Wesclin Employee Handbook

Certified Staff

2023-2024
Table of Contents

Section One:  Welcome
4
    Welcome to the Wesclin School District
4
    Before You Begin Work
5

    Before You Receive Your First Check
5
    Your Personnel File
6

    Building Addresses and Phone Numbers
7
Section Two:  Mission
8
     Mission of the District
8
     Board of Education
8

     Philosophy of the District
9
     Administrative Vision
9

Section Three:  Policies
12
     Policy Notification
12

2:260                
Uniform Grievance Procedure
12

  
5:10                 
Equal Opportunity Employer
12

   
5:20, 5:20AP:       
Sexual Harassment
12
  
5:50                 
Drug Free Environment
12
  
5:90                 
Reporting Child Abuse
13

5:120-AP2E
Expectations and Guidelines for Employee-Student



Boundaries
13

5:175, 5:175AP
Access to District Technology System
13

5:185, 5:185AP
Federal Family and Medical Leave
13


Asbestos Notification
13
Section Four:  Preparing for the Start of the Year
14

New Teacher Inservice
14

Parking
14

Building Hours
14

Work Hours
14

Keys
15


Professional Dress
15


Ordering Books and Supplies and Materials
15

Activity Fund Accounts
15


Textbooks/Workbooks
16

Telephone Use
16

Lunch/Planning Period
16

Curriculum
16

Evaluations
17
Section Five:  Attendance Issues
18

Student Attendance Days
18

Institute Days
18

School Improvement Days
18

Parent/Teacher Conferences
18

Sick Leave
18

Personal Leave
19

Professional Leave
19

Obtaining a Substitute
19


Pre-arranged Sick Leave
19


Regular Sick Leave
19


Personal Leave
19


Conference/Workshop/Professional Leave
20


Staffings/Annual Review
20


During the Day Emergency
20

Emergency School Closing
20
Section Six:  Classroom and Student Issues
20

Field Trips
20

Movies and Videos
20

Grading Period
21

Discipline
22

Corporal Punishment
22

Special Education
22


IEP’s
22


Referrals
22

Health Concerns of Individual Students
22

Visitors
23

Student Teachers
23

Volunteer
23
Section Seven:  Problems
24
Chain of Command
24
Who to see for What
24

Maintenance
24

Cleaning
24
Ethics
25
Section Eight:  Emergency Procedures
26
Section Nine:  Athletics, Extracurriculars and Other
26

Scheduling Activities
26

Scheduling Athletic Competitions
27

Scheduling Athletic Practices/Camps
27

Facility Use
27

Scheduling Transportation
27

Extracurricular Discipline
28

Supervision
28

Fund Raising
28

Handling Money
29

Making Deposits
29
Section Ten:  Finishing this year and Getting Ready for Next Year
29

Salary Schedule Advancement/Coursework Approval
29

Tuition Reimbursement
30

Summer Hours
30

Epilogue
30
INTRODUCTION

Welcome! We are excited for another school year. The purpose of this handbook is to provide information that will help with questions and guide you to a successful year.  It is intended to be a brief explanation of district philosophy, district information, and district policies related to employment.

Not all district policies and procedures are included.  Please visit our website at www.wesclin.org to view district board policies.

This handbook is neither a contract nor a substitute for the official district policy manual.  Nor is it intended to affect the at-will status of contract employees in any way. The negotiated contract and official board policy supersede any statements made in this document.  

Suggestions for additions and improvement to this handbook are welcome.  Please forward your suggestions to me.

Have a great year!

Sincerely,

Jennifer C. Filyaw

Wesclin Employee Handbook

Certified Staff

2023-2024
Section One: Welcome to the Wesclin School District
Wesclin is derived from the words West Clinton…the general location of the school district.  Approximately 1350 students from New Baden, New Memphis, Trenton and the surrounding area attended Wesclin Schools last year.  We consider these students and the Wesclin School District to be the best students and the best district in the Metro East area.

The Unit Office consists of the Superintendent, Bookkeeper and the Unit Secretary.  There are 4 principals and approximately 90 teachers and 60 support personnel.  

The District has 4 attendance centers:  1 elementary school located in New Baden, 1 elementary school located in Trenton and a middle school and a high school located between New Baden and Trenton on Route 160.

We are proud of our school district, and we’re excited about having you join our team. 

Anytime you have questions, please feel free to contact your supervisor or the District Unit Office.

Bus Drivers  →
Transportation Director

Building Secretaries  →
Building Principal

Cafeteria  →
Building Principal or Sodexo representative

Unit Office Staff  →
Superintendent

Custodians  →
Maintenance Supervisor

Teacher Aides  →
Building Principal

It is hoped that you will find your employment with Wesclin productive, challenging and rewarding. 

Before you begin work

There are a number of things you must do before you may begin work or receive your first check.  Following is a checklist along with directions or instructions.

Before you begin work, you must:

1) Pass a physical
2) Complete an “I-9 Immigration Status Form”

3) Complete a “Mandated Reporter Status Form”

4) Pass a Background/Fingerprint Check

Before your first check

Before you receive your first check, you must:

1) Have a set of official transcripts sent to the unit office.  If you attended more than one school you need to have a set of transcripts sent from each school.

2) Complete Tax Withholding Forms

3) Complete Benefits Forms

4) Select Insurance options, and

5) Complete a variety of other forms that are maintained by district bookkeeper, Cindy Terveer.

All forms can be obtained from Cindy Terveer, district bookkeeper.  Cindy’s office is located in the unit office.  

Wesclin is a member of the Egyptian Trust Health Insurance Group.  If you wish to purchase health insurance through the school, you have four different plans of benefits and levels of premiums from which to choose.  The enrollment period for Health Insurance is the last two weeks of August.  This is the only time during the 2023-2024 school year that you can enroll in or make health insurance selection plan changes unless you experience a qualifying event.  Contact Cindy Terveer for more information.

Your Personnel File

As you complete your pre-employment paperwork, your personnel file will be activated.  Employee personnel records are maintained in the District’s administrative office in accordance with Board Policies 5:150 and 5:150AP which govern the maintenance and access of personnel files.

Board Policy manuals can be accessed online at www.wesclin.org.
If you have questions about personnel records or wish to review your personnel file, please contact Mrs. Filyaw.

Building Addresses and Phone Numbers

Board of Education and Unit Office
699 Wesclin Road
Trenton, IL 62293

(618) 224-7583

Fax:   588-9106

Superintendent:  Jennifer Filyaw

New Baden Elementary
700 East Marilyn Drive

New Baden, IL 62265

(618) 588-3535

Fax:   588-4364

Principal:  Patrick Weathers
Trenton Elementary

308 North Washington

Trenton, IL 62293

(618) 224-9411

Fax:   224-9417

Principal:  Angela Woll

Wesclin Middle School

10003 State Route 160

Trenton, IL 62293

(618) 224-7355

Fax:    224-7085

Principal:  Zack Huels
Wesclin Sr. High School

699 Wesclin Road

Trenton, IL 62293

(618) 224-7341

Fax:   588-9106

Principal:  Jamey Rahm
Section Two:  Mission of the District

The motto of the district is WESCLIN SPELLS SUCCESS!

The Goals/Mission of the District is outlined in Board Policy 1.00, part of which is excerpted below:

The School Board believes that the educational program should provide each student with the opportunity to develop to their fullest capacity in the areas of mental, physical and emotional needs.

The School Board feels that the following statements should be the goals of a well-rounded education.  Each student should:

•
Attain, commensurate with their abilities, their optimum proficiency in language arts, mathematics, biological and physical sciences, social sciences, fine arts, physical development and health.

•
Develop an ethical sense which will help them manifest tolerance, kindness, justice to all others and responsibility for their actions.

•
Develop an appreciation for their role in the family and in civic groups.

•
Develop skills for effective participation in the democratic processes.

•
Develop knowledge and understanding of their natural environment.

•
Develop economic competence as a consumer.

•
Develop saleable skills and vocational competence.

•
Explore and develop an appreciation of the arts.

•
Develop wise use of leisure time.

•
Develop zeal for continuous learning and self-improvement.

•
Be exposed to the world of work.

Wesclin Board of Education

The Wesclin Board of Education is the Governing Board of the School District. Regular Meetings to conduct the business of the Board of Education are held beginning at 6:00 p.m. in the Wesclin High School WIFI room (located next to the library) on the third Monday of each month.

Board of Education members are:

President:        
Jeff Stroot
Vice-President:   


Secretary:        


Treasurer:           
Tina Litteken

                  
Zach Peters

Connie Elmore

Dustin Biggs

Jared Poettker
Philosophy of the District

A primary tenet of the Wesclin Board of Education’s philosophy is the belief that a school district is an active partnership with parents and the community.  The first paragraph of Board Policy 1:30 states:

“The School District is an active partnership with parents and community, will promote excellence in a caring environment in which all students learn and grow.  This partnership shall empower all students to develop a strong self-esteem and to become responsible learners and decision makers.”
The complete philosophy of the district can be found in Board Policy 1:30

Administrative Vision: 

Administrative actions are guided by the Administrative Vision Document.  If you ever wonder, “What in the world is administration thinking?” reading over the Administrative Vision Document will give you some insight.

Administrative Vision

We believe that administrative actions should be guided by the question:  "What is in the best interest of the student and the student's achievement?"

We believe a successful school will foster a learning environment that promotes student risk taking, build self-esteem, and develops a love of learning within each child.

We believe a successful school will create a warm, caring, and positive climate for learning.

Administration
We believe in order to be an outstanding school, we must out-motivate, out-communicate, out-work and care more than any other school.

Principal-Instructional Leader:  We believe the Principal is the instructional leader of the building.  The Principal must develop a vision/specific plan and offer the means and environment for success.

Goals:  We believe in developing clear, attainable goals that are well publicized and constantly in use.

Roles:  We believe in clearly defined roles and responsibilities for staff, parents, and students.  We need to make sure each group is doing their job.

Feedback:  We believe the Principal/Administrator needs to provide feedback to people involved in our school's operation.  We believe staff both wants and needs to know where their Principal "stands" on a subject.

Time Management:  We believe we need to look very closely at our daily schedule and evaluate how we are spending our day.  An administrative goal is to manage time by our priorities.

School Improvement
School Improvement Plan:  We believe there must be a systematic, annual Building School Improvement Plan that focuses on improvement.  This site-based analysis and problem solving involvement by the key stakeholders is of paramount importance.

Improving Student Outcomes:  We believe we should be asking the question, "How will this program, material, expenditure, or new procedure improve student outcomes?" far more frequently.  It should be a primary key before any change is implemented.

Data Based Decisions:  We believe we must gather appropriate data for decision-making.  We believe that the simple act of reviewing brings about continued improvement.

Student Assessment:  We believe no single measure best assesses how well an individual student, class, or school is performing.  We believe there needs to be multiple measures reviewed and analyzed to evaluate success, failure, or determine areas of growth.  We need to ask the question, "Are all children learning and to what degree?"

Staff Development:  We believe a comprehensive staff development program should be developed that is both individualized for each teacher's need, but also general enough to provide a common set of instructional training procedures and expectations for our staff.

Curriculum
The Basics:  We believe the curriculum should focus on core content areas:  Reading, Writing, Mathematics, Science, Social Studies, Physical Education, and Fine Arts.  Very little time will be spent on activities that do not relate to these areas.  We believe the vast majority of time in the primary grade (K-2) should be spent on Reading, Writing and Mathematics.

Foundation Knowledge:  We believe there is a common core of knowledge which every student must know and be familiar with in order to actively engage in critical thinking, problem solving, and higher order instructional processes.  However, learning how to learn should never be lost and take a back seat to rote learning.  The knowledge core itself should be rigorous, challenging, and promote maximum student growth.

Curriculum Integration:  We believe in the integration of subject matters and interdisciplinary units of study.  Learning from one area needs to be tied into other data across the curriculum.  This should aid in understanding as well as demonstrate the importance of the material.  (e.g. more relevant, less fragmented, more stimulating, more whole-child focused.)

Instruction
Teaching Methods:  We believe a variety of approaches and balance works best.  We do not believe one teaching method is absolutely the best.  We will not be jumping from one methodology bandwagon to the next.  However, we will always search for the best possible ways to educate our students.

Learning styles:  We believe that children do possess primary/secondary learning styles and as a result, no one best mode of instruction will effectively reach all learners.  Thus, teachers need to present material in a variety of ways to meet the needs of all learners. 

Classroom Discipline:  We believe in a classroom where discipline is managed through respect and success, not fear and intimidation.  A positive approach to discipline is favored over a punitive approach.

Technology:  We believe technology is an important tool that can be used to provide improved instructional planning, motivation, and skill and concept reinforcement.  The main purpose of instructional technology is to improve student achievement in the core subject areas.

Homework:  We believe that homework is an important extension of the classroom as it provides independent learning opportunities.  Homework should be meaningful and purposeful and focused on mastery of skills.  Time devoted to homework should increase with student age.  Family time is as important as homework time.  

Section Three:  Policy Notification

It is the intent of the school district to follow all applicable state and federal laws.  Following are policies and notifications that deal with a number of important employment issues.   Please review these policies and if you have questions, contact your building principal or Mrs. Filyaw.  

Not all policies have been summarized and/or included in this handbook.  Policy Manuals that include all Board Policies are available online at www.wesclin.org
Policy 2:260 Uniform Grievance Procedure

“Students, parents, guardians, employees, or community members should notify and District Complaint Manager if they believe that the School Board, its employees, or agents have violated their rights guaranteed by the State or Federal Constitution, State or Federal Statute, or Board policy, or have a complaint regarding:

1. Title I of the American with Disabilities Act;

2. Title IX of the Education Amendment of 1972;

3. Section 504 of the “Rehabilitation Act of 1973;

4. Individuals with Disabilities Education Act;

5. Title VI of the Civil Rights Act;

6. Equal Employment Opportunity Act;

7. The misuse of funds received for services to improve educational opportunities for educationally disadvantaged or deprived children;

8. Curriculum, instruction materials, programs; or 

9. Provision of services to homeless students.

Policy 5:10 Equal Opportunity Employer
The District shall provide equal employment opportunities to all persons regardless of their race, color, religion, creed, national origin, sex, age, ancestry, marital status…..”

Policy 5:20, 5:20AP1 Sexual Harassment 

“It is the policy of the Board of Education…to uphold the law on sexual harassment by providing a workplace and school environment free from all forms of sexual harassment.”

Any instances of sexual harassment should be reported following the guidelines outlined in Policy 5:20 and 5:20AP.

Policy 5:50  Drug Free Environment
“All District workplaces are drug and alcohol-free workplaces.”  Policy 5:50 explains the district stance and drug and alcohol prohibitions.

Policy 5:90 Reporting Child Abuse

All district employees are required to report to DCFS suspected cases of child abuse or neglect.


Policy 5.120AP2E - Expectations and Guidelines for Employee-Student Boundaries

All District employees must maintain professional employee-student boundaries and relationships with students. This includes meeting expectations and following guidelines established by the District for employee-student boundaries. These expectations and guidelines apply to all professional, educational support, and contracted District employees.
Policy 5:175, 5:175AP  Access to District Technology System
All use of the district’s technology system shall be consistent with the District’s goal of promoting educational excellence by facilitating resource sharing, innovation, and communication.  Failure to follow the district’s acceptable use policy will result in the loss of privileges, disciplinary action, and/or appropriate legal action.  

Do not send or forward any e-mail that can be interpreted to harass, threaten, intimidate or demean an individual or group of individuals because of sex, color, race, religion, disability, national origin or sexual orientation.

It is important to note that there is and should be no expectation of privacy when using district e-mail.

Policy 5:185, 5:185AP  Federal Family and Medical Leave

“It is the policy of the Board…to comply with the provisions of the federal Family and Medical Leave Act of 1993 (the “FMLA”) and the regulations promulgated thereunder.”  5:185 and 5:185AP describe these provisions.

Asbestos Notification

In accordance with EPA/AHERA regulations, the Wesclin School District has been inspected for friable, easily crumbled material, which contains asbestos.  

Section Four:   Preparing for the Start of the Year

Included in this section is basic information and information that will help you prepare for the start of the school year.

New Teacher Inservice
Teachers new to the district with no prior teaching experience are required to attend New Teacher Inservice.  Other teachers new to the district, current Wesclin teachers, and Mentor teachers may be invited or required to attend New Teacher Inservice.  

New teachers will be contacted by their building principal with the specific arrangements of these inservice meetings.  

Parking

Staff parking areas will be assigned by each building principal.  

The school reserves the right to search automobiles parked on school property for general inspection or when there is reasonable suspicion that illegal or harmful substances are within the vehicle.  

Office Hours

Office hours in each building are from 7:30 a.m. to 4:00 p.m., Monday through Friday except for school holidays.  Contact your building principal for specific times when custodians will be in the building and when the building will be open to the staff.

Working Hours

Teachers are to be in the building a minimum of 15 minutes before the first regularly scheduled class of the day begins and 15 minutes after the last regularly scheduled class of the day ends.  

Article XIII of the Negotiated Contract outlines additional working times and expectations.

Classified Employees work those hours assigned by their supervisor.  

Keys

Building principals will assign keys to the teaching and non-coaching extracurricular staff of their buildings and keep an annual inventory of the assigned keys.    

Coaches should contact the Athletic Director in order to obtain authorization for keys.  The Athletic Director will maintain an annual inventory of coaching staff keys.  

Please note that:

--Keys assigned to you are your responsibility.  Please keep them on your person.

--Under no circumstances are teachers to allow students to have school keys.

--Unauthorized duplication of keys shall result in disciplinary action up to and including dismissal.

Professional Dress

Appropriate attire and grooming in line with one’s professional responsibilities should be the guideline for each staff member.  

Expenditure of District Funds--Ordering Supplies and Materials 

(Teachers hired during the spring or summer should see your building principal regarding supply and material orders).
Normally, supplies and materials will be ordered in the spring for arrival in the summer to be ready for the next school year.  All supplies and materials must be purchased using the purchase order method unless “before the fact” written permission by administration has been received to utilize a different method (i.e. district credit card). 

Utilizing the purchase order method requires:

1) Submission of a written purchase request 

2) Approval of the superintendent

3) Processing of purchase order by unit office and submission of purchase order to the vendor.

Staff involvement ends with the submission of the purchase request to administration.  You do not order the desired supplies and materials.

Expenditure of District Funds—Activity Fund Accounts

Activity Fund accounts are special purpose accounts held at the building level.  Examples of activity fund accounts include classroom activity accounts at the elementary school and extracurricular activity accounts at the Middle School and High School.  Activity accounts frequently are used throughout the school year.  Activity account purchases are authorized using the following procedure:
1) A warrant (purchase request) is submitted by the teacher/sponsor to the building principal.

2) The principal approves the purchase by signing the warrant.

3) The staff member makes the purchase and turns in the bill/receipts indicating purchase.

4) Upon principal authorization, the building secretary issues a check for the amount of purchase.

Textbooks/Workbooks  

(Teachers hired during the spring or summer should see your building principals for copies of textbooks, curriculum guides, etc.)

At this time the district is not currently ordering textbooks. If you have a request/need, see your building principal.
Replacement Textbooks/Workbooks:

Teachers maintain an inventory of the textbooks/workbooks and the condition of the textbooks/workbooks assigned to their students.

In the spring, principals will determine if additional textbooks/workbooks will be needed for the following school year.  If so, the replacements will be ordered using the purchase order process.   
Telephone Use

Each teacher has access to a phone in the classroom for all work-related calls. In addition, you can use it for personal calls (local only) when students are not in your classroom. Please use your cell phone for personal long-distance telephone calls. 

Lunch/Planning Period

All full-time staff members receive a minimum of 30 minutes of duty-free lunch.  Except for the lunch period, unassigned time of a teacher shall be devoted to instructional duties.  

Curriculum

Policies 6:40, 6:40AP, 6:60 and 6:60AP specify the district’s curriculum and guide the district’s effort in changing or developing new curriculum.

The district maintains an ongoing effort to assure that:

1) district curriculum addresses the Common Core (New Illinois Learning Standards)
2) there is a standardized curriculum within and between elementary buildings

3) establishes a scope and sequence that is articulated between grade levels.

District Curriculum guides are maintained in each building office.  Teachers are to keep subject matter curriculum guides at their desks.

Staff members should utilize district curriculum guides, specific subject curriculum guides, and state learning standards guide daily instructional activities.  

Evaluations

Your building principal will provide all necessary information regarding the scheduling of your evaluation.
THE YEAR BEGINS

Section Five:  Attendance Issues

Student Attendance Days

There are 175 days of student attendance, the first one being Tuesday, August 15 as a half day of school.  The last day of student attendance, assuming no snow days, is Friday, May 17, 2023.  With the exception of School Improvement Days, all student attendance days are full days.  

Institute Days

Teacher Institute Days will be held on:

August 14, September 15, February 16, and March 15, 2023 is the Tri County Institute, Centralia.
All teaching staff are to attend these days.  In addition, all staff (teachers, aides, bus drivers, etc.) are expected to attend the Monday, August 14 Teacher Institute.

Building principals will determine if teacher aides should attend the remaining Institutes.

School Improvement Days

Following are early dismissal School Improvement Days.

August 15, September 29, December 8, January 12, and May 10.
School is dismissed at 11:30 at the high school and elementary schools and at 11:45 at the middle school campus.  District-wide and building-level teacher in-service activities will conclude at 3:00 p.m.  

Parent Teacher Conferences

Parent-Teacher Conferences will be held on Wednesday, October 25 and Thursday, October 26, 2023.  Your building principal will provide additional information regarding scheduling.
Sick leave

Teachers are granted 13 sick leave days per year.  Unused sick leave days accumulate to an unlimited number of days.

Sick leave is interpreted to mean personal illness or serious illness or death in the immediate family or household.  Immediate family includes parents, spouse, brothers, sisters, children, nieces, nephews, grandparents, grandchildren, parents-in-law, brothers-in-law, sisters-in-law, and legal guardians.  Sick leave is not appropriately used nor will be granted for the serious illness or death of other relatives or friends.  Sick leave cannot be used for personal reasons (vacation, court appearances, flat tire, etc.). Personal leave should be requested for such instances.

Personal Leave

Teachers are granted 3 days of personal leave per year.  If two or more consecutive days are requested, reasons must be provided to the superintendent for approval.  Any unused personal leave will be converted to sick leave annually.  

Requests for personal leave shall be submitted in writing to the building principal at least 5 working days prior to the onset of such leave.  In an emergency, such application may be made at a later time with an explanation of such emergency.  See the negotiated contract for more specifics on personal and other types of leaves.    

Professional Leave

Staff members may be granted permission to attend professional improvement workshops or other activities throughout the year.  To request permission to attend a professional development workshop or conference, application must be made through the building principal.  The building principal/superintendent will approve or disapprove the request.  

Obtaining A Substitute:

Depending upon the type of absence, different procedures are followed in obtaining a substitute.

Pre-arranged Sick Leave:
An example of pre-arranged sick leave would be if you know of a doctor’s appointment several days or a day or two in advance.  In such an instance, contact Lisa Middleton at the high school (224-7341 x 5657) during normal business hours.

Regular Sick Leave: 

If you become sick the night before or the morning of school, contact your building principal.

Personal Leave:

For personal leave, complete the personal leave request form and submit it to your building principal.  Once approved, the principal will make arrangements for your substitute.  

Conference/Workshop Professional Leave:

For Conference/Workshop leave, complete the Professional Leave request form and submit it to your building principal.  Once approved, the principal will make arrangements for your substitute.

Failure to follow notification procedures and obtain proper approvals may result in denial of leave and a no pay/dock day.

Special Education Meetings
Contact your building principal or special services coordinator (Jamie Pence).  The building principal will make arrangements for your substitute.  
During the Day Emergency:

Contact your building principal.

Emergency School Closing/Snow Days

In the event of severe weather or mechanical breakdown, school may be closed or starting time delayed.  

The teaching staff is not required nor expected to come to work on days that school is cancelled due to snow or ice.

Normally, the decision to have or not have school is made around 5:00 a.m.

In the event of severe weather or mechanical breakdown, school may be closed or starting time delayed and will be announced over the following TV stations:

KMOV Channel 4

KSDK Channel 5

Reports in the morning will be given between 5:30 a.m. and 8:00 a.m.  The announcement will be “Wesclin School District will be closed.”  Additionally, each household will be called through our automated system to alert them to the emergency closing.

Section Six:  Classroom and Student Issues

Field Trips

Field trips are a limited, but important part of the district curriculum.

Elementary classrooms may participate in one field trip per year. Additional field trips can be discussed with the building principal.
Generally, the educational value of a high school field trip must outweigh the learning lost and disruption created by students missing classes. An all day field trip drawing students from many classes throughout the school day must have significant educational value in order to merit approval.  A one class period field trip involving only students from one class might be approved even though it has less educational value.    

Please review district “Field Trip Guidelines” when considering a field trip and prior to requesting permission from the building principal. (See Appendix 2)   

No field trip should be advertised nor permission slips given to students until the field trip has been approved by the building principal.

Movies and Videos

Teachers are encouraged to limit the use of movies and videos to only those which will enhance, or otherwise illustrate, the subjects being taught.  All supplemental media material must be age appropriate.  At the high school level.  At the elementary level and middle school level no movie shall be shown to students that is rated “PG” unless prior approval is received from the building principal. No movie shall be shown to students which is rated R unless prior approval is received from the Building Principal.  No “X-rated” or “NC 17-rated” movie shall be shown under any circumstance.  See Board Policy 6:210 for more specific information.  

Grading Period/Scale

All District Schools follow a nine week (quarter) grading calendar.  Additionally, the High School follows a semester grading calendar.

The District Grading Scale is:

A    90-100

B    80-89
C    70-79
D    60-69

F    Below 59
Additional Grade Reports:  Mid Term and Teacher Ease
At the mid-point of each nine week period, mid term reports are sent to parents.

Teachers must update the Teacher Ease on-line reporting at least weekly.

Building principals will give additional direction regarding these reports.

Student Discipline: 

Student discipline is governed by Board Policies 7:190 through 7:240.  In addition, summaries of discipline policy and practices can be found in the Student Handbooks of each building.  

Corporal Punishment shall not be used.  Corporal punishment is defined as slapping, paddling, or prolonged maintenance of students in physically painful positions, or intentional infliction of bodily harm.  Corporal punishment does not include reasonable force as needed to maintain safety of students, staff, or other persons, or for the purpose of self-defense or defense of property.  
Special Education

The Wesclin District is a member of the Belleville Area Special Services Cooperative and provides a full range of special education services to district students.  

The Wesclin Special Services Coordinator is Jamie Pence.  Questions regarding special education should be forwarded through the building principal to Ms. Pence.

Individualized Education Plan
Special Education and Regular division teachers will be informed of students with IEP’s in their classes. 

Federal law requires that all staff, special education and regular educators, to follow the provisions of a student’s Individualized Education Plan (IEP).

Refusal to follow the provisions of an IEP is cause for disciplinary action up to and including dismissal.
CARE Team/Student Assistance Team 
Teachers concerned about how students are performing either behaviorally or academically should refer to the student to the student assistance team.
Individual Student Health Concerns

Teachers who believe a student may be suffering from ill health should notify the school nurse or the school office.  Teachers who believe a student may be the subject of child abuse are mandated to report such suspected abuse by the State of Illinois.  In addition, contact the building principal. 

The School Nurse will provide to staff members information regarding health problems of specific students on a “need to know” basis.  

Visitors

Visitors are welcome at any school district building, provided their presence will not be disruptive.  All visitors shall report to the building office.   On occasion, visitors are allowed to visit classrooms.  These visits will be scheduled by the Building Principal in conjunction with the classroom teacher.  

Student Teachers

Opportunities will be provided students from college and university-approved teacher-training programs to do student teaching in the District.  Student teachers will be assigned to supervising teachers whose qualifications are acceptable to the District and the student’s college or university.  Participating teachers may serve as a supervising teacher for only 1 student teacher each school year.

Volunteers

Volunteers are encouraged to assist in the building and classroom.  The Building Principal directs the use of volunteers within the building.  This includes recruitment, screening, placement and training.  If you wish to use a volunteer in your classroom or in support of an extracurricular activity, contact the Building Principal.  

Section Seven:   Problem Solving

Chain of Command

Board Policy 3:20 outlines the Organizational Chart of the district.  This Chart can be found in Appendix 4.

District Staff works for the School Board which has vested in it policy-making authority derived from the community support through the election process.  

The Superintendent has the authority and responsibility for administration and management and all things financial of the District Schools in accordance with Board Policies and state and federal law.

Mr. Zack Huels, Wesclin Middle School Principal, and Mr. Patrick Weathers, New Baden Elementary Principal, supervise bus drivers and the bus mechanic. 

Each building principal is responsible for the activities within their buildings.

Each teacher has direct responsibility for the activities within their classroom.

How to Get Effective Responses

Experience informs that the best way to get an effective response to a question or concern is to address the concerns you have with the first line contact FIRST.  Then, if necessary, progress though the chain of command until the matter is resolved.

If a parent has a concern that deals with a Student’s academic performance, conduct or social development, the chain of command that the parent should be directed to follow is:

1. Teacher

2. Principal

3. Superintendent

4. Board of Education

Substitute coach or sponsor and the above describes the contacts a parent would follow if there is a student extracurricular concern.

If it is a Building Instructional or Finance Issue concern (Curriculum, Instructional Practices), the chain of command to follow is:

1. Principal

2. Superintendent

3. Board of Education

If it is a Building Cleanliness, Safety and Security Issue;

1. Custodian-cleanliness only

2. Building Maintenance Director

3. Principal

4. Building Maintenance Supervisor

5. Superintendent

6. Board of Education

If it is a Finance/Policy/District Issue;

1. Superintendent

2. Board of Education

Most of staff’s building concerns should be first addressed to the Building Principal.  

The Board of Education is always the final level of appeal and, as such, is not the first contact on any issue.

Ethics

Board Policy 5:120 states that “All District employees are expected to maintain high standards in their school relationships, to demonstrate integrity and honesty, to be considerate and cooperative, and to maintain professional relationships with students, parents, staff members, and others.  

Generally, this is interpreted to mean that employees are expected to observe the following standards of conduct:

1) Recognize and respect the rights and property of students and coworkers and maintain confidentiality in all matters relating to students and coworkers

2) Report to work according to the assigned schedule

3) Know and comply with building and district procedures and policies

4) Observe all safety rules and regulations and report injuries or unsafe conditions to administration immediately

5) Use district time, funds and property only for authorized district business and activities  

6) Perform all duties in accordance with state and federal law, district policy and ethical standards for professional educators.

Additionally, expectations of the teaching staff are further outlined in the negotiated contract.

Section Eight:  Emergency Procedures & Injuries

Wesclin is committed to providing a safe and secure environment for students and staff.  A number of plans have been developed to address emergency situations and a number of activities will be scheduled throughout the school year to insure staff and students are familiar with emergency responses.  More in-depth information of the material outlined below can be found in the Wesclin School District:

1) Emergency Contingency Plan

2) AED Medical Emergency Plan

3) Exposure Control Plan, Board Policy 5:40, 5:40AP.

Copies of these plans are available in each building office.

In addition, principals will hold scheduled fire, tornado, and disaster drills.  Review the material provided by the principal and posted in the classroom.

How you respond to the drills will largely determine how your students respond to the drills.  Please impress on your students that all drills should be taken seriously.     

Injuries:

If you injure yourself while at school, notify your building principal/supervisor at the earliest possible time.  Complete the paperwork necessary to document your injury.  This can be obtained from your building principal/supervisor or Bookkeeper, Cindy Terveer.

If you witness a student injury or a student injury is reported to you, notify your supervisor of the accident/injury at the earliest possible time and complete the paperwork necessary to document the event.

Section Nine: Athletics, Extracurriculars and Other

Scheduling Activities

The District maintains a very busy calendar of school activities.  Additionally, community groups use District buildings on a regular basis.  Obtain approval and schedule desired activities well in advance.  

Athletic competitions and practices are scheduled through the Athletic Director.  

Other activities, school or community, require building principal or unit office approval.  A master schedule is maintained by the middle school and high school athletic directors.  Activities are scheduled on a first come-first reserved basis.  

School activities have priority over community activities; however, if an activity is not on the Master Schedule, the activity has no priority rights. At the high school level, you must complete the Facility Use Request form to request the use of the building.
Scheduling Athletic Competitions:

The High School Athletic Director, Ray Kauling, schedules all home and away athletic events for the middle school and high school.  These events are scheduled well in advance.  Contact Mr. Kauling should you have a question regarding an athletic event or if you are a coach new to the district.

Scheduling Athletic Practices/Camps  

Mr. Kauling schedules athletic practices and assigns practice locations using input from the coaching staff.  Generally, practice schedules are created two weeks to a month in advance.  You must have prior approval from Mr. Kauling to conduct a practice and you must conduct the practice at the assigned location.  

Facility Use

Facilities are available for school sponsored activities and by school groups at no cost providing proper procedures have been followed in requesting use of the facility.  When in doubt about the proper procedures, see your building principal.

Board Policy 8:20 governs the community use of school facilities.

Scheduling Transportation:

Bus Transportation Request forms for athletic events are completed by the athletic director and forwarded to the Unit Office.  

Other Bus Transportation requests should be completed by the sponsor and forwarded to the building principal for approval.  Upon approval, the principal will forward the request to Unit Office.

If you wish to schedule use of the school suburban, Mini van or Activity Bus for an approved school event, contact the Unit Office or the Transportation Director. 

Use of district transportation is subject to availability.   Groups may be assessed a per mile usage fee.  Check with the unit office or the Transportation Director for more information.   

Extracurricular Discipline

Extracurricular participants, at a minimum, are required to follow all student discipline codes.  In addition, students participating in extracurriculars are subject to:

1) specific rules developed by their coaches/sponsors and approved by the Athletic Director and Principal

2) Board Policy 7:190AP3:  Extracurricular Drug and Alcohol Policy

3) Eligibility Requirements:  Handbook

4) Physical Examination Requirements, Board Policy 7:300, etc.

Coaches/Sponsors, in cooperation with the Athletic Director and Principal, have a duty to explain all rules and regulations to student participants. 

Supervision

Coaches and sponsors are responsible for supervising participating students and volunteer coaches during games and practices.  Under no circumstances are students to be left unsupervised.  

Unless other arrangements have been approved by the principal, 

---After home games, a coach must be present to supervise participants until all participants have left the school.

---After away games, a coach must be present at the school until all participants have left the school.  

---After all practices.

Fund Raising

Students should not be used to promote fund raising activities by non-school sponsored groups except those which are of a school-wide nature in which participation can be a positive experience for students and when the proceeds contribute to a recognized humanitarian purpose.  Such activities must be approved by the building principal before they are advertised.

Fund raising activities can be conducted only by recognized school clubs and organizations.  

School (clubs, athletic teams, student organizations, etc.) sponsored fund raising events must be approved by the building principal before they can be advertised and completed.  A form for this purpose is available in the building office.  A copy of the organization’s budget for the year and information concerning projected sales, profit, sale timeline and projected expenditure will be required.  

Generally, service projects will be allowed, sales projects, with a few exceptions, will not.  No K-8 Community Sales Fundraisers will be conducted during the school year.

At the end of any fund raising activity, a report must be submitted indicating revenues and expenditures and an explanation of any discrepancies.  A form for this purpose is available in each building office.

Contact your building principal to discuss fundraising projects well in advance of the anticipated start date and to review District Fundraising Guidelines.
Handling Money

Cash transactions require special care.  No staff member is to accept cash without issuing a receipt.

Making Deposits

Building secretaries are available to receive fundraising and/or student activity deposits during normal office hours.  Deposits are to be made personally by the teacher or sponsor.  Deposits are to be made the day the money is collected, or the next business day if collected after school.  

In the case of evening activities, money can be left with the Athletic Director or Building Principal until the following business morning when it should be obtained and deposited.  Under no circumstances should cash be taken home overnight.  

Section  Ten:  Finishing this year and Getting Ready for Next Year

The last day of teacher attendance for the 2023-2024 school year will be between May, 23, 2022, and May 31, 2022 depending upon snow/emergency day use. 

Salary Schedule Advancement

Wesclin encourages staff to continue their education and supports this position by awarding Tuition Reimbursement and Salary Schedule Advancement for approved coursework as described below.

Coursework Criteria for Approval
Appendix 3
To be eligible for salary schedule advancement, courses must meet following criteria:

1. Courses past a Bachelor degree must be part of an approved Master Degree program in either the teacher’s major teaching field or in an area of education deemed eligible by the Superintendent.

2. Courses past a Master degree must be post-graduate level courses, preferably towards specialization or a Doctor degree.

Failure to receive prior approval for coursework will result in no tuition reimbursement and no salary schedule advancement.

Tuition Reimbursement 
Appendix 3
Tuition Reimbursement will be granted as defined in Article XI of the negotiated contract.  In order to receive reimbursement and salary schedule advancement, you must file proof of payment, courses completed and credits earned along with Appendix 3 in the Unit Office by September 1, of the school year.  Reimbursement shall be paid one time per year, on September 30, for the previous fall, spring, and summer semesters.    

The District currently reimburses $100/approved credit hour up to a maximum of $1,200 per fiscal year (summer to summer).

Summer Hours

District staff continues to work during the summer.  The WHS and Unit Office maintains office hours of 7:30 to 3:30 p.m. Monday through Friday except for holidays.

Elementary and middle school offices maintain similar hours in June and August, but are closed during July.  

Custodians work throughout the summer preparing buildings for the next school year.  

You are welcome to work in your classroom during the summer.  If you wish to do so, please make arrangements with your Building Principal.

Again, this is only a summary of the many items you will handle through the school year. Should you need additional information or have any questions, contact your building principal.
Appendices

Appendix 1
Evaluation Instrument

Appendix 2
Field Trip Guidelines

Appendix 3
Request for Pre-Approval for Increment Credit/Tuition 


Reimbursement and Education Movement 

Appendix 1
Field Trip Guidelines

Field trips may be justified as educational experiences if they contribute to the knowledge of students in a manner that cannot be accomplished in the regular classroom; if they are planned in advance; if adequate follow-up procedures are utilized to incorporate the adventure into the goals and objectives of the class.

Field Trip Rules

· Only students enrolled in the class of the teacher or the school organization sponsoring the trip may participate. 

· No student may participate without a permission blank signed by a parent or guardian. Permission blanks must include the name of the participating class, the name of the teacher, the date, the destination, departure time and place and return time and place, cost, and arrangements for eating, if necessary.  It is the student’s responsibility to obtain the required signatures from his/her teachers. 

· To obtain permission to sponsor a field trip, the request shall be made to the Building Principal.  The request for a field trip must be made in writing at least 15 days prior to the date of the proposed trip.  The request must contain the information cited in the paragraph above and a statement of the goals and objectives for the proposed field trip. 

· Requests for bus transportation and individual travel requests must be initiated at least 10 days prior to the date of the proposed trip by the teacher making the request. 

· A list of students participating in a field trip must be submitted to the Principal at least 5 days prior to the date of the proposed trip if students are to be absent from classes other than the class participating in the trip.  Attendance must be taken on the day of the field trip and turned into attendance office. 

· No field trip will be scheduled which would involve a workshop day or grade level achievement testing. 

· Field trips should not be scheduled during a period of time to include the week prior to the 1st and 2nd semester exam schedules. 

· The teacher in charge should keep a record of the actual mileage of the field trip. 

· All aspects of school policy concerning discipline, etc. shall be followed during the entire trip. 

· All field trips must be scheduled in a time frame that is conducive to the safety of students.  For example, the driver should not have to drive at speeds above the speed limit to meet a deadline.  Students should arrive back at school at a time to ensure safe transportation home, etc.  In addition, field trips should not be scheduled during and leading up to achievement testing periods.  The only exception should be cases where the trip cannot be scheduled at any other time.

Appendix 2
REQUEST FOR PRE-APPROVAL FOR INCREMENT CREDIT

AND TUITION REIMBURSEMENT

In order for an employee to become eligible for salary increment and/or tuition reimbursement, this form must be submitted to the Superintendent prior to the first day of coursework.

Name: ___________________________________ 
Date: 


Teaching Field:  ___________________________
Current Degree Level:

College or University:  

Course Number and Name: (list one class per form)

Semester Hours of Credit: _____________________

Date of Course:           ( Fall                ( Spring             ( Summer       Year:  ____________

This course is part of my approved Master Degree program:

( in my teaching field

( in another area of education (please list area and explain below and give description of course)

This course is a post-graduate level course:

( in an approved Doctorate program

( in my area of specialization(please list area and explain below)

( other post-graduate course(please list area and explain below)

Your preliminary request to receive salary increment credit and/or tuition reimbursement has been


[image: image1]  approved     
[image: image2]  denied   



_________________________________________


Superintendent


Date


Education Movement:

Current Classification 

New Classification 


[image: image3] Copy of Transcript(SEALED)

Office use only


Tuition Reimbursement:


[image: image4] Copy of Tuition Bill and proof of payment

[image: image5] Copy of Transcript(SEALED)
Amt. Of Reimbursement____________
_________________________________________



Superintendent


Date

In order to receive reimbursement, the teacher shall file proof of payment, courses completed, and credits earned in the Unit Office before September 1 of the school year. Tuition reimbursement shall be paid one time per year, on September 30 for the previous fall, spring, and summer semesters.
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