE GUIDELINES IS TO HELP TEACHERS AND STAFF USE THESE TOOLS IN A
RESPECTFUL, RELEVANT WAY THAT PROTECTS THEIR REPUTATION AND THE REPUTATION OF IDAHO
FALLS SCHOOL DISTRICT 91.

* FOR THESE PURPOSES, SOCIAL MEDIA AND ONLINE TOOLS INCLUDE, BUT ARE NOT LIMITED TG,
SOCIAL NETWORKING AND MEDIA SHARING SITES SUCH AS FACEBOOK, TWITTER, LINKEDIN,
GOOGLE+, FLICKR, TUMBLR, YOUTUBE AND INSTAGRAM. IT ALSO INCLUDES BLOGS, COMMENTS
ON WEBSITES, DISCUSSION FORUMS AND OTHER ONLINE ACTIVITY.

YN N/



THESE GUIDELINES ARE INTENDED TO COMPLEMENT, NOT REPLACE, IDAHO FALLS SCHOOL DISTRICT 91°S EXISTING POLICIES AND PROCEDURES.
THEY ALSO ARE DESIGNED TO SUPPORT THE PROFESSIONAL CODE OF ETHICS.

YOUR ONLINE BEHAVIOR SHOULD REFLECT THE SAME STANDARDS OF HONESTY, RESPECT AND CONSIDERATION YOU LIVE EVERYDAY
OFFLINE.

SOCIAL MEDIA FORUMS ARE VERY PUBLIC SO WE ASK YOU CAREFULLY CONSIDER YOUR REMARKS TO ENSURE THEY PROPERLY REPRESENT
YOUR PROFESSIONAL REPUTATION. BEFORE YOU POST OR SHARE CONTENT, ASK YOURSELF:

* WOULD | WANT THIS ON THE EVENING NEWS, ON THE FRONT PAGE OF THE NEWSPAPER OR SHARED AT A NEIGHBORHOOD BARBECUE?

* WOULD | FEEL COMFORTABLE IF MY COLLEAGUES, STUDENTS, PARENTS OR PRINCIPAL READ THIS CONTENT?

* IF YOUR ANSWER IS “NO,” YOU MAY WANT TO RECONSIDER THE POST.

EXPRESS YOUR IDEAS AND OPINIONS IN A RESPECTFUL MANNER.

BE THOUGHTFUL AND AVOID THE USE OF RACIAL SLURS, INNUENDOS, OBSCENITIES OR OTHER INAPPROPRIATE CONTENT. AND, DO NOT SHARE
CONTENT THAT COULD BE CONSIDERED OBSCENE OR INAPPROPRIATE.

USE COMMON SENSE, AND UNDERSTAND SOCIAL MEDIA BLURS THE LINES BETWEEN PUBLIC AND PRIVATE. WHILE TEACHERS AND STAFF ARE

PRIVATE CITIZENS, DEROGATORY COMMENTS ABOUT STUDENTS, COLLEAGUES OR SCHOOLS CAN DO CONSIDERABLE DAMAGE TO THEIR —

PROFESSIONAL REPUTATIONS. SUCH COMMENTS ARE NOT CONSTITUTIONALLY PROTECTED SPEECH AND CAN RESULT IN DISCIPLINARY ACTION.
AS A RESULT, WE:

* ENCOURAGE STAFF TO POST INFORMATION THAT HELPS BUILD SUPPORT FOR THE SCHOOL COMMUNITY.
* DISCOURAGE STAFF FROM COMMENTING ON OR PERPETUATING RUMORS AND OTEER UNSUPP?RTED INFORMATION.

SOCIAL MEDIA (CONTINUED) 2
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SOCIAL MEDIA (CONTINUED) o

RESPECT THE PRIVACY AND RIGHTS OF BOTH COLLEAGUES AND STUDENTS. CONFIDENTIAL STUDENT OR PERSONNEL INFORMATION SHOULD
NOT BE POSTED ONLINE. PHOTOS OR VIDEO WITH CLEARLY IDENTIFIABLE STUDENTS SHOULD NOT BE POSTED WITHOUT PRIOR PARENTAL OR
STUDENT PERMISSION, AND STAFF SHOULD BE VIGILANT NOT TO VIOLATE ANY PROVISIONS OF THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY
ACT.

YOU ARE RESPONSIBLE FOR ALL CONTENT YOU PUBLISH, INCLUDING PERSONAL COMMENTS, LINKS, PHOTOGRAPHS, AUDIO OR VIDEO FILES.
IN ADDITION, YOU ARE RESPONSIBLE FOR ANY CONTENT CREATED BY OTHERS THAT YOU CHOOSE TO SHARE OR REPOST.

YOU ALSO ARE RESPONSIBLE FOR UNDERSTANDING AND CONTROLLING PRIVACY SETTINGS ON THE SOCIAL MEDIA YOU USE. ALWAYS
ASSUME THAT DEFAULT SETTINGS WILL MAKE YOUR PROFILE AND ANY CONTENT YOU SHARE PUBLICLY ACCESSIBLE. EVEN WITH MAXIMUM
PRIVACY SETTINGS YOUR CONTENT COULD STILL FIND ITS WAYS INTO THE PUBLIC DOMAIN.

BE MINDFUL THAT ONCE YOU POST SOMETHING ONLINE, YOU REALLY CANNOT TAKE IT BACK. YOU MAY DELETE IT, BUT OTHERS MAY HAVE
ALREADY TAKEN A SCREEN SHOT, REPOSTED THE INFORMATION OR SHARED IT WITH A WIDE AUDIENCE.

BEFORE YOU CREATE ANY SOCIAL MEDIA ACCOUNT, BLOG OR WEBSITE INTENDED TO REPRESENT YOUR SCHOOL, ANY SCHOOL
ORGANIZATION OR IDAHO FALLS SCHOOL DISTRICT 91 BE SURE TO RECEIVE PRIOR APPROVAL FROM YOUR SUPERVISOR OR THE
SUPERINTENDENT.

* IN ADDITION, TEACHERS AND STAFF SHOULD NOT CLAIM TO BE SPEAKING OR ISSUING OPINIONS ON BEHALF OF IDAHO FALLS SCHOOL DISTRICT 91 OR THEIR
SCHOOL UNLESS THEY HAVE RECEIVED PRIOR APPROVAL FROM AN ADMINISTRATOR OR THE SUPERINTENDENT. =

* IN SOME CASES, STAFF MAY WANT TO ADD A DISCLAIMER STATING THEIR VIEWS AND CONTENT ARE EXCLUSIVELY THEIR OWN AND DO NOT REPRESENT THEIR

SCHOOL OR IDAHO FALLS SCHOOL DISTRICT 91.
IF YOU CREATE A SOCIAL MEDIA ACCOUNT, BLOG OR WEBSITE FOR A SCHOOL OR AN ORGANIZATION AFFILIATED WITH YOUR SCHOOL, PLEASE N
REGISTER THE SITE SO IT CAN BE INCLUDED IN THE DISTRICT'S SOCIAL MEDIA DIRECTORY. (TO REGISTER THE SITE, LOG INTO THE DISTRICT'S NEW
INTRANET -- EMPLOYEE WEBSITE -- CLICK ON THE “FORMS” TAB AND LOOK FOR THEQREGIWCIAL MEDIA” FORM.)



AESOP

— CERTIFIED STAFF

AESOP IS OUR ABSENCE RECORDING SYSTEM.
ALL ABSENCES MUST BE ENTERED INTO AESOP EVEN IF YOU DON'T REQUIRE A SUB.

YOU CAN ENTER YOUR ABSENCE VIA PHONE OR INTERNET USING THE PIN NUMBER GIVEN TO YOU BY
THE PAYROLL DEPARTMENT.

YOU MUST ALSO NOTIFY YOUR SUPERVISOR OF YOUR ABSENCE.

IF YOU ARE A TIMECARD EMPLOYEE, PLEASE MAKE SURE THE ABSENCES ON YOUR TIMECARD ARE
ENTERED INTO AESOP CORRECTLY TO PREVENT GETTING DOCKED DOUBLE FOR ONE ABSENCE.

IF YOU CANNOT GET YOUR ABSENCE INTO AESOP BEFORE YOUR ABSENCE, CONTACT YOUR
SUPERVISOR OR SCHOOL SECRETARY TO ENTER IT FOR YOU.

CONTACT HEATHER JENSEN AT SUBDISP@D91.K12.ID.US.



THE AT-WILL EMPLOYEE

NON-CERTIFIED (CLASSIFIED) EMPLOYEES ARE CONSIDERED AT-WILL EMPLOYEES WITH NO PROPERTY
RIGHTS ASSOCIATED WITH THEIR EMPLOYMENT.

BOTH THE CLASSIFIED EMPLOYEE AND THE DISTRICT REMAIN FREE TO TERMINATE THE EMPLOYMENT
RELATIONSHIP AT ANY TIME, FOR ANY REASON, WITH OR WITHOUT CAUSE OR PRIOR NOTICE.

AT THE TIME OF INITIAL EMPLOYMENT, AND ANNUALLY THEREAFTER, ALL CLASSIFIED EMPLOYEES WILL
HAVE A PERSONAL ACTION FORM (PAF) CREATED THAT LISTS THEIR POSITION AND OTHER
INFORMATION RELEVANT TO THEIR POSITION. THE PAF DOES NOT ALTER THE AT-WILL STATUS.

NOTHING IN THIS PRESENTATION IS INTENDED TO EXPRESS OR IMPLY ANY RIGHTS OR PRIVILEGES ON
THE PART OF CLASSIFIED EMPLOYEES.

NO POLICY, PRACTICE OR PROCEDURE DESCRIBED IN THIS PRESENTATION IS INTENDED TO CREATE
LEGALLY ENFORCEABLE RIGHTS EVEN THOUGH IT HAS BEEN STRICTLY ADHERED TO BY THE DISTRICT OR
ITS EMPLOYEES IN THE PAST.

THE COMPLETION OF ANY PROBATIONARY PERIOD DOES NOT ENDOW THE SUCCESSFUL EMPLOYEE
WITH ANY FURTHER LEGALLY ENFORCEABLE RIGHTS. |
D —
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POLICIES AND HANDBOOKS

* BOARD POLICY IS AVAILABLE ON THE DISTRICT WEBSITE AT

* CLASSIFIED EMPLOYEES SHOULD REFER TO THE CLASSIFIED EMPLOYEE HANDBOOK ON THE
DISTRICT'S EMPLOYEE WEBSITE AT

* CERTIFIED EMPLOYEES SHOULD REFER TO THE NEGOTIATED MASTER CONTRACT ON THE
DISTRICT'S WEBSITE AT


http://www2.d91.k12.id.us/WebLink/Browse.aspx?dbid=0&startid=78930&row=1&cr=1
http://www.d91.k12.id.us/documents/employees/ClassifiedHandbook.pdf
http://www.ifschools.org/board/NegotiatedMasterContract-2016-17.pdf
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THANK YOU
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 THANK YOU FOR COMPLETING THIS REVIEW.

* PLEASE BE SURE TO SIGN THE VERIFICATION FORM AND SUBMIT IT TO YOUR PRINCIPAL OR
BUILDING SECRETARY.

THANK YOU FOR ALL THAT YOU DO FOR THE STUDENTS OF OUR DISTRICT.




