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Regular Session
Monday, July 29, 2019

7:30 PM
Loup CityPublic Schools Library Board Room

 
7:30 PM

1. Call Meeting To Order:
A. Pledge of Allegiance 
B. Announce Open Meetings Act - Posted in Meeting Room
C. Publication of Meeting 

2. Approval of Agenda:
3. Consent Agenda:

A. Approve Resignations of Mariah Sekutera
4. Hearing of the Audience:
5. Discussion Items:

A. Discuss Building and Facilities
6. Action Items:

A. Discuss, consider and take all necessary action to approve the 2019-2020 Parent Student Handbook
B. Discuss, consider and take all necessary action to approve the 2019-2020 ALC Handbook
C. Discuss, consider and take all necessary action to approve the 2019-2020 Coaches Handbook
D. Discuss, consider and take all necessary action to approve the 2019-2020 Certified Handbook
E. Discuss, consider and take all necessary action to approve the 2019-2020 Classified Handbook
F. Discuss, consider and take all necessary action to approve policy 203.06 on 1st and 2nd reading.

7. Leadership Reports:
A. School Board Committee Reports

8. Positives/Celebrations:
9. Future Meetings/Reminders:

10. Adjourn:
 
Note 1: The Board in its discretion may revise and consider any listed item at any time during the meeting. 
 
Note 2: This agenda does not become final until 24 hours prior to the scheduled commencement of this meeting. All listed 
reports which are in writing are a part of the Agenda for this meeting and may contain action items or otherwise call for 
Board action on the subject matter(s) listed therein; complete copies of such reports, except for any legally confidential 
information are available upon request from the Office of the Superintendent of Schools as part of the agenda 
 
Note 3: The Board of Education is empowered to act on any item listed on the Agenda at any time during the meeting, 
irrespective of the order listed. Further detail on agenda items may be obtained by speaking to the Superintendent. The 
Board of Education by the approval of all consent items is also approving, authorizing and directing the Board President, 
Board Secretary, the Superintendent or their designees to take or cause to be taken all necessary action and sign all 
documents necessary or appropriate to complete the matter or transaction as approved. 
 
Note 4: The Open Meetings Act requires that agenda items shall be sufficiently descriptive to give the public reasonable 
notice of the matters to be considered at the meeting. The Board releases its agenda well in advance of most meetings and 
desires that all interested persons are fully informed. Any interested person who has a question about a report or needs 
clarification about the sufficiently of any item on which action could be taken at this meeting should contact the Office of the 
Superintendent of Schools. 
 
Note 5: The Board of Education reserves the right to go into closed session at its discretion, but will only do so for the 
prevention of needless injury to a person’s reputation or for the protection of the public interest.
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Intent of Handbook:  
This handbook is intended to be used by students, parents and staff as a guide to the rules, regulations, and general 
information about Loup City Public Schools. Each student is responsible for becoming familiar with the handbook and 
knowing the information contained in it. Parents are encouraged to use this handbook as a resource and to assist their child 
in following the rules contained in this handbook. 
  
Although the information found in this handbook is detailed and specific on many topics, the handbook is not intended to be 
all encompassing so as to cover every situation and circumstance that may arise during any school day or school year. This 
handbook does not create a “contract.” The administration reserves the right to make decisions and make rule revisions at 
any time to implement the educational program and to assure the well-being of all students. The administration will be 
responsible for interpreting the rules contained in the handbook. Should a situation or circumstance arise that is not 
specifically covered in this handbook, the administration will make a decision based upon all applicable school district 
policies, and state and federal statutes and regulations.  
 
More policy details and specifics, as well as other topics, related to students can be found in the LCPS Policies & 
Regulations available in the office and on the school’s website. 
 
Introduction:  
The focus of the school system is on the student. The students and their educational development is the central concern of 
the Board of Education’s policies and the administrative regulations. The Board of Education, within the parameters provided 
by the patrons of the school district, will attempt to provide adequate facilities and available means to all who wish to learn in 
the school district. 
 
General Procedures 
All routine business and operations of the school will be handled through the Superintendent’s office located in the 3-6 Wing 
fo the main building.  Parents having business related to a student or teacher should first call the respective building level 
office. If parents find it necessary to pick up or contact their children during school hours, please contact the office. All 
parents are asked to sign students out of the office and report to the office when either bringing students to school late or 
picking them up early. This helps with our attendance register, and in the afternoon helps bus drivers know who is riding and 
who is not riding the bus that day. 
 
It is requested that persons not ask for children to be called to the telephone during class hours, or call or text students’ cell 
phones during school hours.   Messages can be delivered to students through the office at some convenient time. 
 
K-6 Principal’s Office = (308) 745-006     Loup City Public Schools 
7-12 Principal’s Office = (308) 745-0548     PO Box 628 – 800 N. 8th St. 
Superintendent’s Office = (308) 745[-0120     Loup City, NE  68853-0628 
 
Students, parents, and others are asked to use the following communication mediums to stay current on school calendar 
and related information: 

• LCPS home page website is http://www.loupcitypublicschools.org.  Staff email and phone extension can be found 
here as well.  

• Powerschool, the Student Information System used by LCPS can be accessed at the following website -  
https://loupcity.powerschool.com. A username and password will be provided to all parents. 

• LCPS daily announcements and monthly newsletter can be found on the school’s website. 
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Article I – Mission, Values, and Procedures 

Empowering Continual Success. 

Mutual Respect, School Authority, Detentions, Student Responsibilities & Rights:   
The Loup City Public Schools expects every staff member and student to be treated with respect and dignity. A show of 
disrespect toward a staff member or insubordination on the part of the student will not be tolerated. Any school personnel 
(i.e. administrator, teacher, coach, sponsor, paraprofessional, custodian, bus driver, food service, secretary, person 
substituting in any school-related position, etc.) has the authority and the responsibility to warn and/or correct students for 
misconduct anywhere in the building, on the school grounds, or at school-sponsored functions, at home or away. Students 
are expected to show respect for and cooperate with any school-related personnel in all situations. 
 
Classroom Rules and Syllabi 
Students are expected to abide by individual classroom rules that are established by each classroom teacher. Failure to 
respond appropriately to any reasonable request by a staff member will result in disciplinary action from the Principal’s 
Office, ranging from verbal reprimand to suspension or expulsion. Individual classroom rules will be distributed by each 
teacher at the beginning of the school year or upon enrollment. Students must also fully understand that any school official 
has the authority to correct misconduct at any time. Detention may be assigned by any teacher to a student who may or may 
not be in his/her class. 
 
Grievance Procedures 
The proper procedures for a parent/guardian or student to make complaints or raise concerns about school staff or the 
school programs or activities are set forth below. Other procedures exist to address discrimination or harassment, and to 
challenge disciplinary actions, and such other procedures should be used to address those types of concerns. 
 
Complaint procedure:  
 Step 1 - Have a scheduled conference with the staff person involved in the complaint matter. 
 Step 2 - Appeal to the Principal, in writing, if the matter is not resolved. 
 Step 3 - Appeal to the Superintendent, in writing, if the matter is still unresolved. 
 Step 4 - Appeal to the Board of Education if the matter is still unresolved at Step 3. Written appeal should  
  be made within five (5) days of the Superintendent’s decision. 
 
All appeals to previous decisions need to be made in writing.  The written appeal should also include documentation of all of 
the steps previously taken to try and remedy the matter.  Each side of the matter is responsible for their own documentation.  
Appeals to the Superintendent and Board of Education will strictly deal with whether or not school rules or policies were 
being followed at the lowest level. 
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Article II – School Day 
 
Assemblies, Rallies, and Other Special Events:  
Assemblies, special programs, pep rallies will be held from time to time during the school year. Some of these performances 
will be staged by professional entertainers and guests. These programs. Are determined by their appropriateness for the age 
group. l assigned students will attend assemblies, etc., unless excused by the administration.  Any time we have invited quests 
we ask our students to do the following: 

1.  Show your appreciation for their hard work and performance appropriately. 
2. Be an active listener or participant. 
3. Be respectful even when you disagree. 
4. Know that your behavior is indicative of the opinion our guest will have of Loup City Public Schools. 
5. Be aware that inappropriate behavior may have you excluded from other assemblies or performances. 

 
Bell Schedules 
Students should not arrive exceptionally early for school, unless a school-related event requires such early attendance. Buses 
will plan their arrival time shortly before the day’s first bell rings to start school. All students should leave the building promptly 
and orderly after dismissal at the end of the school day, unless they are required to stay for some reason. In such cases, the 
students will be under the jurisdiction of the school teacher or activity sponsor requiring them to stay. Students are not to be 
on school grounds outside of school hours if they are not participating or attending a specific activity involving the school. 
 
Elementary students begin school regularly at 8:10 a.m. and 7-12 Students begin school regularly at 8:10 a.m.  Grades K-2 
regular dismissal is at 3:30p.m., while grades 3-6 regularly dismiss at 3:35 p.m. and grades 7-12 dismiss at 3:38 p.m.  
 
Regular Tuesday-Friday Bell Schedule (Secondary) 
Period 1  8:10 – 8:55 
Period 2  8:59 – 9:44  
Period 3  9:48 – 10:33 
Period 4  10:37 – 11:22  
Period 5  11:26 – 12:11 
 Homeroom/Lunch 12:13 – 1:13  
Period 6  1:15 – 2:00  
Period 7  2:04 – 2:49 
Period 8 2:53 – 3:38 
 
10 a.m. Late Start (Secondary) 
Period 1 10:00 – 10:36 
Period 2  10:38 – 11:15 
Period 3 11:17 – 11:53 
Period 4/Lunch  11:55 – 1:04 
Period 5 1:06 – 1:42 
Period 6     1:44 – 2:21 
Period 7 2:23 – 2:59 
Period 8      3:01-3:38 

Regular Monday Bell Schedule (Secondary) 
Period 1  9:10 – 9:47 
Period 2  9:51 – 10:28   
Period 3  10:32 – 11:09 
Period 4  11:13 – 11:50  
Period 5  11:54 – 12:31 
 Homeroom/Lunch 12:33– 1:33  
Period 6  1:36– 2:14 
Period 7 2:18 – 2:56 
Period 8 3:00 – 3:38 
 
2 p.m. Early Dismissal (Secondary) 
Period 1  8:10 – 8:47 
Period 2  8:51 – 9:27 
Period 3  9:31 – 10:07 
Period 4  10:11 – 10:47 
Period 5  10:51 – 11:27 
Period 6  11:31 – 12:07 
Period 7/Lunch 12:11 – 1:19 
Period 8 1:23 – 2:00
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Bus Transportation:   
Riding a school bus is a privilege. The bus driver is the authority while students are on the bus either during a regular route 
or an activity route. Students may choose their seating, but the driver reserves the right to assign you a different seat, either 
for the child’s safety or for disciplinary reasons. All drivers are to report misconduct of students to the principal. The school 
district requires students to conduct themselves in a manner consistent with established standards of classroom behavior. 
Students who are not able to maintain appropriate, safe behaviors on the bus will be subject to suspension or removal from 
the bus. This decision will be made at the discretion of the principal. If suspended or removed from a bus, parents of these 
students will be responsible for their transportation to and from school and/or any activity. 
 
The following rules apply to all students while a passenger on the bus, whether for a sporting event, class trip, or regular 
route: 

1. Under the direction of the driver or sponsor, each student is to be assigned a seat and be held responsible for that 
seat.  

2. Riders must be on time. 
3. No throwing anything while inside the bus or putting things outside the windows. 
4. Remain seated on the bus at all times. 
5. Conversations on the bus should be appropriate and quiet to allow the bus drivr to safely operate the vehicle. 
6. Only regular route passengers and/or stops are allowed unless written parental notification is received by the 

school.  
 
Cafeteria  
The cafeteria, in addition to serving as a lunchroom, is also a public area where good social skills can be developed and 
practiced. We expect students to use appropriate noise levels and language in all areas of the school.  
 

• Courteous behavior, such as observing good dining room standards at the table and in line, leaving the tables and 
surrounding area clean and orderly, and putting trash and trays in the proper containers will be expected at all 
times.  

• Students should not leave the Commons Area unless you have permission from the lunch room supervisor. 
Lockers are not to be used during lunchtime without special permission from a teacher or lunchroom supervisor. 
Anything needed from a student’s locker is to be taken to lunch with you. Do not wander the halls. Be appropriate 
and respectful. 

• Students may visit the library as well, but only if there is a librarian present and they ask permission to be there.  
Visit in an orderly and civil manner.  

• Breakfast and hot lunch will be available to all students at a cost set by the Board of Education.  Breakfast will be 
served starting at 7:45 a.m. and will end with the warning bell at 8:10 a.m.  Breakfast items will be available until 
9:00 am.  Each student must follow teachers rules for food in the classroom.  Students may not be dismissed from 
class to get breakfast and  cannot use grabbing or eating breakfast as an excuse for being tardy to class. 

• Loup City Public Schools will enforce the following policy for family lunch accounts with a negative balance. If a 
student does not have money in their account, there is to be no charging of ala carte purchases (cookies, juice, fruit 
snacks, etc.). Students will NOT be denied a lunch due to negative lunch balances.   

• will be reminded periodically of their low balances as they proceed through the food line. Account balances can be 
accessed using PowerSchool.  Outstanding bills may be sent to a collection agency if other attempts have failed to 
take care of a negative balance.  

• Nondiscrimination Statement:  In accordance with Federal civil rights law and U.S. Department of Agriculture 
(USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 
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participating in or administering USDA programs are prohibited from discriminating based on race, color, national 
origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted 
or funded by USDA. 

• Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 
large print, audiotape, American Sign Language, etc.) should contact the Agency (State or local) where they 
applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made available in 
languages other than English. 

• This institution is an equal opportunity provider. 
• To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form (AD-

3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter 
addressed to ISDA and provide in the letter all of the information requested in the form.  To request a copy of the 
complaint form, call (866) 632-9992.  Submit your completed form or letter to  USDA by: 

 
Mail:  U.S. Department of Agriculture 

Office of the Assistant Secretary for Civil Rights 
1400 Independence Avenue, SW 
Washington, D.C. 20250-9410 

Fax:  (202) 690-7442;  
Email: program.intake@usda.gov 

 
Closed Campus 
All students are to stay on the school grounds during the school day. This closed campus regulation includes the lunch 
period. Students are not allowed to be excused during this time.  Students will need to collect missed homework or personal 
items outside of school time.  Instructional time is very important to us and we ask that you help us to preserve it by not 
requesting they leave during the school day. 
 
Computer Network Usage 
The computer network is provided by Loup City Public Schools for school usage. This usage is for educational purposes 
only and restricts students from tampering with the normal and acceptable functioning of the system. Students who tamper 
with or in any way disrupt or inappropriately use the computer system will not be allowed access to the network and will be 
responsible for any costs the school incurs to repair the system hardware or software.  
 
Emergency Drills & Evacuation Procedures 
State laws require schools to conduct regular emergency evacuation drills and to inform school attendees of such 
procedures. Students are expected to follow directions presented by school officials and cooperate in related drills. 
Whenever alarms sound or procedures are put in place, all students and teachers must respond accordingly,  We ask that 
students remain calm and quiet to hear the instructions of the staff and emergency personnel.  Fire and Emergency exits are 
clearly marked in each classroom and hallway. 
 
Fees, Fines, and Bills:  
It is the student's responsibility to see that all fees, fines, bills, and debts are paid in full by the end of each school year. 
Report cards, school transcripts, and diplomas will not be circulated from the school until all bills, fines, and property is 
settled. 
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Food & Drink in the Classroom 
As is the case for all behavior, each classroom teacher or area sponsor will control what is permitted in that area in terms of 
eating and drinking, including candy and snacks. Students must use common sense and show respect.  
 
Hallway Passes 
Students  should be in the classroom from the beginning bell until dismissed by the teacher.  If students are in the hall they 
are expected to have a hallway passed signed by the teacher and their destination clearly listed.  Late or Absence Excuse 
passes will be issued by the Principal’s Office, or guidance office to admit to class or to excuse from class, depending on the 
circumstance. Teachers can issue a pre-signed pass to a student to come and receive assistance on course work. 
 
Hazing 
No teams, organizations, classes, etc. will be allowed to initiate or haze any members (new or old).  This is a violation of 
Nebraska statute and will not be tolerated. 
 
Media Center 
The school does provide an instructional materials center. The media center is open each school day for the duration of the 
school day.  This media center is a cooperative venture with the The use of the Media Center, appropriate behavior is 
expected at all times. Fines may be issued for overdue library materials. 
 
Parent Visits and Conferences:  
Parents are welcome to visit the school. We do ask that you first stop in the office and complete visiting procedures. We also 
ask that you understand visits that are not planned in advance are disruptive to the school day and we want to make sure 
your child and their class is able to maintain appropriate behaviors in all situations.  Parent/Teacher conferences are held 
each semester, while others will be scheduled individually as needed between the parent and teacher.  
 
Permanent Records: 
Loup City Public Schools uses an individual cumulative record that follows each student in the school system from 
Kindergarten through graduation. This record contains a great deal of information. 
 
Legislation makes it necessary for you to furnish written authorization for the release of your school records. A form will be 
offered to students and parents to permit records to be sent to educational institutions or prospective employers.  No records 
will be sent without written authorization. 
 
Scheduling Events & Posting Announcements/Notices 
All class and organization activities must be approved by their sponsors and the administration before information is placed 
on a calendar or publicized. No school activities will be held on Wednesday nights and Sundays without administrative 
approval as these nights are reserved for family-related activities.   
 
All items posted or to be distributed to students or school personnel are to be approved by the administration and sponsor 
prior to posting or distribution. 
 
School Dances:  
When an organization wishes to have a dance, the sponsor must ensure there are no scheduling conflicts.  The following 
rules will be in place for all dances:  

1. All dances must be approved by the principal. 
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2. All dances must have adequate supervision, which will include the sponsors and may include parents of students.  
3. The doors to the dance will be closed at a designated time. Once students leave the dance, they will not be 

readmitted without approval of a sponsor or administrator. If a student’s arrival or departure time is deemed 
unusual or inappropriate, parents will be notified. Dances will end no later than midnight unless permission for an 
extension is granted by the principal. 

4. Dances should be planned to include the appropriate student body. Only grades 9-12 LCHS students and outside 
dates 20 years old and younger will be permitted to attend LCHS homecoming dance and Prom. Non-LCHS 
student/dates must be pre-approved by principal. Outside guests must leave the dance if their LCHS date also 
leaves. 

5. Appropriate school behavior is expected at all LCHS dances. Any illegal behaviors will be reported to law 
enforcement. A breathalyzer may be used at athe entrance of the school dance. Personal and physical properties 
are to be left in the same condition as when the dance started.  

6. Students who are suspended or expelled from school and/or academically ineligible will not be eligible to attend the 
dance. 

 
School Lockers 
School lockers are the property of the school district. These lockers are provided for students to temporarily store personal 
possessions ordinarily used in their day-to-day school activities. The right of inspection of student's lockers is inherent in the 
authority granted school boards and administration and should be exercised so as to assure parents that the school, in 
pursuing its in loco parentis relationship with their children, will employ every safeguard to protect the well-being of its 
students. Students are urged NOT to keep money or other items of value in their lockers. Use lockers for book storage. Use 
of locks is encouraged. Students are responsible for the care and cleanliness of their lockers. Within reason, students can 
place things on the inside of their locker. Nothing is to be placed on the outside of student lockers unless approved by the 
administration. 
 
Athletic locker rooms will be kept locked throughout the day.  These areas are not supervised and therefore cannot be used 
during the school day, except for Physical Education.  Students should use their hallway lockers during the school day. 
 
School Property and Textbooks:   
Textbooks will be issued to the students by classroom teachers. Each book is numbered and assigned to the student who 
receives it. In many cases, teachers may require students to put covers on the books. Pupils damaging books or property 
beyond normal or ordinary repair will be required to pay for the more than ordinary damage done. Payment for damaged or 
lost books or property must be taken care of before the final grades are recorded. Report cards, transcripts, and diplomas 
will be withheld from anyone who has not paid fines/bills or need to return school property. 
  
School Trip Permission 
The school feels that a well-planned school trip (i.e. field trip, academic visit, etc.) is an important aspect of the child’s 
learning. The parent is asked to grant permission at the beginning of the school year or at the time of enrollment of their 
child with the receiving of this publication, giving permission for the child to accompany its peers on any school-related trip 
during the school year. Those opting out must contact the office. When an activity is determined that requires leaving the 
school, parents will be notified of the trip’s nature. School-sponsored trips will likely involve school transportation. School 
sponsors will be in charge of the students, and the students are expected to and will be held accountable by LCPS student 
conduct rules. 
 
Severe Weather and School Cancellations & Closings 
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The Superintendent is authorized by the Board of Education to close schools in case of severe weather or other significant 
circumstances. A mass notification and emergency alert system is in place to provide immediate information about school-
related announcements. The information is also broadcast regularly by radio and television stations.  
 
Student Driving and Parking:  
All vehicles driven by students must be parked in the north parking lot; NOT IN FRONT OR BEHIND THE SCHOOL. Cars 
and other vehicles that are not properly parked may create problems for emergency vehicles and will have to be moved.  
Students will not be allowed to drive a vehicle at any time during the school day, unless special permission is granted by the 
Principal. Students will not sit in cars or loiter in the parking lot during the school day. Any student whose driving endangers 
other students or is contrary to safe driving laws will result in referral to law enforcement officials or additional intervention by 
the office. Student drivers are expected to yield to school buses near the schools at any time and to pedestrians in or 
approaching the crosswalks.  Students will also be expected to stop for buses with their stop arm out at any time. 
 
Student Planners 
Junior high students are issued planners in order to document assignments, meetings, and other important information for 
the student.  High school students may request a planner if desired.   
 
 



 

8 
  

Article III – Use of Buildings and Grounds 
 
Accidents 
Every accident in the school building, on the school grounds, at practice sessions, or at any activity event sponsored by the 
school must be reported immediately to the office.  
 
Bicycles, Skate Boards, Roller Blades, Scooters, Etc.  
Bicycles must be parked in the appropriate places and not randomly placed around the school. Skate boards, roller blades, 
scooters, etc., are forbidden from school grounds. As is the case with all personal property, the school is not responsible for 
damage or theft to personal items on school property or injuries resulting from such activity.  
 
Bulletins and Announcements 
Bulletin boards and display cases are available for school-related and approved materials to be posted and displayed. 
Posters to be used in the halls or materials for distribution will need to be approved by the office. The person or organization 
responsible for distributing the posters is responsible to see that all posters are also removed. 
 
Care of School Property 
Students will be held responsible for damage they purposely and wrongly make to public school property:  

1. Students are responsible for the proper care of all books, equipment, supplies, furniture, etc. supplied by the 
school. 

2. Students who disfigure property, or do other damage to school property or equipment will be required to pay for the 
damage done or replace the item.  

3. Fines may be levied against a student at the discretion of the staff and administration. 
4. School-issued items that are stolen or damaged from unlocked lockers are the responsibility of the student to whom 

they were issued. Students are responsible for paying all their fines and other school-related expenses. 
 
Copyright and Fair Use Policy 
It is the school’s policy to follow the federal copyright law. Students are reminded that, when using school equipment and 
when completing course work, they also must follow the federal copyright laws. The federal copyright law governs the 
reproduction of works of authorship. Copyrighted works are protected regardless of the medium in which they are created or 
reproduced; thus, copyright extends to digital works and works transformed into a digital format. Copyrighted works are not 
limited to those that bear a copyright notice. 
 
The “fair use” doctrine allows limited reproduction of copyrighted works for educational and research purposes. The relevant 
portion of the copyright statue provides that the “fair use” of a copyrighted work, including reproduction “for purposes such 
as criticism, news reporting, teaching (including multiple copies for classroom use), scholarship, or research” is not an 
infringement of copyright. The law lists the following factors as the ones to be evaluated in determining whether a particular 
use of a copyrighted work is a permitted “fair use,” rather than an infringement of the copyright: 

• the purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit 
educational purposes; 

• the nature of the copyrighted work; 
• the amount and substantiality of the portion used in relation to the copyrighted work as a whole, and 
• the effect of the use upon the potential market for or value of the copyrighted work. 

 
Although all of these factors will be considered, the last factor is the most important in determining whether a particular use 
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is “fair.” Students should seek assistance from a faculty member if there are any questions regarding what may be copied.  
 
Entering and Leaving the Building 
During the school day, students are to remain on campus all day unless excused in accordance within school policies. Upon 
returning to school during the day, students are to report to the office and sign in before attending classes. Students leaving 
school early must follow appropriate procedures, including signing out in the office with prior parental and/or school 
permission. 
 
The secondary regular school day ends at 3:38 p.m. Make-up work, special help, assignments after school, activity 
meetings, athletic practices, and other school activities can begin at that time. It is important that students who are involved 
in any of these activities report to that designated area. All other students must clear the building as soon as possible.  
Students involved in special activities before or after school hours on regular school days, or any other time school is not in 
regularly scheduled session, must be accompanied by a sponsoring teacher or designated individual and be in a definite 
designated area. Students entering a building prior to regular school hours must remain in designated areas as no specific 
supervision is provided by the school. Students are asked to not enter buildings too early in the day, stay too late after 
school, or wander or otherwise partake in random movement throughout the buildings without a specific school purpose or 
adequate supervision. Failure to do so will be referred to the administration. 
 
Gift Policy  
According to Board policy, gifts to school personnel shall not be encouraged. Policy also outlines that gifts brought to school 
should include all students in the student’s class. Thus, gifts to individual students and teachers are not encouraged. If 
parents desire to present a gift to their children for special occasions, they are requested NOT to deliver or have delivered 
such items directly to the school or classroom, but rather to present them to the children at home before or after school. 
During the school year for special occasions such as school activities, holidays, birthdays, etc.., gifts, balloons, flowers, and 
cards may be delivered to and coordinated through the respective school office during the last period of school. Items should 
be labeled so students and teachers can be notified that they should stop by the office. The school shall not be held 
responsible for items not delivered or picked up at the office. 
 
Insurance 
Under Nebraska law, the District may not use school funds to provide general student accident or athletic insurance. The 
District requires that all student participants in athletic programs have injury and accident insurance, and encourages all 
students who are in classes with risk of personal injury or accident to have insurance coverage. The district does not make 
recommendations, nor handle the premiums or claims for any insurance company, agent, or provider. Information about 
student insurance providers will be available in the school office. 
 
Laboratory Safety Glasses 
As required by law, approved safety glasses will be required of every student and teacher while participating in or observing 
vocational, technical, industrial technology, science, and art classes. All visitors to these areas must use a pair of safety 
glasses when entering any of these areas. Students choosing not to obey safety rules are choosing not to participate in 
class. 
 
Lockers & Book Bags 
Students in 3rd-12th grades will be assigned a locker. Students must use their own lockers and are not to share lockers with 
other students or change lockers, except as assigned or approved by school officials. It is recommended that lockers be 
locked so long as a combination or extra key is also submitted to the office. Students are expected to keep all books, etc., in 
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their assigned locker. Students are also responsible for the cleanliness inside and outside their locker. Nothing is to be 
placed on the outside door of their locker without administrative approval. Students may be assessed a fine for damage to 
lockers. Book bags will not be allowed into the classrooms or library. Students should store school materials in their hallway 
locker, while PE and sports articles should be stored in their athletic locker. 
 
Lost and Found 
Students who find lost articles are asked to take them to the office, where the articles can be claimed by the owner. 
 
Nuisance Items 
Cell phones, laptops, radios, iPods, cameras, or any and all other electronic devices and nuisance items are not permitted in 
classrooms unless for an educational or emergency purpose approved by the teacher and/or administration. Such nuisance 
items can be confiscated by school officials and subsequent student disciplinary action may be applied. Teachers may 
require all students to turn in these items at the beginning of class. The aforementioned items and other valuables such as 
money are not recommended to be brought to school in case of loss or theft. 
 
Audio or video taping in the classroom is not allowed unless permission is given by the teacher or administration. 
 
School/Student Safety 
In interest of school safety, students are expected to abide by all rules set forth by their teachers, sponsors, and/or coaches. 
Student behavior must conform to standards and measures of safety. Unsafe actions may result in expulsion from class or 
school. It is recommended that students wear clothing that ensures the best safety for themselves (i.e. full-length pants 
without holes or frayed edges, footwear enclosing the entire foot and toes). 
 
School Wellness Policy 
Schools throughout the nation are required to adhere to a federal law requiring strict rules related to healthy habits in the 
school’s curriculum, instruction, and experiences. Therefore, new rules may be implemented as the District provides a 
health-promoting school environment to instill habits of lifelong learning and health.  
 
Searches of Lockers and Other Types of Searches:  
Student lockers, desks, computer equipment, and other such property are owned by the school. The school exercises 
exclusive control over school property. Students should not expect privacy regarding usage of or items placed in or on 
school property, including student vehicles parked on school property and/or electronic devices, because school property is 
subject to search at any time by school officials. Periodic, random searches of lockers, desks, computers and other such 
property may be conducted at the discretion of the administration. The following rules shall apply to searches of students 
and of a student's personal property and to the seizure of items in a student's possession or control: 

1. School officials may conduct a search if there is a reasonable basis to believe that the search will uncover evidence 
of a crime or a school rule violation. The search must be conducted in a reasonable manner under the 
circumstances. 

2. Illegal items or other items reasonably determined to be a threat to the safety of others or a threat to educational 
purposes may be taken and kept by school officials. Any firearm or other weapon shall be confiscated and 
delivered to law enforcement officials as soon as practicable. 

3. Items which have been or are reasonably expected to be used to disrupt or interfere with the educational process 
(that is, “nuisance items” such as cell phones, iPods, and other electronic devices) may be confiscated from 
student possession. Students refusing to do so will choose to remove themselves to the office or school 
completely. 
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4. Electronic devices of any kind (cell phones, iPods, cameras, lap top computers, etc.) which are deemed 
inappropriate for the educational climate are prohibited for display or use in classrooms or during instructional time 
or school activity whether on immediate school grounds or regular school hours. Thus, if it is a school event or 
activity, electronic devices are deemed off limits and are prohibited and can be confiscated by school officials. 
Students may be expected to turn in their phones to the teacher before the start of a class period.  Like vehicles, by 
bringing cell phones and other electronic devices to school, the students and parents consent to the search of that 
device when school officials have a reasonable suspicion that such a search will reveal a violation of school rules. 

Cyberbullying and sexting are prohibited at school and school-related activities, just as bullying is prohibited. The sending, 
sharing, viewing, or possessing pictures, text messages, e-mails or other material of sexual nature in electronic or any other 
form on school grounds or activity is prohibited. This includes but is not limited to a computer, cell phone, or other electronic 
device. Thus, an ongoing pattern of physical, verbal, or electronic abuse is prohibited. There is no right to privacy as it 
relates to cell phones, lap tops, and other electronic devices on school grounds or at a school activity. 
 
Student Interviews by Third Parties 
In accordance to Board policy, individual pupils may not be interviewed by any person, except a professional of the Board of 
Education without the permission of the principal. Principals must obtain parental permission prior to allowing individual 
students to be interviewed by persons other than professional district employees unless there is suspicion of child abuse. If 
abuse is suspected, the principal or guidance counselor will be present during the interview. Nothing in this policy shall be 
intended to interfere or prevent the proper arrest of a student by an authorized officer of the law. Parental notification of an 
arrest shall be made by law enforcement or the Superintendent as soon as reasonably possible.  
 
Student Pictures 
A school appointed photographer will visit each building to photograph each student. All students are asked to do this for 
school yearbook and related necessities. These pictures are offered for sale to each student but are NOT required. There is 
also a composite picture made of each of the K-6 grades.  
 
Student Use of Copy Machines 
District owned copy machines are intended for appropriate educational use. Students and student aides are not under any 
circumstances to produce copies for personal use or personal gain. All copies should be done for an approved educational 
purpose as directed by a supervising teacher or office personnel. Inappropriate uses will result in lost privileges, as well as 
subject to appropriate disciplinary and academic punishment. 
 
Student Valuables 
Students, not the school, are responsible for their personal property. Students are cautioned not to bring large amounts of 
money or items of value to school. If it is necessary to bring valuable items or more money than is needed to pay for lunch 
that day, then leave the money or valuables with a staff member in the school office for temporary and safe-keeping. Even 
then, the school is not in a position to guarantee that the student’s property will not be subject to loss, theft, or damage.  
Students are provided with padlocks for their school and athletic lockers and are encourage to use them at all times. 
 
Nicotine-Free Environment 
Loup City Public Schools declares all of our schools buildings and grounds to be nicotine-free. We would appreciate your 
help in meeting the goal of a smoke- and nicotine-free environment for our children. When you attend school events, 
including athletic and other extracurricular events, remember that our grounds are smoke-and nicotine-free and abide by our 
District’s policy.   
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Use of Telephone 
Use of the office phone should be limited to a need basis, not just a convenience. The public courtesy phones are available 
for student use, but this right should not be abused. The courtesy phones are not to be used during class time, nor is phone 
use to be an excuse to be tardy to or absent from class. Do not use or display cell phones in class unless directed by the 
teacher to do so for educational purposes. 
 
Video Surveillance 
Notice is hereby given that video surveillance may occur on District property. The Board of Education has authorized the use 
of video cameras on School District property to ensure the health, welfare and safety of all staff, students and visitors to 
District property, and to safeguard District facilities and equipment. Video cameras may be used in locations as deemed 
appropriate by the Superintendent, including the classroom.  Teachers that wish to video-record their classroom must get 
permission from the administration beforehand.  In the event a video surveillance recording captures a student or other 
building user violating school policies or rules or local, state or federal laws, the video surveillance recording may be used in 
appropriate disciplinary proceedings against the student or other building user and may also be provided to law enforcement 
agencies. 
 
Visitors 
All visitors must report to the office to sign in and receive a visitor's pass. Parents are welcome at all times. Please sign 
in/out at the office upon entering/exiting school. Although discouraged, student visitors also are required to check into the 
office for administrative approval, preferably ahead of time. LCPS students with poor academic or behavioral patterns may 
NOT be permitted to have visitors at school. Visitors must have parental approval of both their parents, as well as the 
parents of the LCPS student for which they are a guest. If unapproved, visitors will be expected to leave school property or 
stay in the office. If approved, visitors must abide by school rules like regular attendees, including teachers not allowing 
student visitors.   
 
Water Bottles and Other Drink Containers   
Students will not be allowed to bring outside beverage containers (ie: Coffee Mugs, Fountain Drink Cups, etc.) into the 
building during the day.  Students may bring an empty water bottle that they can fill with water throughout the day, although 
individual teachers can determine if they will allow them in their classrooms or not.
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Article IV - Attendance 
 
Attendance Policy :  
Regular attendance by students is essential for students to obtain the maximum opportunities from the education program. 
Parents and students alike are encouraged to ensure an absence from school is a necessary absence. Students shall attend 
school unless excused by the principal. It shall be the responsibility of the parent to notify the school as soon as the parent 
knows the student will not be attending school on that day. The principal may request evidence or written verification of the 
student’s reason for absence.  
 
Attendance and Absences:  
An absence from school will be reported as: (a) an excused absence; (b) an unexcused absence; or (c) an exempt absence.  
Parents must call the school if their child will not be in attendance for all of or part of the school day. 
 

Excused Absences: Absences should be cleared through the Principal's office in advance whenever possible. An 
absence or tardy, even by parental approval, may not be excused. All absences, except for illness and/or death in 
the family, require advance approval. An absence for any of the following reasons will be excused, provided the 
required procedures have been followed: 

1. Attendance at a funeral for a member of the immediate family (parents, siblings, and grandparents), 
2. Illness which causes a student to be absent from school, 
3. Doctor or dental appointment which require student to be absent from school, 
4. Court appearances that are required by a court order, 
5. Family trips in which student accompanies parent(s)/legal guardian(s), 
6. Other absences which have received prior approval from the Principal. 

 
The Principal shall have the discretion to deny approval for the latter two reasons, depending on circumstances 
such as the student's number of other absences, the student's academic status, the tests or other projects which 
may be missed, and in the case of a family trip, whether the trip could be taken during non-school time and the 
educational nature of the trip. 
 
Unexcused Absences:  An absence which is not excused. If a student's absence is unexcused the student will be 
required to make-up school work and the time missed. 
 
A student who engages in unexcused absences may be considered truant as per state law Neb.Rev.Stat. 79-201. 
Truancy is a violation of school rules. The consequence of such action may include suspension from classes and 
the student may be required to make up the time missed.  Students who leave the school premises without 
permission during the school day will be considered truant. 
 
Exempt Absences:  An absence that is the result of a student partaking in a school activity, athletic event, or field 
trip will be considered an Exempt Absence and will not count towards excessive absence policies or procedures.  
In all cases, the students will be required to have a make-up form filled out and signed by all of the teachers of the 
classes they will miss that day.  Students may be required by the teacher to complete work before the form is 
signed.  Students will not be allowed on the bus without a complete and signed make-up form. 
 
Absence Procedure: A student will not be allowed to enter class after an absence until an admit slip, based upon a 
written or verbal parental excuse, or a conditional admit slip, is issue by the Principal's office. A conditional admit 
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slip, good for two days, may be issued to allow time to bring an excuse, in case no excuse has been provided upon 
returning to school. Work must be made up within the time allowed on the admit slip. Students missing classes for 
school activities must present a completed activities dismissal slip to the sponsor before being allowed to leave for 
the activity. 
 
For excused absences, two school days will be allowed to make up the work for each day missed with a maximum 
of 10 days allowed to make up work. If requested, assignment sheets will be prepared for students who are ill. If 
parents and/or students request assignment sheets, the school should be contacted by no later than 10:00 a.m.  
While a parent or doctor note or some other form of documentation may excuse the student’s absence, the 
day/period missed will still count towards the ten maximum periods missed for receiving class credit. 
 
For unexcused absences, the student may lose points in each class period missed. 
 
For exempt absences, work may be required to be done before the teacher signs their form.  Any work that is 
included on the make-up slip will need to be completed and turned in upon return or at the regular due date for the 
assignment.  If work is not included on the make-up slip, then the procedures for make-up work due to excused 
absences will be followed (ie: 2 days for each day missed). 
 
Mandatory Ages of Attendance: The mandatory ages of attendances for truancy purposes are age 6 (as of January 
1 of the then-current school year) to age 18. A student shall not be admitted or continued in enrollment after the 
end of the school year in which the student reaches the age of 21.  
 
Excessive Absenteeism: Regular attendance by the students at school is essential for students to obtain the 
maximum opportunities from the education program. Parents and students alike are encouraged to ensure an 
absence from school is a necessary absence. Students shall attend school unless excused by the principal. 
Excessive absenteeism is the failure to attend school for the minimum number of days established in the school 
calendar, with or without a reasonable cause. Thus, students absent for more than ten (10) times in any class 
period during a semester in grades 7-12 have reached excessive absenteeism. Students in grades K-6 who 
accumulate five (5) absences in a quarter shall be deemed to have "excessive absences." If any student has 
accumulated excessive absences or the hourly equivalent as aforementioned – excused and unexcused, the 
school shall render all services in its power to compel the student’s attendance. These services shall include the 
following:  

1. After the 6th absence parents will be notified via mail of the proximity to the limit of 10 absences in a 
semester.  parents again will be notified by mail on the 9th absence. 

2 A meeting or meetings between the the student’s parent/guardian, the building principaland the 
student to solve the excessive absenteeism problem will be requested after the child has 12 
absences. 

3. Educational evaluation to assist in determining the specific condition(s) contributing to the excessive 
absenteeism problem, supplemented by specific efforts by the school to help remedy any condition 
diagnosed. 

4. Investigation of the problem by the building principal or designate to identify conditions contributing to 
the excessive absenteeism problem. If services for the student and student’s family are determined to 
be needed, the investigator shall meet with the parent/guardian and the child to discuss any referral to 
appropriate agencies to remedy the conditions. 
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Reporting Habitual Truancy: Students of mandatory attendance age who accumulate twenty (20) absences per 
year (combination of excused and unexcused so just the total days absent) shall be deemed to be habitually truant. 
If the student continues to be or becomes habitually truant, the principal shall serve a written notice to the person 
violating Neb.Rev.Stat. ' 79-201, (i.e., the person who has legal or active charge or control of the student) warning 
him or her to comply with the provisions of that statute. If within one week after the time such notice is given such 
person is still violating the school attendance laws or policies, the principal shall file a report with the county 
attorney of the county in which such person resides. 

 
Making Up Time for Excessive Absences:   
Students that are considered excessively absent will be required to make up their days.  These days will be assigned by the 
Principal either before school, after school, on inservice days, on Saturday, or in the summer.  Credit for courses will be 
withheld until the student has satisfactorily made up their time for excessive absences. 
  
Make-Up Work:  
Written make-up work may be assigned for each day missed regardless of the type of absence, including school activities.  
 
For personal absences (i.e. illness, appointments, family, etc.), the student must obtain a make-up slip from the office for re-
admittance to classes. For excused absences, two (2) days is given to make up each (1) day absent. Only in unusual cases 
or prolonged illness will more than two weeks be granted for completing make-up work. If make-up work is not completed, 
students may receive no (0%) credit for the work required. The time each student is allowed will be determined by mutual 
agreement between the student and teacher. However, administrative intervention may also be necessary to remedy certain 
situations. The student has the responsibility to contact teachers, initially, regarding make-up assignments. If parents and/or 
students request assignments, the school should be contacted by no later than 10 a.m. 
 
To receive credit for work missed due to excused absences (e.g., personal illness, bereavement or emergency in the family), 
the student, upon returning to school, is responsible a) for requesting assignments for makeup work and b) for completing 
the makeup work on his/her own initiative by the due date. The teacher will provide materials and assistance to a student 
who is making up work for these reasons. 
 
In cases of school missed due to a school activity (i.e. speech, golf, track, etc.), activity participants must complete a make-
up slip and return it to the sponsor BEFORE participating in the activity.  Teachers may require students to complete work 
before signing the make-up slip.  Any work indicated on the make-up slip must be completed and turned in when the student 
returns to class or at the regularly schedule due date.  If work is not indicated by the teacher on the make-up slip, then the 
procedures for make-up work for excused absences will be followed. 
 
To receive credit for work missed due to a parent requested prearranged absence (e.g., medical or dental appointment, 
religious observance, spectator at a school activity, short-term work requirement, applying for a job, family trip, college visit), 
the student is responsible a) for requesting assignments for makeup work prior to his/her absence and b) for completing the 
makeup work on his/her own initiative by the due date. 
 
Tardiness:  
Students tardy to 1st Period class are to sign in at the office. Students will be considered tardy to school if they are not in 
their assigned class or ready and attentive in their assigned area when the bell for their first class rings, unless excused by 
authorized permission. Students are encouraged to be punctual and prompt.  
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Students will be given three tardies per semester during 1st period.  Any subsequent tardies will result in the time being 
made up before school, during lunch, or after school.  Excessive tardies will result in further discipline, including mandatory 
morning sessions.  Any tardy which exceeds half of the class period will be counted as an absence. 
 
Tardy to Class: Students will be considered tardy to class if they are not in their classroom when the tardy bell rings, unless 
they have a pass from the teacher who detained them. Specific tardy guidelines once students are in the classroom doorway 
are at the discretion of the classroom teacher. Students have a sufficient time period between all class changes to make it to 
their next assigned class on time. When a student misses half or more than half of a class period, he/she will be counted as 
absent. 
 
Leaving School Early/Arriving Late:  
Students who must leave school for any reason during the school day must check out at the office before leaving. Students 
leaving school must be cleared in advance by a phone call from the parent or legal guardian. If a student arrives late to 
school or upon returning to school that same day, students are expected to sign in at the office. A sheet will be available on 
the office counter for this purpose. Students who leave without permission and without signing out in the proper manner will 
be considered truant. 
 
Attendance Required All Day to Participate in Activities:  
Students must attend school all day the day of any scheduled school activity in order to participate in the activity. This 
includes any activity/athletic contests, practices, dances, etc. Prior arrangements can be made with the principal for funerals, 
medical, or other family-related appointments. Failure to attend any part of that school day will result in a student being 
withheld from participation in the activity. The principal retains the right to grant participation should exceptional 
circumstances prevail.  
 
Perfect Attendance:  
Students who are not absent from school for any class periods during the school year will be recognized as having perfect 
attendance. Students are NOT counted absent from school for school activities. 
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Article V – Scholastic Achievement 
 
]Grading System:  
Loup City Public Schools uses the following letter grading system for grades 2nd -12th: 
 
  A  94 - 100  Excellent 
  B  86 - 93  Good 
  C  78 - 85  Satisfactory 
  D  70 - 77  Needs Improvement 
  F  Below 70 Failing (No Credit) 
 
Grading systems and class procedures will be established by individual classroom teachers and given to the students or 
posted in the classroom at the beginning of the year. 
 
High School Graduation Requirements: 
 
 Course Requirements  Hours/Credits 
 English    40 hours  
 Social Studies   40 hours  
 Math    40 hours  
 Science    30 hours  
 Physical Education  10 hours  
 Speech    5 hours  
 Life Skills   5 hours  
  

MINIMUM TOTAL HOURS TO GRADUATE – 250 
 
To receive a diploma a student must earn at least 250 semester hours credit of classroom work in grades 9 through 12. All 
students must carry a specified course assignment in all eight class periods during each semester.  
 
Valedictorian and Salutatorian will be based on student’s GPA. This award will be based on the GPA at the end of the 
second semester.  Unless the grades are identical to two decimals, there will be only one Valedictorian and Salutatorian. 
 
Grade Point Average (GPA) does not include Band, Chorus, Drama, Journalism, Life Skills, Weight Training, or other 
elective courses approved by the administration. However, credits for these classes will be counted towards graduation 
totals. All other class grades will be counted in arriving at a GPA. 
 
High School Yearly Course Requirements & Course Load:  
High School students in all grade levels are required to register for appropriate courses and course load. Please see the 
Guidance Counselor for your particular needs. 
 
Promotion & Retention:  
The professional staff at Loup City Public Schools will place students at the grade level and in the courses best suited to 
them academically, socially, and emotionally. Students will typically progress annually from grade to grade. A student may 
be retained at a grade level or be required to repeat a course or program when such is determined in the judgment of the 
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professional staff to be appropriate for the educational interests of the student and the educational program. 
 
Schedule Changes:  
Students needing schedule changes should notify the guidance counselor. Final approval of all schedule changes will be 
made by the Principal. Second semester schedule changes will be limited and subject to administrative approval.  Generally, 
schedule changes will not be allowed after the first week of the semester. 
 
Progress Reports:  
Progress Reports are mailed at the midpoint of each quarter. They are intended to provide information concerning student 
progress. Progress Reports do not necessarily mean a student is failing the subject, only that he/she is doing below average 
work and/or not working up to their ability. Students and parents are strongly encouraged to directly contact individual 
teachers to discuss concerns and strategies to help students be successful. 
  
Report Cards:  
Report cards are issued at the end of a final grading period. Letter grades are used to designate a student’s progress. 
Incompletes shall be designated by an "INC". Students who receive an INC will be given two weeks after the semester to 
complete the work and turn it into the instructor.   Failure to do so will cause the grade to change to the grade with the 
assignments marked as not completed.   
  
Parent-Teacher Conferences:  
Parent-teacher conferences will be held during the 1st Quarter and 3rd Quarter. Refer to the school calendar for the 
schedule. Conferences with teachers, at any other time, are possible by calling the school office or making arrangements 
with one or more teachers as needed.  
  
Honor Roll:  
The purpose of the honor roll is to recognize those students who demonstrate academic excellence. Honor rolls will be 
determined for 1st, 2nd, 3rd and 4th quarters. Students will be recognized accordingly:  

1. Students receiving all "A’s" will be classified as students with DISTINCTION. 
2. Students receiving no other grade lower than a "B" will be classified as students with HONOR. 
3. All class grades are figured the same for honor roll status.  
4. Honor roll lists are published in Sherman County Times after each quarter.  

 
Semester Tests:  
Semester tests or final projects may or may not be given in each class.  Students who are assigned a final test or project will 
need to have it completed before a final grade will be issued. 
 
Homework:  
The purpose of homework is to extend and reinforce the learning experiences of the child beyond the classroom. The 
frequency and size of assignments depend upon the age, grade, interest, and working ability of the child. Students are 
expected to complete each assignment to the best of their ability. 
 
Testing:  
Achievement tests and other specialized assessment instruments are scheduled periodically throughout the school year. 
Cooperation is asked that students make every effort to both attend school these days AND give maximum effort in 
completing these tests. Recent laws and regulations make these tests and related scores VERY important for both the 
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student and District. 
 
Recess/Playground/School Grounds Rules:  
Recess is provided daily for elementary students. Students are expected to come to school dressed for the weather (cold, 
hot, wind, rain, snow, etc.) as recess may be held either outdoors or indoors depending on the circumstances. Students may 
be asked to sit outside and watch rather than participate if they are not dressed for the weather as they will not be allowed to 
stay inside. 
 
Students will not be allowed to bring items for home for school recess to ensure that there is a safe environment. 
 
Dual Credit and College Courses:   
Students have the opportunity to take courses through Central Community College and other accrediterd colleges for 
college credit or dual credit.  Students participating in dual credit or college credit will need to be responsible for the 
registration with the accredited post-secondary institution.  .  Parents and/or students are responsible for paying all costs of 
tuition, books, supplies, fees, and taxes that are associated with these courses.  High school credits earned through dual 
credit courses will be included in the students’ GPA, credits from college credit courses will not be included in the GPA for 
Loup City.  
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Article VI – Support Services 
 
Special Education Identification And Placement Procedures:  
Special education means educational experiences, curriculum and services, including transportation, through the use of 
staff, facilities, equipment and classrooms which have been adapted to provide special instruction for students with 
disabilities. In addition, special education provides the support services necessary for evaluation, placement and instruction 
for students with disabilities. These services are free to parents, unless they elect to place their child in a program other than 
one approved by the school district.  
 
Identification of Students with Disabilities: Students who are experiencing difficulty in the academic achievement may be 
monitored by the MTSS team to help meet achievement goals.  Students who continue to have difficulty after many 
interventions have been implemented and monitored to have a referral to special education.  The parents will be contacted 
many times to ensure that there is appropriate communication of educational goals.  When parents are notified of a request 
for teaestin it will include a description of the action to be taken and a description of each evaluation procedure. Written 
statements showing the results of the evaluation and the reasons for placement in a special education program must be kept 
on file. Within 30 days after a student has been verified as having a disability, an MDT conference will be held with parents. 
Advance notice will be given. At the conference, an Individual Education Program (IEP) will be developed.  
 
Reevaluation: Students identified for special education will be reevaluated at least every three years by the IEP team. The 
IEP team will review existing evaluation data on the student and will identify what additional data, if any, are needed. The 
school district shall obtain parental consent prior to conducting any reevaluation of a student with a disability.  
  
Individual Education Program (IEP):  Each student who has been identified with a learning disability under NDE Rule 
51disability must have a written IEP prepared by the IEP team, which will include the child’sparents, specifying programs 
and services which will be provided by the schools.  
 
Parental Review of Programs: Parents who want to review their child’s placement for any reason should request an IEP 
team meeting. If parents are not satisfied with the results of the conference, they may appeal to the Nebraska Department of 
Education for a formal hearing to be conducted by a state hearing officer. Parents dissatisfied by the findings and decisions 
made in a state level hearing have the right to bring civil action.  
 
This is a summary of the Loup City Public Schools plan for special education students. Anyone interested in obtaining a 
copy of the complete district policy or a copy of the Nebraska Department of Education Rule 51 (complaint procedures) or 
Rule 55 (appeal procedures) may contact the Superintendent at the Loup City Public Schools District Offices. 
 
School Counselor:  
The Loup City Public Schools employs guidance counselor(s) for the purpose of assisting students with a variety of 
concerns.  These concerns may be academic or personal in nature.  The school counselor will work with the student to 
p[rovide the appropriate services. If you wish to see a counselor, stop by a counselor’s office and make arrangements for an 
appointment. 
 

Counseling – The guidance office is a good place to go when you need an “ear”. Confidentially is the number one 
priority here, so you can feel free to come in and discuss whatever is on your mind. We all have problems, and it 
can often help to talk them over with someone who cares. Don’t be afraid to seek counseling from your teachers, 
principal, or counselor. 
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Career Guidance – A wide range of career information is available in the guidance office. Whether you are planning 
to enter the job market immediately or planning to further your education, resources are here to help you get 
started. As you go through high school, take the time to explore as many career avenues as you possibly can. The 
resources in the guidance office will be helpful. 
 
Scheduling of Classes – The guidance counselor helps you schedule your classes each year. Your counselor will 
attempt to help you select classes which will best meet your needs and prepare you for your future. Class selection 
is very important, and you should discuss it with your parents, teachers, and counselor. A reminder that student 
schedule changes cannot be made after the second week of school without administrative approval. Due to 
budgeting and planning, schedule changes for 2nd semester will be limited and subject to prior administrative 
approval. 
 
Testing – The guidance department also coordinates the testing program in your school. Testing is a good way to 
gain a better understanding of you and your needs. Remember, it can also help you understand yourself, since you 
have access to all test results. Many of the tests are useful career planning tools, especially those which you take 
during your Junior and Senior years. 

  
Health Services:  
School health personnel will notify parents when a student needs to be sent home from school due to illness. Please also 
inform your school health office staff of health related information you feel is important for your student’s success in the 
classroom and/or safety at school.  

 
Guidelines for Administering Medication: Whenever possible, your child should be provided medications by you 
outside of school hours. In the event it is necessary that the child take or have medication available at school, the 
parents/guardians must provide a signed written consent for the child to be given medication at school. A consent 
form is available at the school office.    
 
Medications must be provided to the school by the parent/guardian in the pharmacy-labeled or manufacturer-
labeled bottle. Repackaged medications will not be accepted. All medications also require a physician’s 
authorization to be given at school. The school nurse may limit medications to those set forth in the Physician’s 
Desk Reference (PDR). Please limit the amount of medication provided to the school to a two-week supply.  
 
Dispensing of Medicine: The office keeps Tylenol and other non-aspirin on hand for emergencies. The staff of Loup 
City Public Schools is not permitted to dispense medication of any type without a Parent Authorization Form being 
signed and returned to the office. Any employee who elects to dispense medication to students without this form 
being signed stating it is OK to do so, does so at his/her own risk, and Loup City Public Schools will not assume 
any liability for such action. 
 
School Health Screening: Children in Preschool and Kindergarten through third grade, as well as children in sixth 
and ninth grade are screened for vision, hearing, dental defects, height and weight. The screening program also 
incorporates scoliosis and blood pressure at the sixth and ninth grades. Students entering the Student Assistance 
Process at any grade level, and those about whom health concerns are identified to the school nurse, may also be 
screened. Parents are notified of any health concerns as they are identified. Parents who do not wish their child to 
participate in the school screening program must communicate this in writing to the school office where their child 
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attends at the start of the school year. Because Nebraska statutes require school-age screening, parents who 
remove their child from the screening program must submit findings from an alternate medical provider to the 
school by December 1.  
 
Physical Examination:  Evidence of a physical examination by a qualified physician is required within six months 
prior to the entrance of the child into any Early Childhood Special Education classes, kindergarten and the seventh 
grade, or in the case of transfer from out of state to any other grade. A parent or guardian who objects may submit 
a written statement of refusal for his or her child. The statement will be kept in the student’s file. Waiver forms are 
available in the school office.  
 
Guidelines for Head Lice:  The following guidelines are in place to: better control a nuisance condition; reduce 
absenteeism due to head lice; and involve parents as partners with the school in control efforts: 

1. Children will be sent home from school for live head lice. In the event the child has TWO cases of live 
lice in a semester, he or she will be sent home until free of both live lice and nits (eggs).  

2. Health office staff will provide written treatment information and instructions, including how to check 
and identify head lice*.  

3. A child who is sent home from school for head lice should miss no more than two school days. 
4. A child who has been sent from school due to head lice must come to the health office for inspection 

before returning to class.  
5. A child who returns to class with nits (eggs) will be checked again in 7-10 days.  
6. Families are encouraged to report head lice to the school health office.  
7. Individual buildings will perform classroom-wide or school-wide head checks as needed in order to 

control the condition at school.  
*Nit removal will be emphasized for effective management of the condition. For more information call the nurse at 
your child’s school. 
 
Birth Certificate Requirements:  State law requires that a certified copy of a student’s birth certificate be used when 
enrolling a new student in school. If your child is registering with Loup City Public Schools for the first time, you may 
obtain this document from the Bureau of Vital Statistics in the state in which your child was born. Assistance in 
obtaining birth certificates may be obtained from Health Records Management, P.O. Box 95065, Lincoln, NE 
68509-5065. There is a fee per certificate. 
 
Please note: The document parents receive from the hospital looks like a birth certificate, but it is not a certified 
copy. A certified copy has the raised seal of the state of Nebraska and is signed by the director of vital statistics. If 
a birth certificate is unavailable, other reliable proof of a student's identity may be used. These documents could 
include naturalization or immigration documents showing date of birth or official hospital birth records, a passport, 
or a translation of a birth certificate from another country. The documents must be accompanied by an affidavit 
explaining the inability to produce a copy of the birth certificate.  
 
Immunizations:  Students must show proof of immunization upon enrollment in Loup City Public Schools. Any 
student who does not comply with the immunization requirements will not be permitted to continue in school. 
Students with medical conditions or sincerely held religious beliefs which do not allow immunizations may complete 
a waiver statement which is available in school health offices. Students with a signed waiver statement may be 
excluded from school in the event of a disease outbreak. Immunizations against the following are required for every 
child: • measles • mumps • rubella • poliomyelitis • diptheria • pertussis • tetanus • 
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Drug-Free Schools:  
The District implements regulations and practices which will ensure compliance with the Federal Drug-Free Schools and 
Communities Act and all regulations and rules promulgated pursuant thereto. The District’s safe and drug-free schools 
program is established in accordance with principles of effectiveness as required by law to respond to such harmful effects. 
 

Education and Prevention:  This District promotes comprehensive, age appropriate, developmentally based drug 
and alcohol education and prevention programs, which will include in the curriculum the teaching of both proper 
and incorrect use of drugs and alcohol for all students in all grades of this School District.  Further, this District will 
have proper in-service orientation and training for all employed staff.   
 
Drug and Alcohol Use and Prevention:  By this handbook, each student of the District is hereby provided a copy of 
the standards of conduct for student behavior in the District which prohibit the unlawful possession, use, or 
distribution of illicit drugs and alcohol on school premises or as a part of any of the school's activities.   
 
Drug and Alcohol Education and Prevention Program of the District Pursuant to The Safe and Drug-Free Schools 
and Communities Laws and Regulations:  All students are provided age appropriate, developmentally based drug 
and alcohol education and prevention program for all students of the schools. It shall be the policy of the District to 
require instruction at such grade level concerning the adverse effects resulting from the use of illicit drugs and 
alcohol. Such instruction shall be designed by affected classroom teachers or as otherwise directed by the Board to 
be appropriate to the age of the student exposed to such instruction. One of the primary objectives shall be the 
prevention of illicit drug and alcohol use by students. It shall further be the policy of the District to encourage the 
use of outside resource personnel such as law enforcement officers, medical personnel, and experts on the subject 
of drug and alcohol abuse, so that its economic, social, educational, and physiological consequences may be made 
known to the students of the District.   
 
It shall further be the policy of the District, through the instruction earlier herein referred to, as well as by information 
and consistent enforcement of the Board's policy pertaining to student conduct as it relates to the use of illicit drugs 
and the unlawful possession and use of alcohol, that drug and alcohol abuse is wrong and is harmful both to the 
student and the District, and its educational programs. 
 
Drug and Alcohol Counseling, Rehabilitation and Re-entry Programs:  All students shall be provided information 
concerning available drug and alcohol counseling, rehabilitation, and re-entry programs within 60  miles of the 
administrative offices of the District or, where no such services are found, within the State of Nebraska. Information 
concerning such resources shall be presented to all of the students of the District upon request by the Guidance 
Counselor. 
 
In the event of disciplinary proceedings against any student for any District policy pertaining to the prohibition 
against the unlawful possession, use, or distribution of illicit drugs and alcohol, appropriate school personnel shall 
confer with any such student and his or her parents or guardian concerning available drug and alcohol counseling, 
rehabilitation, and re-entry programs that appropriate school personnel shall consider to be of benefit to any such 
student and his or her parent or parents or guardian. 
 
Standards of Student Conduct Pertaining to the Unlawful Possession, Use, or Distribution of Illicit Drugs or Alcohol 
on School Premises or as a Part of Any of the School's Activities:  (In addition to standards of student conduct 
elsewhere adopted by board policy or administrative regulation to absolutely prohibit the unlawful possession, use, 
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or distribution of illicit drugs or alcohol on school premises or as a part of any of the school's activities.) This shall 
include such unlawful possession, use, or distribution of illicit drugs and alcohol by any student of the District during 
regular school hours or after school hours at school sponsored activities on school premises, at school sponsored 
activities off school premises. 

 
Conduct prohibited at places and activities as hereinabove described shall include, but not be limited to, the 
following: 

1. Possession of any controlled substance, possession of which is prohibited by law. 
2. Possession of any prescription drug in an unlawful fashion. 
3. Possession of alcohol on school premises or as a part of any of the school's activities. 
4. Use of any illicit drug. 
5. Distribution of any illicit drug. 
6. Use of any drug in an unlawful fashion. 
7. Distribution of any drug or controlled substance when such distribution is unlawful. 
8. The possession, use, or distribution of alcohol. 

 
It shall further be the policy of the district that violation of any of the above prohibited acts will result in disciplinary 
sanction being taken within the bounds of applicable law, up to and including short-term suspension, long-term 
suspension, expulsion, and referral to appropriate authorities for criminal prosecution. 
 
Drugs and Alcohol Prohibited - Standards of Conduct for Students and Employed Staff:  The manufacture, 
possession, selling, dispensing, use or being under the influence of alcohol or any alcoholic beverage or alcoholic 
liquor on school grounds, or during an educational function, or event off school grounds, or off school grounds if 
there is a substantial interference with school purposes, is prohibited. 
 
The possession, selling, dispensing, use or being under the influence of any controlled substance or drug, including 
but not limited to marijuana, any narcotic drug, any hallucinogen, any stimulant, or any depressant on school 
grounds, or during the educational function or event off school grounds, or off school grounds if there is a 
substantial interference with school purposes, is prohibited. 
 
The possession, selling, dispensing, use or being under the influence of any abusable glue or aerosol paint or any 
other chemical substance for inhalation, including but not limited to lighter fluid, whiteout, and reproduction fluid, 
when such activity constitutes a substantial interference with school purposes on school grounds or during and 
educational function, or event off school grounds, is prohibited. 
 
The possession, selling, dispensing or use of any look-alike drug or look-alike controlled substance when such 
activity constitutes a substantial interference with school purposes on school grounds or during an educational 
function, or event off school grounds, is prohibited. 
 
Any prescription or non-prescription drug, medicine, vitamin or other chemical may not be taken unless authorized 
as stated in the next section on AUTHORIZED USE. 
 
Authorized Use:  Any student whose parent or guardian requests that he or she be given any prescription or non-
prescription medicine, drug, or vitamin shall provide signed permission by parent or physician. 
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Disciplinary Sanctions: 
1. Violation of this policy may result in suspension or expulsion. Prohibited substances will be 

confiscated and could be turned over to law enforcement authorities. The student may be referred for 
counseling or treatment. Parents or legal guardian will be notified. 

2. If the student is observed to be violating this policy, the student will be escorted to the 
Principal/Superintendent's office immediately, or if not feasible, the Principal/ Superintendent will be 
notified. The student's parents or legal guardian will be requested to pick up the student. If it appears 
there is imminent danger to other students, school personnel, or students involved, the 
Principal/Superintendent, or such other personnel as authorized by the Principal/Superintendent, may 
have the student removed by authorized medical or law enforcement personnel. 

3. Parents and students shall be given a copy of the standards of conduct and disciplinary sanctions 
required and shall be notified that compliance with the standards of conduct is mandatory. 

 
Intervention: The Loup City Public Schools does not have the authority or responsibility to make medical or health 
determinations regarding chemical dependency. However, when observed behavior indicates that a problem exists 
which may affect the student's ability to learn or function in the educational climate or activity, the school then has 
the right and responsibility to refer the student for a formal chemical dependency diagnosis based on behavior 
observed by school staff. The school will issue a statement to all students and employed staff that the use of illicit 
drugs and the unlawful possession and use of alcohol is wrong and harmful.  The school shall make available to 
students and employed staff information about any drug and alcohol counseling, and rehabilitation and re-entry 
programs, which are available to students. 
 
Administration:  The administration is authorized to adopt such administrative rules, regulations or practices 
necessary to properly implement this policy. Such regulations, rules or practices may vary the procedures set forth 
herein to the extent necessary to fit the circumstances of an individual situation. Such rules, regulations and 
practices may include administrative forms, such as checklists to be used by staff to record observed behavior and 
to determine the proper plan of action. 
 
Nicotine, Alcohol, and Other Drugs:  As a participant in Toward a Drug Free Nebraska Program, certain training 
level standards are present in the District’s policies. A comprehensive, age-appropriate, developmentally based, 
alcohol and other drug education and prevention program for all students in all grades is in place. The education 
and prevention program includes information on the legal, social, and health consequences of alcohol and other 
drug use. The program includes teaching students effective techniques of resisting peer pressure to use alcohol 
and other drugs. 
 
The District takes the position that the use of illicit drugs and the unlawful possession and use of alcohol is illegal 
and harmful. This policy will be revised biennially to (1) determine program effectiveness and implement any 
necessary changes, and (2) to ensure that the policy sanctions are consistently enforced. 
 
Appropriate disciplinary sanctions and educational measures shall be imposed when any student is found to be in 
violation of school policy relating to the possession, (including “under the influence”) use, sale, manufacture or 
distribution of alcohol, tobacco/nicotine (including smokeless tobacco), controlled substances or “look-alikes” on 
school property, at school sanctioned activities (either on school property or at other sites), or when being 
transported in vehicles dispatched by the school district. 
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Safe and Drug-Free Schools-- Parental Notice 
NOTICE TO PARENTS: Pursuant to the provisions of the Every Student Succeeds Act, if upon receipt of information 
regarding the content of safe and drug free school programs and activities other than classroom instruction a parent objects 
to the participation of their child in such programs and activities, the parent may notify the School District of such objection in 
writing.  Upon the receipt of such notice the student will be withdrawn from the program or activity to which parental 
objection has been made. 
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Article VIII – Student Rights, Conduct, Rules and Regulations 
 
General Discipline Philosophy  

The Loup City Public Schools has the authority to discipline students who behave inappropriately on the way to school, at 
school, during lunch, on the way home, and at all school activities (home and away or any time while on school or district 
property). 
 
The school district’s discipline is guided by the following principles: 
 
1. The school district’s discipline policy is intended to ensure that students take responsibility for their behavior.  
2. Behavior expectations and the consequences for failing to meet those expectations will be clearly communicated to all 

students and their parents.  
3. The severity of consequences for violating behavior expectations will generally be progressive in nature.  That is, 

sanctions will increase with each instance of misconduct; however, each instance will be assessed on its own facts, and 
sanctions will be imposed based on the severity of the misconduct. 

4. Parents play a vital role in supporting and reinforcing the school district’s expectations of their students.     
5. Behavior expectations apply to all students; consequences are enforced consistently without regard to a student’s 

academic record or achievement. 
 
Extracurricular activities including athletics, cheerleading, band, chorus, and club activities, are governed by the Student 
Activity Handbook.  Students who are involved in extracurricular activities may face consequences related to the activity in 
addition to the consequences discussed in this handbook. 
 
The school district reserves the right to refer to the appropriate non-school agency any act or conduct of its students which 
may constitute a crime under federal, state, county, or local law.  The administration will cooperate with these agencies in 
their investigations. 
 

Forms of School Discipline 
Administrative and teaching personnel may take actions regarding student behavior that are reasonably necessary to aid the 
student, further school purposes, or prevent interference with the educational process.  Such actions may include, but need 
not be limited to, counseling of students, parent conferences, rearrangement of schedules, requirements that a student 
remain in school after regular hours to do additional work, restriction of extracurricular activity, or requirements that a student 
receive counseling, psychological evaluation, or psychiatric evaluation upon the written consent of a parent or guardian to 
such counseling or evaluation.  The actions may also include in-school suspensions during the day or mandatory attendance 
at Saturday school.  When in-school suspensions, after-school assignments, Saturday School, or other disciplinary 
measures are assigned, the student is responsible for complying with such disciplinary measures; a failure to serve such 
assigned discipline as directed will serve as grounds for further discipline, up to expulsion from school.  District 
administrators may develop building-specific protocols for the imposition of student discipline.  
 
In this section, references to "Principal" shall include building principals, the principal's designee, or other appropriate school 
district administrators.   
 
Any statement, notice, recommendation, determination, or similar action specified in this section shall be effectively given at 
the time written evidence thereof is delivered personally to or upon receipt of certified or registered mail or upon actual 
knowledge by a student or his or her parent or guardian. 
 
Any student who is suspended or expelled from school pursuant to this section may not participate in any school activity 
during the duration of that exclusion including adjacent school holidays and weekends.  The student activity eligibility of a 
student who is mandatorily reassigned shall be determined on a case-by-case basis by the principal of the building to which 
the student is reassigned.   
 
After School Sessions and Detentions  
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Teachers and administrators may require students to stay after school or to serve a detention when the student violates any 
of the rules contained in this handbook or violates classroom-specific conduct rules set by individual teachers.  
 
Students who ride the bus home from school will be given a 24-hour notice of after-school time or a detention so that the 
parents may make plans to pick up the student the following day.   
 

• After-school sessions will not exceed 30 minutes from the time of dismissal and are to be served in the teacher's 
room.  A student who fails to attend an after school session may be given a detention by the teacher or may face 
additional disciplinary consequences up to and including long-term suspension and/or expulsion.  A student who 
has a conflict with an after-school session is responsible for working it out with the teacher. 

 
• Detentions are 30 minutes, served in the central office or the detention room designated by the building principal. 

 
Saturday School 
The building administrator may require a student to attend Saturday School for four hours on Saturday morning.  Saturday 
School is held from 8:30 AM to 12:30 PM in a classroom staffed by teachers.  Students follow strict rules and must work on 
assignments the entire time, except for short breaks.  Students who do not follow Saturday School rules will be removed 
from the classroom and will face further disciplinary action. 
 
In-School Suspension 
The building administrator may require a student to serve in-school suspension.  Students may be required to attend up to 
six hours per day of school-sponsored suspension a day at a designated location where they will study and participate in 
campus clean up.  There will be zero tolerance for behavior problems from students placed in in-school suspension.  
Students not completing their In-School Suspension will face further disciplinary action.   
 
Emergency Exclusion 
Students may be emergency excluded from school pursuant to the board's separate policy on emergency exclusion or state 
law.  
 
Short-Term Suspension 
The Principal or the Principal’s designee may exclude a student from school or any school function for a period of up to five 
school days (short-term suspension) on the following grounds: 
 

1. Conduct constituting grounds for expulsion as hereinafter set forth; or 
 
2. Other violations of rules and standards of behavior adopted by the board of education or the administrative or 

teaching staff of the school, which occur on or off school grounds, if such conduct interferes with school purposes 
or there is a nexus between such conduct and school. 

 
The following process will apply to short-term suspensions: 
 

1. The Principal shall make a reasonable investigation of the facts and circumstances.  Short-term suspension shall 
be imposed only after a determination that the suspension is necessary to help any student, to further school 
purposes, or to prevent an interference with school purposes. 
 

2. Prior to commencement of the short-term suspension, the student will be given oral or written notice of the charges 
against the student.  The student will be advised of what he/she is accused of having done, an explanation of the 
evidence the authorities have, and an opportunity to explain his/her version of the facts. 
 

3. Within 24 hours or such additional time as is reasonably necessary following the suspension, the Principal will send 
a written statement to the student and the student's parent or guardian, describing the student's conduct, 
misconduct, or violation of the rule or standard and the reasons for the action taken.  An opportunity will be given to 
the student, and the student's parent or guardian, to have a conference with the Principal ordering the short-term 
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suspension before or at the time the student returns to school.  The Principal shall determine who, in addition to the 
parent or guardian, is to attend the conference. 
 

4. Students who are short-term suspended will be given the opportunity to complete classwork, including but not 
limited to examinations, under the following conditions: 

a .   All work assigned for the suspension is completed upon on the end of the suspension period. 
b.    Work assigned is not a long term project, which will allow for the correct deadline.   

 

Weapons and/or Firearms 
Students may be disciplined for the possession of weapons and/or firearms pursuant to the board's separate policy on 
weapons and firearms or state law.   

 
Long-Term Suspension   
Students may be excluded by the Principal from school or any school function for a period of more than five school days but 
less than twenty school days (long-term suspension) for any conduct constituting grounds for expulsion as hereinafter set 
forth.  The process for long-term suspension is set forth below. 
 
Expulsion 
Meaning of Expulsion.  Expulsion means exclusion from attendance in all schools, grounds and activities of or within the 
system for a period not to exceed the remainder of the semester in which it took effect unless the misconduct occurred (a) 
within ten school days prior to the end of the first semester, in which case the expulsion shall remain in effect through the 
second semester, or (b) within ten school days prior to the end of the second semester, in which case the expulsion shall 
remain in effect for summer school and the first semester of the following school year, or (c) unless the expulsion is for 
conduct specified in these rules or in law as permitting or requiring a longer removal, in which case the expulsion shall 
remain in effect for the period specified therein.  Such action may be modified or terminated by the school district at any time 
during the expulsion period. 
 
Summer Review.  Any expulsion that will remain in effect during the first semester of the following school year will be 
automatically scheduled for review before the beginning of the school year.  The review will be conducted by the hearing 
officer who conducted the initial expulsion hearing, or a hearing officer appointed by the Superintendent in the event no 
hearing was previously held or the initial hearing officer is no longer available or willing to serve, after the hearing officer has 
given notice of the review to the student and the student's parent or guardian.  This review shall be limited to newly 
discovered evidence or evidence of changes in the student's circumstances occurring since the original hearing.  This review 
may lead to a recommendation by the hearing officer that the student be readmitted for the upcoming school year.  If the 
school board or board of education or a committee of such board took the final action to expel the student, the student may 
be readmitted only by action of the board.  Otherwise, the student may be readmitted by action of the Superintendent. 
 
Suspension of Enforcement of an Expulsion:  Enforcement of an expulsion action may be suspended (i.e., "stayed") for a 
period of not more than one full semester in addition to the balance of the semester in which the expulsion takes effect, and 
as a condition of such suspended action, the student may be assigned to a school, class, or program/plan and to such other 
consequences which the school district deems appropriate.   
 
Alternative School or Pre-expulsion Procedures.  The school shall provide either an alternative school, class or 
educational program for expelled students or shall follow the pre-expulsion procedures outlined in Neb. Rev. Stat. 79-266.   
 

1. Grounds for Long-Term Suspension, Expulsion, or Mandatory Reassignment:  
2. The following conduct constitutes grounds for long-term suspension, expulsion, or mandatory reassignment, 

subject to the procedural provisions of the Student Discipline Act, Neb. Rev. Stat. § 79-254 through 79-296, when 
such activity occurs on school grounds, in a vehicle owned, leased, or contracted by a school being used for a 
school purpose or in a vehicle being driven for a school purpose by a school employee or by his or her designee, or 
at a school-sponsored activity or athletic event: 
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3. Use of violence, force, coercion, threat, intimidation, or similar conduct in a manner that constitutes a substantial 
interference with school purposes; 

4. Willfully causing or attempting to cause substantial damage to property, stealing or attempting to steal property of 
substantial value, or repeated damage or theft involving property; 

5. Causing or attempting to cause personal injury to a school employee, to a school volunteer, or to any 
student.  Personal injury caused by accident, self-defense, or other action undertaken on the reasonable belief that 
it was necessary to protect some other person shall not constitute a violation of this subdivision; 

6. Threatening or intimidating any student for the purpose of or with the intent of obtaining money or anything of value 
from such student; 

7. Knowingly possessing, handling, or transmitting any object or material that is ordinarily or generally considered a 
weapon (see also board policy on weapons and firearms); 

8. Engaging in the unlawful possession, selling, dispensing, or use of a controlled substance or an imitation controlled 
substance, as defined in section 28-401, a substance represented to be a controlled substance, or alcoholic liquor 
as defined in section 53-103.02 or being under the influence of a controlled substance or alcoholic liquor (note:  the 
term “under the influence” for school purposes has a less strict meaning than it does under criminal law; for school 
purposes, the term means any level of impairment and includes even the odor of alcohol on the breath or person of 
a student; also, it includes being impaired by reason of the abuse of any material used as a stimulant); 

9. Public indecency as defined in section 28-806, except that this prohibition shall apply only to students at least 
twelve years of age but less than nineteen years of age; 

10. Engaging in bullying as defined in section 79-2,137 and in these policies; 
11. Sexually assaulting or attempting to sexually assault any person if a complaint has been filed by a prosecutor in a 

court of competent jurisdiction alleging that the student has sexually assaulted or attempted to sexually assault any 
person, including sexual assaults or attempted sexual assaults that occur off school grounds not at a school 
function, activity, or event.  For purposes of this subdivision, sexual assault means sexual assault in the first degree 
as defined in section 28-319, sexual assault in the second degree as defined in section 28-320, sexual assault of a 
child in the second or third degree as defined in section 28-320.01, or sexual assault of a child in the first degree as 
defined in section 28-319.01, as such sections now provide or may hereafter from time to time be amended; 

12. Engaging in any other activity forbidden by the laws of the State of Nebraska which activity constitutes a danger to 
other students or interferes with school purposes; or  

13. A repeated violation of any of the following rules, or a single violation if the conduct amounts to a criminal act, if 
such violations constitute a substantial interference with school purposes: 

a. The use of language, written or oral, or conduct, including gestures, which is profane or abusive to 
students or staff members.  Profane or abusive language or conduct includes, but is not limited to, that 
which is commonly understood and intended to be derogatory toward a group or individual based upon 
race, sex, national origin, or religion; 

b. Dressing or grooming in a manner which violates the school district’s dress code and/or is dangerous to 
the student's health and safety, a danger to the health and safety of others, or which is disruptive, 
distracting or indecent to the extent that it interferes with the learning and educational process; 

c. Violating school bus rules as set by the school district or district staff; 
d. Possessing, using, selling, or dispensing tobacco, nicotine, drug paraphernalia, or a tobacco/nicotine 

imitation substance or packaging, regardless of form, including cigarettes, chewing tobacco, and any other 
form of tobacco or imitation, such as electronic cigarettes, vapor pens, etc.; 

e. Possessing, using, selling, or dispensing any drug paraphernalia or imitation of a controlled substance 
regardless of whether the actual substance possessed is a controlled substance by Nebraska law;  

f. Possession of pornography;  
g. Sexting or the possession of sexting images (a combination of sex and texting - the act of sending 

sexually explicit messages or photos electronically); 
h. Engaging in initiations, defined as any ritualistic expectations, requirements, or activities placed upon new 

members of a school organization for the purpose of admission into the organization, even if those 
activities do not rise to the level of “hazing” as defined below.  Initiations are prohibited except by 
permission of the superintendent; 

i. Engaging in hazing as defined by state law and this policy.  Hazing is defined as any activity by which a 
person intentionally or recklessly endangers the physical or mental health or safety of an individual for the 
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purpose of initiation into, admission into, affiliation with, or continued membership in any school 
organization.  Under state criminal law, hazing activities include, but are not limited to, whipping, beating, 
branding, an act of sexual penetration, an exposure of the genitals of the body done with the intent to 
affront or alarm any person, a lewd fondling or caressing of the body of another person, forced and 
prolonged calisthenics, prolonged exposure to the elements, forced consumption of any food, liquor, 
beverage, drug, or harmful substance not generally intended for human consumption, prolonged sleep 
deprivation, or any brutal treatment or the performance of any unlawful act that endangers the physical or 
mental health or safety of any person. For purposes of school rules, hazing also includes any activity 
expected of someone joining a group, team, or activity that humiliates, degrades or risks emotional and/or 
physical harm, regardless of the person's willingness to participate; personal servitude; restrictions on 
personal hygiene; yelling, swearing and insulting new members/rookies; being forced to wear 
embarrassing or humiliating attire in public; consumption of vile substances or smearing of such on one's 
skin; binge drinking and drinking games; sexual simulation and sexual assault; 

j. Bullying which shall include cyber-bullying, defined as the use of the internet, including but not limited to 
social networking sites such as Facebook, cell phones or other devices to send, post or text message 
images and material intended to hurt or embarrass another person.  This may include, but is not limited to; 
continuing to send e-mail to someone who has said they want no further contact with the sender; sending 
or posting threats, sexual remarks or pejorative labels (i.e., hate speech); ganging up on victims by making 
them the subject of ridicule in forums, and posting false statements as fact intended to humiliate the victim; 
disclosure of personal data, such as the victim's real name, address, or school at websites or forums; 
posing as the identity of the victim for the purpose of publishing material in their name that defames or 
ridicules them; sending threatening and harassing text, instant messages or emails to the victims; and 
posting or sending rumors or gossip to instigate others to dislike and gang up on the target; 

k. Violation of the district’s computer acceptable computer use policy are subject to discipline, up to and 
including expulsion; and 

l. Any other violation of a rule or regulation established by a school district staff member pursuant to 
authority delegated by the board. 

 
The length of any suspension, expulsion, or mandatory reassignment shall be as provided or allowed by law. 

 
Reporting Requirement to Law Enforcement 
Violations of this section will result in a report to law enforcement if: 

1. The violation includes possession of a firearm; 
2. The violation results in child abuse; 
3. It is a violation of state law that the administration believes cannot be adequately addressed by discipline from the 

school district; 
4. It is a violation of state law that endangers the health and welfare of staff or students; or 
5. It is a violation of state law that interferes with school purposes.  

 
  

Due Process Afforded to Students Facing Long-term Suspension or Expulsion 
The following procedures shall be followed with regard to any long-term suspension, expulsion, or mandatory reassignment. 
 

1. On the date of the decision to discipline, the Principal shall file with the Superintendent a written charge and a 
summary of the evidence supporting such charge.   

2. The Principal shall serve the student and the student's parents or guardian with a written notice by registered or 
certified mail or personal service within two school days of the date of the decision to recommend long-term 
suspension or expulsion.  The notice shall include the following: 

a. The rule or standard of conduct allegedly violated and the acts of the student alleged to constitute a cause 
for long-term suspension, expulsion, or mandatory reassignment, including a summary of the evidence to 
be presented against the student; 
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b. The penalty, if any, which the principal has recommended in the charge and any other penalty to which the 
student may be subject; 

 
c. A statement that, before long-term suspension, expulsion, or mandatory reassignment for disciplinary 

purposes can be invoked, the student has a right to a hearing, upon request, on the specified charges; 
 

d. A description of the hearing procedures provided by the act, along with procedures for appealing any 
decision rendered at the hearing; 

 
e. A statement that the principal, legal counsel for the school, the student, the student's parent, or the 

student's representative or guardian has the right (i) to examine the student's academic and disciplinary 
records and any affidavits to be used at the hearing concerning the alleged misconduct and (ii) to know 
the identity of the witnesses to appear at the hearing and the substance of their testimony; and 

 
f. A form on which the student, the student's parent, or the student's guardian may request a hearing, to be 

signed by such parties and delivered to the principal or superintendent in person or by registered or 
certified mail. 

 
3. When a notice of intent to discipline a student by long-term suspension, expulsion, or mandatory reassignment is 

filed with the superintendent, the student may be suspended by the principal until the date the long-term 
suspension, expulsion, or mandatory reassignment takes effect if no hearing is requested or, if a hearing is 
requested, the date the hearing examiner makes the report of his or her findings and a recommendation of the 
action to be taken to the superintendent, if the principal determines that the student must be suspended 
immediately to prevent or substantially reduce the risk of (a) interference with an educational function or school 
purpose or (b) a personal injury to the student himself or herself, other students, school employees, or school 
volunteers. 

 
4. Nothing in this policy shall preclude the student, student's parents, guardian, or representative from discussing 

and settling the matter with appropriate school personnel prior to the hearing stage. 
 
5. If a hearing is requested within five days after receipt of the notice, the Superintendent shall appoint a hearing 

officer who shall follow the "hearing procedures" outlined below. 
 
6. If a hearing is requested more than five school days following the receipt of the written notice, but not more than 

thirty calendar days after receipt, the Superintendent shall appoint a hearing officer who shall follow the "hearing 
procedures" outlined below, except that the time constraints set forth may differ as provided by law and this 
policy.  The student shall be entitled to a hearing but the consequence imposed may continue in effect pending 
final determination.   

 
7. If a request for hearing is not received within thirty calendar days following the mailing or delivery of the written 

notice, the student shall not be entitled to a hearing. 
 

In the event a hearing is requested, the hearing, hearing procedures, the student's rights and any appeals or judicial review 
permitted by law shall be governed by the applicable provisions of the Nebraska Student Discipline Act (Neb. Rev. Stat. § 
79-254 to 79-294).  The school district will provide parents with copies of the relevant statutes upon request. 
 

 
Additional Student Conduct Expectations and Grounds for Discipline:  
The following additional student conduct expectations are established. Failure to comply with such rules is grounds for 
disciplinary action. When such conduct occurs on school grounds, in a vehicle owned, leased, or contracted by a school 
being used for a school purpose or in a vehicle being driven for a school purpose by a school employee or by his or her 
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designee, or at a school-sponsored activity or athletic event, the conduct is grounds for long-term suspension, expulsion, or 
mandatory reassignment. 
 
Student Appearance:  
Students must come to school dressed in clean, neat, and appropriate clothing to conform to educational standards.   

Students are prohibited from wearing the following attire: 
1. Clothing displaying indecent, suggestive or profane writing, pictures or slogans 
2. Clothing that advertises or displays alcohol, tobacco/nicotine or any illegal substance 
3. Caps, hats and bandannas during the school day or at school-sponsored events 
4. Bare feet (some type of footwear must be worn) 
5. Short-shorts, biker shorts, or cutoffs  
6. Hairstyles which distract from the learning process or the health and safety for either the student or others   
7. Any clothing that could cause damage to others or school property 
8. Clothing that is torn, ripped, or cut 
9. Shirts, blouses, or other clothing worn unbuttoned, unzipped, or otherwise purposely unfastened 
10. “Grubby clothes,” those which are purposely torn or bedraggled or threadbare, dirty or disheveled 
11. Costumes and/or those clothes intended only for leisure, entertaining or special occasions 
12. Bare "midriff" (belly button) styles, see-through and low cut blouses, halters, tank tops or thin-strapped tops 

(spaghetti straps) 
13. Pants and shorts worn below the waist so as to expose undergarments 
14. Pants that drag on the floor 
15. Chains hanging or attached to pants or shorts 
16. Coats during school hours unless the student has permission from a faculty member 
17. Clothing with tears or holes that expose flesh or underclothes                           

 

Students who violate dress code guidelines will be required to correct the violation by changing into something appropriate 
at school or returning home to change.  A detention or suspension may be given to make up the time away from school.  
Students will also receive zeros for any class time they miss while correcting the violation.  Repeated dress code violations 
may result in more severe consequences. 
 
Coaches, sponsors, or teachers may have additional requirements for students who are in special lab classes like shop and 
PE areas. Students who are participants in performing groups or students who are representing the school as part of an 
extracurricular activity program also can be asked to conform to additional and special grooming and dress codes.   
 
Cheating, Plagiarism, and Academic Dishonesty 
Students may not cheat, plagiarize, or otherwise participate in any academic dishonesty in any form.  Prohibited behavior 
includes: 

 
• Obtaining, attempting to obtain, or aiding another person to obtain credit for work by any dishonest or deceptive 

means. 
• Lying. 
• Copying another person’s work or answers. 
• Discussing the answers or questions on a test or assignment unless specifically authorized by the teacher. 
• Taking or receiving copies of a test without the permission of the teacher. 
• Using or displaying notes, “cheat sheets,” or other sources of unauthorized information. 
• Using the ideas or work of another person as if they were your own without giving proper credit to the source.  
• Submitting work or any portion of work completed by another person. 
• Failing to give credit for ideas, statements, facts, or conclusions which rightfully belong to another person. 
• Failing to use quotation marks or other appropriate means of attribution when quoting directly from another person 

or source. 
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A student who cheats, plagiarizes, or otherwise participates in any academic dishonesty is subject to discipline, up to and 
including expulsion.   
 
Electronic Devices:  
Students may not use cell phones or other electronic devices while at school, except as permitted in this handbook. 
 
Students may use cell phones or other electronic devices on the school sidewalks and in the common areas of the school 
before and after school, so long as they do not create a distraction or a disruption.  Students may not use cell phones or 
other electronic devices while they are in locker rooms or restrooms.  Students must comply with each teacher’s classroom 
rules regarding cell phone use in class.   
 
Students may not use cell phones or other electronic devices while riding in a school vehicle unless they have express 
permission to do so from the vehicle’s driver. 
 
Students are personally and solely responsible for the security of their cell phones and other electronic devices.  The school 
district is not responsible for theft, loss, or damage of a cell phone or any calls made on a cell phone. 
 
Students who violate this policy will have their cell phones or other electronic devices confiscated immediately.  The 
administration will return confiscated devices to the offending student’s parent or guardian after meeting with the parent or 
guardian to discuss the violation.  Students who violate this policy may, at the discretion of the school’s administration, be 
subject to additional discipline, up to and including suspension or expulsion.  
 
The taking, disseminating, transferring, or sharing of obscene, pornographic, lewd, or otherwise illegal images or 
photographs, whether by electronic data transfer or otherwise may constitute a crime under state and/or federal 
law.  Any person engaged in these activities while on school grounds, in a school vehicle or at a school activity will 
be subject to the disciplinary procedures of the student code of conduct.  Any student found to be in possession of 
obscene, pornographic, lewd, or otherwise illegal images or photographs will be promptly referred to law 
enforcement and/or other state or federal agencies, which may result in arrest, criminal prosecution, and possible 
inclusion on sex offender registries. 
 
Public Displays of Affection:   
Students may not engage in public displays of affection that are disruptive to the school environment or distracting to 
others.  Prohibited conduct includes hugging, kissing, touching or any other display of affection that a staff member 
determines to be inappropriate. 
 
Harassment and Bullying Policy:  
It is the policy of Loup City Public Schools that “bullying” type behavior is not to be permitted. These guidelines are 
established to respond specifically to bullying behavior. Students and parents are advised that other response measures are 
also in place and set forth in Article 10 of this handbook for behavior which is discriminatory or harassing on unlawful 
grounds (e.g., sexual harassment, harassment of students with disabilities, race harassment, etc.).   
 

Step One: The first time school personnel become aware of a possible harassment or bullying situation, the accused 
student will be informed that such a complaint has been filed. At that time a warning will be given regarding this kind of 
behavior. The consequences for this kind of behavior in the future will be clearly outlined for the student. If, in the 
school’s opinion, the first occurrence of harassment behavior is severe, the school may move immediately to any of the 
four steps in the harassment policy. In other words, the policy may or may not be used sequentially. Moreover, at any 
stage the student may be disciplined under the student code by actions which may include expulsion, in the event the 
conduct is also a violation of other provisions of the student code. 
 
Step Two: The second time school personnel become aware of a harassment incident, the student’s parents will be 
notified. A conference will be requested at that time. If it is determined that the student has harassed another student, 
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consequences will be assigned. A student may stay on the second step as long as school authorities feel the 
consequences are effectively correcting the harassment behaviors. If it is determined that there is no basis for the 
harassment accusation, no consequences will be assigned. If the school determines that a student is intentionally 
making a false accusation against another student, an appropriate response will be made.  
 
Step Three: If the school authorities determine that the student continues to harass another student or the student fails 
to agree to not harass in the future, the school may assign the student to the Harassment Program level set forth below 
which the school authorities determine to be appropriate.  
 
Step Four: If a student fails to respond positively to the corrective measures of the Harassment Program, the student 
will be suspended from school for a minimum of five (5) school days, up to expulsion. School authorities will determine 
the action necessary to insure a safe learning environment for all students. 

 
Network, E-Mail, Internet and Other Computer Use Rules 
Students are expected to use computers and the Internet as an educational resource.  The following procedures and 
guidelines govern the use of computers and the Internet at school.   

I. Student Expectations in the Use of the Internet 
a. Acceptable Use  

i. Students may use the Internet to conduct research assigned by teachers. 
ii. Students may use the Internet to conduct research for classroom projects. 
iii. Students may use the Internet to gain access to information about current events. 
iv. Students may use the Internet to conduct research for school-related activities. 
v. Students may use the Internet for appropriate educational purposes. 

 
b. Unacceptable Use  

i. Students shall not use school computers to gain access to material that is obscene, 
pornographic, harmful to minors, or otherwise inappropriate for educational uses.  

ii. Students shall not engage in any illegal or inappropriate activities on school computers, including 
the downloading and copying of copyrighted material. 

iii. Students shall not use e-mail, chat rooms, instant messaging, or other forms of direct electronic 
communications on school computers for any unauthorized or unlawful purpose or in violation of 
any school policy or directive. 

iv. Students shall not use school computers to participate in on-line auctions, on-line gaming or mp3 
sharing systems including, but not limited to Aimster or Freenet and the like. 

v. Students shall not disclose personal information, such as their names, school, addresses, or 
telephone numbers outside the school network.  

vi. Students shall not use school computers for commercial advertising or political advocacy of any 
kind without the express written permission of the system administrator. 

vii. Students shall not publish web pages that purport to represent the school district or the work of 
students at the school district without the express written permission of the system administrator. 

viii. Students shall not erase, rename, or make unusable anyone else’s computer files, programs or 
disks. 

ix. Students shall not share their passwords with fellow students, school volunteers or any other 
individuals, and shall not use, or try to discover, another user’s password. 

x. Students shall not copy, change or transfer any software or documentation provided by the 
school district, teachers or another student without permission from the system administrator. 

xi. Students shall not write, produce, generate, copy, propagate, or attempt to introduce any 
computer code designed to self-replicate, damage, or otherwise hinder the performance of any 
computer’s memory, file system, or software.  Such software is often called, but is not limited to, 
a bug, virus, worm, or Trojan Horse. 
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xii. Students shall not configure or troubleshoot computers, networks, printers or other associated 
equipment, except as directed by a teacher or the system administrator. 

xiii. Students shall not take home technology equipment (hardware or software) without permission of 
the system administrator. 

xiv. Students shall not falsify electronic mail messages or web pages. 
 

II. Enforcement  
a. Methods of Enforcement 

i. The district monitors all Internet communications, Internet usage, and patterns of Internet 
usage.  Students have no right of privacy to any Internet communications or other electronic files.  
The computer system is owned by the school district.  As with any school property, any electronic 
files on the system are subject to search and inspection at any time.  

ii. The school district uses a technology protection measure that blocks access to some Internet 
sites that are not in accordance with the policy of the school district.  Standard use of the Internet 
utilizes a proxy server-based filter that screens for non-curriculum related pages. 

iii. Due to the nature of filtering technology, the filter may at times filter pages that are appropriate 
for student research.  The system administrator may override the technology protection measure 
for the student to access a site with legitimate educational value that is wrongly blocked.  

iv. The school district staff will monitor students' use of the Internet through direct supervision and 
by monitoring Internet use history to ensure enforcement of the policy.  

b. Consequences for Violation of this Policy 
i. Access to the school’s computer system and to the Internet is a privilege, not a right.  Any 

violation of school policy and rules may result in: 
1. Loss of computer privileges; 
2. Short-term suspension; 
3. Long-term suspension or expulsion in accordance with the Nebraska Student Discipline 

Act; and  
4. Other discipline as school administration and the school board deem appropriate.   

ii. Students who use school computer systems without permission and for non-school purposes 
may be guilty of a criminal violation and will be prosecuted.   

 
III.  Protection of Students 

a. Children’s Online Privacy Protection Act (COPPA)  
i. The school will not allow companies to collect personal information from children under 13 for 

commercial purposes.  The school will make reasonable efforts to disable advertising in 
educational computer applications.   

ii. This policy allows the school to act as an agent for parents in the collection of information within 
the school context.  The school’s use of student information is solely for education purposes.  

b. Education About Appropriate On-Line Behavior  
i. School district staff will educate students about appropriate online behavior, both in specific 

computer usage units and in the general curriculum.   
ii. Staff will specifically educate students on  

1. Appropriate interactions with other individuals on social networking websites and in chat 
rooms.  

2. Cyberbullying awareness and response.   
3. The School District’s technology coordinator shall inform staff of this educational 

obligation and shall keep records of the instruction which occurs in compliance with this 
policy 

 
Staff, Student and Parent Agreements: Students and parents may be required to sign a computer and network use 
agreement as a condition of the student being permitted to use such equipment.    
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Special Education – Discipline Actions for Special Education Students: Additional procedures related to discipline of special 
education students are provided for in the special education policies. 
 
Use of Corporal Punishment: Corporal punishment is not to be used as a form of discipline. Physical force may be used 
against a student only for the following reasons, and in all events only such force as is reasonably necessary may be used: 

1. Protection of the staff member; 
2. Protection of other students or property from the student; 
3. Removal of the student from a situation that endangers the student, other persons, or property. 
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Article IX – Extracurricular Activities 
 
Extra-Curricular Programs:  
Extra-curricular programs enrich the curriculum of the school by making available a wide variety of activities in which a 
student can participate. The Loup City Public Schools will adhere to the rules and regulations set forth in Title IX guidelines 
on sex discrimination, as well as other pertinent rules and regulations. 
 
Activity Passes:  
Students may purchase an activity pass for $20, which entitles students to be admitted to home athletic events. Adult 
Passes are available for $50, Family Passes are available for $100, and Senior Passes are available at no charge. Without 
a pass, a home game admission price is $5 for both students and adults. Admission price for all non-varsity events is $2.  
 
Activity Philosophy:   
Many extra-curricular activities are provided for students in the Loup City Public School System. For the students’ 
information, whether spectator or participating, all school-related activities will be treated as an extension of the school day. 
Students will be subject to the same disciplinary procedures while at these activities as they would be during the school day. 
 
Activities are considered an integral part of the school’s program of education which provide experiences that will help boys 
and girls physically, mentally, and emotionally. The element of competition and winning, though it exists, is controlled to the 
point it does not determine the nature or success of the program. This is considered to be educationally and psychologically 
sound because of the training it offers for living in a competitive society. Students are stimulated to want to win and excel, 
but the principles of good sportsmanship prevail at all times to enhance the educational values of contests. We believe that 
participation in activities, both as a player and as a student spectator, is an integral part of the students’ educational 
experiences. Such participation is a privilege that carries with it responsibilities to the school, to the team, to the student 
body, to the community and to the students themselves. In their play and their conduct, students are representing all of 
these groups. Such experiences contribute to the knowledge, skill and emotional patterns that they possess, thereby making 
them better people and citizens.  
  
Safety & Transportation:  
The District’s philosophy is also to maintain an activities program which recognizes the importance of the safety of the 
participants. To ensure safety, participants are required to become fully familiar with the dangers and safety measures 
established for the activity in which they participate, to adhere to all safety instructions for the activity in which they 
participate, and to exercise common sense. 
  
In addition, the District requires that activity team members travel to and from out-of-town events as a unit. Any exceptions 
to this rule must be approved by both the parents and the coach/sponsor, and should be done prior to the departure to the 
event. Special circumstances may need written verification. Students can only be released physically to a parent. The 
student must ride home with his/her parent or guardian. Violation of this rule will result in disciplinary action. Each 
sponsor/coach/instructor shall have sign-off slips for parents to sign when their child leaves with them. Other unusual 
circumstances should be approved by the Principal. Only those people involved with the activity will be allowed to travel in 
the school vehicle.   
  
Warning for Participants and Parents :   
The purpose of this warning is to bring your attention to the existence of potential dangers associated with athletic injuries. 
Participation in any athletic activity – no matter at what level or how competitive - may involve injury of some type. The 
severity of such injury can range from minor cuts, bruises, sprains and muscle strains to more serious injuries to the body’s 
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bones, joints, ligaments, tendons, or muscles, to catastrophic injuries to the head, neck, and spinal cord. On rare occasions, 
injuries can be so severe as to result in total disability, paralysis, or death. Even with appropriate coaching, appropriate 
safety instruction, appropriate protective equipment, and strict observance of the rules, injuries are still a possibility.   
 
Activity Code of Conduct:   
These general rules shall pertain to all students of the Loup City Public Schools who are involved with extra-curricular 
activities. These rules will be in affect from the first date of Fall Sports practice or the first day of school, whichever occurs 
first, to the last day of the State Golf Meet or the last day of school, whichever occurs last. 
 
This activity code of conduct is supplemental to the Loup City Public Schools student code of conduct which is in Article 8 of 
this handbook and any action taken hereunder may be in addition to any action under the student code of conduct said 
policy. 

Extra-Curricular Grounds for Suspension 
The following conduct shall constitute grounds for suspension from practices, participation in interscholastic 
competition, or other participation in co-curricular activities, when such conduct occurs on school grounds or 
during an educational function or event off school grounds. The conduct rules apply to conduct which occurs at 
any time during the school year, and also includes the time frame which begins with the official starting day of the 
fall sport season established by the NSAA and extends to the last day of the spring sport season established by 
the NSAA, whether or not the student is a participant in an activity at the time of such conduct. 
 
1. Willfully disobeying any reasonable written or oral request of a school staff member, or the voicing of 

disrespect to those in authority. 
2. Use of violence, force, coercion, threat, intimidation, or similar conduct in a manner that constitutes a 

substantial interference with school purposes. 
3. Sexual assault or attempting to sexually assault any person. 
4. Willfully causing or attempting to cause substantial damage to property, stealing or attempting to steal 

property of substantial value, or repeated damage or theft involving property. 
5. Causing or attempting to cause personal injury to a school employee, to a school volunteer, or to any student. 
6. Threatening or intimidating any student for the purpose of, or with the intent of, obtaining money or anything 

of value from such student. 
7. Knowingly possessing, handling, or transmitting any object or material that is ordinarily or generally 

considered a weapon. 
8. Engaging in the unlawful selling, using, possessing or dispensing of alcoholic beverages, tobacco, narcotics, 

drugs, controlled substance, inhalant or being under the influence of any of the above; or possession of drug 
paraphernalia.  (Note: The term “under the influence” for school purposes has a less strict meaning than it 
does under criminal law.  For school purposes, the term means any level of impairment and includes even 
the odor of alcohol on the breath or person of a student. Also, it includes being impaired by reason of the 
abuse of any material used as a stimulant. In addition, “possession” of alcohol or drugs will be considered to 
have occurred for purposes of school rules if the student is in such close proximity to alcohol or drug (for 
example, a student being in a car where alcohol is in the back seat and no adults are present in the car)or to 
others who are consuming alcohol or drugs (for example, being at a student party at which other students are 
drinking) that school officials may reasonably determine that the student was in “possession” of the items as 
well). 

9. Engaging in the selling, using, possessing, or dispensing of an imitation controlled substance as defined in 
section 28-401, of the Nebraska statutes, or material represented to be alcoholic beverages, narcotics, drugs, 
controlled substance or inhalant. 

10. Truancy or failure to attend assigned classes or assigned activities. 
11. Tardiness to school, assigned classes or assigned activities. 
12. The use of language, written or oral, or conduct, including gestures, which is profane or abusive to students 

or staff members. Profane or abusive language or conduct includes, but is not limited to, that which is 
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commonly understood and intended to be derogatory toward a group or individual based upon race, gender, 
national origin, or religion. 

13. Public indecency as defined in Nebraska statutes, except that this subdivision  shall apply only to students at 
least twelve years of age but less than nineteen years of age. 

14. Repeated violation of any of the rules adopted by the school district or the school. 
15. Engaging in any unlawful activity as determined by the United States or the State of Nebraska. 
16. Dressing in a manner wherein such dress is dangerous to the student's health and safety or to the health and 

safety of others or is distractive or indecent to the extent that it interferes with the learning and educational 
process. 

17. Willfully violating the behavioral expectations for those students riding Loup City Public School vehicles. 
18. The knowing and intentional illegal possession, use, or transmission of a firearm or other dangerous weapon 
19. The knowing and intentional use of force in causing, or attempting to cause, personal injury to a school 

employee, school volunteer, or student, except if caused by accident, self-defense, or on the reasonable 
belief that the force used was necessary to protect some other person and the extent of force used was 
reasonably believed to be necessary. 

20. Failure to report for the activity at the beginning of each season; reporting for one activity may count as 
reporting on time if there is a change in activity within the season approved by the coach or the supervisor. 

21. Failure to participate in regularly scheduled classes on the day of an athletic/activity event. 
22. Failure to attend all scheduled practices and meetings. If circumstances arise to prevent the participant's 

attendance, the validity of the reason will be determined by the coach. Every reasonable effort should be 
made to notify the coach or supervisor prior to all missed practices or meetings. 

23. All other reasonable rules or regulations adopted by the coach or supervisor of a co-curricular activity shall be 
followed, provided that participants shall be advised by the coach or supervisor of such rules and regulations 
by written handouts or posting on bulletin boards prior to the beginning of the season. 

24. Failure to comply with any rule established by the Nebraska School Activities Association, including, but not 
limited to, the rules relating to eligibility. 

 
Students  may  be  suspended  by  the  principal  or  the  principal’s  designee from  practices  or participation in 
interscholastic competition or participation in co-curricular activities for  violation of rules and standards of behavior 
adopted by the Loup City Public Schools Board of Education or the administrative staff of the school for such period 
of time as the principal or principal’s designee determines appropriate. The Coach, Director, or Sponsor may 
require attendance at practice during any period of suspension or ineligibility. 
 
Special Drug, Alcohol and Criminal Conduct Rules 
The following drug, alcohol and criminal conduct rules apply regardless of whether the conduct occurs on and off 
school grounds. (If the conduct occurs on school grounds, at a school function or event, or in a school vehicle, the 
student may also be subject to further discipline under the general student code of conduct). These rules will be in 
effect from the first date of fall sports practice or the first day of school, whichever occurs first to the last day of the 
State Golf Meet or the last day of school, whichever occurs last. 
 
Any Student: 
1. Witnessed by an administrator, coach, law officer, or teacher consuming, in possession of, or under the 

influence of alcohol, tobacco in any form, or illicit drugs. 
2. Who, based on a written complaint from an adult district resident and investigated by the administration, is 

found to have violated district alcohol, tobacco or drug policies. 
3. Admitting to any administrator, coach, law officer, or teacher consuming, in possession of, or under the 

influence of alcohol, tobacco in any form, or illicit drugs. 
4. Convicted of any criminal charge involving the consumption or possession of alcohol, tobacco in any form, 

or illicit drugs, or any offense which is a felony. 
5. Placed in a Pretrial Diversion Program for consuming, in possession of, or under the influence of alcohol, 

tobacco in any form, or illicit drugs. 
6. Stealing or vandalizing school property. 
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Penalty 
The penalties for the drug, alcohol and criminal conduct rules are as follows: 
 
First Offense: The student shall be declared ineligible for six weeks, with the commencement of the ineligibility to 
be determined in the discretion of school administration. The student may reduce the penalty to two weeks, 
including at least one event, by applying for reduction through with the high school principal, and completing the 
following: 

1. Self-reporting the violation.  While not a requirement, self-reporting will help with  the approval process for 
penalty reduction. 

2. Enrolling in and completing a school district approved counseling or cessation program. 
 
Once approved by the high school principal, the penalty will be reduced to two weeks. Evidence of continued 
enrollment and completion of the counseling or cessation program will be required. If the student does not follow 
through with expected evidence of enrollment or completion as required by the high school principal, the 
remaining four weeks of ineligibility will commence immediately. 

A list of approved programs will be kept in the high school principal’s office and will be reviewed and updated 
during the summer of each school year. 
 

1. The six week period will commence with the first scheduled contest/performance of the activity and shall 
continue from one activity to the next in which the  student participates, if necessary. 

2. The six weeks ineligibility will be carried over to the following school year in the case where the school year 
ends before the penalty or the full term of the penalty can be served. 

 
Second Offense: The student shall be declared ineligible for the remainder of the school year. 

  
Attendance and Academics:   
Student participants are expected to apply themselves academically by following these expectations: 

1. Attend school regularly and show evidence of sincere effort towards scholastic achievement. 
2. Be on time (if not early) for all scheduled practices, contests, and departure for contests. In the event a 

participant is unable to attend a practice or contests, he/she should contact the coach or sponsor in advance.  
3. Attendance, for the full day, the day of a contest is required to be eligible for the contest that day. 

Arrangements in advance for extenuating circumstances, such as doctor/dentist appointments, funerals or 
other activities, can be made with the building Principal. Every attempt should be made to be in attendance the 
day of a contest. Sleeping in to rest up for the game will not be considered an extenuating circumstance, nor 
will going home ill and then returning to play in the contest later that day.  

4. Appearance: Participants will dress appropriately for the activity in which they are involved and will at all times 
maintain a neat, clean, and well groomed appearance. 

  
Academic Grade Standard for Activities Participation:   
Participation in extra-curricular school activities is encouraged and desirable for all students. At the same time, the primary 
mission and responsibility for each student is to establish a firm academic foundation. A student participating in 
extracurricular school activities must therefore:  

1. Students in grades 10-12 must have passed at least 20 hours the previous AND current semester for NSAA 
competition. 
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2. All freshmen are eligible to begin their NSAA high school career. 
3. A weekly Down List will be produced each Friday by the High School Principal, with input from the teachers. 

a. The Down List will be developed based on the students’ current grades as of Friday morning. 
b. Teachers may send information to the Principal in the event they feel a student should not be included 

on the list, even with a failing grade. 
c. Teachers are required to input at least 2 grades per week for all students. 
d. The Principal will have the final say on who ends up on the Down List. 
e. Any student failing two (2) or more classes will be considered ineligible for the following week of 

activities.  This includes, but may not be limited to: football, volleyball, cross country, golf, basketball, 
wrestling, track, student organizations, music, drama, speech, FFA, FCCLA, dance, cheerleading, 
Homecoming Dance, and Prom.   

f. Administration will make the final decision about what events are or are not affected by the Down List. 
g. Ineligibility will run from Monday through Sunday and students will not be removed from the list early. 
h. The Down List for the first two weeks of quarters 2-4 will be determined by the final grades for the 

previous quarter.  
i. Students may end up on the Down List for excessive absences until that time is made up. 

 
Student Fees Policy:   
The Board of Education of Loup City Public Schools has adopted this student fees policy in accordance with the Public 
Elementary and Secondary Student Fee Authorization Act.   
  
The District’s general policy is to provide for the free instruction in school in accordance with the Nebraska Constitution. This 
generally means that the District’s policy is to provide free instruction for courses which are required by state law or 
regulation and to provide the staff, facility, equipment, and materials necessary for such instruction, without charge or fee to 
the students.   
  
The District does provide activities, programs, and services to children which extend beyond the minimum level of 
constitutionally required free instruction. Students and their parents have historically contributed to the District’s efforts to 
provide such activities, programs, and services. Such student and parent contributions have included: students coming to 
school with the basic clothing and personal supplies to be successful in the classroom (clothing, shoes, pencils, pens, paper, 
notebooks, calculators, and the like), students bringing their own or paying the reasonable cost of specialized equipment or 
supplies for the personal preference or personal retained benefit of students (for example, band equipment, shop class 
materials where the student keeps the finished product, and college tuition or fees for college credit for advanced placement 
courses or correspondence courses), students providing their own specialized clothing and equipment to be prepared for the 
extracurricular activities in which they choose to participate (sporting apparel, including shoes, undergarments, and the like), 
and assisting with special programs, such as field trips, summer school, school dances, and plays. The District’s general 
policy is to continue to encourage and to require, to the extent permitted by law, such student and parent contributions to 
enhance the educational program provided by the District.  
  
Under the Public Elementary and Secondary Student Fee Authorization Act, the District is required to set forth in a policy its 
guidelines or policies for specific categories of student fees. The District does so by setting forth the following guidelines and 
policies: This policy is subject to further interpretation or guidance by administrative or Board regulations which may be 
adopted from time to time. Parents, guardians, and students are encouraged to contact their building administration or their 
teachers or activity coaches and sponsors for further specifics. 
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Guidelines for clothing required for specified courses and activities: Students have the responsibility to furnish and wear 
non-specialized attire meeting general District grooming and attire guidelines, as well as grooming and attire guidelines 
established for the building or programs attended by the students or in which the students participate. Students also have 
the responsibility to furnish and wear non-specialized attire reasonably related to the programs, courses, and activities in 
which the students participate where the required attire is specified in writing by the administrator or teacher responsible for 
the program, course, or activity. The District will provide or make available to students such safety equipment and attire as 
may be required by law, specifically including appropriate industrial-quality eye protective devices for courses of instruction 
in vocational, technical, industrial arts, chemical or chemical-physical classes which involve exposure to hot molten metals 
or other molten materials, milling, sawing, turning, shaping, cutting, grinding, or stamping of any solid materials, heat 
treatment, tempering, or kiln firing of any metal or other materials, gas or electric arc welding or other forms of welding 
processes, repair or servicing of any vehicle, or caustic or explosive materials, or for laboratory classes involving caustic or 
explosive materials, hot liquids or solids, injurious radiations, or other similar hazards. Building administrators are directed to 
assure that such equipment is available in the appropriate classes and areas of the school buildings, teachers are directed 
to instruct students in the usage of such devices and to assure that students use the devices as required, and students have 
the responsibility to follow such instructions and use the devices as instructed. 
  

Personal or consumable items:  
Students have the responsibility to furnish any personal or consumable items for participation in the courses and 
activities provided by the District.  This includes the responsibility to furnish minor personal or consumable items 
including, but not limited to, pencils, paper, pens, erasers, and notebooks. Equipment or supplies of a specialized 
nature for certain courses (for example, protractors and math calculators) may be available to students by the 
District, but students may also be encouraged to purchase their own such equipment or supplies for their own use 
after school hours or for use during the school day due to the limited number of District items available to the 
students. A specific class supply list will be published annually in a Board-approved supplement or other notice. 
The list may include refundable damage or loss deposits required for usage of certain District property. While the 
District will provide students with the use of facilities, equipment, materials and supplies, including books, the 
students are responsible for the careful and appropriate use of such property. Students and their parents or 
guardian will be held responsible for damages to school property caused or aided by the student, and will also be 
held responsible for the reasonable replacement cost of school property which is placed in the care of and lost by 
the student.  
  
Materials required for course projects:  
Students have the responsibility to furnish or pay the reasonable cost of any materials required for course projects 
where, upon completion, the project becomes the property of the student. Students must furnish musical 
instruments for participation in optional music courses that are not extracurricular activities. Use of a musical 
instrument without charge is available under the District’s fee waiver policy; however, the District is not required to 
provide for the use of a particular type of musical instrument for any student.  
  
Extracurricular Activities:  
Specialized equipment or attire. Extracurricular activities means student activities or organizations which are 
supervised or administered by the District, which do not count toward graduation or advancement between grades, 
and in which participation is not otherwise required by the District. The District will generally furnish students with 
specialized equipment and attire for participation in extracurricular activities. The District is not required to provide 
for the use of any particular type of equipment or attire. Equipment or attire fitted for the student and which the 
student generally wears exclusively, such as dance squad, cheerleading, and music/dance activity (e.g. choir or 
show choir) uniforms and outfits, along with T-shirts for teams or band members, will be required to be provided by 
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the participating student. The cost of maintaining any equipment or attire, including uniforms, which the student 
purchases or uses exclusively, shall be the responsibility of the participating student. Equipment which is ordinarily 
exclusively used by an individual student participant throughout the year, such as golf clubs, softball gloves, and 
the like, are required to be provided by the student participant. Items for the personal medical use or enhancement 
of the student (braces, mouth pieces, etc.) are the responsibility of the student participant. Students have the 
responsibility to furnish personal or consumable equipment or attire for participation in extracurricular activities or 
for paying a reasonable usage cost for such equipment or attire. For music courses that are extracurricular 
activities, students may be required to provide specialized equipment, such as musical instruments, or specialized 
attire, or for paying a reasonable usage cost for such equipment or attire. 
  
Postsecondary Education Costs:  
Students are responsible for postsecondary education costs. The phrase “postsecondary education costs” means 
tuition and other fees associated with obtaining credit from a postsecondary educational institution. For a course in 
which students receive both high school and postsecondary education credit or a course being taken as part of an 
approved accelerated or differentiated curriculum program, the course shall be offered without charge for tuition, 
transportation, books, or other fees, except tuition and other fees associated with obtaining credits from a 
postsecondary educational institution. 
  
Transportation Costs:  
Students are responsible for fees established for transportation services provided by the District as and to the 
extent permitted by federal and state laws and regulations. 
  
Copies of Student Files or Records:  
The Superintendent or the Superintendent's designee shall establish a schedule of fees representing a reasonable 
cost of reproduction for copies of a student's files or records for the parents or guardians of such student. A parent, 
guardian, or students who requests copies of files or records shall be responsible for the cost of copies reproduced 
in accordance with such fee schedule. The imposition of a fee shall not be used to prevent parents of students from 
exercising their right to inspect and review the students' files or records and no fee shall be charged to search for or 
retrieve any student's files or records. The fee schedule shall permit one copy of the requested records be provided 
for or on behalf of the student without charge and shall allow duplicate copies to be provided without charge to the 
extent required by federal or state laws or regulations.  
  
Participation in Before-and-After-School or Pre-Kindergarten Services:  
Students are responsible for fees required for participation in before-and-after-school or pre-kindergarten services 
offered by the District, except to the extent such services are required to be provided without cost. 
 
Participation in Summer School or Night School:  
Students are responsible for fees required for participation in summer school or night school. Students are also 
responsible for correspondence courses. 
  
Breakfast and Lunch Programs:  
Students shall be responsible for items which students purchase from the District’s breakfast and lunch programs. 
The cost of items to be sold to students shall be consistent with applicable federal and state laws and regulations. 
Students are also responsible for the cost of food, beverages, and personal or consumable items which the 
students purchase from the District or at school, whether from a “school store”, vending machine, a booster club or 
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parent group sale, a book order club, or the like. Students may be required to bring money or food for field trip 
lunches and similar activities. 
  
Waiver Policy:  
The District’s policy is to provide fee waivers in accordance with the Public Elementary and Secondary Student Fee 
Authorization Act. Students who qualify for free or reduced-price lunches under United States Department of 
Agriculture child nutrition programs shall be provided a fee waiver or be provided the necessary materials or 
equipment without charge for: (1) participation in extracurricular activities, (2) admission fees and transportation 
charges for student spectators attending extracurricular activities; (3) materials for course projects, and (4) use of a 
musical instrument in optional music courses that are not extracurricular activities. Participation in a free-lunch 
program or reduced-price lunch program is not required to qualify for free or reduced-price lunches for purposes of 
this section. Students or their parents must request a fee waiver prior to participating in or attending the activity, 
and prior to purchase of the materials. Materials for course projects to be provided to free or reduced-price lunch 
eligible students shall be required to be approved by the administration in advance; the administration shall apply a 
standard based on providing materials which are equitable to those purchased for comparable students. 
  
Distribution of Policy:  
The Superintendent or the Superintendent's designee shall publish the District's student fee policy in the Student 
Handbook or the equivalent (for example, publication may be made in an addendum or a supplement to the student 
handbook). The Student Handbook or the equivalent shall be provided to students of the District at no cost. 
  
Student Fee Fund:  
The School Board hereby establishes a Student Fee Fund. The Student Fee Fund shall be a part of the Activities 
Fund, which is not funded by tax revenue, into which all money collected from students and subject to the Student 
Fee Fund shall be deposited and from which money shall be expended for the purposes for which it was collected 
from students. Funds subject to the Student Fee Fund consist of money collected from students for: (1) 
participation in extracurricular activities, (2) postsecondary education costs, and (3) summer school or night school. 

  
Part-Time Enrollment Students:   
Students electing to be considered part-time students of Loup City Public Schools must meet appropriate policy stipulations 
that can be found in full in the Policies & Regulations of the Loup City Public Schools in the school office. Part-time 
enrollment students in either middle school or high school must be enrolled and successfully completing 20 core subject 
semester credit hours of classes in the event the student has an interest in participating in extracurricular activities. 
Participation in activities that are subject to the bylaws of the Nebraska School Activities Association (NSAA) will be limited 
to those students who meet the NSAA bylaws. 
  
Sportsmanship:   
All employees are expected to observe and maintain sportsmanship. Sportsmanship supports school district goals of 
developing a responsible citizenry. Good sportsmanship is expected to be exhibited by all coaches, sponsors, students, 
parents, and other spectators. More importantly, activities are more enjoyable for the students when good sportsmanship is 
displayed. 
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Article IX – State and Federal Programs 
 

Notice of Nondiscrimination:  
Students, parents, employees, volunteers, school patrons, applicants for student admission or employment, sources of 
referral of applicants for admission and employment, professional organizations holding collective bargaining or professional 
agreements with the Loup City Public Schools, and all others who interact with Loup City Public Schools are hereby notified 
that the Loup City Public Schools does not discriminate on the basis of race, color, national origin, sex, age, marital status, 
religion, or disability in the admission, access to its facilities or programs, treatment, or employment in its programs or 
activities.  

Designation of Coordinator(s):  
Any person having inquiries concerning this district’s compliance with anti-discrimination laws or policies or other programs 
should contact or notify the following person(s) who are designated as the coordinator for such laws, policies or programs. 
The contact address for the coordinator is:  Loup City Public Schools, School Administrative Office, PO Box 628, Loup City, 
NE 68853, (308) 745-0120.  

Law, Policy, or Program Issue or Concern  Coordinator 
Title VI Discrimination or harassment based on race, color, or 

national origin; harassment  
Superintende
nt 

Title IX Discrimination or harassment based on sex; gender 
equity  

Superintende
nt 

Section 504 of the Rehabilitation Act and 
the Americans with Disability Act (ADA) 

Discrimination, harassment, or reasonable 
accommodations of persons with disabilities 

Superintende
nt 

Homeless student laws Children who are homeless Superintende
nt 

Safe and Drug Free Schools and 
Communities  

Safe and drug free schools Superintende
nt 

 
Anti-Discrimination & Harassment Policy: 

Elimination of Discrimination:  The Loup City Public Schools hereby gives this statement of compliance and intent 
to comply with all state and federal laws prohibiting discrimination or harassment and requiring accommodations. 
This school district intends to take necessary measures to assure compliance with such laws against any prohibited 
form of discrimination or harassment or which require accommodations.   

Preventing Harassment and Discrimination of Students: Loup City Public Schools is committed to offering 
employment and educational opportunity to its employees and students in a climate free of discrimination. 
Accordingly, unlawful discrimination or harassment of any kind by administrators, teachers, co-workers, students, or 
other persons is prohibited. In addition, the Loup City Public Schools will try to protect employees and students 
from reported discrimination or harassment by non-employees or others in the work place and educational 
environment. For purposes of this policy, discrimination or harassment based on a person's race, color, religion, 
national origin, sex, disability, or age is prohibited. The following are general definitions of what might constitute 
prohibited harassment: 

1. In general, ethnic or racial slurs or other verbal or physical conduct relating to a person's race, color, 
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religion, disability, or national origin constitute harassment when they unreasonably interfere with the 
person's work performance or create an intimidating work, instructional, or educational environment. 

2. Age harassment (40 years of age and higher) has been defined by federal regulations as a form of age 
discrimination. It can consist of demeaning jokes, insults, or intimidation based on a person's age. 

3. Sexual harassment is defined by federal and state regulations as a form of sex discrimination. It can 
consist of unwelcome sexual advances, requests for sexual favors, or physical or verbal conduct of a 
sexual nature by supervisors or others in the work place, classroom, or educational environment. 

4. Sexual harassment may exist when: 
a. Submission to such conduct is either an explicit or implicit term and condition of employment or of 

participation and enjoyment of the school’s programs and activities; 
b. Submission to or rejection of such conduct is used or threatened as a basis for employment 

related decisions, such as promotion, performance, evaluation, pay adjustment, discipline, work 
assignment, etc., or school program or activity decisions, such as admission, credits, grades, 
school assignments, or playing time.  

c. The conduct has the purpose or effect of unreasonably interfering with an individual's work or 
educational performance or creating an intimidating, hostile, or offensive working, classroom, or 
educational environment. 

5. Sexual harassment may include explicit sexual propositions, sexual innuendo, suggestive comments, 
sexually oriented "kidding" or "teasing", "practical jokes", jokes about gender-specific traits, foul or 
obscene language or gestures, displays of foul or obscene printed or visual material, and physical contact, 
such as patting, pinching, or brushing against another's body. 

 
Complaint and Grievance Procedures. Employees or students should initially report all instances of discrimination 
or harassment to their immediate supervisor or classroom teacher. However, if the employee or student is 
uncomfortable in presenting the problem to the supervisor or teacher, or if the supervisor or teacher is the problem, 
the employee or student is encouraged to go to the next level of supervision. In the case of a student, the Principal 
would be the next or alternative person to contact. If the employee or student's complaint is not resolved to his or 
her satisfaction within five (5) to ten (10) calendar days, or if the discrimination or harassment continues, or if as a 
student you feel you need immediate help for any reason, please report your complaint to the Superintendent of 
Loup City Public Schools. If a satisfactory arrangement cannot be obtained through the Superintendent of Loup 
City Public Schools, the complaint may be processed to the Board of Education. The supervisor, teacher or 
Superintendent of Loup City Public Schools will thoroughly investigate all complaints. These situations will be 
treated with the utmost confidence, consistent with resolution of the problem. Based on the results of the 
investigation, appropriate corrective action, up to and including discharge of offending employees, and disciplinary 
action up to expulsion against a harassing student, may be taken. Under no circumstances will any threats or 
retaliation be permitted to be made against an employee or student for alleging in good faith a violation of this 
policy. 

Notice to Parents of Rights Afforded by Section 504 of the Rehabilitation Act of 1973:   
The following is a description of the rights granted by federal law to qualifying students with disabilities. The intent of the law 
is to keep you fully informed concerning the decisions about your child and to inform you of your rights if you disagree with 
any of these decisions. You have the right to: 

1. Have your child take part in, and receive benefits from, public education programs without discrimination 
because of his/her disability. 

2. Have the school district advise you of your rights under federal law. 
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3. Receive notice with respect to identification, evaluation, or placement of your child. 
4. Have your child receive a free, appropriate public education. 
5. Have your child receive services and be educated in facilities which are comparable to those provided to every 

student. 
6. Have evaluation, educational, and placement decisions made based on a variety of information sources and by 

persons who know the student and who are knowledgeable about the evaluation data and placement options. 
7. Have transportation provided to and from an alternative placement setting (if the setting is a program not 

operated by the district) at no greater cost to you than would be incurred if the student were placed in a 
program operated by the district. 

8. Have your child be given an equal opportunity to participate in nonacademic and extracurricular activities 
offered by the district. 

9. Examine all relevant records relating to decisions regarding your child’s identification, evaluation, and 
placement. 

10. Request mediation or an impartial due process hearing related to decisions or actions regarding your child’s 
identification, evaluation, educational program, or placement. (You and your child may take part in the hearing. 
Hearing requests are to be made to the Superintendent).  

11. File a local grievance. 
 

Notification of Rights Under FERPA:  
The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age (“eligible 
students”) certain rights with respect to the student’s education records. They are: 
 

1. The right to inspect and review the student’s education records within 45 days of  the day the district receives a 
request for access. Parents or eligible students should submit to the school principal (or appropriate school 
official) a written request that identifies the record(s) they wish to inspect. The principal will make arrangements 
for access and notify the parent or eligible student of the time and place where the records may be inspected. 

2. The right to request the amendment of the student’s education records that the parent or eligible student 
believes are inaccurate or misleading. Parents or eligible students may ask the school district to amend a 
record that they believe is inaccurate or misleading. They should write the school principal, clearly identify the 
part of the record they want changed, and specify why it is inaccurate or misleading. If the district decides not 
to amend the record as requested by the parent or eligible student, the district will notify the parent or eligible 
student of the decision and advise them of their right to a hearing regarding the request for amendment. 
Additional information regarding the hearing procedures will be provided to the parent or eligible student when 
notified of the right to a hearing. 

3. The right to consent to disclosures of personally identifiable information contained in the student’s education 
records, except to the extent that FERPA authorizes disclosure without consent. One exception which permits 
disclosure without consent is disclosure to school officials with legitimate educational interests. A school official 
is a person employed by the district as an administrator, supervisor, instructor or support staff member 
(including health or medical staff and law enforcement unit personnel); a person serving on the school board; a 
person or company with whom the District has contracted to perform a special task (such as an attorney, 
auditor, medical consultant or therapist); or a parent or student serving on an official committee, such as a 
disciplinary or grievance committee or assisting another school official in performing his or her tasks. A school 
official has a legitimate educational interest if the official needs to review an education record in order to fulfill 
his or her professional responsibility and effectively provide the function or service for which they are 
responsible.  



 

50 
  

 
Contractors, consultants, and volunteers are permitted to have access to education records where they are 
performing a function or service that would otherwise be done by a school employee. Their access is limited to 
education records in which they have a legitimate educational interest; which means records needed to 
effectively provide the function or service for which they are responsible. The District forwards education 
records (may include academic, health, and discipline records) to schools that have requested the records and 
in which the student seeks or intends to enroll, or where the student has already enrolled so long as the 
disclosure is for purposes related to the student’s enrollment or transfer.    
 

4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the district to 
comply with the requirements of FERPA. The name and address of the office that administers FERPA is: 

 
Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, S.W. 
Washington, D.C. 20202-4605 

NOTICE CONCERNING DIRECTORY INFORMATION: The District may disclose directory information. The types 
of personally identifiable information that the district has designated as directory information are as follows: 
student’s name, address, telephone listing, electronic mail address, photograph, date of and place of birth, major 
fields of study, dates of attendance, grade level, enrollment status (e.g., full-time or part-time), participation in 
officially recognized activities and sports, weight and height of members of athletic teams, degrees, honors and 
awards received, and most recent previous school attended. A parent or eligible student has the right to refuse to 
let the District designate any or all of those types of information about the student as directory information. The 
period of time within which a parent or eligible student has to notify the District in writing that he or she does not 
want any or all of those types of information about the student designated as directory information is as follows: two 
weeks from the time this information is first received. The district may disclose information about former students 
without meeting the conditions in this section. 
A form for students to participate in school public relations activities has been added to the last section of this 
handbook, as well as information related to the disclosure of student information as it pertains to the Nebraska 
School Activities Association (NSAA) in conjunction with the Loup City Public Schools as a member school of the 
NSAA. 

 Student Directory information will be released to the Loup City Booster Organization for the purpose of committee 
assignments, unless notified in writing. 
 
ADDITIONAL NOTICE CONCERNING DIRECTORY INFORMATION:  The district’s policy is for education records 
to be kept confidential except as permitted by the FERPA law, and the district does not approve any practice which 
involves an unauthorized disclosure of education records. In some courses student work may be displayed or made 
available to others. Also, some teachers may have persons other than the teacher or school staff, such as 
volunteers or fellow students, assist with the task of grading student work and returning graded work to students. 
The District designates such student work as directory information and as non-education records. Each parent and 
eligible student shall be presumed to have accepted this designation in the absence of the parent or eligible student 
giving notification to the District in writing in the manner set forth above pertaining to the designation of directory 
information. Consent will be presumed to have been given in the absence of such a notification from the parent or 
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eligible student. 
 
Notice Concerning Designation of Law Enforcement Unit. The District designates the Sherman County Sheriff 
Department as the District's “law enforcement unit” for purposes of (1) enforcing any and all federal, state or local 
law, (2) maintaining the physical security and safety of the schools in the District, and (3) maintaining safe and drug 
free schools. 

Notice Concerning Disclosure of Student Recruiting Information:   
The Every Student Succeeds Act requires Loup City Public Schools to provide military recruiters and institutions of higher 
education access to secondary school students’ names, addresses, and telephone listings. Parents and secondary students 
have the right to request that Loup City Public Schools not provide this information (i.e., not provide the student’s name, 
address, and telephone listing) to military recruiters or institutions of higher education, without their prior written parental 
consent. Loup City Public Schools will comply with any such request.  

Notice Concerning Staff Qualifications:   
The Every Student Succeeds Act gives parents/guardians the right to get information about the professional qualifications of 
their child’s classroom teachers. Upon request, Loup City Public Schools will give parents/guardians the following 
information about their child’s classroom teacher: 

6. Whether the teacher has met State qualifications and licensing criteria for the grade levels and subject areas in 
which the teacher provides instruction. 

7. Whether the teacher is teaching under an emergency or provisional teaching certificate. 
8. The baccalaureate degree major of the teacher. You may also get information about other graduate 

certification or degrees held by the teacher, and the field of discipline of the certification or degree. We will 
also, upon request, tell parents/guardians whether their child is being provided services by a paraprofessional 
and, if so, the qualifications of the paraprofessional. The request for information should be made to an 
administrator in your child’s school building. The information will be provided to you in a timely manner. Finally, 
Loup City Public Schools will give timely notice to you if your child has been assigned, or has been taught for 
four or more consecutive weeks by a teacher who does not meet the requirements of the Act. 
 

Student Privacy Protection Policy:  
It is the policy of Loup City Public Schools to develop and implement policies which protect the privacy of students in 
accordance with applicable laws. The District’s policies in this regard include the following: 
 
Student Records:  
School staff shall maintain student records in compliance with state and federal law.    
 
Confidentiality of Student Records:  
Student files and other education records shall not be released or divulged except in compliance with state and federal law. 
School officials may have access to only those education records in which they have a legitimate educational interest, 
unless the parent has given written and dated consent for the access. A school official who violates this restriction shall be 
subject to disciplinary action up to and including termination. A school official has a legitimate educational interest if the 
official needs to review an education record in order to fulfill his or her professional responsibility and effectively provide the 
function or service for which they are responsible.  
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A school official for purposes of access to education records is a person employed by the District as an administrator, 
supervisor, instructor or support staff member (including a secretary, clerk, typist, etc. whom is responsible for compiling 
and/or maintaining records for the District, as well as health or medical staff and/or law enforcement unit personnel); a 
person serving on the school board; a person or company with whom the District has contracted to perform a special task 
(such as an attorney, auditor, medical consultant or therapist); or a parent or student serving on an official committee, such 
as a disciplinary or grievance committee or assisting another school official in performing his or her tasks.  

To the extent permitted by law, contractors, consultants and volunteers may be permitted to have access to education 
records where they are performing a function or service that would otherwise be done by a school employee.  Their access 
is limited to education records in which they have a legitimate educational interest; which means records needed to 
effectively provide the function or service for which they are responsible. 

Student and Parent Access to Student Records:  
A parent or guardian of a student or former student, and a student or former student who is eighteen (18) years of age or 
older, shall be given the opportunity upon request to inspect and review the education records of the student or former 
student. Non-custodial parents will be provided full and equal access to the education records of his or her child unless there 
is a court order to the contrary. 
 
Maintenance and Destruction:  
Student files or records shall be so maintained so as to separate academic and disciplinary matters. All disciplinary material 
in a student’s file shall be removed and destroyed after the student’s continuous absence from the school for a period of 
three (3) years. 
 
Amendment of Student Records:  
Parents and eligible students (a student who has reached 18 years of age or is attending an institution of postsecondary 
education) have the right to challenge any information contained in the records that they believe is inaccurate, misleading or 
violates the privacy rights of the student.  Such a challenge may be made by making a written request to the Principal to 
amend the records. If a decision is made not to amend the education records in accordance with the request, the Principal 
shall so inform the parents of the student and the Superintendent. The parent shall be advised of the right to a hearing.   

If a hearing is requested, the Superintendent shall conduct a hearing (or delegate the role to another school official who 
does not have a direct interest in the outcome of the hearing) and provide the parent or eligible student a full and fair 
opportunity to present evidence relevant to the issues raised in conformance with applicable law. 

Right of Parents to Inspect Surveys Funded or Administered by the United States Department of Education or Third 
Parties: Parents shall have the right to inspect, upon the parent’s request, a survey created by and administered by either 
the United States Department of Education or a third party (a group or person other than the District) before the survey is 
administered or distributed by the school to the parent’s child. 

Protection of Student Privacy in Regard to Surveys of Matters Deemed to be Sensitive:  
The District will require, for any survey of students which contain one or more matters deemed to be sensitive (see section 
headed “Definition of Surveys of Matters Deemed to be Sensitive”), that suitable arrangements be made to protect student 
privacy (that is, the name or other identifying information about a particular student). For such surveys, the District will also 
follow the procedures set forth in the section entitled: “Notification of and Right to Opt-Out of Specific Events.” 
 
Right of Parents to Inspect Instructional Materials:  
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Parents shall have the right to inspect, upon reasonable request, any instructional material used as part of the educational 
curriculum for their child. Reasonable requests for inspection of instructional materials shall be granted within a reasonable 
period of time after the request is received. Parents shall not have the right to access academic tests or academic 
assessments, as such are not within the meaning of the term “instructional materials” for purposes of this policy. The 
procedures for making and granting a request to inspect instructional materials are as follows: the parent shall make the 
request, with reasonable specificity, directly to the building principal. The building principal, within five (5) school days, shall 
consult with the teacher or other educator responsible for the curriculum materials. In the event the request can be 
accommodated, the building principal shall make the materials available for inspection or review by the parent, at such 
reasonable times and place as will not interfere with the educator’s intended use of the materials. In the event there is a 
question as to the nature of the curriculum materials requested or as to whether the materials are required to be provided, 
the building principal shall notify the parent of such concern, and assist the parent with forming a request which can 
reasonably be accommodated. If the parent does not formulate such a request, and continues to desire certain curriculum 
materials, the parent shall be asked to make their request to the Superintendent.  
 
Rights of Parents to be Notified of and to Opt-Out of Certain Physical Examinations or Screenings:  
The general policy and practice of the District is to not administer physical examinations or screenings of students which 
require advance notice or parental opt-out rights under the applicable federal laws, for the reason that the physical 
examinations or screenings to be conducted by the District will usually fit into one of the following exceptions: (1) hearing, 
vision, or scoliosis screenings; (2) physical examinations or screenings that are permitted or required by an applicable State 
law; and (3) surveys administered to students in accordance with the Individuals with Disabilities Education Act. For physical 
examinations or screenings which do not fit into the applicable exceptions, the District will follow the procedures set forth in 
the section entitled: “Notification of and Right to Opt-Out of Specific Events.” 
 
Protection of Student Privacy in Regard to Personal Information Collected from Students:  
The general policy and practice of the District is to not engage in the collection, disclosure, or use of personal information 
collected from students for the purpose of marketing or for selling that information. The District will make reasonable 
arrangements to protect student privacy to the extent possible in the event of any such collection, disclosure, or use of 
personal information. “Personal information” for purposes of this policy means individually identifiable information about a 
student including: (1) a student or parent’s first and last name, (2) home address, (3) telephone number, and (4) social 
security number. The term “personal information,” for purposes of this policy, does not include information collected from 
students for the exclusive purpose of developing, evaluating, or providing educational products or services for, or to, 
students or educational institutions. This exception includes the following examples: (i) college or postsecondary education 
recruitment, or military recruitment; (ii) book clubs, magazines, and programs providing access to low-cost literary products; 
(iii) curriculum and instructional materials used by elementary schools and secondary schools; (iv) tests and assessments 
used by elementary schools and secondary schools to provide cognitive, evaluative, diagnostic, clinical, aptitude, or 
achievement information about student, or to generate other statistically useful data for the purpose of securing such tests 
and assessments, and the subsequent analysis and public release of the aggregate date from such tests and assessments; 
(v) the sale by student of products or services to raise funds for school-related or education-related activities; (vi) student 
recognition programs. 
 
Parental Access to Instruments used in the Collection of Personal Information:  
While the general practice of the District is to not engage in the collection, disclosure, or use of personal information 
collected from students for the purpose of marketing or for selling that information, parents shall have the right to inspect, 
upon reasonable request, any instrument which may be administered or distributed to a student for such purposes. 
Reasonable requests for inspection shall be granted within a reasonable period of time after the request is received. The 
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procedures for making and granting such a request are as follows: the parent shall make the request, with reasonable 
specificity, directly to the building principal and shall identify the specific act and the school staff member or program 
responsible for the collection, disclosure, or use of personal information from students for the purpose of marketing that 
information. The building principal, within five (5) school days, shall consult with the school staff member or person 
responsible for the program which has been reported by the parent to be responsible for the collection, disclosure, or use of 
personal information from students. In the event such collection, disclosure, or use of personal information is occurring or 
there is a plan for such to occur, the building principal shall consult with the Superintendent for determination of whether the 
action shall be allowed to continue. If not, the instrument for the collection of personal information shall not be given to any 
students. If it is to be allowed, such instrument shall be provided to the requesting parent as soon as such instrument can be 
reasonably obtained. 
 

Annual Parental Notification of Student Privacy Protection Policy:  

The District shall provide parents with reasonable notice of the adoption or continued use of this policy and other policies 
related to student privacy. Such notice shall be given to parents of students enrolled in the District at least annually, at the 
beginning of the school year, and within a reasonable period of time after any substantive change in such polices. 

Notification to Parents of Dates of and Right to Opt-Out of Specific Events: The District shall directly notify the parents of the 
affected children, at least annually at the beginning of the school year, of the specific or approximate dates during the school 
year when any of the following activities are scheduled, or are expected to be scheduled: 

1. The collection, disclosure, or use of personal information collected from students for the purpose of marketing 
or for selling that information. (Note: the general practice of the District is to not engage in the collection, 
disclosure, or use of personal information collected from students for the purpose of marketing or for selling 
that information). 

2. Surveys of students involving one or more matters deemed to be sensitive in accordance with the law and this 
policy; and, 

3. Any non-emergency, invasive physical examination or screening that is required as a condition of attendance; 
administered by the school and scheduled by the school in advance; and not necessary to protect the 
immediate health and safety of the student or of other students. (Note: the general practice of the District is to 
not engage in physical examinations or screenings which require advance notice, for the reason that the 
physical examinations or screenings to be conducted by the District will usually fit into one of the following 
exceptions to the advance notice requirement and parental opt-out right: (1) hearing, vision, or scoliosis 
screenings; (2) physical examinations or screenings that are permitted or required by an applicable State law, 
and (3) surveys administered to students in accordance with the Individuals with Disabilities Education Act).  
 

Parents shall be offered an opportunity in advance to opt their child out of participation in any of the above listed activities. 

In the case of a student of an appropriate age (that is, a student who has reached the age of 18, or a legally emancipated 
student), the notice and opt-out right shall belong to the student. 

Definition of Surveys of Matters Deemed to be Sensitive.  
Any survey containing one or more of the following matters shall be deemed to be “sensitive” for purposes of this policy: 

1. Political affiliations or beliefs of the student or the student’s parent; 
2. Mental or psychological problems of the student or the student’s parent;  
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3. Sex behavior or attitudes; 
4. Illegal, anti-social, self-incriminating or demeaning behavior; 
5. Critical appraisals of other individuals with whom the student has close family relationships; 
6. Legally recognized privileged or analogous relationships, such as those of lawyers, physicians, and ministers; 
7. Religious practices, affiliations, or beliefs of the students or the student’s parent; 
8. Income (other than that required by law to determine eligibility for participation in a program or for receiving 

financial assistance under such program). 
 
Parental Involvement Policies: 
General - Parental/Community Involvement in Schools: Loup City Public Schools welcomes parental involvement in the 
education of their children. We recognize that parental involvement increases student success. It is Loup City Public 
Schools’ policy to foster and facilitate, to the extent appropriate and in their primary language, parental information about, 
and involvement in, the education of their children. Policies and regulations are established to protect the emotional, 
physical, and social well-being of all students.  

1. Parental involvement is a part of the ongoing and timely planning, review and improvement of district and 
building programs. 

2. Parents are encouraged to support the implementation of district policies and regulations. 
3. Parents are encouraged to monitor their student’s progress by reviewing quarterly report cards and attending 

parent-teacher conferences. 
4. Textbooks, tests and other curriculum materials used in the district are available for review by parents upon 

request.  
5. Parents are provided access to records of students according to law and school policy. 
6. Parents are encouraged to attend courses, assemblies, counseling sessions, and other instructional activities 

with prior approval of the proper teacher or counselor and administrator. Parents’ continued attendance at such 
activities will be based on the students’ well-being.  

7. Testing occurs in this school district as determined to be appropriate by district staff to assure proper 
measurement of educational progress and achievement.  

8. Parents submitting written requests to have their student excused from testing, classroom instruction and other 
school experiences will be granted that request when possible and educationally appropriate. Requests should 
be submitted to the proper teacher or administrator within a reasonable time prior to the testing, classroom 
instruction or other school experience and should be accompanied by a written explanation for the request. A 
plan for an acceptable alternative shall be approved by the proper teacher and administrator prior to, or as a 
part of, the granting of any parent request.  

9. Participation in surveys of students occurs in this district when determined appropriate by district staff for 
educational purposes. Parents will be notified prior to the administration of surveys in accordance with district 
policy. Timely written parental requests to remove students from such surveys will be granted in accordance 
with district policy and law. In some cases, parental permission must be given before the survey is 
administered.  

10. Parents are invited to express their concerns, share their ideas and advocate for their children’s education with 
board members, administrators and staff.  

11. School district staff and parents will participate in an annual evaluation and revision, if needed, of the content 
and effectiveness of the parental involvement policy. 
 

Title I Parental Involvement Policy:  
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This Title I Parental Involvement Policy is established in compliance with the Every Student Succeeds Act. Loup City Public 
Schools has a parental involvement policy applicable to parents of all children. The parental involvement policy applicable to 
parents of all children is not replaced by this Title I Parental Involvement Policy and shall continue to be applicable to all 
parents, including parents participating in Title I programs.  

It is the policy of Loup City Public Schools to implement programs, activities, and procedures for the involvement of parents 
in Title I programs consistent with the Title I laws. Such programs, activities, and procedures shall be planned and 
implemented with meaningful consultation with parents of participating children. 

Expectations for Parental Involvement:  It is the expectation of Loup City Public Schools that parents of participating children 
will have opportunities available for parental involvement in the programs, activities, and procedures of the District’s Title I 
program. The term “parental involvement” means the participation of parents in regular, two-way, and meaningful 
communication involving student academic learning and other school activities, including ensuring– (A) that parents play an 
integral role in assisting their child’s learning; (B) that parents are encouraged to be actively involved in their child’s 
education at school; (C) that parents are full partners in their child’s education and are included, as appropriate, in decision 
making and on advisory committees to assist in the education of their child; and (D) the carrying out of other activities, such 
as those described in this parental involvement policy. The District intends to meet this expectation through the following 
activities: 

1. Involving parents in the joint development of the District’s Title I plan and the processes of school review and 
school improvement. 

2. Providing coordination, technical assistance, and other support necessary to assist participating schools in 
planning and implementing effective parental involvement activities to improve student academic achievement 
and school performance. 

3. Building the schools’ and parents’ capacity for strong parental involvement. 
4. Coordinating and integrating parental involvement strategies under Title I with parental involvement strategies 

under other programs. 
5. Conducting, with the involvement of parents, an annual evaluation of the content and effectiveness of the 

parental involvement policy in improving the academic quality of the schools served under the Title I program, 
including identifying barriers to greater participation by parents in Title I programs, with particular attention to 
parents who are economically disadvantaged, are disabled, have limited English proficiency, have limited 
literacy, or are of any racial or ethnic minority background, and use the findings of such evaluation to design 
strategies for more effective parental involvement, and to revise, if necessary, the parental involvement policies 
of the District. 

6. Involving parents in the activities of the schools served under Title I. 
 

Policy Involvement: Each school served under the Title I program shall:  

1. Convene an annual meeting, at a convenient time, to which all parents of participating children shall be invited 
and encouraged to attend, to inform parents of their school’s participation under the Title I program and to 
explain the requirements of the Title I program. 

2. Offer a flexible number of meetings, such as meetings in the morning or evening. If sufficient funds are 
provided for this purpose, the District may assist parental involvement in such meetings by offering 
transportation, child care, or home visits. 

3. Involve parents, in an organized, ongoing, and timely way, in the planning, review, and improvement of Title I 
programs. 
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4. Provide parents of participating children: (1) timely information about programs under Title I, (2) a description 
and explanation of the curriculum in use at the school, the forms of academic assessment used to measure 
student progress, and the proficiency levels students are expected to meet; and (3) if requested by parents, 
opportunities for regular meetings to formulate suggestions and to participate, as appropriate, in decisions 
relating to the education of their children, and respond to any such suggestions as soon as practicably 
possible.  

5. If the District operates a schoolwide program under Title I and such plan is not satisfactory to the parents of 
participating children, submit any parental comments on the plan when the school makes the plan available to 
the District. 
 

Shared Responsibilities for High Student Academic Achievement:  As a component of the District’s parental involvement 
policy, each school served under the Title I program shall jointly develop with parents for all children served under the Title I 
program a school-parent compact that outlines how parents, the entire school staff, and students will share the responsibility 
for improved student academic achievement and the means by which the school and parents will build and develop a 
partnership to help children achieve the State’s high standards. Such compact shall:  (1) describe the school’s responsibility 
to provide high-quality curriculum and instruction in a supportive and effective learning environment that enables the children 
served under Title I to meet the State’s student academic achievement standards and the ways in which each parent will be 
responsible for supporting their children’s learning, such as monitoring attendance, homework completion, and television 
watching; volunteering in their child’s classroom; and participating, as appropriate, in decisions relating to the education of 
their children and positive use of extracurricular time; and (2) address the importance of communication between teachers 
and parents on an ongoing basis through, at a minimum: (i) parent-teacher conferences in elementary schools, at least 
annually, during which the compact shall be discussed as the compact relates to the individual child’s achievement; (ii) 
frequent reports to parents on their children’s progress; and (iii) reasonable access to staff, opportunities to volunteer and 
participate in their child’s class, and observation of classroom activities. 

Building Capacity for Involvement: To ensure effective involvement of parents and to support a partnership among the 
District, parents, and the community to improve student academic achievement, each school participating in the Title I 
program and the District:  (1) shall provide assistance to participating parents, as appropriate, in understanding such topics 
as the State’s academic content standards and State student academic achievement standards, State and local academic 
assessments, the requirements of Title I and how to monitor a child’s progress and work with educators to improve the 
achievement of their children;  (2) shall provide materials and training to help parents work with their children to improve 
their children’s achievement, such as literacy training and using technology, as appropriate, to foster parental involvement; 
(3) shall educate teachers, student service personnel, principals, and other staff, with the assistance of parents, in the value 
and utility of contributions of parents, and in how to reach out to, communicate with, and work with parents as equal 
partners, implement and coordinate parent programs, and build ties between parents and the school; (4) shall, to the extent 
feasible and appropriate, coordinate and integrate parent involvement programs and activities with Head Start, Reading 
First, Early Reading First, Even Start, the Home Instruction Programs for Preschool Youngsters, the Parents as Teacher 
Program, and public preschool and other programs, and conduct other activities, such as parent resource centers, that 
encourage and support parents in more fully participating in the education of their children; (5) shall ensure that information 
related to school and parent programs, meetings, and other activities is sent to the parents of participating children in a 
format, and to the extent practicable, in a language the parents can understand; (6) may involve parents in the development 
of training for teachers, principals, and other educators to improve the effectiveness of such training; (7) may provide 
necessary literacy training from funds received under Title I if the District has exhausted all other reasonably available 
sources of funding for such training; (8) may pay reasonable and necessary expenses associated with parental involvement 
activities, including transportation and child care costs, to enable parents to participate in school-related meetings and 
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training sessions; (9) may train parents to enhance the involvement of other parents; (10) may arrange school meetings at a 
variety of times, or conduct in-home conferences between teachers or other educators, who work directly with participating 
children, with parents who are unable to attend such conferences at school, in order to maximize parental involvement and 
participation; (11) may adopt and implement model approaches to improving parental involvement; (12) may establish a 
district-wide parent advisory council to provide advice on all matters related to parental involvement in programs supported 
under Title I; (13) may develop appropriate roles for community-based organizations and businesses in parent involvement 
activities; and (14) shall provide such other reasonable support for parental involvement activities under Title I as parents 
may request. 

Accessibility: In carrying out the parental involvement activities for this Title I Parental Involvement policy, the District shall 
provide full opportunities for the participation of parents with limited English proficiency, parents with disabilities, and parents 
of migratory children, including providing information and school reports required under Title I in a format and, to the extent 
practicable, in a language such parents understand.   

Use, Distribution, and Updating of this Policy: This Title I Parental Involvement Policy shall be incorporated into the District’s 
Title I plan, shall be distributed to parents of participating children, shall be made available to the local community, and shall 
be updated periodically to meet the changing needs of the parents and the school.   

Homeless Students Policy:  

Homeless children for purposes of this Policy generally include children who lack a fixed, regular, and adequate 
nighttime residence, as further defined by applicable federal and state law. 

No Stigmatization or Segregation of Homeless Students: It is the District’s policy and practice to ensure that 
homeless children are not stigmatized or segregated by the District on the basis of their status as homeless.   

Homeless Coordinator. The Superintendent shall serve as the District’s designated Homeless Coordinator. The 
Homeless Coordinator shall serve as the school liaison for homeless children and youth and shall ensure that: (1) 
homeless children are identified by school personnel; (2) homeless children enroll in, and have a full and equal 
opportunity to succeed in, school; (3) homeless children and their families receive educational service for why they 
are eligible and referrals to health, dental, and mental health services and other appropriate services; (4) the 
parents or guardians of homeless children are informed of the educational and related opportunities available to 
their children and provided with meaningful opportunities to participate in the education of their children; (5) public 
notice of the educational rights of homeless children is disseminated where such children receive services under 
the federal homeless children laws, such as schools, family shelters, and soup kitchens; (6) enrollment disputes are 
mediated in accordance with law; and (7) the parents or guardians of homeless children, and any unaccompanied 
youth, are fully informed of transportation services available under law. The Homeless Coordinator shall coordinate 
with State coordinators and community and school personnel responsible for the provisions of education and 
related services to homeless children. The Homeless Coordinator may designate duties hereunder as the 
Homeless Coordinator determines to be appropriate.  

Enrollment of and Services to Homeless Children. A homeless child shall be enrolled in compliance with law and be 
provided services comparable to services offered to other students in the school in which the homeless child has 
been placed. Placement of a homeless child is determined based on the child’s “school of origin” and the “best 
interests” of the child. The “school of origin” means the school that the child attended when permanently housed or 
the school in which the child was last enrolled. Placement decisions shall be made according to the District’s 
determination of the child’s best interests, and shall be at either: (1) the child’s school of origin for the duration of 



 

59 
  

the child’s homelessness (or, if the child becomes permanently housed during the school year, for the remainder of 
that school year) or (2) the school of the attendance area where the child is actually living. To the extent feasible, 
the placement shall be in the school of origin, except when such is contrary to the wishes of the homeless child’s 
parent or legal guardian. If the placement is not in the school of origin or a school requested by the homeless 
child’s parent or legal guardian, the District shall provide a written explanation of the placement decision and a 
statement of appeal rights to the parent or guardian. If the homeless child is an unaccompanied youth, the 
Homeless Coordinator shall assist in the placement decision, consider the views of the unaccompanied youth, and 
provide the unaccompanied youth with notice of the right to appeal. In the event of an enrollment dispute, the 
placement shall be at the school in which enrollment is sought, pending resolution of the dispute in accordance with 
the dispute resolution process. The homeless child shall be immediately enrolled in the school in which the District 
has determined to place the child, even if the child is unable to produce records normally required for enrollment, 
such as previous academic records, medical records, proof of residency, or other documentation. The District shall 
immediately contact the school last attended by the homeless child to obtain relevant academic and other records. 
If the homeless child needs to obtain immunizations or medical records, the District shall immediately refer the 
parent or guardian of the homeless child to the Homeless Coordinator, who shall assist in obtaining necessary 
immunizations or medical records. The District may nonetheless require the parent or guardian of the homeless 
child to submit contact information. 

Transportation will be provided to homeless students, to the extent required by law and comparable to that 
provided to students who are not homeless, upon request of the parent or guardian of the homeless child, or by the 
Homeless Coordinator in the case of an unaccompanied youth, as follows: (1) if the homeless child’s school of 
origin is in the Loup City Public Schools, and the homeless child continues to live in the Loup City Public Schools, 
transportation to and from the school or origin shall be provided by the Loup City Public Schools; and (2) if the 
homeless child lives in a school other than the Loup City Public Schools, but continues to attend the Loup City 
Public Schools based on it being the school of origin, the new school and the Loup City Public Schools shall agree 
upon a method to apportion the responsibility and costs for providing the child with transportation to and from the 
school of origin and, if they are unable to agree, the responsibility  and cost for transportation shall be shared 
equally. 

 
Breakfast and Lunch Programs:  
The Loup City Public Schools agreed to participate in the National School Lunch Program and accepts responsibility for 
providing free and reduced price meals to eligible children in the schools under its jurisdiction. The school food authority 
assures the State Department of Education that the school system will uniformly implement the following policy to determine 
children's eligibility for free and reduced price meals in all National School Lunch Programs.  

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discrimination on 
the basis of race, color, national origin, sex, age, or disability. USDA is an equal opportunity provider and employer. 

To file a complaint of discrimination, call (202) 720-5964 (voice and TDD); or write: 

  USDA, Director 
  Office of Civil Rights’ 
  Room 326-W, Whitten Building 
  1400 Independence Ave, SW 
  Washington, DC  20250-9410 
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In fulfilling its responsibilities the school food authority: 

1. Agrees to serve meals free to children from families whose income meets eligibility guidelines.  
2. Agrees to serve meals at a reduced price to children from families whose income falls between free meal scale 

and the poverty guidelines. 
3. Agrees to provide these benefits to any child whose family’s income falls within the criteria in Attachment A 

after deductions are made for the following special hardship conditions which could not reasonably be 
anticipated or controlled by the household: Unusually high medical expenses; shelter costs in excess of 30 
percent of reported income; special education expenses due to the mental or physical condition of a child; 
disaster or casualty losses. 

4. In addition, agrees to provide these benefits to children from families who are experiencing strikes, layoffs and 
unemployment which cause the family income to fall within the criteria set forth in federal guidelines. 

5. Agrees there will be no physical segregation of, nor any other discrimination against, any child because of his 
inability to pay the full price of the meal. The names of the children eligible to receive free and reduced price 
meals shall not be published, posted or announced in any manner and there shall be no overt identification of 
any such children by use of special tokens or tickets or any other means. Further assurance is given that 
children eligible for free or reduced price meals shall not be required to:  Work for their meals; use a separate 
lunch room; go through a separate serving line; enter the lunchroom through a separate entrance; eat meals at 
a different time; or eat a meal different from the one sold to children paying the full price. 

6. Agrees in the operation of child nutrition programs, no child shall be discriminated against because of race, 
sex, color, or national origin. 

7. Agrees to establish and use a fair hearing procedure for parental appeals to the school's decisions on 
applications and for school officials' challenges to the correctness of information contained in an application or 
to be continued eligibility of any child for free or reduced price meals. During the appeal and hearing the child 
will continue to receive free or reduced priced meals. A record of all such appeals and challenges and their 
dispositions shall be retained for three (3) years. Prior to initiating the hearing procedures, the parent or local 
school official may request a conference to provide an opportunity for the parent and school official to discuss 
the situation, present information, and obtain an explanation of data submitted in the application and decisions 
rendered. Such a conference shall not in any way prejudice or diminish the right to a fair hearing. 
 
The hearing procedure shall provide the following:  

a. A publicly-announced, simple method for making an oral or written request for a hearing. 
b. An opportunity to be assisted or represented by an attorney or other person. 
c. An opportunity to examine, prior to and during the hearing, the documents and records 

presented to support the decision under appeal. 
d. Reasonable promptness and convenience in scheduling a hearing and adequate notice as to 

the time and place of the hearing. 
e. An opportunity to present oral or documentary evidence and arguments supporting a position 

without undue interference. 
f. An opportunity to question or refute any testimony or other evidence and to confront and cross-

examine any adverse witnesses. 
g. The hearing be conducted and the decision made by a hearing official who did not participate 

in the decision under appeal or in any previous conference. 
h. The parties concerned and any designated representative thereof be notified in writing of the 

decision of the hearing official. 
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8. Agrees to designate the Superintendent to review applications and make determinations of eligibility. This 
official will use the criteria outlined in this policy to determine which individual children are eligible for free or 
reduced price meals. 

9. Agrees to develop and send to each child's parent or guardian a letter as outlined by State Department of 
Education including an application form for free or reduced price meals at the beginning of each school year.  
Applications may be filed at any time during the year. All children from a family will receive the same benefits. 
 

The following attachments will be available in the office of the Superintendent:  
   ● Eligibility criteria for free and reduced meals 
   ● Parent letter and application 
   ● Public release 
   ● Collection procedure
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Receipt 
2019-2020 Parent-Student Handbook  

Loup City Public Schools 
 
This signed receipt acknowledges receipt of the 2019-2020 Parent-Student Handbook of Loup City Public Schools. This 
receipt acknowledges that it is understood that the handbook contains student conduct and discipline rules. The 
undersigned, as student, agrees to follow such conduct and discipline rules. This receipt also serves to acknowledge that it 
is understood that the District’s policies of non-discrimination and equity, and that specific complaint and grievance 
procedures exist in the handbook which should be used to responding to harassment or discrimination.   
 
Drug-Free Schools Statement:  RECEIPT SHALL ALSO SERVE TO DEMONSTRATE THAT YOU AS PARENT OR 
GUARDIAN OF A STUDENT ATTENDING LOUP CITY PUBLIC SCHOOLS HAVE RECEIVED NOTICE OF THE 
STANDARDS OF CONDUCT OF THIS DISTRICT EXPECTED OF STUDENTS CONCERNING THE ABSOLUTE 
PROHIBITION AGAINST THE UNLAWFUL POSSESSION, USE, OR DISTRIBUTION OF ILLICIT DRUGS AND ALCOHOL 
ON SCHOOL PREMISES OR AS A PART OF ANY OF THE SCHOOL'S ACTIVITIES AS DESCRIBED IN BOARD POLICY 
OR ADMINISTRATIVE REGULATION. THIS NOTICE IS BEING PROVIDED TO YOU PURSUANT TO THE SAFE AND 
DRUG-FREE SCHOOLS LAW AND 34 C.F.R. PART 86, BOTH FEDERAL LEGAL REQUIREMENTS FOR THE DISTRICT 
TO OBTAIN FEDERAL FINANCIAL ASSISTANCE. YOUR SIGNATURE ON THIS RECEIPT ACKNOWLEDGES THAT YOU 
AND YOUR CHILD OR CHILDREN WHO ARE STUDENTS ATTENDING THIS DISTRICT FULLY UNDERSTAND THE 
DISTRICT'S POSITION ABSOLUTELY PROHIBITING THE UNLAWFUL POSSESSION, USE, OR DISTRIBUTION OF 
ILLICIT DRUGS AND THE POSSESSION, USE, OR DISTRIBUTION OF ALCOHOL NICOTINE OR TOBACCO ON 
SCHOOL PREMISES OR AS A PART OF THE SCHOOL'S ACTIVITIES AS HEREIN ABOVE DESCRIBED AND THAT 
COMPLIANCE WITH THESE STANDARDS IS MANDATORY.  ANY NON-COMPLIANCE WITH THESE STANDARDS CAN 
AND WILL RESULT IN PUNITIVE MEASURES BEING TAKEN AGAINST ANY STUDENT FAILING TO COMPLY WITH 
THESE STANDARDS. 
 
 
 
Date:_______________________________   Date:_______________________________ 
 
____________________________________________ __________________________________________ 
Student’s Signature     Parent or Legal Guardian’s Signature 
 
Return to:        
Principal’s Office      
Loup City Public School
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Mission Statement​:  
The purpose of the Arcadia-Loup City athletic cooperative is to provide a comprehensive and balanced athletic program that 

will provide more opportunities and experiences for our students that neither school may not be able to provide individually. 

 

Statement of Philosophy:  

A comprehensive and balanced athletic program is an essential complement of the basic program of instruction.  The athletic 

program should provide opportunities for students to further develop interests and talents in sports and other health-related 

areas.  The opportunity for participation is a privilege that carries with it responsibilities to the school, to the sport, to the 

student body, to the communities, and to the students themselves.  

While Arcadia-Loup City takes great pride in winning, it does not condone “winning at any cost” and discourages any and all 

pressures that might tend to neglect good sportsmanship and good mental health.  Participation in these activities should 

provide many students with a lifetime basis for personal values, and for work and leisure activities. 

The interscholastic athletic program shall be conducted in accordance with the existing School Board policies, rules, and 

regulation.  At all times, the athletic program must be conducted in such a way so as to justify it as an educational activity. 

Athletics play an important part in helping an individual student develop a healthy self-concept as well as a healthy body. 

Athletics add to both schools’ spirit and help all students and spectators develop pride in their schools. 

Every effort will be made to support the athletics programs with the best facilities, with the necessary equipment, and with the 

most qualified staff available.  The ultimate goals of the sports should be: 

1. To realize the value of participation including, but without overemphasizing, the importance of winning. 

2. To develop and improve positive citizenship traits among the program’s participants. 

 

Cooperative Advisory Board:  

A cooperative advisory board will consist of two board members from each district and the superintendents from each district. 

The board will meet on the Wednesday following the state volleyball tournament, two Wednesdays after the state boys 

basketball tournament, and the Wednesday after the state track meet if no Joint Board Meeting is planned for that year.  The 

advisory board will take no action, but will provide recommendations for policies, rules, and procedures to be approved 

through each individual district’s Board of Education.  A joint board meeting will be held each June for discussion on this 

handbook and improvements that can be made to the co-op. 

 

Cooperative Information​: 
·​       ​Official School Cooperative Name:  Arcadia-Loup City 

·​       ​Official Cooperative Mascot:  Rebels 

·​       ​Official Cooperative Colors:  Red, Black, and White 

·​       ​Official Fight Song: Forward Rebels 

 

Sports and Activities Included:  

The sports included in this cooperative agreement, at all levels 7-12, are: 

Football Volleyball Girls Cross Country Boys Cross Country 

Girls Golf Wrestling Boys Basketball Girls Basketball 

Boys Track & Field Girls Track & Field Boys Golf Cheerleading 

All other activities will be conducted by each individual district according to their policies and rules. 

 

NSAA Membership:  
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The cooperative and both individual district are members of the Nebraska School Activities Association (NSAA) and agree to 

comply with all of its rules. 

 

Policies:  

The superintendents of each district will work together to review policies from both districts that affect athletic programs and 

participation.  The superintendents will make suggestions for policy changes to their respective Board of Education in order to 

have consistency between athletic policies at each district. 

 

Communication:  

Effective communication is vital to the success of this cooperative.  The superintendents at each district are charged with 

keeping each other, their respective Boards, staff, and students, and their communities informed on anything concerning this 

cooperative. 

 

Cooperative Athletic Director:  

A cooperative athletic director will be hired to be the main contact for athletic purposes.  This individual will be in charge of 

scheduling events, organizing contracts with schools, contracting officials, evaluating coaches, and recommending coaches 

for open positions.  An Assistant Athletic Director from the other district will also be named.​  ​The host site principal will assist 

the AD in finding workers needed for games, arranging for groups to run the concession stand, and making sure the facilities 

are ready for the game. 

 

Selection, Evaluation, and Retention of Athletic Director:  

The Superintendents from both districts will be responsible for interviewing candidates for the Head and Assistant Athletic 

Director positions.  The Superintendents will recommend candidates to be approved by both School Boards.  The 

Superintendents will evaluate and meet with both the Head and Assistant Athletic Directors each school year, preferably 

before the April Board Meeting.  The evaluation will include a recommendation of employment for the upcoming school year. 

Recommendations for retention of these positions will be brought to both Boards during the April Board Meeting. 

 

Fiscal Management:  

The Business Manager from Loup City will act as the primary fiscal agent for the cooperative.  The districts will share the cost 

of the cooperative equally.  A cooperative account will be held through the Loup City school district with each district 

contributing the same amount per year to cover expenses paid out of that account.  The amount to be contributed to the 

account by each school will be determined by August 1​st​
 of each year and the deposit will be made by September 15​th​ of each 

year. 

 

The cooperative account will only be used for expenses associated with cooperative agreement athletic programs. 

These costs include, but are not limited to: payment for officials, entry fees, uniforms, awards, hotels, and meals for 

state-bound teams/athletes.  Supplies and equipment will not be purchased through the cooperative account.  The 

cooperative will pay for expenses up to, but not beyond, state level competitions.  All revenues directly related to 

cooperative athletic programs (gate receipts, purchased passes, entry fees, etc.) will be deposited into the 

cooperative account.  

 

Payment of Officials:  A list of officials will be given to the Co-op Business Manager no later than three days before 

each contest.  Checks will be made out from the co-op account to pay all officials and workers at both locations. 
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During the 2015-2016 school year, the Superintendents, Athletic Director, and Assistant Athletic Director will meet to 

determine who gets paid during events held at both schools. 

 

Money bags will be provided by the school hosting the event.  Each bag will have a form included that indicates the 

amount of starting money and denominations.  The monies collected from the activity or game will be counted by two 

gate people.  The amounts of each denominations and totals will be indicated on the Gate Form provided with the 

bag.  All individuals that count the money will sign the form after completing it.  One copy of the form will be placed in 

the money bag. The locked money bag and key will be given to the host administrator.  That money bag in Arcadia 

will be placed in a secure location and the money bag in Loup City will be placed in the drop box at Citizen’s Bank. 

The key will be given to the Business Office the next working morning. The Business Office, along with another staff 

member, will verify the amounts or make corrections as needed on the enclosed form, sign it, and send copies to the 

Co-op Athletic Director and both superintendents. 

 

If an outside entity volunteers to take tickets for an event (ie: football), then the following procedure will take place. 

The volunteers will place all of the money into a locked money bag and bring the key and bag to either the AD or an 

administrator.  The AD and one administrator will count the money as soon as possible and fill out a gate form.  The 

money will then be locked in the money bag and dropped off at the money drop box that evening. 

 

All expenses explained above will be taken out of the cooperative account.  Expenses for games/events should not 

be deducted from gate receipts before depositing them in the account. 

 

Fundraisers:  

Any fundraisers, other than concession stands, conducted by a Cooperative Activity must be approved by the Athletic Director 

& Building Principals​ before the fundraiser has begun.  Coaches must indicate to the Athletic Director what they plan to sell, 

what the money will be used for, and what expectations they have for the students involved. 

 

Uniforms and Equipment:  

Uniforms and equipment from both schools will be used as much as possible.  Uniforms may be purchased as needed during 

the terms of the Cooperative Agreement and will be paid out of the cooperative account.  

 

Each district will be responsible for purchasing equipment and supplies needed to host games, events, and practices.  

 

Ordering:  

All ordering must be approved ​and ordered​ by the Cooperative Athletic Director before the order is placed.​ Orders to be 

placed in excess of $1000 must be approved by the building administration.  All uniform purchases must be approved by a 

building administrator. 

  

Coaching Positions: 

1. The Cooperative Athletic Director will be in charge of recommending candidates for each coaching position.  Input 

will be sought from the Assistant Athletic Director.  Input from the superintendents, principals, and established head 

coaches will be up to the AD’s discretion. 

2. Full job descriptions for all coaching positions are available in the appendices of this handbook. 
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Head​ coaches will be evaluated a​t the conclusion of each season with input from the Cooperative Athletic Director, 

Assistant Athletic Director and also an administrator. In the event the Athletic Director is not a certificated 

administrator the meeting will be conducted by a certified building administrator. 

3. Coaches will not be required to submit an application each year.  If there is sufficient cause to open a coaching 

position, the coach will be asked to submit a new application.  

4. Each sport will have one (1) head coach at the high school level and one (1) head coach at the junior high level.  

5. Each district will decide how many coaches they will pay and what the pay for those coaches will be, in accordance 

with their local negotiated agreements.  The cost for coaches will not be considered a cooperative expense. 

  

Coaching Expectations:  

In addition to the expectations stated in the job descriptions, the cooperative board expects the following from all of their 

coaches: 

1. To be upstanding, ethical, and moral individuals that set the example of sportsmanship for all of our students. 

To develop practice schedules ahead of time and keep them on file. 

2. To communicate effectively with the Boards, administration, staff, students, parents, and communities from both 

districts. 

3. To promote all activities at both districts, along with their own. 

4. To understand that conflicts with other activities may arise and that we need to work together with other cooperative 

athletics and district activities to give all students a well-rounded educational experience. 

5. To hold pre-season parent meetings to discuss expectations and rules. 

6. To allow for equal opportunities for all students, regardless of the school they attend. 

  

Cheerleading:  

Cheerleading will be a co-op activity.  The program​ will follow the outlined expectations: 

1. Each school will provide a sponsor for Cheerleading. 

2. One sponsor will be named the head sponsor, and the other will be the assistant. 

3. Tryouts will be conducted at the same place with the same judges.  ​The tryouts for 2018-19 were in Loup City. ​ Affter 

that, the location will rotate between Arcadia and Loup City. 

4. The cheer team will consist of 12 girls with no expectation that a certain number has to come from either school. 

5. Uniforms for the 2018-2019 school year will match the Loup City uniforms, with Arcadia purchasing uniforms for any 

girls that had purchased them last year. 

6. The purchase of uniforms will be the responsibility of the cheerleader’s parents. 

7. Loup City will create a cheerleading account in the Cooperative Activity Fund 

  

Student Participation:  

All students from Arcadia and Loup City are strongly encouraged to participate in cooperative athletics.  The following 

expectations should be taken into account for all students: 

1. All students will be given an equal opportunity to participate. 

2. All students at the junior high level will be allowed to participate at each game/contest.  The junior high coaches 

should strive for equal time as much as possible for all students. 

3. All students participating in the sub-varsity levels in the high school (C/JV) shall be given opportunities to participate 

during games/events, but may not get equal time and may not get to participate in every game/event.  Coaches shall 

strive to provide guidance and equal opportunities in practice for athletes to increase their game time throughout the 

season. 
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4. All students participating at the varsity level shall be given equal opportunities to earn participation time during 

games/events, but may not get equal time.  Coaches shall strive to provide guidance and equal opportunities in 

practice for athletes to increase their chances at game time throughout the season. 

5. The Arcadia-Loup City Cooperative will use a “no cut” policy for all student activities. 

 

Transportation: 

1. All transportation costs for practices, home games held at the other school, and away games will be split between 

both districts as evenly as possible. 

2. All safety and capacity regulations will be followed at all times by both schools. 

3. Transportation for away games and events will be scheduled by the Cooperative Athletic Director.  All other 

transportation (to and from practices, to and from games held at the other school, etc.) will be organized by the 

school’s Athletic Director. 

4. All students will be transported via bus or school vehicle to and from the schools for practice, home games held at 

the other school, away games, and team camps.  Students will not be allowed to drive themselves or other students 

to these events. 

5. Practices at the golf course and athletic complex will be set for a specific time and it will be up to the students to 

make it to practices on time.  Coaches may set expectations for running/walking to practices if they choose. 

Coaches may be asked to transport students to practices or games. 

6. Teams will stay overnight at the discretion of both Superintendents, the Cooperative Athletic Director, and the 

Assistant Athletic Director.  Generally, teams will not be allowed to stay during the regular season unless they would 

have to leave before 5:00 am or would return after 1:00 am the day of the contest. 

  

Practice and Game Schedules: 

1. The Cooperative Athletic Director is in charge of making the schedule for all sports, including the paperwork needed 

to conduct these events.  The Cooperative Athletic Director will work with the Assistant Athletic Director to determine 

which school will host the home events for each sport. 

2. Practices and home events will be alternated between schools as evenly as possible.  The location of the visiting 

team and their expected attendance will be considered when determining location of games. 

3. Tournaments, triangulars, and double headers held on the same day will count as one contest for the sake of this 

agreement. 

4. If one district does not have any participants in a given activity, all home games and practices will be at the other 

district. 

5. The Rebel Volleyball Tournament and Rebel Wresting Duals will be held in Loup City.  The Junior High Rebel 

Volleyball Tournament will be held in Arcadia. 

6. Attempts will be made to include at least one high school wrestling meet at Arcadia, depending on interest from other 

schools. 

7. All home track and field, cross country, and golf meets/invites will be held in Loup City.  Attempts will be made to 

conduct a Junior High, JV, or Varsity Cross Country Meet in Arcadia. 

8. All Conference meets/invites will be held in Loup City. 

9. All volleyball triangular matches that include JV contests will be held in Loup City. 

10. If the Varsity Football schedule cycle includes nine (9) total home games over two years, the schools will host the 

additional game on a rotating basis. 

11. The Co-op Athletic Director, with the input from head coaches, will produce a practice schedules before the 

beginning of the season.  This practice schedule will be subject to change on short notice. 
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12. Practices will last no longer than two hours, with the exception of the first week of practices.  All practices will be 

completed no later than 6:15 pm.  Wednesday practices will be completed by 5:30 pm. 

13. No practices will be held during the school day without prior approval from the Co-Op Athletic Director and both 

Superintendents. 

  

Football Scheduling:  

This information is a historical record of extra home games and playoff games hosted by the ALC Co-op.  This information 

shall be updated each year to reflect any additional football scheduling that has taken place. 

  

Extra Home Games:  

 2018 – Loup City hosted 2 varsity games and Arcadia hosted 2 varsity games 

 2019 – Loup City will host 2 games and Arcadia will host 2 games. 

  

**Loup City will host the next extra varsity game** 

  

 Home Playoff Games: 

 2018- Loup City hosted Elm Creek, Arcadia hosted Burwell. 

  

**Loup City will host the next playoff game regardless of opponent** 

  

Overnight Trips:  

Coaches will be expected to provide the Co-Op Athletic Director with an itinerary for all overnight trips at least three days prior 

to departure.  The itinerary will include the following:  Departure date and time, hotel information, meal plans/schedules, 

performance schedules, and potential arrival times.  The itinerary must be approved by the Co-Op Athletic Director before 

departure and should be shared with parents of participating students.  Out of state trips/camps need to be approved by both 

boards beforehand.  When meals are provided to participants and coaches the limit will be $10 per person and a receipt for 

purchases is required, school districts will provide a method of payment. 

  

Facilities and Insurance:  

Each district certifies that they have adequate facilities to implement this cooperative and adequate insurance protection to 

cover all applicable provisions and situations that may arise from this cooperative.  

 

All teams involved will be provided a locker room at each game.  If the boys and girls teams have to share a locker room for 

double-headers, appropriate processes will be put in place to make sure students are allowed time to change before and after 

their game. A classroom will be made available for pre-game/halftime meetings as needed. 

 

Facilities will be maintained and improved at the sole discretion of each individual school district. 

  

Admissions and Passes:  

Cost of admissions and passes shall be the same for both districts.  The cost will be coordinated through the cooperative 

advisory committee and approved by each Board.  All revenue from admissions and passes will be deposited into the 

cooperative account.   All passes given by each district will be honored at all games held at Arcadia and Loup City.  The only 

exceptions to this rule would be for games that are held at either school under the direction of the Lou-Platte Conference or 

the NSAA. 
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The Superintendents and Athletic Director will create a standard Cooperative Pass. ​ Passes will be $20 for K-12 students, $50 

for an adult and $100 for family passes can be purchased for family passes include spouses and children in grades K-12. 

Each​ individual family member will be given their own pass.  Each school will also offer a free Golden Rebel pass to anyone 

over the age of 65. 

  

Concession Stands:  

Concession stands will be the responsibility of the host school.  Both schools use concessions as fundraisers for other 

activities, so the revenue generated will not be included in the cooperative account.​  ​If either school is asked to host an event 

as a neutral site for sub-state contests for the sports included in this agreement, then that school will have the responsibility for 

staffing the concession stand. 

  

Hosting School:  

The hosting school will determine any additional programs or entertainment during the games they host.  This includes, but is 

not limited to performances by the band, cheerleaders, or dance teams, educational awards, and coronation/Homecoming 

recognition. 

  

Complaint Protocol:  

Complaints should be handled in the following manner: 

1. Parents should encourage their child to meet with the coach if there is an issue/complaint.  However, this meeting 

should not take place immediately following a contest. 

2. If no solution is reached with that meeting, the parent and child should meet with the coach to discuss the 

issue/complaint.  However, this should not take place immediately following a contest. 

3. If no solution is reached, the parent and child should meet with the coach and the athletic director. 

4. If no solution is reached, the parent and child should meet with the coach, both school principals, and the athletic 

director. 

5. If no solution is reached, the parent and child shall appeal, in writing, to the superintendent of the school their child is 

enrolled in.  The appeal shall also include the meetings that were held to try to remedy the situation.  The 

superintendent will have ten working days to respond to the complaint in writing. 

6. If the parent is not satisfied with the response, they may appeal the school board of the district their child is enrolled 

in.  The Board will then hold an executive session with the parents, child, coach, the athletic director, both principals, 

and district superintendent at the next regular board meeting.  The Board will then have ten working days to respond 

to the hearing in writing. 

  

Coaches Complaint Protocol:  

Complaints from coaches should be handled in the following manner: 

1. Coach will meet with the Cooperative Athletic Director to discuss the complaint. 

2. If no solution is reached, the coach will meet with both school principals and the athletic director. 

3. If no solution is reached, the coach will meet with both superintendents, both school principals, and the athletic 

director. 

4. If no solution is reached, the coach may appeal to the school board of the district that they are an employee of.  The 

Board will then hold an executive session with the coach, athletic director, both principals, and both superintendents 

to discuss the complaint.  The Board will then have ten working days to respond to the hearing in writing. 
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Letter Awards:  

It will be up to the head high school coach of each activity to develop their lettering policy.  These rules need to be given to 

each participant and the Cooperative Athletic Director prior to the start of the season. 

  

Athletic Banquet:  

One athletic banquet will be held in the spring of each year.  The location will alternate between the two schools.   All ALC 

sports will be given time to be recognized and to hand out awards.  

  

Updates:  

The effectiveness of this agreement and the regulations contained within will be assessed once per year.   Changes will be 

proposed and discussed during the cooperative advisory meeting that is conducted after the spring season.  This agreement, 

and any changes made during the summer, will be approved at each district’s August board meeting every year.  
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GATE FEE FORM 

 

Level:​   Varsity    JV    JH Sport: ​ _____________________________________________ 

 

Date:​ ___________________________ 

 

Bills 
Indicate total $ 

amount for each 

 
Coin 

Indicate total $ 

amount for each 

$1’s   Pennies  

$5’s   Nickels  

$10’s   Dimes  

$20’s   Quarters  

$50’s   Other  

$100’s   Total  

Total       

Total Checks   _____________ 

 

Grand Total     ____________________ 

  

** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** ** **  

 

 

Ticket Seller (Printed):  _______________________________________________________________________ 

 

 

Ticket Seller (Signatures): ____________________________________________________________________ 

 

 

Business Office (Printed):  ___________________________________________________________________ 

 

 

Business Office (Signatures):  ________________________________________________________________ 
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Athletic Director 

  

QUALIFICATIONS: 

Holds a current Nebraska Teaching Certificate 

Previous experience as a coach is desirable 

Administrative certificate preferred 

  

REPORTS TO:  

Building Principal / Superintendent of District of Employment 

Superintendent of Cooperative District(s) 

  

JOB GOAL:  

The Athletic Director will be responsible for the total athletic programs at the Arcadia Loup City Cooperative Junior and Senior 

High Schools. 

  

PERFORMANCE RESPONSIBILITIES: 

1. Handles all correspondence and other liaison necessary to arrange, schedule and contract for all interscholastic 

athletic contests grades 7-12; this shall include but not be limited to: 

a. Contracts in the scheduling of contests 

b. Contracts for officials 

c. Information sheets (schedules, rosters, etc.) to opposing teams 

d. Getting eligibility lists to NSAA 

2. Coordinates the hiring of all scorekeepers, timers, linesmen and other auxiliary personnel to hold athletic contests 

with the assistance of the Assistant Cooperative Athletic Director 

3. Communicates and discusses aspects of the Cooperative regularly with the Assistant Cooperative Athletic Director 

4. Seeks the input of the Assistant Cooperative Athletic Director on all aspects of the athletic programs 

5. Is responsible for insuring that all students from their school have meet pre-practice requirements before the first 

practice. 

6. Is in charge of crowd supervision at all home events 

7. Is responsible for making sure an administrator is present at all away events 

8. Is in charge of keeping the school calendar current as it pertains to athletics 

9. Assists in the selection of coaches 

10. Completes the evaluations of coaches, with the assistance of the Assistant Cooperative Athletic Director; 

evaluations are to be completed 14 days following the state event in that sport 

11. Represents Arcadia and Loup City Public Schools at conference, area and state meetings involving interscholastic 

athletics 

12. Serves as tournament director for any conference or district athletic events scheduled at Loup City or Arcadia 

13. Helps close gym, field, etc., following an athletic event 

14. Helps secure police protection, medical aid and facilities for athletic events 

15. Keeps an accurate record of all varsity athletic events from year to year 

16. Assists in the evaluation of all aspects of the athletic program 

17. Oversees and develop procedures for inventory, care, maintenance and storage of all athletic equipment and 

supplies 

18. Handles all communication with and interpret NSAA rules and regulations in regard to athletics 
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19. Cooperates with the Superintendent and Principals in attending out-of-town contests as needed 

20. Is responsible for securing change for the ticket takers at varsity athletic events at their school 

21. Is responsible for having programs printed for athletic contests at their school 

22. Arranges field and gym practice schedules 

23. Schedules athletic staff meetings as the need arises 

24. Is responsible for the operation and organization of the press box at their school 

25. Supervises all radio and television broadcasts and the public address system 

26. Has the authority to remove spectators from events and bar them from attending further activities. 

27. Facilitates and coordinates with coaches and sponsoring agencies the annual athletic awards night 

28. Attends Booster Club meetings as appropriate 

29. All other district-related duties as assigned by supervisor 

  

ESSENTIAL FUNCTION:  

Regular and reliable attendance is an essential function of the job. 

Regular and constant communication with Assistant Cooperative Athletic Director and 

Cooperative Superintendents is an essential function of the job. 

  

TERMS OF EMPLOYMENT: 

Terms of employment will be defined by a combination of Board policies and the negotiated agreement of the District of 

Employment. 

  

EVALUATION: 

The Athletic Director will be evaluated according to the information delineated on the job description and according to school 

policy. The evaluation will be conducted by the Arcadia and Loup City Superintendents. 
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Assistant Cooperative Athletic Director 

  

QUALIFICATIONS: 

1. Holds a current Nebraska Teaching Certificate 

2. Previous experience as a coach is desirable 

3. Administrative certificate preferred 

  

REPORTS TO:  

Building Principal / Superintendent of District of Employment 

Superintendent of Cooperative District(s) 

  

JOB GOAL:  

The Assistant Cooperative Athletic Director will be responsible for assisting the Cooperative Athletic Director with the total 

athletic programs at the Arcadia Loup City Cooperative Junior and Senior High Schools. 

  

PERFORMANCE RESPONSIBILITIES: 

1. Assists with all correspondence and other liaison necessary to arrange, schedule and contract for all 

interscholastic athletic contests grades 7-12 as necessary or when requested by the Cooperative Athletic Director; 

this shall include but not be limited to: 

2. Contracts in the scheduling of contests 

3. Contracts for officials 

4.  ​Information sheets (schedules, rosters, etc.) to opposing teams 

5. Getting eligibility lists to NSAA 

6. Assists with the hiring of all scorekeepers, timers, linesmen and other auxiliary personnel to hold athletic contests 

7.  ​Communicates and discusses aspects of the Cooperative regularly with the Cooperative Athletic Director 

8. Is responsible for insuring that all students from their school have meet pre-practice requirements before the first 

practice. 

9.  ​Assists with crowd supervision at all home events 

10. Assists with keeping the school calendar current as it pertains to athletics 

11. Assists in the selection of coaches 

12.  ​Assists in the evaluations of coaches; evaluations are to be completed 14 days following the state event in that 

sport 

13.  ​Represents Arcadia and Loup City Public Schools at conference, area and state meetings involving interscholastic 

athletics 

14. Helps close gym, field, etc., following an athletic event 

15. Helps secure police protection, medical aid and facilities for athletic events 

16. Assists in keeping an accurate record of all varsity athletic events from year to year 

17. Assists in the evaluation of all aspects of the athletic program 

18.  ​Assists in the oversight and development of procedures for inventory, care, maintenance and storage of all athletic 

equipment and supplies 

19. Assists with all communication with and interpret NSAA rules and regulations in regard to athletics 

20. Cooperates with the Cooperative Athletic Director, Superintendent and Principals in attending out-of-town contests 

as needed 

21. Is responsible for securing change for the ticket takers at varsity athletic events at their school 
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22. Is responsible for having programs printed for athletic contests at their school 

23. Assists with scheduling field and gym practice schedules 

24. Schedules athletic staff meetings as the need arises 

25. Is responsible for the operation and organization of the press box at their school 

26. Supervises all radio and television broadcasts and the public address system at their school 

27. Has the authority to remove spectators from events and bar them from attending further activities 

28. Facilitates and coordinates with coaches and sponsoring agencies the annual athletic awards night 

29. Attends Booster Club meetings as appropriate 

30. All other district-related duties as assigned by supervisor 

  

ESSENTIAL FUNCTION:  

Regular and reliable attendance is an essential function of the job. 

Regular and constant communication with Cooperative Athletic Director and Cooperative 

Superintendents is an essential function of the job. 

  

TERMS OF EMPLOYMENT: 

Terms of employment will be defined by a combination of Board policies and the negotiated agreement of the District of 

Employment. 

  

EVALUATION: 

The Athletic Director will be evaluated according to the information delineated on the job description and according to school 

policy. The evaluation will be conducted by the Arcadia and Loup City Superintendents. 
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Head Coach 

  

QUALIFICATIONS: 

1. Holds a current Nebraska Teaching Certificate 

2. Has knowledge of adolescent young men and women and the ability to apply said knowledge 

3. Has the ability to organize materials and people 

  

REPORTS TO:  

Athletic Director 

  

JOB GOAL:  

To instruct athletes in the fundamental skills, strategy and physical training necessary for them to realize a degree of individual 

and team success; at the same time, the student shall receive instruction that will lead to the formulation of moral values, pride 

of accomplishment, acceptable social behavior, self-discipline and self-confidence. 

  

PERFORMANCE RESPONSIBILITIES: 

1. Is responsible for the total program of his/her respective sport 

2. Is responsible for the public relations of his/her respective sport, including the reporting of game results. 

3. Is responsible for attending a meeting with the Athletic Director prior to the first practice 

4. Is responsible for turning in to the Athletic Director an inventory of all equipment under his/her responsibility within 

two weeks of the last contest 

5. Is responsible for turning in to the Athletic Director a list of letter winners, varsity participants, and special awards 

within two weeks of the last contest 

6. Is responsible for turning in to the Athletic Director the equipment requests for the following year within two weeks of 

the last contest 

7. Is responsible for delegating specific duties and responsibilities to assistant coaches 

8.  ​Is responsible for securing all doors, lights, windows and locks before leaving the building and/or field after practice 

9.  ​Is responsible for checking the safety of equipment, grounds and floors on a weekly basis 

10. Is responsible for the actions and conduct of the team when under his/her jurisdiction 

11. Is responsible for attending a yearly NSAA rules meeting in his/her respective sport 

12. Is responsible for developing a daily practice schedule 

13.  ​Is responsible for informing the Athletic Director of rules he/she establishes before they are implemented 

14. Is responsible for knowing all rules, regulations and policies that affect his/her respective sport 

15. All other district-related duties as assigned by supervisor 

  

ESSENTIAL FUNCTION:  

Regular and reliable attendance is an essential function of the job. 

  

TERMS OF EMPLOYMENT:   

Terms of employment will be defined by a combination of Board policies and the negotiated agreement by the District of 

Employment. 

  

EVALUATION:   
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The Head Coach will be evaluated according to the information delineated on the job description and according to school 

policy. The evaluation will be conducted by the Co-Op Athletic Director.   
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Assistant Coach 

  

QUALIFICATIONS: 

1. A current Nebraska Teaching Certificate is preferred 

2. Has knowledge of adolescent young men and women and the ability to apply said knowledge 

3. Has the ability to organize materials and people 

  

REPORTS TO:  

Head Coach 

  

JOB GOAL:  

To carry out the aims and objectives of the sport program as outlined by the Head Coach 

  

PERFORMANCE RESPONSIBILITIES: 

1. Attends a meeting with the Athletic Director prior to the first practice 

2. Assists the Head Coach in securing all doors, lights, windows and locks before leaving the building and/or field after 

practice and games 

3. Is responsible for the actions and conduct of the team when under his/her jurisdiction 

4. Has knowledge of all rules, regulations and policies that affect his/her respective sport 

5. Assists the Head Coach in checking out equipment prior to the start of the season and in checking in and 

inventorying all equipment at the end of the season 

6. Attends all games and practices, unless excused by the Head Coach 

7. Assumes the duties of the Head Coach when the Head Coach is absent 

8.  ​Serves as the Head Coach for the Junior Varsity and Freshmen teams 

9. Assists the Head Coach during all varsity games 

10. Carries out all other duties and responsibilities assigned by the Head Coach 

11. All other district-related duties as assigned by supervisor 

  

ESSENTIAL FUNCTION:  

Regular and reliable attendance is an essential function of the job. 

  

TERMS OF EMPLOYMENT: 

Terms of employment will be defined by a combination of Board policies and the negotiated agreement of the District of 

Employment. 

  

EVALUATION: 

The Assistant Coach will be evaluated according to the information delineated on the job description and according to school 

policy. The evaluation will be conducted by the Head Coach and the Athletic Director. 
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2019-2020 
Teacher Handbook 

Loup City Public Schools 
 
Section 1 - Intent of Handbook: Welcome to Loup City Public Schools. This handbook is intended to be used by 
certified employees to provide general information about Loup City Public Schools and to serve as a guide to the 
District’s policies, rules and regulations, benefits of employment, and performance expectations.  
 
All employees are also expected to know and adhere to the Loup City Public Schools Parent-Student Handbook. 
 
Each employee is responsible for becoming familiar with the handbook and knowing the information contained in it. 
This handbook is intended to supplement other documents that deal with your employment, including your 
employment contract, the negotiated agreement between the Loup City Public Schools and the Loup City Education 
Association, and the policies and regulations of the Board of Education. In reading this handbook, please understand 
that where a direct conflict may exist, state or federal law, the negotiated agreement, and Board policies and 
regulations will prevail. 
 
This handbook does not create a “contract” of employment. Staff positions and assignments which do not legally 
require a certificate or are otherwise not protected by the teacher tenure laws may be ended or changed on an “at 
will” basis notwithstanding anything in this handbook or any other publication or statement, except for a contract 
approved by the Board of Education.  
 
The administration will be responsible for interpreting the rules contained in the handbook and shall have the right to 
make decisions and make rule revisions at any time. Should a situation or circumstance arise that is not specifically 
covered in this handbook, the administration will make a decision based upon applicable school district policies, state 
and federal statutes and regulations, and the best interests of the District. 
 
This handbook will be in effect for the 2019-2020 school year and subsequent school years unless replaced by a 
later edition. 
 
Section 2 – District Goals:  

1. Academic Excellence – To become a school system that inspires, challenges, and supports the highest 
level of excellence for all our students. We believe an intellectually rigorous educational experience will 
develop graduates who will advance into the next phase of their lives prepared to function effectively in the 
world of the 21st Century, and who understand the importance of living as informed, responsible citizens. 

2. Safe and Orderly Schools – The District and community will work together to provide a safe learning 
environment. 

3. Community Schools – Establish public trust and confidence through open, honest communications and 
positive relationships. 

4. High Quality Workforce – Recruit, retain, and professionally develop a high quality workforce. 
 
Section 3 – School Mission Statement:  Empowering Continual Success 
 
Section 5 – Confidentiality:  Employees should not discuss school matters outside the job, nor discuss confidential 
or personal information about students or staff. Requests from anyone, other than certificated building staff, for 
personal information about students should be referred to the administration. 
 
Section 6 – Chain of Command:  Responsibility and supervision shall flow simply and clearly from students to 
teachers and staff to the administration to the Board of Education. Employees are required to use the chain of 
command beginning with their supervisor in resolving conflicts and seeking solutions and answers to problems or 
disagreements. 
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Addressing the Board of Education: The Board desires to maintain open communication channels between itself and 
the employees. The basic line of communication will be through the superintendent utilizing the aforementioned 
“Chain of Command”. The superintendent will develop and recommend to the Board processes for communications 
between the Board and District employees. 
 
Communication or reports to the Board or Board committee from any employee should be submitted through the 
superintendent. This procedure will not be construed as denying the right of any employee to address the Board 
about issues which are neither part of an active administrative procedure, nor disruptive to the operation of the 
district. All official communications, policies, and directives of employee interest and concern will be communicated to 
employees through the superintendent. The superintendent will communicate as appropriate to keep employees fully 
informed. 
 
Section 7  -Students’ Educational Interest:  Although the ultimate decision relative to individual decisions is based 
upon several considerations, the prime consideration is that of the welfare of the students in the school system.  
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Section 1 - Work Day:  The work day for certificated employees shall begin each day of the school year at a time 
established by the superintendent. 

Section 2 – Contract Days:  Teachers are contracted for 185 days (hereinafter referred to as the “contract year”). 
Such contract days shall be serviced by individual teachers on varying schedules as established by the Board of 
Education and administration.   

Section 3 – Make-Up Days:  In the event teachers are not required to report for duty due to inclement weather 
conditions or other circumstance whereby a duty day is canceled, such days shall not be credited as a contract day 
served. Make-up days will be scheduled by the administration during the contract year as needed to allow all 
teaching staff to serve the full number of contract days. 

Section 4 – Calendar of School Events:  A master list of all school activities is kept updated and current in the 
Junior-Senior High School office. All school activities must be recorded on this calendar. 

Section 5 – Severe Weather and School Cancellations:  The Superintendent of schools is authorized by the Board 
of Education to close public schools in case of severe weather. Representatives of the Superintendent’s staff will 
notify local news media when inclement weather warrants such action. The information is broadcast regularly by 
radio and television stations. In case of severe weather employees will be notified by the districts mass notification 
system. Closing information will also be disseminated using broadcast and social media. 

Decision to Close Schools:  A decision to close school is made when forecasts by the weather service, departments 
of roads, and civil defense officials indicate that it would be unwise for students to go to school. School officials will 
make periodic assessments of conditions during the night and will decide early in the morning to close school. In any 
case, an announcement will be made by the methods stated above when schools will be closed. In some instances, 
schools will be open, but certain services may be cancelled (bus transportation, student activities). Some staff may 
be designated as being required to come to school even in the event of a school closing.  

After School Starts: Every attempt will be made to avoid closing school once classes are in session. In some 
instances, closing school during the day is inevitable. In these cases, as much advance notice as possible will be 
given. If school is closed during the day, staff will be notified and parents will be notified (see above). Teachers will 
be responsible for remaining with students until all students have safely left school or the administration has made 
arrangements for remaining students.  

Parental Decisions: Parents may decide to keep their children at home in inclement weather because of personal 
circumstances. Students absent because of severe weather when school is in session will be marked absent. 
Teachers should treat the absence like any other absence for legitimate causes provided parents properly notify the 
school of their decision. Parents may pick up their children in inclement weather at any time during the school day. 
Students will only be permitted to leave the school with parental permission.  

Emergency Conditions:  Loup City Public Schools has a procedure which, when activated, includes the necessity to 
either evacuate the building or to move to safer areas of the building. All regular drills are held as required by law 
through the school year. There are plans for Emergency Exit System, Tornado Warning System, and Critical Incident 
Response. School officials are not permitted to release students from the school building during a tornado warning. In 
the event of an emergency exit alert or tornado warning, you should implement the school’s established safety 
procedures. 
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Section 1 – Employment:  A teacher is employed by Loup City Public Schools when the teacher signs the 
Teacher’s Contract and the Board of Education approves such contract of employment. The teacher’s employment 
continues absent action by the administration or the Board of Education to non-renew, terminate, amend or cancel 
the teacher’s employment contract with the school district, or action by the Board of Education to accept a resignation 
of employment. 
 
A certificated employee may not be required to accept employment for the next school year prior to March 15. The 
contracts, after being signed by at least one board member, shall be kept on file in the administration offices. 
 
Contracts entered into with certificated employees, other than an administrator, will continue from year to year unless 
the contract states otherwise, is modified by mutual agreement between the board and the employee, or the contract 
is terminated by the board. 
 
The first three years of a continuing contract issued to a newly employed certificated employee shall be considered a 
probationary period. In the event of termination of the employee's contract during this period, the board shall afford 
the certificated employee appropriate due process. The action of the board will be final. Certificated employees 
whose contracts will be recommended for termination, amendment or nonrenewal by the board will receive notice 
prior to April 15. The superintendent shall make a recommendation to the board for the termination of the certificated 
employee's contract. 
 
Certificated employees who wish to resign, to be released from a contract, or to retire must comply with board 
policies and contract language in those areas. 
 
Section 2 – Assignments:  The professional duties and responsibilities to be performed by an employee with the 
District shall be subject to assignment by the Superintendent of the District. An employee will be expected to devote 
full time during days of school to their assigned position and to diligently and faithfully perform the assigned duties to 
the best of their ability. Job descriptions, where available, provide additional information about the position duties. 
Employees may apply for transfer to another building or reassignment within their building. The superintendent 
reserves the right to reassign or transfer any employee at any time. If the change results in a promotion to a higher 
level job, the employee is moved to a rate of pay within the new level which is at least equal to the rate of pay the 
employee was receiving prior to the reassignment or transfer. 
 
In addition to the normal duties traditionally required of teachers, a teacher may be assigned such “extra duty” 
assignments to support the extra-curricular programs of the District, which shall be upon such terms and conditions 
and at such additional rate of compensation as the Teacher and the District may agree upon or as set forth in the 
negotiated agreement. The extra-curricular program of the school district is an integral part of the overall educational 
program of the school district. As such, a teacher shall not unreasonably refuse to accept such extra-duty 
assignments. In addition, performance in an extra duty assignment is a part of the evaluation of the teacher’s overall 
performance to the District.  
 
All extra duties, such as coaching or sponsoring extracurricular activities, are assigned at-will, and may be 
terminated, non-renewed, suspended or amended by the board at the recommendation of the superintendent without 
cause 
  
Section 3 – Personnel Files:  Personnel files contain pertinent employee data relative to employment. The District 
will follow the requirements of state and federal law and regulation with regard to an employee’s personnel file, 
including but not limited to Neb. Rev. Stat. § 79-8,109.  It is the employee’s responsibility to make sure that accurate 
and up-to-date college transcripts are included for all credits claimed for compensation. 
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Employees are to notify the office of any changes in contact information as soon as possible. For a name change, 
provide your new social security card. Employees may contact the administration to request a review of their 
personnel file.   
 
Section 4 – Grievances and Complaints: Teacher grievances regarding wages, hours, and conditions of 
employment set forth in the negotiated agreement shall be governed by the grievance or complaint procedure in the 
negotiated agreement.  
 
Section 5 – Compensation:  Compensation is paid only as authorized by the Board of Education.  Teachers are 
paid a salary based on placement on the salary schedule set forth in the collectively bargained negotiated agreement 
between the District and the collective bargaining agent for the certificated teaching staff (referred to in this handbook 
as the “negotiated agreement”), and the extra-duty salary schedule also incorporated into the negotiated agreement.   
 
Changes in Salary Schedule Placement: Changes in an employee’s placement on the salary schedule shall be 
governed by the provisions of the negotiated agreement or individual contract. Teachers are expected to provide the 
Superintendent with a transcript for all graduate hours earned for purposes of advancement on the salary schedule 
on or before September 1 – or after negotiations are completed if after September 1 - of the school year in which 
such hours are to be credited for the teacher’s placement on the salary schedule. Failure to timely provide an official 
transcript from the post-graduate institution of the graduate hours earned will result in a loss of such credit for such 
school year.  
 
Salary Payments (“Payday”): Teacher’s salary is payable over twelve equal installments. Since all salaries are not 
divisible by 12, the odd cents will be added to one check during the year. Employees will be paid on the 15th of the 
month by direct deposit, or the last preceding work day, if the 15th falls on a weekend or holiday. Payment by direct 
deposit is mandatory, and all staff will be required to supply the necessary bank account numbers and information to 
receive payment. The first paycheck is issued September 15. If certified employees do not have their teaching 
certificate registered in the Superintendent’s office, their paycheck can be held until a registered copy is presented to 
the Superintendent’s office. Teachers who resign during the school year will receive the unpaid portion of their 
earned salary on the next payment date after resignation. 
 
“Pay stubs” will be sent to all employees via email. Any request for payroll changes (deductions, exemptions, etc.) 
MUST be made in the Superintendent’s office prior to the first day of the month. Deductions for absences will be 
taken from the pay period in which they occur, whenever possible. Upon separation of an employee’s employment, or 
upon fulfillment of the contract, the employee may, at the option of the Board, be paid all salary due in one lump sum. 
Additional compensation over and above regular compensation, extra-duty pay and supplemental pay shall be 
disbursed as it is earned and deductions from compensation due to unpaid leave shall be taken out as they are 
reported to the payroll office. Reimbursements for mileage or other expenses will be considered separate from 
compensation. 
 
Teacher’s Salary Schedule Movement:  The salary schedule is constructed so that salary increments are given for 
professional training beyond the bachelor’s degree. All such hours must be graduate hours from an accredited 
college in the teacher’s teaching field or education, and hours must have been earned subsequent to the last degree 
acquired and subsequent to the last granting of an increment for advanced education. All such hours also have to be 
approved by the Superintendent. 
 
Each school year, or by MAY 1st, teachers shall notify the Superintendent’s office of the general intent to advance on 
the salary schedule due to college course so that expenses can be provided in the annual budget of the next year. 
 
To receive proper credit on the salary schedule, teachers must request, prior to taking any course and on a form 
provided by the Superintendent’s office, approval for the specific course. Teachers must also certify to the 
Superintendent’s office, courses successfully completed and the credits received by September 1st of each year. 
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Failure to certify credit earned by a grade report, letter from the instructor, or a transcript will cause potential forfeiture 
of the salary advancement payment. 
 
Complete transcripts of all college credit earned by each teacher which are pertinent to the teacher’s placement on 
the salary schedule or pertinent to meeting state accreditation standards shall be on file in the Superintendent’s 
office. This is a responsibility of each teacher. Credits earned after the opening day of school will not be counted 
toward the salary schedule until the next contract year.  
 
All steps for salary “advancement” are the responsibility of the certified staff member wishing to make such 
movement per language in the latest Negotiated Agreement. Movement on the salary schedule is not processed 
without the aforementioned paperwork.  
 
Section 6 – Initial Hiring and Briefing:  Employees reporting to work for the first time upon being hired will be 
provided with the following: 
 

1. The names of fellow teachers, the office clerk, cafeteria personnel, custodians and other special staff 
personnel who will come to the building. 

2. Location and use of physical facilities of building: Classrooms, cafeteria, library, teachers' lounge, and 
lavatories. 

3. Teaching materials: Courses of study, guidebooks, textbooks, and supplementary materials for grade or 
subject. 

4. Method of ordering books and supplies, securing audiovisual equipment, methods of getting material 
duplicated, disposing of lost and found articles. 

5. Schedule and meaning of all bell signals. 
6. Regulations for pupils in building and on school grounds; uses of entrances, exists, lavatories, playground 

areas, equipment and activities; regulations for pupils during, before and after school hours. 
7. Directions regarding building meetings, in-service training meetings, other meetings, assignments to school 

committees, fire drill regulations, policies concerning teachers' absence, attendance dismissal, excuse of 
pupils from school, etc. 

8. The goals and aspirations of our schools.  
9. School system policies and regulations. 

 
Also upon being hired, each employee must complete the I-9 Employment Eligibility Verification form which is kept on 
file in the Superintendent’s Office. Prior to receiving a paycheck, each eligible employee must have the below list on 
file in the Superintendent’s Office: 
  

• W-4 Employee’s Withholding Allowance Certificate   
• Nebraska Retirement form (if eligible) 
• Health and major medical enrollment forms (if participating)  
• Cobra Notification Form 
• Drug/Alcohol-Free Workplace Policy form    
• Employment Agreement 
• Direct Deposit Form      
• 125 Plan Election Form 

 
Failure to provide any of the above documents within the specified time may result in the withholding of the 
employee’s paycheck until such documents are provided by the employee. 
 
Section 7 - Stipends & Extended Duty Pay:   Stipends for unique or special duties that obligate employees beyond 
normal hours will be allowed. Stipends are the exception to the normal payment process or duties performed, 
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requiring approval by the Board. Extended duty for any teacher beyond the number of contract days shall be 
established by the Board of Education. 
 
Section 8 – Benefits:   Employees are provided benefits in accordance with the negotiated agreement, group health 
insurance plan requirements, and the school district’s Section 125 Plan document. Employees shall make annual 
fringe benefit elections by September 1 of each school year. Each employee is responsible for informing the Office of 
the Superintendent in writing of any changes in benefit status.  
 
Continued health insurance benefits are available through COBRA subject to certain qualifying requirements. A 
Notice of COBRA Continuation Coverage Rights is attached to this handbook as Appendix “A.”   
 
The Health Insurance Portability and Accountability Act (HIPAA) provides rights and protections for participants and 
beneficiaries in group health plans. HIPAA includes protections for coverage under group health plans that limit 
exclusions for preexisting conditions; prohibit discrimination against employees and dependents based on their 
health status; and allow a special opportunity to enroll in a new plan to individuals in certain circumstances. HIPAA 
may also give you a right to purchase individual coverage if you have no group health plan coverage available, and 
have exhausted COBRA or other continuation coverage. Further information may be obtained from the Plan 
Administrator of the group health plan. 
 
Section 9 – Payroll and Payroll Deductions:  Salary and benefits are paid in accordance with the individual 
employment contracts and negotiated agreement. Payroll deductions shall be made in accordance with law and the 
negotiated agreement, including taxes and retirement. 
 
Section 10 – Expense Reimbursements:  Reimbursement for authorized mileage will be paid to employees 
required to drive their own vehicles during their regular scheduled working hours between two or more work sites 
only if school transportation was not available. Poor planning on an employee’s part does not guarantee 
reimbursement by the District. Preapproval by the Superintendent may be necessary. Claims for reimbursement 
should be submitted to the Superintendent. The allowable rate shall be governed by Board policy, unless otherwise 
required by law. The District is not liable for physical damage to employee vehicles. 
 
Necessary materials and supplies are provided by the District. If an employee needs additional materials for 
performance of duties, the request should be made to the employee’s immediate supervisor. Employees who 
purchase materials or supplies without advance approval may not be reimbursed.  
 
Reimbursement for purchase of materials or for meals or other expenses related to District-required travel must be 
submitted to and approved by the administration. The request for reimbursement should include a voucher sufficient 
to establish that the expense was actually incurred and that the expense was reasonable and related to a school-
purpose. 
 
IRS Determination on Reimbursable Meals - According to the IRS and the District’s auditor, the following is a 
clarification on reimbursable meals: 
 
Only meals after 6 p.m., while on school directed business, are considered “reimbursable meals” and are not 
required to be run through payroll. If the employer chooses to reimburse employees for any other meals, they must 
be run through payroll and be taxed. Such reimbursement will show up on the employee’s W2 form. Meals of this 
type will be reimbursed to the maximum limit set annually by the Board of Education on the Fee & Rate Schedule. If 
an employee is requesting reimbursement of any type, a receipt must be presented. The Board will adopt a formal 
policy regarding this procedure, at the recommendation of the District’s auditor. 
 
Employee use of the District’s credit card should be done for educational expenses only. Unauthorized purchases 
shall be reimbursed by the employee. 
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Section 11 – Salary Reduction Agreements:  The District will cooperate with any employee who chooses to 
participate in a tax sheltered annuity investment program under a Internal Revenue Code. For example, teachers 
may participate under Section 403(b) provided that the certificated employee executes a "Salary Reduction 
Agreement" provided by the District and the vendor of the 403(b) Plan elected by the teacher has entered in to a 
"Service Provider Agreement" with the District holding the District harmless from any liability that may arise out of 
such 403(b) Plan, including, but not limited to, the calculation of the maximum exclusion allowance, tax reporting, 
notices and income withholding. 
 
125 Cafeteria Plan:  A Section 125 Cafeteria Plan is available through the school for all interested staff. The plan is 
administered in accordance with Federal and State Revenue Codes and allows employees to make payroll 
deductions before taxes for: 1) health related insurance premium, 2) out of pocket medical expenses, and 3) 
dependent care expenses. The plan year for this program runs from September 1 to August 31. You must enroll each 
August. New employees have 30 days to enroll. Check at the Superintendent’s office for details. 
 
Section 12 – Overtime:  Overtime is paid to classified employees in accordance with the Fair Labor Standards Act 
(FLSA). Teaching professionals are classified as exempt from overtime under the FLSA. The overtime exemption for 
teaching professionals is not dependent on whether the employee is paid on a “salary basis.” Exempt employees are 
not eligible for overtime. A publication provided by the federal government which provides more information about the 
FLSA is available in the Superintendent’s Office. 
 
 
Section 13 - Health Insurance Benefits:  Certificated employees are provided health insurance based on their full 
or part-time status with the District, in accordance with the Patient Protection and Affordable Care (PPACA) 
regulations. Employees who do not qualify for district provided insurance may apply for coverage under the district’s 
policy. The employee(s) will have a payroll deduction for the monthly premium. If an employee’s earnings are not 
sufficient to allow for a payroll deduction for insurance, the employee must submit the premium amount due to the 
school district on a monthly basis. 
 
Waiting periods will be waived for pre-existing health conditions for anyone enrolling within 30 days of employment. If 
an employee (and/or family members of the employee) enroll after the open enrollment period is over, the employee 
(and/or family members) are not guaranteed coverage and if coverage is granted the covered individuals will be 
subject to a 365 day waiting period. It is the employee’s responsibility to notify the office immediately of any changes 
resulting in “loss of dependent status” such as marriage, divorce, dependent child’s age, etc. Employees are required 
to contact the Office for any changes in health insurance coverage within 31 days. 
 
Employees may choose family dental coverage with the difference being paid by payroll deduction. 
 
Section 14 - Liability Insurance Coverage:  The district protects its employees through a comprehensive liability 
insurance program. The district shall hold harmless and defend any district employee from claims for damages 
caused or alleged to have been caused, in whole or in part, by that employee while performing assigned duties as an 
employee of the district, to the extent such claims are covered by, and to the extent permitted by, the liability policy. 
Under the provisions of the district’s liability policy, employees who separate from the district are protected for 
incidents which happened while they were carrying out the duties of their job description for the district.  The liability 
policy provides that the district shall not obligated to assume any costs or judgments held against the employee when 
such damages are proven to be due to the employee’s willful negligence, violation of law, or criminal act, as 
determined by a court of law. 
 
Section 15 - Worker’s Compensation Insurance:  All employees of the district are covered by liability and 
indemnity insurance for any injury occurring during the course of employment and are entitled to benefits provided by 
the Worker’s Compensation Law. A report of every accident occurring on the job must be filed with the administration 
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within 24 hours of the accident. While on leave due to a valid Worker’s Compensation claim, employees may use 
portions of their available leave to compensate for lost wages. In no instance may the hours of paid leave requested 
plus the amount received from Worker’s Compensation (2/3rd of gross pay) total more than a normal day’s wages.  
 
Section 16 - Long-Term Disability Insurance:  Long term disability income protection for certificated employees 
who work a minimum of twenty (20) hours per week is made available to interested employees. Income protection 
insurance becomes effective on the 91st day of disability.  
 
Section 17 - Activity Tickets:  Employees are issued a Loup City Public Schools workers pass for home athletic 
events. These passes are not transferable to other parties. 
 
Section 18 - Reduction in Force (RIF) Policy for Certified Employees:  Reductions-in-force of certificated staff 
members may be necessitated by decreasing enrollments, changes in financial support or expenditures, budget 
restrictions, changing programs, school district contracting, school district reorganization, or other changes in 
circumstances. If such changes occur and a reduction of certificated staff is necessary, the Superintendent (or his 
designee) shall recommend to the Board of Education those certificated employees to be reduced under the 
reduction-in-force provisions of the continuing contract laws and Board policy; Notice to the certificated employee and 
other procedures employed in regard to reductions in force shall comply with applicable law. 
 
The selection of personnel to be reduced shall be made consistent with Board Policy 408.05 
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Section 1 - Sick and Personal Leaves:  Employees are provided with personal leave in accordance with the 
employee’s individual contract or negotiated agreement, if any. During such paid leaves, employees shall continue to 
receive all wages/salary and fringe benefits called for by the individual contract or negotiated agreement, if any. The 
leaves provided by the District are to be used for the purpose intended. Abuse of leave privileges affects the 
students, other staff, and the entire District and will not be tolerated. Personal leave is to be used for unavoidable 
absences due to personal illness or injury. 

Employees must complete a leave request on the ODIE system order to prior to any absence to receive approval for 
any days they may miss. In case of illness, the request must be turned in the day the employee returns to work. 
Appropriate planning and measures should be taken by employees in case of emergency leave (i.e. teachers having 
effective lesson plans and materials prepared and readily available for the substitute, etc.). An employee who 
becomes ill and is unable to work is to contact the building secretary or supervisor at the earliest possible time. 
Before the end of the school day on the first day of the sick leave, and on each subsequent day of absence, 
notification should be made as soon as possible to indicate whether the teacher will be able to return to duty on the 
next duty day. For illnesses or medical situations where the need for the leave can be determined in advance, the 
teacher is to make such advance report of need for leave as soon as possible. 

Personal leave requests immediately before or after a holiday and/or a scheduled school vacation period may be 
granted based on a case-by-case basis at the sole discretion of the building principal.  Employees are expected to be 
present the first and last day of school. 

Personal leave requests made during the first or last scheduled week of school will not be granted-unless an 
emergency exists. 

Upon return from leave, employees are to review information supplied by the substitute as to progress made and any 
concerns. The substitute should be contacted directly if the written information supplied is not adequate. 

All employees who are absent for any period of time because of injury requiring care from a physician or health care 
provider, or for a period of one week or more due to illness, must present a written statement to the administration or 
supervisor from the employee’s physician or health care provider stating that the employee is physically able to return 
to duty. This statement is to be presented in person before the employee returns to duty in order that the present 
stage of convalescence can be observed and discussed. 

Paid Leave. Teachers will be granted 10 days of unspecified days of leave each year for whatever purpose the 
teacher needs them.  These purposes could include, but are not limited to, sick, bereavement, personal, and 
professional leave that is not assigned by the district.  While an explanation will not be required on ODIE, it would be 
beneficial for the teacher to indicate the reason for the leave request. 

Sick Leave.  Teachers that do not use all of their unspecified leave days will be allowed to carry them over to sick 
leave the following year, up to a maximum of 30 sick leave days.  Sick leave will include leave for personal illness, 
family illness, or bereavement leave.  All unspecified leave days must be used up before accumulated sick leave can 
be used/requested. 

Payment for Unused Leave:  Staff members that have reached the 30 day maximum for accumulated sick leave will 
be offered $30/day for any unused unspecified leave days at the end of the school year, to be paid out during the 
June payroll period. 
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Other Leave Rules:  Administration reserves the right to deny any absence request based on the number of staff 
already gone and the availability of substitute teachers.  

Leave days must be approved before teachers are excused for those days.  If the teacher’s request has not been 
approved, it is the teacher’s responsibility to check with their administrator before being absent. 

Leave days (i.e. sick, personal, professional), will be tabulated in eighth (1/8) day increments, not by the hour or 
minute. The (8) eight-hour day will be divided into eight (1) hour blocks, and leave charged accordingly. Official 
district leave records will be maintained through the ODIE system. 

Leave days taken on a Friday, snow early dismissal, or scheduled early dismissal are tabulated as full days.  

 
Section 3 - Payroll Deductions for Absences in Excess of Paid Leave:  Should an employee be absent from 
work in excess of the teacher’s accumulated sick leave or other paid leaves called for in the individual contract or 
negotiated agreement, the employee’s salary and fringe benefits (including the cost of premiums for group health 
insurance) shall be reduced by the day(s) or work missed. For teachers and other salaried employees, the deduction 
shall be calculated on a per diem basis using the number of days missed as the numerator and the number of total 
contract days for the school years as the denominator (e.g. one day missed / 185 contract days of total salary and 
fringe benefits). 

Section 4 - Extended Leave of Absence Without Pay:  An employee may apply to the Board of Education for an 
extended leave of absence. The Board of Education will consider such requests on a case-by-case basis. No leave 
of absence shall extend beyond one school year. A request for leave of absence due to personal illness must be 
accomplished by written verification and recommendation from the attending physician. All leaves of absence shall 
be without pay, except for the payment of health insurance benefits as may be required under applicable state or 
federal laws. During such leave, an employee does not receive credit toward advancement of the salary schedule, 
and the time is not included in years of service for the purpose of accumulation credit toward retirement unless the 
absence is one-half year of less. 

Section 5 - Jury Duty:  Any employee who is summoned to serve on jury or election board duty, or who is 
subpoenaed to provide testimony, shall not be subject to discharge from employment, loss of pay, loss of sick leave, 
loss of vacation time, or any other form of penalty, as a result of his or her absence from work due to such service 
provided the employee submits a copy of the summons, in advance, to the employee's supervisor. 

Teachers will receive their pay for any day missed for jury duty.  Any payment for jury duty shall be paid to the school 
district. The employee will report to work within one hour on any day when the employee is excused from jury duty 
during regular working hours. 

Section 6 - Military and Family Military Leave:  Military leave and family military leave will be granted to the extent 
required by state and federal law. 

Employees requesting military leave must notify the Superintendent as soon as they receive notification of activation.  
Employees are to attach a copy of their orders to a District leave request form when they prepare the request for 
military leave. 

Employees requesting to take family military leave under the Nebraska statutes must notify the Superintendent at 
least 14 days in advance of taking such a leave if the leave will be for 5 or more consecutive days, consult with their 
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supervisor to schedule the leave so as to not unduly disrupt operations of the school, and for leaves of less than 5 
days, notify the Superintendent of the leave request as soon as practicable. 

Family military leave under the Family and Medical Leave Act (FMLA) will be provided in accordance with that law 
and subject to the provisions of the Board policy pertaining to FMLA leave. 

Employees who are members of the National Guard, Army Reserve, Naval Reserve, Marine Corps Reserve, Air 
Force Reserve, or Coast Guard Reserve (hereinafter, “reserves”), are entitled to a military leave of absence from 
their respective duties, without loss of pay, when employed with or without pay under the orders or authorization of 
competent authority in the active service of the state or of the United States. Employees who normally work or are 
normally scheduled to work 120 hours or more in three consecutive weeks shall receive a military leave of absence 
of 120 hours each calendar year. Employees who normally work or are normally scheduled to work less than 120 
hours in three consecutive weeks shall receive a military leave of absence each calendar year equal to the number of 
hours they normally work or would normally be scheduled to work, whichever is greater, in three consecutive weeks. 
Such military leave of absence may be taken in hourly increments and shall be in addition to the employee’s regular 
annual leave. 

When the governor of this state shall declare that a state of emergency exists, and any employee who is a member 
of the reserves is ordered to active service of the state, the employee shall be granted a state of emergency leave of 
absence until released from active service by competent authority. The leave of absence shall not be a military leave 
of absence; other forms of leave may be granted. The employee shall receive normal salary or compensation minus 
the state active duty base pay the employee receives in active service of the state. 

Section 7 - Family and Medical Leave Act:  The Family and Medical Leave Act (FMLA) provides for 12 weeks of 
job-protected unpaid leave in a 12 month period to eligible employees in specified circumstances.  Specific details of 
this act are available in section 410.03 of Board Policy 

If you need to take an FMLA leave, or have any questions regarding an FMLA leave, you should contact the 
Superintendent.  

Section 8 – Retirement:  District employees who are over age 21 and employed fifteen (15) or more hours per week 
must participate in the Public Retirement System of the State of Nebraska. The cost of participation is set by the 
Legislature and is deducted from the monthly payroll check. The district and the state also make contributions for 
each eligible employee. Upon termination of employment, an employee may apply to the Retirement Office, PO Box 
94816, Lincoln, NE  68509, for return of the employee’s contributions made to the Nebraska School Employees 
Retirement System. However, the employee also may leave the money in his/her account. The methods for 
determining retirement benefits have been revised periodically by the Nebraska Legislature; therefore, each 
employee is encouraged to contact the Nebraska Retirement System to verify years of experience and to determine 
his/her particular benefits. For information, write to:  Director, Nebraska Retirement System, PO Box 94816, Lincoln, 
NE  68509. 

Section 9 - Inclement Weather & School Closings:  If teachers are not required to work on days that the school is 
closed due to inclement weather, make-up days may be required by the administration.   

Section 10 - Breaks --- Meal & Rest:  All teachers will be provided with a 30 minute, duty-free lunch period each 
work day. 
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Section 11 - In-School Substitutes:  Every effort is made to employ a substitute teacher when a teacher will be 
absent, but occasionally there are no substitutes teachers available because of lack of notice or the circumstances 
lend to better service provided in-house. In such cases, teachers may be asked to cover another class. A record is 
kept by the office and turned in to the Superintendent's Secretary at the end of each semester. Payment for 
substituting is then added to the January and June. 
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Section 1 - Hours of Work, Duties & Meetings:  Regular, dependable attendance at work is an essential function 
for all employees.    
 
The Board of Education recognizes that teachers' responsibilities to their students and their profession generally 
involve the performance of duties and the commitment of time beyond the normal working day, but also recognizes 
that teachers and other educational professionals are entitled to regular time and work schedules on which they can 
rely in the ordinary course of events and which will be fairly and evenly maintained to the extent possible throughout 
the school system. 
 
Schools have differing starting and ending times for the student day. Certificated employees assigned to a building 
are to spend seven hours and 30 minutes on site, including lunch break (30-minute lunch), except that duty-free 
lunch time can be spent off-site. Staff may leave the building earlier when called to a professional meeting or 
approved by the administration or supervisor.   
 
Certificated employees are required to serve on playground, lunchroom, restroom, and hall supervision as 
designated by the administration. The administration will attempt to make an equitable distribution of such 
assignments and professional staff shall assume such duties as part of their work and agreement of employment. 
 
Employees shall attend meetings called by the administration, department heads and team leaders, except those 
meetings which are designated for optional attendance.  
 
Section 2 - Duty Day:  Full-time teachers have a designated on-site work day. Teachers shall be expected to work 
an active day starting at 7:50 a.m. and ending at 3:50 p.m. unless otherwise stated by the administration. Early 
dismissals with the exception of holidays are designated for in-service and training needs. Teachers should not 
expect to leave early on those days. On early dismissal for holidays, staff may leave after all buses depart. Teachers 
and other certificated employees who are part-time or work on adjusted schedules are to be in the building at least 10 
minutes before their class or assigned duty begins, and to be in their classroom or assigned duty area at least 10 
minutes before their class or assignment begins. 
 
Leaving the Classroom. Teachers should never leave the classroom/area when students are present.  
 
Section 3 - Leaving School:  Teachers are to be on duty at all times during the school day. Teachers are 
considered on duty even during designated planning periods. An uninterrupted lunch period of not less than 30-
minutes each day is provided to teachers during which they are not assigned teaching, supervisory, or other duties. 
Teachers who leave the school during the designated lunch period must check out with the office.  
 
Teachers may not leave school during duty hours without approval of the administration. If the absence has been 
approved, the teacher must check out with the office when leaving and check back in upon return. Teachers who 
need to leave during the school day for reason of illness or emergency are to check out with the office and make sure 
that a responsible person has been notified of their unexpected absence so student coverage may be provided.   
 
Section 4 - Lesson Plans:  Teachers will prepare weekly written lesson plans as directed by their building 
principal(s).  Emergency Lesson plans, class rosters, class procedures, etc. should be kept readily available in the 
teacher’s absence.  The district will provide each teacher with a Planbook.com account. 
 
The lesson plans must be sufficiently clear in establishing objectives and related activities so that they are easily 
used by a substitute teacher or other staff member not familiar with previous classroom activities or progress. Plans 
must give specific reference to other instructional sources immediately available which will enhance the instructional 
lesson. 
 
Section 5 - Daily Class Records Books: Every teacher is required to keep a complete and easily understandable 
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record of the achievement of every student on PowerSchool. This class record book must be kept current and 
included for parent access. 
  
Section 6 - Classroom and School Procedures: Employees are expected to adhere to the following classroom and 
school procedures in the performance of their duties:  

1. Bulletin Boards/Displays: Each teacher shall be responsible for maintaining appropriate bulletin 
board/display items in and around their areas in the school.  

2. Text Book and Room Inventory:  All school purchased materials must be inventoried with the bookkeeper. 
Textbooks are to be numbered and teachers should keep good records of who has which book. At the start 
of the year, note condition of the textbook on the inventory sheet and keep this sheet. When a book is 
turned in, again note its condition, and if the book shows abuse (other than normal wear) assess a fine that 
you consider is fair. Insist that students put covers on their books by the end of the first week after receiving 
them.  

3. Cell Phones:  Teachers shall not use their cell phones for personal business during the school day, except 
for emergencies.  Teachers may use their phones for educational purposes connected to their classrooms, 
to contact administration in urgent situations, or to take pictures of student work or activities in their room.  
Teachers in violation of this rule will be subject to disciplinary action up to, and including, termination. 

4. Student Aides:  Student aides are to be directly supervised by the teacher and are not to leave the building 
or be in the halls or anywhere they are not being supervised. Student aides are to supplement, not replace 
the teacher or responsible adult.  

5. Checking Out of Equipment: All equipment must be properly checked out through the office or appropriate 
site. All school equipment may be used only for school purposes. No school equipment may be directed to 
the personal use of a District employee. Employees who desire to use computer, audio-visual (A-V), or other 
specialized equipment shall be responsible for personally picking up and returning the needed equipment to 
its source (library, lab, another teacher's room, etc.). Students should not, for their own protection, be 
allowed to transport expensive equipment for employees UNLESS the employee has properly instructed the 
student in the proper and safe way to transport the equipment. Employees will assume responsibility of 
reporting any damage or malfunction of equipment so that the person responsible for that particular item can 
get repairs done. Employees who desire to keep certain equipment in their rooms may do so on the 
condition the equipment is available to the rest of the staff should they need it. Employees keeping such 
specialized equipment in their rooms will be responsible for seeing repairs are made as needed. The district 
media specialist may loan equipment to community organizations. Employees may take equipment home for 
school-related use with office approval. 

6. Requisition of Equipment and Supplies: All orders for supplies and instructional materials must be approved 
by the administration, or the item(s) become the property of the staff member at their expense.  Digital 
Purchase Order forms are used for this purpose and are available on each staff member’s home directory. 
Books and supplies which are needed for instruction should be requested through the office. No equipment 
or supplies ordered through the District may be directed to the personal use of a teacher or another District 
employee. 

7. Electronic Communication:  Use of the District’s computer system for personal communications should be 
limited, and is subject to the rules governing overall computer usage found in Board policy and this 
handbook. Teachers and related employees should check their various message systems at least once 
daily and regularly throughout the school day, including PowerSchool, e-mail, and voice messages. 
Employees also should timely respond to messages which require a response, but should avoid checking 
and responding during instructional time.  

8. Mail Box:  Each employee will be assigned a mailbox located in the office. Staff members should check for 
mail/messages each morning and also at the end of the work day. Mail boxes are not meant for storage.  
Students are not to be in the staff mail box area. 

9. Meetings: All employees are expected to be present for meetings, unless they are excused by their 
supervisor. Class sponsors must lead and be present at all respective meetings. 

10. Record Keeping:  Employee duties often involve keeping detailed records. Records are to be completed as 
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directed. 
11. Planning Time: Though all attempts will be made to provide one to each teacher, planning periods of any 

given amount of time are not guaranteed to any teacher.  Secondary teachers generally have one planning 
period per day. Elementary teachers have planning time while music, physical education, and other 
specialists work with their students. In addition, sharing recess and noon supervision also allows planning 
time for elementary teachers. 

12. Substitute Teachers:  All teachers should have a Substitute Teacher folder in their room that includes any 
pertinent information for the substitute to know.  This could include, but is not limited to, lesson plans, class 
lists, seating charts, safety plans, etc.  Teachers should try as much as possible to continue the educational 
program in their room, even when they are gone.  Please limit “work days/study halls”. 

13. Non-School Activity Times:  Wednesday nights and Sundays are designated for students to participate in 
non-school activities, including family, recreational, and church activities. If at all possible, no school 
activities should be scheduled during these times. Any exceptions to activities on Wednesday nights or 
Sundays must be approved by the administration. 

14. Late Starts & Early Dismissals:  Monday late starts are scheduled for providing professional development 
time. School Improvement, curriculum, or scheduled school wide in-service meetings arenot to be missed by 
employees. The person missing the meeting is responsible for obtaining the information and handouts given 
at the meeting and completing any assignments made at the meeting.. In the event that there is contract 
time remaining in the day the Superintendent will notify staff of the scheduled leave time. 

15. Assemblies & Related Programs:  Assemblies and related programs that cause regularly scheduled classes 
to visit another area of the school require that teacher to attend with their assigned class when the assembly 
or program started. Assemblies and programs may appear at various times during the school year. Time 
schedules for assemblies may involve an alteration of the regular schedule and will be announced in 
advance as soon as possible. Teachers MUST attend assemblies and programs with the student body. 
Supervision of students is imperative. Teachers are expected to sit with students throughout the seating 
area unless excused by the administration. 

16. Activities Calendar:  To aid staff in scheduling events, an activities calendar will be maintained by the 
Secondary Principal’s Secretary.  Activity scheduling will be at the direction of the secondary principal, 
athletic and activities directors. 

17. Athletic Supervision Responsibilities:  All teachers will be assigned by the Athletic and Activities Directors to 
take tickets or assist in crowd control and/or hall duty supervision for home athletic events. Assignment 
sheets are sent out at the beginning of the school year. This duty is part of the normal responsibilities of all 
K-12 teachers and will be assigned on a rotating basis. Exact responsibilities are outlined by the Athletic and 
Activities Directors when the assignments are given. 

18. Detentions:  Teachers who wish to use detentions to enforce discipline should feel free to do so. The 
teacher who assigns the detention period should stay with the student. Detentions can be assigned before 
schoolor after school. If that is impossible, arrange for someone else to take care of the detention for you. 
Do not assign the student to an office detention. Detention time is set by the teacher and not by the student. 
Most detentions are thirty (30) minutes in length. A student who is given a detention has two (2) days to 
serve it. No detention should be allowed to be served beyond that point unless the instructor has other 
obligations that may interfere with the two-day limit. Riding a bus, going to practice, or having an after 
school job does not excuse a student from staying.  Parents should be contacted by the teacher to explain 
the rule infraction and a plan to correct the behavior. Administration will provide support as needed. 

19. Staff Development:  Staff development activities are offered throughout the year. All staff are required to 
participate in professional development activities.  

20. Attendance:  Elementary teachers must take attendance at, or as near as possible to, 8:00 a.m., 10:00 a.m., 
12:00 p.m., and 2:00 p.m. through their classroom attendance portal in PowerSchool every day.  High 
school staff must take attendance each period, every day, through their classroom attendance portals in 
PowerSchool. 
Tardies:  The office will take care of tardies during first period.  All other periods are at the discretion of the 
classroom teacher, though all teachers should have procedures in place to ensure students are getting to 
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class in a timely manner.   
Section 7 - Supervision of Students: Proper supervision of students is an important responsibility for all 
employees.  During class time, the teachers’ main priority is to the students that are assigned to them at that 
particular time.  This includes students that have been allowed to leave the room for any reason (to go to the 
restroom, library, to get breakfast, etc.).  If a student is sent to the office or is allowed to go to another classroom, it is 
the teacher’s responsibility to contact the appropriate staff members to ensure the student reaches their destination. 
 
All employees are responsible for all students in the hallways, in the rest rooms, at assemblies, at pep rallies, and 
during lunch.  Staff members are expected to address issues that arise in their presence. 
 
 
Teachers shall not use their cell phones for personal business or communication while in direct supervision of 
students, whether in or out of the classroom, except for emergency situations.  The teacher may use their cell phones 
for activities directly tied to their classroom or to take photos and videos of the activities being conducted. 
 
Contact the Office for Assistance:  The administration should be contacted immediately when a situation exists which 
could cause injury to students or others. Examples include: 

• student refusal to leave the classroom when directed 
• student fight 
• student health problem (fainting, bleeding, high temperature, difficulty breathing, etc.); if the office cannot be 

immediately located, call 911 if the problem appears to be of immediate and serious concern  
• a report or a suspicion that a student has a weapon or other dangerous item or drugs, alcohol, or other 

illegal substances 
• presence of an intruder (a non-student or staff member who refuses to go to the office)  
 

Student Searches:  Administration should also be contacted before performing searches of students or their 
belongings. Employees may direct a student suspected of having an item in violation of school rules to wait with you 
until another adult is present, or to follow you to the office if you can leave your assigned area without causing risk of 
harm to others. Do not use physical force to detain the student or to make the student accompany you except as 
reasonably necessary to protect the student or others. 
 
Student Rights:  Students should be treated fairly and given the same treatment without consideration of race, color, 
religion, gender, or disability. Students who need special accommodations should be given those accommodations 
as needed for them to participate in school and school activities. Further, students have the right to have their school 
records kept confidential. Such information should be shared only with other school staff with a need to know the 
information to perform their duties. 
 
Section 8 - Managing Student Conduct:  Teachers are responsible for classroom and behavioral management.  
The most effective classroom management is having engaged students, therefore, the teachers should ensure that 
they are finding effective, enriching, and engaging activities for the students participate in.  Teachers shall also have 
classroom rules and procedures in place to ensure that students are aware of their expectations.  Classroom rules 
and routines should be discussed and practiced with the students at the beginning of the year and teachers need to 
make sure that they follow through with their expectations.  Classroom seating charts are strongly recommended.  
Paraprofessionals should not interject with their own methods of classroom management and shall defer all issues to 
the classroom teacher. 
 
Staff should contact the office when students are refusing to leave the classroom when directed or when there is a 
substantial disruption in the educational process.  Once students are sent to, or collected by, the administration, all 
decision on the discipline needed will be determined by the administration. 
 
Section 9 - Dispensing Medication:  Employees are not permitted to give any medication to students unless trained 
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under state statue. Students who need to take prescription medicine must have a signed parent release form on file 
in the office. Medications are to be taken in the presence of the office staff, the nurse, or medication aide and are to 
be stored in the office. Medical procedures are not to be administered in the classroom except in accordance with the 
District’s Safety and Security Management Plan and the District’s Emergency Protocol (asthma/anaphylaxis 
protocol). 
 
If students must take medication and/or perform medical procedures prescribed by a duly licensed physician during 
school hours, it is the responsibility of the parents or guardians to sign permission to dispense the medicine at the 
school and to submit a note or prescription from the physician authorizing the medicine and/or medical procedure. 
School district personnel will not administer medicine, including over the counter medicine, without this signed form 
and note or prescription. Any medication brought to school needs to be properly labeled. The label should include the 
following information:  Student’s name, name of medication, dosage needed, and time of dispensing the medication. 
 
Section 10 - Reporting Child Abuse:  Nebraska State Law and school policy mandates school officials to make a 
report to the proper law enforcement agency or the Department of Health and Human Services (Child Protective 
Services) when there is reasonable cause to believe that a child has been abused or neglected, or a child is in a 
situation which would reasonably result in abuse or neglect. According to Nebraska State Law, abuse or neglect 
means knowingly, intentionally, or negligently causing or permitting a minor child to be:   

a) Placed in a situation that endangers his or her life or physical or mental health;   
b) Cruelly confined or cruelly punished;   
c) Deprived of necessary food, clothing, shelter, or care;   
d) Left unattended in a motor vehicle if such minor child is six years of age or    younger;   
e) Sexually abused; or   
f) Sexually exploited by allowing, encouraging, or forcing such person to solicit for or engage in prostitution, 

debauchery, public indecency, or obscene or pornographic photography, films, or depictions. 
 

Employees are to inform their principal or supervisor in the event they become aware of child abuse or neglect.  
 
School employees who have reasonable cause to suspect a child is a victim of abuse or neglect, or who observe 
conditions which reasonably would result in abuse or neglect, shall report such incidents to the proper authorities. 
The employee shall make an oral report to the local law enforcement agency by telephone, followed by a written 
report if necessary. The report will include all information required by law. 
 
Nebraska Child Abuse/Neglect Hotline at 1-800-652-1999. 
   
Section 11 - Role of Paraprofessionals:  Paraprofessionals provide valuable assistance in the educational process 
and allow teachers to carry out their responsibilities in a more efficient and effective manner. A Paraprofessional 
must not, however, assume teaching responsibilities. The teacher must maintain the role of leadership and 
responsibility for the students, with the Paraprofessional in a supportive role. Paraprofessionals may assist the 
teacher by, among other tasks, assisting with instructional activities under the direction of the teacher.  
Paraprofessionals are scheduled and supervised by the building principal. Paraprofessionals are to work only on their 
assigned work days and within their assigned work day. If a teacher requests a Paraprofessional to work hours other 
than the assigned work hours or assigned work day, the administration should be contacted for approval. 
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Section 1 - Ethics Standards:  The Loup City Public Schools expects all its employees to adhere to high ethical 
standards. 
 
Certificated employees must adhere to the professional ethics standards established by the Nebraska Department of 
Education as such standards may be modified from time to time. The professional ethics standards which certificated 
employees are expected to adhere to include those set forth below. References to “educator” shall include all 
certificated employees of the District. 
 
 Preamble 

A. The educator shall believe in the worth and dignity of human beings. Recognizing the supreme 
importance of the pursuit of truth, the devotion to excellence and the nurture of democratic 
citizenship, the educator shall regard as essential to these goals the protection of the freedom to 
learn and to teach and the guarantee of equal educational opportunity for all. The educator shall 
accept the responsibility to practice the profession to these ethical standards. 

B. The educator shall recognize the magnitude of the responsibility he or she has accepted in 
choosing a career in education, and engages, individually and collectively with other educators, to 
judge his or her colleagues, and to be judged by them, in accordance with the provisions of this 
code of ethics. 

C. The standards listed in this section are held to be generally accepted minimal standards for public 
school certificate holders in the State of Nebraska and for all educators, including administrators, 
with respect to ethical and professional conduct. 

 
Principle I - Commitment as a Professional Educator:  Fundamental to the pursuit of high educational 
standards is the maintenance of a profession possessed of individuals with high skills, intellect, integrity, 
wisdom, and compassion. The educator shall exhibit good moral character, maintain high standards of 
performance and promote equality of opportunity. In fulfillment of the educator's contractual and 
professional responsibilities, the educator: 

A. Shall not interfere with the exercise of political and citizenship rights and responsibilities of 
students, colleagues, parents, school patrons, or school board members. 

B. Shall not discriminate on the basis of race, color, creed, sex, marital status, age, national origin, 
ethnic background, or handicapping condition. 

C. Shall not use coercive means, or promise or provide special treatment to students, colleagues, 
school patrons, or school board members in order to influence professional decisions. 

D. Shall not make any fraudulent statement or fail to disclose a material fact for which the educator is 
responsible. 

E. Shall not exploit professional relationships with students, colleagues, parents, school patrons, or 
school board members for personal gain or private advantage. 

F. Shall not sexually harass students, parents or school patrons, employees, or board members. 
G. Shall not have had revoked for cause in another state a teaching certificate, administrative 

certificate, or any certificate enabling a person to engage in any of the activities for which a special 
services counseling certificate is issued in Nebraska. 

H. Shall not engage in conduct involving dishonesty, fraud, deceit, or misrepresentation in the 
performance of professional duties. 

I. Shall report to the Superintendent any known violation of paragraphs G, E, or B above. 
J. Shall seek no reprisal against any individual who has reported a violation of this rule. 

 
Principle II - Commitment to the Student:  Mindful that a profession exists for the purpose of serving the 
best interests of the client, the educator shall practice the profession with genuine interest, concern, and 
consideration for the student. The educator shall work to stimulate the spirit of inquiry, the acquisition of 
knowledge and understanding, and the thoughtful formulation of worthy goals. In fulfillment of the obligation 
to the student, the educator: 
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A. Shall permit the student to pursue reasonable independent scholastic effort, and shall permit the 
student access to varying points of view. 

B. Shall not deliberately suppress or distort subject matter for which the educator is responsible. 
C. Shall make reasonable effort to protect the student from conditions which interfere with the learning 

process or are harmful to health or safety. 
D. Shall conduct professional educational activities in accordance with sound educational practices 

that are in the best interest of the student. 
E. Shall keep in confidence personally identifiable information that has been obtained in the course of 

professional service, unless disclosure serves professional purposes, or is required by law. 
F. Shall not tutor for remuneration students assigned to his or her classes unless approved by the 

Board of Education. 
G. Shall not discipline students using corporal punishment. 

 
Principle III - Commitment to the Public:  The magnitude of the responsibility inherent in the education 
process requires dedication to the principles of our democratic heritage. The educator bears particular 
responsibility for instilling an understanding of the confidence in the rule of law, respect for individual 
freedom, and a responsibility to promote respect by the public for the integrity of the profession. In fulfillment 
of the obligation to the public, the educator: 

A. Shall not misrepresent an institution with which the educator is affiliated, and shall take added 
precautions to distinguish between the educator's personal and institutional views. 

B. Shall not use institutional privileges for private gain or to promote political candidates, political 
issues, or partisan political activities. 

C. Shall neither offer nor accept gifts or favors that will impair professional judgment. 
D. Shall support the principle of due process and protect the political, citizenship, and natural rights of 

all individuals. 
E. Shall not commit any act of moral turpitude, nor commit any felony under the laws of the United 

States or any state or territory. 
F. Shall, with reasonable diligence, attend to the duties of his or her professional position. 

 
Principle IV - Commitment to the Profession:  In belief that the quality of the services to the education 
profession directly influences the nation and its citizens, the educator shall exert every effort to raise 
professional standards, to improve service, to promote a climate in which the exercise of professional 
judgment is encouraged, and to achieve conditions which attract persons worthy of the trust to careers in 
education. The educator shall believe that sound professional relationships with colleagues are built upon 
personal integrity, dignity, and mutual respect. In fulfillment of the obligation to the profession, the educator: 

A. Shall provide upon the request of an aggrieved party, a written statement of specific reasons for 
recommendations that lead to the denial of increments, significant changes in employment, or 
termination of employment. 

B. Shall not misrepresent his or her professional qualifications, nor those of colleagues. 
C. Shall practice the profession only with proper certification. 

 
Principle V - Commitment to Professional Employment Practices:  The educator shall regard the 
employment agreement as a pledge to be executed both in spirit and in fact. The educator shall believe that 
sound personnel relationships with governing boards are built upon personal integrity, dignity, and mutual 
respect. In fulfillment of the obligation to professional employment practices, the educator: 

A. Shall apply for, accept, offer, or assign a position or responsibility on the basis of professional 
preparation and legal qualifications. 

B. Shall not knowingly withhold information regarding a position from an applicant or employer, or 
misrepresent an assignment or conditions of employment. 

C. Shall give prompt notice to the employer of any change in availability of service. 
D. Shall conduct professional business through designated procedures, when available, that have 
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been approved by the employing agency. 
E. Shall not assign to unqualified personnel, tasks for which an educator is responsible. 
F. Shall permit no commercial or personal exploitation of his or her professional position. 
G. Shall use time on duty and leave time for the purpose for which intended. 

 
Section 2 – Evaluations:  Evaluations of teachers will be conducted in accordance with the District’s evaluation 
policy. Supervisors reserve the right to observe, appraise, or evaluate employees more frequently than required by 
policy on an as-needed basis. Employees are expected to participate constructively and positively in the evaluation 
process and to accept and implement constructive suggestions and improvement strategies developed by the 
administration. Employee performance and/or actions which interfere with the District’s goal to provide a positive and 
safe educational environment are not tolerated. 
 
Section 3 - Role Model:  Employees serve as role models for students and their actions and conduct reflect on the 
school as a whole. Teachers are in all respects to conduct themselves in a professional manner.  All employees are 
in all respects to conduct themselves in a manner supportive of the mission of the school 
 
Section 4 – Relationships:  It is important for employees to maintain an effective working relationship with the 
administration and co-workers - including other teachers and support staff – as well as students, parents, and district 
patrons. Employees are also to maintain appropriate relationships with students. Appropriate relationships are 
established by extending social courtesies, following through on commitments and promises, complying with 
administrative directives and Board polices, being honest and consistent, and not intruding into personal matters 
outside the scope of duties or gossiping or spreading rumors about others. 
 
Section 5 – Attire:  It is important for employees to project a professional, responsible, adult image to students, 
parents, and co-workers. Appropriate attire and grooming is one of the means of projecting such an image. 
Employees are expected to maintain conservative and professional attire and grooming when on duty. As 
professionals, teachers are expected to be aware of the professional standard to be maintained. As a minimal guide, 
employees should not wear clothing which students would not be permitted to wear at school. Employees should 
wear clothing which is safe and suitable for their work assignments; and avoid clothing which may be caught in 
machinery. The administration may establish more detailed guidelines for individual teachers should that be 
necessary.   
   
Section 6 - Private Tutoring:  Teachers are encouraged to provide individual assistance to students as a part of 
their duties. Teachers who engage in private tutoring for pay (compensation of any kind from a source other than the 
District) are subject to the following rules: 
 

1. The teacher may not arrange to provide private tutoring for any child enrolled in the teacher’s class. 
2. The teacher is not to provide private tutoring in a school building. 
3. The teacher is not to provide private tutoring during duty time. 
4. The teacher is not to advertise or promote the teacher’s private tutoring services in the school or in the 

school’s communications systems except with the express permission of the Superintendent or designee.  
 
Section 7 - Outside Employment:  Employees shall not perform other work or duties unrelated to District 
employment during duty hours. In addition, employees shall not engage in employment which conflicts with their 
school duties. Employees are not required to notify the District of outside employment except: (1) teachers who are 
also employed by another Nebraska school district in order to comply with Nebraska State Retirement System 
regulations, and (2) teachers who have a work-related injury in order to comply with workers’ compensation 
requirements. 
 
Section 8 - Medical Examinations:  Medical examinations are not routinely required of all applicants or employees. 
However, certain minimum standards of health and physical ability are required of employees in some job categories. 
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If the District requires a physical exam as a condition of employment, the exam will be conducted after an offer of 
employment has been made, will relate to job performance capabilities, and will be required for all new employees in 
the same category (Title I of ADA). Cost of these exams will be at District expense. 
 
Special examinations or clinical tests may be necessary to determine employee’s fitness to return to work due to 
injury or illness.  In such cases, the District will select the physician, make arrangements for the examination, and 
assume responsibility for the expenses. The District may also require reports from employees own health care 
providers, at the expense of the employees. Since medical office hours are limited to the common work day, a 
supervisor may excuse an employee, without loss of pay or leave, to go for job-related examinations or tests which 
cannot be scheduled during the employee’s off-duty hours. 
 
Section 9 - Teacher’s Professional Growth:  As is the case with all teachers in the State of Nebraska, teachers in 
the Loup City Public Schools must show evidence of professional growth on an ongoing basis. The District requires 
that all teachers accumulate 24 points of professional growth during each six-year period to meet the minimum 
requirements. Teachers must use the form contained in the appendix when applying for professional growth points.  
 
State Statute indicates that: “Every six years permanent certificated employees shall give evidence of professional 
growth. Six semester hours of college shall be accepted as evidence of professional growth or, in the alternative, 
such other activities as are approved by the school board, which may include, but are not limited to, educational 
travel, professional publications, or work on educational committees.” 
 
College Credit: Six (6) hours of college credit, graduate or undergraduate, earned during any professional growth 
period, shall be accepted as evidence of professional growth. Grade slips or a transcript of credits earned shall serve 
as evidence of credit earned; shall be filed with the Superintendent, and shall be maintained in the employee’s 
personnel file. 
 
Applicability to the Salary Schedule: Credit hours earned to complete professional growth requirement shall be 
applicable for movement on the salary schedule if such hours meet existing criteria for salary advancement. 
 
Professional Growth Points and Cycle: Evidence of professional growth will be demonstrated by earning twenty-four 
(24) professional growth points per six (6) year period by completing any combination of activities as set forth below. 
The required twenty-four (24) points may be earned in a single year or over a period of six (6) years. 
 
Professional Growth Activities: Listed below are the activities for which growth points may be earned. Beginning 
September 1, 1998, points can be any combination of formal classwork, professional meetings, and activities 
described below. No requirement of formal classwork exists. 
 

I. Formal Classwork 
A. College or university credit (one semester hour equals four (4) points) 
B. Technical community college credit (one semester hour equals four (4) points) 
C. College credit earned in specialized areas; i.e., foreign language institutes, business schools, etc.  (one 

semester equals four (4) growth points) 
D. Auditing a college class (one semester hour equals two (2) points) 

 
II. Professional Meetings and Activities (To be earned in two or more areas) 

A. Curriculum conferences and conventions (one (1) point per day) 
B. Workshops either school district designed or externally sponsored (one (1) point per day) 
C. TV, radio, or internet-based in-service programs (one (1) point for every six (6) hours) 
D. Activities and conventions sponsored by NSEA of NCSA and/or state academic associations which are 

instructional in nature (one (1) point per day) 
E. Service on district curriculum committees or board or administrative advisory committees (one (1)  point 
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per committee assignment -- two (2) points for chair) 
F. Demonstration teaching and/or presenting in-service programs to colleagues within or without the 

district (one (1) point per half  (1/2) day of in-service presentation) 
G. School visitation (one (1) point per day) 
H. Supervision of student teacher (two (2) points per student teacher) 
I. Teaching college, or adult education (two (2) points per semester class for college and adult education; 

four (4) points per credit for graduate courses) 
J. State department evaluation team (one (1) point per day of visit) 
K. Other -- other related activities deemed appropriate by Superintendent 

  
III. Other Activities as Approved: To receive a growth point credit for the items listed below, the employee shall 

submit a written proposal to the administration for prior approval. The employee and administrator shall 
agree on the follow-up activities and/or verification process and the number of points to be earned upon 
completion of the activity which may consist of but is not limited to: 
A. Research and Curricular Development: District or classroom related research, production of curriculum 

materials or learning packets. 
B. Educational travel 
C. Special voluntary school district activities and/or in-service programs which occur before or after the 

school day or school year. 
 
Approval and Verification of Professional Growth Activities Other Than College Hours: At least five (5) days prior to 
attending or participating in a professional growth activity, the employee shall notify the principal of the employee’s 
intent to participate in that activity by completing a “Professional Growth Activity Form”  Unless notifies to the 
contrary, prior to the start of the activity, the activity as set forth on the form will qualify for professional growth as 
provided for in this policy.  Following approval, the “professional growth activity form” is then sent to the 
Superintendent’s office for official record purposes.  Absence from school during school or contract day shall be 
governed by professional and personal leave policies of the District. 
 
Review of Professional Growth Status: The Superintendent’s office keeps professional growth records for teacher 
and notifies then of their point status one year before their professional growth period ends.  The necessary forms 
are available from the building principal or Superintendent’s office.  Staff not meeting the professional growth 
standards shall be frozen on the salary schedule for the contract year and may be placed on probationary status or 
subject to other discipline. 
 
Section 10 - Professional Boundaries Between Employees and Students:  All employees are expected to 
observe and maintain professional boundaries between themselves and students. A violation of professional 
boundaries will be regarded as a form of misconduct and may result in disciplinary action. 
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Section 1 - Purpose and Goals of Academic Achievement:  The Loup City Public Schools Board of Education is 
committed to providing a quality education for all Loup City Public Schools students consistent with the school’s 
mission statement. Effective, quality instruction by teachers is an essential means of meeting the District’s mission of 
providing a quality education.  
 
Section 2- Teaching to Student Understanding to Assure Learning:  Each teacher is responsible for teaching in 
a manner to meet the mission of the District and to assure student understanding and learning of the principles and 
concepts to be presented to students within the curriculum adopted by the District. Teachers will model classroom 
instruction on the educational model implemented by the District and reflected in the teacher evaluation instrument 
adopted by the Board of Education. Teachers are responsible for familiarizing themselves with the instructional 
model and the principles of instruction set forth in the evaluation instrument. The administration shall provide periodic 
in-services regarding the instructional model. 
 
State and federal laws and regulations have been enacted which require that students with certain needs be provided 
instruction and services consistent with those special needs. Examples include students who have been verified as in 
need of special education (“special education students”), students with other disabilities which impact the educational 
program (“504 students”), and limited English proficient students (“LEP or ELL students”). The District’s policy is to 
comply with the state and federal laws and regulations in all respects. Teachers who are assigned special education, 
504, or LEP/ELL students are required to provide instruction and services consistent with legal requirements and the 
requirements of Board policy and regulation. 
  
Section 3 - Instruction in the Curriculum:  Teachers shall instruct students in the curriculum, including the use of 
curriculum materials, adopted and implemented by the Board of Education and as directed by the administration.  
 
Classroom Management & Instructional Use Time. Students that are expected to be active learners throughout the 
class period engage in less disruptive behavior. Therefore, all teachers – specifically in grades 7-12 - will be 
expected to provide approximately 15 minutes at the end or start of each class period for students to engage in 
“Guided Practice” or “Independent Practice”.  Depending on course syllabus and daily lesson plans, teachers may 
structure more or less time for these characteristics of the instructional process. This structured study time will allow 
teachers to adequately meet the modeling and checking for understanding steps of the teaching act as found in the 
Evaluation Phase.  
 
Section 4 - Measuring and Reporting Academic Achievement: 
Grades and Grading. Measuring and accurately reporting the level of each student’s academic achievement is of 
critical importance to students, parents, staff, the board of education and community. To this end, each teacher shall 
develop a variety of assessment instruments and techniques to measure student achievement in the curriculum 
adopted and implemented by the school district, record the results of such assessment, and report such results on 
Report Cards. Teachers should endeavor to measure student learning and understanding on a frequent basis during 
each quarter to provide an accurate evaluation of each student’s academic achievement for that period. It is 
recommended that the teacher record at least two grades per week. It is generally preferable to give numerical 
grades for tests, quizzes, and daily work. Grades must be recorded for all curricular areas.   
 
Recording Grades. Each teacher shall record grades in the Daily Class Record utilizing the PowerSchool computer 
system. A sufficient number of grades must be recorded in the grade book to justify all quarter and semester grades 
for each student. Keep consistent, complete, and updated records. Teachers must be able to support and justify the 
grades that each individual student earns.  Teachers shall find a way to make sure that at least two grades are 
entered each week for each student in all of their classes.  Grades shall not be changed after the deadline provided 
by the office for each grading period. 
 
Grade Scales. Teachers are to use only the grading scales set forth by the District. Any deviation from the approved 
grade scales must be approved by the administration. The grade scales are expected to be used according to the 
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following guidelines: 
 

1. No other grade scales are to be used on official records or reports. 
2. "Failing," "unsatisfactory" or equivalent terms indicate that student performance does not meet the minimum 

requirements established for the course. A final mark of "failing" or "unsatisfactory" in a credit-bearing 
course means that credit hours will not be granted. 

3. The mark given at the end of each reporting period is considered an evaluation of the pupil's status at the 
time (for example, the final mark in a semester course is an evaluation of the pupil's status as of the close of 
the semester; not an average of two nine-week marks). 

4. Teachers may exercise professional judgment in distributing marks. Marks are not expected to be 
distributed on a normal curve. 

 
Reconsideration of Grades/Marks. Questions raised concerning duly assigned grades will be resolved cooperatively 
in a conference which includes the teacher(s) involved and the administration. In the event a grade is questioned by 
parents or students, the parents/guardians and/or student may be included in the conference. Failure to resolve the 
issue will result in a second conference involving the administration and the participants in the initial conference 
described above. The grades designated by teachers will not be changed unilaterally by the administration unless the 
administration determines that the grade is not consistent with the requirements of law, Board policy, or the best 
interests of the District.  
 
Reduced Credit. Some students in certain situations may qualify for less than the number of credits normally granted 
for a course.  Late entry or a serious injury at an awkward point in the semester would be a couple of examples. If a 
student is excessively absent from a class for any particular reason, a teacher may request reduced credit. All cases 
of reduced credit should be noted in writing and be approved by the administration. 
 
Transfer Grades. A student transferring into Loup City Public Schools at the 15-to 18-week time period will have all 
grades on transcript from an accredited school accepted for semester credit. Grades must be approved for credit by 
the administration. 
 
Report of Possible Failing Grade to Parents.  Teachers will be responsible for making personal contact with the 
parent of any child who is in danger of failing a final grading period at least 4 week prior to the end of the final grading 
period.  This communication must be for the express purpose of informing them of the failing grade.  Communication 
should be logged and shared with the building principal. 
 
Reports to Parents.  Grades and credit are assigned on a quarter (9 weeks) or semester basis (18 weeks). Reports 
are sent to parents at the close of each nine weeks during the school year; the reporting periods are referred to as 
first quarter, first semester, third quarter, and second semester. The grade reports are produced from information 
supplied by teachers and distributed to students or parents.  
 
All term or mid-quarter grades are calculated on a cumulative basis; i.e., the grade given at the end of the first quarter 
represents an evaluation of work done during that quarter, and the grade given at the close of the semester 
represents an evaluation of all the work done during the entire 18 weeks.  
 
 
 
Mid-Quarter Progress Reports To Parents. Mid-quarter progress reports may be prepared at or near the middle of 
each quarter. These reports will be mailed to all parents. Again, teachers are asked to comply with such 
communication practices as described in the aforementioned section. 
 
Athletic Eligibility.  The Down List, when developed, will be determined by the High School Principal and will be 
based on the students’ current grade in each of their classes.  Teachers will need to contact the Principal for any 
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special considerations by 8:00 a.m. Friday.  The Principal will make the final call on who is placed on the Down List 
and if they are placed as “Failing” or “About to Fail”. 
 
Students that are failing two class will be ineligible for all athletic activities the following week (Sunday-Saturday).  
Students that are failing two or more classes will be ineligible for all other activities (band, cheer, dance team, drama, 
speech, dances, etc.) for the following week. 
Teachers should make their recommendations each week based on student work ethic, grades, and any other 
considerations they feel are necessary.  All teachers need to keep their grades up to date and include 2-3 new 
grades each week. 
 
Section 5 - Parent-Teacher Conferences:  Parent-Teacher conferences are a critical opportunity for teachers to 
dialogue with parents (or guardians) of students regarding student achievement and learning. To this end, Parent-
Teacher conferences will be scheduled and held once each semester during the school year. Teacher attendance at 
Parent-Teacher conferences is mandatory. A teacher may only be excused from attendance at Parent-Teacher 
conferences by the administration. Teachers are expected to be prepared for such conferences. Being prepared 
includes having completed and updated grades which include all student assignments, work or assessments 
completed at the time of the Parent-Teacher conference. 
 
Section 6 - K-12 Curriculum Study Cycle:  The chart below outlines the schedule for curriculum study and 
development. Each subject area goes through a two-year phase.  The model allows for each area to assess and 
develop curriculum the first year, and then implement and monitor the curriculum the second year. The cycle renews 
itself over a five-year period. Some subject areas may need additional time to complete the cycle to reach the final 
activities.  
 
 
Section 7 - District Teacher Committees 
All staff members are assigned to District level and/or building level committees. These committees address 
curricular, departmental, or special building topics and meet as needed. The committees and members are updated 
by the administration. 
 
Section 8 - School Improvement Committees:  School Improvement Committees are organized and focus on 
school wide improvement goals. The committee memberships are slightly reorganized each year and meet 
throughout the year. The committees are an outcome of the school accreditation process and monitor progress 
through baseline data and an action plan. 
 
Section 9 - Multicultural Education:  The Loup City Public Schools is committed to implementing an effective 
Multicultural Education program into every area within the school system. It is the District’s belief that it is very 
important to prepare students to live effectively and positively within a culturally pluralistic nation and world. 
Throughout their schooling, students will be provided with curricula which promote a view of at least the cultures of 
African Americans, Asian Americans, Hispanic Americans, and Native Americans. Teachers may also include any 
other cultures that fit into their curricula. Administrators will monitor each teacher’s effort in meeting this goal. 
 
Section 10 - Special Services:  Educational Service Unit #10 assists in special education program services. The 
ESU is a co-op which contracts with other school districts to provide services for students with special needs. ESU 
#10 has psychologists, educational consultants, speech clinicians, and other educators who can help determine the 
capabilities of a child/student and develop the appropriate educational plan for each child/student. The 
Superintendent is the official director of Special Education services for the District, with the ESU utilized as a 
consultant and provider of specialists. Students who are observed to have difficulties and a possible need for special 
services should be discussed with building administrators. 
 
Section 11 – Multi-Tier System of Supports(MTSS):  The MTSS team is to be used as a way for regular education 
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teachers to get ideas and strategies to use on a student before referring a student for special education testing. 
Interventions that are implemented, the results of that implementation, and a list of teachers involved on the MTSS 
team should be documented. This team is to be used as a problem-solving team whose main goal is to make 
adjustments and modifications in the regular education setting without involving the special education department. 
MTSS members are listed on the school district's committee appointment list. If the team feels that all viable 
alternatives have been attempted, a referral for a multi-disciplinary team (MDT) evaluation should be completed and 
given to the special education department. 
 
Attendance at MTSS meetings is required of all staff connected to the individual student.  Administrative permission 
to be absent must be granted prior to any meeting.  Academic meetings take precedence over athletic practices. 
 
Section 12 - Multi-Disciplinary Team (MDT):  The MDT is responsible for the evaluation, analysis, and 
documentation of abilities of each child referred to special education.  The MDT makes all verification decisions. The 
MDT also is responsible for preparing a written report of the results of the evaluation. This report should include 
whether or not a child qualifies, the basis for making the determination, and a listing of the team members. If a 
member of the team does not agree with the rest of the team, then that team member must submit in writing a report 
stating his/her reasons for disagreeing with the team's decision. The MDT should include the child's regular 
education teachers, a special educator, a school psychologist, a school district administrator or designee, a 
representative of the school district, and a speech pathologist if speech/language verification is being done. This is a 
permanent team with the exception of the regular educators involved. This will vary depending upon which teachers 
are in daily instructional contact with the student. 
 
Re-evaluation of special education students is to be conducted every three years. A MDT meeting is held at this time, 
also.  The requirements for a MDT meeting are the same for the three-year re-evaluation process.   
 
Attendance at MDT meetings is required of all staff connected to the individual student.  Administrative permission to 
be absent must be granted prior to any meeting.  Academic meetings take precedence over athletic practices. 
 
Section 13 - Individual Education Plan (IEP) Meetings:  Every student that qualifies for special education is 
required to have a written Individual Education Plan (IEP). The IEP contains the student's current level of 
performance, goals, objectives to meet those goals, a statement concerning the student's participation in regular 
education classes, a list of individuals responsible for implementing the IEP, and other information concerning 
transition, transportation, etc. IEP meetings are to be held once a year. The following representatives are required to 
be at the IEP meeting: a school district representative, special education teacher, the student's teachers, an 
administrator, and the parents (unless they are unable to attend and documentation of attempted contact has been 
completed). Any teacher having contact with the student, in a teaching capacity, is required to attend. 
 
Attendance at IEP meetings is required of all staff connected to the individual student.  Administrative permission to 
be absent must be granted prior to any meeting.  Academic meetings take precedence over athletic practices. 
 
Section 14 – Assessments:  Loup City Public Schools has adopted an assessment plan and has aligned the 
curriculum with the state approved content standards. The assessment plan includes a schedule and procedures for 
assessing success in achieving state standards. Teachers are to clearly articulate the learning targets and align 
instruction to the learning targets within each of the content standards. Teachers are expected to fully adhere to and 
carry out the District’s policy on assessments, including the timetable and reports. 
 
Section 15 - Activity Sponsorship (Head and/or Assistant Sponsors or Coaches):  All school activities and 
functions are an extension of the school itself and, as such, all rules regarding student and personnel conduct remain 
in effect. Each student activity will be provided with a school sponsor. Each class will be assigned one or more 
sponsors. A sponsor must attend ALL meetings of the activity, class, or organizations he/she sponsors. Sponsors are 
responsible for the purchase of all items needed by the organization with a requisition for such purchases obtained 
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from the office. 
 
Any school function must be cleared with the Principal before it can be scheduled, no matter how small. The Principal 
must approve events and dates of activities before they are placed on the master calendar. 
 
General Duties of the Sponsors: 

1. The sponsor of any group or class should monitor that group at all times during the course of that group's 
meeting or activity.  Teachers who fail to comply must assume full responsibility for the consequences. 
Head and/or Assistant Sponsors or Coaches are expected to be present for each and all of their respective 
activity. Absences MUST be discussed with the administration and appropriate leave measures taken. 

2. The sponsor shall be responsible for guiding the group in the election of class officers, the determination of 
worthwhile group activities, and the coordination of the individuals in the group into a working unit. 

3. The class meeting is the opportunity to practice democracy. The sponsor should set an example by insisting 
on an orderly, well-planned meeting, and one which follows some of the rules of parliamentary procedure. 

4. At the first meeting of the year, the sponsor shall outline to the class or organization the following rules: 
a. No meeting is to be held without the approval and attendance of the sponsor. 
b. The year's activities are to be planned and dates selected if possible. Scheduling as soon as 

possible may prevent most conflicts. 
c. No student is to order any supplies without the approval of the sponsor. A proper purchase order 

must be submitted. 
5. All class projects and parties must be approved by the Principal in order to coordinate the various activities. 
6. Money-raising activities must be approved by the building Principal. 
7. Sponsors must pick up money earned by a class or organization the day the students earn the money. Said 

monies shall be turned into the office by the end of the same school day. 
8. The student must pick up, complete, and return make-up slips prior to leaving on a school-sponsored 

activity. Sponsors of activities will need to exert all possible influence in securing the cooperation of their 
pupils toward regular classroom work.  Furthermore, such classroom work has precedence over special 
activities. Overnight trips must be approved by the Principal and have written parental permission. 

9. Personnel in charge of activities will stay with their pupils until they ALL have left the building. If the activity 
takes place before or after school or during the course of a weekend or break, the sponsor shall be 
responsible for turning out all lights, making certain that all windows and doors are locked properly, and 
activating the security alarm system. 

10. It is the sponsor's responsibility to make certain that all facilities, buses, and equipment needed have been 
properly secured by request from the administration. 

11. It shall be the responsibility of the sponsor to check on the eligibility of students participating in an activity. 
12. Sponsors must ride the school’s transportation with the students attending an activity, or have a staff 

member take the sponsor's place (Note: a parent cannot take the place of a sponsor on the bus; a school 
official is required to ride school transportation. Exceptions to this policy may be established by the 
Principal). 

13. A sponsor should be monitoring student areas at all times (i.e. locker rooms, gyms, rooms, etc.). 
14. A sponsor should be present during non-school time as well (i.e. fundraisers). 
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Section 1 - Drug-Free Workplace:  The district will implement regulations and practices which will insure 
compliance with the Federal Drug-Free Schools and Communities Act and with the Omnibus Transportation 
Employee Testing Act of 1991, and all regulations and rules promulgated pursuant thereto. 
 
Drugs and Alcohol Prohibited - Standards of Conduct for Employed Staff:  The unlawful manufacture, possession, 
selling, dispensing, use or being under the influence of alcohol or any alcoholic beverage or alcoholic liquor in the 
work place on school grounds or during an educational function, or event off school grounds, or off school grounds if 
there is a substantial interference with school purposes, is prohibited. The possession, selling, dispensing, use or 
being under the influence of any controlled substance or drug, including but not limited to marijuana, any narcotic 
drug, any hallucinogen, any stimulant, or any depressant on school grounds, or during the educational function or 
event off school grounds, or off school grounds if there is a substantial interference with school purposes, is 
prohibited. The possession, selling, dispensing, use or being under the influence of any abusable glue or aerosol 
paint or any other chemical substance for inhalation, including but not limited to lighter fluid, whiteout, and 
reproduction fluid, when such activity constitutes a substantial interference with school purposes on school grounds 
or during and educational function, or event off school grounds, is prohibited. 
 
The possession, selling, dispensing or use of any look-alike drug or look-alike controlled substance when such 
activity constitutes a substantial interference with school purposes on school grounds or during an educational 
function, or event off school grounds, is prohibited. 
 
Any prescription or non-prescription drug, medicine, vitamin or other chemical may not be taken unless authorized as 
stated in the next section on AUTHORIZED USE. 
 
Employed Staff 

1. Violation of this policy may result in disciplinary sanctions, including but not limited to, suspension, non-
renewal, termination or cancellation of a certificated employee's contract pursuant to Neb. Rev. Stat. § 79-
829 R.R.S., the suspension or termination of employment of a non-certificated employee, completion of an 
appropriate rehabilitation program, referral to law enforcement authorities for prosecution, and filing of a 
complaint with the Professional Practices Commission. 

2. All employees shall be given a copy of the standards of conduct and disciplinary sanctions required, and 
notified that compliance with the standards of conduct is mandatory. 

 
Section 2 - Smoke and Nicotine-Free Workplace:  The use of nicotine products in the District’s buildings and on 
school grounds, all owned or leased facilities and vehicles are prohibited. 
 
Section 3 - Weapon-Free Workplace:  The District prohibits any person from being in possession of a weapon at a 
school attendance facility, on school property, at a school-supervised activity, or at a school-sponsored function. Any 
employee found to be in violation of this policy shall be subject to disciplinary action, up to and including termination.  
  
The term "weapon" means an instrument or object used, or which may be used, as a means of attack, defense, or 
destruction, including, without limitation: 

1. Any object which will, or is designed to, or may readily be converted to, expel a projectile by the action of an 
explosive or other means; 

2. The frame or receiver of any object described in the preceding example; 
3. Any firearm muffler or silencer; 
4. Any explosive, incendiary or gas (a) bomb, (b) grenade, (c) rocket, (d) missile, (e) mine, or similar device; 
5. Any bludgeon, sandclub, metal knuckles, or throwing star; 
6. Any knife other than as used for strictly instructional or personal care or eating purposes. A pocket knife with 

a blade of 2-1/2 inches or more is a prohibited weapon. A switch-blade knife is prohibited regardless of size 
of the blade. A switch-blade knife is defined as a knife with a blade that opens automatically by hand 
pressure applied to a button, spring, or other device in the handle of a knife, or any knife having a blade that 
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opens or falls or is ejected into position by the force of gravity or by an outward, downward, or centrifugal 
thrust or movement; 

7. Any electronic device designed to discharge immobilizing levels of electricity, commonly known as a stun 
gun; and 

8. An employee may possess mace or other similar chemical agents in quantity and/or concentration typically 
designed for individual personal defensive purposes shall not be considered as possession of a weapon. 
Possession of larger quantities and/or concentrations of mace or other similar chemical agents than is 
typically designed for individual personal defensive purposes will be considered as possession of a weapon. 
Usage of mace or other similar chemical agents will be considered as usage of a weapon if the usage is 
found to be for non-defensive purposes. An employer who is negligent in their possession of mace or other 
similar chemical agents will be subject to disciplinary action. 

9. An employee may possess an item which may be considered a weapon where such item is used for 
instructional purposes and the employee has received approval of the administration to possess the item, 
provided it is used in the manner approved and is maintained in such manner as the administration has 
directed.  

10. Any other object that is designed for or intended for use as a destructive or injurious device. 
 
The phrase "possession of a weapon" includes, without limitation, a weapon in an employee's personal possession, 
as well as in an employee’s motor vehicle, desk, locker, briefcase, backpack, or purse.  
 
Section 4 - Use of District Computer Network and Internet Acceptable Use:  The use of computers, technology 
and the Internet must be consistent with the educational objectives of the School District. All School District electronic 
resources must be used in a responsible, efficient, ethical and legal manner. Failure to adhere to these regulations 
will result in loss of user privileges, disciplinary action, dismissal and/or appropriate legal action. 
 
Privileges: The use of the District's electronic networks is a privilege, not a right. The Building Principal will make all 
decisions regarding whether or not a user has violated this authorization and may deny, revoke, or suspend access 
at any time. 
 
Unacceptable Use: The user is responsible for his or her actions and activities involving electronic resources. Some 
examples of unacceptable uses are: 

1. Using the network for any illegal activity, including violation of copyright or other contracts, or transmitting 
any material in violation of any U.S. or State law. 

2. Unauthorized loading or downloading of software, games or files, regardless of whether they are 
copyrighted or devirused. 

3. Downloading copyrighted material for other than personal use. 
4. Commercial or for-profit uses. 
5. Wastefully using resources, such as file space. 
6. Destroying, modifying or abusing hardware or software. 
7. Gaining unauthorized access to resources, files, passwords or other users' accounts. 
8. Accessing the Internet from a School District access point using a nonschool district Internet account. 
9. Accessing fee services via district technology without specific permission from the Building Principal. 
10. Accessing, receiving, transmitting or re-transmitting material regarding students, parents/guardians or 

district employees that is protected by confidentiality laws. If material is not legally protected but is of a 
confidential or sensitive nature, great care shall be taken to ensure that only those with a "need to know" are 
allowed access to the material. Staff members shall handle all employee and student records in accordance 
with School District policies and regulations. 

11. Invading the privacy of individuals. 
12. Disrupting the work of others. 
13. Posting material authorized or created by another without his/her consent. 
14. Impersonation of another user, anonymity and pseudonyms. 
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15. Sending or accessing encrypted information. 
16. Commercial or private advertising or political lobbying. 
17. Accessing, submitting, posting, publishing, or displaying any defamatory, inaccurate, abusive, obscene, 

profane, sexually oriented, threatening, discriminatory, offensive, harassing, or illegal material. 
18. Using or attempting to use the resources while access privileges are suspended or revoked. 

 
No Expectation of Privacy: Use of the District's electronic resources, including e-mail, is not private. The District 
reserves the right to log, monitor, examine, evaluate, and disclose solely at its discretion, the contents of all files, 
communications, or other usage on or conducted through these resources despite any designation of privacy by 
either the sender or recipient. 
 
No Warranties: The District makes no warranties of any kind, whether expressed or implied, for the service it is 
providing. The District will not be responsible for any damages the user suffers. This includes loss of data resulting 
from delays, non-deliveries, missed deliveries, or service interruptions caused by its negligence or the users' errors 
or omissions. Use of any information obtained via the Internet is at the user's own risk. The District specifically denies 
any responsibility for the accuracy or quality of information obtained through its services. 
 
Indemnification: The user agrees to indemnify the School District for any losses, costs, or damages, including 
reasonable attorney fees, incurred by the District relating to, or arising out of, any violation of these procedures. File: 
606.06R2 
 
Security: Network security is a high priority. If the user can identify a security problem on the Internet, the user must 
notify appropriate personnel. Do not demonstrate the problem to other users. Users shall not reveal their passwords 
to other individuals. Attempts to logon to the Internet as a system administrator will result in cancellation of user 
privileges. Any user identified as a security risk may be denied access to these resources. 
 
Vandalism: Vandalism will result in cancellation of privileges and will be reported to the legal authorities for possible 
prosecution. Vandalism is defined as any malicious attempt to harm or destroy data of another user, the Internet, or 
any other network. This includes, but is not limited to, the uploading or creation of computer viruses 
 
Limited Resource: Activities that are deemed by the network supervisor to cause unreasonable demand on network 
capacity or disruption of system operation are prohibited. Users shall not post chain letters or engage in "spamming". 
Spamming is sending unsolicited messages to a large number of people, or sending a large number of unsolicited 
messages to one or a few individuals 
 
EMPLOYEE USE OF SOCIAL NETWORKS 
The Superintendent and Administrative Team will annually remind staff members and orient new staff members 
concerning the importance of maintaining proper decorum in the on-line, digital world as well as in person. 
Employees must conduct themselves in ways that do not distract from or disrupt the educational process. The 
orientation and reminders will give special emphasis to: 

1. Improper fraternization with students using Facebook and similar internet sites or social networks, or via cell 
phone, texting or telephone. 

2. Teachers may not list current students as “friends” on networking sites. 
3. All e-contacts with students should be through the district’s computer and telephone system, except 

emergency situations. 
4. All contact and messages by coaches with team members shall be sent to all team members, except for 

messages concerning medical or academic privacy matters, in which case the messages will be copied to 
the athletic director and the principal. 

5. Teachers will not give out their private cell phone or home phone numbers without prior approval of the 
district. 

6. Inappropriate contact via e-mail or phone is prohibited. 
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7. Inappropriateness of posting items with sexual content 
8. Inappropriateness of posting items exhibiting or advocating use of drugs and alcohol 
9. Examples of inappropriate behavior from other districts, as behavior to avoid 
10. Monitoring and penalties for improper use of district computers and technology 
11. The possibility of penalties, including dismissal from employment, for failure to exercise good judgment in 

on-line conduct. 
 
All online communication by District employees during the school day, using District resources, or on behalf of the 
District is subject to District policies. Employees shall maintain a standard of professional responsibility and conducts, 
realizing their online actions at work and at home represent the District. The network systems administrator may 
periodically conduct internet searches to see if teachers have posted inappropriate materials on-line. When 
inappropriate use of computers and websites is discovered, the Principals and Superintendent will promptly bring that 
inappropriate use to the attention of the staff member and may consider and apply disciplinary action up to and 
including termination. 
 
GUIDELINES FOR EMPLOYEE USE OF SOCIAL NETWORKS 

1. Know and follow District policies and regulations relating to online communications. 
2. District employees are personally responsible for the content they publish on blogs, wikis or any other form 

of user-generated media. Remember that what you publish will be public for a long time—protect your 
privacy. 

3. Anonymity or false screen names should only be used in personal, non-work related online communications. 
Identify yourself, and when relevant, your District, when you discuss professional matters. Write in the first 
person. You must make it clear that you are speaking for yourself and not on behalf of the District. 

4. If you publish content to a website and it has something to do with work you do or subjects associated with 
your District, use a disclaimer such as this: "The postings on this site are my own and don't necessarily 
represent my District's positions, policies or practices." 

5. Respect copyright, fair use and financial disclosure laws. When you do use material from others, where 
possible link back to the source. 

6. Never provide confidential or other proprietary information about your District, your students, or your co-
workers. Ask permission prior to publishing or reporting on conversations that are meant to be, or might be 
assumed to be, private or internal to the District and your work. 

7. Be particularly aware of student privacy laws including FERPA. 
8. Don't cite or reference fellow staff members, administrators, parents, volunteers, suppliers, or others 

associated with the District without their approval. 
9. Always maintain professional standards. Absolutely never use ethnic slurs, personal insults, obscenity, or 

engage in any conduct that would not be acceptable in the workplace. You should also show proper 
consideration for others' privacy and for topics that may be considered objectionable or inflammatory—such 
as politics and religion. 

10. Find out who else is blogging or publishing on the topic, and cite them. 
11. Be aware of your professional responsibilities with online social networks. When you identify yourself as an 

educator, ensure your profile and related content is consistent with how you wish to present yourself with 
colleagues and clients. 

12. Don't pick fights, be the first to correct your own mistakes, and don't alter previous posts without indicating 
that you have done so. 

13. Be thoughtful about everything published online. If you are angry or frustrated, it is best to avoid using online 
communications. 

14. Be very judicious in disclosing any personal details, as they will be available online for a long time. 
15. Try to add value. Provide worthwhile information and perspective. The District is best represented by its 

people and what you publish will reflect on your District and your community. 
16. Maintaining the trust of others with whom you communicate is critical. If you have a vested interest in 

something you are discussing, be the first to point it out. Nothing gains you more notice in the online social 



Article VII – Use of School Facilities and Equipment 

32 
 

media environment than honesty—or dishonesty.  
17. Blogs, wikis, virtual worlds, social networks, or other tools hosted outside of the District’s protected Intranet 

environment should not be used for internal communications among fellow employees. It is fine for fellow 
employees to disagree, but don't use your external blog or other online social media to air your differences 
in an inappropriate manner. 

18. When speaking about other districts or teachers at other districts, be careful about identifying them if the 
remark may be interpreted as being critical of them. You must make sure that what you say is factual and 
that it does not disparage others. 

19. Avoid arguments. Don't try to settle scores or goad others into inflammatory debates. 
20. There are always consequences to what you publish. If you're about to publish something that makes you 

even the slightest bit uncomfortable, review the suggestions above and think about why that is. If you're still 
unsure, and it is related to your work or the District, feel free to discuss it with your administrator. Ultimately, 
however, you have sole responsibility for what you post to your blog or publish in any form of online social 
media 

 
Section 5 - Use of School Facilities --- Security, Keys, Valuables (Money):  Employees and authorized personnel 
who are issued keys to the school are expected to not lose their keys and to not allow others to have access to or to 
use their keys. Employees shall never share their security codes or key cards with students. Employees are expected 
not to copy or possess unauthorized keys. Employees are permitted to have access to school facilities during non-
school time provided such access is for work-related purposes. When employees leave the building, they are to close 
all windows, lock interior doors, make sure that the entry door(s) is fully closed and locked, and properly arm the 
building security alarm system. This is especially important when employees are using the school facilities prior to the 
beginning of the school year and during any weekend or evening usage (i.e. outside of regular school hours). 
Security includes not only maintenance of a secure (locked) building but protection from fire hazards and faulty 
equipment, and as well as the safe practices in the use of electrical, plumbing, and heating equipment. Records and 
funds shall be kept in a safe place under lock and key. 
 
School property is to be used for approved work-related purposes and not for personal purposes or for personal gain 
or benefit. Access to school buildings and grounds outside of regular school hours is endorsed on an organized 
basis. School grounds are available to be used as playgrounds for corresponding neighborhoods but supervision is 
only provided for LCPS students during school hours. Use of school supplies (paper, staples, etc.), school equipment 
(copiers, fax machines, telephones, etc.), and school postage is to be used for approved school-related purposes 
only. Excess or surplus supplies or equipment, including items which have been placed in the trash, should not be 
removed for non-school use without approval from the administration. 
 
Adequate lighting is provided as one of the best safeguards against illegal entry and vandalism. Employees should 
be alert to strangers or suspicious activity on the school premises. Employees should not hesitate to ask for the 
name and business of any person found on the grounds or in the buildings. Questionable persons or activities should 
be reported to the supervisor or administration immediately. License numbers of unfamiliar cars on or near school 
grounds should also be reported. This aspect also applies to all employees with regard to any and all school 
property, whether during the school day, after school, or at night. Strangers or suspicious activity should be reported 
to the local police. 
 
Employees are provided with a key fob that allows them access to the weight room.  Employees may use the weight 
room during off hours and the summer at no charge.  It is also requested that employees refrain from using the 
weight room during scheduled student time.  Immediate family members of employees may also use the weight 
room.  Children under the age of 19 must be accompanied by the employee.  Students in elementary school may not 
use the weight room. 
 
For the employee’s own protection, no money should ever be left in classrooms. Collection of money for items 
purchased by students or for school-related aspects will be handled through the administrative offices. Proceeds from 
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sale of concessions and/or fund raisers should be taken directly to the business manager or left in the bank night 
depository in a locked deposit bag. All funds need to be receipted and purchases paid by school check to comply 
with auditors recommended procedures. 
 
Section 6 - Care of School Property:  Employees are responsible for the proper care of all books, equipment, 
supplies and furniture supplied by the school. If an item is in need of maintenance or repair, report it to the 
administration or supervisor. If you learn that a student or employee has damaged school property or equipment, or if 
you are responsible for damage to school property, promptly report it to the administration or supervisor so the item 
may be replaced or repaired if possible and appropriate responsibility for the cost of replacement or repair may be 
determined.  
 
Section 7 - Use of Telephone:  To enhance better communication between home and school, as well as internally 
within the school itself, each classroom is equipped with a phone. The use of the phones are not meant to disrupt 
instruction, so should be used at only appropriate times (planning time, breaks, noon, between classes, etc.). 
Personal telephone calls shall not be made during duty time except in the event of an emergency. All personal long 
distance calls must be made utilizing the employee’s personal cell phone or calling card. Please use your own 
assigned security phone code number. Only long distance calls relating to Loup City Public Schools business should 
be made unless cleared by the office.  
 
Long Distance calls can only be made from the K-3, 4-6, 7-12, or the Superintendent’s offices. Local calls can be 
made from the classrooms. To make long distance calls within the 308 area code: dial 1-700-xxx-xxxx (Use 700 
instead of 308); you will then hear a solid tone. Enter your assigned 3-digit code to complete the connection. For calls 
outside the 308 area code, dial the number with the proper area code and enter your personal code at the tone.  
All faxes will be sent and received through the Elementary office. When you send a FAX, the call is long distance so 
it will be made on your calling code. The secretary will assist with all faxes. 
 
Section 8 – Visitors:  Employees are not to have visitors on school property except on a short-term basis and only 
with permission of the administration. Visitors should follow posted procedures for being on school property.  
 
Section 9 – Salespersons:  Employees need not allow, and should not permit, any salesperson or representative or 
agent of any commercial enterprise or theatrical presentation to contact the teacher while engaged in the teacher’s 
duties except for such times as may be designated by the administration. By law, the hours of no solicitation are 
between 8:30 a.m. and 5:00 p.m. on all days school is in session. If you are required to be at work earlier than 8:30 
a.m., the hours are extended to that earlier time as well. 
 
Employees shall not use classrooms, buildings or other school property for personal use or profit without specific 
approval from the administration. Employees shall not use time for which they are on duty or paid by the District to 
engage in any activity for personal financial profit. Any violation of this policy will be held to be willful insubordination. 
 
Section 10 - Security of Desks and Lockers:  Offices, desks, lockers, file cabinets and other such storage devices 
(“storage devices”) are owned by the school, are on property owned by the school, and are to be properly cared for 
and maintained. Appropriate security measures should be used to protect school and personal property kept in 
storage devices from theft or vandalism and to protect confidential student records.   
 
The school exercises exclusive control over school property and reserves the right search offices and storage 
devices provided to or used by employees where permitted by law, such as where reasonable grounds exist for 
suspecting that a search will turn up evidence that the employee has committed work-related misconduct, or that a 
search is necessary for a non-investigatory work-related purpose, such as to retrieve a file. School-related 
documents or records must remain readily available to administration and other appropriate school staff. Any 
personal items a teacher wants to have kept private should be kept in a separate personal storage device, such as a 
brief case, purse, or backpack.  
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The District is not responsible for any personal property employees may bring to school. Employees are cautioned 
not to bring large amounts of money or items of significant value to school.   
 
Section 11 - Video Surveillance:  The Board of Education has authorized the use of video cameras on School 
District property to ensure the health, welfare and safety of all staff, students and visitors to District property, and to 
safeguard District facilities and equipment. Video cameras may be used in locations as deemed appropriate by the 
Superintendent.   
 
Notice is hereby given that video surveillance may occur on District property. In the event a video surveillance 
recording captures a student, employee, or other building user violating school policies or rules or local, state or 
federal laws, the video surveillance recording may be used in appropriate disciplinary proceedings against the 
student, employee, or other building user and may also be provided to law enforcement agencies. 
 
Section 12 - Bulletins, Announcements, Displays:  Employees are responsible for keeping current with 
daily/weekly announcements, bulletin updates, and electronic messages for administrative memos, announcements, 
and/or changes. Likewise, daily announcements must be submitted to the office by 2 p.m. the previous day.  
 
Bulletin boards, display cases, doors, walls, hallways, windows, lockers, etc. are available for school-related and 
approved materials to be posted and displayed. All display items posted or materials for distribution in the school 
must be appropriate for school use, meeting the approval of the administration. The person or organization 
responsible for displaying or distributing the materials is responsible for cleanup after the event. 
 
Section 13 - District Website and Social Media:  The district website and other approved social media outlets 
provide means of discriminating information to the community about school events and classroom activities, and 
provide an effective line of communication between the community, staff and students. The superintendent’s 
administrative assistant is responsible for implementing the web site regulations and posting materials to be 
published on the web site. All web pages on the web site will conform to this policy and the corresponding 
regulations. 
 
Individual staff members may be granted rights to post information on the district’s social media outlets. Staff 
members who post to social media should keep in mind the purpose, goals and high academic standards of the 
district when using social media. 
 
Staff Web Pages: Staff may create web pages to use in class activities or to provide a resource for other staff 
members. Staff web pages must reflect the educational goals and objectives of the district. District employees, board 
members or guests may not establish personal webpages using district resources. 
 
School or Class Web Pages: Schools or classes may establish web pages that present information about the school 
or class activities. The Building Principal will designate an individual to be responsible for managing the school web 
site under the supervision of the superintendent’s administrative assistant. Teachers will be responsible for 
maintaining their class pages. 
 
Extracurricular Organization Web Pages: Extracurricular organizations may establish web pages with the approval of 
the organization sponsor and the computer coordinator. Material presented on the organization web page must relate 
specifically to organization activities and will include only student-produced material. 
 
Section 14 - Copyright and Fair Use Policy:  It is the school’s policy to follow the federal copyright law. Employees 
are reminded that, when using school equipment and when completing course work, they also must follow the federal 
copyright laws. The federal copyright law governs the reproduction of works of authorship. Copyrighted works are 
protected regardless of the medium in which they are created or reproduced; thus, copyright extends to digital works 
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and works transformed into a digital format. Copyrighted works are not limited to those that bear a copyright notice. 
 
The “fair use” doctrine allows limited reproduction of copyrighted works for educational and research purposes. The 
relevant portion of the copyright statue provides that the “fair use” of a copyrighted work, including reproduction “for 
purposes such as criticism, news reporting, teaching (including multiple copies for classroom use), scholarship, or 
research” is not an infringement of copyright. The law lists the following factors as the ones to be evaluated in 
determining whether a particular use of a copyrighted work is a permitted “fair use,” rather than an infringement of the 
copyright: 
 

• the purpose and character of the use, including whether such use is of a commercial nature or is for 
nonprofit educational purposes; 

• the nature of the copyrighted work; 
• the amount and substantiality of the portion used in relation to the copyrighted work as a whole, and 
• the effect of the use upon the potential market for or value of the copyrighted work. 

 
Although all of these factors will be considered, the last factor is the most important in determining whether a 
particular use is “fair.” Students should seek assistance from a faculty member if there are any questions regarding 
what may be copied.  
   
Section 15 - Lost and Found:  Employees who find lost articles are asked to take them to the office, where the 
articles can be claimed by the owner.  All lost and found items must be held until the public is notified that it will be 
donated to an appropriate agency. 
  
Section 16 – Safety: 
Safety Program and Safety Committee:  The District has established a Safety and Security Management Plan which 
includes safety and security plans and procedures, including plans and procedures to address emergency and crisis 
situations. Employees are expected to be familiar with and to comply with the Safety and Security Management Plan. 
The Plan may be obtained from the office. The District also has a safety committee to address employee accidents, 
injuries and work place conditions. Representatives are appointed by the administration to serve on the committee. If 
you have a desire to serve on the committee, you should contact the administration or your supervisor. Employees 
can make suggestions and/or report concerns to the safety committee or the administration. 
 
Safety Practices:  Guidelines for safe work practices which teachers should follow include the following:  

1. Never stand on chairs, counters, tables, etc. Only use step stools, ladders and locking stools to stand, climb, 
etc., to reach high places, put things on bulletin boards, etc. 

2. Always wear protective equipment (i.e., goggles, aprons, gloves, and ear protection). 
3. Wipe up spills or report promptly to appropriate personnel. DO NOT assume someone else will do it. 
4. Be aware of your surroundings. Keep your work area/room clean and pick up clutter, debris, etc. 
5. Identify and report all hazards (i.e., broken equipment, broken or uneven floor surfaces, non-operating tools, 

windows, doors, etc.). Follow up if not repaired. 
6. Do not use equipment if you are not familiar with it or operate machinery without proper training. 
7. Do not carry heavy or bulky objects. Get a cart, dolly or assistance. Know how to properly lift. 
8. Report any injuries or medical problems to your supervisor immediately and complete an accident report.   
9. Wear seatbelts when in school vehicles where provided. 
10. Do not do repetitive tasks for long periods of time (i.e., keyboarding, dipping cookies, cutting out things, 

filing, typing, etc.). Take breaks, learn and do stretching exercises, etc. Every accident in the school 
building, on the school grounds, at practice sessions, or at any athletic event sponsored by the school must 
be reported immediately to the office.  

11. Do not engage in “horse play.” Such conduct is a common cause of injuries and is not consistent with job 
duties. 
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As required by law, approved safety glasses will be required of every student and employee while participating in or 
observing vocational, technical, industrial technology, science, and art classes. All visitors to these areas must check 
out a pair of safety glasses when entering any of these areas.   
 
Use of Personal Vehicles: Employees who drive school vehicles must have a valid driver's license and proof of 
insurance. Employees will be provided a Driver’s Certification form to verify this information and to be given 
instruction on emergency evacuation and first aid. Employees who drive school vehicles or transport students in their 
personal vehicles are responsible for following safe driving practices, including use of seat belts by all occupants, and 
are responsible for any injury or accident. Employees are not to use cell phones while driving a school vehicle or 
while transporting children. 
 
Accidents:  Every accident which results in a personal injury must be reported to the office immediately. In the event 
the injury involves a student, the employee responsible for the student either as teacher, coach or sponsor is 
responsible for making the report. If the injury occurs in the presence of the teacher, the teacher is also responsible 
for making a report.   
 
Workers Compensation: Employees are required to immediately report any work-related injury and/or work-related 
medical condition to their supervisor and complete all appropriate paperwork.  
 
District Crisis Team:  Loup City Public Schools has a team of faculty and administrators organized should a crisis 
issue arise for the District (i.e. death of a student, death of a teacher, disaster, etc.). School operational guidelines 
and procedures have been developed and will be monitored by this committee. The committee is headed by the High 
School Guidance Counselor. Should a faculty member learn of a situation that may require the attention of the crisis 
team, they should alert the administration or the High School Guidance Counselor. Other faculty will be notified as 
conditions develop. Every teacher should be knowledgeable of the proper emergency procedures and instruct their 
students of such procedures, and have the District’s “Emergency Procedures Guide” flip chart accessible for 
immediate reference. 
 
District Exposure Control Plan:  To safeguard the health and well-being of District employees and promote a safe 
work environment, the Loup City Public Schools has developed this “Exposure Control Plan” to reduce exposure to 
Hepatitis B Virus (HBV), Human Immunodeficiency Virus (HIV), and other blood borne pathogens to which 
employees may be exposed in their workplace. Copies of the Exposure Control Plan are kept in the office of the 
Superintendent, 7-12 Principal’s Office, and the Nurse’s Office. 
 
The employees of the Loup City Public Schools have the most important role in the blood borne pathogens 
compliance program, for the ultimate execution of much of the Exposure Control Plan rests in their hands. In this role 
the employees function as follows: 

1. Know what tasks they perform that have occupational exposure. 
2. Attend the blood borne pathogens training sessions applicable to their exposure/risk level. 
3. Plan and conduct all activities in accordance with established work practice controls. 
4. Develop and practice good personal hygiene habits. 
5. Read the school’s Exposure Control Plan and training handbooks (may be obtained from the administration 

or school nurse). 
 
Personal Protective Equipment (PPE) Locations 
 
  Types of PPE    Location(s) 
  Disposable Gloves   Nurse’s Office, School Offices   
       Custodial Offices 
       Teacher Work Areas 
  Pocket/CPR Mask   Nurse’s Office 
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       School Offices 
  Gloves, CPR Mask & Sponges   Elementary Buildings’ Fanny Packs 
  Utility Gloves/Dustpan & Broom  Custodian’s Office 
 
Emergency Protocol:  The Board recognizes that emergencies may arise that justify the use of emergency response 
to life threatening asthma and systematic allergic reactions ("anaphylaxis"). To this end, the Board adopts the 
Emergency Response to Life Threatening Asthma or Systemic Allergic Reactions Protocol (“Emergency Protocol”) as 
required by state regulation and directs the administration to establish rules and procedures to implement the 
protocol.  
 
Emergency Protocol –Students:  The administration adopts the Emergency Protocol set forth in Nebraska 
Department of Regulation Rule 59, Appendix A, as such protocol may be amended from time to time.  
The Emergency Protocol shall be implemented, and the equipment and medication necessary to implement the 
Emergency Protocol shall be maintained, at each school building while school is in session. The administration shall 
designate employees to be responsible for implementing the Emergency Protocol and will provide training to such 
designated employees. 
 
For purposes of the Emergency Protocol, the phrase “while school is in session” is defined as the core instructional 
school day. The “core instructional school day” is defined as that portion of each day school is in session during 
which teachers are on duty to provide and students are scheduled to receive instruction in the School District’s 
curriculum, generally beginning at 7:50 a.m. and ending at 3:50 p.m. The Emergency Protocol shall not be required 
to be implemented other than in the school buildings while school is in session, and as such is not required to be 
implemented at extracurricular activities, on school buses, or during school field trips. Implementation of the 
Emergency Protocol at such non-mandatory times or places shall be made in the discretion of the administration and 
shall be subject to the availability of the employees designated or trained in implementation of the Emergency 
Protocol and the availability of the necessary equipment and medication at such times or places.  
 
Employee Indemnification for Emergency Protocol: The Board understands that employees may be reluctant to 
undertake the task of administering the Emergency Protocol due to the potential threat of personal liability. 
Accordingly, it shall be the policy of this District to indemnify and hold harmless those employees who take actions in 
accordance with and pursuant to the Emergency Protocol. This indemnification shall be secondary to and not replace 
any insurance coverage applicable to any claim against the employee. To receive such indemnification, the Board of 
Education shall by majority vote of a quorum of the Board determine that the employee had completed the training to 
administer the Emergency Protocol, did not intentionally fail to follow the Emergency Protocol or was not grossly 
negligent in the administration of the Emergency Protocol, and acted in good faith and in a manner which the 
employee reasonably believed to be in or not opposed to the best interests of the school district. 
 
Section 17 - Asbestos Notification:  The Loup City Public Schools is in compliance with all health laws and the 
Environment Protection Agency (EPA) in regard to asbestos in our school buildings. Asbestos has been identified in 
the following areas: 
   Primary Building: Vinyl floor tile and flue insulation on boiler   
  Original Middle School Structure: Vinyl floor tile 
 
None of the above asbestos materials pose an immediate health problem to employees or students. The school will 
continue to periodically inspect and monitor these areas. Our Asbestos Management Plan is available for review at 
all buildings and the Office of the Superintendent, 800 North 8th Street, Loup City. 
 
Section 18 - Transportation 
Teachers wishing to schedule field trips or school business trips are to schedule them, with permission of the building 
principal, through the office. Bus transportation requests should be submitted to the office five school days prior to 
the trip. Coaches should hand in their transportation requests at the beginning of each season. Car, van, and SUV 
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keys are to be requested at least five school days prior to the trip and can be picked up from the Transportation 
Director after administrative approval. 
 
Students are expected to ride the bus to activities. The principal may be contacted by parents a day prior to an 
activity if adjustments in this policy are to be made. Such adjustments will be granted in rare instances. Students can 
only be released physically to a parent to ride home after an away activity. Each sponsor/coach/instructor shall have 
sign-off slips for parents to sign, as well as when releasing those students to their parents.  
 
LCPS Activity Travel Procedures 
Before Leaving 

• Sponsors / coaches are to be sure that the contact list for your activity has been updated in Power School / 
Power Announcement 

• For each activity trip, sponsors/ coaches are to leave a complete and accurate list of students making the 
trip with the JSH secretary. 

 
Before Leaving the Activity Site 

• Coaches / sponsors are to update the student activity list-indicating any students who rode the bus to the 
activity, but will not be returning on the bus. Put the completed list in the glove box of the van/bus 

• Sponsors/ coacher are to text the name(s) of students not returning on the bus to the activities director 
before departing 

 
Buffalo Watch:  We use the Buffalo Watch (www.buffalowatch.net) website to track weather conditions in the area 
where each activity bus travels. If we receive a warning of bad weather in the area, we will be in contact with 
individual bus drivers.  In the event of a change in travel plans, we will notify parents via Power Announcement. 
 
Loup City Public Schools Safe Pupil Transportation Plan:  This Safe Pupil Transportation Plan sets forth the District’s 
plan for providing safe transportation to students being transported in pupil transportation vehicles.  

1. Weapons - Upon becoming aware of a weapon aboard a pupil transportation vehicle, the driver will make 
every attempt to:  

a. Radio transportation dispatch and notify them of the situation if possible. If not possible, the driver 
will make every attempt to telephone dispatch from a cellular telephone or from the nearest safe 
haven location.  Examples of a safe haven include, but are not limited to, any school building site, 
emergency service station (law enforcement or fire department), community service agency, etc. 

b. Pull vehicle over to safe and secure area. 
c. Confiscate weapon (if it doesn’t jeopardize student or driver safety). 
d. Give description of weapon and participating parties to dispatch. 
e. Dispatch will immediately notify appropriate law enforcement agencies and school administration. 

2. Pupil behavior - Students are expected to follow student conduct rules while in a pupil transportation vehicle. 
The pupil transportation driver is responsible for controlling behavior which affects safety and for reporting 
rule violations to school administration. In the event a student’s behavior jeopardizes safety, the driver will 
make every attempt to: 

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   

b. First seek to resolve incident through discussion with the student(s) involved. 
c. Activate emergency flashers. 
d. Bring vehicle to a safe stop. Seek to resolve the incident, using physical force only as necessary to 

protect students or yourself. 
e. Report and document discipline problems to the administration on a Bus Conduct Report/Incident 

Form. 
3. Terrorist threats - A person commits a terroristic threat if the person threatens to commit a crime of violence 



Article VII – Use of School Facilities and Equipment 

39 
 

with the intent to terrorize another or with the intent of causing evacuation of a building, place of assembly or 
facility of public transportation or in reckless disregard of the risk of causing such terror or evacuation. Upon 
becoming aware of a terroristic threat relating to a pupil transportation vehicle, the driver will make every 
attempt to:  

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   

b. Make every attempt to keep passengers calm (this may mean complying with the terrorist). 
c. Dispatch will immediately notify appropriate law enforcement agencies and school administration.  
d. Driver should wait for instructions from dispatch if possible. 

4. Severe weather - Upon becoming aware of severe weather while aboard a pupil transportation vehicle, the 
driver will make every attempt to: 

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   

b. Return to the school if less than five minutes away and follow the directions of the school 
administrator. 

c. If more than five minutes away from school, go to the nearest school and follow the directions of 
the school administrator. 

d. If more than five minutes away from the nearest school or there is immediate danger, get to the 
nearest basement or underground shelter with all students.   

e. If there is no shelter and there is immediate danger the driver and passengers are to follow 
evacuation procedures and get everyone off the vehicle into the nearest ditch or culvert at least 
100 feet away from the vehicle. 

5. Hazardous materials - Upon becoming aware of a hazardous material aboard a pupil transportation vehicle, 
the driver will make every attempt to:     

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   

b. Pull vehicle over to safe and secure area. 
c. Give description of hazardous materials in question to dispatch. 
d. Dispatch will immediately notify appropriate law enforcement and school administration.  
e. Driver should wait for instructions from dispatch if possible. 

6. Medical emergencies - Upon becoming aware of a medical emergency aboard a pupil transportation 
vehicle, the driver will make every attempt to: 

a. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 
make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location. 

b. Dispatch will immediately notify appropriate medical agencies and school administration. 
c. Driver should follow instructions from dispatch, school officials, and parents when such information 

can be obtained quickly enough.  If not available, follow emergency first aid procedures. 
d. Only if necessary, the driver should move passengers only enough to get them out of danger of 

traffic or fire.  If moved, the driver and aide are to keep them where placed until a medical agency 
arrives, unless a parent has taken charge of their child. 

e. Driver should try to keep student passengers as calm as possible. 
7. Procedures in the event of mechanical breakdowns of the vehicle - Upon becoming aware of a mechanical 

breakdown aboard a Pupil transportation vehicle, the driver will make every attempt to: 
a. Pull vehicle over to safe and secure area if possible  
b. Radio transportation dispatch and notify them of situation if possible. If not possible, the driver will 

make every attempt to telephone dispatch from a cellular telephone or from the nearest safe haven 
location.   
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c. Activate emergency flashers and place warning flares/reflectors in accordance with safety 
guidelines, if not in secure area. 

d. Driver should try to keep student passengers as calm as possible. 
e. Dispatch will arrange for assistance and a relief vehicle if needed. 

8. Documentation under Safe Pupil Transportation Plan - Each pupil transportation driver is required to 
complete and submit to the school administration a bus conduct report or incident report involving the pupil 
transportation vehicle operated by the driver or any pupils transported in it. Documentation is to include the 
occurrence of any of the following events: weapons, student behavior which affects safety, terroristic 
threats, severe weather, hazardous materials, or medical emergencies. Documentation of such events shall 
be completed and submitted as soon as practicable after the incident.  

9. Transportation of Unsafe Items - Drivers shall not permit pupil transportation vehicles to transport any items, 
animals, materials, weapons or look-a-like weapons or equipment which in any way would endanger the 
lives, health or safety of the children or other passengers and the driver. Look-a-like weapons associated 
with a school sponsored or approved activity may be transported only with written permission of a school 
administrator. Any times that would break or could produce injury if tossed about inside the pupil 
transportation vehicle when involved in an accident or sudden stop shall be secured.  

10. Supplemental Information - A copy of this plan shall be placed in each pupil transportation vehicle, kept at 
each school building, and made available upon request. Supplemental information with respect to 
operational and procedural guidelines used to administer this plan can be found in the District’s safety and 
security plan adopted pursuant to 92 NAC10 and in the Nebraska Department of Education Pupil 
Transportation Guide.    

 
EMERGENCY EVACUATION PROCEDURES:  (For Students Being Transported in Small Vehicles—Cars & Vans) 
In a vehicle accident or emergency situation, the driver must use his/her best judgment to decide what action shall be 
taken. As a driver, your primary responsibility is student safety. In an emergency, it may be necessary that the 
vehicle be evacuated.   
  
A Vehicle Must Be Evacuated In These Situations: 

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

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

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

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

 
Important Factors In School Vehicle Evacuation:  The safety of the pupils is of utmost importance and must be given 
first consideration. Prior to evacuation, the emergency brakes shall be set, ignition turned off, the transmission placed 
in an appropriate gear; and hazard flashers turned on to warn traffic. The driver should stay in the vehicle during 
evacuation to facilitate the evacuation procedures. The driver should be familiar with any extra equipment on the 
vehicle that would aid in an evacuation of a student with a disability and assure that the student is safely evacuated.   
   
Students should be instructed to evacuate on side of the vehicle away from the roadway—typically the passenger 
side.  Evacuations shall be conducted with deliberate speed. A time interval of 1½ to 2 seconds per passenger has 
proven to be the safest and most efficient. A vehicle should be completely evacuated in 2 ½ minutes. To insure a 
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safe exit, passengers must have their hands free. They must leave personal belongings in the vehicle except those 
needed for their safety (coats, etc.). During an evacuation, passengers must be directed to a safe point at least 100 
feet from the vehicle and remain there until given further directions.   
  
Upon evacuation, the driver should attend to any injured students and immediately contact emergency service (call 
911 and the school). Discuss the accident ONLY with police and school district officials. Do not leave the scene of an 
accident until the safe transportation of all students has been arranged by the student’s parent, the school, or 
emergency personnel.  
   
To assist the driver in evacuations (or to respond to situations where the driver is incapacitated), mature, responsible 
student(s) should be selected and trained to lead passengers to safety from each door utilized for evacuation. The 
selected student(s) should be trained to: • turn off ignition switches; • set emergency brakes; • summon help when 
and where needed (instructions and telephone numbers shall be available);• use windows for evacuation in 
emergencies; • set flags and reflectors or reflective triangles;  • open and close service and emergency exit doors;  • 
direct school vehicle evacuations;  • perform other duties as directed by the driver.  
  
Emergency Equipment: The driver should be familiar with and appropriately use emergency equipment during an 
evacuation.  Emergency equipment for a small vehicle may include the following: • reflector kit; • vehicle-mounted 
hazard flashers; • body fluid clean-up kit; • first aid kits; • fire extinguishers; • triangle shaped reflectors. 
 
Safe Driving Record Standard for Drivers:  Any employee using a school vehicle or involved in transporting students 
will be required to complete the “Driver Certification” form. A check will be made of the employee’s driving history at 
the District’s expense. 
 
Standard for Pupil Transportation Vehicle Drivers: Each person who is required to have a permit to operate a pupil 
transportation vehicle for this School District shall meet all requirements to hold and continue to hold a pupil 
transportation operator’s permit. One of the requirements for obtaining such a permit is that the person has a record 
of satisfactory driving as determined by Board policy. For such persons, a satisfactory driving record means a record 
which reflects the absence of any of the following offenses or circumstances: 

1. Motor vehicle homicide;  
2. Driving while under the influence of alcoholic liquor or drugs or refusal to submit to a chemical test, within 

the immediate prior 5 years; or, 
3. Reckless driving or willful reckless, within the immediate prior 5 years; or 
4. In the event the person has accumulated 3 or 4 points within the immediate prior 2 years, the determination 

of whether the person has a satisfactory driving record shall be made by the Superintendent or 
Superintendent’s designee based on the nature and proximity of the offense as it relates to safe 
transportation. 

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

1. Motor vehicle homicide;  
2. Driving while under the influence of alcoholic liquor or drugs or refusal to submit to a chemical test, within 

the immediate prior 5 years; or, 
3. Reckless driving or willful reckless, within the immediate prior 5 years; or 
4. In the event the person has accumulated 3 or 4 points within the immediate prior 2 years, the determination 

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

1. Motor vehicle homicide;  
2. Driving while under the influence of alcoholic liquor or drugs or refusal to submit to a chemical test, within 

the immediate prior 5 years; or, 
3. Reckless driving or willful reckless, within the immediate prior 5 years; or 
4. In the event the person has accumulated 3, 4 or 5 points within the immediate prior 2 years, the 

determination of whether the person has a satisfactory driving record shall be made by the Superintendent 
or Superintendent’s designee based on the nature and proximity of the offense as it relates to safe 
transportation. 

 
The record of satisfactory driving standards shall apply to all new employees from and after adoption of this policy. 
Existing employees shall be subject to the same standards, provided that the Superintendent or Superintendent’s 
designee may determine to permit an exception based on the existing employee’s record of satisfactory driving while 
employed with the District and the nature and proximity of prior driving offenses as such offenses relate to safe 
transportation. 
 
Activity and/or Field Trips:  Staff members are to follow the following guidelines when planning trips. 

1. Activity trips will leave from the school no earlier than necessary to be on time for the activity. 
2. The sponsors shall be responsible for distributing all necessary forms to the students, picking them up after 

they are signed, and returning them to the office prior to the departure on the trip. 
3. Sponsors shall know the whereabouts of all students all the time. 
4. Sponsors are reminded that the Loup City Public Schools Drug/Alcohol Free Workplace Policy is in effect on 

all trips. 
5. Sponsors shall schedule the trip in a manner in which there are minimal periods of time that students are not 

involved in   supervised activities. 
6. All students and parents shall sign a document prior to leaving on an activity trip which indicates their 

understanding of the rules and agreement to abide by them and/or accept the consequences. Signing of the 
agreement is a condition of participation in the trip and the activity. 

7. The meals eaten by the students will be at a place or places chosen by the sponsors. The sponsors will 
supervise these eating places while the students are present. 

8. For any trip, Loup City Public Schools reserves the right to search any student's luggage, coolers, 
equipment, rooms, or any other place or possession as a condition of the student's participation in the trip. 

9. The areas of prohibited conduct, as defined in the student handbook and the statutes of the State of 
Nebraska, shall be in effect during all school activities. 

10. Violation of school rules concerning prohibited conduct will result in the student's parents being notified of 
the situation and removing the student. 

11. Students are expected to participate in all planned activities while on the trip unless expressly excused by 
the sponsor. 

12. When overnight trips are necessary, arrangements for accommodations will be made with administrative 
approval. 

13. All students participating in an overnight activity will stay in accommodations provided by the school, until 
the activity or that student's part in it, is over, at which time the student may be released only to the 
parent/guardian of the student. 
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14. Sponsors will have a key to all rooms in which students under their supervision are staying. 
15. Sponsors will prepare an itinerary for overnight trips. The name of the motel and the phone number of the 

motel will be included on the itinerary. A copy of the itinerary will be given to the administration and 
given/mailed to the parents/guardians of participating students. 

16. Students will not be in rooms of members of the opposite gender, nor have members of the opposite gender 
in their rooms. 

17. Students shall not be in rooms not under the direct supervision of Loup City Public Schools sponsors, nor 
shall they have persons in their rooms that are not answerable to their sponsors. 

18. At least one of the sponsors will be of the same gender as the students participating. 
19. Out-of-state trips are not allowed except by special approval of the Board of Education.  

 
Section 19 – Use of School Vehicles:  Whether the teacher is using the vehicle for student activity or business 
trips, the following procedures shall be followed: 
 
Reservations:  Teachers are required to fill out the transportation request form and submit it to the appropriate office 
at least five days before the scheduled trip.  Teachers may request certain vehicles for their business trips, but are 
not guaranteed their first preference. 

1. Practice Transportation will be arranged by the Athletic Director and Transportation Director. 
2. Activities Director and Athletic Director will schedule transportation for events and meetings with the 

Transportation Director, including leave times from school. 
3. Field trips, professional development trainings, meeting trips, and all other transportation shall be requested 

through the appropriate principal’s office and will be arranged by the Principal and Transportation Director. 
  
Business Trips:  The Transportation Director will provide the keys to the teacher through the Principal’s Office.  Only 
one vehicle will be sent to any particular meeting or training, unless the number of staff members attending 
necessitates another vehicle.  Any staff that does not go with the assigned vehicles must take their own and will not 
be reimbursed for their travel. 
 
Date of the trip:  No matter the reason for the trip, the following procedures will be expected of all staff members 
using school vehicles: 

1. Conduct a pre-trip inspection based on the list provided in each vehicle. 
2. Write down the date, starting mileage, destination, and any issues noted in the pre-trip inspection on the 

vehicle log. 
3. Upon return, write down the ending mileage, total mileage for the trip, and any other issues noted during the 

trip on the vehicle log. 
4. Make sure that all garbage is picked up and the vehicle is clean before returning the keys. 
5. Upon return, make sure that the vehicle is parked in the appropriate labeled spot. 
6. If the vehicle has less than ½ tank of gas, staff shall fill the tank before turning in the keys.  Any time gas is 

added to the vehicle, write down the amount of gas added and the total cost on the vehicle form.  The 
receipt for the gas shall also be left in the binder provided in each vehicle. 

 
Section 20 – Cell Phone Use in School Vehicles:  It is illegal for staff members to use cell phones while operating 
school vehicles.  In the case of emergency, the staff member needs to stop the vehicle safely and put it in park 
before answering their phone.  Any violation of this policy will lead to disciplinary action up to, and including, 
termination. 
 
Staff members that are riding in a school vehicle that is transporting students should refrain from using their cell 
phones.  The number one priority of any staff member riding in a school vehicle is the supervision of students.  
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Section 1 - Notice of Nondiscrimination:  It is the policy of Loup City Public Schools to not discriminate on the 
basis of sex, disability, race, color, religion, veteran status, national or ethnic origin, marital status, pregnancy, 
childbirth or related medical condition, or other protected status in its education program, activities or employment 
policies and provides equal access to designated youth groups.  The following person has been designated to handle 
inquiries regarding the non-discrimination policies: 
 
 Angela Simpson 
 Superintendent 800 N 8th Street 
 Loup City, NE 68853 
 308-745-0120  
 angela.simpson@lcpublic.org 
 
Complaints or concerns involving discrimination or needs for accommodations or access should be addressed to the 
above named employee.  For further information about anti-discrimination laws and regulations, or to file a complaint 
of discrimination with the Office for Civil Rights in the U.S. Department of Education (OCR), please contact: 
 
 Office for Civil Rights 
 601 East 12th Street, Room 353 
 Kansas City, MO 64106 
 1-800-368-1019 (phone) 
 1-816-426-3686 (fax) 
 1-800-537-7697 (telecommunications device for the deaf) 
 ocr.kansascity@ed.gov 
 
Section 2 - Designation of Coordinators:  Any person having inquiries concerning the District’s compliance with 
anti-discrimination laws or policies or other programs should contact or notify the following person(s) who are 
designated as the coordinator for such laws, policies or programs. The contact address for the coordinator is:   Loup 
City Public Schools, 800 N. 8th St, PO Box 628, Loup City, NE 68853-0628, (308) 745-0120.  
 
Law, Policy or Program Issue or Concern Coordinator 
Title VI  Discrimination or harassment based on race, 

color, or national origin; harassment 
Superintendent 

Title IX Discrimination or harassment based on sex; 
gender equity 

Superintendent 

Section 504 of the 
Rehabilitation Act and the 
Americans with Disability 
Act (ADA) 

Discrimination, harassment or reasonable 
accommodations of persons with disabilities 

Superintendent 

Homeless student laws Children who are homeless Superintendent 
Safe and Drug Free 
Schools and Communities 

Safe and drug free schools Superintendent 

 
Section 3 - Anti-discrimination & Harassment Policy 
Elimination of Discrimination:  The Loup City Public Schools hereby gives this statement of compliance and intent to 
comply with all state and federal laws prohibiting discrimination or harassment and requiring accommodations. This 
school district intends to take necessary measures to assure compliance with such laws against any prohibited form 
of discrimination or harassment or which require accommodations.   
 
Preventing Harassment and Discrimination  
Purpose:  Loup City Public Schools is committed to offering employment and educational opportunity to its 
employees and students in a climate free of discrimination. Accordingly, unlawful discrimination or harassment of any 
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kind by administrators, teachers, co-workers, students or other persons is prohibited. In addition, the Loup City Public 
Schools will try to protect employees and students from reported discrimination or harassment by non-employees or 
others in the work place and educational environment.  
For purposes of this policy, discrimination or harassment based on a person's race, color, national origin, gender, 
marital status, disability, religion or age is prohibited. The following are general definitions of what might constitute 
prohibited harassment. 
 

In general, ethnic or racial slurs or other verbal or physical conduct relating to a person's race, color, 
religion, disability or national origin constitute harassment when they unreasonably interfere with the 
person's work performance or create an intimidating work, instructional or educational environment. 

 
Age harassment (40 years of age and higher) has been defined by federal regulations as a form of age 
discrimination. It can consist of demeaning jokes, insults or intimidation based on a person's age. 

 
Sexual harassment is defined by federal and state regulations as a form of sex discrimination. It can consist 
of unwelcome sexual advances, requests for sexual favors, or physical or verbal conduct of a sexual nature 
by supervisors or others in the work place, classroom or educational environment. Sexual harassment may 
exist when: 

• Submission to such conduct is either an explicit or implicit term and condition of employment or of 
participation and enjoyment of the school’s programs and activities; 

• Submission to or rejection of such conduct is used or threatened as a basis for employment related 
decisions, such as promotion, performance, evaluation, pay adjustment, discipline, work 
assignment, etc., or school program or activity decisions, such as admission, credits, grades, 
school assignments or playing time;  

• The conduct has the purpose or effect of unreasonably interfering with an individual's work or 
educational performance or creating an intimidating, hostile, or offensive working, class room or 
educational environment. 

• Sexual harassment may include explicit sexual propositions, sexual innuendo, suggestive 
comments, sexually oriented "kidding" or "teasing", "practical jokes", jokes about gender-specific 
traits, foul or obscene language or gestures, displays of foul or obscene printed or visual material, 
and physical contact, such as patting, pinching or brushing against another's body. 

 
An individual who believes he/she has been abused shall notify Angela Simpson, the designated investigator. The 
alternate investigator is Roger Reikofski. The investigator may request that the individual complete the Abuse 
Complaint form. Information received during the investigation shall be kept confidential to the extent possible. 
 
The investigator, with the approval of the superintendent, or the superintendent has the authority to initiate a 
harassment investigation in the absence of a written complaint. The investigator shall have access to the educational 
records of the student and access to the student for purposes of interviewing the student about the report. 
 
When abuse is reported, the investigator shall make copies of the report and give a copy to the person filing the 
report, the students' parents and the immediate supervisor of the employee named in the report. The employee 
named in the report shall not receive a copy of the report until the employee is initially interviewed. 
 
The investigator shall use discretion in handling the information received regarding an investigation of abuse by an 
employee, and those persons involved in the investigation shall not discuss information regarding the complaint 
outside the investigation. The entire investigative procedure will be thoroughly explained, including the confidential 
nature of the proceedings, to the student and other persons involved in the investigation. 
 
The investigator shall notify the parent, guardian or legal custodian of a student of the date and time of the interview 
and of the right to be present or to see and hear the interview or send a representative in the parent's place. The 
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investigator shall interview the student as soon as possible, but in no case later than five days from the receipt of a 
report or notice of the allegation of sexual abuse. The investigator may record the interview electronically. 
 
It is the responsibility of the investigator to determine whether it is more likely than not that an incident took place 
between the employee and the student. If the investigator believes the employee committed a sex act with a student 
or sexually exploited a student, the investigator shall defer the investigation and immediately notify law enforcement 
officials, the superintendent, the student's parents and the person filing the report. 
The designated investigator shall not interview the school employee named in a report of abuse until after a 
determination is made that jurisdiction exists, the alleged victim has been interviewed and a determination made that 
the investigation will not be deferred. 
 
If the investigator determines an incident occurred, while not an illegal sex act with a student or sexual exploitation of 
a student, but where the employee engaged in inappropriate, intentional sexual behavior, further investigation is 
warranted. If further investigation is warranted, the investigator may proceed to interview the employee and other 
individuals who may have knowledge of the circumstances contained in the report. Prior to interviewing other 
individuals who may have knowledge of the circumstance contained in the report, the investigator shall provide notice 
of the impending interview of student witnesses or the student to their parent, guardian, or legal custodian prior to 
interviewing those students. 
 
Within five days of receipt of an investigable report, the investigator shall complete an informal investigation. The 
informal investigation shall consist of interviews with the student, the employee and others who may have knowledge 
of the alleged incident. If the investigator determines that the allegations in the report are founded and that immediate 
and professional investigation is necessary, the investigator may defer further investigation and contact appropriate 
law enforcement officials, the student's parents and the person filing the report. 
 
Within fifteen days of receipt of the report, the investigator shall complete a written investigative report, unless the 
investigation was temporarily deferred. The written investigative report shall include: 

1. The name, age, addresses and attendance center of the student named in the report. 
2. The name and address of the student's parent or guardian and the name and address of the person filing 

the report, if different from the student's parent or guardian. 
3. The name and work address of the employee named in the report as allegedly responsible for the abuse of 

the student. 
4. An identification of the nature, extent and cause, if known, of any injuries or abuse to the student named in 

the report. 
5. A general review of the investigation. 
6. Any actions taken for the protection and safety of the student. 
7. A statement that, in the investigator's opinion, the allegations in the report are either: 

a. Unfounded. (It is not likely that an incident, as defined in district rules, took place), or 
b. Founded. (It is likely that an incident took place.) 

8. The applicability of exceptions to the investigated incident, or reason for the contact or force used. 
9. A statement that, in the investigator's opinion, any physical contact that occurred was: 

a. Appropriate. (Actions not requiring any disciplinary process), or 
b. Inappropriate. (Actions invoking a disciplinary process as defined in district rules). 

10. The disposition or current status of the investigation and recommendations regarding the need for further 
investigation. 

11. A listing of the options available to the parents or guardian of the student to pursue the allegations. These 
options include, but are not limited to: 
a. Contacting law enforcement officials. 
b. Contacting private counsel for the purpose of filing a civil suit or complaint. 
c. Filing a complaint with the Nebraska Professional Practices Commission if the employee is a 

certificated employee. 
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The investigator shall retain the original and provide a copy of the written investigative report to the school employee 
named in the report, the employee's supervisor, the superintendent and the student's parent or guardian. The person 
filing the report, if not the student's parent or guardian, shall be notified only that the investigation has been 
concluded and of the disposition or anticipated disposition of the case. 
 
If the investigator's report or law enforcement officials conclude the case involved founded physical or sexual abuse 
by a certificated employee, or the employee admits the violation, or the employee has surrendered the employee's 
certificate or license, the investigator shall file a complaint on behalf of the district after obtaining the superintendent's 
signature with the Nebraska Professional Practices Commission. The investigator shall also arrange for counseling 
services for the student if the student or student's parents request counseling services. 
Information of unfounded abuse shall not be put in the employee's personnel file. 
 
Section 4 - Grievance Procedure for Persons with a Disability:  The Americans with Disabilities Act (ADA) and 
Section 504 of the Rehabilitation Act address discrimination, harassment or failure to provide reasonable 
accommodations to persons with a disability. The following grievance procedure shall be used for resolution of 
complaints of alleged violations of the ADA or Section 504: 
 

1. Complaints shall be filed with the ADA and Section 504 Coordinator. Complaints shall be made in writing, 
unless the Complainant's disability prevents such, in which event the Complaint can be made verbally. 

2. Complaints shall set forth: (a) the name of the Complainant, (b) the address and telephone number or other 
such information sufficient to enable the Coordinator to contact the Complainant, (c) a brief description of 
the alleged violation, and (d) the relief requested by the Complainant. 

3. Complaints shall be investigated by the Coordinator or the Coordinator's designee. Investigations shall be 
thorough, but informal, and the Complainant shall be given a full opportunity to submit evidence relevant to 
the complaint. 

4. The Coordinator shall make a decision on the Complaint within thirty (30) days of the filing of the Complaint, 
unless such time period is extended by agreement of the Complainant. The decision shall be made in 
writing, shall set forth the Coordinator's proposed resolution of the Complaint, and shall be forwarded to the 
Complainant 

5. The Complainant shall have ten (10) days from the date the Coordinator's decision is sent to the 
Complainant to accept or reject the Coordinator's proposed resolution, and shall be deemed to have 
accepted the proposed resolution unless the Complainant rejects the proposed resolution within such time 
period. In the event the complainant rejects the proposed resolution, the complainant shall be given the 
opportunity to file a request for reconsideration within the ten (10) days from the date the Coordinator's 
division is sent to the Complainant. The request for reconsideration shall be filed with the Coordinator. The 
Coordinator shall consider any additional information provided in the request for reconsideration and make a 
decision on the request for reconsideration within 10 (ten) days after the request for reconsideration was 
filed.  

 
Section 5 - Notification of Rights Under FERPA:  The Family Educational Rights and Privacy Act (FERPA) affords 
parents and students over 18 years of age (“eligible students”) certain rights with respect to the student’s education 
records. They are: 
 

1. The right to inspect and review the student’s education records within 45 days of  the day the district 
receives a request for access. Parents or eligible students should submit to the school principal (or 
appropriate school official) a written request that identifies the record(s) they wish to inspect. The principal 
will make arrangements for access and notify the parent or eligible student of the time and place where the 
records may be inspected. 

2. The right to request the amendment of the student’s education records that the parent or eligible student 
believes are inaccurate or misleading. Parents or eligible students may ask the school district to amend a 
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record that they believe is inaccurate or misleading. They should write the school principal, clearly identify 
the part of the record they want changed, and specify why it is inaccurate or misleading. If the district 
decides not to amend the record as requested by the parent or eligible student, the district will notify the 
parent or eligible student of the decision and advise them of their right to a hearing regarding the request for 
amendment. Additional information regarding the hearing procedures will be provided to the parent or 
eligible student when notified of the right to a hearing. 

3. The right to consent to disclosures of personally identifiable information contained in the student’s education 
records, except to the extent that FERPA authorizes disclosure without consent. One exception which 
permits disclosure without consent is disclosure to school officials with legitimate educational interests. A 
school official is a person employed by the district as an administrator, supervisor, instructor or support staff 
member (including health or medical staff and law enforcement unit personnel); a person serving on the 
school board; a person or company with whom the District has contracted to perform a special task (such as 
an attorney, auditor, medical consultant or therapist); or a parent or student serving on an official committee, 
such as a disciplinary or grievance committee or assisting another school official in performing his or her 
tasks. A school official has a legitimate educational interest if the official needs to review an education 
record in order to fulfill his or her professional responsibility and effectively provide the function or service for 
which they are responsible.  

 
Contractors, consultants, and volunteers are permitted to have access to education records where they are 
performing a function or service that would otherwise be done by a school employee. Their access is limited 
to education records in which they have a legitimate educational interest; which means records needed to 
effectively provide the function or service for which they are responsible. The District forwards education 
records (may include academic, health, and discipline records) to schools that have requested the records 
and in which the student seeks or intends to enroll, or where the student has already enrolled so long as the 
disclosure is for purposes related to the student’s enrollment or transfer.    

4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the district 
to comply with the requirements of FERPA. The name and address of the office that administers FERPA is: 

 
  Family Policy Compliance Office 
  U.S. Department of Education 
  400 Maryland Avenue, S.W. 
  Washington, D.C. 20202-4605 
 
NOTICE CONCERNING DIRECTORY INFORMATION:  The District may disclose directory information. The types of 
personally identifiable information that the district has designated as directory information are as follows: student’s 
name, address, telephone listing, electronic mail address, photograph, date of and place of birth, major fields of 
study, dates of attendance, grade level, enrollment status (e.g., full-time or part-time), participation in officially 
recognized activities and sports, weight and height of members of athletic teams, degrees, honors and awards 
received, and most recent previous school attended. A parent or eligible student has the right to refuse to let the 
District designate any or all of those types of information about the student as directory information. The period of 
time within which a parent or eligible student has to notify the District in writing that he or she does not want any or all 
of those types of information about the student designated as directory information is as follows: two weeks from the 
time this information is first received. The district may disclose information about former students without meeting the 
conditions in this section. 
 
A form for students to participate in school public relations activities has been added to the last section of this 
handbook, as well as information related to the disclosure of student information as it pertains to the Nebraska 
School Activities Association (NSAA) in conjunction with the Loup City Public Schools as a member school of the 
NSAA. 
 
 Student Directory information will be released to the Loup City Booster Organization for the purpose of committee 
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assignments, unless notified in writing. 
 
ADDITIONAL NOTICE CONCERNING DIRECTORY INFORMATION:  The district’s policy is for education records to 
be kept confidential except as permitted by the FERPA law, and the district does not approve any practice which 
involves an unauthorized disclosure of education records. In some courses student work may be displayed or made 
available to others. Also, some teachers may have persons other than the teacher or school staff, such as volunteers 
or fellow students, assist with the task of grading student work and returning graded work to students. The District 
designates such student work as directory information and as non-education records. Each parent and eligible 
student shall be presumed to have accepted this designation in the absence of the parent or eligible student giving 
notification to the District in writing in the manner set forth above pertaining to the designation of directory 
information. Consent will be presumed to have been given in the absence of such a notification from the parent or 
eligible student. 
 
Notice Concerning Designation of Law Enforcement Unit. The District designates the Sherman County Sheriff 
Department as the District's “law enforcement unit” for purposes of (1) enforcing any and all federal, state or local 
law, (2) maintaining the physical security and safety of the schools in the District, and (3) maintaining safe and drug 
free schools. 
 
Section 6 - Disclosure of Student Information to Military Recruiters and Colleges:  The No Child Left Behind 
Act of 2001 requires the District to provide military recruiters and institutions of higher education access to secondary 
school students’ names, addresses, and telephone listings. Parents and secondary students have the right to request 
that the school not provide this information (i.e., not provide the student’s name, address, and telephone listing) to 
military recruiters or institutions of higher education, without their prior written consent. Employees are expected to 
follow these requirements.  
 
Section 7 - Disclosure of Staff Qualifications:  The No Child Left Behind Act of 2001 gives parents/guardians the 
right to get information about the professional qualifications of their child’s classroom teachers. The District 
designates the following information as “directory information” and will give parents/guardians such information upon 
request: 

1. Whether the teacher has met State qualifications and licensing criteria for the grade levels and subject 
areas in which the teacher provides instruction. 

2. Whether the teacher is teaching under an emergency or provisional teaching certificate. 
3. The baccalaureate degree major of the teacher, along with information about other graduate certification or 

degrees held by the teacher, and the field of discipline of the certification or degree.  
4. Whether the parent/guardian’s child has been assigned, or has been taught for four or more consecutive 

weeks, by a teacher who does not meet the requirements of the NCLB. 
 
Section 8 - Student Privacy Protection:  The No Child Left Behind Act of 2001 requires the District to protect the 
privacy of students. Further information about student privacy and the District’s policies with regard to student privacy 
are found in Board policy and in the student handbook. In general, employees are expected to comply with these 
provisions of the NCLB and related Board policy, as follows:  

1. Student surveys created by and administered by either the United States Department of Education or a third 
party (a group or person other than the District)—give parent/guardian the opportunity to inspect the survey 
upon request before the survey is administered or distributed to the students; 

2. Student surveys which involve “sensitive” matters—make suitable arrangements to protect student privacy 
(that is, do not include the name or other identifying information about a particular student) and give parents 
the opportunity, in advance, to “opt-out” their child from the survey.  Sensitive matters include: 
a. Political affiliations or beliefs of the student or the student’s parent; 
b. Mental or psychological problems of the student or the student’s parent;  
c. Sex behavior or attitudes; 
d. Illegal, anti-social, self-incriminating or demeaning behavior; 
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e. Critical appraisals of other individuals with whom the student has close family relationships; 
f. Legally recognized privileged or analogous relationships, such as those of lawyers, physicians, and 

ministers; 
g. Religious practices, affiliations, or beliefs of the students or the student’s parent; 
h. Income (other than that required by law to determine eligibility for participation in a program or for 

receiving financial assistance under such program). 
3. Instructional materials—permit parents upon reasonable request to inspect any instructional material used 

as part of the educational curriculum for their child. The term “instructional materials” does not include 
academic tests or academic assessments for purposes of this parent inspection requirement. If you receive 
such a request, direct the parent to contact your building principal and also inform the building principal 
yourself about the request to get instructions. 

4. Collection, disclosure, or use of personal information collected from students for the purpose of marketing or 
for selling that information—the District policy is to not gather such information for such purposes. 

 
Section 9 - Parental Involvement:  It is the policy of the district to provide full access to the parent of any student of 
the district to review textbooks, tests, curriculum and instructional materials, records of a student of any such parent, 
unless otherwise prohibited by law, and to any surveys of students done by the school district. Summary information 
regarding the district's curriculum, testing, and surveys will be provided at the beginning of each school year. 
 
Requests for access to specific instructional materials should be addressed to the teacher or building principal. 
 
Requests by parents to attend and monitor courses, assemblies, counseling sessions and other instructional 
activities shall also be made to the building principal or teacher. While requests to monitor are usually granted, if the 
request is denied, reasons for the denial will be provided. 
 
It is the policy of the district to provide as consistent an experience as possible in all classroom instruction, testing, 
surveys, and other school experiences. It is the policy of the district not to excuse students from classroom 
instruction, testing, and other school experiences unless an objection is submitted to the building principal or teacher 
outlining the specific experience, the basis for the objection and a proposed solution for dealing with the objection 
that would be satisfactory to the parent. 
 
The request for the student to be excused will be reviewed by the building principal and a decision provided to the 
parents. While verbal objections and decisions are valid, written follow-up to verbal communications is required from 
the parent and the principal. If a student is excused from the requested activity no penalty will be assessed but an 
agreed upon alternative activity must be performed to the satisfaction of the teacher and principal. 
 
It is the policy of the district to use only testing methods and testing instruments that are not of an experimental 
nature and to avoid using any testing materials or testing techniques that are not generally recognized by educational 
professionals to be within sound educational standards and both educationally and academically appropriate. It is the 
policy of the district to notify parents of any standardized testing that may be scheduled within the school district. 
 
It is the policy of the district to notify parents of any survey which may be scheduled and to conduct student surveys 
judiciously, with full consideration of the fact that parents may find items of the survey objectionable. The board will 
involve parents in the development of the Title I plan, the process for school review of the plan and the process for 
improvement.  
 
Title I Parental Involvement:  The District has a separate policy established pursuant to the No Child Left Behind Act 
of 2001 relating to parental involvement applicable to parents of children enrolled in Title I programs. The policy 
requires that parents of Title I children been given the opportunity to participate in regular, two-way, and meaningful 
communication involving student academic learning and other school activities, including ensuring – (A) that parents 
play an integral role in assisting their child’s learning; (B) that parents are encouraged to be actively involved in their 
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child’s education at school; (C) that parents are full partners in their child’s education and are included, as 
appropriate, in decision making and on advisory committees to assist in the education of their child; and (D) the 
carrying out of other activities, such as those described in the parental involvement policy. Employees are expected 
to comply with the Title I parental involvement policy. 
 
Section 10 - Homeless Students:  The No Child Left Behind Act of 2001 requires that homeless students not be 
stigmatized or segregated on the basis of their status as homeless. Homeless children generally include children who 
lack a fixed, regular, and adequate nighttime residence. The Superintendent serves as the District’s designated 
Homeless Coordinator and should be contacted for questions relating to a homeless student.   
 
Section 11 - Breakfast and Lunch Programs:  The District participates in the National School Lunch Program. 
Employees are expected to keep information about the participation of students in the program confidential.  In 
accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from 
discrimination on the basis of race, color, national origin, sex, age, or disability.  
 
To file a complaint of discrimination, write: 
 USDA, Director 
 Office of Civil Rights’ 
 Room 326-W, Whitten Building 
 1400 Independence Ave, SW 
 Washington, DC  20250-9410 
 
 Or call (202) 720-5964 (voice and TDD)     
 USDA is an equal opportunity provider and employer. 
 
Section 12 - Confidentiality of Protected Health Information:  It is the policy of the District to develop and 
implement all necessary practices, policies, and procedures to comply with the Health Insurance Portability and 
Accountability Act of 1996 (HIPAA) where and to the extent applicable and to maintain the privacy of protected health 
information (PHI), as that term is defined by HIPAA, that it receives, obtains, or transmits for employees and 
students. The District designates the Superintendent as its HIPAA privacy officer. Student and employee records 
containing PHI shall be accessible only to those who require such information to carry out their duties. 
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Loup City Public Schools 
 
 

Receipt 
2019-2020 Teacher Handbook 

 
This signed receipt acknowledges receipt of the 2019-2020 Teacher Handbook of Loup City Public Schools. This 
receipt acknowledges that I understand that I am to read and be familiar with the handbook, that I understand the 
handbook contains a disclaimer of contract, and that I understand that the handbook includes the District’s policies of 
non-discrimination and equity, and that specific complaint and grievance procedures exist in the handbook which 
should be used for responding to harassment or discrimination.   
 
 
Teacher’s Signature: _________________________________________________________________  
   
 
Date: _______________________________________ 
      
 
 
 
Return to:  

Superintendent 
Loup City Public Schools 

 
Please return by:   End of the Day on August 15th 



 

 
 

Loup City Public Schools 
2019-2020 
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2019-2020 
Classified Staff Handbook 
Loup City Public Schools 

 
Intent of Handbook:  
Welcome to Loup City Public Schools. This handbook is intended to be used by certified employees to provide general 
information about Loup City Public Schools and to serve as a guide to the District’s policies, rules and regulations, benefits of 
employment, and performance expectations.  
 
All employees are also expected to know and adhere to the Loup City Public Schools Parent-Student Handbook. 
 
Each employee is responsible for becoming familiar with the handbook and knowing the information contained in it. This 
handbook is intended to supplement other documents that deal with your employment, including your employment contract, the 
negotiated agreement between the Loup City Public Schools and the Loup City Education Association, and the policies and 
regulations of the Board of Education. In reading this handbook, please understand that where a direct conflict may exist, state or 
federal law, the negotiated agreement, and Board policies and regulations will prevail. 
 
This handbook does not create a “contract” of employment. Staff positions and assignments which do not legally require a 
certificate or are otherwise not protected by the teacher tenure laws may be ended or changed on an “at will” basis 
notwithstanding anything in this handbook or any other publication or statement, except for a contract approved by the Board of 
Education.  
 
The administration will be responsible for interpreting the rules contained in the handbook and shall have the right to make 
decisions and make rule revisions at any time. Should a situation or circumstance arise that is not specifically covered in this 
handbook, the administration will make a decision based upon applicable school district policies, state and federal statutes and 
regulations, and the best interests of the District. 
 
This handbook will be in effect for the 2019-2020 school year and subsequent school years unless replaced by a later edition. 
 
School Mission Statement:   
Empowering Continual Success 
 
Students’ Educational Interest:   
Although the ultimate decision relative to individual decisions is based upon several considerations, the prime consideration is 
that of the welfare of the students in the school system. 
 
Chain of Command:   
Responsibility and supervision shall flow simply and clearly from students to teachers and staff to the administration to the Board 
of Education. Employees are required to use the chain of command beginning with their supervisor in resolving conflicts and 
seeking solutions and answers to problems or disagreements. 
 
Addressing the Board of Education: The Board desires to maintain open communication channels between itself and the 
employees. The basic line of communication will be through the superintendent utilizing the aforementioned “Chain of 
Command”. The superintendent will develop and recommend to the Board processes for communications between the Board 
and District employees. 
 
Communication or reports to the Board or Board committee from any employee should be submitted through the superintendent. 
This procedure will not be construed as denying the right of any employee to address the Board about issues which are neither 
part of an active administrative procedure, nor disruptive to the operation of the district. All official communications, policies, and 
directives of employee interest and concern will be communicated to employees through the superintendent. The superintendent 
will communicate as appropriate to keep employees fully informed 
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Confidentiality:  
Employees should not discuss school matters outside the job, nor discuss confidential or personal information about students or 
staff. Requests from anyone, other than certificated building staff, for personal information about students should be referred to 
the administration. 
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Article I – School Days 
 
Contract Days and Hours:   
The number of days and expected work hours will be assigned to classified staff by their supervisor and/or the Superintendent.  
Generally, 9 month employees will work on scheduled school days only. 
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Article II – Employment, Compensation, and Benefits 
 
Activity Tickets:   
Employees are issued a Loup City Public Schools workers pass for home athletic events. These passes are not transferable to 
other parties. 
 
Assignments:   
The professional duties and responsibilities to be performed by an employee with the District shall be subject to assignment by 
the Superintendent of the District. An employee will be expected to devote full time during days of school to their assigned 
position and to diligently and faithfully perform the assigned duties to the best of their ability. Job descriptions, where available, 
provide additional information about the position duties. Employees may apply for transfer to another building or reassignment 
within their building. The superintendent reserves the right to reassign or transfer any employee at any time. If the change results 
in a promotion to a higher level job, the employee is moved to a rate of pay within the new level which is at least equal to the rate 
of pay the employee was receiving prior to the reassignment or transfer. 
 
Benefits:    
Employees are provided benefits in accordance with group health insurance plan requirements and the school district’s Section 
125 Plan document. Employees shall make annual fringe benefit elections by September 1 of each school year. Each employee 
is responsible for informing the Office of the Superintendent in writing of any changes in benefit status.  
 
Continued health insurance benefits are available through COBRA subject to certain qualifying requirements. A Notice of 
COBRA Continuation Coverage Rights is attached to this handbook as Appendix “A.”   
 
The Health Insurance Portability and Accountability Act (HIPAA) provides rights and protections for participants and beneficiaries 
in group health plans. HIPAA includes protections for coverage under group health plans that limit exclusions for preexisting 
conditions; prohibit discrimination against employees and dependents based on their health status; and allow a special 
opportunity to enroll in a new plan to individuals in certain circumstances. HIPAA may also give you a right to purchase individual 
coverage if you have no group health plan coverage available, and have exhausted COBRA or other continuation coverage. 
Further information may be obtained from the Plan Administrator of the group health plan 
 
Compensation:   
Classified employees are paid a salary and fringe benefits based on placement on the salary schedule adopted by the Board of 
Education. Compensation is generally based on the prevailing community rates and the rates paid by other similar school 
districts for a particular type of work. 
 
The Board of Education establishes the pay scale and range for each position through the budget building process. Following 
board action on the budget, each employee will be advised of her/his pay rate and any changes in fringe benefits for the school 
year beginning September 1. Each employee is then required to sign and return an employment agreement. The adjusted pay 
rate will be reflected on the September 15 paycheck. 
 
Salary Payments (“Payday”): Employees will be paid on the 15th of the month by direct deposit, or the last preceding work day, if 
the 15th falls on a weekend or holiday. Payment by direct deposit is mandatory, and all staff will be required to supply the 
necessary bank account numbers and information to receive payment. The first paycheck is issued September 15. 
 
“Pay stubs” will be sent to all employees via email. Any request for payroll changes (deductions, exemptions, etc.) must be made 
in the Superintendent’s office prior to the first day of the month. Deductions for absences will be taken from the pay period in 
which they occur, whenever possible. Upon separation of an employee’s employment, or upon fulfillment of the contract, the 
employee may, at the option of the Board, be paid all salary due in one lump sum. Additional compensation over and above 
regular compensation, extra-duty pay and supplemental pay shall be disbursed as it is earned and deductions from 
compensation due to unpaid leave shall be taken out as they are reported to the payroll office. Reimbursements for mileage or 
other expenses will be considered separate from compensation. 
 
Monthly pay checks will be based on time cards submitted by the end of the day on the last day of each month, which will be 
reflected on pay checks received on the 15th of each following month. The classified monthly pay period runs from the first day 
of each month to the last day of each month 
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Employment:   
All classified employees shall be required to sign an "at will" employment contract with the school district as a condition 
precedent to employment or continued employment with the school district. The non-certificated "at will" employee contract shall 
be in the form as proposed by the Superintendent of Schools and approved by resolution of the School Board and Board of 
Education. 
 
Expense Reimbursements:   
Reimbursement for authorized mileage will be paid to employees required to drive their own vehicles during their regular 
scheduled working hours between two or more work sites only if school transportation was not available. Poor planning on an 
employee’s part does not guarantee reimbursement by the District. Preapproval by the Superintendent may be necessary. 
Claims for reimbursement should be submitted to the Superintendent. The allowable rate shall be governed by Board policy, 
unless otherwise required by law. The District is not liable for physical damage to employee vehicles. 
 
Necessary materials and supplies are provided by the District. If an employee needs additional materials for performance of 
duties, the request should be made to the employee’s immediate supervisor. Employees who purchase materials or supplies 
without advance approval may not be reimbursed.  
 
Reimbursement for purchase of materials or for meals or other expenses related to District-required travel must be submitted to 
and approved by the administration. The request for reimbursement should include a voucher sufficient to establish that the 
expense was actually incurred and that the expense was reasonable and related to a school-purpose. 
 
IRS Determination on Reimbursable Meals - According to the IRS and the District’s auditor, the following is a clarification on 
reimbursable meals: 
 
Only meals after 6 p.m., while on school directed business, are considered “reimbursable meals” and are not required to be run 
through payroll. If the employer chooses to reimburse employees for any other meals, they must be run through payroll and be 
taxed. Such reimbursement will show up on the employee’s W2 form. Meals of this type will be reimbursed to the maximum limit 
set annually by the Board of Education on the Fee & Rate Schedule. If an employee is requesting reimbursement of any type, a 
receipt must be presented. The Board will adopt a formal policy regarding this procedure, at the recommendation of the District’s 
auditor. 
 
Employee use of the District’s credit card should be done for educational expenses only. Unauthorized purchases shall be 
reimbursed by the employee. 
 
Grievances and Complaints:  
Classified employee related grievances or complaints shall be addressed through the administrative chain of command following 
the process set forth in board policy. 
 
Health Insurance Benefits:   
Classified employees are provided single health insurance based on their full or part-time status with the District, in accordance 
with the Patient Protection and Affordable Care (PPACA) regulations. Employees who do not qualify for district provided 
insurance may apply for coverage under the district’s policy. The employee(s) will have a payroll deduction for the monthly 
premium. If an employee’s earnings are not sufficient to allow for a payroll deduction for insurance, the employee must submit 
the premium amount due to the school district on a monthly basis. 
 
Waiting periods will be waived for pre-existing health conditions for anyone enrolling within 30 days of employment. If an 
employee (and/or family members of the employee) enroll after the open enrollment period is over, the employee (and/or family 
members) are not guaranteed coverage and if coverage is granted the covered individuals will be subject to a 365 day waiting 
period. It is the employee’s responsibility to notify the office immediately of any changes resulting in “loss of dependent status” 
such as marriage, divorce, dependent child’s age, etc. Employees are required to contact the Office for any changes in health 
insurance coverage within 31 days. 
 
Employees may choose family dental coverage with the difference being paid by payroll deduction 
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Initial Hiring and Briefing:   
Employees reporting to work for the first time upon being hired will be provided with the following: 
 

1. The names of fellow staff and faculty members, the business manager, secretaries, and other special staff personnel 
who will come to the building. 

2. Location and use of physical facilities of building: Classrooms, cafeteria, library, break rooms, and lavatories. 
3. Regulations for pupils in building and on school grounds; uses of entrances, exists, lavatories, playground areas, 

equipment and activities; regulations for pupils during, before and after school hours. 
4. Directions regarding building meetings, in-service training meetings, other meetings, fire drill regulations, policies 

concerning leaves of absence, etc. 
5. The goals and aspirations of our schools. 
6. School system policies and regulations. 

 
Also upon being hired, each employee must complete the I-9 Employment Eligibility Verification form which is kept on file in the 
Superintendent’s Office. Prior to receiving a paycheck, each eligible employee must have the below list on file in the 
Superintendent’s Office: 
  

• W-4 Employee’s Withholding Allowance Certificate   
• Nebraska Retirement form (if eligible) 
• Health and major medical enrollment forms (if participating)  
• Cobra Notification Form 
• Drug/Alcohol-Free Workplace Policy form    
• Employment Agreement 
• Direct Deposit Form      
• 125 Plan Election Form 

 
Failure to provide any of the above documents within the specified time may result in the withholding of the employee’s paycheck 
until such documents are provided by the employee. 
 
Failure to provide any of the above documents within the specified time may result in the withholding of the employee’s paycheck 
until such documents are provided by the employee. 
 
Liability Insurance Coverage:   
The district protects its employees through a comprehensive liability insurance program. The district shall hold harmless and 
defend any district employee from claims for damages caused or alleged to have been caused, in whole or in part, by that 
employee while performing assigned duties as an employee of the district, to the extent such claims are covered by, and to the 
extent permitted by, the liability policy. Under the provisions of the district’s liability policy, employees who separate from the 
district are protected for incidents which happened while they were carrying out the duties of their job description for the district.  
The liability policy provides that the district shall not obligated to assume any costs or judgments held against the employee 
when such damages are proven to be due to the employee’s willful negligence, violation of law, or criminal act, as determined by 
a court of law. 
 
Overtime:    
Overtime is paid to classified employees in accordance with the Fair Labor Standards Act (FLSA). A publication provided by the 
federal government which provides more information about the FLSA is available in the Superintendent’s Office. 
 
Classified employees may be classified as either “exempt” or “non-exempt” for overtime purposes. Employees who are classified 
as exempt employees are not eligible for overtime, while those who are “non-exempt” are eligible for overtime. Hours must be 
maintained through the Time Clock System.  All leave days must be accounted for through the ODIE system.  Staff will be 
required to clock out when substitute route bus driving.  
 
Non-exempt employees will be expected to accurately report hours worked through the Time Clock System. Any errors must be 
remedied as soon as possible.  Falsification of time cards is a serious offense. 
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Any non-exempt employees must receive prior approval from their supervisor to work additional hours beyond their regular work 
schedule or any hours from home.  A form will be available in the offices and online for these requests.  Failure to obtain 
permission for additional or at home hours will result in disciplinary action, including possible termination. 
 
Non-exempt employees must be paid for each hour worked in excess of 40 hours in a workweek. The regular workweek is from 
12:00 a.m. on Sunday through 11:59 p.m. on Saturday. The administration may establish a different 7-day period workweek from 
time to time for specified employees or employee groups.  
 
As they do for a regular work day, classified employees that are paid an hourly wage are expected to use the time clock to both 
clock in and out when attending an out of town, work-related event (workshop, conference, meeting, etc.) so the length of travel 
time is included for that day’s total hours worked. 
 
Overtime pay for non-exempt employees will be paid at the rate of not less than 1½ times the employee's regular rate of pay for 
hours worked in excess of the 40 hour workweek. Employees with two or more non-exempt positions may be eligible for overtime 
pay based upon the total number of hours worked in one workweek. If applicable, the employee and the Superintendent will 
agree upon the overtime rate, in compliance with FLSA regulations. Loup City Public Schools does not allow compensatory time 
for overtime hours. 
 
The District’s policy is to not permit improper deductions from the salary of exempt employees who are required to meet a 
“salaried basis” test for the exemption to be applicable. (Teaching professionals are not subject to the “salaried basis” test). An 
employee who feels an improper deduction affecting exemption status has occurred may submit a complaint to the 
Superintendent or the Superintendent’s designee, who shall promptly investigate the complaint. Reimbursement shall be made 
and a good faith commitment to comply in the future will be given in the event it is determined that an improper deduction 
affecting overtime exemption has been made.    
 
The District’s policy is to authorize unpaid disciplinary suspensions of a full day or more for infractions of workplace conduct rules 
and to apply such policy uniformly to all similarly situated employees, including exempt employees who are required to meet a 
“salaried basis” test for the exemption to be applicable. Unpaid disciplinary suspensions of a partial day or of a full day or more 
may be implemented for infractions of safety rules of major significance. Deductions of pay of a partial day or of a full day or 
more may be made for FMLA leaves and in the first and last weeks of employment. In addition, based on principles of public 
accountancy, deductions from pay of a partial day (done by ¼ days) or a full day or more will be made for absences for illness, 
injury or personal reasons when accrued leave is not used or not available, and for absences due to any budget-required 
furlough. 
 
Payroll and Payroll Deductions:   
Salary and benefits are paid in accordance with the individual employment contracts. Payroll deductions shall be made in 
accordance with law and the negotiated agreement, including taxes and retirement. 
 
Personnel Files:   
Personnel files contain pertinent employee data relative to employment. The District will follow the requirements of state and 
federal law and regulation with regard to an employee’s personnel file, including but not limited to Neb. Rev. Stat. § 79-8,109. 
Employees are to notify the office of any changes in contact information as soon as possible. For a name change, provide your 
new social security card. Employees may contact the administration to request a review of their personnel file. 
 
Salary Reduction Agreements:   
The District will cooperate with any employee who chooses to participate in a tax sheltered annuity investment program under 
the Internal Revenue Code. For example, classified staff may participate under Section 403(b) provided that the classified 
employee executes a "Salary Reduction Agreement" provided by the District and the vendor of the 403(b) Plan elected by the 
employee has entered in to a "Service Provider Agreement" with the District holding the District harmless from any liability that 
may arise out of such 403(b) Plan, including, but not limited to, the calculation of the maximum exclusion allowance, tax 
reporting, notices and income withholding. 
 
125 Cafeteria Plan:  A Section 125 Cafeteria Plan is available through the school for all interested staff. The plan is administered 
in accordance with Federal and State Revenue Codes and allows employees to make payroll deductions before taxes for: 1) 
health related insurance premium, 2) out of pocket medical expenses, and 3) dependent care expenses. The plan year for this 
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program runs from September 1 to August 31. You must enroll each August. New employees have 30 days to enroll. Check at 
the Superintendent’s office for details. 
 
Worker’s Compensation Insurance:  
 All employees of the district are covered by liability and indemnity insurance for any injury occurring during the course of 
employment and are entitled to benefits provided by the Worker’s Compensation Law. A report of every accident occurring on 
the job must be filed with the administration within 24 hours of the accident. While on leave due to a valid Worker’s 
Compensation claim, employees may use portions of their available leave to compensate for lost wages. In no instance may the 
hours of paid leave requested plus the amount received from Worker’s Compensation (2/3rd of gross pay) total more than a 
normal day’s wages. 
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Article III – Absences From Work 
 
Breaks --- Meal & Rest:  Classified employees who work a full-day will be required to take a 30-minute meal break per day. It 
will be the responsibility of the employees’ supervisor to make sure that each employee gets a 30-minute meal break.  The meal 
break should be scheduled so as not to disrupt building or departmental functions. 
 
Meal breaks will be compensated if any of the following cannot be avoided: 

1. Employees are not relieved of their duties; 
2. Employees are not free to leave their posts; 
3. Meal break is too short to be useful (less than 30 minutes) 

 
Rest breaks are subject to departmental needs and are not guaranteed to any employee. If rest breaks are approved, the breaks 
should be no longer than 15 minutes for each half-day worked.  Any break that lasts longer than 15 minutes needs to be 
documented on the Time Clock System.  During the school year, employees shall not leave the building for their rest breaks but 
use in-house staff rooms and facilities, unless they receive permission from the Superintendent. Abuses of breaks will be 
addressed by the administration or immediate supervisor to individuals or groups affected. If an employee leaves the building, 
they are to check out appropriately with the office. 
 
Extended Leave of Absence Without Pay:   
An employee may apply to the Board of Education for an extended leave of absence. The Board of Education will consider such 
requests on a case-by-case basis. No leave of absence shall extend beyond one school year. A request for leave of absence 
due to personal illness must be accomplished by written verification and recommendation from the attending physician. All 
leaves of absence shall be without pay, except for the payment of health insurance benefits as may be required under applicable 
state or federal laws. During such leave, an employee does not receive credit toward advancement of the salary schedule, and 
the time is not included in years of service for the purpose of accumulation credit toward retirement unless the absence is one-
half year of less. 
 
Family and Medical Leave Act:   
The Family and Medical Leave Act (FMLA) provides for 12 weeks of job-protected unpaid leave in a 12 month period to eligible 
employees in specified circumstances.  
 
Specific details of this act are available in section 413.03 (Classified staff) of Board Policy 
 
If you need to take an FMLA leave, or have any questions regarding an FMLA leave, you should contact the Superintendent.  
 
Inclement Weather & School Closings:   
Classified employees may be required to work on days that school is closed due to inclement weather.  Any employee that is not 
required to work must get approval from the Superintendent before working any hours.  Classified employees may be paid for a 
day that school is closed by taking a personal or vacation day, if they have one available. 
 
Jury Duty:   
Any employee who is summoned to serve on jury or election board duty, or who is subpoenaed to provide testimony, shall not be 
subject to discharge from employment, loss of pay, loss of personal or medical leave, loss of vacation time, or any other form of 
penalty, as a result of his or her absence from work due to such service provided the employee submits a copy of the summons, 
in advance, to the employee's supervisor. 
Classified staff will receive their regular salary. Any payment for jury duty shall be paid to the school district. The employee will 
report to work within one hour on any day when the employee is excused from jury duty during regular working hours. 
 
Leave Types 
Employees are provided with personal leave in accordance with district policies. During such paid leaves, employees shall 
continue to receive all wages/salary and fringe benefits called for by the individual contract or negotiated agreement, if any. The 
leaves provided by the District are to be used for the purpose intended. Abuse of leave privileges affects the students, other staff, 
and the entire District and will not be tolerated. Personal leave is to be used for unavoidable absences due to personal illness or 
injury. 
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All unspecified leave must be exhausted before seeking administrative approval for using medical, bereavement and/or other 
leave for family illness and/or other related incidents. 
 
Employees must complete a leave request on the ODIE system order to receive approval for any days they may miss. In case of 
illness, the request must be turned in the day the employee returns to work. If at all possible, employees should file the form 
before being gone. If this is not possible, it is to be submitted the day the employee returns to work. Appropriate planning and 
measures should be taken by employees in case of emergency leave (i.e. teachers having effective lesson plans and materials 
prepared and readily available for the substitute, etc.). An employee who becomes ill and is unable to work is to contact the 
building secretary or supervisor at the earliest possible time. Before the end of the school day on the first day of the personal 
leave, and on each subsequent day of absence, notification should be made as soon as possible to indicate whether the teacher 
will be able to return to duty on the next duty day. For illnesses or medical situations where the need for the leave can be 
determined in advance, the teacher is to make such advance report of need for leave as soon as possible. 
 
For personal and other leaves, an ODIE request is to be submitted at least five school days prior to the absence, or such other 
advance notice as is practicable under the circumstances. Personal leave requests immediately before or after a holiday and/or a 
scheduled school vacation period may be granted based on a case-by-case basis at the sole discretion of the building principal.  
Employees are expected to be present the first and last day of school. 
 
Personal leave requests made during the first or last scheduled week of school will not be granted-unless an emergency exists. 
All employees who are absent for any period of time because of injury requiring care from a physician or health care provider, or 
for a period of one week or more due to illness, must present a written statement to the administration or supervisor from the 
employee’s physician or health care provider stating that the employee is physically able to return to duty. This statement is to be 
presented in person before the employee returns to duty in order that the present stage of convalescence can be observed and 
discussed. 
 
Personal Leave:  Ten (10) days of unspecified leave per year are granted to classified employees working 20 hours or more per 
week.  Unused days will be accumulated as medical leave, up to a maximum of 40 days. Days of leave are available for 
classified employees as a security and insurance against emergencies or illness during employment and are not redeemable as 
severance pay upon separation from the district. This leave may be used for illness, bereavement, or personal obligations that 
arise.   
 
Medical Leave. Any leave will first be taken from the unspecified leave days that are granted each year, and then from 
accumulated medical leave.  Classified employees who use medical leave must indicate the illness on the ODIE system. When 
doctor or dental appointments cannot be made outside of the employee’s work schedule, personal leave can be used to cover 
the time needed for such appointments. Absences which exceed the employee’s accumulated leave days are not paid. However, 
an employee may elect to use vacation time as additional medical leave. In the case of any extended periods of absence (three 
or more days) due to illness or injury, the supervisor may require a doctor’s written statement verifying the need for continued 
leave and specifying the probable time the employee will be able to return to work. 
 
When an employee becomes aware of medical circumstances which require an extended periods of absence, he/she should 
notify his/her immediate supervisor. The employee must furnish a statement from the attending physician (1) confirming the 
condition, (2) advising the district of the scheduled date of surgery or the expected delivery date, and (3) providing the date 
beyond which the employee should not continue to work and an opinion as to the employee’s physical and/or mental ability to 
continue to perform the duties of his/her job description.   
 
Use of medical leave for purposes other than personal illness or abuse of the medical leave provisions may result in disciplinary 
action, including cancellation of the medical leave provision for the employee or termination.  
 

Personal Leave. Personal leave may be granted to employees for the purpose of meeting business obligations or for 
unforeseen emergencies. Personal leave days are taken from unspecified leave days.  No personal leave will be 
approved after the ten unspecified days are used up.  Requests for Personal leave should be submitted to the 
immediate supervisor via the ODIE System as far in advance as possible. All personal leave requests must be 
submitted to the office of the superintendent for consideration. Personal leave requests made during the first or last 
scheduled week of school will not be granted-unless an emergency exists. 
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Bereavement Leave. Classified employees are eligible for full pay for absence in case of death or critical illness in the 
immediate family (child, spouse, parent- as defined by the Family and Medical Leave Act) or close, personal friends.  
Bereavement days will be taken from unspecified and accumulated medical leave as needed. 
 
Leave Without Pay. A leave of absence without pay may be granted the employee’s immediate supervisor for a period 
of time up to three (3) consecutive days provided: 

1. You present to your supervisor your reason(s) in writing. 
2. The time requested does not negatively affect the efficiency of the school operation. 
3. A substitute, if necessary, can be employed prior to the commencement of your leave. 

Extensions and/or longer requests for absence without pay shall be at the discretion of the Superintendent of Schools. 
 
Holidays:  Full-time classified employees are eligible for the following paid holidays which fall during their months of 
employment: 

• Labor Day 
• Thanksgiving Day    
• Memorial Day    
• Christmas Day 
• January 1     
• July 4     

An employee must be actively employed the workday before and after the holiday, or vacation, to be paid for the 
holiday.   
 
Vacation:  Twelve-month employees are eligible for paid vacation according to the following schedule: 
 0-1 year 5 days per year 
 2-5 years 10 days per year 
 6-10 years 12 days per year 
 11+ years 15 days per year 
 
Nine-month employees and part-time employees do not receive paid vacation days.   

 
There is no carry-over or accumulation of unused vacation leave from one year to the next. Any unused vacation days 
remaining at the end of the year shall be subtracted from the number of vacation days the employee can accumulate, 
such that the total vacation days will not exceed the maximum in the above schedule. Upon ending employment, 
unused vacation days will not be paid except to the extent required by law. 
 
No more than ten (10) days may be taken consecutively. In most cases, the head custodian and Superintendent will 
arrange two-week periods of vacation time for custodial and maintenance personnel during the summer. All vacation 
days must be approved by the supervisor prior to using the days. If an emergency arises for which an employee 
wishes to use vacation days, the employee should notify the supervisor of such intention at the earliest possible 
opportunity. Normally, vacation days are to be scheduled during the summer months when school is not in session and 
a substitute is not required. Vacation days are non-accumulative and may not be carried over to the succeeding year.  
 
Personal leave cannot be granted during scheduled vacations nor used immediately prior to or following vacations 
days. All vacations must be used prior to August 1st of each employment year. 

 
Military and Family Military Leave:  
Military leave and family military leave will be granted to the extent required by state and federal law. 
 
Employees requesting military leave must notify the Superintendent as soon as they receive notification of activation. 
   
Employees are to attach a copy of their orders to a District leave request form when they prepare the request for military leave. 
Employees requesting to take family military leave under the Nebraska statutes must notify the Superintendent at least 14 days 
in advance of taking such a leave if the leave will be for 5 or more consecutive days, consult with their supervisor to schedule the 
leave so as to not unduly disrupt operations of the school, and for leaves of less than 5 days, notify the Superintendent of the 
leave request as soon as practicable. 
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Family military leave under the Family and Medical Leave Act (FMLA) will be provided in accordance with that law and subject to 
the provisions of the Board policy pertaining to FMLA leave. 
 
Employees who are members of the National Guard, Army Reserve, Naval Reserve, Marine Corps Reserve, Air Force Reserve, 
or Coast Guard Reserve (hereinafter, “reserves”), are entitled to a military leave of absence from their respective duties, without 
loss of pay, when employed with or without pay under the orders or authorization of competent authority in the active service of 
the state or of the United States. Employees who normally work or are normally scheduled to work 120 hours or more in three 
consecutive weeks shall receive a military leave of absence of 120 hours each calendar year. Employees who normally work or 
are normally scheduled to work less than 120 hours in three consecutive weeks shall receive a military leave of absence each 
calendar year equal to the number of hours they normally work or would normally be scheduled to work, whichever is greater, in 
three consecutive weeks. Such military leave of absence may be taken in hourly increments and shall be in addition to the 
employee’s regular annual leave. 
 
When the governor of this state shall declare that a state of emergency exists, and any employee who is a member of the 
reserves is ordered to active service of the state, the employee shall be granted a state of emergency leave of absence until 
released from active service by competent authority. The leave of absence shall not be a military leave of absence; other forms 
of leave may be granted. The employee shall receive normal salary or compensation minus the state active duty base pay the 
employee receives in active service of the state. 
 
Retirement:   
District employees who are over age 21 and employed fifteen (15) or more hours per week must participate in the Public 
Retirement System of the State of Nebraska. The cost of participation is set by the Legislature and is deducted from the monthly 
payroll check. The district and the state also make contributions for each eligible employee. Upon termination of employment, an 
employee may apply to the Retirement Office, PO Box 94816, Lincoln, NE  68509, for return of the employee’s contributions 
made to the Nebraska School Employees Retirement System. However, the employee also may leave the money in his/her 
account. The methods for determining retirement benefits have been revised periodically by the Nebraska Legislature; therefore, 
each employee is encouraged to contact the Nebraska Retirement System to verify years of experience and to determine his/her 
particular benefits. For information, write to:  Director, Nebraska Retirement System, PO Box 94816, Lincoln, NE  68509. 
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Article IV – Duties and Responsibilities 
 
Bus Drivers:   
Regular route bus drivers will be paid an hourly rate.  Drivers will be responsible for keeping track of their hours on their bus logs.  Route 
hours must be turned in at the end of each month. 
 
Activity drivers will be paid an hourly rate to be determined each year by the Board of Education.  Drivers will be paid from the time they 
start the pre-trip inspection until they put the bus away after the trip, except for overnight trips.  For overnight trips, drivers will be paid 
from the time they start the pre-trip inspection until they bring the students back to the hotel for the night for each day they are on the trip.  
Activity drivers will be expected to stay at the event and the school will pay for their entry fee.  Drivers may choose to stay on the bus 
during the event, but will need to stay at the location of the event.   
 
Bus drivers living outside of the city limits of Loup City shall be reimbursed for their mileage to the school at the state rate.  
 
Staff filling in for bus routes will need to clock out of their full time position and clock back in at the conclusion of the route. 
 
Cell Phone Use:   
Classified Staff shall refrain from using their cell phones for non-work related activities while they are “clocked in”, especially when 
supervising students.  Cell phones during work time should be restricted to emergencies and work specific communication.   
 
Classified Staff are not allowed to use cell phones while operating a school vehicle.  If it is necessary to use a cell phone while operating 
a school vehicle, the staff member must pull over and place the vehicle in park before using their phone.   
 
Any misuse of cell phones while at work or while operating a school vehicle will result in disciplinary action up to, and including, 
termination of employment. 
 
Dispensing Medication:   
Employees are not permitted to give any medication to students unless trained under state statue Students who need to take prescription 
medicine must have a signed parent release form on file in the office. Medications are to be taken in the presence of the office staff, the 
nurse, or medication aide and are to be stored in the office. Medical procedures are not to be administered in the classroom except in 
accordance with the District’s Safety and Security Management Plan and the District’s Emergency Protocol (asthma/anaphylaxis 
protocol). 
 
If students must take medication and/or perform medical procedures prescribed by a duly licensed physician during school hours, it is the 
responsibility of the parents or guardians to sign permission to dispense the medicine at the school and to submit a note or prescription 
from the physician authorizing the medicine and/or medical procedure. School district personnel will not administer medicine, including 
over the counter medicine, without this signed form and note or prescription. Any medication brought to school needs to be properly 
labeled. The label should include the following information:  Student’s name, name of medication, dosage needed, and time of 
dispensing the medication. 
 
Duty Day:   
Classified employees’ work assignments may or may not be related to the regular school day. Classified employees are expected to 
know their duty dates and times, and to be on time for work. 
 
Hours of Work, Duties & Meetings:   
Regular, dependable attendance at work is an essential function for all employees.    
 
Employees shall attend meetings called by the administration, department heads and team leaders, except those meetings which are 
designated for optional attendance.  Classified employees will clock in for any meetings that are held on non-regular work days. 
 
Leaving School:   
Employees are to be on duty at all times during the assigned work day. Employees may not leave school or their assigned area during 
duty hours without approval of the administration or supervisor. Employees who leave the school during their designated lunch period 
must check out with the office. Employees who leave during their work hours for an approved absence must check out with the office or 
their supervisor when leaving, and check back in upon return. Employees who need to leave during the school day for reason of illness 
or emergency are to check out with their supervisor and make sure that a responsible person has been notified of their unexpected 
absence so work coverage may be provided.    
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Managing Student Conduct:   
All employees are responsible for all students in the hallways, in the rest rooms, at assemblies, at pep rallies, and during lunch. 
 
Reporting Child Abuse:   
Nebraska State Law and school policy mandates school officials to make a report to the proper law enforcement agency or the 
Department of Health and Human Services (Child Protective Services) when there is reasonable cause to believe that a child has been 
abused or neglected, or a child is in a situation which would reasonably result in abuse or neglect. According to Nebraska State Law, 
abuse or neglect means knowingly, intentionally, or negligently causing or permitting a minor child to be:   

a) Placed in a situation that endangers his or her life or physical or mental health;   
b) Cruelly confined or cruelly punished;   
c) Deprived of necessary food, clothing, shelter, or care;   
d) Left unattended in a motor vehicle if such minor child is six years of age or    younger;   
e) Sexually abused; or   
f) Sexually exploited by allowing, encouraging, or forcing such person to solicit for or engage in prostitution, debauchery, public 

indecency, or obscene or pornographic photography, films, or depictions. 
Employees are to inform their principal or supervisor in the event they become aware of child abuse or neglect.  
 
School employees who have reasonable cause to suspect a child is a victim of abuse or neglect, or who observe conditions which 
reasonably would result in abuse or neglect, shall report such incidents to the proper authorities. The employee shall make an oral report 
to the local law enforcement agency by telephone, followed by a written report if necessary. The report will include all information 
required by law. 
 
Role of Paraprofessionals:   
Paraprofessionals provide valuable assistance in the educational process and allow teachers to carry out their responsibilities in a more 
efficient and effective manner. A Paraprofessional must not, however, assume teaching responsibilities. The teacher must maintain the 
role of leadership and responsibility for the students, with the Para educator in a supportive role.  
 
Paraprofessionals may assist the teacher by, among other tasks, assisting with instructional activities under the direction of the teacher.  
Paraprofessionals are scheduled and supervised by the building principal(s). Paraprofessionals are to work only on their assigned work 
days and within their assigned work day. If a teacher requests a Para educator to work hours other than the assigned work hours or 
assigned work day, the administration should be contacted for approval. 
 
Supervision of Students: 
Proper supervision of students is an important responsibility for ALL employees.  
 
Contact the Office for Assistance:  The administration should be contacted immediately when a situation exists which could cause injury 
to students or others. Examples include: 

• student fight 
• student health problem (fainting, bleeding, high temperature, difficulty breathing, etc.); if the office cannot be immediately 

located, call 911 if the problem appears to be of immediate and serious concern  
• a report or a suspicion that a student has a weapon or other dangerous item or drugs, alcohol, or other illegal substances 
• presence of an intruder (a non-student or staff member who refuses to go to the office)  

 
Student Searches: Administration should also be contacted before performing searches of students or their belongings. Employees may 
direct a student suspected of having an item in violation of school rules to wait with you until another adult is present, or to follow you to 
the office if you can leave your assigned area without causing risk of harm to others. Do not use physical force to detain the student or to 
make the student accompany you except as reasonably necessary to protect the student or others. 
 
Student Rights:  Students should be treated fairly and given the same treatment without consideration of race, color, religion, gender, or 
disability. Students who need special accommodations should be given those accommodations as needed for them to participate in 
school and school activities. Further, students have the right to have their school records kept confidential. Such information should be 
shared only with other school staff with a need to know the information to perform their duties 
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Article V – Personal and Professional Conduct 
 
Attire:   
It is important for employees to project a professional, responsible, adult image to students, parents, and co-workers. Appropriate 
attire and grooming is one of the means of projecting such an image. Employees are expected to maintain conservative and 
professional attire and grooming when on duty. As a minimal guide, employees should not wear clothing which students would 
not be permitted to wear at school. Employees should wear clothing which is safe and suitable for their work assignments; and 
avoid clothing which may be caught in machinery. The administration may establish more detailed guidelines for individual 
employees should that be necessary.   
 
Ethics Standards:   
The Loup City Public Schools expects all its employees to adhere to high ethical standards. 
 
Classified employees must adhere to ethics standards which are modified from those established by the Nebraska Department 
of Education for certificated employees. The classified school employment job ethics standards which classified employees are 
expected to adhere to include those set forth below.   
 

Principle I - Commitment as a School Employee: Employees shall exhibit good moral character, maintain high 
standards of performance and promote equality of opportunity. In fulfillment of the employee's contractual and personal 
responsibilities, the employee: 
A. Shall not interfere with the exercise of political and citizenship rights and responsibilities of students, colleagues, 

parents, school patrons, or school board members. 
B. Shall not discriminate on the basis of race, color, creed, sex, marital status, age, national origin, ethnic 

background, or handicapping condition. 
C. Shall not use coercive means, or promise or provide special treatment to students, colleagues, school patrons, or 

school board members in order to influence personal decisions. 
D. Shall not make any fraudulent statement or fail to disclose a material fact for which the employee is responsible. 
E. Shall not exploit school relationships with students, colleagues, parents, school patrons, or school board members 

for personal gain or private advantage. 
F. Shall not sexually harass students, parents or school patrons, employees, or board members. 
G. Shall not engage in conduct involving dishonesty, fraud, deceit, or misrepresentation in the performance of job 

duties. 
H. Shall report to the Superintendent any known violation of paragraphs B or E above. 
I. Shall seek no reprisal against any individual who has reported a violation of this rule. 

 
Principle II - Commitment to the Student: Mindful that the employee’s classified position exists for the purpose of 
serving the best interests of the school district’s students and patrons, the classified employee shall perform his/her job 
duties with genuine interest, concern, and consideration for the student. The employee shall work to stimulate the spirit 
of inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation of worthy goals. In fulfillment 
of the obligation to the student, the employee: 
A. Shall make reasonable effort to protect the student from conditions which interfere with the learning process or are 

harmful to health or safety. 
B. Shall keep in confidence personally identifiable information that has been obtained in the course of employment, 

unless disclosure is approved by the administration or is required by law. 
C. Shall not discipline students using corporal punishment. 

 
Principle III - Commitment to the Public:  The magnitude of the responsibility inherent in the education process 
requires dedication to the principles of our democratic heritage. The classified employee bears responsibility for 
instilling an understanding of the confidence in the rule of law, respect for individual freedom, and a responsibility to 
promote respect by the public for the integrity of the profession. In fulfillment of the obligation to the public, the 
employee: 
A. Shall not misrepresent an institution with which the employee is affiliated, and shall take added precautions to 

distinguish between the employee's personal and institutional views. 
B. Shall not use institutional privileges for private gain or to promote political candidates, political issues, or partisan 

political activities. 
C. Shall neither offer nor accept gifts or favors that will impair judgment to be exercised in the course of employment. 
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D. Shall support the principle of due process and protect the political, citizenship, and natural rights of all individuals. 
E. Shall not commit any act of moral turpitude, nor commit any felony under the laws of the United States or any 

state or territory. 
F. Shall, with reasonable diligence, attend to the duties of the employee’s position. 

 
Principle IV - Commitment to Classified Position Employment Practices: The employee shall regard the 
employment agreement as a pledge to be executed both in spirit and in fact. The employee shall believe that sound 
personnel relationships with governing administration and board of education are built upon personal integrity, dignity, 
and mutual respect. In fulfillment of the obligation to professional employment practices, the employee: 
A. Shall apply for, accept, offer, or assign a position or responsibility on the basis of preparation and legal 

qualifications. 
B. Shall not knowingly withhold information regarding a position from an applicant or employer, or misrepresent an 

assignment or conditions of employment. 
C. Shall give prompt notice to the employer of any change in availability of service. 
D. Shall conduct job related business through designated procedures, when available, that have been approved by 

the employing agency. 
E. Shall not assign to unqualified personnel, tasks for which an employee is responsible. 
F. Shall permit no commercial or personal exploitation of his or her professional position. 
G. Shall use time on duty and leave time for the purpose for which intended. 

 
Evaluations:   
Evaluations of classified employees will be conducted in accordance with the District’s evaluation policy. Supervisors reserve the 
right to observe, appraise, or evaluate employees more frequently than required by policy on an as-needed basis. Employees 
are expected to participate constructively and positively in the evaluation process and to accept and implement constructive 
suggestions and improvement strategies developed by the administration. Employee performance and/or actions which interfere 
with the District’s goal to provide a positive and safe educational environment are not tolerated. 
 
New classified employees are evaluated formally at the end of the 60 or 90 day training period. All classified personnel are 
evaluated at least once a year by the assigned supervisors. Employees needing to improve their performance may be evaluated 
more frequently. An Employee Performance Review form is used to conduct the annual evaluation. As part of the evaluation 
process, the supervisor meets with the employee, shares the evaluation, and makes plans for improvement if necessary.  The 
Performance Review form is placed in the employee’s personnel file. If an employee wants to respond to the evaluation, he/she 
must submit a written response to the supervisor and request that it be attached to the evaluation. If the overall rating of the 
“Performance Review” is “not satisfactory”, an improvement plan is filed with the evaluation. 
 
 
Medical Examinations:  Medical examinations are not routinely required of all applicants or employees. However, certain 
minimum standards of health and physical ability are required of employees in some job categories. If the District requires a 
physical exam as a condition of employment, the exam will be conducted after an offer of employment has been made, will relate 
to job performance capabilities, and will be required for all new employees in the same category (Title I of ADA). Cost of these 
exams will be at District expense. 
 
Special examinations or clinical tests may be necessary to determine employee’s fitness to return to work due to injury or illness.  
In such cases, the District will select the physician, make arrangements for the examination, and assume responsibility for the 
expenses. The District may also require reports from employees own health care providers, at the expense of the employees. 
Since medical office hours are limited to the common work day, a supervisor may excuse an employee, without loss of pay or 
leave, to go for job-related examinations or tests which cannot be scheduled during the employee’s off-duty hours. 
 
Outside Employment:  Employees shall not perform other work or duties unrelated to District employment during duty hours. In 
addition, employees shall not engage in employment which conflicts with their school duties. Employees are not required to notify 
the District of outside employment. 
 
Professional Boundaries Between Employees and Students:  All employees are expected to observe and maintain 
professional boundaries between themselves and students. A violation of professional boundaries will be regarded as a form of 
misconduct and may result in disciplinary action. 
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Relationships:  
 It is important for employees to maintain an effective working relationship with the administration and co-workers - including 
teachers and other support staff – as well as students, parents, and district patrons. Employees are also to maintain appropriate 
relationships with students. Appropriate relationships are established by extending social courtesies, following through on 
commitments and promises, complying with administrative directives and Board polices, being honest and consistent, and not 
intruding into personal matters outside the scope of duties or gossiping or spreading rumors about others. 
 
Role Model:  All employees serve as role models for students and their actions and conduct reflect on the school as a whole. All 
employees are in all respects to conduct themselves in a manner supportive of the mission of the school
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Article VI – Use of School Facilities and Equipment 
 
Asbestos Notification:   
The Loup City Public Schools is in compliance with all health laws and the Environment Protection Agency (EPA) in regard to 
asbestos in our school buildings. Asbestos has been identified in the following areas: 
Primary Building: Vinyl floor tile and flue insulation on boiler   
Original Middle School Structure: Vinyl floor tile 
 
None of the above asbestos materials pose an immediate health problem to employees or students. The school will continue to 
periodically inspect and monitor these areas. Our Asbestos Management Plan is available for review at all buildings and the 
Office of the Superintendent, 800 North 8th Street, Loup City. 
 
Bulletins, Announcements, Displays:   
Employees are responsible for keeping current with daily/weekly announcements, bulletin updates, and electronic messages for 
administrative memos, announcements, and/or changes. Likewise, daily announcements must be submitted to the office by 2 
p.m. the previous day.  
 
Bulletin boards, display cases, doors, walls, hallways, windows, lockers, etc. are available for school-related and approved 
materials to be posted and displayed. All display items posted or materials for distribution in the school must be appropriate for 
school use, meeting the approval of the administration. The person or organization responsible for displaying or distributing the 
materials is responsible for cleanup after the event. 
 
Care of School Property:   
Employees are responsible for the proper care of all books, equipment, supplies and furniture supplied by the school. If an item 
is in need of maintenance or repair, report it to the administration or supervisor. If you learn that a student or employee has 
damaged school property or equipment, or if you are responsible for damage to school property, promptly report it to the 
administration or supervisor so the item may be replaced or repaired if possible and appropriate responsibility for the cost of 
replacement or repair may be determined.  
 
Copyright and Fair Use Policy:   
It is the school’s policy to follow the federal copyright law. Employees are reminded that, when using school equipment and when 
completing course work, they also must follow the federal copyright laws. The federal copyright law governs the reproduction of 
works of authorship. Copyrighted works are protected regardless of the medium in which they are created or reproduced; thus, 
copyright extends to digital works and works transformed into a digital format. Copyrighted works are not limited to those that 
bear a copyright notice. 
 
The “fair use” doctrine allows limited reproduction of copyrighted works for educational and research purposes. The relevant 
portion of the copyright statue provides that the “fair use” of a copyrighted work, including reproduction “for purposes such as 
criticism, news reporting, teaching (including multiple copies for classroom use), scholarship, or research” is not an infringement 
of copyright. The law lists the following factors as the ones to be evaluated in determining whether a particular use of a 
copyrighted work is a permitted “fair use,” rather than an infringement of the copyright: 
 

• the purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit 
educational purposes; 

• the nature of the copyrighted work; 
• the amount and substantiality of the portion used in relation to the copyrighted work as a whole, and 
• the effect of the use upon the potential market for or value of the copyrighted work. 

 
Although all of these factors will be considered, the last factor is the most important in determining whether a particular use is 
“fair.” Students should seek assistance from a faculty member if there are any questions regarding what may be copied.  
 
District Website and Social Media:   
The district website and other approved social media outlets provide means of discriminating information to the community about 
school events and classroom activities, and provide an effective line of communication between the community, staff and 
students. The superintendent’s administrative assistant is responsible for implementing the web site regulations and posting 
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materials to be published on the web site. All web s on the web site will conform to this policy and the corresponding regulations. 
 
Individual staff members may be granted rights to post information on the district’s social media outlets. Staff members who post 
to social media should keep in mind the purpose, goals and high academic standards of the district when using social media. 
 
Drug-Free Workplace:   
The district will implement regulations and practices which will insure compliance with the Federal Drug-Free Schools and 
Communities Act and with the Omnibus Transportation Employee Testing Act of 1991, and all regulations and rules promulgated 
pursuant thereto. 
Drugs and Alcohol Prohibited - Standards of Conduct for Employed Staff:  The unlawful manufacture, possession, selling, 
dispensing, use or being under the influence of alcohol or any alcoholic beverage or alcoholic liquor in the work place on school 
grounds or during an educational function, or event off school grounds, or off school grounds if there is a substantial interference 
with school purposes, is prohibited. The possession, selling, dispensing, use or being under the influence of any controlled 
substance or drug, including but not limited to marijuana, any narcotic drug, any hallucinogen, any stimulant, or any depressant 
on school grounds, or during the educational function or event off school grounds, or off school grounds if there is a substantial 
interference with school purposes, is prohibited. The possession, selling, dispensing, use or being under the influence of any 
abusable glue or aerosol paint or any other chemical substance for inhalation, including but not limited to lighter fluid, whiteout, 
and reproduction fluid, when such activity constitutes a substantial interference with school purposes on school grounds or 
during and educational function, or event off school grounds, is prohibited. 
 
The possession, selling, dispensing or use of any look-alike drug or look-alike controlled substance when such activity 
constitutes a substantial interference with school purposes on school grounds or during an educational function, or event off 
school grounds, is prohibited. 
 
Any prescription or non-prescription drug, medicine, vitamin or other chemical may not be taken unless authorized as stated in 
the next section on authorized use 
 
Employed Staff 

1. Violation of this policy may result in disciplinary sanctions, including but not limited to, suspension, non-
renewal, termination or cancellation of a certificated employee's contract pursuant to Neb. Rev. Stat. § 79-
829 R.R.S., the suspension or termination of employment of a non-certificated employee, completion of an 
appropriate rehabilitation program, referral to law enforcement authorities for prosecution, and filing of a 
complaint with the Professional Practices Commission. 

2. All employees shall be given a copy of the standards of conduct and disciplinary sanctions required, and 
notified that compliance with the standards of conduct is mandatory. 

 
Lost and Found:   
Employees who find lost articles are asked to take them to the office, where the articles can be claimed by the owner.   
 
Safety: 
Safety Program and Safety Committee:  The District has established a Safety and Security Management Plan which includes 
safety and security plans and procedures, including plans and procedures to address emergency and crisis situations. 
Employees are expected to be familiar with and to comply with the Safety and Security Management Plan. The Plan may be 
obtained from the office. The District also has a safety committee to address employee accidents, injuries and work place 
conditions. Representatives are appointed by the administration to serve on the committee. If you have a desire to serve on the 
committee, you should contact the administration or your supervisor. Employees can make suggestions and/or report concerns 
to the safety committee or the administration. 
 
Safety Practices:  Guidelines for safe work practices which teachers should follow include the following:  

1. Never stand on chairs, counters, tables, etc. Only use step stools, ladders and locking stools to stand, climb, etc., to 
reach high places, put things on bulletin boards, etc. 

2. Always wear protective equipment (i.e., goggles, aprons, gloves, and ear protection). 
3. Wipe up spills or report promptly to appropriate personnel. DO NOT assume someone else will do it. 
4. Be aware of your surroundings. Keep your work area/room clean and pick up clutter, debris, etc. 
5. Identify and report all hazards (i.e., broken equipment, broken or uneven floor surfaces, non-operating tools, windows, 
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doors, etc.). Follow up if not repaired. 
6. Do not use equipment if you are not familiar with it or operate machinery without proper training. 
7. Do not carry heavy or bulky objects. Get a cart, dolly or assistance. Know how to properly lift. 
8. Report any injuries or medical problems to your supervisor immediately and complete an accident report.   
9. Wear seatbelts when in school vehicles where provided. 
10. Do not do repetitive tasks for long periods of time (i.e., keyboarding, dipping cookies, cutting out things, filing, typing, 

etc.). Take breaks, learn and do stretching exercises, etc. Every accident in the school building, on the school grounds, 
at practice sessions, or at any athletic event sponsored by the school must be reported immediately to the office.  

11. Do not engage in “horse play.” Such conduct is a common cause of injuries and is not consistent with job duties. 
 
As required by law, approved safety glasses will be required of every student and employee while participating in or observing 
vocational, technical, industrial technology, science, and art classes. All visitors to these areas must check out a pair of safety 
glasses when entering any of these areas.   
 
Use of Personal Vehicles: Employees who drive school vehicles must have a valid driver's license and proof of insurance. 
Employees will be provided a Driver’s Certification form to verify this information and to be given instruction on emergency 
evacuation and first aid. Employees who drive school vehicles or transport students in their personal vehicles are responsible for 
following safe driving practices, including use of seat belts by all occupants, and are responsible for any injury or accident. 
Employees are not to use cell phones while driving a school vehicle or while transporting children. 
 
Accidents:  Every accident which results in a personal injury must be reported to the office immediately. In the event the injury 
involves a student, the employee responsible for the student either as teacher, coach or sponsor is responsible for making the 
report. If the injury occurs in the presence of the teacher, the teacher is also responsible for making a report.   
 
Workers Compensation: Employees are required to immediately report any work-related injury and/or work-related medical 
condition to their supervisor and complete all appropriate paperwork.  
 
District Crisis Team:  Loup City Public Schools has a team of faculty and administrators organized should a crisis issue arise for 
the District (i.e. death of a student, death of a teacher, disaster, etc.). School operational guidelines and procedures have been 
developed and will be monitored by this committee. The committee is headed by the High School Guidance Counselor. Should a 
faculty member learn of a situation that may require the attention of the crisis team, they should alert the administration or the 
High School Guidance Counselor. Other faculty will be notified as conditions develop. Every teacher should be knowledgeable of 
the proper emergency procedures and instruct their students of such procedures, and have the District’s “Emergency Procedures 
Guide” flip chart accessible for immediate reference. 
 
District Exposure Control Plan:  To safeguard the health and well-being of District employees and promote a safe work 
environment, the Loup City Public Schools has developed this “Exposure Control Plan” to reduce exposure to Hepatitis B Virus 
(HBV), Human Immunodeficiency Virus (HIV), and other blood borne pathogens to which employees may be exposed in their 
workplace. Copies of the Exposure Control Plan are kept in the office of the Superintendent, 7-12 Principal’s Office, and the 
Nurse’s Office. 
 
The employees of the Loup City Public Schools have the most important role in the blood borne pathogens compliance program, 
for the ultimate execution of much of the Exposure Control Plan rests in their hands. In this role the employees function as 
follows: 

1. Know what tasks they perform that have occupational exposure. 
2. Attend the blood borne pathogens training sessions applicable to their exposure/risk level. 
3. Plan and conduct all activities in accordance with established work practice controls. 
4. Develop and practice good personal hygiene habits. 
5. Read the school’s Exposure Control Plan and training handbooks (may be obtained from the administration or school 

nurse). 
 
Personal Protective Equipment (PPE) Locations 
  Types of PPE   Location(s) 
  Disposable Gloves   Nurse’s Office, School Offices    
      Custodial Offices 
      Teacher Work Areas 
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  Pocket/CPR Mask   Nurse’s Office 
      School Offices 
  Gloves, CPR Mask & Sponges  Elementary Buildings’ Fanny Packs 
  Utility Gloves/Dustpan & Broom Custodian’s Office 
 
Emergency Protocol:  The Board recognizes that emergencies may arise that justify the use of emergency response to life 
threatening asthma and systematic allergic reactions ("anaphylaxis"). To this end, the Board adopts the Emergency Response to 
Life Threatening Asthma or Systemic Allergic Reactions Protocol (“Emergency Protocol”) as required by state regulation and 
directs the administration to establish rules and procedures to implement the protocol.  
 
Emergency Protocol –Students:  The administration adopts the Emergency Protocol set forth in Nebraska Department of 
Regulation Rule 59, Appendix A, as such protocol may be amended from time to time.  
The Emergency Protocol shall be implemented, and the equipment and medication necessary to implement the Emergency 
Protocol shall be maintained, at each school building while school is in session. The administration shall designate employees to 
be responsible for implementing the Emergency Protocol and will provide training to such designated employees. 
 
For purposes of the Emergency Protocol, the phrase “while school is in session” is defined as the core instructional school day. 
The “core instructional school day” is defined as that portion of each day school is in session during which teachers are on duty 
to provide and students are scheduled to receive instruction in the School District’s curriculum, generally beginning at 7:50 a.m. 
and ending at 3:50 p.m. The Emergency Protocol shall not be required to be implemented other than in the school buildings 
while school is in session, and as such is not required to be implemented at extracurricular activities, on school buses, or during 
school field trips. Implementation of the Emergency Protocol at such non-mandatory times or places shall be made in the 
discretion of the administration and shall be subject to the availability of the employees designated or trained in implementation 
of the Emergency Protocol and the availability of the necessary equipment and medication at such times or places.  
 
Employee Indemnification for Emergency Protocol: The Board understands that employees may be reluctant to undertake the 
task of administering the Emergency Protocol due to the potential threat of personal liability. Accordingly, it shall be the policy of 
this District to indemnify and hold harmless those employees who take actions in accordance with and pursuant to the 
Emergency Protocol. This indemnification shall be secondary to and not replace any insurance coverage applicable to any claim 
against the employee. To receive such indemnification, the Board of Education shall by majority vote of a quorum of the Board 
determine that the employee had completed the training to administer the Emergency Protocol, did not intentionally fail to follow 
the Emergency Protocol or was not grossly negligent in the administration of the Emergency Protocol, and acted in good faith 
and in a manner which the employee reasonably believed to be in or not opposed to the best interests of the school district. 
 
Salespersons:   
Employees need not allow, and should not permit, any salesperson or representative or agent of any commercial enterprise or 
theatrical presentation to contact the teacher while engaged in the teacher’s duties except for such times as may be designated 
by the administration. By law, the hours of no solicitation are between 8:30 a.m. and 5:00 p.m. on all days school is in session. If 
you are required to be at work earlier than 8:30 a.m., the hours are extended to that earlier time as well. 
 
Employees shall not use classrooms, buildings or other school property for personal use or profit without specific approval from 
the administration. Employees shall not use time for which they are on duty or paid by the District to engage in any activity for 
personal financial profit. Any violation of this policy will be held to be willful insubordination. 
 
Security of Desks and Lockers:   
Offices, desks, lockers, file cabinets and other such storage devices (“storage devices”) are owned by the school, are on 
property owned by the school, and are to be properly cared for and maintained. Appropriate security measures should be used to 
protect school and personal property kept in storage devices from theft or vandalism and to protect confidential student records.   
 
The school exercises exclusive control over school property and reserves the right search offices and storage devices provided 
to or used by employees where permitted by law, such as where reasonable grounds exist for suspecting that a search will turn 
up evidence that the employee has committed work-related misconduct, or that a search is necessary for a non-investigatory 
work-related purpose, such as to retrieve a file. School-related documents or records must remain readily available to 
administration and other appropriate school staff. Any personal items a teacher wants to have kept private should be kept in a 
separate personal storage device, such as a brief case, purse, or backpack.  
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The District is not responsible for any personal property employees may bring to school. Employees are cautioned not to bring 
large amounts of money or items of significant value to school.   
 
Smoke and Nicotine-Free Workplace:   
The use of nicotine products in the District’s buildings and on school grounds, all owned or leased facilities and vehicles are 
prohibited. 
 
Use of District Computer Network and Internet Acceptable Use:   
The use of computers, technology and the Internet must be consistent with the educational objectives of the School District. All 
School District electronic resources must be used in a responsible, efficient, ethical and legal manner. Failure to adhere to these 
regulations will result in loss of user privileges, disciplinary action, dismissal and/or appropriate legal action. 
 
Privileges: The use of the District's electronic networks is a privilege, not a right. The Building Principal will make all decisions 
regarding whether or not a user has violated this authorization and may deny, revoke, or suspend access at any time. 
 
Unacceptable Use: The user is responsible for his or her actions and activities involving electronic resources. Some examples of 
unacceptable uses are: 

1. Using the network for any illegal activity, including violation of copyright or other contracts, or transmitting any material 
in violation of any U.S. or State law. 

2. Unauthorized loading or downloading of software, games or files, regardless of whether they are copyrighted or 
devirused. 

3. Downloading copyrighted material for other than personal use. 
4. Commercial or for-profit uses. 
5. Wastefully using resources, such as file space. 
6. Destroying, modifying or abusing hardware or software. 
7. Gaining unauthorized access to resources, files, passwords or other users' accounts. 
8. Accessing the Internet from a School District access point using a nonschool district Internet account. 
9. Accessing fee services via district technology without specific permission from the Building Principal. 
10. Accessing, receiving, transmitting or re-transmitting material regarding students, parents/guardians or district 

employees that is protected by confidentiality laws. If material is not legally protected but is of a confidential or sensitive 
nature, great care shall be taken to ensure that only those with a "need to know" are allowed access to the material. 
Staff members shall handle all employee and student records in accordance with School District policies and 
regulations. 

11. Invading the privacy of individuals. 
12. Disrupting the work of others. 
13. Posting material authorized or created by another without his/her consent. 
14. Impersonation of another user, anonymity and pseudonyms. 
15. Sending or accessing encrypted information. 
16. Commercial or private advertising or political lobbying. 
17. Accessing, submitting, posting, publishing, or displaying any defamatory, inaccurate, abusive, obscene, profane, 

sexually oriented, threatening, discriminatory, offensive, harassing, or illegal material. 
18. Using or attempting to use the resources while access privileges are suspended or revoked. 

 
No Expectation of Privacy: Use of the District's electronic resources, including e-mail, is not private. The District reserves the 
right to log, monitor, examine, evaluate, and disclose solely at its discretion, the contents of all files, communications, or other 
usage on or conducted through these resources despite any designation of privacy by either the sender or recipient. 
 
No Warranties: The District makes no warranties of any kind, whether expressed or implied, for the service it is providing. The 
District will not be responsible for any damages the user suffers. This includes loss of data resulting from delays, non-deliveries, 
missed deliveries, or service interruptions caused by its negligence or the users' errors or omissions. Use of any information 
obtained via the Internet is at the user's own risk. The District specifically denies any responsibility for the accuracy or quality of 
information obtained through its services. 
 
Indemnification: The user agrees to indemnify the School District for any losses, costs, or damages, including reasonable 
attorney fees, incurred by the District relating to, or arising out of, any violation of these procedures. File: 606.06R2 
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Security: Network security is a high priority. If the user can identify a security problem on the Internet, the user must notify 
appropriate personnel. Do not demonstrate the problem to other users. Users shall not reveal their passwords to other 
individuals. Attempts to logon to the Internet as a system administrator will result in cancellation of user privileges. Any user 
identified as a security risk may be denied access to these resources. 
 
Vandalism: Vandalism will result in cancellation of privileges and will be reported to the legal authorities for possible prosecution. 
Vandalism is defined as any malicious attempt to harm or destroy data of another user, the Internet, or any other network. This 
includes, but is not limited to, the uploading or creation of computer viruses 
 
Limited Resource: Activities that are deemed by the network supervisor to cause unreasonable demand on network capacity or 
disruption of system operation are prohibited. Users shall not post chain letters or engage in "spamming". Spamming is sending 
unsolicited messages to a large number of people, or sending a large number of unsolicited messages to one or a few 
individuals 
 
EMPLOYEE USE OF SOCIAL NETWORKS:  The Superintendent and Administrative Team will annually remind staff members 
and orient new staff members concerning the importance of maintaining proper decorum in the on-line, digital world as well as in 
person. Employees must conduct themselves in ways that do not distract from or disrupt the educational process. The orientation 
and reminders will give special emphasis to: 

1. Improper fraternization with students using Facebook and similar internet sites or social networks, or via cell phone, 
texting or telephone. 

2. Teachers may not list current students as “friends” on networking sites. 
3. All e-contacts with students should be through the district’s computer and telephone system, except emergency 

situations. 
4. All contact and messages by coaches with team members shall be sent to all team members, except for messages 

concerning medical or academic privacy matters, in which case the messages will be copied to the athletic director and 
the principal. 

5. Teachers will not give out their private cell phone or home phone numbers without prior approval of the district. 
6. Inappropriate contact via e-mail or phone is prohibited. 
7. Inappropriateness of posting items with sexual content 
8. Inappropriateness of posting items exhibiting or advocating use of drugs and alcohol 
9. Examples of inappropriate behavior from other districts, as behavior to avoid 
10. Monitoring and penalties for improper use of district computers and technology 
11. The possibility of penalties, including dismissal from employment, for failure to exercise good judgment in on-line 

conduct. 
 
All online communication by District employees during the school day, using District resources, or on behalf of the District is 
subject to District policies. Employees shall maintain a standard of professional responsibility and conducts, realizing their online 
actions at work and at home represent the District. The network systems administrator may periodically conduct internet 
searches to see if teachers have posted inappropriate materials on-line. When inappropriate use of computers and websites is 
discovered, the Principals and Superintendent will promptly bring that inappropriate use to the attention of the staff member and 
may consider and apply disciplinary action up to and including termination. 
 
GUIDELINES FOR EMPLOYEE USE OF SOCIAL NETWORKS 

1. Know and follow District policies and regulations relating to online communications. 
2. District employees are personally responsible for the content they publish on blogs, wikis or any other form of user-

generated media. Remember that what you publish will be public for a long time—protect your privacy. 
3. Anonymity or false screen names should only be used in personal, non-work related online communications. Identify 

yourself, and when relevant, your District, when you discuss professional matters. Write in the first person. You must 
make it clear that you are speaking for yourself and not on behalf of the District. 

4. If you publish content to a website and it has something to do with work you do or subjects associated with your 
District, use a disclaimer such as this: "The postings on this site are my own and don't necessarily represent my 
District's positions, policies or practices." 

5. Respect copyright, fair use and financial disclosure laws. When you do use material from others, where possible link 
back to the source. 

6. Never provide confidential or other proprietary information about your District, your students, or your co-workers. Ask 
permission prior to publishing or reporting on conversations that are meant to be, or might be assumed to be, private or 
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internal to the District and your work. 
7. Be particularly aware of student privacy laws including FERPA. 
8. Don't cite or reference fellow staff members, administrators, parents, volunteers, suppliers, or others associated with 

the District without their approval. 
9. Always maintain professional standards. Absolutely never use ethnic slurs, personal insults, obscenity, or engage in 

any conduct that would not be acceptable in the workplace. You should also show proper consideration for others' 
privacy and for topics that may be considered objectionable or inflammatory—such as politics and religion. 

10. Find out who else is blogging or publishing on the topic, and cite them. 
11. Be aware of your professional responsibilities with online social networks. When you identify yourself as an educator, 

ensure your profile and related content is consistent with how you wish to present yourself with colleagues and clients. 
12. Don't pick fights, be the first to correct your own mistakes, and don't alter previous posts without indicating that you 

have done so. 
13. Be thoughtful about everything published online. If you are angry or frustrated, it is best to avoid using online 

communications. 
14. Be very judicious in disclosing any personal details, as they will be available online for a long time. 
15. Try to add value. Provide worthwhile information and perspective. The District is best represented by its people and 

what you publish will reflect on your District and your community. 
16. Maintaining the trust of others with whom you communicate is critical. If you have a vested interest in something you 

are discussing, be the first to point it out. Nothing gains you more notice in the online social media environment than 
honesty—or dishonesty.  

17. Blogs, wikis, virtual worlds, social networks, or other tools hosted outside of the District’s protected Intranet 
environment should not be used for internal communications among fellow employees. It is fine for fellow employees to 
disagree, but don't use your external blog or other online social media to air your differences in an inappropriate 
manner. 

18. When speaking about other districts or teachers at other districts, be careful about identifying them if the remark may 
be interpreted as being critical of them. You must make sure that what you say is factual and that it does not disparage 
others. 

19. Avoid arguments. Don't try to settle scores or goad others into inflammatory debates. 
20. There are always consequences to what you publish. If you're about to publish something that makes you even the 

slightest bit uncomfortable, review the suggestions above and think about why that is. If you're still unsure, and it is 
related to your work or the District, feel free to discuss it with your administrator. Ultimately, however, you have sole 
responsibility for what you post to your blog or publish in any form of online social media 

 
Use of School Facilities --- Security, Keys, Valuables (Money):  Employees and authorized personnel who are issued keys to 
the school are expected to not lose their keys and to not allow others to have access to or to use their keys. Employees shall 
never share their security codes or key cards with students. Employees are expected not to copy or possess unauthorized keys. 
Employees are permitted to have access to school facilities during non-school time provided such access is for work-related 
purposes. When employees leave the building, they are to close all windows, lock interior doors, make sure that the entry door(s) 
is fully closed and locked, and properly arm the building security alarm system. This is especially important when employees are 
using the school facilities prior to the beginning of the school year and during any weekend or evening usage (i.e. outside of 
regular school hours). Security includes not only maintenance of a secure (locked) building but protection from fire hazards and 
faulty equipment, and as well as the safe practices in the use of electrical, plumbing, and heating equipment. Records and funds 
shall be kept in a safe place under lock and key. 
 
School property is to be used for approved work-related purposes and not for personal purposes or for personal gain or benefit. 
Access to school buildings and grounds outside of regular school hours is endorsed on an organized basis. School grounds are 
available to be used as playgrounds for corresponding neighborhoods but supervision is only provided for LCPS students during 
school hours. Use of school supplies (paper, staples, etc.), school equipment (copiers, fax machines, telephones, etc.), and 
school postage is to be used for approved school-related purposes only. Excess or surplus supplies or equipment, including 
items which have been placed in the trash, should not be removed for non-school use without approval from the administration. 
 
Adequate lighting is provided as one of the best safeguards against illegal entry and vandalism. Employees should be alert to 
strangers or suspicious activity on the school premises. Employees should not hesitate to ask for the name and business of any 
person found on the grounds or in the buildings. Questionable persons or activities should be reported to the supervisor or 
administration immediately. License numbers of unfamiliar cars on or near school grounds should also be reported. This aspect 
also applies to all employees with regard to any and all school property, whether during the school day, after school, or at night. 
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Strangers or suspicious activity should be reported to the local police. 
 
Employees are provided with a key card that allows them access to the weight room.  Employees may use the weight room 
during off hours and the summer at no charge.  It is also requested that employees refrain from using the weight room during 
scheduled student time.  Immediate family members of employees may also use the weight room.  Children under the age of 19 
must be accompanied by the employee.  Students in elementary school may not use the weight room. 
 
For the employee’s own protection, no money should ever be left in classrooms. Collection of money for items purchased by 
students or for school-related aspects will be handled through the administrative offices. Proceeds from sale of concessions 
and/or fund raisers should be taken directly to the central office or left in the bank night depository in a locked deposit bag. All 
funds need to be receipted and purchases paid by school check to comply with auditors recommended procedures. 
 
Use of School Vehicles:  Whether the teacher is using the vehicle for student activity or business trips, the following procedures 
shall be followed: 
 
Reservations:  Teachers are required to fill out the transportation request form and submit it to the appropriate office at least five 
days before the scheduled trip.  Teachers may request certain vehicles for their business trips, but are not guaranteed their first 
preference. 

1. Practice Transportation will be arranged by the Athletic Director and Transportation Director. 
2. Activities Director and Athletic Director will schedule transportation for events and meetings with the Transportation 

Director, including leave times from school. 
3. Field trips, professional development trainings, meeting trips, and all other transportation shall be requested through 

the appropriate principal’s office and will be arranged by the Principal and Transportation Director. 
  
Business Trips:  The Transportation Director will provide the keys to the teacher through the Principal’s Office.  Only one vehicle 
will be sent to any particular meeting or training, unless the number of staff members attending necessitates another vehicle.  
Any staff that does not go with the assigned vehicles must take their own and will not be reimbursed for their travel. 
 
Date of the trip:  No matter the reason for the trip, the following procedures will be expected of all staff members using school 
vehicles: 

1. Conduct a pre-trip inspection based on the list provided in each vehicle. 
2. Write down the date, starting mileage, destination, and any issues noted in the pre-trip inspection on the vehicle log. 
3. Upon return, write down the ending mileage, total mileage for the trip, and any other issues noted during the trip on the 

vehicle log. 
4. Make sure that all garbage is picked up and the vehicle is clean before returning the keys. 
5. Upon return, make sure that the vehicle is parked in the appropriate labeled spot. 
6. If the vehicle has less than ½ tank of gas, staff shall fill the tank before turning in the keys.  Any time gas is added to 

the vehicle, write down the amount of gas added and the total cost on the vehicle form.  The receipt for the gas shall 
also be left in the binder provided in each vehicle. 

 
Use of Telephone:  
To enhance better communication between home and school, as well as internally within the school itself, each classroom is 
equipped with a phone. The use of the phones are not meant to disrupt instruction, so should be used at only appropriate times 
(planning time, breaks, noon, between classes, etc.). Personal telephone calls shall not be made during duty time except in the 
event of an emergency. All personal long distance calls must be made utilizing the employee’s personal cell phone or calling 
card. Please use your own assigned security phone code number. Only long distance calls relating to Loup City Public Schools 
business should be made unless cleared by the office.  
 
Long Distance calls can only be made from the K-3, 4-6, 7-12, or the Superintendent’s offices. Local calls can be made from the 
classrooms. To make long distance calls within the 308 area code: dial 1-700-xxx-xxxx (Use 700 instead of 308); you will then 
hear a solid tone. Enter your assigned 3-digit code to complete the connection. For calls outside the 308 area code, dial the 
number with the proper area code and enter your personal code at the tone.  
All faxes will be sent and received through the Elementary office. When you send a FAX, the call is long distance so it will be 
made on your calling code. The secretary will assist with all faxes. 
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Video Surveillance:   
The Board of Education has authorized the use of video cameras on School District property to ensure the health, welfare and 
safety of all staff, students and visitors to District property, and to safeguard District facilities and equipment. Video cameras may 
be used in locations as deemed appropriate by the Superintendent.   
 
Notice is hereby given that video surveillance may occur on District property. In the event a video surveillance recording captures 
a student, employee, or other building user violating school policies or rules or local, state or federal laws, the video surveillance 
recording may be used in appropriate disciplinary proceedings against the student, employee, or other building user and may 
also be provided to law enforcement agencies 
 
Visitors:   
Employees are not to have visitors on school property except on a short-term basis and only with permission of the 
administration. Visitors should follow posted procedures for being on school property.  
 
Weapon-Free Workplace:  The District prohibits any person from being in possession of a weapon at a school attendance 
facility, on school property, at a school-supervised activity, or at a school-sponsored function. Any employee found to be in 
violation of this policy shall be subject to disciplinary action, up to and including termination.  
  
The term "weapon" means an instrument or object used, or which may be used, as a means of attack, defense, or destruction, 
including, without limitation: 

1. Any object which will, or is designed to, or may readily be converted to, expel a projectile by the action of an explosive 
or other means; 

2. The frame or receiver of any object described in the preceding example; 
3. Any firearm muffler or silencer; 
4. Any explosive, incendiary or gas (a) bomb, (b) grenade, (c) rocket, (d) missile, (e) mine, or similar device; 
5. Any bludgeon, sandclub, metal knuckles, or throwing star; 
6. Any knife other than as used for strictly instructional or personal care or eating purposes. A pocket knife with a blade of 

2-1/2 inches or more is a prohibited weapon. A switch-blade knife is prohibited regardless of size of the blade. A 
switch-blade knife is defined as a knife with a blade that opens automatically by hand pressure applied to a button, 
spring, or other device in the handle of a knife, or any knife having a blade that opens or falls or is ejected into position 
by the force of gravity or by an outward, downward, or centrifugal thrust or movement; 

7. Any electronic device designed to discharge immobilizing levels of electricity, commonly known as a stun gun; and 
8. An employee may possess mace or other similar chemical agents in quantity and/or concentration typically designed 

for individual personal defensive purposes shall not be considered as possession of a weapon. Possession of larger 
quantities and/or concentrations of mace or other similar chemical agents than is typically designed for individual 
personal defensive purposes will be considered as possession of a weapon. Usage of mace or other similar chemical 
agents will be considered as usage of a weapon if the usage is found to be for non-defensive purposes. An employer 
who is negligent in their possession of mace or other similar chemical agents will be subject to disciplinary action. 

9. An employee may possess an item which may be considered a weapon where such item is used for instructional 
purposes and the employee has received approval of the administration to possess the item, provided it is used in the 
manner approved and is maintained in such manner as the administration has directed.  

10. Any other object that is designed for or intended for use as a destructive or injurious device. 
 
The phrase "possession of a weapon" includes, without limitation, a weapon in an employee's personal possession, as well as in 
an employee’s motor vehicle, desk, locker, briefcase, backpack, or purse.  
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Article VII – State and Federal Programs 
 
Anti-discrimination & Harassment Policy 
Elimination of Discrimination:  The Loup City Public Schools hereby gives this statement of compliance and intent to comply with 
all state and federal laws prohibiting discrimination or harassment and requiring accommodations. This school district intends to 
take necessary measures to assure compliance with such laws against any prohibited form of discrimination or harassment or 
which require accommodations.   
 
Preventing Harassment and Discrimination  
Purpose:  Loup City Public Schools is committed to offering employment and educational opportunity to its employees and 
students in a climate free of discrimination. Accordingly, unlawful discrimination or harassment of any kind by administrators, 
teachers, co-workers, students or other persons is prohibited. In addition, the Loup City Public Schools will try to protect 
employees and students from reported discrimination or harassment by non-employees or others in the work place and 
educational environment.  
For purposes of this policy, discrimination or harassment based on a person's race, color, national origin, gender, marital status, 
disability, religion or age is prohibited. The following are general definitions of what might constitute prohibited harassment. 
 

In general, ethnic or racial slurs or other verbal or physical conduct relating to a person's race, color, religion, disability 
or national origin constitute harassment when they unreasonably interfere with the person's work performance or 
create an intimidating work, instructional or educational environment. 

 
Age harassment (40 years of age and higher) has been defined by federal regulations as a form of age discrimination. 
It can consist of demeaning jokes, insults or intimidation based on a person's age. 

 
Sexual harassment is defined by federal and state regulations as a form of sex discrimination. It can consist of 
unwelcome sexual advances, requests for sexual favors, or physical or verbal conduct of a sexual nature by 
supervisors or others in the work place, classroom or educational environment. Sexual harassment may exist when: 

• Submission to such conduct is either an explicit or implicit term and condition of employment or of 
participation and enjoyment of the school’s programs and activities; 

• Submission to or rejection of such conduct is used or threatened as a basis for employment related 
decisions, such as promotion, performance, evaluation, pay adjustment, discipline, work assignment, etc., or 
school program or activity decisions, such as admission, credits, grades, school assignments or playing time;  

• The conduct has the purpose or effect of unreasonably interfering with an individual's work or educational 
performance or creating an intimidating, hostile, or offensive working, class room or educational environment. 

• Sexual harassment may include explicit sexual propositions, sexual innuendo, suggestive comments, 
sexually oriented "kidding" or "teasing", "practical jokes", jokes about gender-specific traits, foul or obscene 
language or gestures, displays of foul or obscene printed or visual material, and physical contact, such as 
patting, pinching or brushing against another's body. 

 
An individual who believes he/she has been abused shall notify Angela Simpson, the designated investigator. The alternate 
investigator is Roger Reikfoski. The investigator may request that the individual complete the Abuse Complaint form. Information 
received during the investigation shall be kept confidential to the extent possible. 
 
The investigator, with the approval of the superintendent, or the superintendent has the authority to initiate a harassment 
investigation in the absence of a written complaint. The investigator shall have access to the educational records of the student 
and access to the student for purposes of interviewing the student about the report. 
 
When abuse is reported, the investigator shall make copies of the report and give a copy to the person filing the report, the 
students' parents and the immediate supervisor of the employee named in the report. The employee named in the report shall 
not receive a copy of the report until the employee is initially interviewed. 
 
The investigator shall use discretion in handling the information received regarding an investigation of abuse by an employee, 
and those persons involved in the investigation shall not discuss information regarding the complaint outside the investigation. 
The entire investigative procedure will be thoroughly explained, including the confidential nature of the proceedings, to the 
student and other persons involved in the investigation. 
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The investigator shall notify the parent, guardian or legal custodian of a student of the date and time of the interview and of the 
right to be present or to see and hear the interview or send a representative in the parent's place. The investigator shall interview 
the student as soon as possible, but in no case later than five days from the receipt of a report or notice of the allegation of 
sexual abuse. The investigator may record the interview electronically. 
 
It is the responsibility of the investigator to determine whether it is more likely than not that an incident took place between the 
employee and the student. If the investigator believes the employee committed a sex act with a student or sexually exploited a 
student, the investigator shall defer the investigation and immediately notify law enforcement officials, the superintendent, the 
student's parents and the person filing the report. 
The designated investigator shall not interview the school employee named in a report of abuse until after a determination is 
made that jurisdiction exists, the alleged victim has been interviewed and a determination made that the investigation will not be 
deferred. 
 
If the investigator determines an incident occurred, while not an illegal sex act with a student or sexual exploitation of a student, 
but where the employee engaged in inappropriate, intentional sexual behavior, further investigation is warranted. If further 
investigation is warranted, the investigator may proceed to interview the employee and other individuals who may have 
knowledge of the circumstances contained in the report. Prior to interviewing other individuals who may have knowledge of the 
circumstance contained in the report, the investigator shall provide notice of the impending interview of student witnesses or the 
student to their parent, guardian, or legal custodian prior to interviewing those students. 
 
Within five days of receipt of an investigable report, the investigator shall complete an informal investigation. The informal 
investigation shall consist of interviews with the student, the employee and others who may have knowledge of the alleged 
incident. If the investigator determines that the allegations in the report are founded and that immediate and professional 
investigation is necessary, the investigator may defer further investigation and contact appropriate law enforcement officials, the 
student's parents and the person filing the report. 
 
Within fifteen days of receipt of the report, the investigator shall complete a written investigative report, unless the investigation 
was temporarily deferred. The written investigative report shall include: 

1. The name, age, addresses and attendance center of the student named in the report. 
2. The name and address of the student's parent or guardian and the name and address of the person filing the report, if 

different from the student's parent or guardian. 
3. The name and work address of the employee named in the report as allegedly responsible for the abuse of the 

student. 
4. An identification of the nature, extent and cause, if known, of any injuries or abuse to the student named in the report. 
5. A general review of the investigation. 
6. Any actions taken for the protection and safety of the student. 
7. A statement that, in the investigator's opinion, the allegations in the report are either: 

a. Unfounded. (It is not likely that an incident, as defined in district rules, took place), or 
b. Founded. (It is likely that an incident took place.) 

8. The applicability of exceptions to the investigated incident, or reason for the contact or force used. 
9. A statement that, in the investigator's opinion, any physical contact that occurred was: 

a. Appropriate. (Actions not requiring any disciplinary process), or 
b. Inappropriate. (Actions invoking a disciplinary process as defined in district rules). 

10. The disposition or current status of the investigation and recommendations regarding the need for further investigation. 
11. A listing of the options available to the parents or guardian of the student to pursue the allegations. These options 

include, but are not limited to: 
a. Contacting law enforcement officials. 
b. Contacting private counsel for the purpose of filing a civil suit or complaint. 
c. Filing a complaint with the Nebraska Professional Practices Commission if the employee is a certificated 

employee. 
 

The investigator shall retain the original and provide a copy of the written investigative report to the school employee named in 
the report, the employee's supervisor, the superintendent and the student's parent or guardian. The person filing the report, if not 
the student's parent or guardian, shall be notified only that the investigation has been concluded and of the disposition or 
anticipated disposition of the case. 
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If the investigator's report or law enforcement officials conclude the case involved founded physical or sexual abuse by a 
certificated employee, or the employee admits the violation, or the employee has surrendered the employee's certificate or 
license, the investigator shall file a complaint on behalf of the district after obtaining the superintendent's signature with the 
Nebraska Professional Practices Commission. The investigator shall also arrange for counseling services for the student if the 
student or student's parents request counseling services. 
Information of unfounded abuse shall not be put in the employee's personnel file. 
 
Breakfast and Lunch Programs:   
The District participates in the National School Lunch Program. Employees are expected to keep information about the 
participation of students in the program confidential.   
 
In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discrimination on the 
basis of race, color, national origin, sex, age, or disability.  
 
To file a complaint of discrimination, write: 
 
 USDA, Director 
 Office of Civil Rights’ 
 Room 326-W, Whitten Building 
 1400 Independence Ave, SW 
 Washington, DC  20250-9410 
 
 Or call (202) 720-5964 (voice and TDD)     
 USDA is an equal opportunity provider and employer. 
 
Confidentiality of Protected Health Information:   
It is the policy of the District to develop and implement all necessary practices, policies, and procedures to comply with the 
Health Insurance Portability and Accountability Act of 1996 (HIPAA) where and to the extent applicable and to maintain the 
privacy of protected health information (PHI), as that term is defined by HIPAA, that it receives, obtains, or transmits for 
employees and students. The District designates the Superintendent as its HIPAA privacy officer. Student and employee records 
containing PHI shall be accessible only to those who require such information to carry out their duties.  
 
Designation of Coordinators:  
Any person having inquiries concerning the District’s compliance with anti-discrimination laws or policies or other programs 
should contact or notify the following person(s) who are designated as the coordinator for such laws, policies or programs. The 
contact address for the coordinator is:   Loup City Public Schools, 800 N. 8th St, PO Box 628, Loup City, NE 68853-0628, (308) 
745-0120.  
 

Law, Policy or Program Issue or Concern Coordinator 
Title VI  Discrimination or harassment based on race, color, 

or national origin; harassment 
Superintendent 

Title IX Discrimination or harassment based on sex; gender 
equity 

Superintendent 

Section 504 of the 
Rehabilitation Act and the 
Americans with Disability Act 
(ADA) 

Discrimination, harassment or reasonable 
accommodations of persons with disabilities 

Superintendent 

Homeless student laws Children who are homeless Superintendent 
Safe and Drug Free Schools 
and Communities 

Safe and drug free schools Superintendent 

 
Disclosure of Staff Qualifications:   
The No Child Left Behind Act of 2001 gives parents/guardians the right to get information about the professional qualifications of 
their child’s classroom teachers. The District designates the following information as “directory information” and will give 
parents/guardians such information upon request: 
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1. Whether the paraprofessional has met qualifications required and which of the qualifications they have not. 
 
Disclosure of Student Information to Military Recruiters and Colleges:   
The No Child Left Behind Act of 2001 requires the District to provide military recruiters and institutions of higher education 
access to secondary school students’ names, addresses, and telephone listings. Parents and secondary students have the right 
to request that the school not provide this information (i.e., not provide the student’s name, address, and telephone listing) to 
military recruiters or institutions of higher education, without their prior written consent. Employees are expected to follow these 
requirements.  
 
Grievance Procedure for Persons with a Disability:   
The Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act address discrimination, harassment or 
failure to provide reasonable accommodations to persons with a disability. The following grievance procedure shall be used for 
resolution of complaints of alleged violations of the ADA or Section 504: 
 

1. Complaints shall be filed with the ADA and Section 504 Coordinator. Complaints shall be made in writing, unless the 
Complainant's disability prevents such, in which event the Complaint can be made verbally. 

2. Complaints shall set forth: (a) the name of the Complainant, (b) the address and telephone number or other such 
information sufficient to enable the Coordinator to contact the Complainant, (c) a brief description of the alleged 
violation, and (d) the relief requested by the Complainant. 

3. Complaints shall be investigated by the Coordinator or the Coordinator's designee. Investigations shall be thorough, 
but informal, and the Complainant shall be given a full opportunity to submit evidence relevant to the complaint. 

4. The Coordinator shall make a decision on the Complaint within thirty (30) days of the filing of the Complaint, unless 
such time period is extended by agreement of the Complainant. The decision shall be made in writing, shall set forth 
the Coordinator's proposed resolution of the Complaint, and shall be forwarded to the Complainant 

5. The Complainant shall have ten (10) days from the date the Coordinator's decision is sent to the Complainant to accept 
or reject the Coordinator's proposed resolution, and shall be deemed to have accepted the proposed resolution unless 
the Complainant rejects the proposed resolution within such time period. In the event the complainant rejects the 
proposed resolution, the complainant shall be given the opportunity to file a request for reconsideration within the ten 
(10) days from the date the Coordinator's division is sent to the Complainant. The request for reconsideration shall be 
filed with the Coordinator. The Coordinator shall consider any additional information provided in the request for 
reconsideration and make a decision on the request for reconsideration within 10 (ten) days after the request for 
reconsideration was filed.  

 
Homeless Students:   
The No Child Left Behind Act of 2001 requires that homeless students not be stigmatized or segregated on the basis of their 
status as homeless. Homeless children generally include children who lack a fixed, regular, and adequate nighttime residence. 
The Superintendent serves as the District’s designated Homeless Coordinator and should be contacted for questions relating to 
a homeless student.   
 
Notice of Nondiscrimination:   
It is the policy of Loup City Public Schools to not discriminate on the basis of sex, disability, race, color, religion, veteran status, 
national or ethnic origin, marital status, pregnancy, childbirth or related medical condition, or other protected status in its 
education program, activities or employment policies and provides equal access to designated youth groups.  The following 
person has been designated to handle inquiries regarding the non-discrimination policies: 
 
 Angela Simpson 
 Superintendent 
 800 N 8th Street 
 Loup City, NE 68853 
 308-745-0120  
 angela.simpson@lcpublic.org 
 
Complaints or concerns involving discrimination or needs for accommodations or access should be addressed to the above 
named employee.  For further information about anti-discrimination laws and regulations, or to file a complaint of discrimination 
with the Office for Civil Rights in the U.S. Department of Education (OCR), please contact: 
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 Office for Civil Rights 
 601 East 12th Street, Room 353 
 Kansas City, MO 64106 
 1-800-368-1019 (phone) 
 1-816-426-3686 (fax) 
 1-800-537-7697 (telecommunications device for the deaf) 
 ocr.kansascity@ed.gov 
 
Notification of Rights Under FERPA:   
The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age (“eligible students”) 
certain rights with respect to the student’s education records. They are: 
 

1. The right to inspect and review the student’s education records within 45 days of  the day the district receives a request 
for access. Parents or eligible students should submit to the school principal (or appropriate school official) a written 
request that identifies the record(s) they wish to inspect. The principal will make arrangements for access and notify 
the parent or eligible student of the time and place where the records may be inspected. 

2. The right to request the amendment of the student’s education records that the parent or eligible student believes are 
inaccurate or misleading. Parents or eligible students may ask the school district to amend a record that they believe is 
inaccurate or misleading. They should write the school principal, clearly identify the part of the record they want 
changed, and specify why it is inaccurate or misleading. If the district decides not to amend the record as requested by 
the parent or eligible student, the district will notify the parent or eligible student of the decision and advise them of their 
right to a hearing regarding the request for amendment. Additional information regarding the hearing procedures will be 
provided to the parent or eligible student when notified of the right to a hearing. 

3. The right to consent to disclosures of personally identifiable information contained in the student’s education records, 
except to the extent that FERPA authorizes disclosure without consent. One exception which permits disclosure 
without consent is disclosure to school officials with legitimate educational interests. A school official is a person 
employed by the district as an administrator, supervisor, instructor or support staff member (including health or medical 
staff and law enforcement unit personnel); a person serving on the school board; a person or company with whom the 
District has contracted to perform a special task (such as an attorney, auditor, medical consultant or therapist); or a 
parent or student serving on an official committee, such as a disciplinary or grievance committee or assisting another 
school official in performing his or her tasks. A school official has a legitimate educational interest if the official needs to 
review an education record in order to fulfill his or her professional responsibility and effectively provide the function or 
service for which they are responsible.  

 
Contractors, consultants, and volunteers are permitted to have access to education records where they are performing 
a function or service that would otherwise be done by a school employee. Their access is limited to education records 
in which they have a legitimate educational interest; which means records needed to effectively provide the function or 
service for which they are responsible. The District forwards education records (may include academic, health, and 
discipline records) to schools that have requested the records and in which the student seeks or intends to enroll, or 
where the student has already enrolled so long as the disclosure is for purposes related to the student’s enrollment or 
transfer.    

4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the district to comply 
with the requirements of FERPA. The name and address of the office that administers FERPA is: 

 
  Family Policy Compliance Office 
  U.S. Department of Education 
  400 Maryland Avenue, S.W. 
  Washington, D.C. 20202-4605 
 
NOTICE CONCERNING DIRECTORY INFORMATION:  The District may disclose directory information. The types of personally 
identifiable information that the district has designated as directory information are as follows: student’s name, address, 
telephone listing, electronic mail address, photograph, date of and place of birth, major fields of study, dates of attendance, 
grade level, enrollment status (e.g., full-time or part-time), participation in officially recognized activities and sports, weight and 
height of members of athletic teams, degrees, honors and awards received, and most recent previous school attended. A parent 
or eligible student has the right to refuse to let the District designate any or all of those types of information about the student as 
directory information. The period of time within which a parent or eligible student has to notify the District in writing that he or she 
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does not want any or all of those types of information about the student designated as directory information is as follows: two 
weeks from the time this information is first received. The district may disclose information about former students without meeting 
the conditions in this section. 
 
A form for students to participate in school public relations activities has been added to the last section of this handbook, as well 
as information related to the disclosure of student information as it pertains to the Nebraska School Activities Association (NSAA) 
in conjunction with the Loup City Public Schools as a member school of the NSAA. 
 
 Student Directory information will be released to the Loup City Booster Organization for the purpose of committee assignments, 
unless notified in writing. 
 
ADDITIONAL NOTICE CONCERNING DIRECTORY INFORMATION:  The district’s policy is for education records to be kept 
confidential except as permitted by the FERPA law, and the district does not approve any practice which involves an 
unauthorized disclosure of education records. In some courses student work may be displayed or made available to others. Also, 
some teachers may have persons other than the teacher or school staff, such as volunteers or fellow students, assist with the 
task of grading student work and returning graded work to students. The District designates such student work as directory 
information and as non-education records. Each parent and eligible student shall be presumed to have accepted this designation 
in the absence of the parent or eligible student giving notification to the District in writing in the manner set forth above pertaining 
to the designation of directory information. Consent will be presumed to have been given in the absence of such a notification 
from the parent or eligible student. 
 
Notice Concerning Designation of Law Enforcement Unit. The District designates the Sherman County Sheriff Department as the 
District's “law enforcement unit” for purposes of (1) enforcing any and all federal, state or local law, (2) maintaining the physical 
security and safety of the schools in the District, and (3) maintaining safe and drug free schools. 
 
Parental Involvement:   
It is the policy of the district to provide full access to the parent of any student of the district to review textbooks, tests, curriculum 
and instructional materials, records of a student of any such parent, unless otherwise prohibited by law, and to any surveys of 
students done by the school district. Summary information regarding the district's curriculum, testing, and surveys will be 
provided at the beginning of each school year. 
 
Requests for access to specific instructional materials should be addressed to the teacher or building principal. 
 
Requests by parents to attend and monitor courses, assemblies, counseling sessions and other instructional activities shall also 
be made to the building principal or teacher. While requests to monitor are usually granted, if the request is denied, reasons for 
the denial will be provided. 
 
It is the policy of the district to provide as consistent an experience as possible in all classroom instruction, testing, surveys, and 
other school experiences. It is the policy of the district not to excuse students from classroom instruction, testing, and other 
school experiences unless an objection is submitted to the building principal or teacher outlining the specific experience, the 
basis for the objection and a proposed solution for dealing with the objection that would be satisfactory to the parent. 
 
The request for the student to be excused will be reviewed by the building principal and a decision provided to the parents. While 
verbal objections and decisions are valid, written follow-up to verbal communications is required from the parent and the 
principal. If a student is excused from the requested activity no penalty will be assessed but an agreed upon alternative activity 
must be performed to the satisfaction of the teacher and principal. 
 
It is the policy of the district to use only testing methods and testing instruments that are not of an experimental nature and to 
avoid using any testing materials or testing techniques that are not generally recognized by educational professionals to be 
within sound educational standards and both educationally and academically appropriate. It is the policy of the district to notify 
parents of any standardized testing that may be scheduled within the school district. 
 
It is the policy of the district to notify parents of any survey which may be scheduled and to conduct student surveys judiciously, 
with full consideration of the fact that parents may find items of the survey objectionable. The board will involve parents in the 
development of the Title I plan, the process for school review of the plan and the process for improvement.  
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Title I Parental Involvement:  The District has a separate policy established pursuant to the No Child Left Behind Act of 2001 
relating to parental involvement applicable to parents of children enrolled in Title I programs. The policy requires that parents of 
Title I children been given the opportunity to participate in regular, two-way, and meaningful communication involving student 
academic learning and other school activities, including ensuring – (A) that parents play an integral role in assisting their child’s 
learning; (B) that parents are encouraged to be actively involved in their child’s education at school; (C) that parents are full 
partners in their child’s education and are included, as appropriate, in decision making and on advisory committees to assist in 
the education of their child; and (D) the carrying out of other activities, such as those described in the parental involvement 
policy. Employees are expected to comply with the Title I parental involvement policy. 
 
 
Student Privacy Protection:   
The No Child Left Behind Act of 2001 requires the District to protect the privacy of students. Further information about student 
privacy and the District’s policies with regard to student privacy are found in Board policy and in the student handbook. In 
general, employees are expected to comply with these provisions of the NCLB and related Board policy, as follows:  

1. Student surveys created by and administered by either the United States Department of Education or a third party (a 
group or person other than the District)—give parent/guardian the opportunity to inspect the survey upon request 
before the survey is administered or distributed to the students; 

2. Student surveys which involve “sensitive” matters—make suitable arrangements to protect student privacy (that is, do 
not include the name or other identifying information about a particular student) and give parents the opportunity, in 
advance, to “opt-out” their child from the survey.  Sensitive matters include: 
a. Political affiliations or beliefs of the student or the student’s parent; 
b. Mental or psychological problems of the student or the student’s parent;  
c. Sex behavior or attitudes; 
d. Illegal, anti-social, self-incriminating or demeaning behavior; 
e. Critical appraisals of other individuals with whom the student has close family relationships; 
f. Legally recognized privileged or analogous relationships, such as those of lawyers, physicians, and ministers; 
g. Religious practices, affiliations, or beliefs of the students or the student’s parent; 
h. Income (other than that required by law to determine eligibility for participation in a program or for receiving 

financial assistance under such program). 
3. Instructional materials—permit parents upon reasonable request to inspect any instructional material used as part of 

the educational curriculum for their child. The term “instructional materials” does not include academic tests or 
academic assessments for purposes of this parent inspection requirement. If you receive such a request, direct the 
parent to contact your building principal and also inform the building principal yourself about the request to get 
instructions. 

4. Collection, disclosure, or use of personal information collected from students for the purpose of marketing or for selling 
that information—the District policy is to not gather such information for such purposes. 
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LOUP CITY SCHOOL DISTRICT 
CLASSIFIED STAFF EVALUATION 

 
Name: 
 

 Position  

Supervisor: 
 

 Date:  

 1 2 3 4 
Quality of Work:  Accuracy, acceptability, and thoroughness of work. 
     

Quantity of Work: Volume of work; ability to plan and organize workload; meeting work 
schedule expectations.     

Job Knowledge:  Degree of knowledge; operations/care of equipment/materials. 
     

Attendance, Punctuality, and Dependability 
     

Communication Skills;  Oral or written; with co-workers/supervisors/ subordinates; with 
public.     

Interpersonal Skills/Teamwork 
     

Personal Characteristics:  Initiative, attitude, adaptability, flexibility. 
     

Adherence to Loup City Public School Policies. 
     

Knowledge and Practice of Safety Rules 
     

Personal and Professional Growth 
     

Comments:   
 
 
 
 
 
 
 
Supervisor’s Recommendation for Next Year: 
 
_____  Do not retain                                                     _____  Retain; no additional step; improvement           
                                                                                                     plan (attach plan to evaluation form). 
 
_____  Retain: no additional step on salary               _____ Retain: with additional step on salary 
  
The signature below indicates that this employee review has been given to the listed employee.  Signing this form does not indicate agreement with this review.  
Employees must sign within 7 days of receiving this review.  Employees have 14 days to include a response to this review in their file. 

Employee Signature:  
 Date:  

Supervisor Signature:  
 Date:  
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Job Standard 1 – Unsatisfactory 2 – Basic 3 – Proficient 4 – Distinguished 
Quality of Work Quality of work is poor; 

errors are not corrected; 
does not fully complete 
duties  

Quality of work is 
satisfactory, but to the 
lowest standards; errors 
are corrected after they 
are noticed by supervisor; 
completes duties, but to 
the lowest degree. 
 

Quality of work is above 
satisfactory; errors are 
self-corrected; completes 
duties thoroughly and 
completely. 

Quality of work is 
exemplary; few errors are 
made, but are always 
immediately corrected; 
completes duties above 
and beyond expectations. 

Quantity of Work Does not meet deadlines 
or schedule 
expectations; daily work 
load is lighter than job 
requirements expect; 
unable to prioritize work 
assignments 

Usually meets deadlines 
and schedule 
expectations; daily work 
load is generally in line 
with job requirements; 
able to prioritize work 
assignments with some 
mistakes 

Meets deadlines and 
schedule expectations 
regularly; daily work load 
is always in line with job 
requirements; able to 
priorities work 
assignments with no 
mistakes 

Completes tasks ahead 
of deadlines and 
schedule expectations; 
daily work load is above 
job requirement 
expectations, without 
causing problems with 
quality of work; priorities 
work assignments 
seamlessly. 
 

Job Knowledge Demonstrates insufficient 
or no job knowledge of 
key responsibilities; Does 
not follow or ignores 
recommended care and 
use of equipment; 
wastes supplies 

Demonstrates job 
knowledge of key 
responsibilities; follows 
recommended care and 
use of equipment; uses 
supplies appropriately 

Demonstrates thorough 
job knowledge of key 
responsibilities and 
shows organizational job 
knowledge beyond 
responsibilities; provides 
for additional care of 
equipment beyond 
recommended care and 
use of equipment; uses 
supplies appropriately 

Demonstrates and shares 
thorough job knowledge 
of key responsibilities and 
organizational job 
knowledge beyond 
responsibilities; follows 
recommended care and 
use of equipment, share 
knowledge of equipment, 
and repairs equipment; 
plans for the appropriate 
use of supplies. 

Attendance, 
Punctuality, and 
Dependability 

Frequently arrives to 
work late or leaves early; 
fails to notify supervisor 
of tardiness or absence; 
regularly does not 
adhere to regular work 
schedule 

Arrives to work on time; 
informs supervisor of 
absence, but not in a 
timely manner; 
occasionally does not 
adhere to regular work 
schedule 

Prepared to start work on 
time; informs supervisor 
of absence in a timely 
manner; adheres strictly 
to regular work schedule. 

Adjusts schedule based 
on organizational needs; 
makes arrangements for 
coverage during 
scheduled absences and 
informs supervisor in 
timely manner; strictly 
adheres to regular work 
schedule. 
 

Communication 
Skills 

Communicates in a 
manner that is neither 
tactful nor positive; does 
not seek help or clarity  in 
performing job duties as 
needed; does not 
respond in a timely 
manner; complaints have 
been received from other 
stakeholders 

Communicates in a 
manner that is neither 
negative nor positive, but 
is respectful; occasionally 
seeks help or clarity in 
performing job duties as 
needed; responds to 
most requests in a timely 
manner;  

Communicates in a 
positive and helpful 
manner; regularly seeks 
help or clarity in 
performing job duties as 
needed; responds to all 
request in a timely 
manner. 

Communicates in a 
positive, helpful, and 
professional manner; 
seeks help and clarity in 
performing job duties and 
constantly initiates helpful 
suggestions; is proactive 
in most situations and 
responds in a timely 
manner 

Interpersonal 
Skills/Teamwork 

Unsuccessful in 
interpersonal situations; 
interactions are mostly 
negative with other 
workers; works alone; 
makes critical, 
demeaning, or 
condescending remarks 

Shows limited 
interpersonal skills; 
interactions range from 
positive to negative; 
cooperates with others 
when required; does not 
make negative nor 
positive comments to or 

Shows good 
interpersonal skills; 
interactions are mostly 
positive with other 
workers; works well with 
others; makes only 
positive and helpful 
comments to or about 

Shows great 
interpersonal skills; 
interactions are always 
positive with other 
workers; works well with 
others and seeks out 
opportunities to work 
together; makes only 



Appendix A – Classified Staff Evaluation Form 

36 

to or about coworkers. about coworkers.  coworkers. positive and helpful 
comments to or about 
coworkers. 

Personal 
Characteristics 

Lacks energy for the job; 
unable to adapt to 
change in workplace; 
fails to accept 
responsibilities; requires 
constant guidance or 
regular feedback to 
complete job 
requirements. 

Approaches their job with 
satisfactory energy; 
complains about changes 
in the workplace; takes 
time to adjust to 
responsibilities; requires 
some feedback but 
minimal guidance to 
complete job 
requirements. 

Approaches their job 
energetically and 
positively; recognizes and 
adapts to changes in the 
workplace; accepts and 
adjusts well to 
responsibilities; takes the 
initiative to complete job 
requirements 

Approaches their job with 
passion and suggests 
ideas for improvement; 
recognizes, recommends, 
and adapts to change; 
takes initiative for 
responsibilities; 
recognizes and meets 
demands and deadlines. 

Adherence to 
Loup City Policies 

Unaware of, or 
consistently chooses to 
ignore, school policies; 
does not complete 
required forms; 
accumulates excessive 
overtime; does not follow 
the chain of command 

Is aware of school 
policies and follows them 
with guidance; asks 
questions when 
necessary to understand; 
fills out required forms; 
accumulates some 
overtime hours; usually 
follows the chain of 
command 

Is aware and 
knowledgeable of school 
policies and follows them 
as written; seeks out 
clarification and interprets 
policies on their own; fills 
out required forms; 
accumulates little to no 
overtime; always follows 
the chain of command 

Is aware and 
knowledgeable of school 
policies and follows them 
as written; other workers 
seek them out to help 
interpret or understand 
policies; fills out required 
forms in a timely manner; 
accumulates no overtime; 
always follows chain of 
command and helps 
others follow the 
appropriate process. 

Knowledge and 
Practice of Safety 
Rules 

In unaware of basic 
safety rules and 
procedures and fails to 
comply with these rules; 
does not follow 
departmental 
expectations of safety 
(including safety rules for 
students) 

Is aware of basic safety 
rules and follows them 
with some guidance; 
usually follows 
departmental 
expectations of safety 
(including safety rules for 
students). 

Is aware and 
knowledgeable of safety 
rules and follows them as 
written; follows 
departmental 
expectations of safety 
(including safety rules for 
students). 

Is aware and 
knowledgeable of safety 
rules and follows them as 
written; other workers 
seek them out to help 
understand of clarify 
safety rules; follows 
departmental 
expectations of safety 
and provides input to 
other workers on student 
safety. 

Personal and 
Professional 
Growth 

Does not engage in 
opportunities for 
professional or personal 
growth and development. 

Engages in opportunities 
for professional or 
personal growth that are 
provided by the district. 

Seeks out and engages 
in opportunities for 
professional or personal 
growth whenever 
possible; participates in 
professional 
organizations. 

Seeks out and engages 
in opportunities for 
professional and personal 
growth; develops and 
communicates a 
professional growth plan; 
participates in 
professional 
organizations. 
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Classified Employee Pay Schedule 
2019-20 

            

Minimum Wage $9.00       Step 1 $9.59 
Base $9.59   Hiring Range    Step 2 $9.73 
  Benefit 

Classification 
  

Beginning step 
 

Last step 
   

Step 
 

3 
 

$9.88 
Custodians Step 4 $10.03 
Maintenance/Transportation Director  12 Month  Step 35  Step 45   Step 5 $10.18 
Regular Custodian  12 Month  Step 8  Step 18   Step 6 $10.33 
         Step 7 $10.49 
Food Service Step 8 $10.64 
Food Service Manager  9 Month  Step 35  Step 45   Step 9 $10.80 
Regular Food Service  9 Month  Step 8  Step 18   Step 10 $10.97 
         Step 11 $11.13 
Bus Drivers Step 12 $11.30 
Regular Route Driver  None  Step 67  Step 77   Step 13 $11.47 
Activities Driver  None  Step 8  Step 8   Step 14 $11.64 
         Step 15 $11.81 
Secretaries Step 16 $11.99 
Business Manager  12 Month  Step 35  Step 45   Step 17 $12.17 
Secretary  12 Month  Step 8  Step 18   Step 18 $12.35 
Business Manager w/ Bachelors  12 Month  Step 42  Step 52   Step 19 $12.54 
         Step 20 $12.73 
Paraprofessionals Step 21 $12.92 
Regular Ed. Para  9 Month  Step 8  Step 18   Step 22 $13.11 
Teaching degree Para  9 Month  Step 15  Step 25   Step 23 $13.31 
         Step 24 $13.51 
Specialists Step 25 $13.71 
Technology Coordinator  12 Month  Step 26  Step 36   Step 26 $13.91 
Tech Coordinator - Teaching Degree  Teacher  Compensation per Negotiated Agreement  Step 27 $14.12 
School Nurse  9 Month  Step 54  Step 64   Step 28 $14.34 
School Nurse w/ Bachelors  9 Month w/ 

Teacher Ins. 
 Step 61  Step 71   Step 29 $14.55 

        Step 30 $14.77 
Other Step 31 $14.99 
Summer help  Start on Base. each year after that =.50 raise/yr. No benefits, seasonal Step 32 $15.21 
Substitutes  First step in appropriate category above; No benefits Step 33 $15.44 
   Step 34 $15.67 

Benefit Classification Step 35 $15.91 

 
9 Month 

Health/Dental Insurance: Single Health ($1050 Deduct.)/Single Dental (80AB/50C) Step 36 $16.15 
Paid Vacation: None Step 37 $16.39 
Paid Holidays: Labor Day, Thanksgiving, Christmas, New Years Day Step 38 $16.64 
Leave Days: 10 days/year, unused accumulates as sick leave up to 40 days. Step 39 $16.89 

         Step 40 $17.14 
 

12 Month 

Health/Dental Insurance: Single Health ($1050 Deduct.)/Single Dental (80AB/50C) Step 41 $17.40 
Paid Vacation: 0-1 yrs=5 days; 2-5 yrs=10 days; 6-10 yrs=12 days;11+ yrs=15 days Step 42 $17.66 
Paid Holidays: Labor Day, Thanksgiving, Christmas, New Years Day, 

Memorial Day, July 4th 
Step 43 $17.92 
Step 44 $18.19 

        Step 45 $18.46 
Leave Days: 10 days/year, unused accumulates as sick leave up to 40 days. Step 46 $18.74 
*Unspecified leave days must be taken before sick leave. Step 47 $19.02 

        Step 48 $19.31 
**Sick days may be used for personal illness or illness in the immediate family. Step 49 $19.60 

        Step 50 $19.89 
***Employee must be actively employed the workday before and after the holiday, or 
vacation to be paid for the holiday. This does not include Christmas Eve or New Year's 
Eve, though employees may work those days for regular pay. 

Step 51 $20.19 
Step 52 $20.49 
Step 53 $20.80 

         Step 54 $21.11 

Probationary Employees Half of leave & vacation days will be given on the first day of work and half 6 months 
from the first day. 

Step 54 $21.43 
Step 56 $21.75 

         Step 57 $22.08 

Bereavement Leave May be taken out of unspecified or accumulated sick leave; determination for number of 
days will be made by the superintendent on a case by case basis. 

Step 58 $22.41 
Step 59 $22.74 

         Step 60 $23.08 
 

Compensation 
Compensation for non-teaching employees will be established by the Board of 
Education. Changes in compensation will normally be decided in April or May and will 
become effective August 1 (reflective in Sept. paycheck). 

Step 61 $23.43 
Step 62 $23.78 
Step 63 $24.14 

         Step 64 $24.50 
 

Retirement 
All non-teaching employees working 20 or more hours per week on a regular, ongoing 
basis are required by law to belong and contribute to the Nebraska Public Employees 
Retirement System.I 

Step 65 $24.87 
Step 66 $25.24 
Step 67 $25.62 

         Step 68 $26.00 

Placement on Schedule Placement within hiring range is determined by administration and based on experience, 
skill level, etc. Hired at step and stay there unless exceptional overall rating on 

Step 69 $26.39 
Step 70 $26.79 
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         Step 71 $27.19 

Pay Increases Increases in the base hourly wage are based on the Consumer Price Index. The 
compensation package will not be larger than the certified staff package increase. 

Step 72 $27.60 
Step 73 $28.01 

         Step 74 $28.43 
 

Movement 
Movement to the next step will be determined by yearly evaluation. Supervisors will 
suggest 1-2 step movement to superintendent. Superintendent will make final 
recommendation to the board. 

Step 75 $28.86 
Step 76 $29.29 
Step 77 $29.73 

         Step 78 $30.18 

Compensation Package The total compensation package percentage shall not be larger than the negotiated 
agreement with the certified staff for that year. 

Step 79 $30.63 
Step 80 $31.09 
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Receipt 
2019-2020 Classified Staff Handbook 

Loup City Public Schools 
 
 
 
This signed receipt acknowledges receipt of the 2019-2020 Classified Staff Handbook of Loup City Public 
Schools. This receipt acknowledges that I understand that I am to read and be familiar with the handbook, 
that I understand the handbook contains a disclaimer of contract, and that I understand that the handbook 
includes the District’s policies of non-discrimination and equity, and that specific complaint and grievance 
procedures exist in the handbook which should be used for responding to harassment or discrimination.   
 
 
Employee’s Signature: _________________________________________________________________  
 
 
Printed Employee Name:  _______________________________________________________________ 
  
  
Date: _____________________________________ 
      
 
 
 
Return to:  
 Superintendent 
 Loup City Public Schools 
 
 
Deadline:   August 15th by 4pm 
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BOARD COMMITTEES 

 

Committees will be appointed by the president of the board.  These committees are 

created for specific tasks of seeking information or investigation and will report back to 

the board for its consideration and action.  Committee action is advisory only.  Each 

committee will have a chairperson appointed by the president.  In addition to appointing 

the three members to the Committee on American Civics at the annual board 

organizational meeting in January for one year, the board may wish to appoint additional 

committees on topics such as  

a. curriculum, instruction and assessment,  

b. personnel and community relations,  

c. facilities and finance,  

d. technology and equipment,  

e. transportation,  

f. negotiations, and  

g. policy. 

 

The Committee on American Civics shall: 

1. Hold no fewer than two public meetings annually, at least one when public testimony 

is accepted; 

2. Keep minutes of each meeting showing the time and place of the meeting, which 

members were present or absent, and the substance and details of all matters 

discussed; 

3. Examine and ensure that the social studies curriculum used in the district is aligned 

with the social studies standards adopted by the Nebraska Department of Education 

and teaches foundational knowledge in civics, history, economics, financial literacy, 

and geography; 

4. Review and approve the social studies curriculum to ensure that it stresses the 

services of the men and women who played a crucial role in the achievement of 

national independence, establishment of our constitutional government, and 

preservation of the union and includes the incorporation of multicultural education to 

instill a pride and respect for the nation's institutions and not be merely a recital of 

events and dates; 

5. Ensure that any curriculum recommended or approved by the committee on American 

civics is made readily accessible to the public and contains a reference to this section; 

6. Ensure that the district develops and utilizes formative, interim, and summative 

assessments to measure student mastery of the social studies standards adopted by the 

Nebraska Department of Education; 

7. Ensure that the social studies curriculum in the district incorporates one or more of 

the following for each student: 

a. naturalization test used by United States Citizenship and Immigration 

Services prior to the completion of eighth grade and again prior to the 

completion of twelfth grade with the individual score from each test for 

each student made available to a parent or guardian of such student; or 

 

Approved ______________ Reviewed _______________ Revised _________________ 
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b. Attendance or participation between the beginning of eighth grade and 

completion of twelfth grade in a meeting of a public body which is a 

subdivision of the state and not a subcommittee of that body, followed by 

the completion of a project or paper in which each student demonstrates or 

discusses the personal learning experience of such student related to that 

attendance or participation; or 

c. Completion of a project or paper and a class presentation between the 

commencement of eighth grade and the completion of twelfth grade on a 

person or persons or an event commemorated by either George 

Washington's birthday, Abraham Lincoln's birthday, Dr. Martin Luther 

King, Jr.'s birthday, Native American Heritage Day, Constitution Day, 

Memorial Day, Veterans Day, or Thanksgiving Day or on a topic related 

to such person or persons or event; and  

8. Take all such other steps as will assure the carrying out of the provisions of this 

section and provide a report to the school board regarding the committee's 

findings and recommendations. 

 

Legal Reference:  Neb. Statute 79-724               

 

Cross Reference:  201.01 Board Powers and Responsibilities 

    604.11 Citizenship 

 



 

 

 

Future Meetings: 

 

 August 12 Regular Board Meeting, 7:30p  

 August 26 Special Session (?), 7:30p 

 August 28 NASB Area Membership Meeting, Kearney 

 September 9 Regular Board Session, 7:30p 

 September 11-12 Labor Relations Conference, Lincoln 

 September 30 Work Session, 7:30p 

 October 10 Facilities and Construction, Kearney 

 October 14 Regular Board Session, 7:30p 

 November 11 Regular Board Session, 7:30p 

 November 20-22 NASB State Convention, Omaha 

 November 22 NASB Delegate Assembly, Omaha 

 December 10 Regular Board Meeting, 7:30p 

 February 9-10 Legislative Issues, Lincoln 
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