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(STAFF HANDBOOK 2020-2021) 
 

INTRODUCTION: 
 
This handbook is published so all staff may have a ready reference to information which is 
necessary to the understanding of the daily operation of our school.   For a complete reference and 
further clarification on staff and student policies and procedures, please refer to the North Gem 
School District #149 policy manual.  It is important that all staff read the information contained in 
this handbook. 
 

Our mission at North Gem School District is to insure the future by building Character, Confidence 
and Competence.  Remember that cooperation between school board, parents, teachers, 
administrators, students and the community is an essential part of this effort. When education 
becomes important to our families, education becomes important to our students. 
 

How to Make the System Work 
 
Many problems can be solved by talking them over with the person most directly involved. If you feel that you 
or your child has been treated wrongfully, you should make an appointment with that person to discuss the 
problem. 
 
If the problem cannot be solved in this discussion, you should talk to the principal. The principal will talk to 
the staff member and may ask you to meet with the staff member.  
 
If this meeting and further investigation by the principal do not resolve the problem, submit your complaint to 
the superintendent. The superintendent will let you know his decision within a reasonable amount of time or 
refer your complaint to the school board for a hearing. 
If you feel the superintendent has not helped, you may ask for an audience with the school board at the next 
meeting by contacting the district clerk at the district office. . 
 
In order to be placed on the agenda, you must call the district clerk, one week before the next  
scheduled meeting. 
 
BOARD OF EDUCATION 
Raini Hayden ................................................................................................ Board Chair 
Grant Simons ................................................................................ Assistant Board Chair 
Dirk Johnson .............................................................................................. Board Trustee 
MaLissa Barfuss......................................................................................... Board Trustee 
Stephinie Scott ........................................................................................... Board Trustee 
Kari Lish ....................................................................................................... Board Clerk 
 
ADMISITRATION 
Todd Hale.................................................... Superintendent/ Special Education Director 
Nichole Hales .........................................................Principal/ Federal Programs Director 
Sam Wadsworth……………………………………………………Curriculum Director 
Corry Hatch…………………………………………………………….Athletic Director 
Suzanne Barfuss ............................................................................................... Counselor 
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FACULTY 
Ariel Weston ........................................................................................................ Science 
Heather Hendren .......................................................................... Vocational Agriculture 
Hailey Hatch ................................................................................ Language Arts/Speech 
Joy Nelson ............................................................................................ Special Education 
Nord Pearson……………………………………………………………………Business 
Mark Dodge ........................................................... Social Studies, Government, History 
Cathy DeWitt ...................................................................................... High School Math 
Alex Hamilton ......................................................... Middle School Math/ other subjects 
Diane Christensen .........................................................Middle School English, Reading 
Ken Christensen ................................................................. Health, Science, Physical Ed. 
Jessica McCulloch…………………………………………………………Kindergarten 
Stephanie Christensen………………………………………………………….1st Grade 
Shantay Dodge…………………………………………………………………2nd Grade 
Autumn Banks…………………………………………………………………2nd Grade 
Kim Lloyd……………………………………………………………………..3rd Grade 
Sam Wadsworth……………………………………………………………….4 th Grade 
Julie Holbrook…………………………………………………………………5th Grade 
 
TEACHER LEADERS 
Stephanie Christensen…………………………………………..Elem. Mentor Teacher 
Sam Wadsworth……………………………………….…Elem. RtI/ PLC Coordinator 
Dianne Christensen………………………………………………M.S. Mentor Teacher 
Chris Banks………………………………………………..M.S. RtI/ PLC Coordinator 
Mark Dodge……………………………………………………...H.S. Mentor Teacher  
Hailey Hatch……………………………………………....H.S. RTI/ PLC Coordinator 
 
DEPARTMENT HEADS 
Shane Lish .................................................................................. Maintenance Supervisor 
Jill Askew.................................................................................. Food Service Supervisor 
Corry Hatch ............................................................................. Transportation Supervisor 
Jim Murdoch ................................................................... Technical Support Coordinator 
Nicole McLain ............................................................................ Media Center Assistant 
Kari Lish ...................................................................... District Clerk/Business Manager 
Rhonda Banks ........................................................................... District Office Secretary 
 

ABSENCES (Personal Leave, Sick Leave, Bereavement): 
 
It is the responsibility of the staff member who will be absent to inform the Superintendent through 
the leave of absence form and make the necessary arrangements for a substitute. Please notify the 
office of who your substitute will be. Statement of absence forms are in the front office and need 
to be completed for all absences. When possible, please allow two-weeks prior notice on all 
personal leave requests. It is also the responsibility of the staff member to arrange duty coverage if a 
substitute is not required. 
 
Personal Leave – All certified employees will be entitled to 3 days personal leave with full pay.   
Personal leave days may be taken as full or half days or used in any combination of full and half 
days, not to exceed the accumulated total of the individual employee. 
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Sick Leave - Certified employees shall receive one day of sick leave with full pay for each 
month of service. Sick leave is not to be used for personal, vacation, or other leave.  Sick leave shall 
only be used in cases of actual illness or disability or other medical and health reasons necessitating 
the employee’s absence from work, or in situations where the employee’s personal attendance is 
required or desired because of serious illness or disability in the immediate family.  For purposes of 
this rule, immediate family means spouse, child, parent, brother, sister, grandparent, grandchild, or 
the same relation by marriage. 
 
Bereavement Leave – Certified employees shall receive three days of bereavement for 
immediate family and one day for close friends. For purposes of this rule, immediate family 
means spouse, child, parent, brother, sister, grandparent, grandchild, or the same relation by 
marriage.  Additional days may be granted with the support of the superintendent. 
 

ACCIDENTS: 
If you are injured, please report it to the office as soon as possible. If the student is injured, please 
read and follow the Student Accident procedures Guidelines and complete the necessary incident 
report.  
 

ASSEMBLY SUPERVISION: 
 
All teachers and one-on-one paraprofessionals are required to be present at all assemblies unless 
specified otherwise. Other employees are not expected to attend unless requested to be there or if 
they so desire to attend on their own time. All teachers will sit with their class and will take 
attendance of those class members attending. 
 

BUILDING USE: 
 
Recommendation- Staff with keys are able to access our facilities and the areas they use as needed. 
Other areas such as the gym and weight room are also available to them. We ask that facilities are 
cleaned and taken care of after use. We ask that Staff be respectful of the facilities and request the 
use of the school building or areas on the school building for large events or events with many 
people. This will help us make sure that events are not scheduled over each other. Teachers and 
staff are not to loan their keys to anyone for any reason. This is due to the need for our 
building to be secure and the costly measures that we have done to make this possible.   
 

COMPUTERS: 
 
Computers are a great resource for instructional purposes and should be used in this manner.  All 
staff must sign an agreement on the appropriate use of computers at North Gem. Both staff and 
students are responsible for the manner in which they use the computers.  Staff use of computers 
should be limited to preparation time.   Inappropriate use of the computer including rude e-mail 
messages will result in loss of privileges.  At the end of the school year, staff will remove all 
personal messages and files from the North Gem computers. When there is a substitute they will be 
given their own credentials.  
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COPY MACHINES: 
 
The copy machines are here to help expedite preparation for classes and to assist students in 
preparing reports. Because of heavy use, the maintenance contracts and other repairs are very 
expensive. This means that we must operate the machines with great care. 

1. No one is to use the machines without being taught by the secretaries. 
2. At the first sign of difficulty contact the secretary for help.  Do not run the machine until 

the problem is resolved. 
3. Copies for personal use will cost ten cents ($.10) per copy 
4. Copies may not be run for any purpose other than schoolroom use unless they are paid for 

in advance. 

 
DANGEROUS WEAPONS: 
 
If a student is found to have a weapon, contact an administrator immediately!   The student will be 
suspended pursuant to Idaho Code 18-3302 and the “Gun Free School Act.” 
 

DOCTOR APPOPINTMENTS: 
 
Staff needing to see the doctor will be required to report it as sick leave. 

 
DEFICIENCY LIST: 
 
Student deficiency forms should be completed and turned into the office no later then 9:00 on 
Monday mornings. 

 
DISCIPLINARY ACTION: 
 
Classroom rules including procedures and consequences will be clearly posted in every room and/or 
contained in the class syllabi with a copy given to the Administration. It should be noted that 
discipline by the teacher is most effective with parent help. When this process does not work - or in 
the case of serious infractions, a Student Incident Report Form is filled out and given to the 
Administration.  The Administration will call the student out of class and deal with the infraction. 
When the student is a threat to the teacher, himself, or other students the student should be brought 
to the office immediately and be dealt with on an emergency basis.  If this is not possible, the teacher 
is to insure everyone’s safety by moving his/her class to another area and get the assistance of the 
Administration. Parents will be contacted and if necessary local authorities will be called in to assist. 
 

DRUG FREE SCHOOL: 
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North Gem School District #149 is committed to maintaining a workplace free from alcohol and 
illegal drug abuse and recognizes that the use of illegal substances is a very serious problem with 
physical, emotional, social, and legal implications.  Of primary concern is the effect of illegal 
substance abuse on job performance and productivity in the work environment.  Any student, 
teacher, staff or administrator bringing or using alcohol or illegal drugs on campus, or suffering from 
the effects of illegal drugs, will be suspended immediately. 
 

E-MAIL SYSTEM: 
 
All staff receives an e-mail account upon completion of the North Gem computer agreement. You 
are encouraged to use it as a means of communication.  All messages that are sent via e-mail are un-
secure which means that a mediocre hacker (some of our Students) could read them.   Therefore, 
please do not send anything via e-mail that you would not want to broadcast to the whole world. 
Please keep messages brief and polite.  Delete old messages regularly. Each e-mail account can 
only hold a limited number of messages and they are automatically deleted by the system according 
to age.  Be advised that the system administrator will maintain the right to inspect your files at any 
time if it is believed the computers is being used incorrectly. 
 

EMERGENCY DRILLS:  
Lock Down 
Teacher 
• Scan hallway for students. 
• Lock interior doors. 
• Turn lights off. 
• Do not open the door. 
• Maintain silence. 
• Consider Move, Secure, Defend. 
• Take attendance. 
Student 
  
• Move away from sight. 
• Maintain silence. 
• Do not open the door. 
Hall Check 
Teachers 
• Scan hallway for students. 
• Lock interior doors. 
• Report suspicious activity to the office. 
• Do not open the door. 
• Continue class. 
• Specific Instructions will follow 
 
Students 
• Return to classroom. 
• Follow instructions 
• Do not open the door. 
• Continue class. 
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If permission is granted to move within the building, do not go outside or let anyone go outside. 
Evacuation  
Teacher 
• Bring clipboard &/or binder. 
• Lead students to evacuation location. 
• Take attendance. 
• Notify if any students are missing, injured or if any extra students are present. 
Students 
• Follow instructions. 
• Leave your stuff behind. 
Reverse Evacuation 
Teacher 
• Bring everyone indoors. 
• Take attendance. 
• Notify office if any students are missing, injured or if any extra students are present. 
• Direct visitors to the office. 
Student 
• Return inside the School 
• Return to classroom. 
• Follow instructions. 
  
Please see the North Gem School District Emergency Operations Plan that is in a red folder by the 
door for more specific direction. The Information above comes directly off the Door Card that 
explains the actions of a teacher and a student in a lockdown, hall check, evacuation, and reverse 
evacuation. When a siren sounds or directions are given over the intercom they need to be followed. 
 

EMPLOYEE DRESS CODE: 
As employees and representatives of North Gem School District #149, staff members are expected to 
dress professionally as examples for the students we serve, and not distract from the educational 
learning of our students. The need to maintain professionalism in our dress and grooming is essential 
to projecting a positive image not only to our students but also to parents, visitors and other 
professionals involved in the activities of North Gem.  There will be circumstances due to an activity 
or job exceptions that warrant a deviation from “Professional” standards and this is understood; but 
it is the responsibility of each individual to take pride in themselves and the profession they 
represent.  
The following is a list of UNACCEPTABLE ATTIRE when on duty and when students are in 
attendance: 

 T-shirts with writing, profanity or basic t-shirts, (North Gem/ dressy t-shirts are acceptable.) 
 Shirts with cut-off sleeves, tank tops and halter tops. 
 Inappropriate necklines.  
 Shorts, Bermudas, dresses/skirts more than 4 inches above knee (measure by using the end of 

your index finger as a guide).  
 Clothing which exposes the midriff, shoulders, back, or is low cut. 
 Bandannas, athletic headbands, or hats in the buildings. 
 Sweat pants or warm-up suits. 
 Spandex leggings or exercise-type shorts or skin-tight clothing (cotton/lycra leggings with a 

long shirt or sweater are acceptable. 
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 Footwear:  that doesn't provide appropriate support and safety to perform job responsibilities. 
(Birkenstock type sandals and tennis shoes are acceptable in certain situations, if they are 
clean and neat).  

 Jeans or pants that are faded, torn, sloppy or dirty. 
 

Equal Employment Opportunity and Non-Discrimination: 
 
The District shall provide equal employment opportunities to all persons, regardless of their race, color, 
religion, creed, national origin, sex, gender identity and expression, sexual orientation, age, ancestry, marital 
status, military status, citizenship status, pregnancy, use of lawful products while not at work, physical or 
mental handicap or disability if otherwise able to perform the essential functions of the job with reasonable 
accommodations, and other legally protected categories. 
 
The District will make reasonable accommodation for an individual with a disability known to the District, if 
the individual is otherwise qualified for the position, unless the accommodation would impose an undue 
hardship upon the District. 
 
Inquiries regarding discrimination should be directed to the Title IX or Nondiscrimination Coordinator. 
Specific written complaints should follow the Uniform Grievance Procedure. 
 
In compliance with federal regulations, the District will notify annually all students and applicants of this 
policy and the designated coordinator to receive inquiries. Notification should include the name and location 
of the coordinator. 
 

ERRANDS: 
 
The school district is responsible for all students during the school day (including school activities) 
and can be held liable for any injury, or accident, involving students during this period of time. With 
this in mind, students should not leave the building, or their working area to run errands for 
the teacher or themselves. Anytime the student leaves the school premises he/she must check 
out through the office and will be allowed to leave after parent permission has been secured. 

 
EXPULSIONS: 
 
Expulsion or suspension may occur when "major" social skill problems or Level 2 or 3 offenses 
occur.  For examples of Level 2 or Level 3 offenses see the student handbook. 
 

FACULTY ROOM 
 
The faculty room will be available for use by all faculty and staff as a work area and break room.    
Please cleanup after you’re finished, i.e. paper scraps, mail, microwave, and fridge.  If there is a 
problem with the equipment, please contact the office. Trained TA’s are allowed to use the faculty 
room with permission of their theacher.  

 
FIELD TRIPS: 
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A field trip request must be filled out with superintendent's signature two weeks in advance of all 
field trips. If arrangements are not made within this time frame, drivers cannot be assigned and the 
trip will not occur. All students must have a signed permission slip to attend the field trip.  Whenever 
elementary students leave campus or Middle and High School School students ride in a school 
vehicle a permission slip must be obtained.  A school employee must be in attendance at all times.  
In the case of overnight trips additional chaperones may be required at the discretion of the 
Superintendent, and precautions need to be taken, especially in room assignments and the 
supervision of free time.  The school dress standards apply to all staff as well as students during field 
trips. 

 
GRADES: 
 
All grades must be posted on the computer system no later than 2 days after the grading period ends. 
If you are unable to post your own grades please contact the secretary to assist you.  Time has been 
built into the school calendar for this to happen.  As per district policy, teachers will be required to 
use the Power School operating system. 
 

GUEST SPEAKERS: 
 
All speakers, guest instructors, or personal visitors of any kind, must be approved through the 
Administration.  Please submit forms for necessary approval. 
 

HALL/LUNCH SUPERVISION: 
 
Supervision is a team effort. Staff members should make their presence known by being outside their 
room during passing times. This is a great way to build relationships as well as being a preventative 
safety and behavior measure. While it is recognized that this is not always possible, each teacher 
should free himself or herself to help as much as possible on a daily basis. The administration will 
also be in the hallways during passing time.  The principal will supervise lunch for the middle school 
and high school; however, please be willing to cover the supervision when it is needed. 
 

HOMEWORK: 
 
In order for our students to be prepared for the challenges they will face in the world of work, 
homework is essential. It is expected that every required class will have a reasonable amount of 
homework, and that other classes will have homework on an as needed basis. Elementary students in 
all of the grades, K-4, are expected to do homework on a regular basis. The individual classroom 
teachers will determine the amount of homework. 
 

INCLEMENT WEATHER: 
 
Emergency closing, or delay of school due to inclement weather, etc., will be announced using the 
Caribou County Emergency alert system, email and school website. 
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INTERNET: 
 
The use of the Internet is to support the educational vision, mission and objectives of the North Gem 
School District # 149 as well as to support education research needs of its users.  All users are 
expected to abide by the generally accepted rules of computer network service etiquette.  These 
include, but are not limited to, the following: 
 
 1. Users will not use profanity, vulgar or insulting language, or be combative or harassing in 

any messages public or private. 
 2. Users may not reveal personal information of others and should be cautious when 

revealing users’ own personal information (home address, phone number, etc.). 
 3. The computer network service may not be used in such a way that use would disrupt the 

use of the computer network service by others. 
 4. All communications and information accessible via the computer network service should 

be assumed to be private property but open to North Gem scrutiny. 
 5. Users will not submit, publish, or display any defamatory, inaccurate, abusive, obscene, 

profane, sexually oriented, threatening, racially offensive, or illegal material, nor may 
they encourage the use of controlled substances. 

6. Users will not transmit materials, information or software, access the network for 
commercial gain or activity or participate in any activity that is in violation of any local, 
state or federal law. 

7. Attempts to log in to the system using another user’s account will result in termination of 
the user’s account. 

8. Changes to settings on computers without permission of the network administrator are 
prohibited. 

9. Chat programs, both programs and web sites that allow chatting, are prohibited. 
10. Use of teacher computers by students is allowed with prior written permission of the 

teacher. 
11. Internet games or games from home are not allowed. (This does not include educational 

games used for instructional purposes by teachers.)  
 
Teachers and staff are to review the District Computer Use Agreement, sign the attached form and 
submit it to the superintendent/principal. 
 

LESSON PLANS: 
 
The superintendent/principal may check plans periodically or may ask teachers to submit a copy of 
their lesson plan weekly.  Plans must be detailed enough for substitutes to understand and follow. 
 

MEDICATIONS: 
 
If a student must take medications during the school day, the following guidelines shall be followed. 
 
Prescription Medications 
 1. The parent/guardian must submit a written request to the office when we are asked to 
 administer medication. 
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 2. The medication must be in its original container. 
 3. The students' name, prescription number, doctor, and directions must be clearly printed    

on the container. 
 
Non-prescription (over the counter) Medications 
The parent/guardian should administer the medication to the student. This would include aspirin 
cough drops, etc.  Teachers are not to administer any over the counter drugs at any time. 
 
MONEY: 
 
There is to be no school/students monies left in your room past the end of the school day. Please turn 
all monies into the office for accounting immediately after being received.  Teachers and staff must 
obtain a receipt from the office each time the money changes hands. 
 

MORNING NEWS: 
 
Announcements for the morning news need to by submitted to the office before 7:40 a.m. 
 

PARENTS: 
 
Parents are our best source of help and support.  Teachers are expected to contact parents with 
reports of the great things our students are doing. Also, if you need to discuss solutions or concerns, 
please notify the parents. 
 

PHONE: 
 
All long distance phone calls should be documented by writing down the phone number, duration of 
the call, and initiation phone. Please do not make any personnel calls during your class time. 
 

PURCHASE ORDERS: 
 
All school district monies must be obligated and spent by the purchase order procedure unless 
specific permission is obtained from the superintendent prior to the obligation or purchase. 
 

Purchase Order Process: 
1. Pickup P.O. request in the office or via e-mail. 
2. Fill out. 
3. Return request to office. 
4. Initialed by business manager. 
5. Signed by Superintendent 
6. Ordered by office staff unless asked otherwise. 
7. The white copy of the P.O. will be put in your mailbox after it has been approved and 
ordered, with the faxed or mailed date written on it. 
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REFERRALS/CATEGORY DISCIPLINE SYSTEM: 
 
Level 1 offenses will be handled by the classroom teacher. The principal in discussion with the 
classroom teacher will be responsible for all high school, middle school and elementary referrals that 
are Level 2 and 3 offenses. North Gem School District Administration will work with classroom 
teachers and staff as a united team to address student behavior and discipline redirection. 
Administration will address these issues where they take place as well as in their offices when the 
context is more fitting.   
 

RETIREMENT: 
 
There will be no 403 B Plans offered except with PERSI.  Please contact Mrs. Lish with questions or 
concerns. 
 

SEMESTER TEST: 
 
Semester tests are required for every course in 6-12 grades.  Dates of finals weeks are listed in 
District Calendar section of the student handbook. We do not excuse students from these summative 
assessments. 
 

SEXUAL AND/OR OTHER TYPES OF HARASSMENT: 
 
Sexual Harassment/Intimidation of Students 
Sexual harassment is a form of sex discrimination and is prohibited in the District. An employee, 
District agent, or student engages in sexual harassment whenever he or she makes unwelcome 
advances; requests sexual favors; or engages in other verbal, non-verbal, or physical conduct of a 
sexual or sex-based nature, imposed on the basis of sex, that: 
 
1. Denies or limits the provision of educational aid, benefits, services, opportunities, or 
treatment, or that makes such conduct a condition of a student’s academic status; or 
2. Has the purpose or effect of: 
 
A. Substantially interfering with the student’s educational environment; 
B. Creating an intimidating, hostile, or offensive educational environment; 
C. Depriving a student of educational aid, benefits, services, opportunities, or treatment; or 
D. Making submission to or rejection of such unwelcome conduct the basis for academic 
decisions affecting a student. 
 
The terms “intimidating,” “hostile,” and “offensive” include conduct which has the effect of 
humiliation, embarrassment, or discomfort. Examples of sexual harassment include, but are not 
limited to, unwelcome touching; crude jokes or pictures; discussions of sexual experiences; pressure 
for sexual activity; intimidation by words, actions, insults, or name calling; teasing related to sexual 
characteristics; and spreading rumors related to a person’s alleged sexual activities. 
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Students who believe that they may have been sexually harassed or intimidated should contact a 
counselor, teacher, Title IX coordinator, or administrator who will assist them in the complaint 
process. Supervisors or teachers who knowingly condone or fail to report or assist a student to take 
action to remediate such behavior of sexual harassment or intimidation, may themselves be subject 
to discipline. 
 
Any District employee who is determined, after an investigation, to have engaged in sexual 
harassment will be subject to disciplinary action up to and including discharge. Any student of the 
District who is determined, after an investigation, to have engaged in sexual harassment will be 
subject to disciplinary action, including, but not limited to, suspension and expulsion, consistent with 
the discipline policy. Any person knowingly making a false accusation regarding sexual harassment 
will likewise be subject to disciplinary action up to and including discharge with regard to 
employees, or suspension and expulsion with regard to students. 
 
The District will make every effort to ensure that employees or students accused of sexual 
harassment or intimidation are given the appropriate opportunity to defend themselves against such 
accusations. 
 
To the greatest extent possible, complaints will be treated in a confidential manner. Limited 
disclosure may be necessary in order to complete a thorough investigation. Retaliation against 
persons who file a complaint is a violation of law prohibiting discrimination, and will lead to 
disciplinary action against the offender. 
 
Any individual seeking further information should contact the Superintendent for the name of the 
current Title IX Coordinator for the District. The Superintendent shall ensure that the student and 
employee handbooks identify the name, address, and telephone number of the individual responsible 
for coordinating the District’s compliance efforts. 
 
Students will be asked to complete form 3290 F Harassment Form. 
 

SMOKE FREE BUILDING: 
 
In order to protect the health of the students, staff, and the general public who utilize the school 
campus, North Gem School District #149 observes the Idaho Executive Order (#92-2) and the State 
Board of Education resolution adopted March 18, 1994 regarding smoking on campus – tobacco use 
in any form will not be allowed on the school grounds or in any of the buildings. 
 

SUPERVISION OF STUDENTS: 
 
Students must be supervised at all times while on the North Gem campus. Staff should place 
themselves in a position to quickly supervise the students at all times.   If you must leave your 
classroom for any reason, please ensure that someone supervises your students. 
 

SUPPLY CLOSETS: 
 
School provided supplies are for the use of the teaching staff, not the students. Any supplies 
needed for assignments, dances, posters, elections, etc. are to be purchased by the students or 
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classes. 
 

TARDIES: 
 
Students will be tardy unless we require and encourage them to be prompt and ready to start class 
when the bell sounds. One great way to encourage students is for the instructor to start with very 
interesting, exciting, important material immediately when the bell stops ringing.  Taking a silent 
role when the students are engaged in a learning activity is the best time for role.  Any student who 
is more then ten minutes late for class is considered absent from that period. 
 

TEACHER AIDES: 
 
Students assigned as teacher aids are to assist teachers by doing clerical work and other tasks. Aids 
will not be responsible for students in the class. They should never have access to confidential 
information. A teacher must give approval before an aide can be assigned. Once assigned, it 
becomes the teacher's responsibility to supervise the aide. Aides must stay with their assigned 
teachers unless doing specific job tasks outside the room. They are not to wander the halls, into other 
rooms, (unless assigned there) leave the building, etc. Requests for Teachers Aides should go 
through the counselor and principal and will be equally dispersed. 
 

VIDEOS POLICY: 
 
It is Board policy to establish course curriculum and work in partnership with parents to promote an 
appropriate learning environment that reflects community values. Therefore, the following 
guidelines represent Board policy regarding how and when movies and videos may be used as an 
instructional strategy to supplement approved course curriculum. 
Educational Relevance 
The showing of movies and videos must be limited to a specific educational purpose. General 
selection criteria should include quality of the overall work; fair and accurate representation of the 
facts; the reputation and significance of the writer, director, and performer(s); and critical acclaim of 
the work itself. 
Age Appropriate Movies 
Elementary Level: Only G-rated movies may be shown without parental permission. However, 
parents must be notified that the movie will be shown in class. Any PG-rated movie to be shown at 
the elementary level requires a signed, written consent from a parent/guardian that must be kept on 
file before the student may view the video. 
Junior High Level/Middle School: Only G-rated movies may be shown without parental permission. 
Any movie with a PG-rating to be shown at the junior high/middle school requires parent/guardian 
notification. Any movie with a PG-13 rating to be shown at the junior/middle school requires a 
signed, written consent from a parent/guardian that must be kept on file before the student may view 
the video. 
High School: Only G, PG, and PG-13 rated movies may be shown without parental permission. 
Only certain segments having a valid educational purpose of any R-rated movie may be shown. 
2570-2 
Any segment of an R-rated movie to be shown at the high school requires a signed written consent 
from a parent/guardian that must be kept on file before the student may view the video. 
The Board discourages the showing of R-rated movies in school. However, the Board also 
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recognizes that some segments of certain R-rated movies may have a valid educational purpose. 
Therefore, R-rated movies are not to be shown in their entirety, and segments may be shown only if 
no other means of instruction can present the information. Signed, written permission 
must be granted by a parent/guardian before the student may view the excerpt. (Policy Form 2570F) 
Administrator’s Authorization 
At least five days prior to the showing, the instructor or teacher shall submit to the principal, in 
writing, the following information on the particular film: 
1. Title and brief description; 
2. Purpose for showing the movie or video; 
3. Course objectives the movie or video will help meet; 
4. Proposed date(s) of viewing; 
5. When and how parents will be notified and how, if necessary, consent will be obtained; 
and 
6. Audience rating (G, PG, PG-13). 
The permission and opt out forms and the entire policy can be found in North Gem School District 
#149 Policy Manual Policy Number 2570 and the form 2570F. 
 

VISITORS: 
 
All visitors including parents are to check in at the main office before visiting classrooms, 
administration or staff. Permission may then be given by the secretary to wait by the office or 
proceed to the designated area.  The Superintendent must approve all visitors participating in a class 
presentation or lecture. 
 

WORK DAY: 
 
While it is understood that teachers dedicate a great amount of extra time to their responsibilities, the 
teacher workday is established as 7:30-4:15. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



16 
 

PERMISSION TO USE LIKENESS 
 

 
I hereby authorize North Gem School District permission to use my likeness in a photograph, image, 
motion picture, video recording, and/or sound recording, for use in any and all of its publications, 
including website entries, social media or to otherwise publish, circulate and disseminate said 
photographs, images, motion pictures, video recordings, and/or sound recordings or any duplication or 
facsimile thereof for any lawful purpose they deem proper.  I recognize and consent that a name may or 
may not be attached or utilized in relation to the publication of any such photograph, image, motion 
picture, video recording, and/or sound recording and consent to the same. 
 
 By making such authorization, I hereby relinquish and assign to North Gem School District all right, 
title and interest I may have in the photographs, images, motion pictures, video recordings, and/or sound 
recordings, negatives, reproductions or copies, including, but not limited to, the right to copyright the 
same used by them. In addition, I waive the right to inspect or approve the finished product, including 
written or electronic copy, wherein my likeness or voice appears; and waive any right to royalties or other 
compensation arising or related to the use of such photographs, images, motions pictures, video 
recordings, and/or sound recordings. 
 
 I understand that North Gem School District and their respective employees, agents, officers, and 
owners cannot warrant or guarantee that any further dissemination of my image or voice will be subject 
to control by North Gem School District. I hereby hold harmless and release and forever discharge North 
Gem School District and their respective employees, agents, officers and owners, from all claims, 
demands, and causes of action which I, my heirs, representatives, executors, administrators, or any other 
persons action on my behalf or on behalf of my estate have or may have by reason of this authorization. 
 
 I am 18 years of age and am competent to contract in my own name. I have read this release and 
assignment before signing below and I fully understand the contents, meaning, and impact of this release. 
 
_____________________ (signature)      ______________________(date) 
______________________(printed name) 
 
 If the person signing is under age 18, there must be consent by a parent or guardian, as follows: 
 
 I hereby certify that I am the parent or legal guardian of _______________________. I have read the 
foregoing release and assignment before signing below and I fully understand the contents, meaning, and 
impact of this release, and do hereby sign and authorize said release and assignment on behalf of the 
minor child named above. 
 
__________________________(Parent/Guardian’s Signature)    ____________(date) 
__________________________(Parent/Guardian’s printed name)   
__________________________(Student’s printed name) 
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ACKNOWLEDEMENT OF HANDBOOK POLICIES AND PROCEDURES 
2021-2022 

 
 

Statement of Acknowledgement of Commitment: 
 
By signing this document, you as an employee attest that you have read the entire handbook, that 
you understand the requirements of our school district, and that you will follow these rules, policies, 
and procedures. As you follow these rules and work to be a role-model for your colleagues, you will 
find that freedom and satisfaction always accompany being a disciplined person. 
 
Please sign below, detach it from the handbook and return to the Principal by August 24, 2021. By 
signing, the employee understands the rules in this handbook. 
 
I, ___________________________________________________   (print employees name) 
have read and understand the North Gem School District Employee Handbook. 
 
Date: ___________________________________________________________ 
 
Signature of Employee: _____________________________________________ 
  
 
 


