Board of Education Regular Meeting

Monday, March 13, 2017 7:00 PM

1. Call to Order
2. Flag Salute
3. Open Meetings Act

4. Roll Call
Motion to excuse Jeff Meads from the meeting Passed with a motion by JC Ourada and a
second by Morgan Fouts.
Suzanne Brodine: Yea, Morgan Fouts: Yea, Morgan Meier: Yea, JC Ourada: Yea, John
Worthing: Yea

5.Review of Agenda
Motion to approve the agenda as presented Passed with a motion by Suzanne Brodine and a
second by John Worthing.
Suzanne Brodine: Yea, Morgan Fouts: Yea, Morgan Meier: Yea, JC Ourada: Yea, John
Worthing: Yea

6. Citizen's Comments

7. Consent Agenda
Motion to approve the Consent Agenda as presented Passed with a motion by Suzanne
Brodine and a second by John Worthing.
Suzanne Brodine: Yea, Morgan Fouts: Yea, Morgan Meier: Yea, JC Ourada: Yea, John
Worthing: Yea
Motion to approve the Consent Agenda as presented Passed with a motion by John Worthing
and a second by Morgan Meier.
Suzanne Brodine: Yea, Morgan Fouts: Yea, Morgan Meier: Yea, JC Ourada: Yea, John
Worthing: Yea

7.1.  Approval of Minutes of Previous Meeting(s)

7.1.1. Approve minutes from the February 13, 2017 Regular Meeting and the February
27,2017 Special Meeting

7.2. Payment of Invoices
7.3. Financial Reports

7.4. Approve employment recommendation of Leah Kenney, Family Consumer Science for
the 2017-2018 school year.

8. Old Business



8.1. Approve Second Reading of EIm Creek Public School Board Policies 3010-3570.
Approve Second Reading of Elm Creek Public School Board Policies 3010-3570 Passed
with a motion by JC Ourada and a second by John Worthing.

Suzanne Brodine: Yea, Morgan Fouts: Yea, Morgan Meier: Yea, JC Ourada: Yea, John
Worthing: Yea
9. New Business

9.1. Approve First Reading of Elm Creek Public School Board Policies 2000-2440
Approve First Reading of Elm Creek Public School Board Policies 2000-2440 Passed with a
motion by John Worthing and a second by Morgan Fouts.
Suzanne Brodine: Yea, Morgan Fouts: Yea, Morgan Meier: Yea, JC Ourada: Yea, John
Worthing: Yea

9.2. Option Enrollment Capacity for the 2017-2018 school year.
Option Enrollment Capacity for the 2017-2018 school year Passed with a motion by Morgan
Fouts and a second by Suzanne Brodine.
Suzanne Brodine: Yea, Morgan Fouts: Yea, Morgan Meier: Yea, JC Ourada: Yea, John
Worthing: Yea

10. Reports

10.1. Transportation Committee Report

10.2. Buildings and Ground Committee Report

10.3. Curriculum, Finance and Technology Committee

10.4. Principal's Report

10.5. Superintendent Report

11.  Next Regular Meeting - 8:00 p.m., April 10, 2017

12. Adjournment
Motion to adjourn meeting at 7:33 pm Passed with a motion by JC Ourada and a second by
Morgan Meier.

Suzanne Brodine: Yea, Morgan Fouts: Yea, Morgan Meier: Yea, JC Ourada: Yea, John
Worthing: Yea



Board of Education Regular Meeting
February 13, 2017 7:00 PM
Elm Creek Public Schools Media Center /Board of Education meeting room

Attendance Taken at 7:01 PM:

Present Board Members:
Suzanne Brodine
Morgan Fouts

Jeff Meads

Morgan Meier

JC OQurada

Absent Board Member:

John Worthing

I. Call to Order

Motion Passed: Call to Order at 7:01 with the absence of John Worthing passed
with a motion by JC QOurada and a second by Jeff Meads.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Absent

II. Flag Salute

III. Open Meetings Act
IV. Roll Call

V. Review of Agenda

Motion Passed: Motion to approve the agenda as presented passed with a motion
by Suzanne Brodine and a second by Morgan Meier.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Absent

VI. Consent Agenda

Motion Passed: Motion to approve the Consent Agenda as presented passed with a
motion by Morgan Meier and a second by Morgan Fouts.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes

Morgan Meier Yes



JC Ourada Yes
John Worthing Absent

VI.A. Approval of Minutes of Previous Meeting(s)
VI.B. Payment of Invoices

VI.C. Financial Reports

VI.D. Approve settlement with Fisher Track

VII. Old Business
VII.A. Policy 3520AR Foster Care Student Procedures - 2nd reading

Motion Passed: Policy 3520AR Foster Care Student Procedures - 2nd reading
passed with a motion by JC Ourada and a second by Suzanne Brodine.
Suzanne Brodine Yes

Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Absent

VIII. New Business
VIII.A. Policy review - 3000 section (Business) 1lst reading

Motion Passed: Policy review - 3000 section (Business) 1lst reading passed with
a motion by JC Ourada and a second by Jeff Meads.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Absent

VIII.B. Recognize the Elm Creek Education Association as the sole bargaining
unit for Elm Creek teaching staff for the 2018-2019 contract year.

Motion Passed: Recognize the Elm Creek Education Association as the sole
bargaining unit for Elm Creek teaching staff for the 2018-2019 contract year
passed with a motion by JC Ourada and a second by Morgan Fouts.

Suzanne Brodine Yes

Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Absent

VIII.C. Approve Superintendent contract

Motion Passed: Approve Superintendent contract passed with a motion by Suzanne
Brodine and a second by Morgan Meier.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Absent

VIII.D. Approve purchase of Band Uniforms



Motion Passed: Approve purchase of Band Uniforms passed with a motion by JC
OQurada and a second by Suzanne Brodine.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Absent

VIII.E. Approve Social Studies Curriculum proposal

Motion Passed: Approve Social Studies Curriculum proposal passed with a motion
by Suzanne Brodine and a second by Jeff Meads.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Absent

VIII.F. Approval of ESU 10 Service Contracts for the 2017-18 school year

Motion Passed: Approval of ESU 10 Service Contracts for the 2017-18 school year
passed with a motion by JC Ourada and a second by Morgan Meier.
Suzanne Brodine Yes

Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Absent

VIII.G. Approve technology purchase

Motion Passed: Approve technology purchase passed with a motion by Suzanne
Brodine and a second by Morgan Meier.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes

JC Ourada Yes
John Worthing Absent
IX. Reports

IX.A. Curriculum, Finance and Technology Committee
IX.B. Transportation Committee Report

IX.C. Buildings and Ground Committee Report

IX.D. Superintendent Report

IX.D.1l. NRSCA information

X. Next Regular Meeting
XI. Adjournment
Motion Passed: Motion to adjourn meeting at 8:00 pm passed with a motion by JC

OQurada and a second by Morgan Meier.
Suzanne Brodine Yes



Morgan Fouts
Jeff Meads
Morgan Meier
JC Ourada
John Worthing

Yes
Yes
Yes
Yes
Absent

Chairperson

Superintendent



Board of Education Regular Meeting
February 27, 2017 7:00 AM
Elm Creek Public Schools Media Center /Board of Education meeting room

Attendance Taken at 7:04 AM:

Present Board Members:
Suzanne Brodine
Morgan Fouts

Jeff Meads

Morgan Meier

JC Ourada

John Worthing

I. Call to Order

II. Flag Salute

ITI. Open Meetings Act
IV. Roll Call

V. Review of Agenda

Motion Passed: Motion to approve the agenda as presented passed with a motion
by Suzanne Brodine and a second by Morgan Fouts.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Yes

VI. Executive Session
VI.A. Motion to enter Executive Session

Motion Passed: Motion to enter Executive Session at 7:05 am passed with a
motion by JC Ourada and a second by Suzanne Brodine.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Yes

VI.B. Motion to exit Executive Session and resume regular meeting

Motion Passed: Motion to exit Executive Session and resume regular meeting at
7:50 am passed with a motion by JC Ourada and a second by Morgan Meier.
Suzanne Brodine Yes

Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes

JC OQurada Yes



John Worthing Yes

VII. Consent Agenda

VII.A. Approve PK-6 and 7-12 Principal recommendations for the 2017-2018 school
year.

Motion Passed: Motion to approve the Consent Agenda as presented passed with a
motion by John Worthing and a second by Jeff Meads.

Suzanne Brodine Yes
Morgan Fouts No
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Yes

VIII. Adjournment

Motion Passed: Motion to adjourn meeting passed with a motion by JC Ourada and
a second by Suzanne Brodine.

Suzanne Brodine Yes
Morgan Fouts Yes
Jeff Meads Yes
Morgan Meier Yes
JC Ourada Yes
John Worthing Yes
Chairperson

Superintendent



ALL Data Check Register Arranged by:
Check Number
Direct :
Dep. Check Number  Check Date Vendor ID Vendor Name
Invoice Invoice Date PO Number PO Date Description Amount
Checks Printed
1 - GENERAL FUND
Bank Account :A - General Fund
00014703 03/13/2017 ADVANCEDW ADVANCED WATER COMPANY
6595 02/14/2017 03/07/2017 SERVICE CONTRACT 4,515.00
Check Total 4,515.00
00014704 03/13/2017 AGRICCOP CHS AGR! SERVICE CENTER
022817 02/28/2017 03/07/2017 FUEL 2,139.07
Check Total 2,139.07
00014705 031312017 ALPHAREH ALPHA REHABILITATION P.C.
1470 0212812017 03/07/2017  SPED SERVICES 374.01
Check Total 374.01
00014706 03/13/2017 APPLEINC APPLE INC
022017 0212072017 : 03/07/2017 1st PAYMENT - [PAD LEASE 12,504.92
Check Total 12,504.92
00014707 03/13/2017 ARNOLDM ARNOCLD MOTOR SUPPLY
76-_1 31973 02/16/2017 03/07/2017 BATTERIES 70.95
Check Total 70.95
00014708 03/13/2017 BAUERRI RICK BAUER
02282017 0272812017 03/07/2017 45,00
Check Total 45,00
00014709 03/13/2017 BLACKHILLS BLACK HILLS ENERGY
02231701 02/23/2017 03/07/2017 225 EAST 80YD 1,228.77
02231740 02/23/2017 03/07/2017 230 EAST CALKINS 3,244.82
02231794 02/23/2017 03/07/2017 122 N CHURCH 44.00
Check Total 4,517.59
00014710 03/13/2017 C&S TRUCK C&S TRUCK & SALVAGE
89564 02/14/2017 03/07/2017 2013 RADIATOR REPAIRS 1,358.42
Check Total 1,358.42
00014711 03/13/2017 CENTURY CENTURYLINK
020717 02/07/2017 03/07/2017  TELEPHONE SERVICE 314.94
Check Total 314.94
00014712 03/13/2017 CHARTERC CHARTER COMMUNICATIONS
022417 02/24/2017 03/07/2017 INTERNET 211.28
Check Total 211.28
00014713 03/13/2017 CHEMSEARCH CHEMSEARCH
2634989 02/28/2017 03/07/2017 TRAILBLAZER MAXX §78.00
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Check Register

ALL Data Arranged by:
. Check Number
Direct |, .
Dep. Check Numbsr  Check Date Vendor ID Vendor Name
Involce Invoice Date PO Number PO Date Description Amount
Check Total §75.00
00014714 0371372017 COMPUTERP COMPUTER PROS
57581 02/27/2017 03/07/12017 LENOVO TS ETC 4,899.00
Check Total 4,699.00
00014715 03/13/2017 CONDITION CONDITIONED AIR MECHANICAL SYSTEMS
10120 03/01/2017 03/07/2017 REPAIRS (LIBRARY) 3,662.50
Check Total 3,662.50
00014716 0371372017 CONFERENCE CONFERENCE TECHNOLOGIES
INV024279 02/22/2017 03/07/2017 3-YEAR SOFTWARE MAINT 1,323.00
Check Total 1.323.00
00014717 03/13/2017 COUNTRYC Country Clinic
022717 02/27/2017 03/07/12017 BUS PHYSICAL 185.00
Check Total 185.00
00014718 03/13/2017 DOUBLED Double D Cleaners
ECS010517 01/18/2017 Q3/07/2017 RAGS ETC 80.05
Check Total 80.05
00014719 03/13/2017 ECOL ECOLAB PEST ELIMINATION
9208491 02/21/2017 03/07/2017 PEST ELIM 68.61
Check Total 68.61
00014720 03/13/2017 ECOWATER ECOWATER SYSTEMS
1059367 02/07/2017 03/07/2017 SOFT SALT 192.00
Check Total 192.00
00014721 03/13/2017 ESU10 Educational Service Unit 10
030117A 03/01/2017 03/07/2017 LAMINATION 15.75
0301178 03/01/2017 03/07/2017 TECH - REPAIRS 315.00
030117C 03/01/2017 03/07/2017 VOC REHAB 433,05
030117D 03/01/2017 03/07/2017 DEAF ED 179.91
030117E 03/01/2017 03/07/2017 PTIOT 121.57
030117F 0310142017 03/07/2017 PT/IOT 1,922,980
0301176 03/01/2017 03/07/2017 SUPERVISION 307.85
030117H 03/01/2017 03/07/2017 SUPERVISION 1,569.74
0301171 03/01/2017 03/07/2017 SPEECH 1,359.06
0301174 03/01/2017 03/07/2017 PSYCH SERVICES 3.001.12
030117K 03/01/2017 03/07/2017 AUDIOLOGY 74.96
Check Total 9,301.01
00014722 03/13/2017 FOSTERC CURT FOSTER
030117 03/01/2017 03/07/2017 100.00
Check Total 100.00
00014723 03/13/2017 FOSTFAMI Foster's Femily Foods
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Check Register

ALL Data Arranged by:
Check Number
Direct .
Dep. Check Number  Check Date Vendor ID Vendor Name
Inveice Invoice Date PO Number PO Date Description Amount
CODE 14-022817 02/28/2017 03/07/2017 FOOD 185.26
Check Totat 195.26
00014724 03/13/2017 GOVCONNE GOVCONNECTION, INC.
54516270 02/03/2017 03/07/2017 REPLACEMENT LAMPS 1,063.28
54540146 02/13/2017 03/07/12017 PROXIMITY KEYFOBS 29.84
54560384 02/20/2017 03/07/2017 REPLACEMENT LAMP §31.64
Check Total 1,624.78
00014725 03/1312017 HAPPP HAPP PUBLISHING
013117 01/31/2017 03/07/2017 JANUARY MTG 120.53
Check Total 120.53
00014726 03/13/2017 HOMETOWN Hometown Leasing
030117 03/01/2017 03/07/2017 COPIERS 1,539.64
Check Total 1,539.64
00014727 03/13/2017 ISLANDSU tstand Supply Welding
164593 02/28/2017 03/07/2017 CYL RENTAL §8.80
Check Total §8.80
00014728 03/13/2017 LARRY'S LARRY'S SERVICE CENTER
37521 02/08/2017 03/07/2017 VAN 12B 120.00
37527 02/1872017 03/07/2017 IMPALA §9.21
37758 01/24/2017 03/07/2017  SERVICE 128 64.20
Check Total 243.41
00014729 0371372017 LINWELD MATHESON TRI GAS
51147581 02/28/2017 03/07/2017 124.24
Check Total 124.24
00014730 03/13/2017 MAASB BRADY MAAS
022017 02/20/2017 03/07/2017  HANDICAP RAMP 780.00
Check Total 780.00
00014731 03/13/2017 MENARD MENARDS - KEARNEY
27301 02/16/2017 03/07/2017 CLEANERS, PAINT, TILE 84.67
Check Total 84.67
00014732 03/13/2017 MIDSTATEI MID-STATES INSURANCE AGENCY
71876794022017 02/01/2017 03/07/2017 TREASURER BOND 20.00
. Check Total 20.00
00014733 03/13/2017 MOSAIC MOSAIC
AXT0217 03/02/2017 03/07/2017 FEBRUARY 2017 3,983.24
Check Total 3,963.24
00014734 03/13/12017 NECOUNATT NEBRASKA COUNCIL OF SCHOOL ATTORNEYS
2707 02/06/2017 03/07/2017 SCHOOL LAW REPORTER 140.00
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Check Register

ALL Data Arranged by:
. Check Number
Direct
Dep. Check Number  Check Date Vendor ID Vendor Name
Invoice Invoice Date PO Number PO Date Dascription Amount
Check Total 140.00
00014735 03/13/2017 NPPD NEBRASKA PUBLIC POWER DISTRICT
211010056740-0 02/15/2017 03/07/2017 BUS BARN 46.88
21517
211010056744-0 02/15/2017 03/07/2017 BALLFIELD 53.65
21517
211010056748-0 02/15/2017 03/07/12017 230 E CALKINS 4,698.95
21617
Check Total 4,789.48
000147386 03/13/2017 NRCSA NE RURAL COMMUNITY SCHOOLS ASSN
2017 LEG 02/20/2017 03/07/2017 REGISTRATION 80.00
FORUM
Check Total 80.00
00014737 03/13/2017 PERRY Perry, Guthery, Haase & Gessford, PC, LLO
2711-022117 02/21/2017 03/07/2017 LEGAL SERV 300.00
2711.12-022117 02/21/2017 03/07/2017 FISHER TRACKS 330.00
Check Total 630.00
00014738 03/13/2017 PIONEERTE PIONEER TELEPHONE
465905 03/01/2017 03/07/2017 LONG DISTANCE 108.67
Check Total 108.67
00014739 03/13/2017 SERVICE SERVICEMASTER OF MID NE
13733 02/2812017 03/07/2017 2010 ADDITION 3,4686.00
13734 02/28/2017 03/07/2017 ELEM FACILITY 3,719.00
Check Total 7,185.00
00014740 0371372017 SPARQDATA SPARQDATA SOLUTIONS
753 02/24/2017 03/07/2017 NEGOTIATIONS SOFTWARE 2,800.00
Check Total 2,800.00
00014741 03/13/2017 STATENE STATE OF NEBRASKA
1048688 02/01/2017 03/07/2017 238.96
Check Total 238.96
00014742 03/13/2017 THOMPSON THE THOMPSON CO.
1857774 02/02/2017 03/07/2017 CAN LINERS, SOAP, TOWELS 277.52
1860865 02/69/12017 03/07/2017 CAN LINERS, TOWELS, TISSUE 232.68
1864098 02/16/2017 03/07/2017 CAN LINERS, TP, TOWELS 268.67
1867179 02/23/2017 03/07/2017 CAN LINERS, TP, TISSUE, TOWELS 387.05
Check Total 1,165.92
00014743 03/13/2017 VERIZON VERIZON WIRELESS
9779850263 02/06/2017 03/07/2017 CELL PHONE 51.28
Check Total 51.28
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ALL Data Check Register Arranged by:
Check Number
Direct
Dep. Check Number Check Date Vendor ID Vendor Name
Invoice Invoice Date PO Number PO Date Description Amount
00014744 03/13/2017 VILLAGEE Viitage Of EIm Creek
022817 02/28/2017 03/07/2017 1,190.00
Check Total 1,180.00
00014745 03/13/2017 WOODWARDS WOODWARDS DISPOSAL SERVICE
NO8721-879 02/25/2017 03/07/2017 SHRED SERVICE 25.00
Check Total 25.00
1 - GENERAL FUND Totals: 73,416.21
Total of Checks Printed: 73,416.21
Report Total: 73,416.21
03/08/2017 10:21:28 AM Page 6
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CHECK REGISTER FOR ACTIVITY ACCOUNT: FEBRUARY 2017

Check Number  Date Paid To Description Amount
BankID: C Activity Fund
12874 2/1/2017 "Firstier Bank JR. HIGH BB $ 365.00
12875 2/1/2017 DAVE GRIEK JH OFFICIAL $ 120.00
12876 2/1/2017 SCOTT MEIER JH OFFICIAL $ 120.00
12877 2/6/2017 FORT KEARNY CONFERENCE GIRLS BBALL QUARTERFINAL $ 1,006.60
12878 2/6/2017 KEARNEY HIGH SCHOOL STUCO DIST CONVENTION $ 40000
12879 2/6/2017 NEBRASKA PUBLIC EMPLOYEES RETIREMENT  SEPT REPORT $ 11797
12880 2/6/2017 DIVAS FLORAL SHOP & BOUTIQUE FLORICULTURE CLASS S 41.57
12881 2/27/2017 CHESTERMAN CO. POP $ 2,396.80
12882 2/7/2017 GOPHER RESISTANCE BANDS $ 139.23
12883 2/7/2017 J & H ATHLETIC EQUIP RECONDITIONING HELMETS $ 1,080.05
12884 2/7/2017 YANDA'S MUSIC CLAVIMOVER $ 350.00
12885 2/7/2017 ISAAC FRECKS OFFICIAL S 300.00
12886 2/7/2017 NATE WILLIAMS JV OFFICIAL S 120.00
12887 2/7/2017 Firstier Bank ELWQOOD - GIRLS ONLY $ 1,189.00
12888 2/7/2017 Village Of Elm Creek VILLAGE CENTER RENTAL-FFA $ ) ,_'#0.00
12889 2/8/2017- DAVE GRIEK JH OFFICIAL §” -'120.00~
12890 2/10/2017 MINDEN HIGH SCHOOL SPEECH ENTRY FEES $ 56.00
12891 2/11/2017 AMHERST PUBLIC SCHOOLS CHEER ENTRY FEES $ 5 §000
12892 2/14/2017  HOLDREGE HIGH SCHOOL SUB DISTRICT GAME $ @:;b)ﬁ
12893 ! 2/14/2017 GRAFTON & ASSOCIATES PEER ED CONFERENCE $ 5{} )
12894 2/14/2017 DIVAS FLORAL SHOP & BOUTIQUE FLORICULTURE CLASS S '9‘80‘4
12895 2/14/2017 NEBRASKA FFA ASSN CHAPTER VISIT FEE S 35'.p
12896 2/14/2017 PSAT/NMJQT TEST BOOKLETS $ . 820
12897 2/14/2017 STELLING BRASS & WINDS INSTRUMENT REPAIRS $ '43,(5.,?5
12898 2/14/2017 Foster's Family Foods SUPPLIES S 2397!
12899 2/14/2017 Cash Wa Distributing CONCESSIONS SUPPLIES S 2,012.22
12900 2/15/2017 LINCOLN JOURNAL STAR VOID-WRONG AMOUNT $ e ﬁ
12901 2/15/2017 CORPORATE PAYMENT SYSTEMS MEALS, MUSIC, BOOKS ETC ] 2,275.67
12902 2/15/2017 LINCOLN JOURNAL STAR SUBSCRIPTION $ 105.3',1..
12903 2/16/2017 HOLDREGE HIGH SCHOOL EXTRA PLAYERS, CHEER $ 33.:051
12904 2/21/2017 NE ACADEMY OF SCIENCES SCIENCE OLYMPIAD $ 120.00
12905 2/21/2017 BLUE CROSS BLUE SHIELD OF NE BOARD MEMBER INSURANCE $ 6,117.45
12906 2/21/2017 MEL ARMSTRONG REIMBURSEMENT-BUSLICENSE ~ $ . 7.69
12907 2/21/2017 SCHOLASTIC BOOK FAIRS BOOK FAIR S 1,258.82
12908 2/21/2017 PAYFLEX SYSTEMS USA FEBRUARY FEES $ 150.00
12909 2/22/2017 HOLDREGE HIGH SCHOOL EXTRA PLAYERS ETC - DIST $ +88.00
12910 2/22/2017 GI CENTRAL CATHOLIC EXTRA PLAYERS, CHEER $ 118.00
12911 2/22/2017 Firstier Bank JH GAME $ 460.00
12912 2/22/2017 NATE WILLIAMS JV BASKETBALL $ 120.00
12913 2/22/2017 DAVE GRIEK JH OFFICIAL $ 120.00
12914 2/22/2017 CRICKET SPORTS STATE WRESTLING SHIRTS $ 430.00
12915 2/22/2017 AWARDS UNLIMITED TRACK MEDALS S 888.9?
12916 2/22/2017 WAL-MART STU CO VALENTINES $ 96.59
3
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ELM CREEK SCHOOL BOARD TREASURER'S REPORTS
FOR MARCH 13, 2017

GENERAL FUND - ACCT NO. 137766

Page 1 of §

BANK BALANCE FEBRUARY 1, 2017 (Reconciled 3-3-17) $ 1,448,545.56
RECEIPTS
BUFFALO COUNTY (BOND FUNDS) $ 89,241.73
BUFFALO COUNTY (General Funds) $ 227,616.13
DAWSON COUNTY $ 12,702.13
ESU 10 $ 1,020.00
LUNCH FUND PAYROLL TRANSFER 3 6,598.95
NASB $ 1,698.00
PHELPS COUNTY $ 30,422.67
STATE - APPORTIONMENT $ 43,998.51
STATE - SPED SCHOOL AGE $ 31,257.00
STATE AID $ 4,464.90
TOTAL RECEIPTS $ 449,020.02
AVAILABLE BALANCE $ 1,897,563.58
DISBURSEMENTS:
' Bills Paid FEBRUARY 9, 2017 g 65,765.??
FEBRUARY PAYROLL $ 299,779.72
TOTAL DISBURSEMENTS $ 365,545 71
BOOK:BALANCEMARCH 1,2017 L L e i $, 1,532,019.87:
DEPRECIATION FUND - ACCT NO 14832 )
BALANCE FEBRUARY 1, 2017 $ 71,549.40
INTEREST $ -
RECEIVED $ -.
BOOK BALANCE MARCH 1, 2017 $ 71,549.40
CERTIFICATES OF DEPOSIT THRU FEBRUARY 28, 2017
#6692  Bus Depreciation 3 11,624,67
#6233 Track Maintenance - Issued 8/31/09 3 16,337.07
#6013  Track Maintenance $ 55,662.98
#6235 Unknown Capital Qutlays - Issued 8/31/09 3 16,313.00
#2232  Unemployment $ 10,785.84
#6482  Track Maintenance - Issued 8/31/2011 $ 10,199.37
#6701 ECPS-(Issued 3-12-15) $ 24,254.22
CERTIFICATE TOTALS $ 145,177.15




ELM CREEK SCHOOL BOARD TREASURER'S REPORTS

BUILDING FUND

BOND FUND (OPENED 11-12-09)

SAM/DUNS ACCOUNT (REAP-1173)

Page 2 of §

FOR MARCH 13, 2017

Balance FEBRUARY 1, 2017
INTEREST
EXPENSES
BALANCE MARCH 1, 2017

Balance FEBRUARY 1, 2017

RECEIPTS

DISBURSEMENTS (Wire Transfer - Bond Payment)
BALANCE MARCH 1, 2017

Balance FEBRUARY 1, 2017
DISBURSEMENTS
BALANCE MARCH 1, 2017

$ 69,505.08
$ 10.66
$ -
$ 69,515.74
$ 2,441.71
$ -
$ -
$ 2,447.71
$ 10,193.40
$ -
$ 10,193.40




ELM CREEK SCHOOL BOARD TREASURER'S REPORTS
FOR MARCH 13, 2017

LUNCH FUND
BANK BALANCE FEBRUARY 1, 2017 (Reconciled 3-6-17) $ 18,081.23
RECEIPTS
LUNCH SALES $ 5,284.65
Federal Reimbursement Lunch $ 6,314.68
Federal Reimbursement Breakfast $ 1,693.46
EFUND PAYMENTS $ 375.00
State Reimbursement $ 715.26
TRANSFERS FROM GENERAL ACCT 3 -
TOTAL RECEIPTS $ 14,383.05
AVAILABLE BALANCE $ 32,464.28
DISB El
Food/Groceries/Milk Etc. $ 8,685.02
General Expenses $ 382.63
Payroll Transfer $ 6,598.95
Returned Checks. $ -
TOTAL DISBURSEMENTS $ 15,666.60
BALANCE MARCH 1, 2017 $ 16,797.68
MARCH BILLS
BERNARD FOODS $ -
CASHWA $ 4,739.82
DOUBLE D $ 60.38
FOSTERS $ 39.99
HEARTLAND REFRIGERATION $ -
HILAND (MILK) $ 1,484.37
NE FOOD DISTRIBUTION PROGRAM $ 815.33
PAYROLL TRANSFER 3 8,977.70
THOMPSON $ 816.31
$ 16,933.90
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ACTIVITY FUND

TREASURER'S REPORT
3-13-17

Reconciled 3-2-17
Account Description BEG FEB EXPENSES INCOME END JAN
ACCELERATED READER $ 4,744.63 | $ - s 105.50 | $ 4,850.13
ALUMNI $ 54.28 | $ - |$ - 1§ 54.28
ANNUAL $  (9,482.14)| $ - |8 15.00 | $ (9,467.14)
ATTEND/VAL SCHOL (tea conc) $ 1,355.65 | $ - |3 - |$ 1,355.65
BAND $  (7,796.36)] $ 519.16 | $ - |s (8,315.52)
BAND CLUB $ - |3 - s - |3 -
BAND INSTR RENTAL $ 535.00 | $ - | - |$ 535.00
BBALL $  (5492.87)| 3 3,790.44 | $ 1,078.38 | $ (8,204.93)
BOARD SCHOLARSHIP FUND $ 25254 | $ - s - 1S 252.54
BOYS BBALL CLUB $ 240.08 | $ - |3 - |$ 240.08
CHEER $  1,39857($ 285.02 | § - s 1,113.55
CHOIR $  (6,093.05)| $ - 1S - | (6,093.05)
CHOIR CLUB $ 160667 |$ - |s - |8 1,606.67
CLASS OF 2009 $ (54.64)| $ - |3 - |s (54.64)
CLASS OF 2010 $ 7845 | $ - |$ - |$ 78.45
CLASS OF 2013 $ 29221 | $ - |3 - | 292.21
CLASS OF 2014 $ 116.95 | $ - |$ - |$ 116.95
CLASS OF 2015 $ 29.30 | § - |$ - |$ 29.30
CLASS OF 2016 $  (1,645.49)| $ - s - 1s (1,645.49)
CLASS OF 2017 $ 1,441.70 | $ 490.89 | $ 4400 | $ 994.81
CLASS OF 2018 $  4,642.67|9% - | - 1$ 4,642.67
CLASS OF 2019 $  458230($ - s - |3 4,582.30
CLASS OF 2020 $ 3,550.62 | $ - |$ - |$ 3,550.62
CLASS OF 2021 S 5,316.44 | $ - |$ - 1S 5,316.44
CLASS OF 2022 $ 1,443.30 | $ - s - s 1,443.30
COMP PURCHASE $ (151.23)| $ - |3 - |8 (151.23)
CONCESSIONS $  (9,981.49)| $ 4,813,27 | $ 1,390.90 { $ (13,403.86)
COURTESY COMMITTEE $ 193.30 | $ - s - s 193.30
CROSS COUNTRY $  (1,875.13) $ - 13 - s (1,875.13)
CROSS COUNTRY CLUB $ 729.70 | $ - |$ - |8 729.70
DANCE CLUB $ (476.35)| $ - |$ - s (476.35)
DRAMA $ (272.99)| $ - |s - s (272.99)
ELEM PLAYGROUND $ - |$ - |$ - |$ -
FCCLA $ 38394 | $ 50.00 | $ 91.00 | $ 424,94
FCS - PATTERNS $ 44046 | § - |$ - |$ 440.46
FFA $ 10,716.88 | $ 75.00 | $ 648.09 | $ 11,289.97
FINE ARTS $ 14,855.21($ 350.00 | $ - s 14,505.21
FOB CHECKOUT $ 270000 ($ - |3 150.00 | $ 2,850.00
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ACTIVITY FUND

TREASURER'S REPORT
3-13-17
Reconciled 3-2-17

Account Description BEG FEB EXPENSES INCOME END JAN
FOOTBALL $  (15,515.79)| $ 1,080.05 | $ - |$ (16,595.84)
FOOTBALL CLUB 96.78| $ - |$ 94.00 | $ 190.78
GENERAL DONATION FUND $ 539.10 | $ - |$ - |$ 539,10
GENERAL EXPENSES/INCOME $ 20215 | $ 3,030.08 | $ 1,263.75 | $ (1,564.18)
GENERAL POSTAGE $ (447.55)| $ - | - 1S (447.55)
GIRLS BBALL CLUB $ 828.06 | $ - |s - |$ 828.06
GOLF $  (4,26847) S - 18 - |8 (4,268.47)
GOLF CLUB $ 789,11 | $ - |$ - |$ 789.11
GYM RENT $ 5,989.50 | $ - |$ - |$ 5,989.50
IND TECH SPECIAL FUND $ 1,894.79 | $ - | - 18 1,894.79
INSURANCE S 2,857.51 | $ 6,117.46 | $ 3,246.87 | $ (13.08)
IPADs $ 17,080.72 | $ - 1 11.25 | $ 17,091.97
IRS 125 (Payflex) $  (1,250.00)| $ 150.00 | $ - 18 (1,400.00)
LASER $ 1041 | $ - s - 18 10.41
MISCELLANEOUS $ 22,38791($ - |s - |$ 22,387.91
MOTOR CLUB $ 84957 | $ - | - |8 849.57
MUSIC TRIP $ 1,974.62 | $ - S - |$ 1,974.62
NHS $ 2161191 $ 496.00 | $ 793.60 | $ 2,458.79
ONE ACT $ (71.44)| $ - |s - |8 (71.44)
PRES FREE SCHOL $ (166.36)| $ - |$ - 1S (166.36)
PRESCHOOL $ 3641475($ - | - 1$ 36,414.75
PROM $ 871.04 | $ - | - |8 871.04
RETIREMENT $ 4491 $ - |$ - s 44,91
SCHOOL PLAY $ 383.80 | $ - s - |$ 383.80
SIGN ADVERTISING $ 9,610.58 | $ - | - |$ 9,610.58
SPECIAL ED (CIRCLE OF FRIENDS) [ $ 1,274.64 | $ - s - s 1,274.64
SRS GIFTS $ (282.12){ $ - |3 - 18 (282.12)
STU COUNCIL $ 1,500.65 | $ 496.50 | $ 23740 | $ 1,241.55
SUPERMERCADO $ 176.68 | $ - |$ - |$ 176.68
SURPLUS PRO $ 93.00 | $ - s - s 93.00
TRACK $  (9,064.34) $ 888.99 | $ - 1S (9,953.33)
TRACK CLUB $ 2,906.83|S$ - | - |8 2,906.83
VOLLEYBALL $ (21,000.32)| $ - |3 K (21,000.32)
VOLLEYBALL CLUB $ 1,369.86 | $ - |3 - |$ 1,369.86
WRESTLING $  (14,256.59)| $ 119.70 | $ 14134 | $ (14,234.95)
WRESTLING CLUB(Incl INSF ck) $  (1,285.20)| $ 430.00 | $ 378.00 | $ (1,337.20)

$ 63,079.09|$ 23,182.56|$ 9,689.08 | $ 49,585.61
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general fund Mar. 1, 2017
ytd expenditure summary
current month
16/17 Budget |Expended during month| ytd expended balance % remaining
1100 All Instruction $2,325,000.00 $171,731.53 $1,057,829.15 $1,267,170.85 54.50
1200 |Special Education Programs $565,100.00 $38,707.42 $247,924.88 $317,175.12 56.13
2100 |Guidance Services $200,000.00 $14,852.46 $75,286.81 $124,713.19 62.36
2200 Library $57,500.00 $3,751.75 $23,698.47 $33,801.53 58.79
2300 |General Administration $295,000.00 $21,969.95 $91,386.53 $203,613.47 69.02
2400 Office of the Principal $125,000.00 $8,539.89 $51,452.10 $73,547.90 58.84
2500 Business Suport $432,100.00 $13,556.34 $115,862.00 $316,238.00 73.19
2600 Maint. And Operation of Buildings $555,000.00 $34,746.25 $209,146.78 $380,599.47 68.58
2700 Pupil Transportation $158,525.00 $14,562.34 $72,600.79 $85,924.21 54.20
3000 |State Categorical Programs $104,250.00 $9,229.61 $63,066.23 $41,183.77 39.50
4000 Federal Programs $210,000.00 $32,776.53 $124,249.45 $85,750.55 40.83
5000 Debt Services $0.00 $0.00
8000 |Transfers to other Funds $165,000.00 $0.00 $590,000.00 -$425,000.00 0.00
9000 Miscellaneous
$5,192,475.00 $2,722,503.19 $2,469,971.81 47.57




general fund updated 3/1/17
multiplier
ytd expenditure summary 1.0435
15/16 Budget 15/16 Actual 16/17 Budget | 16/17 projected |17/18 (4.35% increase)
1100 |All instruction $2,544,914.00 $2,055,119.00 $2,325,000.00 $2,115,660.00 $2,207,691.21
1200 [Special Education Programs $475,500.00 $492,327.00 $565,100.00 $495,850.00 $517,419.48
2100 |Guidance Services $198,419.00 $136,074.00 $200,000.00 5150,575.00 $157,125.01
2200 |Library $53,500.00 $46,401.00 $57,500.00 $47,400.00 $49,461.90|
2300 |General Administration $288,800.00 $250,912.00 $295,000.00 $182,775.00 $190,725.71
2400 |[Office of the Principal $104,100.00 $99,956.00 $125,000.00 $102,910.00 $250,000.00
2500 |Business Suport $257,100.00 $163,708.00 $432,100.00 $231,725.00 $241,805.04
2600 |Maint. And Operation of Buildings $531,200.00 $345,733.00 $555,000.00 $418,295.00 $436,490.83
2700 |Pupil Transportation $209,500.00 $123,944.00 $158,525.00 $145,205.00 $151,521.42
3000 |State Categorical Programs $101,417.00 $101,726.00 $104,250.00 $126,135.00 $131,621.87
4000 |Federal Programs $215,353.00 $157,598.00 $210,000.00 $248,500.00 $259,309.75
5000 |Debt Services $61,651.00
8000 [Transfers to other Funds $50,000.00 $165,000.00 $625,000.00 $250,000.00
9000 |Miscellaneous $2,000.00
$4,981,803.00 $4,085,149.00 $5,192,475.00 $4,890,030.00 $4,843,172.22




230 E. Calkins Ave., EIm Creek, NE 68836
(308) 856-4300 phone  (308) 856-4907 fax

Tom Reeser, Superintendent Jason Sullivan, Principal

Dear School Board,

Please accept this letter as a my formal recommendation of Mrs. Leah Kenney to be
hired for the Family Consumer Science teaching position at Elm Creek High School for
the 2017-2018 school year. It is without reservation that | endorse the hiring of Mrs.
Kenney in the aforementioned capacity.

Jason Sullivan, Ed.S.
Principal, Elm Creek Public Schools
Elm Creek, NE 68836
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Article 3 BUSINESS OPERATIONS Policy No. 3010

Business Operations

Budget Planning

1. The Superintendent, with the assistance of the Curriculum, Finance and Technology
Committee, shall direct the preparation of the school budget annually for the fiscal year
beginning September 1 and ending August 31. Income and expenditure estimates shall be based
upon the following:

A. Past experience.

B. State guidelines, legal spending limitations, and other statutes and regulations.

C. Other projection techniques.

2. The annual budget preparation shall be compatible with the long-range aims of the school
district. In addition, the Superintendent, in preparing the budget, shall consider the priorities as
established by the board for the total school program and shall equalize the educational
opportunities offered at the school.

3. The specific manner in which the annual budget shall be compiled shall be at the
discretion of the Superintendent. However, the budget shall contain the following:

A, The beginning fund balance for each fund.
B. Estimated receipts.

C. Estimated expenditures.

D. Estimated ending fund balance.

4. A report of the anticipated budget position shall be presented to the board early in each
calendar year. At this time the board will establish guidelines for the development of the budget.
The tentative budget shall then be developed for the board review, modification and approval
prior to the budget hearing.

5. The Superintendent shall each year, prior to the preparation of the budget, establish a
budget plan. The budget plan shall take into consideration all items of expenditure requests in
relationship to the total school program, and shall be mindful of equalizing the educational
opportunities at each level. In the budget plan the Superintendent will direct board budget

priorities.

6. In preparing the annual budget for the board, the Superintendent shall give to the school
principals and staff the information necessary for them to assess adequately the availability of
funds and to relate funds available to the Superintendent’s budget plan.

The principals will, based upon the availability of funds and the school’s budget plan, submit
budget recommendations to the Superintendent. Each principal’s recommendations and requests
will be evaluated according to the budget plan, then accepted or rejected for inclusion into the
proposed budget. The Superintendent will convey or make available the Superintendent’s
decisions to the principal and staff prior to developing the final document.

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3020

Business Operations

Public Review of Budget

The Superintendent shall make the tentative budget conveniently available for public inspection
and arrange for a public hearing on the tentative budget as required by law. At least one public
hearing shall be held regarding the tentative budget prior to the final action by the board. Notice
and time of such hearing together with a summary of the proposed budget statement, shall be
published as required by law.

Legal Reference: Neb. Rev. Stat. §§ 13-501 to 13-513

Date of Adoption:  November 11, 2103
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Article 3 BUSINESS OPERATIONS Policy No. 3030

Business Operations

Transfer of Funds Between Categories

All transfers of funds between the major classifications of the budget shall be according to law
and upon approval of the board. The board may make transfers of monies between the various
items within the General Fund without a rehearing on the budget. Monies may be borrowed
from one fund into another as allowed by law as long as such funds are replaced as soon as
revenues are available. :

Legal Reference: Neb. Rev. Stat. §§ 13-501 to 13-513

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3040

Business Operations

Budget as Spending Plan - Budgeted Items

After the budget has been adopted, the Superintendent shall be responsible for the proper use of
the budget by all personnel. The Superintendent shall establish and operate budget controls for
all schools and departments and shall ensure that the administration of the budget is in
conformity with the legal requirements as well as the policies and actions of the board.

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3050

Business Operations
Tuition Fees

The Board of Education may at its sole discretion allow non-resident students to attend Elm
Creek Public Schools upon payment of tuition in an amount established by the Board of
Education, and paid in advance, as and to the extent required by law.

Legal Reference: Neb. Rev. Stat. § 79-215

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3060

Business Operations

Materials Fees

Each principal is responsible, in cooperation with teachers, coaches and other instructional
personnel for planning and requesting budgetary provision for all materials and activities
recognized as part of the total school program.

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3070

Business Operations

Summer School Fees
Students who fail classes and are required to take summer school classes out of district shall be
expected to pay their own tuition and travel expenses. If Elm Creek Public Schools provides

summer school instruction, the tuition charges shall be based upon the actual costs incurred in
operation and will not be intended to provide a financial profit for the district.

Date of Adoption:  November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3080

Business Operations

Federal Funds

The Superintendent shall recommend to the Board of Education approval of applicatioh for
federal assistance under the provisions of federal laws if the use of such funds is not contrary to
the educational goals and policies of the district.

~ Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3090

Business Operations

Sale and Disposal of School Property

The Superintendent is authorized and directed to dispose of books, furniture, equipment, real
estate, and other property that is obsolete or no longer needed for school operations. Any sale of
school property is contingent on approval by the vote of at least two-thirds of the members of the
Board of Education at a regular meeting.

Such disposal may be by private sale, auction, trade-in, or by taking bids and selling to the
highest or most responsible bidder.

The following procedures shall be followed for an auction or when taking bids:

1. The intention to sell shall be publicized, via school newsletter, a weekly memo, a bulletin
posting, a newspaper advertisement, or other means suitable to the value and nature of the

property.

2. Real estate will be sold to the highest bidder, except that a minimum acceptable price
may be established prior to bidding.

3. Items which are offered for sale in an approved manner which are not sold after a
reasonable period of time may be considered to have no value and may be disposed of as
determined by the Superintendent and reported to the Board of Education.

Property that has little or no value shall be discarded or recycled as appropriate. No school

employee shall take such property for their personal use, even if the item has been placed in the
trash, without the express approval of the administration.

Legal Reference: Neb. Rev. Stat. § 79-10,114

Date of Adoption: ~ July 11,2016
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Article 3 BUSINESS OPERATIONS Policy No. 3100

Business Operations

Leasin

When inadequate space exists for the proper function of the educational program or for
administrative needs, the Board of Education may use funds to lease additional space. When the
board determines that space within its buildings is in excess of that required for the proper
functioning of the educational program or for administrative needs, the Board may lease space to
another party, providing the business of the leasing party does not distract from the reputation,
education or administration of the schools.

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3110

Business Operations

Short-Term Investing

The Treasurer of the Board has the responsibility of investing funds in savings accounts,
certificates of deposit, United States Government Securities and other legally approved
investments. The interest received on any investments shall be credited to the fund from which
the money was taken to make the investment, or in such other manner as may be permitted by
law and in the best interests of the District's financial responsibilities.

Legal Reference: Neb. Rev. Stat. § 79-1043

Date of Adoption:  November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3120

Business Operations

Depository

The Treasurer of the Board shall deposit the funds received in a bank situated within the
boundaries of the district.

The depository bank or banks shall be, from time to time, designated by the Board by formal
resolution. Such designation may be withdrawn at any time by the Board by formal resolution
entered upon its records.

If there is no bank within the district, or if the bank refuses or neglects to make application as a
depository, the board may designate any bank that is a state bank or national bank within the
State.

Legal Reference: Neb. Rev. Stat. §§ 77-2350 and 77-2350.1

Date of Adoption: November 11, 2013
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RESOLUTION

RESOLVED, that the official depository of school funds for this School District is hereby
designated to be , and that the designation of any other
institution as the depository of school funds is hereby withdrawn.

The above Resolution, having been read in its entirety, member moved
for its passage and adoption, and member seconded the same. After discussion
and on roll call vote, the following members voted in favor of passage and adoption of the above
Resolution:

The following members voted against the same:

The following members were absent or not voting:

The above Resolution, having been consented to and approved by a majority of the members
of the School Board of this School District, was declared as passed and adopted by the President ata
duly held and lawfully convened meeting in full compliance with the Nebraska open meetings law.

DATED this day of ,20

Elm Creek Public Schools

BY:

President

Attest:

Secretary

Legal Reference: Neb. Rev. Stat. §§ 77-2350 and 77-2350.01

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3130

Business Operations

Purchasing Policies

The Superintendent shall ensure that all purchases are made in the interest of economy and
efficiency. Where necessary, standards and procedures shall be established to accomplish the
following policies of the Board of Education:

1.

Purchases up to $10,000. For the greatest efficiency in expediting purchases, the
administration shall be authorized to purchase any item specifically budgeted which has a
sale price within the established limit.

Purchases from $10,000 up to $40,000. The Superintendent shall request the submission
of proposals for purchases which have a sale price within the established limit. The
Superintendent shall receive and evaluate all proposals in making a recommendation to
the Board of Education for acceptance. The Board of Education may review all
proposals submitted relating to the recommended purchase. Since this is a proposal
system, not a bidding process, the school district in no way shall be obligated to
arbitrarily award the contract to the lowest proposal, but shall reserve the right to reject
any and all proposals or to waive any informality in any proposal it deems advisable, and
to award to the proposer which, in its opinion, is most desirable.

Purchases of $40,000 and above. The Superintendent shall advertise for sealed bids
which shall be opened in conformity with any applicable laws and in compliance with
any procedures established by the Superintendent. The Board retains the right to
determine the responsibility of the bidders, and shall award the contract to the lowest
responsible bidder meeting specifications, be the bidder a member or apart from the local
community.

Any school employee who orders any supplies or equipment outside of that which has been
included in the annual budget and without written authorization of the principal or
superintendent shall be personally liable for payment for the supplies or equipment
purchased.

School employees or students purchasing supplies and equipment out of an activity account
must first secure a purchase order from the principal authorizing the purchase. Failure to do
so will cause the person to be personally liable for payment for the supplies or equipment
purchased.

Credit Card Purchasing Program

I.

The Board of Education authorizes the Superintendent or designee to contract with one or
more financial institutions, card-issuing banks, credit card companies, charge card
companies, debit card companies, or third-party merchant banks capable of operating a
purchasing card program on behalf of the District.
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Article 3 BUSINESS OPERATIONS Policy No. 3130

The Board of Education delegates to the Superintendent or designee: (a) the
determination of the type of purchasing card or cards to be utilized in the District’s
purchasing card program; and (b) the determination of which employees shall be
approved or disapproved to be assigned a purchasing card in the District’s purchasing
card program. The Superintendent shall submit the approved names to the Board, from
time to time.

The District’s purchasing card program may only be utilized for the purchase of goods
and services for and on behalf of the District. No officer or employee of the District shall
use a purchasing card for any unauthorized use.

An itemized receipt for purposes of tracking expenditures shall accompany all purchasing
card purchases. In the event that a receipt does not accompany an authorized cardholder’s
purchase, the Superintendent or designee shall temporarily or permanently suspend said
cardholder’s purchasing card privileges.

Upon the termination or suspension of employment of an individual using a purchasing
card, the Superintendent or designee shall immediately close such individual’s
purchasing card account and said employee shall immediately return the purchasing card.

Legal Reference: Neb. Rev. Stat. § 13-610

Date of Adoption: ~ July 11, 2016
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Article 3 BUSINESS OPERATIONS Policy No. 3140

Business Operations

Contracting for Services

Contractual services which by their nature are not adapted to award by competitive bidding, such
as contracts for the services of individuals possessing a high degree of professional skill, where
the ability or fitness of the individual plays an important part, are not subject to bid but are
subject to approval by the Board of Education in conformity with established policy.

Every contract for services to be provided to Elm Creek Public Schools shall require that the
contractor use a federal immigration verification system to determine the work eligibility status
of new employees physically performing services within the State of Nebraska. Such

requirement shall be deemed to be included and a part of the terms of every contract for services
with the School District, including but not limited to oral contracts.

Legal Reference: Neb. Rev. Stat. § 4-114

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3150

Business Operations

Paying for Goods and Services

At a regularly scheduled meeting of the Board the administration shall present a list of bills for
which payment is due, for the approval of the Board of Education. Supporting documents to
verify payment shall be available for review upon request.

Date of Adoption: =~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3160

Business Operations

Report of Treasurer

The Treasurer shall submit a monthly reconciliation to the Board which shall include:

1. Balances

2. Receipts

3. Disbursements
4, Investments

Date of Adoption: ~ November 11, 2013

Page 1 of 1



Article 3 BUSINESS OPERATIONS Policy No. 3170

Business Operations

Periodic Audit

An audit of the accounts of the school district shall be made annually by a certified public
accounting firm selected by the Board. The audit examination shall be conducted in accordance
with generally accepted auditing standards, shall comply with the current rules and regulations
approved by the State Board of Education, and shall include all funds over which the Board has
direct or supervisory control.

Legal Reference: Neb. Rev. Stat. § 79-1229
NDE Rule 1

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3180

Business Operations

System of Accounts

The accounting systems and procedures for the school district shall be set up so as to conform to
best business practice and existing guides from the state department of education.

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3190

Business Operations

Inventory of Equipment

An inventory of equipment shall be maintained by the Superintendent or designee and shall serve
the functions of property control and determination of necessary insurance coverage.

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3200

Business Operations

‘Monies in School Buildings

Monies collected by school district employees and by student treasurers shall be managed in a
good and prudent business manner.

All monies collected shall be receipted and accounted for and directed without delay to the
proper location of deposit.

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3210

Business Operations

Bonds

The treasurer shall give a bond or equivalent insurance coverage payable to the School District in
such amount as required by law and determined appropriate by the Board of Education. The
Board of Education may require that other school officials whose duties require the handling of
funds be bonded or obtain insurance coverage including, but not limited to, the bookkeeper,
activities director, Superintendent and cafeteria supervisor. The cost of such bonds or equivalent
insurance coverage shall be paid by the School District.

Legal Reference: Neb. Rev. Stat. §§ 79-586 and 79-589

Date of Adoption: November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3220

Business Operations

Educational Service Units - Designated Representative

The Superintendent of Schools is the designated representative of this school district for
purposes of indicating the approval or disapproval of the school district of proposals of core
services offerings and the use of the property tax levy of the educational service unit of which
the school district is a member.

Legal Reference: Neb. Rev. Stat. § 79-1242
NDE Rule 84

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3230

Business Operations

Security

The Superintendent of schools is directed to establish such rules and regulations as may be
needed to provide for security of all school district property and safety of students and staff.

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3231

Business

Video Surveillance

1.

Purpose. The Board authorizes the use of video cameras and other passive electronic
measures (such as motion detectors) for the purposes of ensuring the health, welfare and
safety of staff, students and visitors, safeguarding District facilities and equipment, and
maintaining student discipline and an appropriate educational and work environment.

Placement. Video cameras and similar devises are authorized to be used on school
facilities, school vehicles and other places within the control of the District. The locations
in which the devices will be placed and the times the devices will be in use are to be
determined by the Superintendent or the Superintendent’s designee consistent with the
purposes set forth in this Policy. The devices shall not be placed or operational in
locations in which individuals have a high expectation of privacy, such as restrooms and
locker rooms.

Notice. Notice of the fact that video surveillance cameras are being utilized shall be given
through appropriate mechanisms, such as by posting signs in the building entry and other
locations and by including a notice in the student-parent and staff handbooks.

Viewing Monitors and Video Recordings. Monitors used to view video recordings are to
be located and positioned such that only authorized personnel are able to see the images
on the monitors. Only authorized personnel shall be allowed to view recorded video.
Authorized personnel for these purposes are: school administrators, school staff members
with a direct involvement with the recorded contents of the specific video recording and
employees or agents responsible for the technical operations of the system (for technical

purposes only).

School administrators may allow law enforcement officers to view monitors and recorded
video when such is consistent with school security and discipline and consistent with law.

Students shall not be permitted to view the monitors. Students shall not be permitted to
view recorded video except where the individual student is the focus of the recorded
video.

Use of Video Recordings. Video records may be used as a basis for student or employee
disciplinary action and for making reports to law enforcement.

Video Recordings as Education Records. Video recordings which are considered to be
“education records” within the scope of FERPA shall be maintained in accordance with
FERPA and other applicable laws. A video recording may be considered an education
record when a specific student is the focus of the video recording.
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Article 3 BUSINESS OPERATIONS Policy No. 3231

For example, if the video recording shows a student violating a school rule, the video
recording is an education record of that student. It may be viewed on request by that
student’s parent (or the student if age 18 or older). The video recording may not be
viewed by, nor will a copy be given to, others without the parent’s written consent unless
a FERPA exception exists.

In the event more than one student is a focal point of the video recording, it may be an
education record of each such student. This would be the case, for example, if two
students are recorded fighting. In that event, the school would allow both set of parents
an opportunity on request to view the video, but will not give a copy of the video to either
set of parents, without the written consent of the other student’s parent.

7. Maintaining Video Recordings. The District shall comply with all applicable state and
federal laws related to record maintenance and retention of video recordings. Video
recordings that contain personal information shall be securely stored and, when such
recordings are no longer needed or required to be maintained, shall be properly disposed
of or erased.

8. Maintaining the Integrity of the Video Surveillance System. The building principals shall
be responsible for periodically checking the video surveillance system within their

building to ensure it is operating properly. Students or staff who vandalize, damage,
disable, or render inoperable surveillance cameras or equipment, or use the video
surveillance system in a manner that is not consistent with the purposes set forth in this
Policy, shall be subject to appropriate disciplinary action (up to and including expulsion,
for a student, and termination, for a staff member) and referral to appropriate law
enforcement authorities.

Legal Reference: Family Educational Rights and Privacy Act, 20 US.C. § 1232(g) (34
C.F.R Part 99)
State Records Administrator Guidelines:
Schedule 10: Records of Local School Districts (Feb. 1989)
Schedule 24: Local Agencies General Records (March 2005)
Electronic Imaging Guidelines (March 2003)

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3240

Business Operations

Risk Management and Safety Committee

Elm Creek Public Schools is committed to providing and maintaining a safe and healthy work
environment. The administration is to make the safety of employees an integral part of the
management function. Each employee is to make safety an integral part of their duties by
following established safety regulations and procedures, assisting in accident prevention
activities by reporting any job-related injury to the administration immediately, reporting unsafe
conditions immediately, and providing suggestions to eliminate accidents and injuries. Failure to
follow safety rules may lead to disciplinary action up to and including termination.

Safety and health management is the ultimate responsibility of the Board. Functional authority
for continued development and implementation of health and safety is hereby delegated to the
Superintendent or the Superintendent’s designee.

The Superintendent or designee is to establish and maintain the Safety Committee or committees
as required by law. The Safety Committee(s) shall be made up of members, hold meetings, and
perform such functions as required by law. The Safety Committee(s) shall adopt and maintain an
effective written Injury Prevention Program for the School District. The Superintendent or the
Superintendent’s designee is delegated authority and responsibility as required or allowed by law
over such Injury Prevention Program.

Management shall participate in the Safety Committee(s), in safety education and training, the
establishment of safety rules, policies and procedures as provided in Board policy, the School
District’s written Injury Prevention Program, and as otherwise provided by law. The

Superintendent shall ensure that records of safety law compliance and workplace injuries are
created and retained as required by law.

Legal Reference: Neb. Rev. Stat. §§ 48-443 to 48-445

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3250

Business Operations

Trespassers

Restrictions on the use of school buildings and grounds may be implemented by administrative
action. The Board gives all district and building administrators and their designees full power
and authority to implement and enforce restrictions on access to school property and to issue no
trespassing commands and stay away/no trespassing letters. Such action shall be taken consistent
with constitutional and other legal rights.

Al district and building administrators and their designees shall have full power and authority to
direct any individual or group to leave school grounds and stay away where such individual or
group has:

1. failed to comply with identification or check-in procedures,
are determined by such administrators or designees to not have a legitimate school
purpose to be on school grounds, or

3. who are determined by such administrators or designees to present a risk to the
safety of building users or a risk of disruption to the educational program,
including without limitation, registered sex offenders.

A refusal to leave or stay away as directed will be considered trespassing and shall be reported
by the administrators or their designees to proper law enforcement authorities.

Legal Reference: Neb. Rev. Stat. §§ 28-520 to 28-522

Date of Adoption: ~ November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3410

Business Operations

Safe Driving Record Standard for Drivers

Standard for Pupil Transportation Vehicle Drivers: Each person who is required to have a permit
to operate a pupil transportation vehicle for this School District shall meet all requirements to
hold and continue to hold a pupil transportation operator’s permit. One of the requirements for
obtaining such a permit is that the person have a record of satisfactory driving as determined by
Board policy. For such persons, a satisfactory driving record means a record which reflects the
absence of any of the following offenses or circumstances:

1. Motor vehicle homicide;

Driving while under the influence of alcoholic liquor or drugs or refusal to submit

to a chemical test, within the immediate prior 5 years; or,

Reckless driving or willful reckless, within the immediate prior 5 years; or

4. Accumulation of 5 or more points under the motor vehicle operators’ license point
system within the immediate prior 4 years. In the event the person has
accumulated 3 or 4 points within the immediate prior 4 years, the determination of
whether the person has a satisfactory driving record shall be made by the
Superintendent or Superintendent’s designee based on the nature and proximity of
the offense as it relates to safe transportation.

w

Standard for Drivers of Small Vehicles for Activity Trips: Each person who drives a small

vehicle (car or van) other than a pupil transportation vehicle for school activities and who is not
required to have a permit to operate a pupil transportation vehicle shall be precluded from driving
in the event it is discovered that the person does not have a record of satisfactory driving. For
such persons, a satisfactory driving record means a record which reflects the absence of any of
the following offenses or circumstances:

1. Motor vehicle homicide;

Driving while under the influence of alcoholic liquor or drugs or refusal to submit

to a chemical test, within the immediate prior 5 years; or,

Reckless driving or willful reckless, within the immediate prior 5 years; or

4. Accumulation of 5 or more points under the motor vehicle operators’ license point
system, within the immediate prior 4 years. In the event the person has
accumulated 3 or 4 points within the immediate prior 4 years, the determination of
whether the person has a satisfactory driving record shall be made by the
Superintendent or Superintendent’s designee based on the nature and proximity of
the offense as it relates to safe transportation.

w

Standard for Drivers of Other School Vehicles: Each person who drives a school vehicle other
than a pupil transportation vehicle and does not transport students in the vehicle shall be
precluded from driving in the event it is discovered that the person does not have a record of
satisfactory driving. In the event the person’s employment position requires driving vehicles as a
function of the person’s employment, the employment may be terminated in the absence of a
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record of satisfactory driving. For such persons, a satisfactory driving record means a record
which reflects the absence of any of the following offenses or circumstances:

1. Motor vehicle homicide;

Driving while under the influence of alcoholic liquor or drugs or refusal to submit

to a chemical test, within the immediate prior 5 years; or,

Reckless driving or willful reckless, within the immediate prior 5 years; or

4, Accumulation of 6 or more points under the motor vehicle operators’ license point
system within the immediate prior 4 years. In the event the person has
accumulated 3, 4 or 5 points within the immediate prior 4 years, the determination
of whether the person has a satisfactory driving record shall be made by the
Superintendent or Superintendent’s designee based on the nature and proximity of
the offense as it relates to safe transportation.

w

The record of satisfactory driving standards shall apply to all new employees from and after
adoption of this policy. Existing employees shall be subject to the same standards, provided that
the Superintendent or Superintendent’s designee may determine to permit an exception based on
the existing employee’s record of satisfactory driving while employed with the District and the
nature and proximity of prior driving offenses as such offenses relate to safe transportation.

Legal Reference: Neb. Rev. Stat. §§ 79-318, 79-602, 79-607 and 79-608
Neb. Rev. Stat. § 60-4,182 (point system)
Title 92, Nebraska Administrative Code, Chapter 91

. Date of Adoption: ~ November 11, 2013
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DRIVER CERTIFICATION
FOR USE OF DISTRICT VEHICLES OR TRANSPORTATION OF STUDENTS

This certification is required for all persons who: (1) drive District-owned or leased vehicles or
(2) drive students as part of their employment or (3) provide a pupil transportation service which

is sponsored or approved by the District.

Name Operator’s License No: License Class:

I certify that the following information is true and accurate:

I have a current and valid Nebraska motor vehicle license, current proof of
insurance, and the physical and mental ability to properly operate a motor vehicle.

My driver’s license is subject to the following restrictions (check the applicable
restrictions) and I will comply with all such restrictions:

_____ Corrective Lenses _____ Outside Mirrors

____ Automatic Signals _____ Maximum Speed Rest.
____ Mechanical Aids _____ Daylight Only

_____ Restricted Area _____ 2Lane, 2 Way Only
____ Automatic Trans. ____ No Interstate Driving
_____ No One Way Streets _____ Other:

I will abide by all rules of the road and any applicable rules of the Nebraska
Department of Education and the District relating to driving a motor vehicle. Seat
belts and child restraint systems will be utilized by all occupants. Cell phones and
other handheld wireless communication devices will not be used while the vehicle is
in motion.

I have been given instruction on emergency evacuation procedures, first aid and
other instruction applicable to the group of pupils being transported.

I certify that I am of good moral character and I will not engage in conduct or use
language inappropriate for children.

I certify that I have a satisfactory driving record. I agree to immediately notify my
supervisor or the Superintendent upon the occurrence of any of the following events:
e Suspension, revocation, withdrawal or expiration of my driver’s license;
e Any ticket or accident while in a District-owned vehicle or while engaged in
school business;
e Any ticket or accident which could result in the suspension, revocation, or
withdrawal of my driver’s license while in any vehicle at any time;
e Any circumstance which may result in any of the responses on this Driver
Certification not continuing to be completely accurate or which may indicate that
I should not be driving a school vehicle or transporting students.

Dated this day of ,20

Driver



Basic First Aid Procedures

First aid is the immediate and temporary care given to the victim of an accident or sudden illness until medical
services can be obtained. Keep these points in mind when handling situations that may require you to
administer first aid:
« Remove everyone from danger and then provide first aid in a safe location. Also, do not attempt to
make a rescue until you are sure you won’t become a victim.
« Remain calm. Keeping your composure while helping the injured person will help him/her to keep
calm and cooperate. If the person becomes anxious or excited, the damage from the injury could be
increased.
« Plan quickly what you need to do. Learn basic procedures or have your first aid information available
so you can care for the injured person.
« Send for professional help as soon as possible. The local emergency telephone number is
The school telephone number is:
« Let the person know that help is on the way and try to make them as comfortable as possible.

Evaluating the Situation and Setting Priorities
To effectively deal with emergencies, the situation must be evaluated and priorities set.

Three evaluations which must be made to Primary first aid procedures are to:
establish priorities for treatment: » Restore breathing.

+ Condition of the scene » Control bleeding.

* Type of injury » Prevent shock

* Need for treatment

Whenever possible, do not move the victim. Treat the person where you find him/her. However, several types
of situations require the person to be moved out of immediate danger, such as fire, electrocution, and drowning.

Bleeding
Bleeding needs immediate attention. Evaluate the type of bleeding and the amount of blood lost:
e Capillary oozing. Injuries to capillaries or small veins. It is indicated by steady oozing of

dark colored blood.

» Venous bleeding Bleeding from the vein. It is indicated by a flow of dark-colored blood at
a steady rate. .

« Arterial bleeding. | Bleeding from an artery. It is indicated by bright red blood flowing
quickly in spurts.

Blood flowing in a small, steady stream or small spurts can be serious, but can be controlled. Blood flowing in
a heavy stream or large spurts is very serious and must be brought under control immediately.

The primary step to control bleeding is to exert direct pressure over the wound. Place the cleanest material
available against the bleeding point and apply pressure by hand until the wound clots and can be dressed with
bandages. If necessary, apply direct, even pressure with your bare hand. If blood soaks through the bandage, do
not remove it. Apply more bandages and secure them. Make sure the bandages are not too tight so circulation
is not restricted.

Look for swelling around the wound. If the bandage interferes with the circulation of the blood, loosen it.
Elevate the wound above the level of the heart, except when there is a broken bone.

Artery Pressure Point

If direct pressure on the wound does not control bleeding, direct pressure on any artery pressure point closest to
the wound is necessary. The artery pressure point must be located between the heart and the wound.
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Tourniquet Warning

A tourniquet should only be used for hemorrhaging that cannot be controlled by direct or arterial pressure.
/=, Tourniquets are dangerous to apply, to leave on, and to remove. Stoppage of blood supply below the tourniquet

can lead to gangrene and loss of limb.

Shock
Shock occurs when the vital body functions are depressed. The three most common causes of shock are:

* Excessive bleeding

» Inadequate breathing

* Unsplintered fractures
If shock is not treated promptly, death may result, even if the injury causing the shock is not severe enough to
cause death. It is NOT recommended that drivers attempt to splint a fractured bone; instead simply treat the
victim for shock.
Recognizing shock
When a person is in shock, the skin is pale, cold, clammy, and moist with beads of sweat around the lips and
forehead. The pulse is fast, weak, or entirely absent. Breathing is shallow and irregular and the eyes are dull
and vacant with dilated pupils. The person complains of nausea and dizziness. She may be unaware of the
seriousness of the injury and then suddenly collapse.
Control of shock
The victim should lie down on top of an article of clothing, newspaper or other material and kept warm with a
light blanket. In warmer temperatures, it is not necessary to use a cover.
The person should not become overly warm so that perspiration occurs. Perspiration draws blood to the skin,
away from the interior of the body where it is needed. In order to help the flow of blood to the heart and head,

-~ elevate their legs at least 12 inches high. If there is a head or chest injury or breathing seems difficult, elevate

the chest instead of the legs.
Offer small amounts of water to the person every 15 minutes. Do not give water if the victim is vomiting,
nauseous, Or unconscious.

Burns

It is not recommended to treat burns. First aid treatment often causes complications and interferes with the
treatment given by the physicians. Keep the burned area uncontaminated and treat for shock.

Do not apply burn preparation and do not use ice water. It intensifies the shock. There are exceptions when it
may be necessary to give first aid. Chemicals may continue to burn the skin if they are not removed. Large
amounts of water should be used to flush the area free of the chemicals, particularly if it is a chemical burn of
the eyes or face.

Mouth-to-Mouth Resuscitation
Breathing may stop for the following three reasons:
« Air passage is blocked
« Nerve centers that control breathing are not functioning due to drowning, electrocution, head injury or
poisoning
« A sucking sound in the chest prevents the lungs from expanding.
In the first two cases, the skin may be blue and breathing may appear to have stopped. If there seems to be no
back injury, place the person on his back, open the mouth and clear out foreign matter with your fingers. Place
o Your hand on the victim’s forehead, tilt the head back so the chin points upward and lift jaw. This action moves
the base of the tongue away from the back of the throat so the airway is not blocked.
Pinch nostrils to prevent any leakage of air. Open your mouth wide, take a deep breath, and place your mouth
over the victim’s mouth. With a small child, place your mouth over the mouth and nose, making a tight seal.
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Blow vigorously into the mouth, while continuing to lift the lower jaw in order to keep the airway clear.
Between each breath, remove your mouth and listen for the outflow of air coming from the lungs. If you hear
air, an exchange of air has occurred. Continue to breathe for the person, blowing into the mouth approximately
12 times a minute.

After each breath, remove your mouth and listen for the exchange of air. Blow less vigorously with a small
child using shallower breaths at rate of about 20 per minute. A sign of restored breathing is a sigh or a gasp
from the victim.

Breath may be irregular at first so continue mouth-to-mouth resuscitation. If normal breathing doesn’t occur,
continue breathing for the person, alternating with others until aid arrives.

Be Prepared--Learn Cardiopulmonary Resuscitation (CPR)

CPR should be used when a person is unresponsive or when breathing or heart beat stops. Call 911
immediately. If someone is available, have him or her call emergency medical services while you begin CPR.
Try to stimulate the victim. If no response, turn them onto their back by supporting the head and neck. If head
or neck injury is suspected, do not bend or turn neck. Tilt the head back and lift chin up and out to open the
airway. Look, listen and feel for breath. If no breathing is present, seal your lips tightly around their mouth;
pinch their nose shut. Give two slow breaths (1 to 172 seconds each), until chest rises.

If no signs of circulation, place heel of one hand in the center of the chest. Compress at a rate that provides
about 100 compressions and 20 breaths per minute. For a child, compression depth should be ' to 1 inch. For
an adult, compressions should be about 2 inches.

Repeat cycle of five compressions to one breath until signs of circulation return or until help arrives.

Epilepsy

Once an epileptic seizure begins, you may not be able to move the person. Try to prevent him/her from injury,
such as striking his head or body against any hard, sharp, or hot object.

Do not restrain the person or interfere with his movements. Epilepsy victims seldom bite their tongues during
seizures. More harm is done when an object is forced between the teeth or into the mouth. Breaking teeth,
cutting lips, mouth, or tongue, can occur more often than by the tongue being bitten because of the seizure.

You should communicate information about any seizure to the parents and to the school authorities.

Choking

The Heimlich Method, or Hug of Life, is a procedure to help a choking person. Stand behind the person, place
your arms around his/her waist and grasp your hands together halfway between the navel and sternum (right
below the rib cage). Form a fist with the thumb side against the midriff area. Grasp your fist with your other
hand, press midriff area with a quick upward thrust. If the person has collapsed, turn him on his back. Straddle
him and press into the same spot with a quick upward thrust with the heel of one hand placed on top of the other
hand. Continue until object if freed and/or the person begins coughing.

Do not pound or slap a choking person on the back. This can force the object further into the throat. Artificial
respiration or offering water is useless because the throat is blocked. Children often choke from running with
food or other objects in their mouths.
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EMERGENCY EVACUATION PROCEDURES
(For Students Being Transported in Small Vehicles—Cars & Vans)

In a vehicle accident or emergency situation, the driver must use his/her best judgment to decide what action
shall be taken. As a driver, your primary responsibility is student safety. In an emergency, it may be necessary
that the vehicle be evacuated.

A Vehicle Must Be Evacuated In These Situations:

« The vehicle is on fire. It must be stopped and evacuated immediately. Passengers will move to a point 100 feet
or more from the vehicle and remain there until the vehicle driver has determined that no danger remains. If a
vehicle is unable to move and is close to existing fire or highly combustible materials, the danger of fire shall be
assumed and all passengers must be evacuated.

« The vehicle is stopped in an unsafe location and is unable to proceed (e.g., due to an accident or weather
conditions). The driver must determine immediately if it is safer for passengers to remain on the vehicle or to
evacuate. For example, if the vehicle is in the path of any train, or on or closely adjacent to any railroad tracks.

« The vehicle could change position and increase the danger. For example, if a vehicle were to come to rest near
a body of water or precipice where it could slide into the water or over a cliff, it must be evacuated;

« If there is danger of collision. Under normal traffic conditions, the vehicle should be visible for a distance of
300 feet or more. A position over a hill or around a curve where such visibility does not exist should be
considered reason for evacuation.

Important Factors In School Vehicle Evacuation: The safety of the pupils is of utmost importance and must
be given first consideration. Prior to evacuation, the emergency brakes shall be set, ignition turned off, the
transmission placed in an appropriate gear; and hazard flashers turned on to warn traffic. The driver should stay
in the vehicle during evacuation to facilitate the evacuation procedures. The driver should be familiar with any
extra equipment on the vehicle that would aid in an evacuation of a student with a disability and assure that the
student is safely evacuated.

Students should be instructed to evacuate on side of the vehicle away from the roadway—typically the
passenger side. Evacuations shall be conducted with deliberate speed. A time interval of 1% to 2 seconds per
passenger has proven to be the safest and most efficient. A vehicle should be completely evacuated in 2 V2
minutes. To insure a safe exit, passengers must have their hands free. They must leave personal belongings in
the vehicle except those needed for their safety (coats, etc.). During an evacuation, passengers must be directed
to a safe point at least 100 feet from the vehicle and remain there until given further directions.

Upon evacuation, the driver should attend to any injured students and immediately contact emergency service
(call 911 and the school). Discuss the accident only with police and school district officials. Do not leave the
scene of an accident until the safe transportation of all students has been arranged by the student’s parent, the
school, or emergency personnel.

To assist the driver in evacuations (or to respond to situations where the driver is incapacitated), mature,
responsible students should be selected and trained to lead passengers to safety from each door utilized for
evacuation. The selected student should be trained to: « turn off ignition switches; * set emergency brakes;
summon help when and where needed (instructions and telephone numbers shall be available);s use windows
for evacuation in emergencies; * set flags and reflectors or reflective triangles; * open and close service and
emergency exit doors; * direct school vehicle evacuations; perform other duties as directed by the driver.

Emergency Equipment: The driver should be familiar with and appropriately use emergency equipment during
an evacuation. Emergency equipment for a small vehicle may include the following: * reflector kit; * vehicle-
mounted hazard flashers; * body fluid clean-up kit; * first aid kits; ¢ fire extinguishers;  triangle shaped

reflectors:



Article 3 BUSINESS OPERATIONS Policy No. 3520

Business Operations

Transportation

Elm Creek Public Schools shall not provide free transportation to and from school except for
circumstances where the administration determines it to be appropriate and efficient to provide
transportation for students who would otherwise be entitled by law to a transportation allowance;
to students residing on an established route; and to students entitled by right to transportation
services.

Transportation may be provided for school activities and field trips as determined appropriate by
the administration from time to time.

Legal Reference: Neb. Rev. Stat. § 79-611
NDE Rule 91

Date of Adoption:  November 11, 2013
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Article 3 BUSINESS OPERATIONS Policy No. 3540

Business Operations

Procedures—Bidding Construction Projects

The District shall bid every project for the construction, remodeling, or repair of any school-
owned building or for site improvements when the contemplated expenditures for the project is
over $40,000.00. The bidding procedures shall comply with the requirements of state law and
shall include the following:

1.

Notice to Bidders:  The Administration shall prepare a notice to bidders containing a
general description of the scope of the project being bid; the location of the project; the
means of obtaining project documents, including plans and specifications; the date and
hour bids will close; and the date, hour and place bids are to be returned, received and
opened, and a provision that such bids will be immediately and simultaneously opened in
the presence of the bidders or representatives of the bidders, when the hour is reached for
the bids to close.

Regular Manner of Advertisement for Bids: The notice to bidders shall be published one
time in a newspaper of general circulation in the School District. The notice shall be
published at least seven (7) days prior to the date designated for the opening of such bids.
The Board of Education or Administration may, in its sole discretion, elect to utilize
further advertisement for bids as it may determine appropriate to secure a sufficient
number of qualified bidders for the scope of the project.

Bid Opening: When the hour is reached for such bids to close, bids will be immediately
and simultaneously opened in the presence of the bidders or representatives of the
bidders.

Contract Award: The contract shall be awarded to the lowest responsible bidder as to the
extent required by law. When not so required, the award shall be made on the basis of
consideration of the contract award criteria determined appropriate by the Board or
administration.

Performance and Payment Bonds. Whenever any contract is entered into for the erecting,
furnishing, or repairing of any building or other public structure or improvement, the
contractor shall be required, before commencing such work, to furnish a performance,
labor and material payment bond. The bond requirement shall not apply, however, to any
project bid or proposed which has a total cost of $10,000 or less unless the School Board
or Administration includes a bond requirement in the specifications for the project. The
bond shall be in an amount not less than the contract price. The bond shall be conditioned
on the faithful performance of the contract and the payment by the contracting party of all
laborers and mechanics for labor that is performed and of all material and equipment
rental that is actually used or rented in connection with the improvement project and the
performance of the contract. Such bond shall contain such provisions as are required by
statutes, and be in a form prescribed and required by the district.
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6.  Retention of an Architect or Engineer. The School District shall not engage in the
construction of any public works involving architecture or engineering unless the plans,
specifications, and estimates have been prepared and the construction has been observed
by an architect, a professional engineer, or a person under the direct supervision of an
architect, professional engineer, or those under the direct supervision of an architect or
professional engineer; provided that such requirement shall not apply to any public work
in which the contemplated expenditure for the complete project does not exceed eighty-
six thousand dollars ($86,000), or the dollar amount set forth in Neb. Rev. Stat. § 81-
3445, as amended from time to time.

7. Additional Procedures. Each bid for which a labor and material bond is required shall be
accompanied by a bid bond or certified check in the amount of five percent (5%) of such
bid unless the School Board or Administration waives such requirement. The Board of
Education or Administration may provide for additional procedures for the procurement,
opening and acceptance of bids as deemed appropriate for a particular project.

Legal Reference: Neb. Rev. Stat. § 52-118; Neb. Rev. Stat. § 73-101 et seq., Neb. Rev. Stat.
§ 73-106; Neb. Rev. Stat. § 81-3445

Date of Adoption: ~ November 11, 2013
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Business Operations

Rebates to School Personnel

No school employee or board member shall receive any commission, expense-paid trips, or
anything of value from individuals or companies from which the school district purchases
equipment or materials required in the operation of the school district. The operation of the school
district includes the purchase of materials for the repair and maintenance of the school plant, for
providing educational programs, for materials and supplies used in school organizations, such as
clubs, specific classes, and for comparable items.

Legal Reference: Neb. Rev. Stat. § 79-520

Date of Adoption: ~ November 11, 2013
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Business Operations

Records Management and Disposition

1.

General Standard. Records should generally be organized, managed, retained and
disposed of in accordance with law and the Secretary of State’s schedules for retention
and disposition of public records.

Records Officer. The Superintendent is hereby designated as the records officer of the
school district for purposes of this policy. Any questions about the type or category of a
record or the required retention period for it should be addressed to the records officer.

Electronic Messages. Electronic messages are communications using an electronic
system for the conduct of school district business internally, between other state and local
government agencies, and with parents, students, patrons and others in the outside world.
These messages may be in the form of e-mail, electronic document exchange (electronic
fax), and electronic data interchange (EDI). In this policy, the terms electronic messages
and e-mail are used, depending on the context, to mean the same thing. The school
district’s electronic system in which records are collected, organized, and categorized to
facilitate preservation, retrieval, use, and disposition is as follows:

a. End-User Management. End-user means anyone who creates or receives
electronic messages on the school district’s electronic system. Electronic
messages are to be managed at the end-user’s desktop rather than from a central
point. Each end-user is responsible for organizing, managing and disposing of
records that are part of his or her desktop computer.

b. Categories for Retention. Electronic messages fall within three categories: (1)
transitory messages; (2) records with a less than permanent retention period; and
(3) records with a permanent retention period. End-users are to organize, store,
retain and dispose of electronic messages according to these three categories.
This means determining which electronic messages require long-term retention,
determining who is responsible for making this decision, and establishing storage
and disposition requirements for electronic messages.

i. Transitory messages. Transitory messages include copies posted to
several persons and casual and routine communications similar to
telephone conversations. For example, as determined on an individual
case-by-case basis by the end-user, transitory messages include certain
embryonic materials, notes or drafts; unwanted and unneeded “junk” mail;
“personal” mail for employees not related to school business; unsolicited
sectarian, religious, partisan, political or commercial messages, or political
advertising or advertisements promoting particular personal or religious
beliefs, a specific ballot question, or controversial, topics or positions.
There is no retention requirement for transitory messages. Employees
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sending or receiving such communications may delete them immediately
without obtaining approval.

Less than permanent retention records. These records are governed by
the retention period for equivalent hard copy records as specified in the
approved records retention and disposition schedules. These records
should be converted to hard copy (printed) or an electronic format which
can be retrieved and interpreted (downloaded) for the legal retention
period. Employees creating or receiving such communications may delete
or destroy the records only according to the applicable retention schedule.
Questions relating to the retention or destruction of these records should
be referred to the records officer.

Permanent/archival retention records. These are records scheduled for
transfer to the Nebraska State Historical Society (NSHS). Decisions
relating to such records should be made by the records officer in
consultation with NSHS, and the State Records Administrator about either
transferring the records or maintaining them in the agency of origin. If the
transfer decision is made, the method, frequency and format of the transfer
should be determined cooperatively by the records officer, the NSHS, and
the State Records Administrator.

c. Electronic Storage Limitations. The district’s computer systems have storage
limitations. E-mails are deleted by the computer system within 60 to 90 days to
avoid operational problems. End-users are instructed that electronic messages
that are required to be maintained past that time period should be converted to
hard copy (printed) or an electronic format which can be retrieved and interpreted
(downloaded) for the legal retention period. The retention period for the particular
record is the best indicator of which storage medium or format to choose.

d. Proper Use of Electronic Messages.

i.

ii.

Non-Discrimination. Electronic messaging is not permitted to be used to
promote discrimination on the basis of race, color, national origin, age,
marital status, sex, political affiliation, religion, disability or sexual
preference; promote sexual harassment; or to promote personal, political,
or religious business or beliefs.

Permissible Use. Electronic messaging is to be used only for purposes
that are consistent with the mission of the school district. Electronic
messaging is not permitted to be used for personal purposes except for:
incidental, intermittent or occasional use which does not interfere with
performance of duties as determined by the administration, use that is
authorized pursuant to an individual use agreement, and use that
represents a form of the employee’s compensation. Electronic messaging
is not permitted to be used for personal financial gain or for the purpose of
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Article 3 BUSINESS OPERATIONS Policy No. 3560

campaigning for or against the nomination or election of a candidate or the
qualification, passage, or defeat of a ballot question. Electronic messaging
is not permitted to be used for purposes of assisting a non-profit
organization except when and to the extent such use serves a school
purpose or facilitates school district business.

iii. Conduct. Employees shall not read electronic messages received by
another employee when there is no school purpose for doing so, send
electronic messages under another employee’s name without the
employee’s consent or administrative authorization, or change or alter any
portion of a previously sent electronic message without administrative
authorization.

iv. Other Regulations. Electronic messaging is subject to all requirements of
the school district’s “Acceptable Use of Computers, Network, Internet and
Websites” policy and may be monitored and accessed at any time without
prior notice. The school district has complete authority to regulate all
electronic messaging. Electronic messaging is a privilege and not a
property right and is not a public forum. Electronic messaging is made
available subject to all board policy and regulations, these regulations,
building guidelines, use agreements, handbook provisions, and all
administrative orders or directives as issued from time to time.

4, Electronic Records

All books, papers, documents, reports, and records kept by the District may be retained as
electronic records. Minutes of the meetings of the school board may be kept as an electronic
record.

5. Litigation Holds

When litigation against the District or its employees is filed or threatened, the District will take
all reasonable action to preserve all documents and records that pertain to the issue. Such action
will in particular be taken when the litigation may be filed in federal court or otherwise subject to
federal rules of discovery.

As soon as the District is made aware of pending or threatened litigation, a litigation hold
directive will be issued by the records officer or designee. The directive will be given to all
persons suspected of having records that may pertain to the litigation issue.

The litigation hold directive overrides any records retention schedule that may otherwise call for
the disposition or destruction of the records until the litigation hold has been lifted. E-mail and
computer accounts of separated employees that have been placed on a litigation hold will be
maintained by the records officer until the hold is released.
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Employees who receive notice of a litigation hold are to preserve all records that pertain to the
litigation issue. This includes preserving electronic messages that would otherwise be deleted by
the computer system; such messages are to be converted by the recipients of the litigation hold to
hard copy (printed) or electronic format which can be retrieved and interpreted (downloaded) for
the duration of the litigation hold.

No employee who has been notified of a litigation hold may alter or delete an electronic or other
record that falls within the scope of the hold. Violation of the litigation hold may subject the
employee to disciplinary actions, up to and including dismissal, as well as personal liability for
civil and/or criminal sanctions by the courts or law enforcement agencies.

6. Settlement Agreements

A public written or electronic record of all settled claims shall be maintained.

The record for all such claims settled in the amount of fifty thousand dollars or more (or one
percent of the total annual budget of the School District, whichever is less) shall include a
written executed settlement agreement. The settlement agreement shall contain a brief
description of the claim, the party or parties released under the settlement, and the amount of the
financial compensation, if any, paid by or to the School District or on its behalf. Any such
settlement agreement shall be included as an agenda item on the next regularly scheduled public
meeting of the School Board for informational purposes or for approval if required.

Any such settled claim or settlement agreement shall be a public record. Nonetheless, specific
portions of the record may be withheld from the public to the extent permitted or provided by
statute.

The foregoing does not apply to claims made in connection with insured or self-insured health
insurance contracts.

Legal Reference: Neb. Rev. Stat. "' 84-712 through 84-712.09
Neb. Rev. Stat. " 84-1201 to 84-1227
Laws 2010, LB 742
State Records Administrator Guidelines:
Schedule 10: Records of Local School Districts (Feb. 1989)
Schedule 24: Local Agencies General Records (March 2005)
Electronic Imaging Guidelines (March 2003)

Date of Adoption: ~ August 10, 2015
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Business Operations

ESSA

It is the policy of the District to comply with the Every Student Succeeds Act (“ESSA”) and
federal grant programs in which the District participates.

1.

Authority to Sign Applications. The Superintendent is authorized to sign applications for
any of the ESSA formula grants on behalf of the District and may delegate such authority
to other administrators in the Superintendent’s discretion. The Superintendent shall
submit such applications as determined appropriate so long as acceptance of the funds
does not include conditions contrary to the policies of the Board of Education.

Supplement not Supplant. Federal funds shall be used to supplement, not supplant the
amount of funds or services available from non-federal sources, in compliance with the
requirements of federal law. ESSA funds shall not be used to provide services otherwise
required by law to be made available.

Equitable Allocation. Federal funds shall be used in a manner to ensure equitable
allocation of resources. Staff are to be assigned and curriculum materials and
instructional supplies are to be distributed to the schools in such a way that equivalence
of personnel and materials is ensured among the schools in compliance with the
requirements of federal law.

Maintenance of Effort. The District shall maintain fiscal effort related to ESSA programs
in compliance with the requirements of federal law.

Resources. The procurement of resources related to the ESSA programs, including
contracts and purchase or service agreements for such program, shall be in accordance
with the District’s written procedures for purchasing and contracting. Purchase orders
and invoices shall indicate an appropriate record of expenditures. All equipment
purchased with federal funds, including those used in nonpublic and other facilities, shall
be appropriately identified, inventoried, and when no longer useful to the program,
properly disposed. Resources such as staff, materials and equipment funded by Title I
shall be used only for children participating in the program.

Maintenance of Records. Records of all federal financial and program information shall
be kept for a minimum of 5 years after the start date of the project.

Identification of Eligible Children. The Superintendent and the designees shall implement
an appropriate process to identify children eligible for services provided under federal
programs.
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10.

11.

12.

13.

Coordination of Services. Title I services shall be coordinated and integrated with the
regular classroom, with other agencies providing services and with other federal, state
and local programs.

Standards and Expectations. Students receiving services in Title I are held to the same
standards and expectations as all other students.

Assessments. Students receiving services in Title I are assessed with the regular
population without accommodations.

Parents Right to Know. At the beginning of each school year, if the District receives
Title I funding, the District shall notify the parents of each student attending any school
receiving Title I funds that the parents may request, and the District will provide the
parents on request (and in a timely manner), information regarding the professional
qualifications of the student’s classroom teachers, including at a minimum, the following:
(A) Whether the student’s teacher—

(i) has met State qualification and licensing criteria for the grade levels and subject areas
in which the teacher provides instruction;

(i1) is teaching under emergency or other provisional status through which State
qualification or licensing criteria have been waived; and

(iii) is teaching in the field of discipline of the certification of the teacher.

(B) Whether the child is provided services by paraprofessionals and, if so, their
qualifications.

Testing Opt-Out. At the beginning of each school year, if the District receives Title I
funding, the District shall notify the parents of each student attending any school
receiving Title I funds that the parents may request, and the District will provide the
parents on request (and in a timely manner), information regarding any State or District
policy regarding student participation in any State or District assessments, including the
District’s policy and procedure on the parental right to opt the child out of such
assessment(s). The District shall also make widely available through public means
(including by posting in a clear and easily accessible manner on the District’s website)
information on each State or District assessment, including:

(A) the subject matter assessed;

(B) the purpose for which the assessment is designed and used;

(C) the source of the requirement for the assessment;

(D) the amount of time students will spend taking the assessment, and the schedule for
the assessment; and

(E) the time and format for disseminating results.

Language Instruction Programs. At the beginning of each school year, if the District
receives Title I funding, the District will implement an effective means of outreach to
parents of English learners to inform the parents regarding how the parents can—

(A) be involved in the education of their children; and

(B) be active participants in assisting their children to—

(i) attain English proficiency;
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(ii) achieve at high levels within a well-rounded education; and
(iii) meet the challenging State academic standards expected of all students.

The District will also inform parents of an English learner identified student of opportunities to
participate in various school programs, as set forth in ESSA.

14.  Other Requirements. The Superintendent shall take or cause other staff to take such
action as required by law for the District to maintain compliance with ESSA and specific
ESSA grant programs in which the District participates.

Legal Reference: ESSA

Date of Adoption:  July 11,2016
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Article 2

ADMINISTRATION Policy No. 2000

Administration

Functional Principle of Administration

A) The organization of the school staff shall be unified and directed by a single executive
head -- the Superintendent of Schools.

B) Staff organization shall be based upon a functional analysis of the services to be rendered
by the school system. '

C) The Board of Education recognizes the following services or functions within the school
system:

1.

Policy making and legislation -- functions of the Board of Education carried on
with the aid of the Superintendent of Schools.

Administration -- a function of the administrators on all levels of the school
system, unified and coordinated through the office of the Superintendent of
Schools.

Instruction -- a service performed by teachers, counselors and librarians aided by
administrative and certificated employees and their assistants.

Plant operation, maintenance, and construction -- functions under the direction of
the Superintendent of Schools.

Business affairs, to include accounting, secretarial, and clerical -- services
performed by secretaries, clerks, accountants, and others under the direction of the
Superintendent of Schools.

D) All administrators will be members of the administrative council, are expected to function as
an effective administrative team, and shall be called upon from time to time to make reports
to the board of education.

Date of Adoption: ~ December 9, 2013
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Article 2 ADMINISTRATION Policy No. 2010

Administration

Election of Administrative Personnel

All administrative positions shall be authorized by the board of education upon the recommendation
of the superintendent of schools. All administrators shall be properly certified so as to conform with
standards established by the Nebraska State Board of Education and shall have such training and
experience as deemed appropriate by the superintendent of schools. Unless otherwise indicated,
administrators are assigned, supervised, and evaluated by the superintendent of schools. Except for
an administrator who may also be categorized as a teacher, the superintendent of schools will share
evaluation summaries with the board of education. If the superintendent of schools intends to
recommend that the board of education consider amending or terminating the contract of any
administrator, said administrator's evaluation will be withheld pending its possible introduction at a
board hearing on the matter.

The rehiring and compensation package (salary/benefits) for the Superintendent shall be
considered at the regular December meeting of the Board of Education. The rehiring and
compensation package (salary/benefits) for the Principal shall be considered at the regular March
meeting of the Board of Education. Action on such rehiring and compensation packages shall be
taken by the Board of Education on or before April 15 of each year. The dates for action are
subject to modification in the discretion of the Board of Education.

Date of Adoption: ~ December 9, 2013
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Article 2 ADMINISTRATION Policy No. 2100

Adminisfration

The Superintendent of Schools

The Superintendent of Schools shall be the chief executive officer of the Elm Creek Public
Schools. As chief executive officer of the Elm Creek Public Schools, the Superintendent shall
have general oversight of the school system. The Superintendent shall be responsible for the
efficient operation of the system in all its divisions. The Superintendent shall also exercise those
duties which are mandated by the statutes and those which are specifically designated in the
Policies and Regulations of the Elm Creek Public Schools as duties of the Superintendent.

Date of Adoption:  December 9, 2013
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Administrative

Duties of the Superintendent of Schools

1.

10.

11.

12.

13.

The superintendent of schools is the chief executive officer of the board of education. The
Superintendent shall perform such duties as are assigned by the Board and be subject to
the directions given by the Board.

Serves as the educational leader of EIm Creek Public Schools.

Administers the school in conformity with the adopted policies of the board of education,
rules and regulations of the State Department of Education in accordance with state law, and
all other laws and regulations.

Enforces the policies and regulations of the Board of Education, presents
recommendations for Board policy, makes a continuous study of the development and

needs of the schools, and prepare reports as appropriate to the Board of Education on the
condition and development of the schools.

Provides long term planning to guide the board in policy development.

Makes board of education policies accessible to school board members, school personnel,
and the general public.

Informs the board of education concerning decisions that are made which are not covered in
board of education policies.

Attends all board meetings unless excused at his request, except for those executive sessions
in which the Superintendent’s reelection is under discussion.

Prepares and sends out agenda, special reports and minutes for board of education meetings
on Friday before the second Monday of each month.

Prepares for monthly and special board of education meetings.

Keeps the board informed concerning the total school program.

Keeps up-to-date on trends and laws in education by attending local, district, state, and
national meetings or conferences. Prior board of education approval needed for national
meetings and conferences. (The expenses incurred by attending these meetings will be paid

by the school district).

Directs the annual audit of school district funds: General Fund, Depreciation Fund, Activity
Fund, School Lunch Fund, Special Building Fund, Qualified Capital Purpose Undertaking
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Fund, Employee Benefit Fund, Bond Fund, Cooperative Fund, Student Fee Fund, all
Federal Programs, and the Special Education Program.

Prepares the annual budget for the ensuing year with the assistance of the staff and the board
of education. After adoption the superintendent is to make every attempt possible to operate
within the limits set forth by the budget.

Is in charge of all financial matters of the district.

Lets bids in terms of price, quality of product and service rendered when needed. On large
items in which the board requests bids or items for which action by the board of education is
required, the board of education shall determine the bid to be accepted.

Orders all supplies, textbooks, library material, AV materials, equipment furniture, etc.,
when covered by the budget or by specific order of the board of education.

After consultation with the other administrators and the appropriate staff, shall make the
selection of new textbooks or textbook series.

Keeps an up-to-date inventory of textbooks, library books, moveable equipment, AV
equipment, athletic equipment, music equipment, uniforms, typewriters, computers, etc.

With board of education approval, advertises, interviews and offers contracts to teachers.
Hires, replaces, and supervises all non-certified employees and recommends their salaries.

Assigns or transfers all school personnel to their particular school, jobs, and responsibilities
as seems best for the school system.

Develops, maintains and operates a constructive program of staff development for all
employees of the school system, and for this service the Superintendent shall have power
under budget control to employ lecturers, grant temporary leaves from work, and develop
professional library facilities as required.

Issues such handbooks, manuals or booklets as the Superintendent may deem necessary
for the effective administration of the schools. These manuals shall be distributed to the
employees, students, parents and others directly concerned. Insofar as the provisions of
such handbooks, manuals or booklets are not in violation of the policies and regulations
or the officially adopted practices and procedures of the Board or the statutes of the State,
these shall be binding.

Stresses the importance of public relations that will provide for good school-community
relations. Provides the community with adequate information about the activities of the
school.

Develops the school calendar and presents it to the board for board of education approval.
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27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

Completes, or oversees the completion of, all forms required by the State Department of
Education and sees that they are sent in before the due date.

Is responsible for the over-all upkeep and maintenance of the school facilities, grounds, and
equipment and sees to their maintenance and safety.

Is responsible for all long-range and short term planning concerning school facilities.

Shall have a census taken each year of all people under the age of twenty-one whose parents
or guardians live within the boundaries of Buffalo County School District #10-0009.

Adheres to the "Code of Ethics" set forth by the Nebraska Department of Education, the
American Association of School Administrators, and Board policy.

Oversees the scheduling of buses and drivers for all activity trips.

Forms advisory committees or councils, including members who are not employees of
the Board of Education, to advise the Superintendent in formulating policies and plans for
carrying on the work of the schools. Such committees shall be advisory only and without
expense to the School District.

Delegate duties or work to subordinate officers or employees as required for the effective
administration of the school system except in such matters as when the statutes or
resolutions of the Board of Education prohibit the delegation of such authority. Work
completed upon delegation of the Superintendent shall be deemed as having been done
by the Superintendent of Schools.

All reports or recommendations to the Board from any officer or employee under the
direction of the Superintendent shall be made to the office of the Superintendent unless
otherwise directed by the Board of Education.

A job description for the Superintendent will be adopted from time to time by the Board
of Education which the Superintendent shall be expected to adhere to.

Date of Adoption: ~ December 9, 2013
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Adopted: December 9,2013

ELM CREEK PUBLIC SCHOOLS
SUPERINTENDENT JOB DESCRIPTION

REQUIREMENTS:

A.

Education Level: M.A. or higher preferred. Must qualify for Nebraska Administrative

and Supervisory Certificate.

Certification: Must possess a Nebraska Administrative and Supervisory Certificate

at all times during employmént with a Superintendent endorsement
and such other endorsements as required by NDE Rule 10.

Experience Desired: Prior experience as a Superintendent preferred.

Other Requirements: Must have ability to work effectively with professional staff to

provide leadership in a creative learning climate.

REPORTS TO: Board of Education

OVERTIME: Exempt.

Administrative exemption: The Superintendent has the primary duty of performing
administrative functions directly related to academic instruction or training.
Executive exemption: The primary duty of the Superintendent is the management of
the school district. The Superintendent customarily and regularly directs the work of
two or more other employees and has authority to hire or fire other employees or the
Superintendent’s recommendations as to hiring, firing, promotion or other change of
status of other employees are given particular weight.

TASKS

The Superintendent is responsible for planning, directing, or coordinating the academic, clerical, or
auxiliary activities of the school district. Specific duties and responsibilities may vary depending on the
assignments given by the Board of Education. The Superintendent is expected to adhere to all Board
policies and requirements, state and federal laws and regulations, including ethics regulations. The tasks
to be performed by the Superintendent include the following:

Prepare for and attend meetings of the Board of Education and present information as requested
or as needed.

Direct and coordinate activities of teachers, administrators, and support staff at schools, public
agencies, and institutions.

Evaluate curricula, teaching methods, and programs to determine their effectiveness, efficiency,
and utilization, and to ensure that school activities comply with federal, state, and local
regulations.

Collaborate with the administrative team and teachers to develop and maintain curriculum
standards, develop mission statements, and set performance goals and objectives.

Prepare budget in accordance with Board directives and state law and regulations. Determine

allocations of funds for staff, supplies, materials, and equipment, and authorize purchases.



. Determine the scope of educational program offerings, and prepare drafts of course schedules
and descriptions in order to estimate staffing and facility requirements.

J Observe teaching methods and examine learning materials in order to evaluate and standardize
curricula and teaching techniques, and to determine areas where improvement is needed.

J Plan and develop instructional methods and content for educational, vocational, or student
activity programs.

J Prepare and submit budget requests and recommendations, or grant proposals to solicit program
funding. _ '

. Prepare, maintain, or oversee the preparation/maintenance of attendance, activity, planning, or,
personnel reports and records. '

J Recommend personnel actions related to programs and services. Conduct staff observations and

evaluations in accordance with the Board evaluation policy and legal requirements, and assure
that observations and evaluations are completed by others who are delegated such duties.
Implement improvement or corrective action plans implemented when needed. Make
recommendations on employee actions requiring Board action.

Recruit, hire, train, and evaluate primary and supplemental staff.

. Review and approve new programs, or recommend modifications to existing programs,
submitting program proposals for school board approval as necessary.

° Set educational standards and goals, and help establish policies and procedures to carry them out.

o Collect and analyze survey data, regulatory information, and data on demographic and

4 employment trends to forecast enrollment patterns and curriculum change needs.

. Confer with parents and staff to discuss educational activities, policies, and student behavioral or
learning problems. _

J Counsel and provide guidance to students regarding personal, academic, vocational, or
behavioral issues.

J Develop partnerships with businesses, communities, and other organizations to help meet
identified educational needs and to provide school-to-work programs.

J Direct and coordinate school maintenance services and the use of school facilities.

J Enforce discipline and attendance rules.

. Organize and direct committees of specialists, volunteers, and staff to provide technical and
advisory assistance for programs.

° Review and interpret government codes, and develop programs to ensure adherence to codes and
facility safety, security, and maintenance.

. Teach classes or courses to students when necessary in the absence of teachers.

. Write articles, manuals, and other publications, and assist in the distribution of promotional
literature about facilities and programs. '

J Advocate for new schools to be built, or for existing facilities to be repaired or remodeled, when
needed.

° Establish, coordinate, and oversee particular programs across school districts, such as programs

to evaluate student academic achievement.
KNOWLEDGE

The Superintendent should possess and effectively utilize knowledge in the following areas when
performing job tasks:

Superintendent Job Description 20of 11 AR 2110A



e Education and Training — Knowledge of principles and methods for curriculum and training design,
teaching and instruction for individuals and groups, and the measurement of training effects.

e Administration and Management — Knowledge of business and management principles involved in
strategic planning, resource allocation, human resources modeling, leadership technique, production
methods, and coordination of people and resources.

o English Language — Knowledge of the structure and content of the English language including the
meaning and spelling of words, rules of composition, and grammar.

o Personnel and Human Resources — Knowledge of principles and procedures for personnel
recruitment, selection, training, compensation and benefits, labor relations and negotiation, and
personnel information systems.

e Sales and Marketing — Knowledge of principles and methods for showing, promoting, and selling
products or services. This includes marketing strategy and tactics, product demonstration, sales
techniques, and sales control systems.

e Mathematics — Knowledge of arithmetic, algebra, geometry, calculus, statistics, ‘and their
applications.

¢ Communications and Media — Knowledge of media production, communication, and dissemination
techniques and methods. This includes alternative ways to inform and entertain via written, oral, and
visual media.

e Customer and Personal Service — Knowledge of principles and processes for providing customer
and personal services. This includes customer needs assessment, meeting quality standards for
services, and evaluation of customer satisfaction.

e Economics and Accounting — Knowledge of economic and accounting principles and practices, the
financial markets, banking and the analysis and reporting of financial data.

e Psychology — Knowledge of human behavior and performance; individual differences in ability,
personality, and interests; learning and motivation; psychological research methods; and the
assessment and treatment of behavioral and affective disorders.

e Clerical — Knowledge of administrative and clerical procedures and systems such as word
processing, managing files and records, stenography and transcription, designing forms, and other
office procedures and terminology.

¢ Sociology and Anthropology — Knowledge of group behavior and dynamics, societal trends and
influences, human migrations, ethnicity, cultures and their history and origins.

o Lawand Government — Knowledge of laws, legal codes, court procedures, precedents, government
regulations, executive orders, agency rules, and the democratic political process.

e Public Safety and Security — Knowledge of relevant equipment, policies, procedures, and strategies
to promote effective local, state, or national security operations for the protection of people, data,
property, and institutions.

e Telecommunications — Knowledge of transmission, broadcasting, switching, control, and operation
of telecommunications systems. ‘

o Computers and Electronics — Knowledge of circuit boards, processors, chips, electronic equipment,
and computer hardware and software, including applications and programming.

e Therapy and Counseling — Knowledge of principles, methods, and procedures for diagnosis,
treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling and
guidance.

e Food Production — Knowledge of techniques and equipment for planting, growing, and harvesting
food products (both plant and animal) for consumption, including storage/handling techniques.
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e Geography — Knowledge of principles and methods for describing the features of land, sea, and air
masses, including their physical characteristics, ‘locations, interrelationships, and distribution of
plant, animal, and human life.

o Philosophy and Theology — Knowledge of different philosophical systems and religions. This
includes their basic principles, values, ethics, ways of thinking, customs, practices, and their impact
on human culture.

e Engineering and Technology — Knowledge of the practical application of engineering science and

~ technology. This includes applying principles, techniques, procedures, and equipment to the design
and production of various goods and services.

e History and Archeology — Knowledge of historical events and their causes, indicators, and effects
on civilizations and cultures. '

e Chemistry — Knowledge of the chemical composition, structure, and properties of substances and of
the chemical processes and transformations that they undergo. This includes uses of chemicals and
their interactions, danger signs, production techniques, and disposal methods.

¢ Medicine and Dentistry — Knowledge of the information and techniques needed to diagnose and
treat human injuries, diseases, and deformities. This includes symptoms, treatment alternatives, drug
properties and interactions, and preventive health-care measures.

e Mechanical — Knowledge of machines and tools, including their designs, uses, repair, and
maintenance.

e Transportation — Knowledge of principles and methods for moving people or goods by air, rail, sea,
or road, including the relative costs and benefits. '

o Biology — Knowledge of plant and animal organisms, their tissues, cells, functions,
interdependencies, and interactions with each other and the environment.

e Fine Arts — Knowledge of the theory and techniques required to compose, produce, and perform
works of music, dance, visual arts, drama, and sculpture.

e Production and Processing — Knowledge of raw materials, production processes, quality control,
costs, and other techniques for maximizing the effective manufacture and distribution of goods.

e Building and Construction — Knowledge of materials, methods, and the tools involved in the
construction or repair of houses, buildings, or other structures such as highways and roads.

o Design — Knowledge of design techniques, tools, and principles involved in production of precision
technical plans, blueprints, drawings, and models.

e Foreign Language — Knowledge of the structure and content of a foreign (non-English) language

~ including the meaning and spelling of words, rules of composition and grammar, and pronunciation.

o Physics — Knowledge and prediction of physical principles, laws, their interrelationships, and
applications to understanding fluid, material, and atmospheric dynamics, and mechanical, electrical,
atomic and sub- atomic structures and processes.

~ SKILLS

The Superintendent should possess and effectively utilize the following skills when performing job
tasks: '

e Coordination — Adjusting actions in relation to others' actions.
Speaking — Talking to others to convey information effectively.

e Reading Comprehension — Understanding written sentences and paragraphs in work related
documents.
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Writing — Communicating effectively in writing as appropriate for the needs of the audience.

e Social Perceptiveness — Being aware of others' reactions and understanding why they react as they
do. :

e Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of
alternative solutions, conclusions or approaches to problems. '

¢ Judgment and Decision Making — Considering the relative costs and benefits of potential actions to
choose the most appropriate one.

e Active Listening — Giving full attention to what other people are saying, taking time to understand
the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

e Management of Personnel Resources — Motivating, developing, and directing people as they work,
identifying the best people for the job.

e Systems Evaluation — Identifying measures or indicators of system performance and the actions
needed to improve or correct performance, relative to the goals of the system.

e Active Learning — Understanding the implications of new information for both current and future
problem-solving and decision-making.

e Learning Strategies — Selecting and using training/instructional methods and procedures appropriate
for the situation when learning or teaching new things.

e Systems Analysis — Determining how a system should work and how changes in conditions,
operations, and the environment will affect outcomes.

o Complex Problem Solving — Identifying complex problems and reviewing related information to
develop and evaluate options and implement solutions.

e Monitoring — Monitoring/Assessing performance of yourself, other individuals, or organizations to
make improvements or take corrective action.

e Management of Financial Resources — Determining how money will be spent to get the work done,
and accounting for these expenditures.

o Instructing — Teaching others how to do something.

Management of Material Resources — Obtaining and seeing to the appropriate use of equipment,

facilities, and materials needed to do certain work.

Time Management — Managing one's own time and the time of others.

Service Orientation — Actively looking for ways to help people.

Operations Analysis — Analyzing needs and product requirements to create a design.

Mathematics — Using mathematics to solve problems.

Persuasion — Persuading others to change their minds or behavior.

Equipment Selection — Determining the kind of tools and equipment needed to do a job.

Negotiation — Bringing others together and trying to reconcile differences.

Quality Control Analysis — Conducting tests and inspections of products, services, or processes to

evaluate quality or performance.

Operation and Control — Controllmg operations of equipment or systems.

Science — Using scientific rules and methods to solve problems.

Installation — Installing equipment, machines, wiring, or programs to meet specifications.

Technology Design — Generating or adapting equipment and technology to serve user needs.

Troubleshooting — Determining causes of operating errors and deciding what to do about it.

Operation Monitoring — Watching gauges, dials, or other indicators to make sure a machme is

working properly.

o Equipment Maintenance — Performing routine maintenance on equipment and determining when
and what kind of maintenance is needed.
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e Repairing — Repairing machines or systems using the needed tools.

ABILITIES

The Superintendent is to possess and effectively utilize the following abilities when performing job
tasks:

e Oral Expression — The ability to communicate information and ideas in speaking so others will

understand.

o Written Expression — The ability to communicate information and ideas in writing so others will
understand.

e Written Comprehension — The ability to read and understand information and ideas presented in
writing.

e Oral Comprehension — The ability to listen to and understand information and ideas presented
through spoken words and sentences.

e Speech Clarity — The ability to speak clearly so others can understand you.

o Near Vision — The ability to see details at close range (within a few feet of the observer).

Fluency of Ideas — The ability to come up with a number of ideas about a topic (the number of ideas
is important, not their quality, correctness, or creativity).

o Inductive Reasoning — The ability to combine pieces of information to form general rules or
conclusions (includes finding a relationship among seemingly unrelated events).

e Deductive Reasoning — The ability to apply general rules to specific problems to produce answers
that make sense.

e Originality — The ability to come up with unusual or clever ideas about a given topic or situation, or
to develop creative ways to solve a problem.

o Information Ordering — The ability to arrange things or actions in a certain order or pattern
according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures,
mathematical operations).

e Problem Sensitivity — The ability to tell when something is wrong or is likely to go wrong. It does
not involve solving the problem, only recognizing there is a problem.

e Mathematical Reasoning — The ability to choose the right mathematical methods or formulas to
solve a problem.

o Number Facility — The ability to add, subtract, multiply, or divide quickly and correctly.

e Memorization — The ability to remember information such as words, numbers, pictures, and
procedures.

o Speech Recognition — The ability to 1dent1fy and understand the speech of another person.

e Category Flexibility — The ability to generate or use different sets of rules for combining or
grouping things in different ways.

» Speed of Closure — The ability to quickly make sense of, combine, and organize information into
meaningful patterns. :

o Selective Attention — The ability to concentrate on a task over a period of time without being
distracted.

e Time Sharing — The ability to shift back and forth between two cr more activities or sources of
information (such as speech, sounds, touch, or other sources).
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e Perceptual Speed — The ability to quickly and accurately compare similarities and differences
among sets of letters, numbers, objects, pictures, or patterns. The things to be compared may be
presented at the same time or one after the other. ThlS ability also includes comparing a presented
object with a remembered object.

e Visualization — The ability to imagine how something will look after it is moved around or when its
parts are moved or rearranged.

o Far Vision — The ability to see details at a distance.

e Auditory Attention — The ablhty to focus on a single source of sound m the presence of other
distracting sounds.

¢ Flexibility of Closure — The ability to 1dent1fy or detect a known pattern (a figure, object, word, or
sound) that is hidden in other distracting material.

e Spatial Orientation — The ability to know your location in relation to the environment or to know

" where other objects are in relation to you.
Extent Flexibility — The ability to bend, stretch, twist, or reach with your body, arms, and/or legs.

o Hearing Sensitivity — The ability to detect or tell the differences between sounds that vary in pitch
and loudness.

e Manual Dexterity — The ability to quickly move your hand, your hand together with your arm, or
your two hands to grasp, manipulate, or assemble objects.

e Finger Dexterity — The ability to make precisely coordinated movements of the fingers of one or
both hands to grasp, manipulate, or assemble very small objects.

e Wrist-Finger Speed — The ability to make fast, simple, repeated movements of the fingers, hands,
and wrists.

e Trunk Strength — The ability to use your abdominal and lower back muscles to support part of the
body repeatedly or continuously over time without 'giving out' or fatiguing.

WORK ACTIVITIES
The Superintendent is to perform the following work activities associated with this position:

e Communicating with Persons Outside Organization — Communicating with people outside the
organization, representing the organization to customers, the public, government, and other external
sources. This information can be exchanged in person, in writing, or by telephone or e-mail.

o conduct parent conferences
o make presentations

e Communicating with Supervisors, Peers, or Subordinates — Providing information to supervisors,

co-workers, and subordinates by telephone, in written form, e-mail, or in person.
o conduct or present information at Board and Board Committee meetings
o conduct or attend staff meetings

e Getting Information — Observing, receiving, and otherwise obtaining information from all relevant
sources.

e Provide Consultation and Advice to Others — Providing guidance and expert advice to management
or other groups on technical, systems-, or process-related topics.

o consult with and provide advice to the Board on operations of the school

o consult with and provide advice to the administrative team on operations of the school
o consult with parents or school personnel to determine student needs

o consult with parents or teachers to develop programs
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o recommend modifications to educational programs
e Coordinating the Work and Activities of Others — Getting members of a group to work together to
accomplish tasks.
o coordinate employee continuing education programs
o direct and coordinate activities of workers or staff
o oversee execution of organizational or program policies
e Training and Teaching Others — Identifying the educational needs of others, developing formal
educational or training programs or classes, and teaching or instructing others.
o conduct training for personnel
o coordinate educational content
o coordinate instructional outcomes
o develop instructional materials

e Establishing and Maintaining Interpersonal Relationships — Developing constructive and
cooperative working relationships with others, and maintaining them over time.
o Staffing Organizational Units — Recruiting, interviewing, selecting, hiring, and promoting

employees in an organization.
o develop staffing plan
o evaluate information from employment interviews
o hire, discharge, transfer, or promote workers
o interview job applicants
o recommend personnel actions, such as promotions, transfers, and dismissals
e Developing Objectives and Strategies — Establishing long-range objectives and specifying the
strategies and actions to achieve them.
o develop policies, procedures, methods, or standards
o establish educational policy or academic codes
o write public sector or educational grant proposals
o Organizing, Planning, and Prioritizing Work — Developmg specific goals and plans to prioritize,
organize, and accomplish your work.
o plan meetings or conferences
o use time management techniques
e Analyzing Data or Information — Identifying the underlying principles, reasons, or 1acts of
1nformat10n by breaking down information or data into separate parts.
o analyze operational or management reports or records
o analyze organizational operating practices or procedures
o analyze survey data to forecast enrollment changes
o evaluate educational outcomes
e Monitoring and Controlling Resources — Momtorlng and controlling resources and overseeing the
spending of money.
o develop budgets
e Making Decisions and Solving Problems — Analyzing information and evaluating results to choose
the best solution and solve problems.
o resolve problems in educational settings
e Guiding, Directing, and Motivating Subordinates — Providing guidance and direction to
subordinates, including setting performance standards and monitoring performance.
o assign work to staff or employees
o establish employee performance standards
* o evaluate performance of employees or contract personnel
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maintain group discipline in an educational setting

motivate workers to achieve work goals

orient new employees

o supervise student extra-curricular activities

o Identifying Objects, Actions, and Events — Identifying 1nformat10n by categorizing, estimating,
recognizing differences or similarities, and detecting changes in circumstances or events.

o Performing Administrative Activities — Performing day-to-day administrative tasks such as
maintaining information files and processing paperwork.

o administer educational institutions

o maintain educational records, reports, or files
o oversee site-based school management

o prepare educational reports

e Processing Information—Compiling, coding, categorizing, calculating, tabulating, auditing, or
verifying information or data.

e Developing and Building Teams — Encouraging and building mutual trust, respect, and cooperation
among team members.

o Judging the Qualities of Things, Services, or People — Assessing the value, importance, or quality
of things or people.

e Coaching and Developing Others — Identifying the developmental needs of others and coaching,
mentoring, or otherwise helping others to improve their knowledge or skills.

e Monitor Processes, Materials, or Surroundings — Monitoring and reviewing information from

_ materials, events, or the environment, to detect or assess problems.

e Interpreting the Meaning of Information for Others — Translating or explaining what information
means and how it can be used.

o explain rules, policies or regulations
o prepare instruction manuals

e Documenting/Recording Information — Entering, transcribing, recording, storing, or maintaining
information in written or electronic/magnetic form.

e Scheduling Work and Activities — Scheduling events, programs, and activities, as well as the work
of others.

o Estimating the Quantifiable Characteristics of Products, Events, or Information — Estimating sizes,
distances, and quantities; or determining time, costs, resources, or materials needed to perform a
work activity.

o Evaluating Information to Determine Compliance with Standards — Using relevant information and
individual judgment to determine whether events Or Processes comply with laws, regulations, or
standards.

o Updating and Using Relevant Knowledge — Keeping up-to-date technically and applying new
knowledge to your job.

o use conflict resolution techniques

use government regulations

use interpersonal communication techniques

use interviewing procedures

use public speaking techniques

o use teaching techniques

e Resolving Conflicts and Negotiating with Others — Handling complaints, settling disputes, and

resolving grievances and conflicts, or otherwise negotiating with others.

0 0O

O 0.0 O
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e Thinking Creatively — Developing, designing, or creating new applications, ideas, relationships,
systems, or products, including artistic contributions. _

e Interacting With Computers — Using computers and computer systems (including hardware and
software) to program, write software, set up functions, enter data, or process information.

e Selling or Influencing Others — Convincing others to buy merchandise/goods or to otherwise change
their minds or actions.

e Performing for or Working Directly with the Public — Performing for people or dealing directly
with the -public. This includes serving customers in restaurants and stores, and receiving clients or
guests.

e Assisting and Caring for Others — Providing personal assistance, medical attention, emotional
support, or other personal care to others such as coworkers, customers, or patients.

o counsel individuals with personal problems

e Handling and Moving Objects — Using hands and arms in handling, installing, positioning, and
moving materials, and manipulating things.

o Inspecting Equipment, Structures, or Material — Inspecting equipment, structures, or materials to
identify the cause of errors or other problems or defects.

e Performing General Physical Activities — Performing physical activities that require considerable
use of your arms and legs and moving your whole body, such as climbing, lifting, balancing,
walking, stooping, and handling of materials.

e Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment — Providing
documentation, detailed instructions, drawings, or specifications to tell others about how devices,
parts, equipment, or structures are to be fabricated, constructed, assembled, modified, maintained, or
used. , '

e Operating Vehicles, Mechanized Devices, or Equipment — Running, maneuvering, navigating, or
driving vehicles or mechanized equipment, such as passenger vehicles.

e Controlling Machines and Processes — Using either control mechanisms or direct physical activity
to operate machinés or processes (not including computers or vehicles).

e Repairing and Maintaining Electronic Equipment — Servicing, repairing, calibrating, regulating,
fine-tuning, or testing machines, devices, and equipment that operate primarily on the basis of
electrical or electronic (not mechanical) principles.

e Repairing and Maintaining Mechanical Equipment — Servicing, repairing, adjusting, and testing
machines, devices, moving parts, and equipment that operate primarily on the basis of mechanical
(not electronic) principles.

ESSENTIAL FUNCTIONS

The essential functions of the Superintendent position include the ability to perform the identified tasks
and to possess and utilize the identified knowledge, skills, and abilities and to perform the identified
work activities. The essential functions further include the ability to perform the following identified
physical requirements: '
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Stamina
1. Sitting X
2. Walking X
3. Standing X
4. Sprinting/Running X
Flexibility
5. Bending or twisting at the neck more than the average person X
6. Bending or twisting at the trunk more than the average person X
7. _Squatting/Stooping/Kneeling X
8. Reaching above the head X
9. Reaching forward
10. Repeating the same hand, arm or finger motion many times (For example:
typing, data entry, etc.)
Activities
11. Climbing (on ladders, into large trucks/vehicles, etc.) X
12. Hand/grip strength X
13. Driving on the job X
14. Typing non-stop X
Use of Arms and Hands
15. Manual dexterity (using a wrench or screwing a lid on a jar) X
16._Finger dexterity (typing or putting a nuton a bolt) X
Lifting Requirements
17. Lifting up to 10 pounds (Mark all that apply)
Floor to waist X
Waist to shoulder X
Shoulder to overhead X
18. Lifting 11 to 25 pounds (Mark all that apply)
Floor to waist X
Waist to shoulder X
Shoulder to overhead X
19. _Lifting 26 to 50 pounds (Mark all that apply)
Floor to waist X
Waist to shoulder X
Shoulder to overhead X
20. _Lifting 51 to 75 pounds (Mark all that apply)
Floor to waist X
Waist to shoulder X
Shoulder to overhead X
21. Lifting 76 plus pounds (Mark all that apply)
Floor to waist X
Waist to shoulder X
Shoulder to overhead ) X
22. Can load/items weighing over 50 pounds that are lified or carried be shared,
" or reduced into smaller loads? X
Pushing/Pulling
23. 25 to 50 pounds X
24. 5] to 75 pounds X
25. 76 to 90 pounds X
26. Over 90 pounds X
Carrying
27. 10 to 25 pounds X
28. 26 to 50 pounds X
29. 51 to 75 pounds X
30. 76 10 90 pounds X
31. Over 90 pounds X
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Article2 . | ~ ADMINISTRATION ~ Policy No. 2200

Administration

The Principalship

1.  The elementary and secondary schools shall be under the direct administrative and
supervisory control of the designated principals.

2. Principals shall perform all duties pertaining to their positions under the immediate ‘
supervision of the Superintendent.

Date of Adoption: ~ December 9, 2013
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Article 2

ADMINISTRATION Policy No. 2210

Administration

Duties of the Principal

1. General Duties

a.

. b.

The Principal shall perform such duties as are assigned by the Board and the
Superintendent.

Within limits of the law, Board regulations, and instructions from the
Superintendent, the Principal shall be the administrative authority of the
Principal's school. The Principal is responsible for a thorough knowledge of all
laws, regulations, and instructions goveming the Principal's position. The
Principal shall coordinate all administrative and supervisory activities which
occur in the Principal's building. The Principal shall be responsible for the
administration of school policies in the school under the Principal's supervision,
and for making available to the staff of the school knowledge of such regulations
as they are enacted by the Board of Education or formulated by the
Superintendent. The Principal is responsible for the detailed organization of the
school, the assignment of duties of staff members under the Principal's
supervision, and the administration of the instructional program.

The Principal shall handle complaints from patrons or parents which affect the
school, investigate the same, refer to the Superintendent all cases which the
Principal can not adjust satisfactorily, and comply with the grievance and
complaint policies established by the Board of Education and the Superintendent.
The Principal is responsible for the efficiency of the teachers and other staff
members under the Principal's supervision, and shall evaluate them in accordance
with established procedures as may be defined by the Board of Education and the
Superintendent.

A job description for Principals will be adopted from time to time by the Board of
Education which the Principals shall be expected to adhere to.

2. Responsibility and Authority

a. The Principal is directly responsible to the Superintendent for all aspects of the
management of the School as assigned, and for any general school assignments as
delegated by the Superintendent.

b. The Elementary Principal is the immediate supervisor of all Elementary
professional and support staff members.

3. Specific Duties
a. Attend all Board of Education meetings unless excused by the Superintendent.
b. Participate as a member of the administrative team, with involvement in matters

including, but not limited to:
i. Evaluation of the curriculum
ii. Supervision of buildings and grounds maintenance
iii. Creation (& updating) of job descriptions for all positions
iv. Analysis of achievement test data
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Article 2

ADMINISTRATION Policy No. 2210
v. Supervision of co-curricular activities
C. Participate as a member of the Academic Advisory Council
d. Review Elementary staff members' requisitions and make recommendation to the
Superintendent.
e. Maintain records, issue reports, send communications, and write documents

including the following:

i.
ii.
iii.

iv.
V.

vi.
vil.
viil.
ix.

Class enrollment

Class schedule

Student records: grades, attendance, test data, health, discipline, accident,
and cumulative files

Property accounting and inventory
Curriculum handbook - teacher handbook,
student handbook

Semester and yearly plans

Evaluations data, staff evaluations, personal improvement plans
Weekly/monthly bulletins to parents

Daily bulletins to students and teachers

classified staff handbook,

Conduct teacher performance appraisal per Board Policies and State Law.

Secure substitutes for staff who are absent.

f.
g. Administer staff personal leave, professional leave, and sick leave policies.
h
i

Evaluate support staff in writing once per year.

4, Organizational Expectations and Performance Standards
a. Leadership and management:

i.
il.
iii.
iv.
v.
vi.

Establishes clear and appropriate professional and personal goals
Demonstrates initiative and alternative approaches to problem solving
Exhibits competence in planning and organizing

Is effective in implementation and follow-through

Provides for effective motivational techniques

Delegates authority appropriately and effectively.

b. Communication:

i.
ii.
iii.

Encourages and initiates communication in problem solving
Communicates clearly and thoroughly, both verbally and in writing
Shows communicative adaptability to pupils, staff, parents, and public.

C. Decision making:

i.
i.
i.
iv.

. e

i

V.

Involves those to be affected in the decision-making process

Collects adequate information before making decisions

Uses reliable sources of information

Does not delay important decisions nor allow pressure to cause hasty
decisions

Explains reasons for decisions to persons affected.

d. Responsweness to others:

1.

ii.
iil.
iv.

Exhibits openness and humaneness in dealing with others
Reacts to mistakes with patience

Counsels individuals in private

Friendly and open-minded in meeting situations
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Article 2

ADMINISTRATION Policy No. 2210

v. Steady and even-tempered when faced with criticism
vi. Cooperates well with colleagues
vii. Recognizes achievements of students and staff
viii. Is an active listener.
Development and maintenance of effective educational conditions:

i. Requires school programs to reflect sound, research based practices

consistent with adopted instructional programs and philosophy
ii. Develops and executes plans to monitor and evaluate the effectiveness of
programs and the accomplishment of organizational goals
iii. Encourages enthusiasm for learning and teaching
iv. Provides for a cooperative feeling among students and staff
Contribution to district cohesiveness:

i. Provides effective interpretation and implementation of Board policies and
administrative regulations and assumes initiative for suggesting necessary
or desirable changes

ii. Contributes to the development of sound administrative consensus and
supports the implementation of such consensus

iii. Expresses concerns regarding individual administrative decisions directly
to the person responsible

iv. Shares with colleagues current literature and research, helpful ideas,
highlights of meetings attended

v. Is prompt in providing support necessary to the completion of others tasks

vi. Appreciates and draws upon the expertise of other administrators
vii. Recognizes and contributes to organizational goals;
Staff development and professional growth:
i. Establishes clear performance expectations
ii. Assists staff members in setting and reaching goals
iii. Uses the evaluation program effectively, involves resource persons
appropriately
iv. Observes in classrooms on a regular basis
v. Identifies areas of strength as well as areas of deficiency
vi. Encourages the professional growth of all staff.
Professional knowledge:
i. Exhibits awareness of sound educational practice
ii. Shows alertness to new knowledge that might benefit students or staff
iii. Keeps current with educational literature and research
iv. Participates in professional organizations and activities.
Student relations:
i. Maintains positive school climate
ii. Exhibits concern for individual pupils' welfare
iii. Encourages appropriate activities to help pupils develop self-discipline
and leadership skills
iv. Effectively handles student disciplinary problems.
Community relations:
i. Exhibits awareness of the main concerns of the school community
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Article 2

ADMINISTRATION Policy No. 2210

ii. Is sensitive to the educational goals and special needs of the community
and its component groups
iii. Establishes avenues for dialog between school and community
iv. Is effective in interpreting school programs to the community.

5. Conditions of Employment

Except as may be otherwise established by the Board:

a.
b.

Regular, dependable attendance is an essential function of the position.

Work days shall include all week days from July 1 through June 30, exclusive of
holidays and scheduled school vacations.

Work hours during the school year shall be 8 1/2 hours per day minimum, which
shall overlap with the regular school hours.

Work hours during the summer shall be 8:30 - 3:30 minimum.

Report to school on snow days if possible.

Professional leave and other leaves shall be arranged with the Superintendent in
accordance with such reporting procedures which the Superintendent may
establish.

See: Job Description for Principal - Regulation No. 2210A

Date of Adoption: ~ December 9, 2013
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Adopted: Dccer}lber 9,2013

ELM CREK PUBLIC SCHOOLS
PRINCIPAL JOB DESCRIPTION

REQUIREMENTS:

A.  Education Level: M.A. or higher preferred. Must qualify for Nebraska Administrative
and Supervisory Certificate.

B.  Certification: Must possess a Nebraska Administrative and Supervisory Certificate
‘ at all times during employment with such endorsements as required
by NDE Rule 10.

C. Experience Desired: Prior principal experience preferred.

D. Other Requirements: Must have ability to work effectively with professional staff to
provide leadership in a creative learning climate.

REPORTS TO: Superintendent of Schools

OVERTIME: Exempt.

Administrative exemption: The Principal has the primary duty of performing
administrative functions directly related to academic instruction or training.
Executive exemption: The primary duty of the Principal is the management of the
school to which the Principal is assigned. The Principal customarily and regularly
directs the work of two or more other employees and has authority to hire or fire
other employees or the Principal’s recommendations as to hiring, firing, promotion
or other change of status of other employees are given particular weight

TASKS

The Principal is responsible for planning, directing, or coordinating the academic, clerical, or auxiliary
activities of the school to which the Principal is assigned. Specific duties and responsibilities may vary
depending on the assignments given by the Superintendent or the Board of Education. The Principal is
expected to adhere to all Board policies and requirements state and federal laws and regulations,
including ethics regulations. The tasks to be performed by the Principal include the following:

e Direct and coordinate activities of teachers, administrators, and support staff at schools, public
agencies, and institutions.

e Evaluate curricula, teaching methods, and programs to determine their effectiveness, efficiency, and
utilization, and to ensure that school activities comply with federal, state, and local regulations.

e Collaborate with teachers to develop and maintain curriculum standards, develop mission statements,
and set performance goals and objectives.

e Determine allocations of funds for staff, supplies, materials, and equipment, and authorize purchases.

e Determine the scope of educational program offerings, and prepare drafts of course schedules and
descriptions in order to estimate staffing and facility requirements.

o Observe teaching methods and examine learning materials in order to evaluate and standardize
curricula and teaching techniques, and to determine areas where improvement is needed.



e Plan and develop instructional methods and content for educational, vocational, or student activity
programs.

o Prepare and submit budget requests and recommendations, or grant proposals to solicit program
funding.

o Prepare, maintain, or oversee the preparation/maintenance of attendance, activity, planning, or
personnel reports and records.

e Recommend personnel actions related to programs and services.

e Recruit, hire, train, and evaluate staff. Conduct staff observations and evaluations in accordance
with the Board evaluation policy and legal requirements, and assure that observations and
evaluations are completed by others who are delegated such duties. Implement improvement or
corrective action plans implemented when needed. Make recommendations on employee actions
requiring Board action.

e Review and approve new programs, or recommend modifications to existing programs, submitting
program proposals for school board approval as necessary.

o Set educational standards and goals, and help establish policies and procedures to carry them out.

e Collect and analyze survey data, regulatory information, and data on demographic and employment
trends to forecast enrollment patterns and curriculum change needs.

o Confer with parents and staff to discuss educational activities, policies, and student behavioral or
learning problems. '

e Counsel and provide guidance to students regarding personal, academic, vocational, or behavioral
issues.

o Develop partnerships with businesses, communities, and other organizations to help meet identified
educational needs and to provide school-to-work programs.

e Direct and coordinate school maintenance services and the use of school facilities.

¢ Enforce discipline and attendance rules.

e Organize and direct committees of specialists, volunteers, and staff to provide technical and advisory
assistance for programs. _

e Review and interpret government codes, and develop programs to ensure adherence to codes and
facility safety, security, and maintenance.

e Teach classes or courses to students when necessary in the absence of teachers.

e Write articles, manuals, and other publications, and assist in the distribution of promotional literature
about facilities and programs.

e Advocate for new schools to be built, or for existing facilities to be repaired or remodeled, when
needed. A A

o Establish, coordinate, and oversee particular programs across school districts, such as programs to

evaluate student academic achievement.

Supervise instructional, athletic, and extracurricular programs.

Provide appropriate and safe learning environment.

Modify curriculum to meet student needs with assistance from appropriate directors and supervisors.

Implement multicultural and other educational plans.

Coordinate special education services for identified students.

e Meet with students for purposes of furnishing information, monitoring, counseling and recognition
for academic, athletic or activity success.

e Attend meetings of the Board of Education and present information as requested or as needed.
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KNOWLEDGE

The Principal should possesé and effectively utilize knbwledge in the following areas when performing
job tasks:

e Education and Training — Knowledge of principles and methods for curriculum and training design,
teaching and instruction for individuals and groups, and the measurement of training effects.

e Administration and Management — Knowledge of business and management principles involved in
strategic planning, resource allocation, human resources modeling, leadership technique, production
methods, and coordination of people and resources.

o English Language — Knowledge of the structure and content of the English language including the
meaning and spelling of words, rules of composition, and grammar.

e Personnel and Human Resources — Knowledge of principles and procedures for personnel
recruitment, selection, training, compensation and benefits, labor relations and negotiation, and
personnel information systems.

e Sales and Marketing — Knowledge of principles and methods for showing, promoting, and selling
products or services. This includes marketing strategy and tactics, product demonstration, sales
techniques, and sales control systems.

o Mathematics — Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their
applications.

e Communications and Media — Knowledge of media production, communication, and dissemination
techniques and methods. This includes alternative ways to inform and entertain via written, oral, and
visual media.

e Customer and Personal Service — Knowledge of principles and processes for providing customer
and personal services. This includes customer needs assessment, meeting quality standards for
services, and evaluation of customer satisfaction.

¢ Economics and Accounting — Knowledge of economic and accounting principles and practices, the
financial markets, banking and the analysis and reporting of financial data.

e Psychology — Knowledge of human behavior and performance; individual differences in ability,
personality, and interests; learning and motivation; psychological research methods; and the
assessment and treatment of behavioral and affective disorders.

e Clerical — Knowledge of administrative and clerical procedures and systems such as word
processing, managing files and records, stenography and transcription, designing forms, and other
office procedures and terminology.

e Sociology and Anthropology — Knowledge of group behavior and dynamics, societal trends and
influences, human migrations, ethnicity, cultures and their history and origins.

o Law and Government — Knowledge of laws, legal codes, court procedures, precedents, government
regulations, executive orders, agency rules, and the democratic political process.

e Public Safety and Security — Knowledge of relevant equipment, policies, procedures, and strategies
to promote effective local, state, or national security operations for the protection of people, data,
property, and institutions.

e Telecommunications — Knowledge of transmission, broadcasting, switching, control, and operation
of telecommunications systems.

o Computers and Electronics — Knowledge of circuit boards, processors, chips, electronic equipment,
and computer hardware and software, including applications and programming.
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o Therapy and Counseling — Knowledge of principles, methods, and procedures for diagnosis,
treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling and
guidance. ,

o Food Production — Knowledge of techniques and equipment for planting, growing, and harvesting

 food products (both plant and animal) for consumption, including storage/handling techniques.

e Geography — Knowledge of principles and methods for describing the features of land, sea, and air
masses, including their physical characteristics, locations, interrelationships, and distribution of
plant, animal, and human life.

e Philosophy and Theology — Knowledge of different philosophical systems and religions. This
includes their basic principles, values, ethics, ways of thinking, customs, practices, and their impact
on human culture. :

e Engineering and Technology — Knowledge of the practical application of engineering science and
technology. This includes applying principles, techniques, procedures, and equipment to the design
and production of various goods and services.

e History and Archeology — Knowledge of historical events and their causes, indicators, and effects
on civilizations and cultures.

e Chemistry — Knowledge of the chemical composition, structure, and properties of substances and of
the chemical processes and transformations that they undergo. This includes uses of chemicals and
their interactions, danger signs, production techniques, and disposal methods.

o Medicine and Dentistry — Knowledge of the information and techniques needed to diagnose and
treat human injuries, diseases, and deformities. This includes symptoms, treatment alternatives, drug
properties and interactions, and preventive health-care measures.

e Mechanical — Knowledge of machines and tools, including their designs, uses, repair, and
maintenance. 4

e Transportation — Knowledge of principles and methods for moving people or goods by air, rail, sea,
or road, including the relative costs and benefits. |

e Biology — Knowledge of plant and animal organisms, their tissues, cells, functions,
interdependencies, and interactions with each other and the environment.

e Fine Arts — Knowledge of the theory and techniques required to compose, produce, and perform
works of music, dance, visual arts, drama, and sculpture.

e Production and Processing — Knowledge of raw materials, production processes, quality control,
costs, and other techniques for maximizing the effective manufacture and distribution of goods.

e Building and Construction — Knowledge of materials, methods, and the tools involved in the

" construction or repair of houses, buildings, or other structures such as highways and roads.

e Design — Knowledge of design techniques, tools, and principles involved in production of precision
technical plans, blueprints, drawings, and models.

o Foreign Language — Knowledge of the structure and content of a foreign (non-English) language

~ including the meaning and spelling of words, rules of composition and grammar, and pronunciation.

e Physics — Knowledge and prediction of physical principles, laws, their interrelationships, and
applications to understanding fluid, material, and atmospheric dynamics, and mechanical, electrical,
atomic and sub- atomic structures and processes.
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SKILLS

The Principal should possess and effectively utilize the following skills when performing job tasks:

e o & o6 & o o o
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Coordination — Adjusting actions in relation to others' actions.

Speaking — Talking to others to convey information effectively.

Reading Comprehension.— Understanding written sentences and paragraphs in work related
documents.

Writing — Communicating effectively in writing as appropriate for the needs of the audience.

Social Perceptiveness — Being aware of others' reactions and understanding why they react as they
do. :

Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of
alternative solutions, conclusions or approaches to problems.

Judgment and Decision Making — Considering the relative costs and benefits of potential actions to
choose the most appropriate one.

Active Listening — Giving full attention to what other people are saying, taking time to understand
the points being made, asking questions as appropriate, and not interrupting at inappropriate times.
Management of Personnel Resources — Motivating, developing, and directing people as they work,
identifying the best people for the job. ,

Systems Evaluation — Identifying measures or indicators of system performance and the actions
needed to improve or correct performance, relative to the goals of the system.

Active Learning — Understandlng the implications of new information for both current and future
problem-solving and decision-making.

Learning Strategies — Selecting and using training/instructional methods and procedures appropriate
for the situation when learning or teaching new things.

Systems Analysis — Determining how a system should work and how changes in conditions,
operations, and the environment will affect outcomes. :

Complex Problem Solving — Identifying complex problems and rev1ew1ng related information to
develop and evaluate options and implement solutions.

Monitoring — Monitoring/Assessing performance of yourself, other individuals, or orgamzatlons to
make improvements or take corrective action.

Management of Financial Resources — Determining how money will be spent to get the work done,
and accounting for these expenditures.

Instructing — Teaching others how to do something.

Management of Material Resources — Obtaining and seeing to the appropriate use of equipment,
facilities, and materials needed to do certain work.

Time Management — Managing one's own time and the time of others.

Service Orientation — Actively looking for ways to help people.

Operations Analysis — Analyzing needs and product requirements to create a design.

Mathematics — Using mathematics to solve problems.

Persuasion — Persuading others to change their minds or behavior.

Equipment Selection — Determining the kind of tools and equipment needed to do a job.
Negotiation — Bringing others together and trying to reconcile differences.

Quality Control Analysis — Conducting tests and inspections of products, services, or processes to
evaluate quality or performance.

Operation and Control — Controlling operations of equipment or systems.
AR 2210A



Science — Using scientific rules and methods to solve problems.

Installation — Installing equipment, machines, wiring, or programs to meet specifications.

Technology Design — Generating or adapting equipment and technology to serve user needs.

Troubleshooting — Determining causes of operating errors and deciding what to do about it.

Operation Monitoring — Watching gauges, dials, or other indicators to make sure a machine is

working properly.

e Equipment Maintenance — Performmg routine maintenance on equipment and determining when
and what kind of maintenance is needed.

e Repairing — Repairing machines or systems using the needed tools.

ABILITIES
The Principal is to possess and effectively utilize the following abilities when performing job tasks:

e Oral Expression — The ability to communicate information and ideas in speaking so others will

understand.

e Written Expression — The ability to communicate information and ideas in writing so others will
understand.

e Written Comprehension — The ability to read and understand information and ideas presented in
writing.

e Oral Comprehension — The ability to listen to and understand information and ideas presented
through spoken words and sentences.

e Speech Clarity — The ability to speak clearly so others can understand you.

Near Vision — The ability to see details at close range (within a few feet of the observer).

e Fluency of Ideas — The ability to come up with a number of ideas about a topic (the number of ideas
is important, not their quality, correctness, or creativity).

¢ Inductive Reasoning — The ability to combine pieces of information to form general rules or
conclusions (includes finding a relationship among seemingly unrelated events).

e Deductive Reasoning — The ability to apply general rules to specific problems to produce answers
that make sense.

o Originality — The ability to come up with unusual or clever ideas about a given topic or situation, or
to develop creative ways to solve a problem.

e Information Ordering — The ability to arrange things or actions in a certain order or pattern
according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures,
mathematical operations).

o Problem Sensitivity — The ability to tell when somethmg is wrong or is likely to go wrong It does
not involve solving the problem, only recognizing there is a problem.

e Mathematical Reasoning — The ability to choose the right mathematical methods or formulas to
solve a problem.

o Number Facility — The ability to add subtract, multiply, or divide quickly and correctly.

e Memorization — The ability to remember information such as words, numbers, pictures, and
procedures.

e Speech Recognition — The ability to identify and understand the speech of another person.

e Category Flexibility — The ability to generate or use different sets of rules for combining or
grouping things in different ways.
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o Speed of Closure — The ability to quickly make sense of, combine, and organize information into
meaningful patterns..

e Selective Attention — The ability to concentrate on a task over a period of time without being
distracted.

o Time Sharing — The ability to shift back and forth between two or more activities or sources of
information (such as speech, sounds, touch, or other sources).

e Perceptual Speed — The ability to quickly and -accurately compare similarities and differences
among sets of letters, numbers, objects, pictures, or patterns. The things to be compared may be
presented at the same time or one after the other. This ability also includes comparing a presented
object with a remembered object.

e Visualization — The ability to imagine how something will look after it is moved around or when its
parts are moved or rearranged.

e Far Vision — The ability to see details at a distance.

e Auditory Attention — The ability to focus on a single source of sound in the presence of other
distracting sounds.

e Flexibility of Closure — The ability to identify or detect a known pattern (a figure, object, word, or
sound) that is hidden in other distracting material.

e Spatial Orientation — The ability to know your location in relation to the environment or to know

~ where other objects are in relation to you.

o Extent Flexibility — The ability to bend, stretch, twist, or reach with your body, arms, and/or legs.

° Hearmg Sensitivity — The ability to detect or tell the differences between sounds that vary in pitch
and loudness.

» Manual Dexterity — The ability to quickly move your hand, your hand together with your arm, or
your two hands to grasp, manipulate, or assemble objects.

e Finger Dexterity — The ability to make precisely coordinated movements of the fingers of one or
both hands to grasp, manipulate, or assemble very small objects.

e Wrist-Finger Speed — The ability to make fast, simple, repeated ‘movements of the fingers, hands,
and wrists.

e Trunk Strength — The ability to use your abdominal and lower back muscles to support part of the
body repeatedly or continuously over time without 'giving out' or fatiguing.

WORK ACTIVITIES
The Principal is to perform the following work activities associated with this position:

o Communicating with Persons Outside Organization — Communicating with people outside the
organization, representing the organization to customers, the public, government, and other external
sources. This information can be exchanged in person, in writing, or by telephone or e-mail.

o) cor_lduct parent conferences
" o make presentations

o Communicating with Supervisors, Peers, or Subordinates — Providing information to supervisors,

co-workers, and subordinates by telephone, in written form, e-mail, or in person.
o conduct or attend staff meetings
. Gettmg Information — Observing, receiving, and otherwise obtaining information from all relevant

sources.
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e Provide Consultation and Advice to Others — Providing guidance and expert advice to management
or other groups on technical, systems-, or process-related topics. -
o consult with and provide advice to the Board on operations of the school
. o consult with and provide advice to the administrative team on operations of the school
o consult with parents or school personnel to determine student needs
o consult with parents or teachers to develop programs
o recommend modifications to educational programs
e Coordinating the Work and Activities of Others — Getting members of a group to work together to
accomplish tasks.
o coordinate employee continuing education programs
o direct and coordinate activities of workers or staff
o oversee execution of organizational or program policies
e Training and Teaching Others — Identifying the educational needs of others, developing formal
educational or training programs or classes, and teaching or instructing others.
o conduct training for personnel
o coordinate educational content
o coordinate instructional outcomes
o develop instructional materials

e Establishing and Maintaining Interpersonal Relationships — Developing constructive and
" cooperative working relationships with others, and maintaining them over time.
o Staffing Organizational Units — Recruiting, interviewing, selecting, hiring, and promoting

employees in an organization.
o develop staffing plan
o evaluate information from employment interviews
o hire, discharge, transfer, or promote workers
o interview job applicants '
o recommend personnel actions, such as promotions, transfers, and dismissals
e Developing Objectives and Strategies — Establishing long-range objectives and specifying the
strategies and actions to achieve them.
o develop policies, procedures, methods, or standards
o establish educational policy or academic codes
o write public sector or educational grant proposals
e Organizing, Planning, and Prioritizing Work — Developing specific goals and plans to prioritize,
organize, and accomplish your work.
o plan meetings or conferences
o use time management techniques
e Analyzing Data or Information — Identifying the underlying principles, reasons, or facts of
information by breaking down information or data into separate parts.
o analyze operational or management reports or records
o analyze organizational operating practices or procedures
o analyze survey data to forecast enrollment changes
o evaluate educational outcomes
e Monitoring and Controlling Resources — Monitoring and controlling resources and overseeing the
spending of money.
o develop budgets
e Making Decisions and Solving Problems — Analyzmg information and evaluating results to choose
the best solution and solve problems.
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o resolve problems in educational settings

e Guiding, Directing, and Motivating Subordinates — Providing guidance and direction to

subordinates, including setting performance standards and monitoring performance.
o assign work to staff or employees

establish employee performance standards

evaluate performance of employees or contract personnel

maintain group discipline in an educational setting

motivate workers to achieve work goals

orient new employees

o supervise student extra-curricular activities

o Identifying Objects, Actions, and Events — Identifying information by categorizing, estimating,
recognizing differences or similarities, and detecting changes in circumstances or events.

o Performing Administrative Activities — Performing day-to-day administrative tasks such as
maintaining information files and processing paperwork.

o administer educational institutions

o maintain educational records, reports, or files
o oversee site-based school management

o prepare educational reports

e Processing Information—Compiling, coding, categorizing, calculating, tabulating, auditing, or
verifying information or data.

e Developing and Building Teams — Encouraging and building mutual trust, respect, and cooperation
among team members. ' .

e Judging the Qualities of Things, Services, or People — Assessing the value, importance, or quality
of things or people. )

o Coaching and Developing Others — Identifying the developmental needs of others and coaching,
mentoring, or otherwise helping others to improve their knowledge or skills.

e Monitor Processes, Materials, or Surroundings — Monitoring and reviewing information from
materials, events, or the environment, to detect or assess problems.

o Interpreting the Meaning of Information for Others — Translating or explaining what information
means and how it can be used.

o explain rules, policies or regulations
o prepare instruction manuals

o Documenting/Recording Information — Entering, transcribing, recording, storing, or maintaining
information in written or electronic/magnetic form.

e Scheduling Work and Activities — Scheduling events, programs, and activities, as well as the work
of others. '

e Estimating the Quantifiable Characteristics of Products, Events, or Information — Estimating sizes,
distances, and quantities; or determining time, costs, resources, or materials needed to perform a
work activity.

e Evaluating Information to Determine Compliance with Standards — Using relevant information and
individual judgment to determine whether events or processes comply with laws, regulations, or
standards. ‘ '

e Updating and Using Relevant Knowledge — Keeping up-to-date technically and applying new
knowledge to your job.

o use conflict resolution techniques
o use government regulations

O 00 0O
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use interpersonal communication techniques

use interviewing procedures

use public speaking techniques

o use teaching techniques

o Resolving Conflicts and Negotiating with Others — Handling complaints, settling disputes, and
resolving grievances and conflicts, or otherwise negotiating with others.

e Thinking Creatively — Developing, designing, or creating new applications, ideas, relationships,
systems, or products, including artistic contributions.

o Interacting With Computers — Using computers and computer systems (including hardware -and
software) to program, write software, set up functions, enter data, or process information.

e Selling or Influencing Others — Convincing others to buy merchandise/goods or to otherwise change
their minds or actions.

o Performing for or Working Directly with the Public — Performing for people or dealing directly
with the public. This includes serving customers in restaurants and stores, and receiving clients or
guests.

o Assisting and Caring for Others — Providing personal assistance, medical attention, emotional
support, or other personal care to others such as coworkers, customers, or patients.

o counsel individuals with personal problems

e Handling and Moving Objects — Using hands and arms in handling, installing, positioning, and
moving materials, and manipulating things.

e Inspecting Equipment, Structures, or Material — Inspecting equipment, structures, or materials to
identify the cause of errors or other problems or defects.

e Performing General Physical Activities — Performing physical activities that require considerable
use of your arms and legs and moving your whole body, such as climbing, lifting, balancing,
walking, stooping, and handling of materials.

e Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment — Providing
documentation, detailed instructions, drawings, or specifications to tell others about how devices,
parts, equipment, or structures are to be fabricated, constructed, assembled, modified, maintained, or
used. _ .

o Operating Vehicles, Mechanized Devices, or Equipment — Running, maneuvering, navigating, or
driving vehicles or mechanized equipment, such as passenger vehicles.

e Controlling Machines and Processes — Using either control mechanisms or direct physical activity
to operate machines or processes (not including computers or vehicles).

o Repairing and Maintaining Electronic Equipment — Servicing, repairing, calibrating, regulating,
fine-tuning, or testing machines, devices, and equipment that operate primarily on the basis of
electrical or electronic (not mechanical) principles.

o Repairing and Maintaining Mechanical Equipment — Servicing, repairing, adjusting, and testing

" machines, devices, moving parts, and equipment that operate primarily on the basis of mechanical
(not electronic) principles.

O 0O

ESSENTIAL FUNCTIONS

The essential functions of the Principal position include the ability to perform the identified tasks and to
possess and utilize the identified knowledge, skills, and abilities and to perform the identified work
activities. The essential functions further include the ability to perform the following identified physical
requirements:
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Stamina
1. Sitting X
2, Walking X
3. Standing X
4. Sprinting/Running X
Flexibility
5. Bending or twisting at the neck more than the average person X
6. Bending or twisting at the trunk more than the average person X
-7._Squatting/Stooping/Kneeling X
8. - Reaching above the head X
9. Reaching forward
10. Repeating the same hand, amm or finger motion many times (For example:
typing, data entry, etc.)
Activities
11, Climbing (cn ladders, into large trucks/vehicles, etc.) X
12. Hand/grip strength X
13. _Driving on the job X
14. Typing non-stop X
Use of Arms and Hands
15. Manual dexterity (using a wrench or screwing a lid on & jar) X
16. Finger dexterity (typing or putting a nut on a boit) X
Lifting Requirements
17. Lifting up to 10 pounds (Mark all that apply)
Floor to waist X
Waist to shoulder X
Shoulder to overhead X
18. Lifting 11 to 25 pounds (Mark all that apply)
Floor to waist X
Waist to shoulder X
Shoulder to overhead X
19. Lifting 26 to 50 pounds (Mark all that apply)
Floor to waist X
Waist to shoulder X
Shoulder to overhead X
20. Lifting 51 to 75 pounds (Mark all that apply)
Floor to waist X
Waist to shoulder X
Shoulder to overhead X
21. Lifting 76 plus pounds (Mark all that apply)
_Floor to waist X
Waist to shoulder X
~Shoulder to overhead X
22. Can load/items weighing over 50 pounds that are lifted or carried be shared,
or reduced into smaller loads? X
Pushing/Pulling
23. 25 io0 50 pounds X
24. 51 to 75 pounds X
25. 76 to 90 pounds X
26. Over 90 pounds X
Carrying
27. 10 to 25 pounds X
28. 26 to 50 pounds X
29. 51 to 75 pounds X
30. 76 to 90 pounds X
31.  Over 90 pounds X
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 Article4 - | ADMINISTRATION | Policy No. 2230

' Administration

Evaluation of Principals and Other Certificated Administrative Personnel

1. Objectives

The Board recognizes that the roles of a school superintendent, principal, assistant
principal, and other certificated administrative personnel of the School District (hereinafter
collectively referred to as “Administr<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>