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MISSION STATEMENT 

 

The Hancock County School District is dedicated to the mission of ensuring quality educational 

opportunity for all students of the district.  The school district is committed to the following: 

1. Strong instructional leadership 

2. High expectations for student achievement 

3. A safe and orderly school climate 

4. A systematic evaluation of student achievement 

 

The Hancock County School District does not discriminate on the basis of race, national origin, 

gender, age, religion or disability. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



HANCOCK COUNTY SCHOOLS 

"Learning today, Leading tomorrow" 

17304 Highway 603 

Kiln, MS  39556 

Phone: (228) 255-0376, Fax: (228) 255-0378 
 

 

SUPERINTENDENT OF EDUCATION  ...............................................   ALAN DEDEAUX 

ASSISTANT SUPERINTENDENT OF EDUCATION ..........................  DONNIE GHOLSTON 

 

BOARD OF EDUCATION 

DISTRICT NO. 1 .....................................................................................  RICHARD LOPER 

DISTRICT NO. 2  ....................................................................................  ROSE ACKER 

DISTRICT NO. 3 .....................................................................................  BILLY THOMAS 

DISTRICT NO. 4 .....................................................................................  JENNIFER SEAL 

DISTRICT NO. 5 .....................................................................................  PATTIE STENNETT 

 

ADMINISTRATION 

 

SOUTH HANCOCK ELEMENTARY 

PH:  (228) 467-4655  FAX: (228) 467-0618 

PRINCIPAL:  JANETTE WHITE 

ASSISTANT PRINCIPAL:JOEL MYRICK 

 

EAST HANCOCK ELEMENTARY 

PH:  (228) 255-6637  FAX: (228) 255-8372 

PRINCIPAL: CHARLES ROLISON 

ASSISTANT PRINCIPAL:JENNY SEYMOUR 

 

HANCOCK N. CENTRAL ELEMENTARY 

PH: (228) 255-7641 FAX: (228) 255-1580 

PRINCIPAL: HALEIGH CUEVAS 

ASSISTANT PRINCIPAL: TERESA MERWIN 

 

WEST HANCOCK ELEMENTARY 

PH:(228) 586-6054 FAX:(228) 586- 6055 

PRINCIPAL: KATIE WARREN 

 

          HANCOCK MIDDLE SCHOOL 

PH: (228) 467-1889  FAX: (228) 467-2812 

PRINCIPAL:  DANE AUBE’ 
ASSISTANT PRINCIPAL: JAMES MORGAN 

ASSISTANT PRINCIPAL: JESSICA TAYLOR 

 

HANCOCK HIGH SCHOOL 

PH:  (228) 467-2251   FAX: (228) 467-2689 

PRINCIPAL: RHETT LADNER 

ASSISTANT PRINCIPAL: TARA LADNER 

ASSISTANT PRINCIPAL: CHUCK GENIN 

ATHLETIC DIRECTOR: SHAWN KEENER 

 

HANCOCK COUNTY VOCATIONAL-

TECHNICAL CENTER 

PH:  (228) 467-3568    FAX:  (228)  467-4944 

DIRECTOR:  DR. RICK SAUCIER 

 

 
ALTERNATIVE PROGRAM ADMINISTRATOR………………………………...ROSEMARY C. WILSON 

FEDERAL PROGRAMS/INSTRUCTIONAL SERVICES ....................................... DENISE WILKINSON 

SPECIAL EDUCATION DIRECTOR/504 COORDINATOR .................................. KELLY SCHWARTZ 

TRANSPORTATION DIRECTOR ............................................................................. TIM FAVRE 

COMMUNITY EDUCATION CONTACT ................................................................. KIM NECAISE 

TESTING/MATH CURRICULUM COORDINATOR ............................................. MS. KIM SAUCIER  

TECHNOLOGY COORDINATOR ............................................................................. MR. DOMINIC PALASI 

PUBLIC RELATIONS & PARENT COORDINATOR............................................. MS. CATHY WILSON 

SCHOOL FOOD SERVICES DIRECTOR ................................................................ MS. NAT CUEVAS 

TITLE IX COORDINATOR ........................................................................................ MR. SHAWN KEENER



1 

 

INFORMATION FOR  

ALL  

EMPLOYEES 

 

(CERTIFIED & NONCERTIFIED) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THE HANCOCK COUNTY SCHOOL DISTRICT POLICY MANUAL GOVERNS ALL POLICIES AND 

PROCEDURES OF THE DISTRICT, INCLUDING THE STUDENT AND EMPLOYEE HANDBOOKS.  
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A COPY OF THE HANCOCK COUNTY SCHOOL DISTRICT POLICY MANUAL IS AVAILABLE 

FOR REVIEW AT EVERY SCHOOL SITE AND THE SUPERINTENDENT’S OFFICE.  

 

PROFESSIONAL DEVELOPMENT 

 

District and site training will promote the learning process that empowers stakeholders 

(teachers, administrators, staff and other personnel) to improve the educational organization. 

 

CODE OF ETHICS FOR HANCOCK COUNTY SCHOOL DISTRICT EMPLOYEES 

 

1. Employees recognize that, although the staff participates in the formulation of school 

policy under the leadership of the administrators of the school district, it is the duty of 

the administrators to recommend and the prerogative of the board of education to 

determine policy. 

 

2. Employees transact all official business through proper channels and hold inviolate all 

confidential information. 

 

3. Employees recognize their obligations to develop growing appreciation and 

understanding of the principles of democracy; they refrain from using the school to 

promote personal views on religion, race, or partisan politics. 

 

4. Licensed employees agree that due notice in fair time be given in all cases of 

appointment, resignation, or termination of service. 

 

5. Employees avoid negative statements about fellow workers and predecessors.  

Concerns are reported to the immediate supervisor. 

 

6. The employees are professional and maintain appropriate and impartial relationships 

with pupils and staff members. 

 

7. Employees encourage able and promising students to enter the teaching profession. 

 

8. Employees actively participate in the work of the local, state, and national professional 

education associations; the board of education actively participates in the work of 

national and state board of education associations. 

 

9. Employees accept no compensation from firms commercially interested in the school 

 

10. The employees do not engage in the practice of ordering samples or complimentary 

textbooks from vendors or publishers, unless pre-approved by the principal of the 

school. 

11. Employees do not instruct salesmen or collectors to transact business with them in 

school.  Solicitors are prohibited from interrupting the instructional activities in the 

schools. 

 

12. Employees assume responsibility for the welfare of the students and show sympathetic 

understanding of students’ problems. 
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13. Employees endeavor to maintain good mental health and physical health and a 

wholesome attitude toward the students. 

 

14. Employees develop through continued study, travel, participation in professional and 

community life.  The Board of Education encourages continuous professional growth of 

staff. 

 

15. Employees should hold the pupils to strict account for disorderly conduct at school, on 

the way to and from school, on the playgrounds and during recess. 

 

 

 

QUALIFICATIONS AND DUTIES 

 

All professional staff positions are created with the approval of the School Board.  It is the 

School Board’s intent to establish a sufficient number of positions to accomplish the school’s 

goals and objectives. 

 

Before any new position is established, the superintendent will present for the school board’s 

approval a job description for the position which specifies the qualifications and performance 

responsibilities. 

 

Candidates for teaching positions shall possess a valid Mississippi teaching certificate license.  

 

It is the teacher’s responsibility to keep abreast of changes in licensure and to present evidence 

of up-to-date certification and/or license as required. 

 

 

JOB DESCRIPTION 

 

All employees shall have and be familiar with their job description.  Job descriptions are 

available through your immediate supervisor or the personnel department. 

 

     LICENSURE RENEWAL 

 

Teachers whose licenses expire June 30 cannot be recommended for re-employment the 

following year until the license is renewed. These teachers will be non-renewed as required by 

law on or before April 15, and the position will be posted as open. These teachers may re-apply 

for employment. 
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CRIMINAL BACKGROUND CHECK 

(Mississippi Code § 37-9-17) 

 

Effective July 1, 2000 all personnel employed in a school district in Mississippi shall be 

required to have a criminal background check and a current child abuse registry check.  

The applicant shall also be fingerprinted and forwarded to the FBI for a national 

registry check.  The fee for the fingerprinting shall be paid by the employee. If such 

fingerprinting or criminal record checks disclose a felony conviction, guilty plea, or 

plea of nolo contendere to a felony of possession or sale of drugs, murder, 

manslaughter, armed robbery, rape, sexual battery, sex offense, child abuse, arson, 

grand larceny, burglary, gratification of lust or aggravated assault which has not been 

reversed on appeal or for which a pardon has not been granted, the new hire shall not be 

eligible to be employed at such school. 

 

SALARIES 

 

All personnel in the Hancock County School District will be paid on the last work day of the 

month.   

 

 

PAYROLL 

 

The following documents must be on file with the Hancock County Central Office prior to 

issuance of the first pay check: 

 

W-4        Personnel Data Form  Valid MS Teaching License 

Retirement Fund Form     Application   Eligibility Form 

Background Check Initiated     State Tax Form  Drug Free Form 

 

 

INSURANCE 

 

Employees may purchase insurance which provides protection both on and off duty.  Major 

Medical Insurance Coverage shall be provided at no cost to all full-time employees.  

Additional insurance is offered at full cost to the employee. 

 

All insurance is payroll deductible and all changes such as cancellations, additional coverage, 

etc. must be hand written. 

 

 

PERSONNEL RECORDS 

 

The school district shall keep personnel records on all employees.  It shall be the responsibility 

of the Superintendent or his designated representative to keep said records updated and 

complete.  All personnel will be evaluated annually by their immediate supervisor before being 

recommended for reemployment.  The supervisor will use an approved performance evaluation 

tool when evaluating employees.  All personnel should review their personnel records 

periodically. 
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All information contained in an employee’s record shall be considered confidential and shall 

not be transmitted to other persons or agencies without written approval by said employee, or 

as subpoenaed by competent authority. 

 

It shall be the duty of employees to furnish the personnel office with original teaching 

licensure/certificates, transcripts, official statements of degrees and similar data.  It shall be the 

duty of the personnel staff to maintain and update records of all employees. 

 

 

DRUG POLICY FOR EMPLOYEES 

 

In accordance with the Drug Free Work Place Act of 1988 (P.L. 100-680) the Hancock County 

School District prohibits the unlawful manufacture, distribution, dispensing, possession, or use 

of any controlled substance by school district personnel while on school grounds or property, 

during, before, or after working hours. 

 

An employee found to be in violation of this policy shall be immediately suspended from his 

assigned duties by the Superintendent of Education, with recommendation to the Board of 

Education for termination of employment.  If the employee, in writing, requests a hearing 

before the Board of Education, a hearing shall be held within (30) days of being suspended.  

The request for a hearing must be made to the Superintendent of Education. 

 

The Hancock County School District shall require that this written policy prohibiting 

controlled substance use, manufacture, distribution, dispensing, or possession be provided to 

all employees to inform them of the district’s intent to maintain a drug free work place.  The 

district shall also make efforts to see that all employees are annually informed about the 

dangers of drug abuse in the performance of their jobs. 

 

The school system will notify the U.S. Department of Education within ten (10) days after 

conviction of any employee as stated hereinabove. 

 

 

TOBACCO FREE ACT 

 

MS Code 97-32-9 establishes the Mississippi Adult Tobacco Use on Educational Property Act 

of 2000. 

 No person shall use any tobacco product on any school property.  Violators shall be subject 

to a warning for the first conviction, $75.00 for a second conviction and a fine not to 

exceed $150.00 shall be imposed for subsequent violations. 

 For the purposes of this Act, school property means any public school building or bus, 

campus, grounds, recreational area, athletic field or other property owned, used or operated 

by a local school board, school, or directors for administration of any public educational 

institution or during a school related activity.  Sixteenth section land or lieu land without 

school facilities or school related activities is exempt from this Act. 

 This Act does not include property owned or operated by the state institutions of higher 

learning or public community or junior colleges. 

 Anyone convicted under this Act shall be recorded as being fined for a civil violation and 

not for violating a criminal statute. 
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LAPTOP COMPUTERS 

 

PURPOSE 

 

The Hancock County School District recognizes that its teachers and administrative staff will 

need to use the district’s laptop computers off-site, after hours, in order to complete a project or 

to further the district’s goals.  While said usage is allowed, it must be within strict guidelines. 

 

A teacher or administrative staff member who is using a laptop computer at his or her home 

must sign the Laptop Usage Agreement which sets forth the purpose and other pertinent 

information.  Staff must verify that the computers will be used for instructional or school 

related purposes.  Failure to abide by this rule may prohibit the teacher or administrative staff 

member from using the laptop in the future and subject him or her to disciplinary action. 

 

LIABILITY 

 

Teachers and administrative staff are ultimately responsible for the laptop computer they 

carry home.  Should it become lost, stolen, or otherwise damaged while this equipment is 

assigned to a staff members, the employee may be required to reimburse the school 

district for the replacement value of the computer. 

 

COMPUTERS 

 

Employees and students are not permitted access to any unauthorized and inappropriate 

computer internet services. 

 

ACCEPTABLE USE COMPUTER POLICY 

 

The Internet is an electronic highway connecting thousands of computers all over the 

world and millions of individual subscribers.  On-line resources can be used to educate, to 

inform, to communicate, and to entertain.  As a learning resource, it is similar to books, 

magazines, CD-ROM, and other information sources.  With access to computers and people all 

over the world also comes the availability of material that may not be considered to be of 

educational value in the context of the school setting.  The most important prerequisite to 

receive Internet and computer access is to take responsibility for one’s own actions. 

 

The Hancock County School District has taken available precautions, which are 

limited, to restrict access to controversial materials.  A staff member will supervise while 

students are using the school’s Internet resources.  However, on a global network it is 

impossible to control all materials and an industrious user may discover controversial 

information.  We firmly believe that the valuable information and interaction available on this 

world-wide network far outweighs the possibilities that users may procure material that is not 

consistent with the educational goals of this school district.  The Hancock County School 

District will use such available tools as “firewalls” and tracking software in an effort to keep 

inappropriate material from being obtained on the Internet. 

 

Internet access is coordinated through a complex association of government agencies, 

and regional and state networks.  In addition, the smooth operation of the network relies upon  
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the proper conduct of the end users who must adhere to strict guidelines.  These guidelines 

require efficient, ethical, and legal utilization of the network resources.  The Hancock County 

School District will be in compliance with the Children’s Internet Protection Act by the 

following terms and conditions.  If Hancock student or staff users willfully violate any of these 

provisions, immediate access with the school district will be terminated, future access may be 

denied, and disciplinary action will result. 

 

 

TERMS AND CONDITIONS FOR USE OF INTERNET 

 

1. Acceptable Use--The purpose of the Internet is to support research and education          

among academic institutions by providing access to unique resources and the 

opportunity for   collaborative work. 

a. The use of the Internet must be in support of education and research and 

consistent with the educational objectives of the Hancock County School 

District. 

b. Use of other organization’s networks or computing resources must comply with 

  the rules appropriate for that network.   

c. The use of Internet resources may not be used in violation of any federal, state, 

or local regulation. 

d. Internet resources may not be used to upload, download, or distribute 

pornographic, obscene, sexually explicit, or threatening material. 

e. The Internet resources may not be used to infringe on copyright or to plagiarize 

materials. 

f. The Internet resources may not be used for sending and receiving personal 

instant messages or e-mail during non-instructional time. 

 
2. Privileges--The use of the Internet is a privilege, not a right, and inappropriate use will 

result in cancellation of those privileges. 

a. Based on the acceptable use terms and conditions outlined in this document, 

 administrators will deem what is inappropriate use and their decision is final. 

  b. Administrators may deny Internet access at any time.  Faculty and staff may 

  request denial, restriction, or suspension of Internet access. 

c. Students will receive instruction in proper use of the Internet. 

d. Students and their parents/guardians are required to sign a contract indicating 

their understanding and acceptance of the district’s guidelines.   

e. Students are responsible for their exploration of the Internet subject to the  

  consequences of the district discipline policy. 

 

3. Student Expectations for the Use of the Internet--Internet users are expected to 

behave responsibly in accessing and viewing information that is pertinent to the 

mission of the school district.  Students are to abide by the general accepted rules of 

network etiquette.  Students shall 

a. Be courteous and respectful in messages to others. 

b. Use appropriate language. Students are not permitted to swear, use vulgarities, 

or any other inappropriate language.  Illegal activities are strictly forbidden. 

c. No unauthorized disclosure, use, and dissemination of personal information 

regarding minors. 

d. Note that electronic mail (e-mail) is not guaranteed to be private.  People who 

operate the system, administrators, and teachers do have access to all mail.  
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Messages relating to or in support of illegal or improper activities will be 

reported to the authorities. 

e. Always try to write to the best of your ability, by proofreading and editing all 

messages. 

f. Send personal messages directly to the person for whom it is intended.  Students 

are not permitted to post anonymous messages or personal messages on bulletin 

boards or list servers. 

g. Take into account the rights of others. Students are not permitted to use the 

network in such a way that would disrupt the use of the network by other users. 

h. Handle all communications and information accessible via the network as 

private property. 

i. Use internet for educational purposes only.  Students are not permitted to 

participate in chat rooms. 

 

4. Security--Security on any computer system is a high priority, especially when the 

system involves many users.  The following policy is for the correct use of the Hancock 

County   

5.  School District Computers and Network: 

a. No one shall attempt to access software on a computer that is not directly 

related to the classroom assignment for that day. 

b. All users must use their own login and password.  No student is allowed to use 

another student’s login. STUDENTS ARE NOT PERMITTED TO TELL 

ANYONE THEIR PASSWORD. 

c. Students may be monitored while on district computers through tracking 

software. 

d. Students may save appropriate files in their folders on the network and in 

folders as authorized by their teachers. 

e.  Violation of these rules or other deliberate acts that result in damage to 

software, hardware, and/or related equipment will result in appropriate 

disciplinary action and financial restitution paid by the student and/or 

parent/guardian according to MS Code 37-11-53 (4). 

f. Users may not use the network to send threatening or harassing e-mail.  No

  chain letters will be tolerated. 

g. Student users may not send mass-mail to more than 5 people at a time unless it 

  is part of a class assignment by teachers. 

h. Harassing other users by interfering with their screen display or similar denial 

of service attacks will not be allowed. 

i. Cracking, hacking, or otherwise breaking into accounts without authorized  

access, on this system or any other, is not allowed.   Possessing and/or running 

encryption/decryption/cracking/security analysis scripts or binaries, or any other 

tools used to expedite the process of information on this network will not be 

permitted. 

j. Users may not at any time or for any reason possess a copy of the system 

password file, or any portion thereof.  Attempts to log in as any other user or as 

a system administrator will result in disciplinary action correlated to the school 

discipline ladder and cancellation of user privileges. 

k. Any user identified as a security risk or having a history of problems with other 

  computer systems or equipment will be denied access to the network and to the 

  equipment. 

l. Purchasing of goods or services via the Internet is strictly prohibited. 
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6. Students will not respond to unsolicited online contact. 
 

7. Vandalism--Vandalism will result in cancellation of privileges and disciplinary action.  

Vandalism is defined as any malicious attempt to harm or destroy data of other users or 

other networks connected with the Hancock County School District or the State 

Regional Hub Site.  This includes, but is not limited to, the uploading or creation of 

computer viruses. 

 

8.      Listservers or News Groups--Students will not be allowed to subscribe to listservers 

or news groups. 

 

9. Hancock County School District will not be liable for 
a. Information stored on school district diskette, hard drives, or servers. 

b. Information retrieved through school district computers, networks, or online 

resources. 

c. Personal property used to access school district computers, networks, or online 

  resources. 

d. Unauthorized financial obligations resulting from use of school district 

resources. 

 

CELL PHONES AND ELECTRONIC MESSAGES 
 

The Hancock County School District believes that the school district was created for the 

primary purpose of effectively educating the children within the school system.  The District 

further believes that to accomplish this mission, it is imperative that classroom instructional 

time be protected.  Therefore, any activity that distracts the teacher from his or her ability to 

utilize the entire class period for instructional purposes is prohibited.  Specifically prohibited is 

the use of cell phones by a teacher or other instructional personnel during class time. 

 

The District further prohibits the use of electronic messaging in any form by all staff to 

students unless related to school lesson plans, athletic activities and / or extra-curriculum 

activities.  If a teacher receives an electronic message from a student, he/she should make their 

building principal aware of this conduct.  School personnel are to use AIMS Notification 

System to communicate with parents and students regarding emergency situations, school 

events, and other important issues. 

 

Alleged violations of this policy shall be investigated by the administration.  If the principal 

finds the violation(s) to be factual, the principal shall issue the appropriate action up to and 

including dismissal.  This reprimand shall become part of the employee’s personnel file. 

 

MEDICATION FOR STUDENTS 

 

Emergency medication shall be administered to students with chronic conditions such as 

asthma, diabetes, violent allergy reactions, and hyperactive conditions.  The following policies 

and procedures are provided and are to be followed at all times:  Absolutely no medication will 

be administered for such illnesses as colds, coughs, viruses, headaches, etc unless administered 

by the school nurse.  If a student is still taking medication for an illness, he/she should remain 

at home or the parent may come to the school to give the medication to the school nurse.  No 

student will be allowed to bring medication to the school. 
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Procedure for administering medication for exceptions listed above: 

 

1. A written request must be submitted by the parent with written instructions from the 

physician. 

 

2. All medication must be kept under lock and key in the principal or nurse’s office. 

 

3. A record card shall be attached to the medication showing the time when the 

medication was given to the student, by whom, the amount given, and the date.  (This 

card shall be kept in a permanent place for documentation.) 

 

 

 

INHALERS & ASTHMATIC CONDITIONS 

 

Students needing an inhaler due to an asthmatic condition will be allowed to self-administer 

asthma medication with written consent from the parent and a statement from the health care 

provider outlining the proper process to administer the medication. 

 

 

VISITORS 

 

All visitors to the school shall report to the principal’s office for clearance.  Students shall not 

be permitted to bring persons other than their parents or guardians to school.  All employees 

shall report any unauthorized visitors. 

 

 

EMPLOYEE ACCIDENTS 

 

All on the job accidents must be reported immediately to the principal/site supervisor and 

district office claims clerk.  All forms must be completed by the principal/site supervisor and 

turned into the Central Office within three days.  Failure to complete forms may cause your 

claim not to be honored.  A drug test taken the same day will be required when an accident 

occurs on the job. 

 

 

SUPERVISION OF STUDENTS 

 

Employees of the school have the responsibility for providing adequate supervision of students 

at all times.  This responsibility has its foundation in two basic principles; one a legal 

responsibility and the other instructional.  From a legal standpoint, unless adequate and 

reasonable supervision is provided for students, the teacher or principal may be found 

negligent in his duty and become involved in a legal action instituted by the child’s parents.  

From an instructional standpoint, the student-to-student or student-to-adult relationships may 

break down if adequate supervision is not provided by the staff.  Since it is the responsibility of 

the school to provide adequate supervision, supervision should be well organized and based on 

realistic standards of behavior so that effective teaching-learning situations in the various 

classrooms will not be threatened. 
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CAFETERIA 

 

The cafeteria should be a pleasant place for students.  The lunch program is an integral part of 

the total education process, and it must be viewed as such.  Adequate supervision will be 

provided in the cafeteria under the direction of the administrator. 

 

FREE AND REDUCED LUNCH INFORMATION 

 

Free and Reduced Lunch Applications: 

(1) Issue one to each student 

(2) When the application is returned by the student the teacher should verify five (5) points 

that are REQUIRED for processing 

 

APPLICATION: 

 

1. Student, name, age, school, teacher, and grade 

 

2. If marked yes – Food Stamp Number or AFDC Number, name, age, social 

security number and income REQUIRED for all household members unless a 

Food Stamp number is provided 

 

3. Parent/Guardian Signature 

 

4. Date Signed 

 

5. After the application is processed a parent notification letter will be mailed to 

parent 

 

Federal Management Circular 796-1 (Rev. 2) lists bad debts as a non allowable expenditure of 

Federal Funds.  Therefore, losses on meals charged cannot be paid with Child Nutrition funds. 

 

In addition to free and reduced lunch applications and collection procedures, school food 

service will need: 

 

- A ten day notice of when a large group of students will be absent from school.  The 

cafeteria manager must have notice whether a bag lunch will be needed. 

 

- Cafeteria chairs should not be moved from table to table. 

 

- Tables should be left clear of all debris and each chair pushed under table; return 

tray and trash to proper area after each group of students. 

 

- Loud noises or disruptive behavior must be forbidden. 

 

- Adequate eating time must be provided to avoid tensions and feelings of being 

rushed on the part of the student. 
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- Students who have finished eating should leave cafeteria in an orderly fashion to the 

designated areas. 

 

- Emphasis in the cafeteria should always be on the development of proper dining 

habits, both in terms of etiquette and nutrition. 

 

- Food and drink shall not be taken from the cafeteria. 

 

- Be courteous and respectful to the staff. 

 

- Canned drinks and glass objects are not allowed in the cafeteria. 

 

 

BUS SUPERVISION DURING LOADING AND UNLOADING 

ON SCHOOL GROUNDS 

 

When buses load and unload on the school grounds, adequate supervision will be provided by 

school staff under the direction of the principal. 

 

 

EMPLOYEE ATTIRE 

 

All employees are expected to be well groomed and attire should meet or exceed the standards 

of the student dress code policy adopted by the Board of Education.  Men are encouraged to 

wear ties, but must always wear a shirt with a collar. 

 

Physical education instructors may wear shorts when teaching physical activities in the 

gymnasium or on the playing field and playgrounds. 

 

 

FIELD TRIPS 

 

The field trip is an instructional opportunity that possesses the potential for enriching and 

extending the educational experiences of pupils.  A field trip offers the chance for pupils to 

directly observe or experience that which they visit.  Field trips should have a relationship with 

the instructional activities of the classroom.  It offers an excellent link connecting the school 

community and helps the school staff and its co-workers to relate the theory of the classroom 

to the practice of life itself. 

 

Planning the field trip should be a cooperative activity involving teachers, principal, and 

pupils.  Although field trips should be a timely part of the curriculum, they should be planned 

in advance with judgments based on personal experiences classroom teachers have with pupils 

they are teaching.  If, year after year, a teacher has found that a particular field trip has been 

excellent for stimulating interest in a unit of study, this discovery is an important fact for group 

planning.  Planning a field trip should be as much an educational process as is the trip itself.  

From grade to grade and subject to subject, there should be as little duplication of field trips as 

possible.  Field trips should not interrupt the continuity of learning experiences of the child in 

any grade or subject.  A schedule of each trip must be in the Transportation Department office 

4 to 6 weeks prior to the trip. 

 



13 

Permission slips shall be used to obtain written parental consent for all field trips. 

 

Money for entrance to museums, shows, exhibits, etc. shall be supplied by the students taking 

the field trip. 

 

- Fees or other costs connected with the field trip should be turned in to the office by 

the teacher in advance of the date set for the trip. 

 

- Monies received must be deposited into the Activity Fund.  The teacher must notify 

the principal of the date funds are needed and the amount. 

 

- A limited amount of money should be taken by the pupil on field trips for spending 

on souvenirs and lunch (if lunch is necessary).  Monies for these purposes should be 

thoroughly discussed in class by pupils and teachers before the field trip is taken. 

 

A record of each pupil’s address and phone number should be in the hands of those responsible 

for supervision on the trip.  If the return trip is after the scheduled school day, parents should 

know where to meet pupils if they are not returned directly to their homes. 

 

While on the trip, if any unexpected delays occur, or if such delays are anticipated, a 

designated staff member or secretary of the school should be notified before he/she leaves for 

the day. 

 

Before teachers embark on field trips, they should understand their position in regard to 

possible personal liability for injuries sustained by pupils under their supervision while on field 

trips.  Every teacher should make sure that all Board of Education and student handbook 

regulations are observed and that any accidental harm or injury to persons connected 

with the field trip under the teacher’s supervision is immediately reported to the proper 

authorities. 

 

No visitor(s) will be allowed to participate in field trips without prior approval from principal.  

Parents or guardians may be asked by the principal to accompany their child if he/she lacks self 

control. 

 

In order to prevent a student going to the same place on a field trip several times during his 

time in grades kindergarten through sixth grade, teachers in each elementary school will decide 

what grades will go to specified places for field trips year after year.  These plans will be 

approved by the respective principal. 

 

Field trip forms will be submitted stating the place, time, date, name of driver, teachers and 

other chaperones approved by the principal and superintendent at lease two (2) months prior to 

the field trip. Out of state and overnight field trips must have prior school board approval. 

 

 

EXPENDITURES 
 

All purchases made with activity funds must comply with the state purchasing laws. 

A requisition serves as the initiation of a transaction.  The requisition form is used by an 

employee or club sponsor to make a request for supplies and equipment needed.  The 
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requisition must be approved by the principal.  A requisition that is in excess of $100.00 must 

be forwarded to the Central Office for approval. 

 

Once the requisition reaches the principal, it is analyzed and compared to the funds available in 

the club’s account.  If the requisition meets purchasing guidelines and is within available 

funds, a purchase order number will be issued.  The original copy is sent to the vendor, the 

yellow copy is retained in the principal’s office to process payment, and the yellow copy is 

filed numerically in the principal’s office.  The purchase order serves as physical evidence of 

an approved order being placed with an outside vendor. 

 

The person receiving the merchandise indicates which items and quantities are received on the 

packing slip and forwards the packing slip and invoice to the principal. 

 

If any item or service is received without a purchase order, payment of that item or service 

becomes the responsibility of the person who made the purchase.  The district will not pay a 

claim that has not been previously authorized by a purchase order.  If an invoice is received for 

any items or services not authorized by a purchase order, the principal shall submit the invoice 

to the Board of Education for proper action. 

 

The Board and/or the superintendent are the only authorized personnel to enter into a written 

contract with vendors.  The School Board shall not be liable for any contract signed by 

unauthorized personnel. 

 

 

PUBLIC EQUIPMENT/PROPERTY 

 

Employees are responsible for all school property and equipment and shall use public property 

with care and consideration.  Maintenance problems, malfunction of equipment, or missing 

equipment should be reported in writing to the principal promptly. 

 

Employees should at all times require students to exercise care in use of school property and 

equipment.  Any damages sustained by property or equipment must be assessed and paid, no 

matter how minor.  These occurrences must also be reported in writing to the principal. 

 

 

TRANSFERS 

 

Transfer pertains to the movement of a certified or non-certified employee from one school to 

another within the school district. 

 

The superintendent has the authority to change the school assigned of all certified and non-

certified personnel. 

 

Personnel wishing a transfer must make a request in writing to the principals involved and the 

superintendent between April 2 and April 15 for the following year.  Such request must be 

approved by the superintendent.  Transfers are subject to the approval of the School Board. 

 

All transfers will be considered on its own merits. 

 

 



15 

 

 

ASSIGNMENTS 

 

Assignments pertain to the movement of certified and non-certified personnel within a school. 

 

The principal may assign any certified teacher to any grade or class for which the teacher is 

certified.  The Superintendent will be notified of all assignments.  Any non-certified person 

may be assigned to any position or classroom for which he/she is qualified at the principal’s 

discretion. 

 

 

EMPLOYMENT 

 

All non-certified and certified personnel shall be recommended by the principal and approved 

by the superintendent and the Board of Education. 

 

The personnel director or his/her designee shall assure that all persons recommended for 

employment meet certification requirements and the qualifications established for the 

particular position. 

 

Interviewing and selection procedures shall assure that the principal or other administrator, 

who is responsible for the work of the staff member, will recommend all new personnel to the 

superintendent. 

 

No candidates shall be hired without a personal interview with a principal/site supervisor and 

Central Office Administrator.  Each candidate will also be subject to a background check 

which is part of the application process 

 

All candidates shall be considered on the needs of the district and on the basis of their merits 

and qualifications.  There shall be no discrimination or preferential treatment with regard to 

race, gender, national origin, religion, age, disability, or present or former employment by the 

district. 

 

 

LINE AND STAFF RELATIONS 

 

In consonance with the Board’s policy, the following principles apply: 

 

1. The School Board is the policy-forming body of the district.  The body sets the general 

policy which conforms to the laws of Mississippi and regulations of the State Board of 

Education.  This body approves enforceable rules and regulations for the district. 

 

 

 

2. The superintendent has the responsibility of enforcing the policies of the Board and 

interpreting the laws of the state and the regulations of the State Board of Education.  

The administration of all facets of operation of the schools is his responsibility.  The 

staff organization for effective operation of the schools shall be planned by the 

superintendent and submitted to the Board for approval.  The superintendent, 
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therefore, is the chief executive officer and professional advisor to the Board.  He/she 

is responsible directly to the Board. 

 

3. Each principal/site supervisor has the responsibility of supervising and directing 

operations of the school to which he/she is assigned. 

 

4. All employees are obligated to abide by the rules and regulations of the School 

District, and are responsible for seeing that they are carried out by performing their 

work duties, as well as extra duties to the best of their abilities. 

 

All personnel shall refer matters requiring action to their immediate supervisor.  

Supervisors shall refer such matters to the next higher authority when necessary. 

 

All personnel shall have the right to appeal any decision by a supervisor through approved 

grievance procedures. 

 

***SEE APPENDIX L FOR DISTRICT ORGANIZATIONAL CHART*** 

 

 

PERSONNEL ABSENCE 

Personnel or employee in this policy shall be interpreted to include all licensed and non-

licensed personnel or other approved personnel employed by the Hancock County School 

District.  For the purpose of the policy licensed personnel shall be defined as personnel issued a 

license by the authority of State Department of Education. 

It is the employee’s responsibility to call the school/location or each site’s designee regarding 

any absence.  Call should be made prior to the beginning of instruction/work time.  See your 

site administrator for specific instructions. 

For each absence the employee will complete an absentee form on the day he/she returns to 

work. Employees who fail to complete an absentee form within two (2) working days of return 

to duty, shall not be eligible for leave, and accordingly will not be paid, for the period when 

they are absent. 

For the purpose of this policy, ½ day (mid-day) shall be determined by the employee’s 

principal or supervisor based on the respective employee’s work schedule. 

Leave Entitlement - All licensed and non-licensed personnel employed by the Hancock 

County School District shall receive, during the school year, leave benefits as follows: 

 

            

  Sick        Personal 

9-Months  7 days  2 days          

10-Months  8 days  2 days      

11-Months  9 days  2 days    

12-Months 10 days 2 days   

 

Personnel employed for periods of 9 ½  or 10 ½ months shall receive leave entitlement 

prorated to include ½ day leave entitlement.  
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Sick and Personal Leave entitlement may be utilized in ½ day or whole day increments.  
 

Any unused portion of leave, or previously gained cumulative leave days, shall be carried over 

to the next school year, provided the employee remains continuously employed in the school 

district.  Employees will not be paid for unused sick leave and personal leave, either during 

their employment or upon termination of employment.  Retiring employees may be paid a 

portion of unused leave days, not to exceed thirty (30) days.  Said payment shall be made at a 

rate equivalent to the current substitute daily rate for licensed personnel and minimum wage 

for non-licensed personnel. 
 

All employees of the district shall have unlimited accumulative sick leave. 

 

An employee who is not absent within a school year shall receive two (2) additional days 

personal leave the following year.  In all cases the accumulation cap for personal leave shall be 

a maximum of five (5) days.  At the close of each fiscal year, unused personal leave 

accumulated in excess of the respective accumulated caps will be converted to sick leave.   

Personal leave days shall be utilized in accordance with the rules and regulations governing 

vacation leave for 12-month employees.  Any employee on jury duty or utilizing Family and 

Medical Leave Act leave, vacation leave, or military leave shall not be penalized for the 

purpose of perfect attendance. 

 

Personal Leave shall not be taken on the first day of the school term, or the last day of the 

school term, a day previous to a holiday or a day after a holiday unless such absence results 

from deployment for military service of an immediate family member[MS Code 37-7-307 (3)].  

Should an employee be absent from work on one of these days, a doctor’s statement will be 

required.   

 

Leave may also be used for serious illness or death of an immediate family member. 

 

An employee with an absence exceeding five (5) consecutive days shall be required to provide 

written explanation to the Superintendent of Education immediately. 

 

An employee who is absent as the result of a qualifying worker’s compensation event shall be 

counted absent for days missed.  An employee must opt to utilize leave entitlement or the 

absence(s) will be unpaid. 

 

False statements as to the cause for an absence are serious infractions.  Discipline for such 

infractions includes but is not limited to deduction of a full day’s pay. 

 

When an employee is absent on a school day when there is an early dismissal schedule, the 

employee shall be charged a full day of leave as the employee is paid for the entire day when 

the school district dismisses early. 

 

Extended Sick Leave 
 

The time allowed for extended sick leave shall be as follows: 

 

  Licensed Personnel – Ten (10) days 

  Non-Licensed Personnel – Five (5) days 
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Extended leave may be requested only after all leave days have been exhausted.  Extended 

leave must be requested in writing immediately for each occurrence.  This request must include 

a detailed explanation and must be approved by the site supervisor.  The amount deducted for 

each day extended leave shall be 25% of the respective daily rate of pay for non-licensed and 

substitute pay for licensed personnel. 

 

Employees may be granted additional sick leave for accidents or illnesses catastrophic in 

nature (heart attack, accidents that require hospitalization, amputation, etc.)  Any 

employee who feels that his/her excessive absences fall within this category should make 

written application per individual occurrence to the Superintendent stating the reason for the 

request.  Any such additional leave must be approved by the Superintendent of Education and 

the Board of Education. 

 

Factors that may be considered in determining whether to extend sick leave include the 

following: 

 

1. Impact on the District, its students, and other employees 

2. Length of service 

3. Record of performance 

4. Seriousness of the reason for extension 

 

Additional Personal Leave – All 12-month personnel employed by the Hancock County School 

District shall be entitled to an additional ten (10) days.  All requests for additional personal leave 

must be in written form to the Superintendent of Education or his/her designee for prior approval.  

Additional leave entitlement, each school year, shall be ten (10) days to be credited on July 1
st
 of 

each year.  (All new employees shall receive prorated additional personal leave not to exceed 

five (5) days.) 

 

For the purpose of determining additional personal leave only, any employee transferring to a 

12-month position shall be credited with in-district experience and shall not be subject to 

prorated additional personal leave provided said employee has been employed within the 

district for at least one (1) year on full-time status. Employees transferring to a 12-month 

position and with less than one (1) year in-district service shall receive prorated additional 

personal leave. 

 

For the purpose of counting these additional personal leave days, the year shall be July 1 through 

June 30.  Unused additional personal leave not to exceed ten (10) days shall be converted to sick 

leave and accumulated as sick leave.   All additional personal leave shall be scheduled at the 

convenience of the school system and dates shall be approved by the Superintendent prior to the 

beginning of date of any such leave.  Additional personal leave may be scheduled at any time 

subject to the approval of the immediate supervisor of the employee. 

 

Employees will not be paid for unused additional personal leave, either during their employment 

or upon termination of employment. 

 

 

 

 

 

 



19 

Salary Deductions 

 

Salary deductions will not be made in cases where they would be inconsistent with exempt 

status under the Fair Labor Standards Act.  In such cases, alternative forms of discipline may 

be substituted for salary deductions. 

 

MILITARY LEAVE ENTITLEMENT 

 

1. Any employee who is a member of any of the reserved components of the Armed 

Forces of United States shall be entitled to leave of absences from their respective 

duties. 

 

2. Any employee ordered to active duty shall not lose pay, time, annual leave, or 

efficiency rating for periods not to exceed fifteen days during the school session.  Any 

days in excess of fifteen days the employee shall not be entitled to leave of absence 

with pay, but will not lose time, annual leave, or efficiency rating.  Once he/she has 

been relieved from duty he/she will be restored to the position held when ordered to 

duty or a position of like seniority, status and pay. 

 

3. Any employee ordered to achieve duty shall provide a copy of their orders to the site 

administrator prior to the leave of absence being granted. 

 

FAMILY MEDICAL LEAVE ACT 

 

All employees, certified and non-certified, have a right under FMLA to receive up to twelve 

(12) weeks of unpaid leave in a twelve (12) month fiscal year for the following reasons: 

 

1. The birth of a child, or the placement of a child with you for adoption or foster care. 

 

2. A serious health condition that makes you unable to perform the essential functions of 

your job. 

 

3. A serious health condition affecting your spouse, child, or parent for which you are 

needed to provide care for. 

 

Your health benefits must be maintained during any period of unpaid leave under the same 

conditions as if you continued to work, and you must be reinstated to the same or an equivalent 

job with the same pay, benefits, and terms and conditions of employment on your return from 

leave.  If you do not return to work following FMLA leave for a reason other than:  (1) the 

continuation, recurrence, or onset of a serious health condition which would entitle you to 

FMLA leave; or (2) other circumstances beyond your control, you may be required to 

reimburse the school district for their share of health insurance premiums paid on your behalf 

during your FMLA leave.  Employees are eligible for FMLA if they have worked for a 

covered employer for at least one year and for 1250 hours over the previous twelve months. 

 

For further details concerning FMLA see your principal or supervisor. 
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JURY DUTY 

 

The Policy of the Hancock County School Board shall be that employees who are absent due to 

jury duty shall have such jury duty days counted as excused up to 5 days. Any needs over 5 

days should be submitted through immediate supervisor.  Employees released early from jury 

duty should return to work immediately. Any employee wishing to take advantage of this 

policy for jury duty shall notify their immediate supervisor at least three (3) days prior to the 

date they will begin jury service and the said employee must submit an excuse from the Courts 

to the Superintendent within three (3) days after their return to their job from jury duty. 

 

ANNUAL SERVICE PERIOD 

 

Annual service period is defined as the number of days in a school year (July 1 – June 30) 

which an employee works when assigned by administrative recommendation and Board action. 

 

MATERNITY LEAVE 

 

A maternity leave of absence shall be granted pregnant employees for the purpose of child 

bearing in accordance with the following guidelines: 

 

1. An employee who becomes pregnant shall provide written notice thereof to her 

principal and to the superintendent as soon as pregnancy has been medically 

determined.  The notice must include a written statement from the employee’s 

physician indicating the anticipated date of delivery, the date until which the 

physician’s comments are recommended, a commitment from the physician which 

might affect her ability to perform her job duties and the date on which the employee 

request maternity leave to commence. 

 

2. 

A. Pregnant employees will be permitted to continue in active employment until 

the requested date for maternity leave to commence or until the date authorized 

by her physician, whichever comes first; provided, however, any employee 

wishing to continue active employment within four weeks of the anticipated 

date of delivery must submit an authorized statement from the physician at the 

beginning of each week, and such statement shall indicate that the employee is 

physically capable of performing her duties without restrictions. 

 

B. The provision of 2(a) notwithstanding, the Board reserves the right to conduct a 

hearing at which evidence as to whether or not the teacher should be required to 

take leave prior to the date stated in the employee’s physician’s statement. 

 

C. The employee may use accrued sick leave for many maternity leave. 

 

 

3. 

A. The provisions of 3(a) notwithstanding, the Board reserves the right to conduct 

a hearing at which evidence would be heard and a decision rendered in the 

evidence as to whether or not the employee would be declared eligible for 

reemployment. 
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B. The school system will have discharged its responsibility under this policy after 

offering active employment for the first vacancy for which the employee is 

qualified that occurs after its individual has been declared eligible for return to 

active employment. 

 

4. All personnel benefits accrued will be retained during maternity leave unless the person 

concerned shall have accepted other employment. 

 

REFERENCE:  Section 86.57, (c,d), Title IX Regulations; Gilbert vs. G.E., 4
th

. Circuit Court, 

6-26-75, Adopted 5-6-76. 

 

Maternity leave must be treated by the school district as it would any other temporary disability 

suffered by an employee under its sick leave policy.  The district must provide sick leave to the 

pregnant employee just as it would any other employee who for reason of disability cannot 

perform he/her duties.  The district must allow the employee to work provided the employee’s 

physician certified that the employee can perform without endangering her health and provided 

the employee can perform the job tasks expected of her.  The district must provide the sick 

leave to the employee to the extent that the employee is entitled to leave.  (Example:  teacher 

has seven (7) days sick leave for the current year, teacher has accumulated twenty (20) days 

unused sick leave, and teacher is entitled to ten (10) days with only 25% of their pay being 

deducted.  If the teacher is actually disabled for twenty (20) days, then the district provides the 

sick leave benefits for those days.  If, however, the teacher does not wish to return to her 

teaching duties for a period of an additional thirty (30) days, then the district is under no 

obligation to provide sick leave beyond their entitled benefits, but the district may wish to 

grant the teacher a leave of absence without pay for the thirty (30) day period and provide her 

an opportunity to be re-employed at the end of the period. 

 

EMPLOYEE ARREST 

 

An employee who is arrested or charged with a felony or misdemeanor is required to notify his 

or her immediate supervisor and the Superintendent as soon as possible but not later than 

within 24 hours.  Failure to report such incidents may result in disciplinary action up to and 

including termination. 

 

DISTRICT MAINTENANCE POLICY 

 

It is the intent of the School Board in this policy to have an organized procedure in which to 

get maintenance work obtained as quickly as possible, and simplify the operation for a better 

understanding between all personnel involved. 

 

A. Forms approved by the Board for maintenance orders will be referred to herein and 

within the district as M-M-O. 

 

B. It shall be the duty of each principal of each school in the district to provide each 

teacher within his school a reasonable amount of M-M-O provided in this policy.  The 

teacher is to fill out the form then forward it to the school office where there shall be a 

designated place for it to be placed.  Principals shall inform all personnel of this 

designated place. 
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C. It shall be the duty of the maintenance person located at each school to pick up at least 

once every day, (preferable, if desired, for the maintenance person to set the priorities at 

his discretion as to which jobs should be done first.)  If this is done by the principal, the 

maintenance person shall set his work schedule by the forms turned in each day.  It is 

desired that the principals not spend a great deal of time in this area, except for issuing 

purchase orders.  If the principal has an important item of work on campus or out of the 

classroom, then the principal would set the work schedule until the project is finished at 

which time the maintenance person would continue on the M-M-O form work. 

 

D. It shall be the duty of any and all personnel of the district to report to the office of the 

Principal any malfunctions in any school facility of this district.  Personnel should 

never let problems go unattended or unreported. 
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INFORMATION FOR  

CERTIFIED  

EMPLOYEES 

 

(TEACHERS, PRINCIPALS, 

COUNSELORS, ETC.) 

 

 

 

 

 

 

 

 

To ensure all rules, regulations and policies are understood and followed,  

please refer to the “INFORMATION FOR ALL EMPLOYEES” section  

of this handbook for general information pertaining to each  

Hancock County School District employee. 
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TEACHER RESPONSIBILITIES (BEGINNING OF SCHOOL) 

 

Teachers have particular responsibilities as they prepare for the opening of school.  Teachers’ 

responsibilities differ from school to school.  However, the following are appropriate in all 

situations. 

 

Teachers are responsible for familiarizing themselves and their students with District and 

Student Handbooks. 

 

ASSEMBLE SUPPLIES FOR INSTRUCTION PURPOSES 

 

The teacher must have available the tools he/she needs for the first day’s work, i.e. paper, 

pencils, instructional material, books.  It is important that the first day be a day of instruction 

for students.  Following the distribution of supplies, a lesson should be taught. 

 

ARRANGE THE CLASSROOM 

 

Teachers should insure that all chairs, desks, tables, and other equipment are present and in 

place before school begins.  Since it is important to have sufficient seating in the classroom 

teachers should carefully check their class lists to be sure that there are enough desks.  Post 

discipline rules and consequences in a prominent place in the classroom and discuss them with 

the students. 

 

STUDY STUDENTS’ PERMANENT RECORD FOLDERS 

 

The classroom teacher should be as familiar as possible with the backgrounds of the students 

assigned to him for instructional purposes.  Responsible teachers spend the necessary time 

familiarizing themselves with the child through a study of the permanent record assessment 

scores and with guidance personnel. 

 

PLAN BEFORE CLASSES MEET 

 

There are a number of other common areas of planning the teacher should be familiar with to 

assist him/her in preparing for the opening of school.  These are especially important for new 

teachers. 

 

A. Learn the location of the various rooms, office, and other teaching spaces. 

 

B. Study the building and district regulations as they apply to staff and students, and have 

a thorough understanding of them. 

 

C. Know and understand the philosophy and objectives of the school. 

 

D. Familiarize yourself with the duty roster. 

 

 

E. Attend and participate actively in all faculty meetings, department meetings, and grade-

level meetings.  Ask questions when necessary; others are always willing to help.  

Document in writing to your immediate supervisor, any absence. 
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ROUTINE TEACHER RESPONSIBILITIES 

 

EVALUATING HOMEWORK 

 

Good management of the classroom, both from an administrative and an instructional 

standpoint, necessitates the consistent collection, evaluation, and return of all homework.  

Under no circumstances should the teacher fail to collect or evaluate this material.  Students 

and/or aids should not check or grade other student’s work. 

 

ADMINISTRATIVE DETAIL 

 

A number of activities that are part of the day’s program are classified as classroom 

management.  Among these, periods for attendance taking, usually at the beginning of the 

school day or class period, must be provided.  Opportunities for reading bulletins or 

announcing events to the students must also be planned.  Watering plants, feeding classroom 

animals, washing chalk-boards, cleaning up the classroom, and providing time for opening 

exercises, such as the pledge to the flag, must also be provided in the schedule.  These 

activities should become routine, so as little time as possible is taken from the instructional 

period. 

 

RESOURCE PERSONS 

 

Well planned use of resource persons make a valuable contribution to the educational program.  

Teachers are encouraged to arrange for such persons to discuss appropriate topics with 

students. 

 

Principals must approve all resource persons and topics prior to the teachers’ extending an 

invitation. 

 

PARTIES 

 

Parties at school may be held only with prior approval of the administrator. 

 
 

TEACHER RESPONSIBILITIES (CLOSING OF SCHOOL) 

 

Teachers have explicit responsibilities for the closing of school.  Among the responsibilities 

peculiar to the teacher are: 

 

1. Report to parents by final report card. 

 

2. Supervise such final student activities as cleaning lockers and desks, collecting, 

examining and storing textbooks and district-owned property, collecting all fines and 

payments for lost materials, cleaning the classroom, and arranging it for the summer. 

 

3. Collect and take inventory of library books. 
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4. Meet with the principal to discuss non-promotion/failure cases prior to the end of the 

year. 

 

5. Requisition supplies and equipment for the next school year. (Appendix F) 

 

6. Complete state attendance records and other statistical or informative reports. 

 

7. File summer addresses in principal’s office. 

 

8. Identify and return all keys and borrowed district property. 

 

9. Clean his/her desk and store all valuables and personal property in a secure place. 

 

10. Make recommendations for the ability-level grouping of pupils for instructional 

purposes. 

 

11. Evaluate, grade, and report all final examinations and storing them properly and safely. 

 

12. Remove or provide for the care of all plants and animals in the classrooms. 

 

13. Make recommendations for the scheduling of pupils for the next year. 

 

14. Complete permanent records must be completed with infinite care.  They must not be 

rushed and completed haphazardly.  They must be marked with black ink.  These 

records are the profile of a child during his formal educational experience, and they 

must be accurate.  Any changes to the cumulative record must be initialed and dated. 

 

15. Inform the administrator in writing when resigning his/her position. 

 

16. Complete all administrative work and details as assigned. 

 

17. Insure all items on teacher inventory are properly identified, labeled and stored. 

 

18. Complete and turn in summer maintenance orders as necessary. 

 

 

CLASSROOM MANAGEMENT 

 

The well organized classroom is one where specific routines have been established to insure 

the smooth functioning of all activities in the room. 

 

PRIVATE INSTRUCTION 

 

No teacher shall engage in private instruction of his/her deficient students for compensation. 
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STUDENT TEACHERS 

 

Student teachers will be assigned to a supervising teacher.  The supervising teacher will be 

responsible for the development of the student teacher’s skills and with the proper utilization of 

the student teacher.  Student teachers are not to administer or prescribe punishment to students.  

Student teachers will abide by all rules and regulations of the Hancock County School District. 

 

 

ATTENDANCE RECORDS 

 

To assist teachers and other professional personnel in identifying any unusual or irregular 

circumstances connected with a pupil’s attendance in school, each teacher will keep an 

attendance record that will be consistent with good reporting procedures, precise in its 

identification of reasons for absences or tardiness, and graphic in its description of these 

reasons.  The district shall follow the State Attendance Law and attendance shall be recorded 

for each day present.  All documentation presented to the teacher must be immediately filed 

with the office. 

 

Reporting a child’s attendance is necessary for the following reasons: 

 
1. To see a picture of the child’s attendance so that irregularities may be evaluated and 

assistance from professional sources may be made available to parents and students in 

need. 

 

2. For financial purposes, State and Federal aid to education is based on the attendance of 

pupils.  Therefore, accurate attendance records must be kept for reporting to State 

Financial Divisions. 

 

3. To insure for each child a minimum fundamental education. 

 

A further reason for attendance reporting is the possibility of class-cutting in the secondary 

school, which is departmentalized.  Attendance must be recorded accurately each day by each 

subject teacher.  The general office has the responsibility for distributing an absence list to all 

teachers before the end of the first period.  This is a listing of absent students as reported to the 

office by the first period teacher.  It is the responsibility of each subject teacher to check the 

attendance each period and immediately report to the office any discrepancies. 

 

STUDENT MAKE-UP WORK 

 

The teacher is responsible for ensuring make-up work is equal in amount and level to the 

classroom assignment.  A documented system of tracking make-up work should be in place 

with each teacher. 
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DISCIPLINE AND CONTROL 

 

One of the primary purposes of establishing control in an instructional situation is to guide 

pupils so that they enhance the immediate efforts of teachers and other pupils in the learning 

situation.  This prevents any threat to the classroom or the instruction which is taking place. 

 

Another purpose for establishing control is to teach pupils how to develop independently to 

become responsible, productive, and self-disciplined citizens within the school, in preparation 

for assuming their adult responsibilities.  Since classroom discipline and control is an integral 

part of the learning process, educators must recognize its importance. 

 

 

ESTABLISHING DISCIPLINE AND CONTROL 

 

Classroom teachers, and all others in direct association with pupils, should consider the 

following factors as they establish control in the classroom and in the school: 

 

 Psychological insight into causes of behavior problems 

 

Knowledge and understanding of the development and growth patterns of students at 

the level taught 

 

 Knowledge and use of group processes in daily living in the classroom and school 

 

 Knowledge and use of the thinking process in daily living 

 

 Teaching and living in accordance with good mental and emotional health practices 

 

Establishing standards of conduct and behavior in the classroom and the school, so 

pupils know what is expected of them. 

 

Respecting students as individuals and treating them with dignity. 

 

Providing adequate instruction at the appropriate instructional levels and learning style 

for each pupil 

 

Organizing for all-around learning climate in the classroom. 

 

Dealing fairly and impartially with each student 
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CLASS DISCIPLINE GUIDELINES 

 

1. Be consistent. 

2. Don’t make idle threats. 

3. Look for reasons behind misbehavior. 

4. Be sure pupils know the rules. 

5. Create an atmosphere of acceptance toward all students. 

6. Set realistic and obtainable instructional goals. 

7. Control your temper; be professional. 

8. Work with your principal or counselor. 

9. Punish only the offenders(s).  “Blanket” punishment of an entire class 

demoralizes well behaved students. 

 

 

INTERVENTION PROCESS 

The following policy was adopted by the Mississippi State Board on January 21, 2005: 

 

MDE shall require an instructional model designed to meet the needs of every student.  The 

model shall consist of three tiers of instruction. 

Tier I:  Quality classroom instruction based on MS Curriculum Frameworks 

Tier II:  Focused supplemental instruction 

Tier III: Intensive interventions specifically designed to meet the individual needs of  

  Students 

 

Teachers should use progress monitoring information to (a) determine if students are making 

adequate progress, (b) identify students as soon as they begin to fall behind, (c) modify 

instruction early enough to ensure each and every student gains essential skills.  Monitoring of 

student progress is an ongoing process that may be measured through informal classroom 

assessment, benchmark assessment instruments, and large-scale assessments. 

 

If strategies at Tiers I & II are unsuccessful, students must be referred to the Teacher Support 

Team (TST).  The TST I the problem-solving unit responsible for interventions developed at 

Tier III.  Each school must have a TST implemented in accordance with the process developed 

by the MS Department of Education.  The chairperson of the TST shall be the school principal 

as the school’s instructional leader or the principal’s designee.  The designee may not be an 

individual whose primary responsibility is special education.  Interventions will be: designed 

to address the deficit areas; research based; implemented as designed by the TST; and 

supported by data regarding the effectiveness of interventions. 

 

In addition to failure to make adequate progress following Tiers I & II, students will be 

referred to the TST for interventions specified in guidelines developed by MDE if any of the 

following events occur: 

A. Grades 1-3: A Student has failed one (1) grade; 

B. Grades 4-12: A student has failed two (2) grades, OR 

C. A student failed either of the preceding two grades and has been suspended or 

expelled for more than twenty (20) days in the current school year. 

 

Referrals to the Teacher Support Team must be made within the first twenty (20) school 

days of a school year if the student failed the preceding year resulting in a referral as 

stated above. 
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ACCIDENTS AT SCHOOL    

 

At one time or another, nearly every educator is faced with some type of accident either in the 

classroom or on the school grounds.  Accidents may be major or minor in nature, but they must 

be handled with caution and full concern for the child.  Certain procedures should be followed 

to assure that proper care is given and that the interests of the school district are fully protected.  

 

When an accident occurs within a classroom, the teacher shall immediately notify the principal.  

If it is impossible to leave the child to go to the office, a pupil may be sent.  If the principal 

cannot immediately be located, the school nurse should be called.  In some cases, both may be 

called simultaneously. 

 

In the absence of other professional personnel, the teacher may administer first aid.  Gloves 

shall be worn as a safety precaution.  The parents of the child should then be notified at once 

and requested to arrange for transporting the child to his/her home.  Precautions should be 

taken by school personnel to see that the child is warm, that a splint has been provided in case 

of a fracture, and that other routine protections have been provided against further injury prior 

to the child’s removal from the school. 

 

Accidents in or around the school should receive immediate attention since the school ground 

and the school buildings are to be supervised by qualified professional staff members at all 

times when children are in attendance.  The same procedures should be followed for an 

accident on the school grounds or in the building as those that would be followed in the case of 

a classroom accident. 

 

All school personnel should be on guard against any situation that creates a possible source of 

accident to staff members or to children in the schools. 

 

An unsupervised classroom is an invitation to an accident and the serious consequences 

that may ensue.  Under NO circumstance may a classroom be left unsupervised. 

 

Any accident shall be reported to the principal immediately on a form provided by the office or 

nurse.  Parents should be informed of all accidents, even though no apparent injury has been 

caused. 

 

 

 

PARENT – TEACHER CONFERENCES 

 

Parent-teacher conferences serve as a two-way method of face-to-face communication for the 

benefit of the Child; they are not only necessarily confined to reporting, but also may be 

planned for any occasion that will be helpful to the teacher, the child, or the parent.  Whatever 

the purpose of the conference, it should afford an opportunity for sharing information and 

views designed to promote the welfare of the child under consideration.  The well-designed 

parent-teacher conference always functions with this objective as the end result.  The principal 

should be notified of all teacher-parent meetings and if necessary be invited to be present. 
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Teachers, during a parent-teacher conference, need to remember that many parents are 

reluctant to speak freely while in the school.  The parent is not on his/her home grounds and 

may be uncomfortable.  It is the responsibility of the teacher to allow a parent ample 

opportunity to relax.  A brief inspection of the classroom prior to the conference allows an 

exchange of pleasantries before the actual business at hand commences. 

 

Teachers are expected to make parental contacts before referring routine discipline matters to 

the office.  A telephone call and/or conference is recommended. 

 

A record of a parent-teacher conference and/or phone call will be kept up to date and turned in 

to the principal as documentation of parent contact. 

 

 

ARRANGEMENT FOR SUBSTITUTES 

 

The regular classroom teacher should be prepared at all times for a possible absence.  He/she 

should be certain that there are adequate lesson plans prepared well enough in advance so that 

someone else could take over in the event that he/she should be unexpectedly absent from 

his/her post.  If the regular teacher does not take steps to provide adequate instruction of 

students assigned to him/her during his/her absence, he/she is depriving them of important 

instructional time.  

 

The permanently assigned teacher should have seating charts or some other way in which the 

substitute teacher can immediately identify students.  A class book should be available for the 

substitute teacher as well as copies for all textbooks, workbooks, and other materials that each 

class requires for instruction.  The materials and the pages which are to be used in the study of 

each lesson should be clearly indicated in the lesson plans. 

 

A. Regular attendance of the classroom teacher is imperative to a good learning 

atmosphere.  When the teacher must be absent, it is the responsibility of the 

principal or their designee to obtain a substitute.  The principal or their designee 

should be notified immediately upon the teacher’s anticipated absence.  The 

classroom teacher shall not contact a substitute teacher. 

 

B. Every new employee, including a substitute teacher, is subject to a background 

check. 

 

C. Classroom teachers will maintain an up-to-date substitute file containing the 

lesson plan book, class roll, schedule, current duty assignment, and other 

pertinent information needed by substitutes with their duties.  This file will be 

placed in the teacher’s desk at the end of each school day. 

 

D. Teacher assistants are not to be used as teacher substitutes outside of the classes 

to which they have been assigned.  The teacher assistant may not serve as a 

substitute in the class to which assigned for more than the law allows. 
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LESSON PLANS FOR SUBSTITUTES: 

 

The teacher is responsible for providing lesson plans for substitutes.  The following criteria are 

suggested: 

 

1. All directions should be easy to follow. 

 

2. List materials, text, etc., by their correct titles. 

 

3. Have materials where they can be found. 

 

4. Copy or duplicate roll or seating chart, rules and schedules and attach to 

emergency lesson plans. 

 

5. Have emergency lesson plans prepared at all times. 

 

6. Plans should keep each student occupied and working on his/her own. 

 

7. Make time limitations for completion of tasks. 

 

8. Grade work done when a substitute teaches. 

 

9. Don’t give a substitute new material.  Recap or reinforce already known 

subjects. 

 

10. If new material is given, it should be so self-contained it could be self taught. 

 

11. Don’t give a continuing lesson; some students will have finished the work 

earlier. 

 

12. Good substitute plans include, but are not limited to the following: 

 

A. Fill in the blank worksheets with instructions and always have enough 

copies on hand. 

B. Read the chapter, etc., and answer questions. 

C. Educational films/videos with questions to be completed. 

 

EXTRA DUTY 

 

Teachers will be on duty each day during school hours and after school to help look after the 

welfare of students, school and state property, and any other things of value to the school 

program.  The restrooms should be monitored very carefully as this is where many situations 

arise.  Every teacher should take responsibility for conduct of students in the building and on 

the campus and for the care of school property.  All personnel have the authority and 

responsibility to correct any student for misconduct ON SCHOOL GROUNDS OR AT 

SCHOOL ACTIVITIES AT ANY TIME. 
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FUND RAISING POLICY 

 

Fund raising activities may be held when there is a definite need. 

 

All fund raising must receive prior approval from the principal, superintendent, and school 

board who will be responsible for placing sales events on the calendar.  The teacher must 

submit the “Fund Raiser” form and purchase requisitions to the principal for approval by the 

end of September. 

 

Items that are purchased through school approved fund raisers automatically become property 

of the school. 

 

 

ACTIVITY FUND ACCOUNTING 

 

Teachers will be called upon to collect funds from students from time to time.  These 

collections will include lunch money, school insurance, school photography payments, etc.  

With the exception of lunch money, all monies collected by the teacher shall be receipted.  

Strictest care must be taken in the handling of these funds.  The following points are to be 

followed: 

 

1. Receipt all money collected.  All receipted money shall be turned into the office 

by noon of each day. 

 

2. Teachers are responsible for any and all funds collected.  Employees who hold 

funds will be responsible for uncollected NSF checks. 

 

 

 

RECEIPTS 

 

All funds received by a school must be deposited into its account through the principal.  The 

principal must maintain a permanent three-part receipt book.  A person transferring this money 

to the principal or his/her designee for deposit will be given the original receipt, the second 

copy will be attached to the transmittal report to the central office, and the third copy will be 

kept in the book and on permanent file in the principal’s office.  All of these pre-numbered 

receipts must be filed.  Deposits shall be made on a daily basis. 

 

Before club sponsors transfer revenue to the office for receipting and depositing the following 

shall be met:  1) checks received shall be made payable to the school with the club’s name on 

the bottom left corner, 2) cash shall be wrapped accordingly, 3) a transmittal sheet shall be 

attached indicating the club or fund to credit, the date and person responsible, and the total 

amount of cash and checks submitting to office. 

 

Any event at a local school where a fee is charged for admission shall use pre-numbered tickets 

and be accounted for in a manner prescribed by the State Auditor’s office.  All paperwork is to 

be submitted to the principal within one working day.  This ticket account form is due in the 

office of the Superintendent no later than five (5) working days following the event. 
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TEXTBOOK ADMINISTRATION 

 

ISSUING TEXTBOOKS TO PUPILS:  The labels on the inside coves of the textbooks shall be 

filled out completely before the books are issued to students..  After the parent’s 

acknowledgement has been obtained on the textbook sheet, the student shall be issued the 

textbooks.  All textbooks shall be covered.  At the end of the session, upon transferring to 

another school, or at any other time ordered by the teacher or the superintendent, all books 

shall be returned by the student and the textbook sheet, signed by the teacher, shall be given 

him/her as a receipt.  

 

LOST BOOKS:  If, at any time during the session, the pupil loses a book, he/she shall be 

charged the replacement cost. 

 

DAMAGES:  School administrators, superintendents, and teachers distributing books to pupils 

are authorized to collect for any damage to, or excess wear of textbooks. 

 

Teachers shall assess fines for amounts up to the current value of a book when it is obvious 

that the student has damaged or defaced it. 

 

 

LINE AND STAFF RELATIONS 

 

TEACHER – PRINCIPAL: Exchanges of ideas in any area – curriculum, discipline, 

instruction, facilities, services, etc. – are encouraged and appreciated.  Democratic practices are 

the goal.  The principal, through class visitations and other contacts, assists the teacher in every 

possible way to insure the most effective learning for each student.  The teacher and principal 

continuously keep each other informed.  In dealing with the office of the Superintendent of 

Education, the proper channel is through the principal/site administrator. 

 

PRINCIPAL – STUDENT:  Teachers must do most preliminary work in the realm of problem 

solving before the principal can act.  Each student request or problem should be treated with 

respect and as being important to the student. 

 

TEACHER – PARENT:  Teachers have the responsibility and authority to discuss an 

individual student’s problems directly with the student’s parents.  They may do so directly 

keeping the principal informed beforehand as to the problem and afterward, as to the result.  To 

know the parent is to know the child better.  Consult the principal when there is doubt.  

Teachers shall not  

discuss student performance with anyone other than the student, his parent, or with legitimate 

authorized personnel.  Any evidence of child abuse should be reported to your principal and 

guidance counselor. 

 

TEACHER – TEACHER:  Teachers are encouraged and urged to coordinate and cooperate 

directly on matters of mutual concern and interest.  Discussions concerning student or faculty 

problems must be private, professional and constructive.  Keep the principal informed. 
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TEACHER – ADMINISTRATIVE STAFF:  Teachers shall deal directly with any member of 

the school’s administrative staff.  Bring problem areas in this regard to the principal’s 

attention.  The administrative staff coordinates, supports, and supervises the entire operation of 

the school. 

 

GRIEVANCE PROCEDURE FOR CERTIFIED PERSONNEL 

Grievances of certified staff shall be processed according to the following procedures: 

1. Within 5 days of the event that is the subject of the grievance, the grievant must notify his/her 

immediate supervisor of the grievance.  Such notice shall be made verbally or in writing. The 

immediate supervisor will attempt to resolve the grievance informally within 5 days of the event that is 

the subject of the grievance. 

2. If the immediate supervisor and the grievant cannot informally resolve the matter, the grievant will 

then proceed to resolve the matter with the principal.  The complaint of the grievant to the principal 

must be stated in writing, and contain the time, place and specific nature of the alleged violation of 

policy and/or state or federal law.  This written complaint shall state specifically the policy and/or state 

or federal law allegedly violated and be submitted to the principal within 5 days of the attempted 

informal resolution of the grievance with the grievant’s immediate supervisor.  The principal shall 

respond to the grievant in writing within 5 days of receipt of the written grievance with supporting 

evidence and reasons to the grievant. 

3. If the grievance is not resolved in accord with section 2 above, or the principal fails to respond to the 

grievant in writing within the time period provided above, and the grievant elects to pursue the issue, 

he/she within 5 days after receiving the principal’s written response, if any, must file a written 

statement with the assistant superintendent.  The complaint of the grievant to the assistant 

superintendent must be stated in writing and contain the time, place and specific nature of the alleged 

violation of policy and/or state or federal law.  This written complaint shall state specifically the policy 

and/or state or federal law allegedly violated.  The assistant superintendent shall respond to the grievant 

in writing within 5 days of receipt of the written grievance with supporting evidence and reasons to the 

grievant. 

4. If the grievant chooses to appeal the decision of the assistant superintendent, he/she shall submit, 

within 5 days of the assistant superintendent’s decision, a written request to the superintendent to place 

his/her grievance on the agenda of the Board of Education at its next regular meeting or at a special 

meeting set by the superintendent.  This section 5 does not guarantee the grievant that the Board of 

Education will conduct a hearing regarding his/her grievance. 

5. The Board of Education shall render its written decision within 10 days of the meeting during which 

the grievance was placed on its agenda.  The superintendent shall provide copies of the decision to any 

parties involved, including the grievant. 

6. If the grievant fails to pursue his/her grievance within any time period to do so provided above, such 

failure shall constitute final resolution of the grievance with prejudice. 

 

A grievance may be withdrawn at any time without prejudice or record.  The following definitions shall 

apply in this grievance procedure: 

1. A “grievance” is a complaint by an individual based upon an alleged violation of a 

person’s rights under state or federal law or board policy. 

2. A “grievant” is a person or persons making the complaint. 

3. The term “days” shall mean working school days and shall exclude weekends or 

vacation days. 

In the adoption and implementation of this grievance procedure, it shall be understood that the board of 

education is not a court of law and that rules of jurisprudence shall not apply. 
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PROFESSIONAL PERSONNEL SEPARATION 

 

It is recognized by this school district that it is necessary, from time to time, to release from 

future employment certified personnel where their performance fails to meet the standards 

established by the State Department of Education and/or this board or where their services are 

no longer needed. 

 

In the event that a determination is made by this school district not to offer an employee a 

renewal contract for a successive year, written notice of non renewal shall be given a principal 

on or before March 1, and written notice shall be given other professional educators on or 

before April 15, covered under Sections §37-9-101 through §37-9-113 of Mississippi Code of 

1972, amended. 

 

Any non reemployment decision of this school district shall be rationally related to a legitimate 

educational interest and not arbitrary and capricious or based upon some constitutionally 

impermissible reason such as race, sex, religion, handicap or exercise of the First Amendment 

rights. 

 

A principal or other professional educator receiving written notice under the provisions of this 

policy shall, upon written request, be entitled to: 

 

a. Written notice of the reasons for non-reemployment together with a summary of 

the factual basis therefore.  The school district shall give this notice to the 

principal or other professional educator at least five (5) days prior to any 

hearing. 

 

b. An opportunity for a hearing at which to present matters relevant to the reasons 

given for the non reemployment decision including any reasons alleged by the 

principal or other professional educator to be the reason for non reemployment 

if a request for such a hearing is received by this school district within seven (7) 

day of the date the principal or other professional educator received he/her 

written notice of non renewal. 

 

c. Receive a fair and impartial hearing before the school board or hearing officer 

selected by the school board. 

 

d. Be represented by legal counsel, at his own expense. 

 

If the employee does not request a hearing, the decision of the School Board with regard to the 

reemployment of the employee shall be final. 

 

It is the intent of this school district to establish procedures for providing a professional 

educator with notice of the reasons for not offering him a renewal of his contract, to provide an 

opportunity for principals and other professional educators to present matters in extenuation 

and exculpation to enable the Board to determine whether the recommendation of non 

reemployment is a proper employment decision and not contrary to law and not a violation of 

some statutory or constitutional right, and not to establish a system of tenure expressed or 

implied or require that all decisions of non reemployment be based upon cause with respect to 

employment with the school district. 
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Any and all hearings shall be conducted pursuant to the “Rules of Procedure Under the School 

Employment Procedures Law of 1977”; Policy CGM-R, adopted by this board.  All 

proceedings under this policy are and shall be governed by the School Employment Procedures 

Law of 1977, where applicable.§37-9-101 et. seq. 

 

LEGAL REF.:  Mississippi Code, as cited above 

 

Failure of the School Board to notify a principal of non-reemployment on or before March 1 

and other professional educator on or before April 15 constitutes an automatic renewal of his 

outstanding contract for the ensuing year. 

 

LEGAL REF.:  Jackson v Board of Education 349 So 2d 550 (MISS.) 

 

A school board is not required to justify its decision not to rehire a principal or other 

professional educator where the principal or other professional educator failed to show any 

impermissible reason for the school board’s decision. 

 

LEGAL REF.:  Tanner v Hazelhurst MSSD 427 So 2d 977 (1983, MISS.) 

 

Where a school board has acted in a manner which is arbitrary and capricious and where its 

actions are not supported by substantial evidence, the Chancery Court and ultimately the 

Supreme Court have the responsibility to intervene. 

 

LEGAL REF.:  Merchant v. Pearl MSSD 492 So 2d (1986, MISS.) 

 

ADDITIONAL INFORMATION 

 

For information on the following, please refer to the appropriate student handbook or contact 

your principal/site supervisor: 

Subject Area Testing  Student Check Out Policy Returned Book Fine Assessment 

Early Dismissal  Student Code of Conduct Student Suspension 

Special Education Promotion Policy         Special Education Graduation Requirements

  

Student Grading, Reporting, Promotion & Retention - (High School, Middle, & Elementary) 
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INFORMATION FOR  

NON-CERTIFIED  

EMPLOYEES 

 

(TEACHER ASSISTANTS, 

SECRETARIES, CENTRAL OFFICE, 

ETC.) 

 

 

 

 

 

 

 

 

To ensure all rules, regulations and policies are understood and followed,  

please refer to the “INFORMATION FOR ALL EMPLOYEES” section  

of this handbook for general information pertaining to each  

Hancock County School District employee. 
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NON-CERTIFIED STAFF COMPLAINTS AND GRIEVANCES 

 

Any employee of the school district shall have the right to appeal the application of policies 

and administrative decisions affecting him/her.  The employee shall be assured freedom from 

restraint, interference, discrimination or reprisal in presenting his/her appeal with respect to 

personal grievance. 

 

All grievances shall be handled expeditiously and shall be handled according to the procedures 

adopted by the School Board.  Grievances are intended to identify and clarify individual 

solutions to violations of personal rights and policies of the Board. 

 

GRIEVANCE PROCEDURES GUIDELINES 

 

1. If an appeal is made from the decision of the principal or immediate supervisor, a 

statement of the individual staff member’s grievance shall be made in writing on the 

form to be provided by the administration with a copy being sent directly to the 

President of the Board. 

 

2. The written statement (form) must be submitted through the principal or immediate 

supervisor to the Superintendent within twenty-four (24) hours after receipt of 

grievance. 

 

3. A conference must be held within three (3) school days after the grievance report is 

submitted to the Superintendent and a decision must be made by the Superintendent 

within four (4) days after the conference is held; the complainant must receive in 

writing a report of the Superintendent’s decision concerning the grievance.  (A written 

notation of the original form will be sufficient.)  The complainant shall have two (2) 

school days in which to appeal the Superintendent’s decision to the School Board.  (In 

the event that the Superintendent is absent from his office the conference must be held 

within two (2) school days after the Superintendent’s return to his office). 

 

4. Appeals from the Superintendent’s decision to the School Board may be handled at the 

regularly scheduled meetings of the Board or at a special meeting.  The complainant 

may request that the Board hear the complaint in executive session.  Appeals to the 

Board must be made in writing and received in the office of the Superintendent before 

the next Board meeting in order to be included in the Board agenda.  (The original form 

may be used as the written appeal to the Board). 

 

5. A full record of individual staff grievances will be kept in an individual’s personnel 

file. 

 

6. If an element of the grievance is that the procedure is not being followed then the 

appeal may be made directly to the Board within ten (10) days of written notice. 

 

7. If the Board has not received proper notification after the elapse of the above period the 

President of the School Board will automatically bring the issue before the Board for 

action. 
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INFORMATION FOR  

 

SCHOOL FOOD  

 

EMPLOYEES 
 

 
 

 

 

 

 

To ensure all rules, regulations and policies are understood and followed,  

please refer to the “INFORMATION FOR ALL EMPLOYEES” section  

of this handbook for general information pertaining to each  

Hancock County School District Employee. 
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GOALS OF FOOD SERVICE PROGRAM 

 

1. Provide palatable, high quality, nutritious foods that students will enjoy eating at an 

affordable price. 

 

2. Provide emergency food service support as directed by a competent authority. 

 

3. Provide professional growth for food service personnel by providing appropriate 

educational programs and incentives. 

 

4. Encourage and promote nutrition education and coordinate food service programs with 

classroom instruction. 

 

5. Function under sound principals of good business management as instructed by the 

State adopted Policy and Procedure Manual for operation of Child Nutrition Programs 

in Mississippi Schools.  

 

WELLNESS POLICY 

 

The Hancock County School District adopted a school wellness policy with commitments to 

nutrition, physical activity, comprehensive health education, marketing, and implementation. 

This policy is designed to effectively utilize school and community resources and to equitably 

serve the needs and interests of all students and staff, taking into consideration differences in 

culture. A copy of the policy is available for review in the Superintendent of Education’s 

Office.
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Leave Entitlement - All licensed and non-licensed personnel employed by the Hancock 

County School District shall receive, during the school year, leave benefits as follows: 

 

            

  Sick        Personal 

9-Months  7 days  2 days   

 

GENERAL POLICIES 

 

I. BASIC CONSIDERATION 

 

1. The School Food Service is an integral part of the total educational program and 

is governed by the same principles and type of control as any other division of 

the school.  The principal is the executive officer and has general direction of 

the conduct of its activities.   

 

2. The School Food Service Department is operated under the supervision of the 

Hancock County School District, and not as a concession to any school or group 

of individuals.  

 

3. The School Food Service Department, in cooperation with the principal, should 

make it possible for every child to have an adequate lunch and sufficient time in 

which to eat it.  It should provide at least one-third of the child's nutritive 

requirements for the day.  

 

II. SPECIAL AIMS 

 

1. To improve the health of the child.  

 

2. To promote an understanding and appreciation of the kinds of food necessary to 

meet nutritional needs. 

 

3. To assist children in developing desirable food habits. 

 

4. To contribute to the social education of the child, by providing for him an 

opportunity to practice courtesy and desirable table manners, in a pleasant 

atmosphere. 

 

5. To provide a situation in which children may develop an understanding of 

sanitation and of sanitary methods of food handling. 

 

6. To offer important learning in health, citizenship and social living. 
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MANAGEMENT POLICIES 

 

1. It shall be the responsibility of the cafeteria manager to open and close the 

cafeteria at all times.  No one including managers is to start work before 

6:30am. Managers may permit an assigned person to perform this function on 

permission from the school food supervisor. 

 

2. No cafeteria worker may leave until all scheduled work in the kitchen and 

dining rooms are completed, regardless of the job in which you work. 

 

3. The Cafeteria Manager or an assigned worker will personally sign for all food 

and supplies after they have been inspected or counted.  All merchandise will be 

marked with the date of delivery, the case and unit price and stored properly.  

Driver and receiving person must sign any discrepancy with invoices. 

 

4. The Cafeteria Manager will not leave from the cafeteria or school during 

scheduled work hours except by arrangement with the school food supervisor. 

 

5. Since all purchasing is handled through the administrative office, there is no 

need for a salesman to call on a food service manager.  Therefore, we request 

salesman not call on managers unless the school food supervisor gives 

permission. 

 

6. Smoking Policy consistent with School Board Policy.  Gum chewing is not 

permitted. 

 

7. No one except cafeteria employees are permitted in the cafeteria kitchen during 

preparation and serving hours except repairmen or other persons essential to the 

operation of the cafeteria.  

 

8. Garbage is to be put into garbage receptacles, covered at ALL times, and placed 

in an assigned location for garbage pick-up.  No cafeteria employee is to take 

garbage home.  

 

9. Cafeteria employees are permitted to eat as their breakfast and lunch, the same 

serving size of food as served to the pupils that day.  Food or drink that is 

served as the daily lunch is not to be removed from the school by manager or 

worker.  School food service personnel shall not take home any leftover food.  

This is strictly prohibited for all school personnel.  All food is ordered in 

quantities as per menu--no extra's ordered or can be eaten on unscheduled day.  

All additional servings will be charged at extra sale price for ALL employees.  

 

 

WORKER POLICIES 

 

1.  Cafeteria Workers should eat before or after the serving period--never while 

serving and never in the food preparation area. 

 

2. Friends or relatives should eat in the cafeteria very seldom and should pay for 

the meal if they do eat.  
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3. Frequent visitors for lunch and breakfast should be tactfully informed that 

schools are licensed to serve only pupils and school employees.  However, 

parents should be invited to have lunch during the school session. 

 

 

4. Leftover food shall be refrigerated or frozen until it can be utilized in some 

manner at a later date.  The manager will keep a report of frozen leftovers.  The 

manager will decide when the food will be utilized.  

 

5. Telephones are for School Food Service use ONLY.  Cafeteria workers should 

use the telephone with discretion.  No long distance telephone calls will be 

allowed.  

 

6. Employees should not bring non-essential personal belongings (including cell 

phones) into the kitchen or serving area. If you bring your cell phone it must 

remain in the office.  Managers shall see that no packages/items are taken from 

the cafeteria without being inspected and documented. All boxes should be 

broken down prior to leaving the cafeteria.  Employees will be dismissed at 

once if involved in theft.  

 

7. Any non-certified employee that provokes or participates in a fight during 

working hours on the job shall be dismissed immediately by the immediate 

supervisor without notice, or the supervisor may make recommendation to the 

board of Education for disciplinary action. 

 

8. The capable manager and workers will meet temporary hardships with courage.  

She knows that the students admire a happy spirit.  She keeps her difficulties 

within the school walls and works problems out with the aid of the cafeteria 

supervisor. 

 

9. All employees should realize that the manager is the manager and all problems 

within the individual cafeteria should be worked out with the aid of the manager 

before going over the manager's authority.  Managers and workers of one 

cafeteria should not carry difficulties beyond the individual cafeteria.  This 

practice causes disunity and misunderstanding between the cafeterias.  

 

10. All cafeteria workers should be prepared at all times for a possible absence.  

They should be certain that all responsibilities are completed at the end of each 

workday.  

 

A. All advanced preparation should be completed, with next day menu 

recipes available, for unexpected absences. 

 

B. Regular attendance of the cafeteria worker is imperative to ensure a 

smooth operation.  When the cafeteria worker must be absent it is the 

responsibility of the cafeteria manager to obtain a substitute.  The 

cafeteria manager should be notified immediately upon the cafeteria 

worker's anticipated absence. 
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C. Cafeteria workers shall not contact a substitute worker.  All substitutes 

will be recommended through the proper chain of command.  

 

11. The Cafeteria Worker will develop and maintain an attitude of cheerfulness and 

helpfulness toward all fellow workers, students, faculty and staff. 

 

12. All cafeteria work will be done in the best interest of the students and the 

school. 

 

13. The Cafeteria Worker will be polite to all adults and students served in the 

cafeteria.  Any arguing with adults or students in the cafeteria may lead to 

dismissal.  All problems in the cafeteria will be taken to the manager first, and, 

only if it cannot be resolved, to the School Food Supervisor.  

 

14. The Cafeteria Worker will report to work on time as scheduled.  This means 

being in the cafeteria, personal belongings properly put away, hair net on and 

hands washed.  

 

15. The Cafeteria Worker will devote her time to cafeteria work during working 

hours.  She will serve in any capacity, which may be necessary in case of an 

emergency.    

 

16. The Cafeteria Worker will serve plates only as child approaches the serving 

line. 

 

17. The Cafeteria Worker will avoid unnecessary talking during serving. 

 

18. Every student tray will be prepared exactly the same and the same courtesy will 

be extended to every student.  They are our customers. 

 

SCHOOL FOOD SERVICE ATTIRE 

 

All School Food Service employees are expected to be well groomed and will wear school 

food uniforms (no jeans allowed), hair nets (all hair covered) and proper slip resistant shoes. 

 

COLLECTION PROCEDURE 

 

ALL SCHOOLS: 

 

Each student shall be issued a household application for free and reduced-priced meals the first 

day of school.  It is only necessary for one application per household to be returned. 

To apply for free and reduced price meals for students, complete the application using the 

instructions for your household size on the back of each application and return to school.  Once 

the application has been processed, a parent notification letter will be sent home indicating 

approval status and student lunch identification numbers for all students in the Hancock 

County School District that were listed on the application.  

 

Advance sales are available.  All students, whether paid or reduced, may pay at serving time, 

or payment may be made in advance by the week on Monday before school, at breakfast, or in 

the lunch line.  Meals not utilized will be credited to meals for the next week.  Cash refunds 



46 

should be addressed in writing to the School Food Supervisor in the Superintendent of 

Education Office.  

 

The School food service cashiers shall accept checks only for the amount of food service 

purchases.  Parents shall not be allowed to combine payments for breakfast and lunch with 

other school expenses.  Checks should be preprinted with writer's name, complete mailing 

address, telephone number, driver's license and/or social security number.  No post-dated 

checks will be accepted.  All returned checks will be assessed a twenty ($20.00) dollar 

handling fee.  

 

All students are issued a lunch identification number that is used as an identifier with the 

cashier.  Computer assigns category (Free, Reduced, and Paid) to unique numbers.  

 

All meals to be claimed for reimbursement shall be based on daily count at the point of service.  

The point of service count shall be taken after the student has made all menu item selections, 

and it is determined that the meal selected is reimbursable and recorded by category free, 

reduced price, or paid. 

 

When automated point of service system is unavailable a manual count will be taken. 

 

 

 

2009-2010 BREAKFAST AND LUNCH PRICES 

 

       BREAKFAST  LUNCH 

STUDENT FULL PRICE          $ 1.00                $1.75 

 

STUDENT REDUCED PRICE                                     $ .30                                     $ .40 

 

ADULT PRICE                      $2.00                           $3.00 

 

After the full meal has been served, students may purchase individual components or milk 

products as extra food sales.  Students who bring lunch can purchase only milk and ice cream 

(Competitive Food EED-1994).  All extra sale items are paid in cash at the time of the sale. 

 

EXTRA SALE PRICES 

 

ENTRÉE    VEGETABLE/FRUIT       BREAD

  

   $1.25        $ .75        $ .25 

 

 

MILK          JUICE   WATER         ICE CREAM 

 $ .40           sm. $.30/lg. $ .60         $ .60                    $ .75 / 1.00 

 

POLICY FOR CHARGING MEALS: Adults and students will not be allowed to charge 

meals.  Federal Management Circular 796-1 (Rev.2) lists bad debts as a non-allowable 

expenditure of Federal Funds.  Therefore, losses on meals charged cannot be paid with Child 

Nutrition funds. 
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EQUAL OPPORTUNITY FOR PERSONNEL 

 

It is the policy of this Board of Education that no person shall be evaluated on the basis of race, 

national origin, age, gender, religion or disability.  Age shall be considered only with respect to 

minimums set by law and retirement as specified by the state or policies of this Board.  

 

The following personnel practices are prohibited: 

 

1. TESTS: Administration of any test or other criterion which has a disproportionately 

adverse effect on persons on the basis of sex unless it is a valid predictor of job success 

and alternative test or criterion is unavailable; 

 

2.     RECRUITMENT: Recruitment of employees from entities which furnish as applicants 

only or predominately members of one sex, if such action has the effect of 

discriminating on the basis of sex; 

 

3. COMPEREHENSION: Establishment of rates of pay on the basis of sex; 

 

4. JOB CLASSIFICATION: Classification of jobs as being for males or females, unless 

sex is bona fide occupational qualifications for the particular job in question; 

 

5. FRINGE BENEFITS: Provisions of fringe benefits on basis of sex, all fringe benefit 

plans must treat males and females equally; 

 

6. MARITAL AND PARENTAL STATUS: Any action based on marital or parental 

status; pregnancies are considered temporary disabilities within the policy for leave of 

absence without pay for job-related purposes.  The district in job applications as to the 

marital status of an applicant, including whether such applicant is "Miss or Mrs." shall 

make no inquiry.  But, inquiry may be made as to sex of job applicant for employment 

if made of all applicants and if not basis for discrimination; and 

 

6. EMPLOYMENT ACTIVITIES: Any expression of preference, limitations or 

specification based on sex, unless sex is a bona fide occupational qualification for the 

particular job in question. 

 

The Hancock County School Board asks that you help us to help you have a better place in 

which to work and maintain a safe place for our students to learn, play, and eat. 
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INFORMATION FOR 

 

TRANSPORTATION  

 

EMPLOYEES 
 

 
 

 

 

 

 

 

 

To ensure all rules, regulations and policies are understood and followed,  

please refer to the “INFORMATION FOR ALL EMPLOYEES” section  

of this handbook for general information pertaining to each  

Hancock County School District employee. 
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INTRODUCTION 

 

The Hancock County School owns, maintains, and operates a fleet of 75 school buses.  The 

school district transports over 4,000 students to and from school each day.  There is a steady 

increase in the number of buses and the number of students being transported.  

 

PARENTAL SUPPORT/RELATIONS 

 

Parental support is important in student management and a successful transportation program.  

Any misinterpretation of school policy may result in negative parental relations and student 

behavior.  Cooperative relationship between the staff, students and parents is essential in 

promoting a positive, safe and successful program.   Drivers supervise students for an extended 

length of time each day.   Bus drivers are professionals and should be treated with courtesy and 

respect.  In turn, drivers should be courteous and respectful of his/her passengers while mindful 

to demonstrate firm, yet fair and consistent discipline with each and every student. The driver 

should be courteous and tolerant toward other motorists. 

 

SCHOOL BUS DRIVER QUALIFICATIONS 

 

Physical, mental and moral requirements: 

1. A driver must have at least 20/40-vision acuity in each eye. 

2. It is recommended that each driver undergo screening for glaucoma, depth 

perception, and presence of cataracts. 

3. A driver must demonstrate sufficient physical strength to operate a school bus. 

4. A driver must be a person of good moral character. 

5. A driver should be emotionally stable. 

6. A driver’s hearing shall not be impaired to the extent that it may interfere with the 

safe operation of a bus. 

 

Age limits: 

1. A driver must be at least 18 years of age. 

 

License and certificates: 

1. A driver shall possess a valid commercial driver’s license. 

 

2. A driver shall possess a valid school bus driver’s certification class B with a 

passenger and school endorsement. 

   

3.   All school bus drivers are required to attend two hours per semester of in-service 

training. 

 

4.   Renewal of certificates may be issued for attending an annual eight (8) hour 

recertification course. 

  

Driver attitude: 

1. A driver should be cheerful, confident, serious minded, and considerate of others. 

2. A driver should not quarrel with students. 

3. A driver should be friendly, fair and firm. 

4. A driver should control his/her temper at all times. 

5. A driver should display a wholesome attitude. 
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Driver appearance and personal habits: 

1. Drivers must be committed to getting the students to and from school safely every 

day. 

2. Drivers are not allowed to use tobacco products on school property.  School buses 

are considered school property. 

3. Drivers must be dependable and punctual.  Repeated absences and tardiness could 

result in suspension or dismissal from the job. 

4. Drivers are prohibited from driving under the influence of drugs, narcotics, or 

alcohol. Drivers are subject to be randomly tested for the above. 

 

APPLICANTS 

 

All persons seeking employment in the Hancock County School District must complete a 

formal application.  A personal interview and driving record check will be required. 

 

DRIVER ATTIRE 

The bus driver is an employee of the Hancock County School District. He/she should represent 

the district in a positive and respectful manner. 

1. Drivers should meet or exceed the standards of the student dress code policy. 

2. Drivers should refrain from wearing flip flops while driving a bus. 

3. Drivers should not wear any clothing advertising tobacco, alcoholic beverages, or any 

inappropriate items. 

4. Drivers should not have any inappropriate body paint showing. 

 

 

 

RULES FOR A GOOD DRIVER 

 

1. Be courteous. 

2. Stop completely at all stop signs. 

3. Be at your assigned bus stops on time. 

4. All buses must come to complete stops immediately before crossing a railroad grade 

crossing; regardless of whether loaded with students or empty. 

5. Be considerate of other motorists.  Never permit a long line of traffic to accumulate behind 

you. 

6. Never leave the bus unattended with the motor running or with students on it. 

7. Never leave keys in the ignition or on bus while driver is not present. 

8. Practice defensive driving. 

9. Never back up a bus except in an emergency situation.  You should have someone to direct 

you. 

 

SPEED: 

 

It is unlawful for any person to operate a public school bus over the roads of Mississippi with 

or without children at a speed greater than 45 miles per hour.  School bus drivers shall observe 
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such regulations at all times and shall operate at speeds that are reasonable in terms of 

prevailing road traffic and weather conditions. 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Obey all traffic laws. 

2. Observe carefully all signs, signals and rules of the road as provided by the 

Mississippi Motor Vehicle Law. 

3. Maintain discipline when students are on the bus.  A bus driver has the authority 

and responsibility to maintain discipline on the bus. 

4. Try to maintain positive communication with each student’s parents. 

5. Report major disorderly conduct to the principal using normal procedures. 

6. Try to keep to your assigned bus schedule. 

7. Keep inside of vehicle clean and comfortable at all times.  Buses should be swept 

regularly. 

8. Perform a daily pre-trip inspection of the bus.  Check brakes, steering gear, lights, 

signaling devices, emergency doors and tires.  Report promptly in writing the 

defects or deficiencies that may affect the safety of the bus operation or result in its 

mechanical breakdown. 

9. Notify the bus shop in case of mechanical failure or lateness. 

10. Discharge students at authorized stops unless they have a note from the office. 

11. Transport authorized students only. 

12. Exercise responsible leadership when on school trips. 

13. Report all accidents.  Do not discuss the accident with anyone except law 

enforcement or school officials.  Do not the leave the accident until a school official 

has given you permission to do so. 

14. It is the responsibility of the driver to deliver the bus to and from the bus barn when 

service is needed. 

15. Bus drivers as employees of the HCSD are required to report to the Transportation 

Director any traffic violation / citation charge within 3 working days or by the last 

working day of the school year whichever comes first.  The school district should 

remain informed throughout the charge process. 

 

EQUIPMENT RESPONSIBILITIES: 

Bus drivers are responsible for the cleanliness of their bus and the care of all school property. 

 

DRIVER RESPONSIBILITES: 

Bus drivers are responsible for seeing that his/her bus is refueled. 

Bus drivers are responsible for daily pre-trip inspection and all paperwork required by the 

Transportation Department. 

 

TERMINATION AND SUSPENSION  

Serious infractions, including but not limited to the following, could be cause for immediate 

dismissal or suspension:  

1. Theft  

2. Dishonesty  

3. Under the influence of alcohol or drugs  

4. Failure to completely stop for a railroad crossing  

5. Failure to report an accident  

6. Carrying unauthorized passengers  
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7. Using the bus for unauthorized purposes  

8. Being convicted of a moving violation after receiving a citation for driving a school bus  

9. Insubordination to any Principal, Transportation Supervisor, or School Official  

10. Excessive absences or tardiness  

Termination or suspension may be the end result of due process. The Superintendent of 

Education is responsible for the safe and smooth operation of the Transportation Department 

and has the right to recommend termination or suspension for any infraction it warrants. School 

bus drivers are considered at will employees. 

 

STUDENT BEHAVIOR ON BUSES  

The privilege of riding a school bus can be taken away from the rider only by the principal. 

Drivers are expected to keep order and discipline on the bus, but their major responsibilities 

has to be driving the bus safely. Therefore, students are expected to cooperate with the 

behavior regulations. Safety regulations have been printed and given to all pupils in the form of 

a handbook. The driver should read these carefully. If you have any questions, see your 

principal.   

 

SUGGESTIONS FOR MAINTAINING DISCIPLINE  

1. The driver and principal should work together to keep discipline.  

2. The driver must take an active part to maintain discipline.  

3. Never give an order you do not mean to enforce.  

4. Be fair, firm, and consistent; it isn’t punishment, but injustice that make a child rebel 

against you.  

5. It is illegal to strike a child.  

6. Look for good qualities – all children have them.  

7. Remember, a sense of humor is extremely valuable.  

8. Report all fighting as soon as possible to the principal.  

9. If there is a disturbance on a bus, the driver should pull his/her bus off the road. He/She 

then stops the disturbance, and proceeds on with the route. The students who caused the 

disturbance must be taken to school or home; they cannot be just put off the bus. The 

principal will call the students into the office the same or next day and determine 

punishment.  

10. Be cooperative with students/parents when running your route. For example, when you 

see a child coming, take a minute and wait for him/her. On rainy/extremely cold days, 

make allowances for the weather. If a student becomes a chronic problem in not being 

at his/her stop, report the problem to your principal BEFORE making the decision not 

to pick him/her up again. If a child is not at his/her stop for three consecutive days, 

either give the parent a call, or check with the school’s attendance clerk. Possibly, the 

student is homebound due to a childhood disease (chickenpox etc.). The school can 

then ask the parent to give you a day’s notice before you begin stopping again.  

 

BUS ACCIDENT PROCEDURES: 

The following procedures must be followed when an accident occurs: 

1. The Transportation Office is to be contacted immediately by the driver. 

2. The following information must be submitted by the driver to the Transportation 

Department: 

a. Bus seating chart.  The exact location where students are seated 

b. A list of the names, addresses, phone numbers and grades of all students on the 

bus when the accident occurred. 

c. Written statement from bus driver as to how the accident occurred. 
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3. All drivers are to submit to a drug/alcohol test within two (2) hours of an accident.  If 

the driver has to be transported by ambulance, the hospital will be contacted to conduct 

the test.  If the driver can transport themselves, they are to report to Urgent Care in Bay 

St. Louis for testing. 

 

EVACUATION PROCEDURES: 

Usually students remain on the bus during an emergency; but three situations require that you 

evacuate the bus: 

1. FIRE 

2. DANGER OF FIRE 

3. UNSAFE CONDITIONS 

 

1. Fire or Danger of Fire:  The bus should be stopped and evacuated immediately if 

the engine or any portion of the bus is on fire.  Students should move a distance of 

100 feet or more from the bus and remain until the driver of the bus has determined 

that danger no longer exists.  Being near an existing fire and unable to move the bus 

away, or near the presence of gasoline or other combustible materials should be 

considered “danger of fire” and students should be evacuated. 

2. Unsafe Conditions:  In the event a bus is stopped due to an accident, mechanical 

failure, road conditions or human failure; the driver must determine immediately 

whether it is safer for students to remain in the bus or to evacuate if: 

a. The final stopping point is in the path of any train or adjacent to any railroad 

tracks. 

b. The stopping position of the bus may change and increase the danger.  If for 

example, a bus should come to rest near a body of water or precipice where 

it could still move and go into the water or over a cliff, it should be 

evacuated.  The driver should be certain that the evacuation is carried out in 

a manner, which affords maximum safety for the children. 

c. The stopping of the bus is such that there is danger of collision.  In normal 

traffic conditions, the bus should be visible for a distance of 300 feet or 

more.  A position where such visibility does not exist should be considered 

reason for evacuation. 

In an emergency, it is possible for children to jam the emergency exit door by all trying to get 

out of the door at the same time.  To help avoid this situation, you should organize and conduct 

emergency exit drills at least twice a year for all students who ride school buses. 

 

There are several ways to evacuate: 

1. Exit through the rear emergency door. 

2. Exit through the front entrance. 

3. Front half exit through the front door and the rear half exit through the rear door. 

4. Exit through the side door alone or in combination with 1 – 3 as stated above. 

 

In all of the above procedures, students should be moved away from the roadway to a place of 

safety. 

 

EMERGENCY DRILLS: 

The emergency drills on school buses shall include practice and instruction in the locations, use 

and operation of the emergency door, fire extinguishers, first-aid equipment and windows as a 

means of escape in case of fire or accident.  The school principal, transportation director or his 

designee shall conduct this.  A minimum of two drills shall be held on each school bus during 



54 

the year. 

 

ROUTE DESCRIPTIONS AND MAPS: 

Every driver will be given a map of his/her route.  The map will be included in a binder with 

other paperwork the driver is to turn in during the school year.  A copy of the map will remain 

on the bus and one copy will be on file at the bus barn. 

 

 

DRUG AND ALCOHOL TESTING: 

The Hancock County School District presently has a Drug and Alcohol policy in force.  Each 

transportation employee will receive from the transportation office a handout entitled 

“Hancock County School District Alcohol and Controlled Substances Policy for Transportation 

Employees.” 

 

 

CELLULAR PHONES: 

Cellular phones are provided for most buses in the Hancock County School District.  Any 

driver utilizing a cellular telephone accepts the following responsibilities: 

1. Calls to the transportation department, school authorities, law enforcement, and 911 

will be permitted in emergency situations. 

2. No driver will be allowed to receive or make personal calls. 

3. Telephones are not to be used while buses are in motion.  Drivers should stop 

the bus and pull completely off the road before placing or receiving a telephone 

call. 

 

SUBSTITUTE DRIVERS: 

Drivers who cannot make their route need to contact the Transportation Department as soon as 

possible so that a substitute driver can be notified and scheduled.  As a minimum, drivers 

should notify the Transportation Department no later than 4:30 p.m. the day prior to missing a 

morning route.  The notification should be before 10:30 a.m. the day of for an afternoon route. 

 

All substitute drivers must be scheduled through the transportation department.  Drivers cannot 

schedule substitutes on their own.  Failure to comply with the requirements will result in loss 

of the day’s pay for the driver and the substitute.  It may also lead to further disciplinary action. 

 

It is the driver’s responsibility to make their bus available to the substitute and to receive it for 

his/her next run. 

 

FIELD TRIPS: 

The Transportation Director will assign drivers to field trips based on a fair and adequate 

policy.  A current list of all known/planned trips will be maintained at the Transportation 

Department office and available for driver perusal.  Any driver may volunteer for any or all 

trips by submitting one letter for each trip he/she for which he/she wishes to be considered. 

 

Drivers will be assigned a field trip based on the following criteria: 

1. The driver may be requested in writing on the field trip ticket by the teacher. 

2. It must be a driver who regularly drives for that school unless those drivers do not 

want to drive for a particular field trip. 

3. The driver’s child is involved in the trip. 

4. Previous trips made, voluntarily and non-voluntarily. 
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5. Driver satisfactory performance on his/her regular route. 

6. Drives may not miss a regular route to drive a field trip at another school.  They 

may swap routes with a driver at that particular school.  The Transportation 

Department must know the arrangements. 

 

 

ROUTE CHANGES: 

Routes and bus stops are not to be changed without approval of the Transportation Director.  

The routes must be driven as assigned.  No stops other than the designated bus stops should be 

made on a route.  The Transportation Director and his/her designee can make changes for 

safety and time reasons.  Anytime a change is made, the Transportation Director should be 

notified and route maps must be amended. 

 

COLD WEATHER AND RAIN (INCLEMENT WEATHER): 

The bus shall not leave the main route unless we have rain or cold weather.  If it is raining or 

the temperature is 32 degrees celsius or less, the bus should get the students as close to their 

door as possible.  Hancock Bank (228-467-9051) is the time and temperature information that 

we use. 

 

STUDENT DATA AND INFORMATION SHEETS: 

State Law requires that the student information card be completely filled out and signed by the 

parent or legal guardian.  These forms must be signed and returned within five (5) days.  The 

students that do not return this information to the school district may be denied the privilege to 

ride the bus. 

 

STUDENT CONDUCT 

 

RULES AND REGULATIONS OF THE STATE BOARD OF EDUCATION GOVERNING 

CONDUCT UPON PUBLIC SCHOOL BUSES AS AUTHORIZED BY CHAPTER 15, 

SECTION 10 OF THE EXTRAORDINARY SESSION OF 1953, AND AMENDED BY 

THE HOUSE BILL 893 LAWS. 

 

It shall be the duty of students transported in school buses owned and operated by public 

school districts to conduct themselves in an orderly manner.  Students shall abide by rules and 

regulations adopted by the boards of the respective school districts. 

 

While riding a bus, students shall not: 

1. Smoke or use intoxicants. 

2. Fight or tussle. 

3. Strike or threaten the bus driver. 

4. Use profane language or make vulgar gestures. 

5. Carry deadly weapons. 

6. Make excessive noise. 

7. Throw objects. 

8. Eat, drink, or chew gum. 

9. Commit any other act of improper conduct. 

10. Put heads or hands out of the school bus window. 

11. Get off or on bus while it is in motion. 

12. Possess radios, tape players, cell phones or pagers. 



56 

13. Cross a highway/road to mount or leave bus unless properly flagged by a flag 

person. 

14. Move from one seat to another or stand up while bus is in motion. 

15. Participate in hazing or initiation activities. 

16. Show disrespect to the bus driver. 

In the event of lost bus privileges, parents are responsible for transporting or arranging 

transportation of student to and from school.  Any student absent from school during bus 

suspension will be given an unexcused absence if this absence results from a transportation 

difficulty on the part of the student or the parent. 

 

1. Students who abuse or damage school buses may be suspended or expelled from school 

and their parents are liable for damages (Section 622 Mississippi Code of 1942.) 

2. School bus, when on time, is not required to wait for any student.  Know the time your bus 

is due and be there to get on it. 

3. Buses should not leave the main route unless: 

a. The stop is 3/10 of mile or more off the main route and the road is safe and in 

reasonably good condition. 

b. A student has a physical or mental handicap.  In such cases, it is necessary to 

present to the school Principal verification in writing from a doctor or from the 

County Health Department. 

c. Please refer to Cold Weather and Rain (Inclement Weather) 

4. Mississippi State Code on Walking Distance.  All routes are laid out so as to place all 

students entitled to transportation within reasonable distance of same. 

5. Unsafe and hazardous loading and unloading is prohibited. 

6. No one except school students, driver and school officials are to ride school buses except in 

case of school employees whom must secure permission from the Principal. 

7. Buses will not pick up extra students without the Principal and Transportation Director’s 

permission. 

8. Bus notes will be issued with a note from a parent only (NO PHONE CALLS). 

 

State regulations: 

Rules and regulations of the state board of education governing the method by which and 

the circumstance in which any individual who is not a student scheduled to be a passenger 

upon a school bus, a member of the public school administration of a faculty or a law 

enforcement official may be obtain entry upon school buses as authorized in chapter 15, 

section 10, laws of 1953 extraordinary session of the state of Mississippi and amended by 

house bill 893 laws of the regular legislative session of 1973. 

 

In the event a school bus has been involved in an accident, catches on fire, or any other 

emergency develops, any individual(s) may be permitted to enter the bus to assist students or 

driver where assistance is needed. 
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10-11 Bachelors 

  
10-11 Masters 

  
10-11 Specialist 

  
10-11 Doctoral 

 

Minimum 
Program 
Scale 

Local  
Supplement  
Scale 

Total  
Salary 

  

Minimum 
Program 
Scale 

Local  
Supplement  
Scale 

Total  
Salary 

  

Minimum 
Program 
Scale 

Local  
Supplement  
Scale 

Total  
Salary 

  

Minimum 
Program 
Scale 

Local  
Supplement  
Scale 

Total  
Salary 

0 30900 3500 34400 
 

0 32960 3600 36560 
 

0 33990 3700 37690 
 

0 35020 3800 38820 

1 31395 3500 34895 
 

1 33620 3600 37220 
 

1 34717 3700 38417 
 

1 35814 3800 39614 

2 31890 3500 35390 
 

2 34280 3600 37880 
 

2 35444 3700 39144 
 

2 36608 3800 40408 

3 32385 3500 35885 
 

3 34940 3600 38540 
 

3 36171 3700 39871 
 

3 37402 3800 41202 

4 32880 3500 36380 
 

4 35600 3600 39200 
 

4 36898 3700 40598 
 

4 38196 3800 41996 

5 33375 3500 36875 
 

5 36260 3600 39860 
 

5 37625 3700 41325 
 

5 38990 3800 42790 

6 33870 3500 37370 
 

6 36920 3600 40520 
 

6 38352 3700 42052 
 

6 39784 3800 43584 

7 34365 3500 37865 
 

7 37580 3600 41180 
 

7 39079 3700 42779 
 

7 40578 3800 44378 

8 34860 3500 38360 
 

8 38240 3600 41840 
 

8 39806 3700 43506 
 

8 41372 3800 45172 

9 35355 3500 38855 
 

9 38900 3600 42500 
 

9 40533 3700 44233 
 

9 42166 3800 45966 

10 35850 3500 39350 
 

10 39560 3600 43160 
 

10 41260 3700 44960 
 

10 42960 3800 46760 

11 36345 3500 39845 
 

11 40220 3600 43820 
 

11 41987 3700 45687 
 

11 43754 3800 47554 

12 36840 3525 40365 
 

12 40880 3625 44505 
 

12 42714 3725 46439 
 

12 44548 3825 48373 

13 37335 3550 40885 
 

13 41540 3650 45190 
 

13 43441 3750 47191 
 

13 45342 3850 49192 

14 37830 3575 41405 
 

14 42200 3675 45875 
 

14 44168 3775 47943 
 

14 46136 3875 50011 

15 38325 3600 41925 
 

15 42860 3700 46560 
 

15 44895 3800 48695 
 

15 46930 3900 50830 

16 38820 3650 42470 
 

16 43520 3750 47270 
 

16 45622 3850 49472 
 

16 47724 3950 51674 

17 39315 3700 43015 
 

17 44180 3800 47980 
 

17 46349 3900 50249 
 

17 48518 4000 52518 

18 39810 3750 43560 
 

18 44840 3850 48690 
 

18 47076 3950 51026 
 

18 49312 4050 53362 

19 40305 3800 44105 
 

19 45500 3900 49400 
 

19 47803 4000 51803 
 

19 50106 4100 54206 

20 40800 3850 44650 
 

20 46160 3950 50110 
 

20 48530 4050 52580 
 

20 50900 4150 55050 

21 41295 3900 45195 
 

21 46820 4000 50820 
 

21 49257 4100 53357 
 

21 51694 4200 55894 

22 41790 3950 45740 
 

22 47480 4050 51530 
 

22 49984 4150 54134 
 

22 52488 4250 56738 

23 42285 4000 46285 
 

23 48140 4100 52240 
 

23 50711 4200 54911 
 

23 53282 4300 57582 

24 42780 4050 46830 
 

24 48800 4150 52950 
 

24 51438 4250 55688 
 

24 54076 4350 58426 

25 45335 4100 49435 
 

25 51520 4200 55720 
 

25 54225 4300 58525 
 

25 56930 4400 61330 

26 45830 4150 49980 
 

26 52180 4250 56430 
 

26 54952 4350 59302 
 

26 57724 4450 62174 

27 46325 4200 50525 
 

27 52840 4300 57140 
 

27 55679 4400 60079 
 

27 58518 4500 63018 

28 46820 4250 51070 
 

28 53500 4350 57850 
 

28 56406 4450 60856 
 

28 59312 4550 63862 

29 47315 4300 51615 
 

29 54160 4400 58560 
 

29 57113 4500 61613 
 

29 60106 4600 64706 

30 47810 4350 52160 
 

30 54820 4450 59270 
 

30 57860 4550 62410 
 

30 60900 4650 65550 

31 48305 4400 52705 
 

31 55480 4500 59980 
 

31 58587 4600 63187 
 

31 61694 4700 66394 

32 48800 4400 53200 
 

32 56140 4500 60640 
 

32 59314 4600 63914 
 

32 62488 4700 67188 

33 49295 4400 53695 
 

33 56800 4500 61300 
 

33 60041 4600 64641 
 

33 63282 4700 67982 

34 49790 4400 54190 
 

34 57460 4500 61960 
 

34 60768 4600 65368 
 

34 64076 4700 68776 

35+ 50285 4400 54685 
 

35+ 58120 4500 62620 
 

35+ 61495 4600 66095 
 

35+ 64870 4700 69570 
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HANCOCK COUNTY SCHOOL DISTRICT 
2009/2010 SCHOOL YEAR STAFF ACCEPTABLE USE POLICY 

LAPTOP AGREEMENT CONTRACT 
 

_________________________ is the only authorized user of the Hancock County School District issued 
laptop identified by inventory number ________ and serial number ________. 
Teachers are responsible for maintaining security of their assigned laptop by locking up (file cabinet or desk) 
when not in use.  Laptop should never be left unattended.  At the end of the school day the laptop should be 
locked up or taken home for security purposes.  A teacher could be held financial responsible if the laptop is 
lost or stolen. 

Access to computer, network and Internet equipment, and software at Hancock County School District 
offers staff members an almost unlimited source of resources and information to support their instructional and 
professional development.  Staff members will have the privilege of searching the Internet for expert resources, 
communicating with other teachers, and participating in various distance-learning activities.  Staff members are 
advised that some Internet sites may contain offensive or inappropriate information messages and pictures for 
an educational setting.  Hancock County School District does not condone nor permit the use of such material.  
In addition to all information and technology security policies, guidelines, and procedures that govern computer 
network use at Hancock County School District, the following guidelines indicate acceptable use of all 
computer and Internet resources by the employees of the Hancock County School District: 
1. Do not use the equipment or facilities in a way that is inconsistent with the general rules of professional conduct 

that govern the staff of Hancock County School District. 
2. Do not damage or mistreat equipment or facilities under any circumstances. 
3. Do not intentionally waste computer resources. 
4. Do not employ the network for personal financial gain or for commercial purposes. 
5. Do not violate regulations prescribed by the network provider. 
6. Do not engage in practices that threaten the integrity of the network (e.g., knowingly download files that contain a 

virus). 
7. Do not write, use, send, download or display obscene, threatening, harassing or otherwise offensive messages or 

pictures, including pornography. 
8. Do not use the equipment or network for any illegal activities, including the violation of copyright laws and/or 

software piracy. 
9. Do not load or copy any software or other programs to or from organizational equipment. 
10. Do not use anyone else’s password, nor may they share their password with others. 
11. Do not trespass into or in any way alter anyone else’s folders, documents, or files. 
12. Do not disclose anyone’s personal information (e.g., address, phone number or confidential information), 

including their own or that belonging to students, staff members, or community members. 
13. Inform your principal or technology director immediately about the loss or theft of the laptop. 

 
To maintain system integrity and to ensure responsible usage, files and communications can and will be 
monitored. Messages or files that are created, modified, transmitted, received or stored on organizational 
equipment are not private.  Staff members who violate any of these conditions will be subject to disciplinary 
action as determined appropriated by Hancock County School District officials. 

The teacher laptop is made available to Hancock County School District teachers for instructional, 
personal, and professional use to include, but not be limited to, the following: 
1. Stay current with educational issues in Mississippi by frequent visits to Mississippi State Department of Education 

at mde.k12.ms.us. 
2. Use the teacher resources available through NetSchools.com. 
3. Have the laptop available for daily school use. 
4. Maintain gradebook in folder on the school server. 
5. Enter grades into the school management system. 
6. Maintain lesson plans in a folder on the school server. 
7. Communicate with parents and students through Internet resources. 
8. Use PowerPoint presentations as an instructional tool. 
9. Print school reports (e.g., STAR, AR, progress reports, etc.). 
I have read and understand the teacher laptop agreement and agree to abide by the guidelines. 

 
Signature_____________________________________ Date___________________ 
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HANCOCK COUNTY SCHOOL DISTRICT 
TEACHER ASSESSMENT INSTRUMENT 

 

Teacher: ________________________________Evaluator: ________________________________Date: __________Time: __________

       

0- no evidence 1-minimal evidence     2-little evidence      3-some evidence       4-good evidence       5-great evidence  

                          Assessment Number 
Please rate the following statements: 1 2 3 4 

I. HIGH QUALITY CLASSROOM INSTRUCTION AND CLASSROOM MANAGEMENT     

   A. Classroom Management     

        1. Classroom arrangement is orderly, attractive, suitable for activities, easily supervised.     

        2. Time is managed efficiently with prompt beginning of instructional activities that continue to the end of the period.     

        3. Smooth transitions are observed activity-to-activity, group-to-group, class-to-class.     

        4. Clear expectations are established and visible. (posted)     

        5. Active Supervision components are implemented. (scanning, moving, interacting)     

        6. Consequences for positive and negative behavior are observed. (verbal, intrinsic, extrinsic)     

   B. Classroom Instruction     

        1. Clear learning goals are communicated visually or auditorily. (posted objectives)     

        2. Students' exposure time to the material is high.     

        3. Content is significant, worthwhile, and appropriate.     

        4. Students are engaged with content.     

        5. Students have many opportunities to succeed.     

        6. Students are succeeding in their opportunities. (70%-80% of material is at fluency/proficiency level)     

        7. Classroom time is focused on curriculum-based learning activities.     

        8. The teacher communicates high expectations for learners’ academic performance.     

        9. The teacher is responsible for information to be distributed.     

      10. Learning is primarily through the teacher's instruction.     

      11. The teacher responds promptly and appropriately to students' questions. (Students feel free to question.)     

      12. The teacher actively seeks to engage all learners in all aspects of the classroom interaction and instruction.     

      13. Teacher questioning gives a general measure of the students' understanding of the prerequisite concepts.     

      14. Teacher questioning gives a general measure of the students' understanding of new concepts.     

      15. The teacher encourages students to think critically concerning previous concepts.     

      16. The teacher encourages students to think critically concerning new concepts.     

      17. The teacher communicates clear explanations throughout the lesson.     

      18. Clear learning goals are communicated through multiple methods. (visual, auditory, etc.)     

      19. The teacher reviews prerequisite knowledge needed for the lesson.     
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       20. Teaching is explicit.      

      21. The state curriculum framework is apparent in the plan and lesson taught.     

                                                                                                                                                                  TOTAL I     

II. DIFFERENTIATED INSTRUCTION     

   A. Content     

        1. The teacher uses multiple elements to support instruction. (acts, concepts, generalizations, attitudes, skills)     

        2. The teacher aligns tasks and objectives to learning goals.     

        3. Instruction is concept-focused and principle-driven. Instruction may be adjusted to meet diversity of all learners.     

   B. Process     

        1. The teacher utilizes flexible student groups.     

        2. The teacher designs groups for specific learning needs of the students.     

        3. The teacher designs groups for specific behavior needs of the students.     

        4. Teacher engagement with students varies as the needs of the students differ.     

        5. The teacher communicates clear expectations for learning to students.     

        6. The teacher communicates clear expectations for learning to parents.     

        7. The teacher provides guided practice in learning new concepts.     

        8. The teacher provides a model or other reference in learning new concepts.     

        9. The teacher provides input that enables students to move beyond the basics of the lesson.     

   C. Product     

        1. The teacher provides initial and on-going assessment of student readiness and growth.     

        2. The teacher presents engaging and challenging material to students.     

        3. The teacher uses proper system procedures for recording and storing assessment.     

        4. The teacher utilizes a variety of assessment methods.     

             -alternative procedures     

             -varied difficulty (i.e., based on instructional level of learner)     

             -varied types of evaluation (i.e., choral response, written response, labs, and projects)     

             -varied scoring methods (i.e., rubrics, completions, and accuracy)     

        5. Teacher planning and preparation reflect evaluation and assessment results.     

        6. The teacher demonstrates knowledge of available resources for aid of diverse learners. (i.e., technology, graphic 

            organizers, guest speakers) 

    

        7. The teacher provides prompt feedback to students concerning performance and progress. (i.e., positive corrective 

              feedback) 
    

        8. The teacher provides meaningful feedback to students concerning performance and progress.     

        9. The teacher uses pre and post assessment data to develop expectations.     

       10. The teacher uses pre and post assessment data to document progress.     

       11. The teacher provides assignments/homework relevant to the learning that has been practiced with guidance.     

       12. The teacher assigns homework in an appropriate amount and frequency.     
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       13. The teacher assists students in preparation for assignments, long-range projects, and tests.     

                                                                                                                                                                  TOTAL II     

III. EMPIRICALLY-BASED CURRICULUM     

   A. Effective Use by Teacher     

        1. The teacher uses appropriate empirically-based curriculum.     

                                                                                                                                                                 TOTAL III     

 

 

IV. EDUCATOR PROFESSIONALISM     

   A. Work Ethic and Professional Development     

        1. The teacher is punctual for all school assignments.     

        2. The teacher completes required paperwork appropriately and in a timely manner.     

        3. The teacher works cooperatively with colleagues, administrators, parents.     

        4. The teacher maintains a professional appearance.     

        5. The teacher demonstrates enthusiasm and a positive attitude.     

        6. The teacher follows the chain of command as prescribed by local school district policy.     

        7. The teacher actively participates in professional development activities.     

                                                                                                                                                                 TOTAL IV     

 

A teacher must not fall below a 3 in any one area or below the set topical minimum shown below. If a teacher does not meet the minimum 

criteria, a Tier 1 Action Plan must be developed and implemented within three weeks of the assessment. 

                                                                               First Assessment         Second Assessment        Third Assessment          Fourth Assessment               

I:   Maximum = 135 Topical Minimum: 80%     Obtained %: _______ Obtained %: _______ Obtained %: _______ Obtained %: _______ 

II:  Maximum = 125 Topical Minimum: 80%     Obtained %: _______ Obtained %: _______ Obtained %: _______ Obtained %: _______ 

III: Maximum = 5 Topical Minimum: 80%     Obtained %: _______ Obtained %: _______ Obtained %: _______ Obtained %: _______ 

IV: Maximum = 35 Topical Minimum: 80%     Obtained %: _______ Obtained %: _______ Obtained %: _______ Obtained %: _______        

 

I.Comments: 

 

________________________________________  _____________________________________________  __________________ 

Teacher’s Signature      Evaluator’s Signature      Date 
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II. Comments: 

 

________________________________________  _____________________________________________  __________________ 

Teacher’s Signature      Evaluator’s Signature      Date 

 

 

III.  Comments: 

 

________________________________________  _____________________________________________  __________________ 

Teacher’s Signature      Evaluator’s Signature      Date 

 

 

 

 

IV. Comments: 

 

________________________________________  _____________________________________________  __________________ 

Teacher’s Signature      Evaluator’s Signature      Date 



Appendix C-5  Rev. 6/09 

 

SPEECH - LANGUAGE PATHOLOGY ASSESSMENT INSTRUMENT 
 

HANCOCK COUNTY SCHOOL DISTRICT 

 

 

 

 
 

Speech Pathologist _______________________________  Evaluator _________________________________ 

 

Date_____________________  Assignment ______________________________________________________ 
 

CRITERIA 

 

 

RATING SCALE 
1.  Not Observed                                      2.  Not Satisfactory                                      3.  Satisfactory 

 

 

 

__________   1.   The Speech Language Pathologists demonstrates program management skills. 

 

__________   2.   The Speech Language Pathologists uses screening and/ or referral techniques. 

 

__________   3.   The Speech Language Pathologist obtains and uses diagnostic information. 

 

__________   4.   The Speech Language Pathologist plans for students and maintains records. 

 

__________   5.   The Speech Language Pathologist uses therapy approaches and materials. 

 

__________   6.   The Speech Language Pathologist stimulates and interacts with students to enhance student       

performance. 

 

__________   7.   The Speech Language Pathologists uses therapy management skills. 

 

 

 

 

__________________________________        ___________________________    ____________________       

SPEECH - LANGUAGE PATHOLOGIST'S SIGNATURE  EVALUATOR'S  SIGNATURE         DATE 

 

The Speech - Language Pathologist's signature does not necessarily indicate agreement with the 

evaluation, but signifies awareness.   
 

 

 

Copy - Speech - Language Pathologist     Copy - Evaluator     Original - Personnel Director   
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PSYCHOMETRIST ASSESSMENT INSTRUMENT 
 

HANCOCK COUNTY SCHOOL DISTRICT 

 

 
 

Psychometrist_______________________________  Evaluator _________________________________ 

 

Date_____________________  Assignment ______________________________________________________ 
 

CRITERIA 

 

RATING SCALE 
1.  Not Observed                                      2.  Not Satisfactory                                      3.  Satisfactory 

 

 

PLANS ASSESSMENT OF MENTAL ABILITIES, ACADEMIC ACHIEVEMENT, AND  

SOCIAL/BEHAVIORAL  FUNCTIONING. 

__________   1.   Determines areas  in need of assessment. 

__________   2.   Identifies examinee characteristics which may affect performance. 

__________   3.   Selects appropriate assessment procedures. 

 
 

ASSESSES MENTAL ABILITIES. 
__________   4.   Administers assessment instruments per standard procedures. 

__________   5.   Scores assessment instruments per standard procedures. 

 
 

ASSESSES ACADEMIC ACHIEVEMENT. 
__________   6.   Administers assessment instruments per standard procedures. 

__________   7.   Scores assessment instruments per standard procedures. 

 
 

ASSESSES SOCIAL/BEHAVIORAL FUNCTIONING. 
__________   8.   Collects data. 

__________   9.   Evaluates data. 

 
 

REPORTS RESULTS OF MENTAL ABILITIES ASSESSMENT. 
__________  10.  Reports information concerning examinee behaviors exhibited during testing.     

__________  11.  Discuss examinee characteristics which may or not have affected performance and/ or  

                             result scores, but not necessarily invalidated the test results. 

__________  12.  Reports result yielded by assessment instruments. 

__________  13.  Interprets results. 

__________  14.  Summarizes assessment data. 

__________  15.  Provides recommendations. 
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REPORTS RESULTS OF ACADEMIC ACHIEVEMENT ASSESSMENT. 

__________  16.  Reports information concerning examinee behaviors exhibited during testing. 

__________  17.  Discusses examinee characteristics which may or may not have affected performance. 

__________  18.  Reports results yielded by assessment instruments. 

__________  19.  Interprets results. 

__________  20.  Summarizes assessment data. 

__________  21.  Provides recommendations. 

 
 

REPORTS RESULTS OF SOCIAL/BEHAVIORAL  ASSESSMENT. 

__________  22.  Reports information concerning examinee behaviors exhibited during testing.   

__________  23.  Discusses characteristics which affected performance and/ or resultant scores. 

__________  24.  Reports results yielded by assessment instruments. 

__________  25.  Interprets results. 

__________  26.  Summarizes assessment data. 

__________  27.  Provides recommendations. 

 
 

COMMUNICATES RESULTS OF MENTAL ABILITIES, ACADEMIC ACHIEVEMENT, AND SOCIAL 

ASSESSMENT. 

__________  28.  Verbally discusses various aspects of assessment data. 

__________  29.  Presents assessment data to various individuals. 

__________  30.  Engages in professional development. 

__________  31.  Adheres to professional standards ethics. 

 
 

USES ACCEPTABLE WRITTEN AND ORAL EXPRESSIONS. 
__________  32.  Uses acceptable written and oral expression in psycho-educational reports and                         

        communications with parents(s)/guardian(s) or educational personnel. 

 
 

PLANS ASSESSMENT OF EMOTIONAL FUNCTIONING. 

__________  33.  Determines areas in need of assessment.   

__________  34.  Identifies examinee characteristics which may affect performance. 

__________  35.  Selects appropriate assessment procedures. 

 
 

ASSESSES EMOTIONAL FUNCTIONING. 

__________  36.  Administers assessment instruments per standard procedures. 

__________  37.  Scores assessment instruments per standard procedures. 

 
 

REPORTS RESULTS OF EMOTIONAL FUNCTIONING. 

__________  38.  Reports information concerning examinee behaviors exhibited during testing. 

 
 

________________________              ___________________________    ____________________         

    PSYCHOMETRIST'S SIGNATURE   EVALUATOR'S  SIGNATURE         DATE 
 

The Psychomotrist's signature does not necessarily indicate agreement with the evaluation, but signifies 

awareness.     Copy - Psychometrist     Copy - Evaluator     Original - Personnel Director                                    rev. 5/4/04  
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PARAPROFESSIONAL ASSESSMENT INSTRUMENT 
 

HANCOCK COUNTY SCHOOL DISTRICT 

 
 

 

Name of  Paraprofessional  _______________________________  School ____________________________ 
 

Evaluator ________________________ Date___________________ Assignment _______________________ 
 

CRITERIA 
 

The evaluator will place a circle around the appropriate answer for each item. 
 

1.  QUALITY OF WORK    
Consider:  Job Knowledge, neatness, accuracy, and excellence of work produced. 

   Successful     Needs Improvement     Unsuccessful 

2.   WORK HABITS AND ATTITUDES 
Consider:  Dependability, punctuality, loyalty, performance, job interest, and disposition toward job and time on 

task. 

   Successful     Needs Improvement     Unsuccessful 

3.   RELATIONSHIPS AND COOPERATION 
Consider:  Works effectively with various physical, emotional, academic, and social situations with students 

and adults. 

   Successful    Needs Improvement     Unsuccessful 

4.   LEADERSHIP ABILITY 
Consider:  Leadership, planning, organization, decision making, and consistency. 

   Successful     Needs Improvement     Unsuccessful 

5.  INITIATIVE 
Consider:  Amount of supervision required and the ability to initiate own action. 

   Successful     Needs Improvement     Unsuccessful 

6.  PROFESSIONAL DEVELOPMENT 
Consider:  Employee's total growth during rating period. 

   Successful     Needs Improvement     Unsuccessful 

7.  CARE OF EQUIPMENT 
Consider:  Use and treatment of equipment and facilities. 

   Successful     Needs Improvement     Unsuccessful 

8.  JOB ACCOMPLISHMENT 
Consider:  Careful, thorough worker, works quickly, checks work, finishes assigned work satisfactorily. 

   Successful     Needs Improvement     Unsuccessful 

9.  PERSONAL APPEARANCE 
Consider:  Neatness and grooming if appropriate to this job classification. 

   Successful     Needs Improvement     Unsuccessful 

OVERALL RATING: 
   Successful     Needs Improvement     Unsuccessful 
 

_______________________________          ______________________________    ____________________ 
    PARAPROFESSIONAL'S SIGNATURE              EVALUATOR'S  SIGNATURE          DATE 
The paraprofessional's signature does not necessarily indicate agreement with the evaluation, but 

signifies awareness of content.     

Copy - Evaluator         Copy - Paraprofessional      Original - Personnel Director               rev. 5/4/04
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LIBRARIAN/MEDIA SPECIALIST ASSESSMENT INSTRUMENT 
 

HANCOCK COUNTY SCHOOL DISTRICT 

 

 

 

 
 

Librarian/Media Specialist____________________________  Evaluator ______________________________ 

 

Date_________________________  School ________________________________________________ 

 

CRITERIA 

 

The evaluator will place a circle around the most appropriate rating. 

 

1.   ESTABLISHES THE MEDIA PROGRAM AS AN INTEGRAL PART OF THE TOTAL 

INSTRUCTIONAL PROGRAM. 
Consider:   Demonstrates a pattern of regular involvement in instructional planning with administrators and 

teachers.  Serves as a resource person in curriculum development and implementation.  Contributes to the 

development of short range and long range goals for the total school program.  Consults with teachers and 

administrators in selecting and purchasing materials and equipment.  Serves as a resource person for the 

production of instructional materials.   

 

Rating:       Successful     Needs Improvement     Unsuccessful 

Comments: 

 

 

2.   PROVIDES GUIDANCE AND ASSISTANCE TO STUDENTS AND TEACHERS IN THE USE OF 

THE LIBRARY MEDIA CENTER AND ITS RESOURCES IN ORDER TO MEET INSTRUCTIONAL 

OBJECTIVES AND TO PROVIDE INDIVIDUAL ENRICHMENT. 

Consider:   Provides orientation and planned formal and informal instruction.  Assists in locating materials and 

answering reference questions.  Encourages reading, guidance and maintains an awareness of student reading 

habits and interests.  

 

Rating:       Successful     Needs Improvement     Unsuccessful 

Comments: 

 

 

3.   ESTABLISHES AND MAINTAINS AN ATMOSPHERE CONDUCTIVE TO INDIVIDUAL AND 

GROUP INQUIRY RESEARCH, STUDY AND LEISURE TIME ACTIVITIES. 

Consider:   Establishes and implements appropriate behavioral policies and establishes rapport with students.  

Arranges space and furniture to provide an attractive, orderly center with easy access to resources. 

 

Rating:       Successful     Needs Improvement     Unsuccessful 

 

Comments: 
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4.   ORGANIZES THE MEDIA PROGRAM TO ASSURE OPTIMUM USE OF RESOURCES AND 

FACILITIES BY STUDENTS AND TEACHERS. 

Consider:   Provides a balanced comprehensive collection of media (print and non-print) and equipment to 

support the school's instructional program and individual enrichment.  Classifies, catalogues and organizes 

materials for easy access.  Maintains accurate records and statistics on utilization of materials, services and 

facilities.  Accounts for materials through a yearly inventory of all media and equipment and discards 

inappropriate and/or obsolete items.  Maintains media equipment and assumes responsibility for its repair. 

Establishes circulation procedures for ease of accessibility by students and teachers.  Distributes written 

communications to inform teachers of services and resources. 

 

Rating:       Successful     Needs Improvement     Unsuccessful 

Comments: 

 

 

 

5.   EXERCISES LEADERSHIP IN THE DEVELOPMENT OF THE LIBRARY MEDIA PROGRAM. 

Consider:   Develops and communicates to administrators goals and objectives for the media program.  

Demonstrates effective public relations with school and community.  Demonstrates professional growth by 

involvement in the school district's professional development and participation in library conference/workshops.  

Demonstrates regular communication with principals and coordinators.  Works with the administration in the 

development of a budget using all possible funding sources.  Conducts in-service activities for teachers on the 

utilization of media (print and non-print) within the instructional program. 

Rating:       Successful     Needs Improvement     Unsuccessful 

Comments: 

 

 

OVERALL RATING:                 Excellent       Good       Average      Fair       Poor 

 

Comments: 

 

 

 

 

 

 

 

 

_______________________________          ______________________________    ____________________ 
    LIBRARIAN/MEDIA SPECIALIST'S SIGNATURE  VALUATOR'S  SIGNATURE          DATE 
 

The Librarian/Media Specialist's signature does not necessarily indicate agreement with the evaluation, 

but signifies awareness of content. 

 

 

 

 

Copy - Evaluator       Copy - Librarian/Media Specialist       Original - Personnel Director 

 

                                                                                                                                                           Rev. 5/4/04
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COUNSELOR ASSESSMENT INSTRUMENT 
 

HANCOCK COUNTY SCHOOL DISTRICT 

 
 

Counselor____________________________________  Evaluator ____________________________________ 

 

Date____________Assignment _____________________  School ____________________________________ 
 

CRITERIA 

 

The evaluator will place a circle around the most appropriate rating.                 

1.   ORGANIZES AND ADMINISTERS THE GUIDANCE PROGRAM. 
Consider:   Administers a student needs assessment.  Organizes a Guidance Committee.(Complies with 

Mississippi State Department Tech Prep Initiatives)  Plans guidance activities for the school year.  Revises 

program for next school year.  Demonstrates evidence of personal organization.   

Rating:     Successful     Needs Improvement     Unsuccessful 

HHS only: Schedules Advisee/Advisor sessions.  Plans Advisee sessions.  Coordinates School Wide Advisor 

Activities.  Evaluates Advisee sessions. Plans activities with Career Technician.  Assist Career Technician  in 

planning classroom use of Career Center.  Close monitoring of activities and equipment in Career Center. 

Rating:     Successful     Needs Improvement     Unsuccessful 

 

Comments : 

 
 

2.   PROVIDE COUNSELING INTERVIEWS WITH STUDENTS DURING THE SCHOOL YEAR.  

Consider:   Schedule appointment for developmental counseling.  Provide time for counseling self referred 

students and crisis counseling.  Conduct an interview with new students.  Conduct a follow up conference with 

new students who have enrolled  during the school year. 

Rating:     Successful     Needs Improvement     Unsuccessful 

Comments: 

 
 

3.   PROVIDE GROUP GUIDANCE AND COUNSELING ACTIVITIES WITH STUDENTS DURING THE 

SCHOOL YEAR. 

Consider:   Develop a calendar for group guidance and counseling activities throughout the school year.  

Develop plans for group activities.  Conduct group guidance and counseling activities throughout the school 

year. 

Rating:     Successful     Needs Improvement     Unsuccessful 

Comments: 

 
 

4.   COORDINATE  STUDENT APPRAISAL. 

Consider:   Coordinate maintenance of student records.  Coordinate individual and 

group testing.  Interpret student information.  Identify students with special needs. 

Review student progress at the end of each grading period. 

Rating:     Successful     Needs Improvement     Unsuccessful 

Comments: 
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5.   ASSIST STUDENTS WITH CAREER DEVELOPMENT AND PLANNING IN INDIVIDUAL 

COUNSELING AND GROUP GUIDANCE SESSIONS. 

Consider:   Provide career information in individual and group sessions.  Assist students in self awareness.  

Explore long range educational  and career plans with students.  Assist students in making life transitions.  

Coordinate career/college exploration activities.   

Rating:     Successful     Needs Improvement     Unsuccessful 

Comments: 

 
 

6.   ASSIST STUDENTS WITH EDUCATIONAL PLANNING IN INDIVIDUAL COUNSELING AND 

GROUP GUIDANCE SESSIONS. 

Consider:  Conduct large group information sessions on subject selection.  Conduct individual guidance 

sessions on subject selection.  Communicate with parents on student progress.  Complete paper work required 

for educational planning.  Assist in educational planning of students with identified needs.   

Rating:     Successful     Needs Improvement     Unsuccessful 

Comments: 

 
 

7.   ASSIST WITH REFERRALS. 

Consider:  Act upon referrals from students, teachers, other professional staff, parents, and agencies.  Assist 

special education staff with referrals to placement process.  Utilize community resources and agencies in 

providing services.  Assist students, parents, and teachers in making effective use of community resources. 

Rating:     Successful     Needs Improvement     Unsuccessful 

Comments: 

 
 

8.   ASSIST IN THE PLACEMENT OF STUDENTS IN THE APPROPRIATE EDUCATIONAL 

PROGRAM AND/OR JOB. 

Consider:   Provide individual and group guidance for students in course and activity selections.  Assist in 

placement of students with special needs.  Assist in grouping students for instructional purposes. 

Rating:     Successful     Needs Improvement     Unsuccessful   

HHS Only: 

Coordinate activities to assist students in job placement.  

Rating:     Successful     Needs Improvement     Unsuccessful   

  

Comments: 

 
 

9.   CONSULT WITH STUDENTS, PARENTS, TEACHERS, ADMINISTRATORS, AND OTHER 

APPROPRIATE INDIVIDUALS. 

Consider:   Work with family concerning home situations that relate to school attitude, progress, attendance, etc. 

Rating:     Successful     Needs Improvement     Unsuccessful 

Comments: 

 
 

OVERALL RATING:                             Successful     Needs Improvement     Unsuccessful 

Comments: 

 

______________________________          ______________________________    ____________________ 
        COUNSELOR'S SIGNATURE    EVALUATOR'S  SIGNATURE          DATE 

The counselor's signature does not necessarily indicate agreement with the evaluation, but signifies awareness of content.  
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ADMINISTRATIVE/SUPERVISORY ASSESSMENT INSTRUMENT 
 

HANCOCK COUNTY SCHOOL DISTRICT 

 
 

 

Appraisee  ___________________________________  Appraiser __________________________________   

 

Date _______________________________Assignment __________________________________________ 

 
 

CRITERIA 

 

RATINGS 

To be used by the Appraiser as follows:   S =  Successful,   U = Unsuccessful,   NA =  Not Applicable   

 
 

A.  Administration Rating 
_______  1.   Sees that each person's responsibilities are clearly defined 

_______  2.   Effectively delegates authority    

_______  3.   Coordinates work of staff members 

_______  4.   Meets deadlines 

_______  5.   Makes prompt and workable decisions 

_______  6.   Recognizes situations which require attention and takes appropriate action 

_______  7.   Fairly and accurately administers budget 

 

B.  Planning Rating 
_______  1.   Establishes realistic goals 

_______  2.   Plans and utilizes time to best advantage 

_______  3.   Plans and develops budget effectively 

 

C.  Communications Rating 
_______  1.   Encourages staff members to express ideas 

_______  2.   Keeps staff members well informed 

_______  3.   Keeps immediate supervisors informed 

_______  4.   Keeps parents well informed 

_______  5.   Expresses self clearly 

 

D.  Relationship with Staff Rating 

_______  1.   Shows concern for each staff member's welfare 

_______  2.   Is cooperative 

_______  3.   Has respect for staff 

_______  4.   Shows appreciation for a job well done 

_______  5.   Offers constructive criticism 

_______  6.   Is assessable and responsive 
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E.   Relationship with Community Rating 

_______  1.   Supports community activities 

_______  2.   Is accessible and responsive 

 

F.   Professional Growth and Ethics Rating  
_______  1.   Assumes responsibility for one's own professional growth 

_______  2.   Is receptive to new approaches 

_______  3.   Is professionally ethical 

 

G.   Instructional Leadership Rating 

_______  1.   Helps develop and maintain an effective instructional program 

_______  2.   Supervises implementation of graded courses of study 

_______  3.   Encourages effective use of materials 

_______  4.   Facilitates innovative and creativity in instruction 

_______  5.   Supervises instructional program 

_______  6.   Provides opportunities for group planning 

_______  7.   Encourages and supports on going program of professional development   

 

H.   Personal Characteristics Rating 

_______  1.   Maintains control in stressful situations 

_______  2.   Presents favorable appearance 

_______  3.   Is tactful and courteous 

_______  4.   Has a good attendance record   

 

I.   Relationship with Pupils Rating 

_______  1.   Maintains positive school climate 

_______  2.   Encourages self discipline 

_______  3.   Demonstrates concern for student's individual welfare 

_______  4.   Supervises assigned program of pupil services 

_______  5.   Is available and responsive to pupils 

 

 

Comments:  _______________________________________________________________________________ 

 

__________________________________________________________________________________________ 

 

__________________________________________________________________________________________  

 

 

 

_______________________________          ______________________________    ____________________ 
        APPRAISEE'S SIGNATURE    APPRAISOR'S  SIGNATURE          DATE 
 

Appraisee's signature does not necessarily indicate agreement with the evaluation, but signifies awareness of 

content.  

 

 

 Copy - Appraiser       Copy -  Appraisee       Original - Personnel Director                                Rev. 5/4/04 
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     Hancock County School District 

 

Teacher Grievance Form 

 

 

 

Name: __________________________________________________________  

 

School: _________________________________________________________  

 

Grade and/or Subject: ____________________________________________  

 

Date: ___________________________________________________________  

 

Explain Nature of Grievance: ______________________________________  

 

 _______________________________________________________________  

 

 _______________________________________________________________  

 

 _______________________________________________________________  

 

 _______________________________________________________________  

 

 _______________________________________________________________  

 

 _______________________________________________________________  

 

 _______________________________________________________________  

 

I understand that this statement must first be submitted through my principal or 

immediate supervisor before going to the Superintendent. 

 

Signature of Employee ____________________________________________  

 

Date: ___________________________________________________________  

 

Signature of Principal or Supervisor _________________________________  

 

Date:_________________________________
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ACCIDENT REPORT 

 
____________________ 

School 
Date Filed:  _____________________ 
 
1. Student’s Name:   _______________________________________ 

 Address:   _______________________________________ 
 _______________________________________ 
 

 Phone No. ______________ Grade______Teacher____________ 
 
2. Date:  ________________________ 

 Time: ________________________ 
 Place: ________________________ 
 
3. Staff member(s) on duty:  __________________________________________________ 
 
4. Witness(es) Name(s) & Grade:  _______________________________________________ 
 ___________________________________________________________________________ 
 ___________________________________________________________________________ 
 
5.     Description of accident:  _____________________________________________________ 

___________________________________________________________________________ 
 ___________________________________________________________________________ 
 ___________________________________________________________________________ 
  
6.    What action was taken? ____________________________________________________ 

___________________________________________________________________________ 
 ___________________________________________________________________________ 
 

7.     By whom was action taken?  _________________________________________________ 
  

8.    Extent of injury (Nurse):  ____________________________________________________ 
___________________________________________________________________________ 

 ___________________________________________________________________________ 
 ___________________________________________________________________________ 
  
9.    Action taken (Nurse):  ______________________________________________________ 

___________________________________________________________________________ 
 ___________________________________________________________________________ 
 
10. Were parents notified?  ________Yes    ________No 
 
11.     Time of notification?  __________________________ 
 
12. Who notified parents?  _________________________   Appendix E
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PURCHASE REQUISTION 

HANCOCK COUNTY SCHOOL DISTRICT 
228-255-0376 

 

Location  Date  

Fund/Grant  Requested by:  

Vendor  Ship To:   

Address     

City     

State, Zip Code  Purchase Order #  

Phone   Code   

Fax     
 

     

     

     

     

 

PAGE __ OF ___ PAGE TOTAL

GRAND TOTAL

 

BILL: Hancock County School District 

 17304 Hwy. 603  

 Kiln, MS  39556    

      Authorized Signature 

 

  _______________________________ 

  Date
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Employee Travel Request Form 

 

Employee(s): ________________  
 

School: ___________________________________ Date(s) of Travel: ________________________    

 

Conference ________________________________ Destination: ____________________________   

 

Reason/Objective: ____________________________________________________________________  
 

 _____________________________________________________________________________________________________________  

 

Plans for Evaluation: __________________________________________________________________  
 

 _____________________________________________________________________________________________________________  

 

In- Services at School for:______________________________________________________________  

 

Travel By:  (  ) Bus           (  ) School Vehicle (30¢ per mile)            (  ) Personal Vehicle (40¢ per mile) 

Substitute Needed:    (   ) Yes  (   ) No                            Time Out:  (  ) Whole  (  ) Half   

 

Estimated Cost of Trip: (attach all requisitions and brochures) 

Substitute (approximately $60 per day) @ _____ days $__________________  

 Registration Fee (brochure attached) $__________________  

 Hotel Fee (Employee responsible for reservations) $__________________  

 Mileage Reimbursement _____miles @ .40¢ per mile $__________________  

 Meals $________ per day @ ________ days $__________________  

 Other: ____________________________________________ $__________________  

 

                 Total Cost of Trip $__________________  

 

Cost of trip to be paid from __________________________ funds. 

This form must be completed for any employee who is absent for any part of their day from normal duties for 

professional development. 
 

Signed by Teacher on _______day of ___________, 201__  _______________________________ 
                                                                                                                                                                                               (Teacher’s Signature) 

 

Approved by Principal on _______day of ___________, 201__  ___________________________ 
                                                                                                                                                                                              (Principal’s Signature) 

 

Approved by Federal Programs on _______day of ___________, 201__  ___________________  
                 (if applicable)                                                                                                                                                        (Director’s Signature) 

 

Approved by Curriculum Director on _______day of ___________, 201__ _________________  
                                                                                                                                                                                                  (Director’s Signature) 

 

Approved by Superintendent on _______day of _________, 201__  _______________________ 
                                                                                                                                                                                         (Superintendent’s Signature) 

 

Approved by School Board on _______day of ___________, 201__  _______________________ 
                                                                                                                                                                                                  (Board’s Signature)
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(Section 25-1-81 and 25-1-91, Miss Code Ann. 1972) 

 
TRAVEL REIMBURSEMENT FORM 

HANCOCK COUNTY SCHOOL DISTRICT 
KILN, MS  39556 

    
NAME    

ADDRESS    

CITY    

SCHOOL    

FUND    

    
For mileage for privately owned automobile used by me for transportation and reimbursement for  
subsistence and other authorized expenses paid by me in the discharge of official duty from 
_______________________ to __________________________.  The itemized statement follows. 
The back of this form must be completed in full.   
    
TRAVEL-Complete Back of Form    
   Auto Travel __________miles @ $.40 per mile  $   

   Meals (overnight stay required-complete back)  $   

   Lodging -  attach receipts   $   

   Registration Fee  - attach receipt   $   

   Other Travel Total-Complete back of form   $   

    
TOTAL DISTRICT TRAVEL    $  

    
Expenses Prepaid by District    
    Hotel __________________   $   

    Registration Fee   $   

    Other __________________________   $   

    ($                    )  

            Less Advance Payments    
    

    
TOTAL TRAVEL APPROVED FOR PAYMENT  $ 

    
    

Subject to any differences determined by verification, I certify that the above amount claimed by  
me for travel expenses for the period indicated is true and accurate in all respects and that  
payment for any part has not been received.    

    
    

Signature of 
Payee___________________________________ 

Date ___________________ 

Signature of Supervisor 
_______________________________ 

Date ___________________ 

Approved for Payment 
________________________________ 

Date ___________________ 

    
PENALTY FOR FRAUDULENT CLAIM-Fine of not more than $250, civilly liable for full  
amount received illegally, removal from office or position held   
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                          Itemized Statement of Travel 

Expense 
  

Name:   
   

                             Daily   
Other Authorized Expenses 

           Actual Actual Actual Meals   

 Date Purpose Points of Travel Miles Breakfast Lunch Dinner Allowed Hotel Item Amount 

 
                      

 
                      

 
                      

 
                      

 
                      

 
                      

 
                      

 
                      

A
p

p
en

d
ix

 H
-2

 

                      

                      

                      

                      

Total                     
 

  

 

Mileage Reimbursement Rate 0.40 Carry Totals to the front of form. 

 
  

 

Total Mileage Dollar Amount   
      

  

 Note:  (1) Receipts for amounts paid for lodging and other expenses must accompany this voucher.  (2) All activity pertaining to a certain date should be shown on the associated line 

or 

 lines completely across the form.  (3) Daily Meals Allowed equals the total of Actual Meals, not to exceed the Maximum Daily Meal Reimbursement.  (4) If tips are included in 

Other, 

 then the type of tip must be identified.  (5) A continuation sheet may be used if necessary.               

 



  

Form – O-13 

 

 

 

ACTIVITY FUND 

CASH TRANSMITTAL SHEET 
 

 
________________        __________      _____________  

NAME OF TEACHER      GRADE                 DATE    

 
 

Please deposit  $__________________ into ______________________ account. 
         

 

I have made sure all checks are payable to my school. 

 

I have indicated my club name, student’s name and initialed in the left corner of the 

check. 

 

Please list students’ names and amount paid on the back of this form.   If a student 

paid with a check, please list the check number by the name. 

 

The funds were generated by ________________________________________. 
           (IF A FIELD TRIP, PLEASE LIST DESTINATION) 

 

    CHECKS_________________ 

 

    CASH____________________ 

 

    CHANGE_________________    (ALL CHANGE MUST BE ROLLED) 

 

 

 

    _______________________________________       ______________________________________ 

              TEACHER’S SIGNATURE                 WITNESS 

        

 

    _______________________________________       ______________________________________ 

        CASH RECEIVED BY: (SECRETARY)                                        AMOUNT 

 

Employees are responsible for all funds not submitted. 
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Form – O-13 
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STUDENT NAME     CHECK #   AMT PAID 
                  

  
   

  
  

    

                  

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

  
   

  
  

    

                  

                  

                  

          TOTAL     
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Form – O-13 

FIELD TRIP REQUEST FORM 

 

 

School:_____________________________________Date of Request: ______________________  

 

Teacher(s): ______________________________________________________________________  

 

Name of Safety Council Member(s) and /or Chaperone(s) _______________________________  

________________________________________________________________________________  

 

Grade/Class ____________________________________ Number of Students _______________  

 

Date(s) of Trip:________________Time: Departure________________Return ______________  

 

Destination: _____________________________________________________________________  

 

Address:__________________________________________________Via Hwy # _____________  

 

Educational Objectives: ___________________________________________________________  
 

 _________________________________________________________________________________________________________  

 

 _________________________________________________________________________________________________________  

 

Plans for Evaluation: _____________________________________________________________  
 

 _________________________________________________________________________________________________________  

 

 _________________________________________________________________________________________________________  

 

Special Request: _________________________________________________________________  

 

Bus Driver Requested: ____________________________________________________________  

 

Signed by Teacher on _______day of ___________, 201__  _______________________________ 
                                                                                                                                                                                    (Teacher’s Signature) 

 

Approved by Principal on _______day of ___________, 201__  ___________________________ 
                                                                                                                                                                                     (Principal’s Signature) 

 

Approved by Superintendent on _______day of _________, 201__  _______________________ 
                                                                                                                                                                                  (Superintendent’s Signature) 

 

Approved by School Board on _______day of ___________, 201__  _______________________ 
                                                                                                                                                                                       (Board’s Signature) 

 

Principal/Superintendent/Board Comments: __________________________________________  

________________________________________________________________________________  

________________________________________________________________________________  

 

For Use by Transportation Department 

Date Received _____________________ Ticket # issued _______________ 
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