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Greetings from your Superintendent!   
 
We are extremely excited that you will be part of the South Sioux City School District for the 2019-2020 
school year and will do our best to make sure everyone feels a part of our Cardinal family!  
  
We take pride in establishing high expectations for all our staff and students in a collaborative and 
purposeful approach. I invite you to read and become familiar with the contents of this handbook.  Your 
suggestions for improvements to policies or procedures are welcomed.  
 
Read this handbook carefully and retain it for future use. If you have questions about these guidelines or 
need further information, please consult with your Administrator or Human Resources.  
 
We want to hear from you! If you have any questions or comments about our schools, services, or 
require assistance on a specific topic, please feel free to contact us using the     feedback 
opportunity available through the District website. 
 
Please know our school board, administrators, teachers and all of our district employees are passionate 
about serving students and look forward to a tremendous year of achievement!  
 
Todd Strom, Superintendent 
South Sioux City Community Schools 
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Intent of Handbook 
 
This handbook is intended to be used by substitute certified staff to provide general information and to serve as a guide to 
policies, rules, regulations, benefits of employment, and performance expectations.  
 
Each substitute certified employee is responsible for becoming familiar with the handbook and knowing the information 
contained in it.   
 
This handbook does not create a “contract” of employment.   
 
The administration will be responsible for interpreting the rules contained in the handbook and shall have the right to make 
decisions and make rule revisions at any time.  Should a situation or circumstance arise that is not specifically covered in 
this handbook, the administration will make a decision based upon applicable school district policies, state and federal 
statutes and regulations and the best interests of the District. 
 
This handbook will be in effect for the 2019-2020 and subsequent school years unless replaced by a later edition. 
 

Equal Opportunity Statement 
 

The South Sioux City Community School District is an Equal Opportunity Employer.  We do not discriminate or allow 
discrimination on the basis of sex, disability, race, color, religion, veteran status, national or ethnic origin, age, marital 
status, pregnancy, childbirth or related medical condition, or other protected status protected by applicable law.  This 
provision applies in all matters including employment, promotion, transfer, layoff, termination, rates of pay, selection for 
training, or recruitment.   
 
Inquiries or grievances regarding compliance may be directed to the Office of the Superintendent.  
 

Employment Eligibility Verification 
 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, 
must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and 
employment eligibility.   
 

The South Sioux City Community School District participates in the E-Verify program. 
 

Employment 
 

The employee agrees to be governed by the policies of the Board of Education, the rules and regulations of the school 
district, and the directives of supervisors.  The employee agrees that policies of the Board of Education and the rules and 
regulations of the District may be changed at any time, with or without notice to the employee. 
 

Teacher Certification 
 

According to Nebraska Department of Education interpretation of Nebraska law: 
1. A contract with a teacher/administrator is not valid until the professional presents his/her certificate or 

permit to the Superintendent for his/her signature. 
2. A contract may be signed by a prospective candidate preceding the possession of the valid certificate or 

permit. 
3. Regardless of the contract, no teacher or administrator may begin their professional services (teaching 

and/or administration) without possession of a valid certificate or permit that has been registered with the 
district administrator. 
 

According to the Nebraska Department of Education, the law is clear.  While there is no provision in the law to do so, 
Nebraska Department of Education recognizes the processing time required to obtain certificates. 
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The following procedures have been initiated to protect the school district's professional practice obligations and ensure 
properly certified individuals are employed by the District. 

1. All educators must have a certificate, valid for their assignment, beginning with the first date of 
service. 

2. For educators who must obtain a certificate, the application for the teaching certificate must be on file with 
the Office of Teacher Certification on or before the first day of service.  The District must receive 
“Permission to Begin Service” from the Commissioner of Education before the individual begins service.  
Permission will be faxed to the District on the date the application form is on file along with documents 
establishing that all transcripts and other required documents have been ordered and/or requested.  The 
District remains liable for the payment of compensation to the teacher should the certificate ultimately be 
denied.  However, the filing of the application form and necessary documentation will constitute a “good 
faith” effort. 

3. Once educators have received their certificate, it must be registered with the superintendent of schools. 
 

School Calendar 
 
The school calendar is set at the prerogative of the Board of Education.  The Superintendent/District Administration 
develop and recommend to the Board of Education for approval, a school calendar. Development of the calendar 
recommendation will be made with input from employees and parents.   
 

School Day 
 
The length of the school day is set at the prerogative of the Board of Education.  The school day for teachers begins at 7:45 
a.m. and concludes at 3:45 p.m.  These hours are for regular school days as well as for professional development and other 
workdays.  While every effort will be made to provide teachers with time to prepare classrooms and materials, the District 
and/or building administrator may schedule meetings as needed on workdays. 
 

Leaving School 
 
Teachers are to be on duty at all times during the school day. Teachers are considered on duty even during designated planning 
periods.   
 
Teachers may not leave school during duty hours without approval of the Principal.   If the absence has been approved, the 
teacher must check out with the Principal’s office when leaving and check back in with the Principal’s office upon return.  
Teachers who need to leave during the school day for reason of illness or emergency are to check out with the Principal’s 
office and make sure that a responsible person has been notified of their unexpected absence so student coverage may be 
provided.    
 

Purpose and Goals of Academic Achievement 
 

The South Sioux City Community Schools Board of Education is committed to providing a quality education for all South 
Sioux City Community Schools students consistent with the school’s mission statement.  Effective, quality instruction by 
teachers is an essential means of meeting the District’s mission of providing a quality education.  
 

Teaching to Student Understanding to Assure Learning 
 

Each teacher is responsible for teaching in a manner to meet the mission of the District and to assure student understanding 
and learning of the principles and concepts to be presented to students within the curriculum adopted by the District.  Teachers 
will model classroom instruction on the educational model implemented by the District. 
 
State and federal laws and regulations have been enacted which require that students with certain needs be provided 
instruction and services consistent with those special needs.  Examples include students who have been verified as in need of 
special education (“special education students”), students with other disabilities which impact the educational program (“504 
students”), and limited English proficient students (“LEP or ELL students”).  The District’s policy is to comply with the state 
and federal laws and regulations in all respects.  Teachers who are assigned special education, 504, or LEP/ELL students are 
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required to provide instruction and services consistent with legal requirements and the requirements of Board policy and 
regulation. 
 

Lesson Plans 
 
Written lesson plans are to be completed in advance and are to be readily available for administrator review or for a 
substitute’s reference.  The lesson plans must be sufficiently clear in establishing objectives and related activities so that they 
are easily used by a substitute teacher or other staff member not familiar with previous classroom activities or progress. The 
plans must give specific reference to other instructional sources immediately available which will enhance the instructional 
lesson.  If there are any issues with the availability, preparation, or execution of the lesson plans, please provide information 
for the absent teacher, and also to the building principal. 

 
Supervision of Students 

 
Proper supervision of students is an important responsibility for teachers and other adults responsible for our students.   
Teachers and other adults responsible for student supervision are expected to meet the four “P’s” for student supervision 
and safety. 
  

1. Proper Supervision 
- Report to all duty assignments on time. 
- Circulate through your duty area.  Pay particular attention to areas and activities that pose an increased 

risk of injury. 
- Be vigilant while supervising students.  Never leave your classroom unattended; the need to make a copy 

is not greater than the need to supervise your students.  If an emergency requires that you leave your 
classroom, request that another nearby staff member cover your class, or notify the office so someone 
can provide assistance. If you are on recess duty, your responsibility is to supervise the students in your 
assigned area.  When talking with other adults or students, remember that your primary duty is 
supervision and make sure you are aware of what all students who you are to be supervising are doing.  

- If you have seen or have been informed that a particular student has a propensity to act dangerously or 
in an unpredictable manner, your supervision of that student must increase with the known risk of injury.  
(Remember, though, that this type of information may be confidential—do not share confidential 
information about students except with other staff who need to know the information to perform their 
jobs). 

- Be careful with touching students.   Use of corporal punishment is prohibited at South Sioux City 
Community Schools.  Touching students should be limited to that necessary to protect the student from 
harm (e.g., falling from playground equipment) and that which professional educators determine 
appropriate for purposes of proper student relationships.   

- Be careful with your language.  Profanity or abusive language should not be used by you.  Be a good role 
model for students.  If a student uses such language, you should correct the student and take such 
disciplinary action as is appropriate, which may include making a report to administration.    
 

 2.  Proper Instructions 
- Proper instructions are important to reduce the risk of injury when students undertake an activity, 

especially an activity that has an increased risk of harm to students. 
- Repeat the instructions on how to complete a task that has a heightened risk of danger as often as 

needed.  Do not assume because students heard the directions once that they will be remembered. 
- When you go over safety rules with students note it in your written records (e.g., your lesson plan book 

or daily reports). 
- Review playground and classroom safety rules with students and note when you do it in your written 

records.  Also, if any students are absent when you review the rules contact the student(s) to review the 
same information and also note that contact in your written records. 

 
 
 
 



8 
 

 3. Proper Maintenance of Buildings, Grounds, and Equipment 
- Conduct periodic inspections of equipment under your control or in your area of supervision.   
- If equipment is broken and presents a risk of injury, immediately take it out of service (if it can’t be 

moved, tape a “Do Not Use” sign) and notify the office so those repairs may be undertaken. 
- Check your communication device (whether it be a school phone in your supervision area, a walkie-

talkie, or a cell phone) periodically to make sure you can communicate with the office immediately in 
the event of an emergency. 

 
4. Proper Warnings  

- If you have knowledge of a hazard that can likely cause injury, take steps to warn other staff and students.  
Tell the office so additional warnings may be given.     

 
Contact the Office for Assistance  
The office administration should be contacted immediately when a situation exists which could cause injury to 
students or others.  Examples include:   

  -   student fight 
-  student health problem (fainting, bleeding, high temperature, difficulty breathing, etc.);  
-   a report or a suspicion that a student has a weapon or other dangerous item or drugs, alcohol, or 

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

 
Student Searches 
Office administration should also be contacted before performing searches of students or their belongings.  You 
may direct a student suspected of having an item in violation of school rules to wait with you until another adult is 
present, or to follow you to the office if you can leave your assigned area without causing risk of harm to others.  
Do not use physical force to detain the student or to make the student accompany you except as reasonably 
necessary to protect the student or others. 

 
Student Rights 
Students should be treated fairly and given the same treatment without consideration of race, color, religion, 
gender, or disability.  Students who need special accommodations should be given those accommodations as 
needed for them to participate in school and school activities.  Further, students have the right to have their school 
records kept confidential.  Such information should be shared only with other school staff with a need to know the 
information to perform their duties. 
 

Managing Student Conduct 
 

Discipline is everyone's responsibility.  It begins with the student being responsible for his/her own behavior and 
understanding the consequences it may cause. The teacher is responsible for articulating classroom expectations, 
implementing the classroom expectations on a consistent basis, and being familiar with the student handbook. All staff are 
responsible for all students in the hallways, in the rest rooms, at assemblies, at pep rallies, and during lunch. Consequences 
for inappropriate behavior may include students making up time before or after school, a student or a parent conference, or 
a referral to an administrator.  
 
The following guidelines will assist in maintaining appropriate student conduct and complying with the process required 
for student discipline.  
 

1.  Make students aware of classroom expectations.  Students will accept them if they know in advance and if 
they are fair and consistent. Students often appreciate giving input on classroom rules. These expectations 
should be in writing and posted in the room.  

2.   It is important to document student behavior in your classroom, referrals, and/or communications with a 
student. 

3.  If, after attempts to improve student behavior, the problems continue, talk to the student’s counselor or the 
Principal about possible alternatives in discipline procedures.  Be attentive and respond to “bullying.” 



9 
 

4.  If a student continues to cause problems, inform the administration for disciplinary action using the 
approved reporting forms. Be sure to state the problem clearly and expectations in terms of assistance, as at 
times the student’s and teacher’s stories are different. Be prepared to provide documentation.  

5.  Follow up on any office/administrator referral. 
6  Read and understand the student handbook and the student conduct rules of the District.   
7.   Violations of student rules which are also violations of state law are required to be reported to the Principal 

for any required follow up action.  
 

Dispensing Medication 
 

Teachers are not permitted to give any medication to students unless trained under the Medication Aid Act, Neb. Rev. Stat. 
§71-6718 to 71-6743.  Students who need to take prescription medicine must have a signed parent release form on file in 
the office.  Medications are to be taken in the presence of the office staff, the nurse, or health clerk and are to be stored in 
the office.  Medical procedures are not to be administered in the classroom except in accordance with the District’s 
Emergency Protocol (asthma/anaphylaxis protocol). 
 
If students must take medication and/or perform medical procedures prescribed by a duly licensed physician during school 
hours, it is the responsibility of the parents or guardians to sign permission to dispense the medicine at the school and to 
submit a note or prescription from the physician authorizing the medicine and/or medical procedure.  School district personnel 
will not administer medicine, including over the counter medicine, without this signed form and note or prescription.  Any 
medication brought to school needs to be properly labeled.  The label should include the following information:  Student’s 
name, name of medication, dosage needed, and time of dispensing the medication. 
 

Instruction in the Curriculum 
 

Teachers shall instruct students in the curriculum, including the use of curriculum materials, adopted and implemented by 
the Board of Education and as directed by the administration.   
 

Curriculum – Assessments 
 

1. State Assessments. 
 
South Sioux City Community Schools has adopted an assessment plan and has aligned the curriculum with the state 
approved content standards.  The assessment plan includes a schedule and procedures for assessing success in achieving 
state standards.   
 
Teachers are to clearly articulate the learning targets and align instruction to the learning targets within each of the content 
standards.  Teachers are to give students instruction on the content prior to students being assessed on each content standard 
in order to provide learning opportunities for all students. 
 
The assessments are to be conducted in accordance with the assessment plan schedule.  Teachers are to conduct the 
assessments in a manner that assures it accurately assesses whether or not students are meeting the targets outlined by the 
content standards.    
 
Assessment results are to be reported by the teachers in the manner and within the time directed by the administration or 
designee.  The assessment data is to be used to meet state standards, to provide students and parents with information about 
student progress, to enhance school improvement planning, and to improve instruction. The assessment data is to be 
evaluated by teachers to monitor student learning and to improve instruction or terminate ineffective teaching practices to 
ensure students are being given the opportunity to meet the standards.   
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2. Achieving Valid Assessments.  
 
Educators are responsible for maintaining the integrity of the assessments to ensure that assessments provide a valid 
measure of student progress and accomplishments. Educators are not to engage in any practice that may result in assessment 
results that do not reflect student learning, knowledge, skills or abilities in the area assessed.   
 
For purposes of this policy, student assessments include both “standardized assessments” (including state assessments, 
norm referenced tests, and evaluations conducted for special education eligibility) and “coursework assessments” (e.g., 
classroom tests, quizzes, and other evaluative tools used to assign grades).   
 
The following specific assessment expectations and rules apply:   
 

a. Integrity of the Assessment Instrument. The integrity of the assessment instrument is to be maintained.   
 

i. Standardized Assessments. Standardized assessment instruments are not to be made available to 
students at any time before the student takes the assessment.  The assessment instrument is to be 
maintained in a secure manner.  

 
ii. Coursework Assessments. Coursework assessment instruments are to be periodically modified to 

keep the assessments current and prevent students from effectively using “test banks.”  For 
coursework assessments that are given on a repeat basis to students at different times (e.g., a test that 
is given to students throughout the school day), the educator is to remind students to not share the 
content of the assessment with students who will be taking the assessment later.   

 
b. Teaching for Success on Assessments.   
 

It is appropriate for educators to prepare students to do well on assessments. This is to be accomplished in a 
manner that assures the assessment accurately reflects the student’s knowledge, and not simply test 
preparation.  
 
i. Teach the Content.  Educators are to prepare students to do well on assessments by teaching the 

subject content. Educators are not to “teach to the test” by teaching based solely on the content of 
the assessment.  The content is to be taught to the students over an appropriate amount of time prior 
to the assessment. “Cramming” assessment content just before the assessment is to be taken is not 
appropriate. Review of content previously taught is appropriate. 

 
ii. Practice Tests. Educators are to prepare students by teaching test taking skills independent of the 

subject matter being assessed.  Educators are not to conduct reviews (drills) using earlier (no longer 
published) versions of the same test, using alternate (parallel) forms of the same published test, or 
using actual items from the current form of a standardized test that will be administered to students. 
Educators are not to conduct reviews (drills) using items of identical format (for example, multiple 
choice) to the exclusion of other formats.  

 
c. Conditions for Successful Assessments. 
 

i. Communications.  Educators are to communicate to students and parents when assessments will be 
administered, the purpose of the assessment and how the assessment results will be used.  Educators 
are to motivate students to do their best on assessments.  Educators are to read and be familiar with 
assessment administration directions in advance and communicate the rules to students accurately 
and clearly.  

 
ii. Climate. Educators are to have sufficient assessment materials available (e.g., No. 2 pencils, if 

needed).  The classroom is to be arranged to allow comfortable seating.  Distractions are to be 
eliminated.  Educators in nearby classrooms are to be informed that the assessment is to be 
administered so noises from neighboring classrooms are kept at a minimum.  Activities or 
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arrangements are to be made for students who finish early so such students do not cause a distraction 
to other students still taking the assessment.   

 
iii. Security. Educators are to monitor students while administering assessments to ensure students are 

complying with standards of academic integrity.  Students who violate standards of academic 
integrity are to be reported to the administration.  

 
d. Full Participation. Educators are to make efforts to have all eligible students take the assessments. The 

educator should develop a list of students who will be exempted from assessment and the reason for the 
exemption and submit the list for review and approval by the Principal.   

 
e. Assistance During Assessments.  

 
i. Standardized Assessments. Educators are not to provide assistance to students while a standardized 

assessment is being administered except as provided for in a student’s 504 Plan or IEP.  This includes 
giving “hints,” giving extra time, reading the tests to students or defining or pronouncing words for 
students, allowing students access to instructional material related to the content of the assessment 
(e.g., displaying a map during a social studies assessment) or allowing students access to mechanical 
aids (e.g., calculators).   

 
ii. Coursework Assessments. For coursework assessments, students may be allowed access to 

instructional materials or mechanical aids only when all students being given the assessment are 
given the aids and use of the aids does not hinder the students from learning the content of the lesson. 

 
f. Student Answers.  Assessments are to reflect the students’ work as submitted by the students. During the 

assessments, educators are to monitor students to make sure directions are being followed (e.g., students are 
using a No. 2 pencil on all “bubble” sheet assessments and completely erase mistaken answers and extra 
marks on “bubble” sheet assessments).  Educators are not to change answers on a student’s assessment sheet 
or otherwise participate in the submission of false or misleading assessment results.   

 
Violations of the rules and expectations set forth in this policy will be considered to be a breach of the District’s standard of 
ethics and may result in disciplinary consequences.  Educators are to report suspected violations of the expectation to the 
administration.  The administration is to investigate and appropriately respond to violations of the expectations.   
  

Professional Ethics Standards 
 

The South Sioux City Community Schools expects its certificated employees to adhere to the professional ethics standards 
established by the Nebraska Department of Education as such standards may be modified from time to time.  The professional 
ethics standards which certificated employees are expected to adhere to include those set forth below.  References to 
“educator” shall include all certificated employees of the District. 

 
Preamble 
The educator shall believe in the worth and dignity of human beings. Recognizing the supreme importance of the 
pursuit of truth, the devotion to excellence and the nurture of democratic citizenship, the educator shall regard as 
essential to these goals the protection of the freedom to learn and to teach and the guarantee of equal educational 
opportunity for all. The educator shall accept the responsibility to practice the profession to these ethical standards. 
The educator shall recognize the magnitude of the responsibility he or she has accepted in choosing a career in 
education, and engages, individually and collectively with other educators, to judge his or her colleagues, and to be 
judged by them, in accordance with the provisions of this code of ethics. 
The standards listed in this section are held to be generally accepted minimal standards for public school certificate 
holders in the State of Nebraska and for all educators, including administrators, with respect to ethical and 
professional conduct. 
Principle I - Commitment as a Professional Educator: 
Fundamental to the pursuit of high educational standards is the maintenance of a profession possessed of individuals 
with high skills, intellect, integrity, wisdom, and compassion. The educator shall exhibit good moral character, 
maintain high standards of performance and promote equality of opportunity. 
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In fulfillment of the educator's contractual and professional responsibilities, the educator: 
A. Shall not interfere with the exercise of political and citizenship rights and responsibilities of students, 

colleagues, parents, school patrons, or school board members. 
B. Shall not discriminate on the basis of race, color, creed, sex, marital status, age, national origin, ethnic 

background, or handicapping condition. 
C. Shall not use coercive means, or promise or provide special treatment to students, colleagues, school patrons, 

or school board members in order to influence professional decisions. 
D. Shall not make any fraudulent statement or fail to disclose a material fact for which the educator is 

responsible. 
E. Shall not exploit professional relationships with students, colleagues, parents, school patrons, or school board 

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

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

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

I. Shall report to the Superintendent any known violation of paragraphs G, E, or B above. 
J. Shall seek no reprisal against any individual who has reported a violation of this rule. 
Principle II - Commitment to the Student: 
Mindful that a profession exists for the purpose of serving the best interests of the client, the educator shall practice 
the profession with genuine interest, concern, and consideration for the student. The educator shall work to stimulate 
the spirit of inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation of worthy goals. 
In fulfillment of the obligation to the student, the educator: 
A. Shall permit the student to pursue reasonable independent scholastic effort, and shall permit the student 

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

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

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

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

Education. 
G. Shall not discipline students using corporal punishment. 
Principle III - Commitment to the Public: 
The magnitude of the responsibility inherent in the education process requires dedication to the principles of our 
democratic heritage. The educator bears particular responsibility for instilling an understanding of the confidence in 
the rule of law, respect for individual freedom, and a responsibility to promote respect by the public for the integrity 
of the profession. 
In fulfillment of the obligation to the public, the educator: 
A. Shall not misrepresent an institution with which the educator is affiliated, and shall take added precautions 

to distinguish between the educator's personal and institutional views. 
B. Shall not use institutional privileges for private gain or to promote political candidates, political issues, or 

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

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

any state or territory. 
F. Shall, with reasonable diligence, attend to the duties of his or her professional position. 
Principle IV - Commitment to the Profession: 
In belief that the quality of the services to the education profession directly influences the nation and its citizens, the 
educator shall exert every effort to raise professional standards, to improve service, to promote a climate in which 
the exercise of professional judgment is encouraged, and to achieve conditions which attract persons worthy of the 
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trust to careers in education. The educator shall believe that sound professional relationships with colleagues are built 
upon personal integrity, dignity, and mutual respect. 
In fulfillment of the obligation to the profession, the educator: 
A. Shall provide upon the request of an aggrieved party, a written statement of specific reasons for 

recommendations that lead to the denial of increments, significant changes in employment, or termination of 
employment. 

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

profession by persons known to be unqualified. 
D. Continuance in professional service requires the maintenance of a valid teaching, administrative, or special 
 services certificate in accordance with the laws of the State of Nebraska. 
Principle V - Commitment to Professional Employment Practices: 
The educator shall regard the employment agreement as a pledge to be executed both in spirit and in fact. The educator 
shall believe that sound personnel relationships with governing boards are built upon personal integrity, dignity, and 
mutual respect. 
In fulfillment of the obligation to professional employment practices, the educator: 
A. Shall apply for, accept, offer, or assign a position or responsibility on the basis of professional preparation 

and legal qualifications. 
B. Shall not knowingly withhold information regarding a position from an applicant or employer or misrepresent 

an assignment or conditions of employment. 
C. Shall give prompt notice to the employer of any change in availability of service. 
D. Shall conduct professional business through designated procedures, when available, that have been approved 

by the employing agency. 
E. Shall not assign to unqualified personnel, tasks for which an educator is responsible. 
F. Shall permit no commercial or personal exploitation of his or her professional position. 
G. Shall use time on duty and leave time for the purpose for which intended. 
H. Educators shall adhere fully to the terms of a contract or appointment. 

 
Attire 

 
It is important for employees to project a responsible, adult image to students, parents and co-workers. Appropriate attire 
and grooming is one of the means of projecting such an image.  Employees are expected to maintain conservative attire and 
grooming when on duty.  As a minimal guide, employees should not wear clothing which students would not be permitted 
to wear at school.  Employees should wear clothing which is safe and suitable for their work assignments.  
 
The staff members of the South Sioux City Community School District are representatives of the District to the public and 
should project a professional image.  On the occasions that guest speakers or presenters conduct professional development 
activities within the school district, all staff members are to dress in business or business casual attire.  Certified staff 
members should also dress in business or business casual attire when attending workshops, conferences, or seminars outside 
of the school district.  Due to the nature of some events, there may be exceptions regarding professional dress.  Exceptions 
should be approved prior to the attendance of any event by the building principal. 
 
Employees shall dress in attire appropriate for their position.  Clothing should be neat, clean, and in good taste.  Discretion 
and common-sense call for an avoidance of extremes which would interfere with or have an effect on the educational 
process. To this end, all employees are to dress themselves, groom themselves and conduct themselves in a manner 
appropriate to the educational environment. Any employee who needs clarification on a dress, grooming or conduct matter 
may contact the superintendent, or designee, for further clarification 
 

Courtesy Pass and ID/Security Badge 
 
ID/Security badges will be given to all employees.  These badges should be displayed prominently at all times when in a 
District building.  If a badge is lost or stolen, contact the building administrator immediately. 
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Severe Weather and School Cancellations 
 

The Superintendent of schools is authorized by the Board of Education to close public schools in case of severe weather. 
Representatives of the Superintendent’s staff will notify local news media when inclement weather warrants such action. 
The information is broadcast regularly by radio and television stations.  
 
Decision to Close Schools.  A decision to close school is made when forecasts by the weather service and civil defense 
officials indicate that it would be unwise for students to go to school.   An early decision is not always possible because of 
uncertain weather conditions. School officials will make periodic assessments of conditions during the night and will decide 
early in the morning (by 6 a.m. if possible). In any case, an announcement will be made to the news media when schools 
will be closed.   Some staff may be designated as being required to come to school even in the event of a school closing.  
 
After School Starts.  Every attempt will be made to avoid closing school once classes are in session. In some instances 
closing school during the day is inevitable if children are to safely return home before the brunt of a major storm hits. In 
these cases as much advance notice as possible will be given. If school is closed during the day staff will be notified and 
parents will be notified via media broadcast.  Teachers and designated staff will be responsible for remaining with students 
until all students have safely left school or the administration has made arrangements for remaining students.  
 
Parental Decisions. Parents may decide to keep their children at home in inclement weather because of personal 
circumstances. Students absent because of severe weather when school is in session will be marked absent.  You should 
treat the absence like any other absence for legitimate causes provided parents properly notify the school of their decision. 
Parents may pick up their children in inclement weather (except in case of a tornado) at any time during the school day. 
Students will not normally be dismissed from school during severe weather on the basis of a telephone request.  
 
Emergency Conditions. South Sioux City Community Schools has safety protocols in place (has a signal) which, when 
activated, includes the necessity to either evacuate to a secondary site (the building) or to move to safer areas of the 
building.  All regular drills are held as required by law through the school year.  There are plans for Evacuation (Emergency 
Exit system), Tornado Warning System, and Lockdown and Lockout Drills (Critical Incident Response).  School officials 
are not permitted to release students from the school building during a tornado warning.  In the event of an 
Evacuation (emergency exit alert) or tornado warning, you should implement the school’s established safety procedures. 
 
Make-up Days:  If a day is lost because of school cancellation, the day will be recovered by scheduling a make-up day.  The 
school calendar will identify the order of the make-up days. 
 

Employee Outside Employment 
 
The following guidelines must be observed by employees wishing to be employed outside the school district: 
 

1. The hours required of the outside position must not interfere with the responsibilities of the teaching position.   
2. Activities associated with the outside position may not take place during the school day.  Example:  Changing into 

a uniform or work clothes for the outside position. 
3. Phone calls, emails, and/or other communication concerning the outside position must not interfere with the 

responsibilities of the teaching position.   
4. The employee will not conduct the business of an outside position during the school day.  Examples:  A sales call, 

a follow-up call concerning a real estate matter, a parent call concerning a student/athlete connected to the outside 
position.   

5. The plan period provided to the teacher is to be viewed as part of the school day and the activities conducted during 
the plan period are to be related to the teaching position, not the outside position. 

6. The school day includes the contract time before school as well as the contract time after school and activities 
conducted during these time periods are to be related to the teaching position, not the outside position. 
 

Issues related to outside employment interfering with the performance of the employee’s duties required within 
the school district position will be subject to administrative action. 
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Employee Fundraising 
 
Any employee who directly or indirectly seeks to use their position as a District employee to fundraise (such as through a 
crowd funding initiative) must obtain prior approval from the Superintendent or Superintendent’s designee before taking any 
action to fundraise. 
 
An employee who receives permission to fundraise shall abide by the following requirements: 

a. The employee shall inform the Superintendent or Superintendent’s designee of any content (including online 
messages or requests) that the employee intends to publish. 
 

b. The employee shall not violate any District policy, rule or law in any fundraising efforts and shall keep all student 
information confidential. 
 

c. The employee must account for any money raised through the approved fundraising effort and shall provide 
evidence to the Superintendent or Superintendent’s designee as to how the money was spent. 

 
District employees who engage in fundraising efforts in their private capacities need not abide by this policy. 

 
Personnel Files 

 
The Administrative Office is required to maintain a personnel file on each certificated employee.  Certificated employees 
may access their own personnel files maintained by the district, except for letters of reference in their credential file if 
applicable.  Contents of the file may be examined in the presence of the Superintendent or his designee but may not be 
removed from the Administrative Office.  The employee has the opportunity to attach a written response to items in the file 
with the exception of letters of recommendations solicited by the school district.   If an employee wishes to view their 
personnel file, they must request a personnel file access form (see Appendix) and return it to the Administrative Office for 
processing.  The District will follow the requirements of state and federal law and regulation with regard to a teacher’s 
personnel file, including but not limited to Neb. Rev. Stat. § 79-8,109. 
 

Safe Transportation 
 

When driving a school vehicle or transporting students, trained/authorized staff members are to abide by all rules of the 
road and any applicable rules of the Nebraska Department of Education and the District relating to driving a motor 
vehicle.  Seat belts and child restraint systems will be utilized by all occupants.   
 
When transporting students, trained/authorized staff members teachers are not to use cell phones or otherwise engage in 
distractions.  This rule applies to the driver when the vehicle is in motion. The only exception would be in the case of 
emergencies. 
 

Grievances and Complaints 
 

Employment related grievances or complaints shall be addressed through the administrative chain of command following 
the process set forth in policy approved by the Board of Education. 
 

Workers’ Compensation 
 
All professional staff employees are covered with Workers’ Compensation Insurance for injury sustained in the line of duty. 
 
In keeping with board policy, it is the responsibility of all employees to report any work related accident within 
twenty-four (24) hours of the incident.  A South Sioux City Accident Report form (see Appendix) must then be 
completed with their respective supervisor. The report will be forwarded to the Administrative Office and, if 
necessary, they will file an Employer's First Report of Injury with the disability insurance carrier. 
 
Failure to file this report form may void your insurance protection.  Do not take chances.  Report all injuries promptly.  
Some side effects do not appear until days or weeks later. 
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Payroll and Payroll Deductions 

 
Daily rates are set in accordance with approved schedules.  Payroll deductions are made in accordance with law and 
elections made by employees. 
 

Direct Deposit 
  

The South Sioux City Community School District direct deposits all employee payroll amounts into the banking institution 
of the employee’s choice.  Employees must submit a direct deposit form (see Appendix) to the Administrative Office for 
initial setup or for changes.   

  
Direct deposits can be anticipated on the 22nd of each month.  If the 22nd of the month falls on a Saturday or a Sunday, the 
direct deposit will be made on the Friday preceding the 22nd.   
 

Pay Rate Schedule 
 
The certified teacher substitute pay rate schedule is as follows.  Days are based on number of days worked in a given school 
year: 
           Day/Tally          Rate 

• 1-25      $115/day 
• 26-50      $135/day 
• 50+      $175/day 

 
*Note: Long term assignments will be administered within the provisions of effective with the 21st consecutive day (subbing for the same 
individual) the substitute pay rate changes to alignment with the neg. agreement salary schedule. 
 

Social Security 
 
Employees of the District participate, as required by law, in the Federal Social Security program. 
 

Confidentiality of Protected Health Information 
 
It is the policy of the District to develop and implement all necessary practices, policies, and procedures to comply with the 
Health Insurance Portability and Accountability Act of 1996 (HIPAA) where and to the extent applicable and to maintain the 
privacy of protected health information (PHI), as that term is defined by HIPAA, that it receives, obtains, or transmits for 
employees and students.  The District designates the Superintendent (or designee/Coordinator) as its HIPAA privacy officer.  
Student and employee records containing PHI shall be accessible only to those who require such information to carry out 
their duties. 

 
Family and Medical Leave Act 

 
Family and medical leaves shall be allowed under the terms and conditions of the Family and Medical Leave Act of 1993, 
as amended (FMLA). 
 
Basic Leave Entitlement.  FMLA provides for 12 weeks of job-protected unpaid leave in a 12-month period to eligible 
employees for the following reasons: 

• For incapacity due to pregnancy, prenatal medical care or child birth; 
• To care for your child after birth, or placement for adoption or foster care; 
• To care for your spouse, son or daughter, or parent, who has a serious health condition; or 
• For a serious health condition that makes you unable to perform your job. 

 
A publication provided by the federal government which provides more information about FMLA leaves is located in the 
Appendix to this handbook.  Some specifics regarding FMLA leave in the District are as follows: 
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• The plan year for FMLA is calculated on a rolling year.  The District utilizes the rolling backward method for 
availability determination.  This method utilizes a 12-month period measured backward from the date an employee 
uses any FMLA leave.  

• Employees will be required to substitute remaining applicable paid leave prior to using unpaid leave.  In other 
words, the total of job-protected paid and unpaid leave is 12 weeks. 

• Additional provisions of the Act outline Military Family leave entitlements, as well as a special leave entitlement 
for the care for a covered service member.   

 
Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty status in the National Guard 
or Reserves in support of a contingency operation may use their 12-week leave entitlement to address certain qualifying 
exigencies. Qualifying exigencies may include attending certain military events, arranging for alternative childcare, 
addressing certain financial and legal arrangements, attending certain counseling sessions, and attending post-deployment 
reintegration briefings.  
FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care for a 
covered service member during a 12-month period. A covered service member is a current member of the Armed Forces, 
including a member of the National Guard or Reserves, who has a serious injury or illness incurred in the line of duty on 
active duty that may render the service member medically unfit to perform his or her duties for which the service member is 
undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired 
list. 
 
Benefits and Protections. During FMLA leave, your health coverage under a ''group health plan” will be maintained on the 
same terms as if you had continued to work.  Upon return from FMLA leave, most employees must be restored to their 
original or an equivalent position with equivalent pay, benefits, and other employment terms. 
 
Your use of FMLA leave will not result in the loss of any employment benefit that accrued prior to the start of your FMLA 
leave. 
 
Eligibility Requirements. You are eligible if you have been employed with South Sioux City Community Schools for at 
least one year, for 1,250 hours over the previous 12 months, and if there are at least 50 employees of South Sioux City 
Community Schools within 75 miles of your work location. 
 
Definition of Serious Health Condition. A serious health condition is an illness, injury, impairment, or physical or mental 
condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider 
for a condition that either prevents you from performing the functions of your job, or prevents the qualified family member 
from participating in school or other daily activities.   
 
Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than three 
consecutive calendar days combined with at least two visits to a health care provider or one visit and a regiment of 
continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition.  Other conditions may meet 
the definition of continuing treatment.   
 
Use of Leave.  You do not need to use FMLA leave entitlement in one block.  Leave can be taken intermittently or on a 
reduced leave schedule when medically necessary.  You must make reasonable efforts to schedule leave for planned 
medical treatment so as not to unduly disrupt the District’s operations.  Leave due to qualifying exigencies may also be 
taken on an intermittent basis. 
 
Substitution of Paid Leave for Unpaid Leave.  You may choose or South Sioux City Community Schools may require use 
of accrued paid leave while taking FMLA leave.  In order to use paid leave for FMLA leave, you must comply with the 
District’s normal paid leave policies.  
 
Employee Responsibilities.  You must provide sufficient information for the District to determine if the leave may qualify 
for FMLA protection and the anticipated timing and duration of the leave.  Sufficient information may include that you are 
unable to perform job functions, the family member is unable to perform daily activities, the need for hospitalization or 
continuing treatment by a health care provider, or circumstances supporting the need for military family leave.  You also 
must inform the District if the requested leave is for a reason for which FMLA leave was previously taken or certified.  You 
also may be required to provide a certification and periodic recertification supporting the need for leave.   
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Employer Responsibilities.  The District must inform employees requesting leave whether they are eligible under FMLA.  If 
they are, the notice must specify any additional information required as well as the employees’ rights and responsibilities.  
If they are not eligible, the District must provide a reason for the ineligibility.   
 
The District must inform employees if leave will be designated as FMLA-protected and the amount of leave counted 
against the employee’s leave entitlement.  If the District determines that the leave is not FMLA-protected, the District must 
notify the employee.   
 
Unlawful Acts by Employers.  FMLA makes it unlawful for any employer to:  

• Interfere with, restrain, or deny the exercise of any right provided under FMLA; 
• Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement 

in any proceeding under or relating to FMLA.  
Enforcement.  An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against 
an employer.   
 
FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective 
bargaining agreement which provides greater family or medical leave rights.    
 
For additional information you may refer to FMLA posters on employee bulletin boards or contact the U.S. Wage and Hour 
Division at: 

1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627 
www.wagehour.dol.gov 

 
To submit a request for use of FMLA, or to make arrangements for payment of benefits while on an FMLA leave, contact 
Kristen or Jill at (402) 494-2425. 
 
If you have any questions regarding an FMLA leave, you should contact the Administrative Office. 
 

Return to Work 
 
An employee who is absent for any period of time because of injury requiring care from a physician or health care provider, 
or for a period of one week or more due to illness, must present a written statement to the Principal from the employee’s 
physician or health care provider stating that the employee is physically able to return to duty.  Maternity leave is included 
in this requirement.  This statement is to be presented in person before the employee returns to duty. 
 

Military Leave 
 

Military leave and family military leave will be granted to the extent required by state and federal law. 
 
Employees requesting military leave must notify the Superintendent as soon as they receive notification of activation.  
Employees are to attach a copy of their orders to a District leave request form when they prepare the request for military 
leave. 
 
Employees requesting to take family military leave under the Nebraska statutes must notify the Superintendent at least 14 
days in advance of taking such a leave if the leave will be for 5 or more consecutive days, consult with their supervisor to 
schedule the leave so as to not unduly disrupt operations of the school, and for leaves of less than 5 days, notify the 
Superintendent of the leave request as soon as practicable. 
 
Family military leave under the Family and Medical Leave Act (FMLA) will be provided in accordance with the Act and 
subject to the provisions of the Board policy pertaining to FMLA leave. 
 
 
 
 

http://www.wagehour.dol.gov/
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Subpoena to Testify Leave 
 
An employee must promptly notify the Building Principal/Administration Office when the staff member receives a lawfully 
issued subpoena to testify in court or to give a deposition that may require an absence from duty, if attributable to a job-
related matter in which the employee is testifying on behalf of the school district.   

 
Voting Leave 

 
Employees will be allowed paid time off to vote in an election if the employee: (a) is a registered voter; (b) does not have 2 
consecutive hours during which the employee is not required to be present at work in the period between the time of the 
opening and closing of the polls; and (c) applies for voting leave prior to or on election day.  

 
Voting leave will not be available to most employees because elections are typically scheduled for 8 a.m. to 8 p.m. Most 
employees are off duty on or before 6 p.m. If not off work by 6 p.m., the employee is usually not on duty before 10 a.m.   

 
When voting leave is available, an employee will be entitled to be absent from work on election day for such period of time 
as will, when considering the employee’s non-working time, total 2 consecutive hours between the time of the opening and 
closing of the polls. When voting leave is used, no deduction shall be made from the employee’s salary or wages on account 
of such absence. The employee’s supervisor may specify the hours during which the employee may be absent for voting 
leave. 
 

Notification of Arrest, Criminal Charges, Certificate, License, or Child Abuse Complaints 
 

Employees must notify the HR Coordinator/Superintendent by the next working day after: 
 

1. Arrest or Criminal Charges. The employee is arrested, ticketed, or issued a criminal charge where: 
 

a. The maximum penalty for the crime equals or exceeds six months incarceration; 
 
b. The crime relates to abuse, neglect or endangerment of a minor, a minor was allegedly a victim or a witness, 

or the crime involves alleged sexual misconduct; 
 

c. Conviction would impact performance of employee’s job responsibilities, including offenses that:  
i. Would impact the responsibility to be a role model for students; 

ii. Would impact the employee’s ability to operate a motor vehicle if the employee at times needs to 
travel during duty time or the employee at times drives our students, including on extracurricular 
activities; or  

iii. Would impact the employee’s Commercial Driver’s License if the employee’s job requires that the 
employee have a CDL.  

 
d. The arrest or the alleged criminal activity occurred while the employee was on duty, on school property or 

in a school owned or utilized vehicle, or at a school-supervised activity or school-sponsored function. 
 
e. Employees must also promptly report to the HR Coordinator/Superintendent whenever the employee has 

been sentenced to be incarcerated for any period of time, even if the offense was not otherwise reportable. 
 

2. Certificate or License. The employee becomes aware that a complaint has been filed against the employee that could 
affect a certificate or license required for the employee’s position. This includes proceedings of the Nebraska 
Department of Education related to an alleged violation of the NDE Standards of Conduct and Ethics, Chapter 27, 
and proceedings of the Health and Human Services related to an alleged violation of the professional standards of 
conduct for the employee’s position.  

 
3. Child Abuse. The employee becomes aware that a report of child abuse or neglect has been made against the employee 

under the Child Protection Act.  



20 
 

Further, employees must give full disclosure of any Child Protection Act investigation that resulted in an 
“inconclusive” determination that occurred at any time. Current employees must give such disclosure within ten 
days following adoption of this Policy. As a condition of employment, applicants for employment must give such 
disclosure prior to commencement of employment.  Any hiring made without such disclosure shall be subject to 
being immediately revoked in the event the required disclosure was not given. 

 
Employees must give full disclosure of the existence and nature of the above proceedings and must also promptly notify the 
HR Coordinator/Superintendent of the disposition of the proceedings.   
Legal documents relating to the proceedings shall be treated and maintained as part of the employee’s confidential criminal 
background file. 
 
Failure to notify as required under this policy may subject the employee to disciplinary action, up to and including 
termination.  
 

Drug Free Schools Regulation 
 

 The South Sioux City Community School District is committed to providing a place of employment that is free from the 
detrimental effects of alcohol and illicit drugs. 
 
It is unlawful to possess, use, or distribute illicit drugs and/or alcohol on school premises or as part of any of its activities.  
School employees who violate any of the above provisions or whose use of such substances at any time interfere with their 
abilities to perform the duties expected of them in a satisfactory manner will be subject to disciplinary sanctions. 
 
The sanctions which may be imposed include the following: 
 a. Counseling 
 b. Oral reprimand 
 c. Written reprimand 
 d. Suspension without pay for a time not to exceed thirty working days 
 e. Termination 
 
Sanctions are to be consistent with all applicable local, state and federal laws. 
 
The Superintendent or Superintendent's designee shall establish a drug free awareness program to inform employees about: 
 a. The dangers of drug abuse in the workplace 
 b. The contents of the district policy regarding a drug free place 
 c. Sources of information relating to drug counseling, rehabilitation 
     and employee assistance programs. 
 

Drug-Free Workplace 
 

The District has established the school as a drug-free workplace. The drug-free workplace for this purpose includes school 
grounds, school utilized vehicles, and places in which school activities are held.   
 
The unlawful manufacture, distribution, disposition, possession, or use of a controlled substance is prohibited in the work 
place.  The possession, use or distribution of illicit drugs or alcohol, the use of glue or aerosol paint or any other chemical 
substance for inhalation, and being under the influence of illicit drugs, alcohol, or inhalants, is prohibited in any place while 
employees are on duty time.  Any level of impairment from illicit drugs, alcohol, or inhalants, and the presence of any odor 
of illicit drugs (such as marijuana) or alcohol on an employee in the work place or on duty time shall be a violation of the 
drug-free workplace.  The possession or distribution of a look-alike drug or look-alike controlled substance is prohibited. In 
addition, employees are expected to serve as role models for students and will be considered to have violated the District’s 
expectations in the event the employee commits a criminal drug or alcohol offense, whether on duty, at the work place, or 
off the work place or off duty time. 
 
As a condition of employment employees will abide by the District’s drug-free workplace policies and notify the 
Superintendent of any criminal drug statute conviction for a violation occurring in the workplace no later than 5 days after 
such conviction. Disciplinary sanctions up to and including termination of employment and referral for prosecution will be 
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imposed for violations of the District’s drug-free workplace policies.  Sanctions may include the requirement that the 
employee complete an appropriate rehabilitation program, a reprimand, and termination of employment. Drug and alcohol 
counseling and rehabilitation and reentry programs are available through local health agencies. 
 

Smoke and Tobacco-Free Workplace 
 

School district facilities, including school vehicles, shall be off limits for smoking or other uses of tobacco products. For 
purposes of this policy, it includes all products such as cigars, cigarettes, chewing tobacco, nicotine products, vapor 
products (including e-cigarettes), electronic nicotine delivery systems and any products intended by appearance or effect to 
replicate tobacco products.  This does not preclude adults from wearing non-visible nicotine patches, or using nicotine gum 
without displaying the product container, as part of a smoking cessation program. 
 

Weapon-Free Workplace 
 

The District prohibits any person from being in possession of a weapon at a school attendance facility, on school property, 
at a school-supervised activity, or at a school-sponsored function. Any employee found to be in violation of this policy shall 
be subject to disciplinary action, up to and including termination.   
The term "weapon" means an instrument or object used, or which may be used, as a means of attack, defense, or 
destruction, including, without limitation: 

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

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

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

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

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

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

j. Any other object that is designed for or intended for use as a destructive or injurious device. 
The phrase "possession of a weapon" includes, without limitation, a weapon in an employee's personal possession, as well 
as in an employee's motor vehicle, desk, locker, briefcase, backpack, or purse.  
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Asbestos Regulation 
  

The South Sioux City Community School District has taken the steps necessary to follow the Asbestos Hazard Emergency 
Response Act (AHERA) enforced on July 9, 1989.   
 
Part of the AHERA compliance includes a school system asbestos management plan as well as individual building asbestos 
management plans.  Included within these plans are the location(s) of all asbestos in district buildings.  Copies of these 
management plans are located in the office of the Asbestos Program Manager, Director of Buildings and Grounds, as well 
as in the individual buildings' Office of the Principal.  These plans are kept current through periodic additions to an ongoing 
filing system maintained to support the plans and to document the appropriate and regulatory correct conduct of the School 
System. 
Asbestos-containing events are re-inspected on a six-month basis and the plans are revised to indicate any change in the 
status of these various events and to upgrade the asbestos response system.  On at least a three year basis, a re-inspection by 
a federally certified inspector will be conducted and the asbestos management plans revised accordingly.  Certain situations 
will also trigger inspections and potential revisions of plans, i.e. water damage, renovation or remodeling and special 
abatement efforts. 
 

Americans with Disabilities Act Regulation 
  

The South Sioux City Community School District does not discriminate on the basis of sex, disability, race, color, religion, 
veteran status, national or ethnic origin, age, marital status, pregnancy, childbirth or related medical condition, or other 
protected status in admission or access to, or treatment or employment in, its programs and activities.  If you feel you have 
been discriminated against, or have inquiries regarding grievance procedures, or compliance with Title IX, Title VI, or 
Section 504, please contact the Administrative Office, South Sioux City Community Schools, 210 W 39th Street, South 
Sioux City, NE 68776. Phone: (402) 494-2425. 
 

Notice of Nondiscrimination: Additional State and Federal Programs 
 

The South Sioux City School District does not discriminate on the basis of  sex, disability, race, color, religion, veteran 
status, national or ethnic origin, age, marital status, pregnancy, childbirth or related medical condition, or other protected 
status in admission or access to, or treatment of employment, in its programs and activities.  
 
The Coordinators listed below have been designated to handle inquiries regarding complaints, grievance procedures or the 
application of these policies of nondiscrimination.   
 
Local complaint or grievance procedures are provided for by the District and set forth in this handbook.  If an employee 
does not feel that a complaint of nondiscrimination has been satisfactorily resolved at the school level, the employee may 
file a complaint with the appropriate federal or state agency.  Complaints are to be filed with the regional Department of 
Education, Office for Civil Rights where the complaint relates to Title IX (discrimination, harassment or lack of equity 
based on gender), Title VI (discrimination or harassment based on race, color, or national origin) or Section 504 
(discrimination, harassment or failure to accommodate a disability). Complaints are to be filed with the regional U.S. Equal 
Employment Opportunity Commission (EEOC) if the complaint relates to Title VII (discrimination or harassment based on 
race, color, gender, national origin, or religion), the Americans with Disabilities Act (discrimination, harassment or failure 
to accommodate a disability), or the Age Discrimination in Employment Act (discrimination based on age).   
 
The contact information for the OCR and the EEOC in this regard are:  

Office for Civil Rights    The U.S. Equal Employment Opportunity 
U.S. Department of Education   Commission (EEOC)         
One Petticoat Lane  Gateway Tower II 
1010 Walnut St. STE. 320  400 State Avenue, Suite 905 
Kansas City, MO 64106               Kansas City, KS  66101 
Phone: 816-268-0550     Phone: (800) 669-4000  
TDD: 800-877-8339     TDD: (800) 669-6820 
ocr.kansascity@ed.gov.     https://publicportal.eeoc.gov/portal/   

A publication provided by the federal government concerning rights of non-discrimination is attached as an Appendix to 
this handbook. 

mailto:ocr.kansascity@ed.gov
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Designation of Coordinators 
Any person having inquiries concerning the District’s compliance with anti-discrimination laws or policies or other 
programs should contact or notify the following person(s) who are designated as the coordinator for such laws, policies or 
programs.  The contact address for each coordinator is:   
South Sioux City Schools, 210 W 39th Street, South Sioux City, NE 68776, (402) 494-2425 
 

Law, Policy or Program Issue or Concern Coordinator 
Title VI 
Title VII 

Discrimination or harassment 
based on race, color, or national 

origin; harassment 

Director of Student Services 
(Students) 

HR Coordinator (Staff) 
 

Title IX Discrimination or harassment 
based on sex; gender equity 

Director of Student Services 
(Students)  

HR Coordinator (Staff) 
Section 504 of the 

Rehabilitation Act and 
the Americans with 

Disability Act (ADA) 

Discrimination, harassment or 
reasonable accommodations of 

persons with disabilities 

Director of Student Services 
(Students) 

HR Coordinator (Staff) 

Homeless student laws Children who are homeless Director of Student Services 
Safe and Drug Free 

Schools and 
Communities 

Safe and drug free schools   Director of Student Services 

 
Anti-discrimination and Harassment  

  
Elimination of Discrimination 
The South Sioux City Community Schools hereby gives this statement of compliance and intent to comply with all state and 
federal laws prohibiting discrimination or harassment and requiring accommodations.  This school district intends to take 
necessary measures to assure compliance with such laws against any prohibited form of discrimination or harassment or 
which require accommodations.   
 
Preventing Harassment and Discrimination  
Purpose:  South Sioux City Community Schools is committed to offering employment and educational opportunity to its 
employees and students in a climate free of discrimination.  Accordingly, unlawful discrimination or harassment of any kind 
by administrators, teachers, co-workers, students or other persons is prohibited.  In addition, the South Sioux City Community 
Schools will try to protect employees and students from reported discrimination or harassment by non-employees or others 
in the work place and educational environment.  
 
For purposes of this policy, discrimination or harassment based on a person's sex, race, color, religion, veteran status, national 
or ethnic origin, age, marital status, pregnancy, childbirth or related medical condition, or other protected status is prohibited.  
The following are general definitions of what might constitute prohibited harassment. 

In general, ethnic or racial slurs or other verbal or physical conduct relating to a person's  sex, disability, race, color, 
religion, veteran status, national or ethnic origin, age, marital status, pregnancy, childbirth or related medical 
condition, or other protected status constitute harassment when they unreasonably interfere with the person's work 
performance or create an intimidating work, instructional or educational environment. 

  
 Age harassment (40 years of age and higher) has been defined by federal regulations as a form of age 
 discrimination.  It can consist of demeaning jokes, insults or intimidation based on a person's age. 
 
 Sexual harassment is defined by federal and state regulations as a form of sex discrimination.  It can consist of 
 unwelcome sexual advances, requests for sexual favors, or physical or verbal conduct of a sexual nature by 
 supervisors or others in the work place, classroom or educational environment.  Sexual harassment may exist when: 

- Submission to such conduct is either an explicit or implicit term and condition of employment or of 
participation and enjoyment of the school’s programs and activities; 

- Submission to or rejection of such conduct is used or threatened as a basis for employment related decisions, 
such as promotion, performance, evaluation, pay adjustment, discipline, work assignment, etc., or school 
program or activity decisions, such as admission, credits, grades, school assignments or playing time;  
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- The conduct has the purpose or effect of unreasonably interfering with an individual's work or educational 
performance or creating an intimidating, hostile, or offensive working, class room or educational 
environment; 

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

 
Complaint and Grievance Procedures 
All employees are responsible for helping to prevent discrimination or harassment.  Employees who believe they have been 
subjected to, or believe they have witnessed discrimination or harassment should follow these procedures: 
 

- Any employee who believes they are being harassed or subjected to discrimination, or believes they have 
witnessed such behavior, is encouraged to directly inform to the offending person that such conduct is 
offensive and must stop.  
 

- If an employee is uncomfortable directly addressing the person whose conduct is offensive or has 
previously done so without success, they are to report the matter to their immediate supervisor or 
principal/administrator.   

 
- If for any reason, an employee is not comfortable presenting the matter to their supervisor or administrator 

(for example if the supervisor or administrator is the person engaged in the problem), the complaint is to be 
reported to the designated Coordinator/Superintendent. 

 
- If the complaint is not resolved within ten (10) calendar days, or if the discrimination or harassment 

continues, an extension for a longer timeline may be added with the agreement of the victim.  Periodic 
updates will be given when appropriate.  Additionally concerns may be reported to the Superintendent (or 
designee/Coordinator) of South Sioux City Community Schools.  

 
- If a satisfactory arrangement cannot be obtained through the Superintendent, the complaint may be 

processed to the Board of Education. 
 
The supervisor, administrator or the Superintendent (or designee/Coordinator) will thoroughly investigate all complaints.  
These situations will be treated with the utmost confidence to the extent permitted by state and federal law, consistent with 
resolution of the problem.  Based on the results of the investigation, appropriate corrective action, up to and including 
discharge of offending employees, and disciplinary action up to expulsion against a harassing student, may be taken.   
 
Under no circumstances will any threats or retaliation be permitted to be made against an employee for alleging in good faith 
a violation of this policy. 
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Grievance Procedure for Persons with a Disability 
 

The Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act address discrimination, harassment or 
failure to provide reasonable accommodations to persons with a disability.  The following grievance procedure shall be used 
for resolution of complaints of alleged violations of the ADA or Section 504: 

  
1. Complaints shall be filed with the ADA and Section 504 Coordinator.  Complaints shall be made in writing, 

unless the Complainant’s disability prevents such, in which event the Complaint can be made verbally. 
2. Complaints shall set forth: (a) the name of the Complainant, (b) the address and telephone number or other 

such information sufficient to enable the Coordinator to contact the Complainant, (c) a brief description of 
the alleged violation, and (d) the relief requested by the Complainant. 

3. Complaints shall be investigated by the Coordinator or the Coordinator’s designee.  Investigations shall be 
thorough, but informal, and the Complainant shall be given a full opportunity to submit evidence relevant to 
the complaint. 

4. The Coordinator shall make a decision on the Complaint within thirty (30) days of the filing of the Complaint, 
unless such time period is extended by agreement with the Complainant or a longer period is reasonably 
necessitated by the circumstances.  The decision shall be made in writing, shall set forth the Coordinator’s 
proposed resolution of the Complaint, and shall be forwarded to the Complainant. 

5. The Complainant shall have ten (10) days from the date the Coordinator’s decision is sent to the Complainant 
to accept or reject the Coordinator’s proposed resolution. The Complainant shall be deemed to have accepted 
the proposed resolution unless the Complainant rejects the proposed resolution within such time period.  

6. In the event the Complainant rejects the proposed resolution, the Complainant shall be given the opportunity 
to file a request for reconsideration within ten (10) days from the date the Coordinator’s decision is sent to 
the Complainant.  The request for reconsideration shall be filed with the Coordinator.  Upon receipt of the 
request for reconsideration, the Coordinator shall promptly forward the request for reconsideration and all 
evidence received by the Coordinator in connection with the Complaint to a third person for review (either 
an administrator or other employee of the District, or members of the Board of Education or Committee of 
the Board).   

7. A decision on the request for reconsideration shall be made within ten (10) days after the request for 
reconsideration was filed unless the Board or Committee of the Board is the reviewer, in which event the 
decision shall be made within thirty (30) days of the filing of the request for reconsideration, unless such 
time period is extended by agreement with the Complainant or a longer period is reasonably necessitated by 
the circumstances. 

 
    Reporting Child Abuse 

 
Nebraska State Law and school policy mandates school officials to make a report to the proper law enforcement agency or 
the Department of Health and Human Services (Child Protective Services) when there is reasonable cause to believe that a 
child has been abused or neglected, or a child is in a situation which would reasonably result in abuse or neglect. According 
to Nebraska State Law, abuse or neglect means knowingly, intentionally, or negligently causing or permitting a minor child 
to be: 

• placed in a situation that endangers his or her life or physical or mental health; 
• cruelly confined or cruelly punished; 
• deprived of necessary food, clothing, shelter, or care; 
• placed in a situation to be sexually exploited by allowing, encouraging, or forcing such minor child to solicit for or 

engage in prostitution, debauchery, public indecency, or obscene or pornographic photography, films, depictions, 
or 

• placed in a situation to be sexually abused as defined in Neb. Statutes 28-319 or 28-320.01 
 

Employees are to promptly inform their principal or supervisor in the event they become aware of child abuse or 
neglect.  This requirement shall apply to all school employees, including coaches and volunteers, participating in interstate 
amateur athletic competition.  The term “promptly” means “within a 24-hour period”.  Employees must also work with 
the principal or supervisor to report the abuse to the proper authorities.  Abuse Hotline: 1-800-652-1999.   Be as 
specific as possible with what, when, and where you observed the abuse or neglect and anything which you may have heard 
said by the student or others.  It is vital that your report to school officials be made as accurately and as soon as 
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possible.  To assure accuracy, you are encouraged to document the date of the incident and specific statements or 
explanations made by a child regarding an abuse/neglect concern. Timeliness in making a report will assist in minimizing 
further risk to the child by allowing the police or Child Protective Services workers to interview the child during the school 
day and prior to an evening or weekend. In cases of physical injury (e.g., bruising or other marks), it is essential the police 
observe and document the injury.  A counselor, the school social worker or an administrator will help you. 
  
Do not talk about the matter directly with the parent or others, as that may violate confidentiality restrictions, affect the 
ability of authorities to investigate, create problems with relationships and create legal problems. Each employee is 
responsible for making a report directly to law enforcement or Child Protective Services. The school administration will 
consider an employee's information, conduct any further investigation needed to justify a report, and determine whether any 
further action is required.   
 

Staff Conduct with Students 
 
The Board expects all staff members, including teachers, coaches, counselors, administrators, paraprofessionals, and others 
to maintain the highest professional, moral, and ethical standards in their conduct with students. For the purposes of this 
regulation, staff members also include school volunteers. 
 
The interactions and relationships between staff members and students should be based upon mutual respect and trust; an 
understanding of the appropriate boundaries between adults and students in and outside of the educational setting; and 
consistency with the educational mission of the schools. 
 
Staff members are expected to be sensitive to the appearance of impropriety in their conduct with students. Staff members 
are encouraged to discuss issues with their building administrator or supervisor whenever they are unsure whether particular 
conduct may constitute a violation of the board policy or this regulation. 
 
Unacceptable Conduct 
Examples of unacceptable conduct by staff members include but are not limited to the following: 
 
• Any type of sexual or inappropriate physical contact with students or any other conduct that might be considered 

harassment under the Board's policy on Harassment By Employees; 
• Singling out a particular student or students for personal attention and friendship beyond the normal teacher-student 

relationship; 
• Associating with students in any situation or activity that includes the presence of alcohol, drugs, or tobacco or that 

could be considered sexually suggestive; 
• For non-guidance/counseling staff, encouraging students to confide their personal or family problems and/or 

relationships. If a student initiates such discussions, staff members are expected to be supportive but to refer the student 
to appropriate guidance/counseling staff. In either case, staff involvement should be limited to a direct connection to the 
student's school performance; 

• Sending students on personal errands; 
• Sexual banter, allusions, jokes, or innuendos with students; 
• Asking a student to keep a secret; 
• Disclosing personal, sexual, family, employment concerns, or other private matters to one or more students; 
• Addressing students with terms of endearment, pet names, or otherwise in an overly familiar manner; and 
• Permitting students to address you by your first name, nickname or otherwise in an overly familiar manner.  
• Being alone with individual students by closing a room door except when dealing with issues of health by appropriate 

personnel; 
• Inviting or allowing students to visit the staff member's home; 
• Visiting a student's home, unless on official school business; 
• Maintaining personal contact with a student outside of school by phone, email, Instant Messenger or Internet chat 

rooms, social networking websites, or letters (beyond homework or other legitimate school business); 
• Exchanging personal gifts (beyond the customary student teacher gifts); and/or 
• Socializing or spending time with students (including but not limited to activities such as going out for meals or movies, 

shopping, traveling, and recreational activities) outside of school sponsored events or except as participants in 
organized community activities. 
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• Using e-mail, text messaging, instant messaging or social networking sites to discuss with a student a matter that does 
not pertain to school-related activities, such as the student’s homework, class activity, school sport or club, or other 
school-sponsored activity. Electronic communications with students are to be sent simultaneously to multiple 
recipients, not to just one student, except where the communication is clearly school-related and inappropriate for 
persons other than the individual student to receive (for example, e-mailing a message about a student’s grades.) 

• Engaging in social-networking friendships with a student on social networking sites. Material that employees post on 
social networks that is publicly available to those in the school community must reflect the professional image 
applicable to the employee’s position and not impair the employee’s ability to serve as a role model for children. 
Employees shall not friend or follow students on any social networking sites. 

• Engaging in sexual activity, a romantic relationship, or dating a student or a former student within one year of the 
student graduating or otherwise leaving the District. 

• Making any sexual advance – verbal, written, or physical – towards a student. 
• Showing sexually inappropriate materials or objects to a student. 
• Discussing with a student sexual topics that are not related to a specific curriculum. 
• Telling sexual jokes to a student. 
• Invading a student’s physical privacy (e.g., walking in on the student in a restroom). 
• Hugging or other physical contact with a student that is initiated by the employee when the student does not seek or 

want this attention. 
• Being overly “touchy” with a specific student (such as giving a massage). 
• Allowing a specific student to get away with misconduct that is not tolerated from other students, except as appropriate 

for students with an IEP or 504 Plan. 
• Discussing with the student the employee’s problems that would normally be discussed with adults (e.g. marital 

problems). 
• Giving a student a ride in the employee’s personal vehicle without express permission of the student’s parent or school 

administrator unless another adult is in the vehicle. 
• Taking a student on an outing without obtaining prior express permission of the student’s parent or school 

administrator. 
• Inviting a student to the employee’s home without prior express permission of the student’s parent or school 

administrator.  
• Going to the student’s home when the student’s parent or a proper chaperone is not present. 
• Giving gifts of a personal nature to a specific student. 
• Discussing alcohol, tobacco or other illicit drugs in a non-instructional setting, such as describing a party that the 

employee attended. 
• Discussing another student’s or employee’s personal matters when it is not appropriate outside of the instructional 

setting.  
 

Students and/or their parents/guardians are strongly encouraged to notify the principal if they believe a teacher or other staff 
member may be engaging in conduct that violates this policy. 
 
Staff members are required to notify promptly the principal or superintendent if they become aware of a situation that may 
constitute a violation of this policy. 
 
Staff violations of this policy / administrative regulation may result in disciplinary action up to and including dismissal. 
Violations involving sexual or other abuse will also result in referral to the Department of Health and Human Services 
and/or law enforcement in accordance with the Board's policy on Child Abuse Reporting. 
 
This policy / administrative regulation shall be included in employee, student and volunteer handbooks. 
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Restraint and Seclusion 

 
The following administrative regulation is in accordance with board policy which prohibits the use of seclusion and 
restraint by school personnel except as implemented consistent with this policy.  Restraint or seclusion of students will not 
be used solely as a disciplinary consequence or when a known medical or psychological condition makes its use 
inadvisable. 
 
Except in the case of an emergency, only school personnel who have received systematic training in the use of restraint and 
seclusion in accordance with the district’s policy will implement physical restraint or seclusion with a student.  In an 
emergency, a district employee may use physical restraint or seclusion as necessary to maintain order or to prevent a 
student from causing physical harm to self, other students, and school staff or property. School personnel will continuously 
monitor a student's status during any physical restraint or seclusion. 
 
1. PHYSICAL RESTRAINT 
 
Physical restraint means the use of physical force to restrict the free movement of all or a part of a student’s body. 
 
Physical restraint will be considered to be a reasonable use of force when used in the following circumstances:  
 

A. as reasonably needed to obtain possession of weapons or other dangerous objects on the person or within the 
control of a student; 

 
B. as reasonably needed to maintain order or to prevent or break up a fight; 

 
C. as reasonably needed for self-defense; 

 
D. as reasonably needed to ensure the safety of any student, employee, volunteer, or other person present; 

 
E. as reasonably needed to teach a skill, to calm or comfort a student, or to prevent self-injurious behavior; 

 
F. as reasonably needed to escort a student safely from one area to another; 

 
G. if used as provided for in an IEP, Section 504, or behavior intervention plan; or 

 
H. as reasonably needed to prevent imminent destruction to school or another person’s property. 

 
2. MECHANICAL RESTRAINT 
 
Mechanical restraint means the use of any device or material attached or adjacent to a student’s body that restricts freedom 
of movement or normal access to any portion of the student’s body and that the student cannot easily remove.  Mechanical 
restraint includes the tying down, taping, or strapping down of a student. 
Mechanical restraint of a student by school personnel is permissible only in the following circumstances: 
 

A. when properly used as an assistive technology device included in the student’s IEP, Section 504, or behavior 
intervention plan or as otherwise prescribed by a medical or related service provider; 

 
B. when using seat belts or other safety restraints to secure a student during transportation;  

 
C. as reasonably needed to obtain possession of weapons or other dangerous objects on the person or within the 

control of a student; 
 

D. as reasonably needed for self-defense; 
 

E. as reasonably needed to ensure the safety of any student, employee, volunteer, or other person. 
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3. SECLUSION 
 
Seclusion means the confinement of a student alone in an enclosed space from which the student is (a) physically prevented 
from leaving or (b) incapable of leaving due to physical or intellectual capacity.  Seclusion is different than in-school 
suspension in which other students or adults may be present but in which students are not physically prevented from 
leaving. 
 
Seclusion of a student by school personnel may be used in the following circumstances: 
 

A. as reasonably needed to respond to a person in control of a weapon or other dangerous object; 
 

B. as reasonably needed to maintain order or prevent or break up a fight; 
 

C. as reasonably needed for self-defense; 
 

D. as reasonably needed when a student’s behavior poses a threat of imminent physical harm to self or others or 
imminent substantial destruction of school or another person’s property; or   

 
E. when used as specified in the student’s IEP, Section 504, or behavior intervention plan; and 

 
1) the student is constantly monitored by an adult in close proximity who is able to see and hear the student at all 

times; 
 

2) the student is released from seclusion upon cessation of the behaviors that led to the seclusion or as otherwise 
specified in the student’s IEP, Section 504, or behavior intervention plan; 

 
3) the confining space has been approved for such use by the local education agency; 

 
4) the space is appropriately lighted, ventilated, and heated or cooled; and  

 
5) the space is free from objects that unreasonably expose the student or others to harm.  
 

4. ISOLATION 
 
Isolation means a behavior management technique in which a student is placed alone in an enclosed space from which the 
student is not prevented from leaving.  Isolation is different than seclusion. 
 
Isolation is permitted as a behavior management technique provided that: 
 

A. the isolation space is appropriately lighted, ventilated and heated or cooled; 
 

B. the duration of the isolation is reasonable in light of the purpose for the isolation; 
 

C. the student is reasonably monitored; and 
 

D. the isolation space is free from objects that unreasonably expose the student or others to harm. 
 
5. TIME-OUT 
 
Time-out means a behavior management technique in which a student is separated from other students for a limited period 
of time in a monitored setting.  Teachers are authorized to use time-out to regulate behavior within their classrooms. 
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6. NOTICE, REPORTING AND DOCUMENTATION 
 

A. A district Restraint or Seclusion Report must be completed for each incident of restraint or seclusion other than 
normal use of mechanical restraint for transportation safety.  Each record shall include: 
• Name of the student  
• Name of the staff member(s) administering the physical restraint or seclusion;  
• Date of the incident and the time the restraint or seclusion began and ended;  
• Location of the restraint or seclusion;  
• A description of the restraint or seclusion;  
• A description of the student's activity immediately preceding the behavior that prompted the use of restraint or 

seclusion;  
• A description of the behavior that prompted the use of restraint or seclusion;  
• Efforts to de-escalate the situation and alternatives to restraint or seclusion that were attempted; and 
• Information documenting parent contact and notification. 

 
B. Notice to Administrators 

 
The principal or designee shall be notified of the incident as soon as possible, but no later than the end of the same school 
day. 
 

C. Notice to Parents 
 
When a principal or designee has personal or actual knowledge of any of the events listed above, he or she shall promptly 
notify the student’s parent or guardian and shall provide the name of the school employee whom the parent or guardian may 
contact regarding the incident.  
 

D. Written Report to Parents 
 
Within a reasonable period of time not to exceed 30 days after the incident, the principal or designee shall also provide the 
parent or guardian with a written incident report.  This report must include the following:  

1) the date, time of day, location, duration, and description of the incident and interventions; 
 
2) the events or events that led up to the incident; 
 
3) the nature and extent of any injury to the student; and 
 
4) the name of a school employee the parent or guardian can contact regarding the incident. 

 
Use of District Computer Network and Internet 

 
Employees have access to the District’s computer network and the Internet for the enhancement and support of student 
instruction and performance of their duties.  It is important to remember that the equipment and the software are the 
property of the school district. 
 
Employees shall not access material that is obscene, pornographic or otherwise inappropriate for educational or work-
related uses or contrary to the District’s mission.  Employees are not permitted to knowingly access information that is 
profane, obscene or offensive toward a group or individual based upon race, gender, national origin or religion.  Further, 
employees are prohibited from placing such information on the Internet. 
 
The District further reserves the right to inspect an employee’s assigned computer and/or computer usage at any time.  
Employees have no privacy rights or expectations of privacy with regard to use of the District’s computers or Internet 
system. 
 



31 
 

Employee Use of School Owned Computers 
Purpose: The purpose of this Administrative Regulation is to find a practical solution to the issue of personal use of school 
computers.  As the staff has become more and more computer literate, and as the communication within today’s culture is 
more and more computer based, it is very impractical to have a zero tolerance policy for the use of school computers for 
personal communication.  Just as we do not expect a zero tolerance policy for the use of the school telephone, we should re-
think the expectation for the use of the school owned computer.  Some limited use of the school computer for personal 
communication by staff is appropriate and practical in today’s culture. 
 
The purpose of District-provided Internet access is to facilitate communications in support of research and education. To 
remain eligible as users, faculty, staff and students' use must be in support of and consistent with the educational objectives 
of the South Sioux City Community School District. Access is a privilege, not a right. Access entails responsibility.  Users 
should not expect that files created or stored on school-based computers are private. Electronic messages and files stored on 
school-based computers may be treated like school lockers. Administrators and faculty may review any files and messages 
to maintain system integrity and insure that users are acting responsibly.  The following uses of school-provided Internet 
access are not permitted: 

a. to access, upload, download, or distribute pornographic, obscene, or sexually explicit material; 
b. to transmit obscene, abusive, sexually explicit, or threatening language; 
c. to violate any local, state, or federal statute; 
d. to vandalize, damage, or disable the property of another individual or organization; 
e. to access another individual's materials, information, or files without permission; and, 
f. to violate copyright or otherwise use the intellectual property of another individual or organization without 
permission. 
g. to download music files such as MP3 files, for example, is strictly prohibited. 
h. to use District computer resources for personal gain. 
i. to engage in activities with the intent to deliberately degrade District’s bandwidth utilization or network 
performance. 

 
Any violation of District policy and rules by a District employee may result in disciplinary action, up to and including 
termination of employment. Additional disciplinary action may be determined at the building level in keeping with existing 
procedures and practices regarding inappropriate language or behavior. When and where applicable, law enforcement 
agencies may be involved. 
 

Social Networking 
 
Social Networking is a part of our culture.  Staff members who are a part of social networks (i.e. Facebook, Twitter) should 
keep the following guidelines in mind as they proceed.  The District has no desire to keep employees from enjoying social 
networking sites.  This guide is in place to protect the District and its employees, not to prevent people from using the Web 
sites in usual, harmless ways. 
 

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

user-generated media. Remember that what you publish will be public for a long time—protect your privacy.  
3. Anonymity or false screen names should only be used in personal, non-work related online communications.  

Identify yourself, and when relevant, your District, when you discuss professional matters.  Write in the first 
person. You must make it clear that you are speaking for yourself and not on behalf of the District.  

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

5. Respect copyright, fair use and financial disclosure laws. When you do use material from others, where possible 
link back to the source. 

6. Never provide confidential or other proprietary information about your District, your students, or your co-
workers. Ask permission prior to publishing or reporting on conversations that are meant to be, or might be 
assumed to be, private or internal to the District and your work.  

7. Be particularly aware of student privacy laws including FERPA. 
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8. Don't cite or reference fellow staff members, administrators, parents, volunteers, suppliers, or others associated 
with the District without their approval.  

9. Always maintain professional standards. Absolutely never use ethnic slurs, personal insults, obscenity, or engage 
in any conduct that would not be acceptable in the workplace. You should also show proper consideration for 
others' privacy and for topics that may be considered objectionable or inflammatory—such as politics and 
religion.  

10. Find out who else is blogging or publishing on the topic, and cite them.  
11. Be aware of your professional responsibilities with online social networks. When you identify yourself as an 

educator, ensure your profile and related content is consistent with how you wish to present yourself with 
colleagues and clients.  

12. Don't pick fights, be the first to correct your own mistakes, and don't alter previous posts without indicating that 
you have done so.  

13. Be thoughtful about everything published online.  If you are angry or frustrated, it is best to avoid using online 
communications. 

14. Be very judicious in disclosing any personal details, as they will be available online for a long time. 
15. Try to add value. Provide worthwhile information and perspective. The District is best represented by its people 

and what you publish will reflect on your District and your community. 
16. Maintaining the trust of others with whom you communicate is critical. If you have a vested interest in something 

you are discussing, be the first to point it out. Nothing gains you more notice in the online social media 
environment than honesty—or dishonesty. 

17. Blogs, wikis, virtual worlds, social networks, or other tools hosted outside of the District’s protected Intranet 
environment should not be used for internal communications among fellow employees. It is fine for fellow 
employees to disagree, but don't use your external blog or other online social media to air your differences in an 
inappropriate manner. 

18. When speaking about other districts or teachers at other districts, be careful about identifying them if the remark 
may be interpreted as being critical of them. You must make sure that what you say is factual and that it does not 
disparage others.   

19. Avoid arguments.  Don't try to settle scores or goad others into inflammatory debates. 
20. There are always consequences to what you publish. If you're about to publish something that makes you even the 

slightest bit uncomfortable, review the suggestions above and think about why that is. If you're still unsure, and it 
is related to your work or the District, feel free to discuss it with your administrator. Ultimately, however, you 
have sole responsibility for what you post to your blog or publish in any form of online social media. 

 
Electronic Communication Devices 

 
While employees are allowed to possess and carry electronic communications devices on school property, such possession 
and use are subject to the following rules: 
District-Issued Communications Devices 

• Communication devices issued by the District may include, for example, cellular telephones, walkie-talkies, 
personal digital assistants (PDA’s) or laptop computers with “beaming capabilities,” citizens band radios, either 
installed in vehicles or hand-held, and pagers/beepers. 

• Employees in receipt of District-issued equipment shall be held responsible for the safekeeping of the equipment 
and exercise reasonable efforts to see that the equipment is not lost, stolen, or damaged. Reckless or irresponsible 
use of District equipment, resulting in loss or damage may result in the employee having to reimburse the District 
for any associated costs of replacement or repair. 

• District-issued equipment shall be used in a manner that does not disrupt instruction and should not be used during 
school-sponsored programs, meetings, in-services, or other events where there exists a reasonable expectation of 
quiet attentiveness unless there is a reason of personal health or safety involved. 

• Any District-issued equipment is to be surrendered back to the District immediately upon request. 
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Personally Owned Electronic Communications Devices 
• Employees may possess and carry cellular telephones, pagers/beepers, and PDA’s or laptops with “beaming 

capabilities” during the school day on school property. 
• Personally owned hand-held citizens band radios, portable police scanners, and long or short-range walkie-talkies 

should not be used or carried by employees on school property during the school day unless by specific permission 
of their immediate supervisor based on a personal health or safety need. 

• Cellular telephones and pagers/beepers should not be used during the employee’s normal duty times to send or 
receive messages of a personal nature, but such use is allowable during normal break times, lunch times, and 
preparation times. Use of cellular telephones or audible pagers/beepers should be curtailed during instructional time 
or at school-sponsored programs, meetings, in-services, parent/guardian conferences, or any other time when there 
would be a reasonable expectation of quiet attentiveness. 

 
Any employee violating the above rules may be subject to disciplinary action. 
 

Use of School Facilities 
 

School property is to be used for approved work-related purposes and not for personal purposes or for personal gain or benefit.  
Use of school supplies (paper, staples, etc.), school equipment (copiers, fax machines, telephones, etc.), and school postage 
is to be used for approved school-related purposes only.  Excess or surplus supplies or equipment, including items which have 
been placed in the trash, should not be removed for non-school use without approval from the administration. 

 
Fraud, Waste, and Abuse 

 
The South Sioux City Community School District is committed to effective, efficient and honest operations throughout the 
District. The purpose of this information is to provide direction to avoid fraud, waste and abuse within the District and to 
provide a system for reporting suspicious activity which protects the informant while affording any employee under 
suspicion with due process rights. 
 
All employees are responsible for the prevention, detection and reporting of suspected fraud, waste and abuse. Acts of 
fraud, waste and abuse included under this policy include, but are not limited to: 

• Embezzlement 
• Forgery or alteration of documents (checks, time sheets, purchase orders, other financial documents, electronic 

files, etc.)  
• Improprieties in the handling or reporting of money or financial transaction 
• Theft of any asset (money, tangible property, etc.) 
• Misrepresentation of the facts 
• Authorizing or receiving compensation for hours not worked 
• Authorizing or receiving compensation for goods not received or services not performed 
• Profiteering as a result of insider knowledge of District activities 
• Disclosing confidential or proprietary information to outside parties 
• Any similar or related inappropriate conduct 

 
The Superintendent has the primary responsibility for the investigation of all suspected acts of fraud, waste or abuse. If the 
investigation substantiates such acts occurred, the Superintendent will issue reports to the Board of Education. 
 
Decisions to prosecute or refer the results to the appropriate law enforcement and/or regulatory agencies for independent 
investigation will be made in conjunction with legal counsel. 
 
All information received regarding suspected improprieties will remain confidential. Any employee who suspects that an 
act of fraud, waste or abuse has occurred will notify the superintendent immediately, and should not attempt to personally 
conduct investigations or interviews/interrogations related to any suspected acts. 
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Visitors 

 
Employees are not to have visitors on school property except on a short-term basis and only with permission of the principal. 
Included in the definition of visitors are family members of the teacher. Visitors should follow posted procedures for being 
on school property. Staff members are not to bring their children to school with them in lieu of taking them to childcare. 
 

Salespersons 
 
Staff members need not allow, and should not permit, any salesperson or representative or agent of any commercial enterprise 
or theatrical presentation to contact the teacher while engaged in the teacher’s duties except for such times as may be 
designated by the Superintendent or designee.  By law, the hours of no solicitation are between 8:30 a.m. and 5:00 p.m. on 
all days school is in session.  If you are required to be at work earlier than 8:30 a.m., the hours are extended to that earlier 
time as well. 
 
Staff members shall not use classrooms, buildings or other school property for personal use or profit without specific 
approval from the Superintendent or designee.  Teachers shall not use time for which the teacher is on duty or paid by the 
District to engage in any activity for personal financial profit.  Any violation of this policy will be held to be willful 
insubordination. 
 

Security of Desks and Lockers 
 
Offices, teacher desks, lockers, file cabinets and other such storage devices (“storage devices”) are owned by the school and 
are to be properly cared for and maintained.   Appropriate security measures should be used to protect school and personal 
property kept in storage devices from theft or vandalism and to protect confidential student records.   
 
The school exercises exclusive control over school property and reserves the right to search offices and storage devices 
provided to or used by employees where permitted by law, such as where reasonable grounds exist for suspecting that a 
search will turn up evidence that the employee has committed work-related misconduct, or that a search is necessary for a 
non-investigatory work-related purpose, such as to retrieve a file.  School-related documents or records must remain readily 
available to administration and other appropriate school staff.  Any personal items a teacher wants to have kept private 
should be kept in a separate personal storage device, such as a brief case, purse or backpack.  
 
The District is not responsible for any personal property teachers may bring to school.  Staff members are cautioned not to 
bring large amounts of money or items of significant value to school.    

 
Video Surveillance 

 
The Board of Education has authorized the use of video cameras on School District property to ensure the health, welfare and 
safety of all staff, students and visitors to District property, and to safeguard District facilities and equipment.  Video cameras 
may be used in locations as deemed appropriate by the Superintendent.   
 
Notice is hereby given that video surveillance may occur on District property.  In the event a video surveillance recording 
captures a student or other building user violating school policies or rules or local, state or federal laws, the video surveillance 
recording may be used in appropriate disciplinary proceedings against the student or other building user and may also be 
provided to law enforcement agencies. 

 
Copyright and Fair Use Policy 

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

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

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

 
Although all of these factors will be considered, the last factor is the most important in determining whether a particular use 
is “fair.”  Teachers should seek assistance from administration if there are any questions regarding what may be copied.  

 
Lost and Found 

   
Teachers who find lost articles are asked to take them to the office, where the articles can be claimed by the owner.   

 
Safety 

 
Safety Program and Safety Committee 
The District has established a Safety and Security Management Plan which includes safety and security plans and 
procedures, including plans and procedures to address emergency and crisis situations.  Teachers are expected to be familiar 
with and to comply with the Safety and Security Management Plan.  The Plan may be obtained for review or copy from the 
Principal or the Superintendent. 
 
The District also has a safety committee to address employee accidents, injuries and work place conditions.  A 
representative from each bargaining group plus representatives appointed by administration serve on the committee.     Staff 
members can make suggestions and/or report concerns to the safety committee in the following ways: (1) contact the 
association representative of the safety committee, (2) contact the building administrator, or (3) contact the Safety 
Committee in care of the Superintendent. 
 
Safety Practices 
Guidelines for safe work practices which teachers should follow include the following:  
 

1. Never stand on chairs, counters, tables, etc.  Only use step stools, ladders and locking stools to stand, climb, 
etc., to reach high places, put things on bulletin boards, etc. 

2. Always wear protective equipment (i.e., goggles, aprons, gloves, and ear protection). 
3. Wipe up spills or report promptly to appropriate personnel.  DO NOT assume someone else will do it. 
4. Be aware of your surroundings.  Pick up clutter, keep your work area or room clean and free of clutter, debris, 

etc. 
5. Identify and report all hazards (i.e., broken equipment, broken or uneven floor surfaces, non-operating tools, 

windows, doors, etc.).  Follow up if not repaired. 
6. Do not use equipment if you are not familiar with it or operate machinery without proper training. 
7. Do not carry heavy or bulky objects.  Get a cart, dolly or assistance.  Know how to properly lift. 
8. Report any injuries or medical problems to your supervisor immediately and complete the employee accident 

report.   
9. Wear seatbelts when in vehicles where provided. 
10. Do not do repetitive tasks for long periods of time (i.e., keyboarding, cutting out things, filing, typing, etc.).  

Take breaks, learn and do stretching exercises, etc.  Every accident in the school building, on the school 
grounds, at practice sessions, or at any athletic event sponsored by the school must be reported immediately 
to the Principal.  
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As required by law, approved safety glasses will be required of every student and teacher while participating in or observing 
vocational, technical, industrial technology, science, and art classes. All visitors to these areas must check out a pair of safety 
glasses when entering any of these areas.   
 
Use of Personal Vehicles  
Authorized/trained staff members who drive school vehicles or volunteer to use their personal automobile to transport 
students must have a valid driver's license and proof of insurance.  Teachers will be provided a Driver’s Certification form 
to verify this information and to be given instruction on emergency evacuation and first aid.  Authorized/trained staff 
members who drive school vehicles or transport students in their personal vehicles are responsible for following safe 
driving practices, including use of seat belts by all occupants, and are responsible for any injury or accident.  Employees are 
not to use cell phones while driving a school vehicle or while transporting children. 
 
Accidents 
Every accident which results in a personal injury must be reported to the Principal immediately.  In the event the injury 
involves a student, the teacher responsible for the student either as teacher, coach or sponsor is responsible for making the 
report.  If the injury occurs in the presence of the teacher, the teacher is also responsible for making a report.   
 
Workers’ Compensation 
Staff members are required to immediately report any work-related injury and/or work-related medical condition to their 
supervisor and complete all appropriate paperwork. 

 
Confidentiality of Student Records (FERPA) 

 
The Family Educational Rights and Privacy Act (FERPA) gives parents and family members and students 18 years of age or 
older rights of access and confidentiality with respect to education records.  Employees are expected to provide access rights 
and maintain the confidentiality of education records in accordance with FERPA and Board policy.  Further information about 
FERPA and the District’s policies under FERPA are found in Board policy and in the student handbook.  

 
Disclosure of Student Information to Military Recruiters and Colleges 

 
Federal law requires the District to provide military recruiters and institutions of higher education access to secondary school 
students’ names, addresses, and telephone listings. Parents and family members and secondary students have the right to 
request that the school not provide this information (i.e., not provide the student’s name, address, and telephone listing) to 
military recruiters or institutions of higher education, without their prior written consent. Employees are expected to follow 
these requirements.  
 

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

(A)  Whether the student’s teacher— 
1. has met State qualification and licensing criteria for the grade levels and subject areas in 

which the teacher provides instruction; 
2. is teaching under emergency or other provisional status through which State qualification or 

licensing criteria have been waived; and 
3. is teaching in the field of discipline of the certification of the teacher. 

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

Federal law requires the District to protect the privacy of students.  Further information about student privacy and the District’s 
policies with regard to student privacy are found in Board policy and in the student handbook.  In general, employees are 
expected to comply with these provisions of the ESSA and related Board policy, as follows:     

1.  Student surveys created by and administered by either the United States Department of Education or a third 
party (a group or person other than the District)—give parent/guardian the opportunity to inspect the survey 
upon request before the survey is administered or distributed to the students; 

2. Student surveys which involve “sensitive” matters—make suitable arrangements to protect student privacy 
(that is, do not include the name or other identifying information about a particular student) and give parents 
and family members the opportunity, in advance, to “opt-out” their child from the survey.  Sensitive matters 
include: 

a. Political affiliations or beliefs of the student or the student’s parent;    
b. Mental or psychological problems of the student or the student’s parent;  
c. Sex behavior or attitudes; 
d. Illegal, anti-social, self-incriminating or demeaning behavior; 
e. Critical appraisals of other individuals with whom the student has close family relationships; 
f. Legally recognized privileged or analogous relationships, such as those of lawyers, 

physicians, and ministers; 
g. Religious practices, affiliations, or beliefs of the students or the student’s parent; 
h. Income (other than that required by law to determine eligibility for participation in a program 

or for receiving financial assistance under such program). 
3.  Instructional materials—permit parents and family members upon reasonable request to inspect any 

instructional material used as part of the educational curriculum for their child.   The term “instructional 
materials” does not include academic tests or academic assessments for purposes of this parent inspection 
requirement.  If you receive such a request, direct the parent to contact your building principal and also inform 
the building principal yourself about the request to get instructions.   

4. Collection, disclosure, or use of personal information collected from students for the purpose of marketing 
or for selling that information—the District policy is to not gather such information for such purposes. 

 
Mental Health Assessment or Service 
The District shall obtain informed consent from the parent of each child who is under 18 years of age to participate in 
any mental-health assessment or service that is funded under the Every Student Succeeds Act (“ESSA”).  Before 
obtaining the consent, the District shall provide the parent written notice describing in detail such mental health 
assessment or service, including the purpose for such assessment or service, the provider of such assessment or service, 
when such assessment or service will begin, and how long such assessment or service may last.   

 
Parental and Family Involvement 

 
General - Parental/Community Involvement in Schools  
The District’s policy is to welcome parental and family involvement in the education of their children.   As a part of this 
policy, employees are expected to: 

1. provide parents and family members timely information about their child’s progress, including use of report 
cards, active and constructive attendance at parent-teacher conferences, and more frequent parent contacts 
where warranted by the student’s academic and behavioral needs;  

2. make textbooks, completed tests and other curriculum materials available for review by parents and family 
members upon request;  

3. permit parents and family members access to their child’s records according to law and school policy;  
4. encourage parents and family members to attend courses, assemblies, counseling sessions and other 

instructional activities with prior approval of the proper teacher, counselor or administrator, provided that 
such parent attendance be educationally appropriate and not disruptive to the educational program; 

5. assure that testing occurs to assure proper measurement of each child’s educational progress and 
achievement;  

6. permit parents and family members to excuse their child from testing, classroom instruction and other school 
experiences when possible and educationally appropriate;  
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7. notify parents and family members of student surveys in accordance with district policy, obtain parental 
permission for surveys where required by District policy or law, and allow parents and family members to 
opt-out of such surveys in accordance with District policy and law; and 

8. encourage parents and family members to express their concerns, share their ideas and advocate for their 
child’s education. 

 
Title I Parental and Family Involvement   
The District has a separate policy established pursuant to federal law relating to parental and family involvement applicable 
to parents and family members of children enrolled in Title I programs.  The policy requires that parents and family members 
of Title I children have been given the opportunity to participate in regular, two-way, and meaningful communication 
involving student academic learning and other school activities, including ensuring–(A) that parents and family members play 
an integral role in assisting their child’s learning; (B) that parents and family members are encouraged to be actively involved 
in their child’s education at school; (C) that parents are full partners in their child’s education and are included, as appropriate, 
in decision making and on advisory committees to assist in the education of their child; and (D) the carrying out of other 
activities, such as those described in the parental and family involvement policy.  Employees are expected to comply with the 
Title I parental and family involvement policy. 

 
Homeless Students 

  
Federal law requires that homeless students not be stigmatized or segregated on the basis of their status as homeless. Homeless 
children generally include children who lack a fixed, regular, and adequate nighttime residence.  The Superintendent (or 
designee/Coordinator) serves as the District’s designated Homeless Coordinator and should be contacted for questions 
relating to a homeless student.   

 
Breakfast and Lunch Programs 

 
The District participates in the National School Lunch Program.  Employees are expected to keep information about the 
participation of students in the program confidential.   
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RECEIPT OF 2019-2020 SUBSTITUTE CERTIFIED STAFF HANDBOOK 
OF SOUTH SIOUX CITY COMMUNITY SCHOOLS 

 
This signed receipt acknowledges I have received the 2019-2020 Substitute Certified Staff Handbook of South 
Sioux City Community Schools.  
 
I acknowledge that I have read and am familiar with the handbook, understand the handbook contains a disclaimer 
of contract and includes the District’s policies of non-discrimination and equity, and that specific complaint and 
grievance procedures exist in the handbook which should be used for responding to harassment or discrimination.   
 
I understand and agree to the rules of conduct for use of the e-mail and Internet systems of the school district.  I 
will abide by those district guidelines and conditions for the use of the facilities and access to the Internet.  I further 
understand that any violation of the district guidelines is unethical and may constitute a criminal offense. School 
disciplinary action and/or appropriate legal action will be taken. 
 
 
 
Date:_______________________________   
 
____________________________________  
Employee’s Printed Name  
 
 
____________________________________  
Employee’s Signature      
 
Return to:  
 
Jill Gill, HR Director 
South Sioux City Community Schools 
210 West 39th Street, Box 158 
South Sioux City, NE  68776 
jill.gill@ssccards.org 
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APPENDIX 
 
 
 
 



SUBMIT ORIGNAL DOCUMENTATION TO ADMINISTRATION OFFICE. 
 
 
 
Rev. 6/16 

South Sioux City Community School District 
PAYROLL DIRECT DEPOSIT FORM 

 
 

With Direct Deposit, your pay is automatically deposited to your checking or savings account 
each payday. There are no checks to deposit, no lines to wait in, no difficulties in collecting your 
pay when you’re not in the buildings or away from home.  
 
The South Sioux City Community School District began to direct deposit all employee paychecks 
staring with the January 22, 1999, payday. All employees are required to fill out this application, 
attach a voided check and return it to the Central Administration Office. If you want your direct 
deposit to go to a savings/money market account, have your bank, savings & loan or credit 
union encode their routing number and your account number on the bottom of a deposit slip 
and attach that slip. Your check will be directly deposited and you will receive a “Check Stub” 
that contains the same information that your previous payroll check stubs included.  
 
Requests for changes of depositing arrangements received after the established mo. cutoff date 
will be applied to the following month’s payroll processing. 
 
          (Check one below) 
Financial Institution   Account Number   Checking        Savings 
 
___________________________ ______________________  _______        ________ 
 
 
 
Employee Name (Print): _________________________________________________________________ 
 
 
 
Signature: ______________________________________________ Date: ____________________ 
 
 
 
 
       
   

 

 

Attach VOIDED check here. 



 

STAFF/STUDENT ACCIDENT INVESTIGATION REPORT-SOUTH SIOUX CITY SCHOOLS 
 

This form shall be completed by students/employees no later than 24 hours from the incident. 
 

Name: ____________________________ Building/Job assignment/Grade: __________________________ 

Person Completing Report*:_______________________________________________________________________ 

*Staff are to complete the report form directly in all cases, barring  emergency exception 
 

Time Began Work/School Assignment: _____:_____  
 

Date and time of Accident:  _____/_____/_____ _____:_____ 
 

Date and time reported to Supervisor: _____/_____/_____ _____:_____ 
 

Where, exactly, did accident happen (location/room #/surroundings?)  Please be as descriptive as possible. 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 
 

What were you doing at the time? Describe step by step what led up to the accident (continue on the back if 

necessary): ____________________________________________________________________________________ 

______________________________________________________________________________________________ 
 

What was the root cause of the incident?  (select all that apply) 

_____ slip/trip _____ equipment malfunction _____ overlooking surroundings  

_____ environmental (ice/wet/etc) _____Other (please describe)___________________________________ 
 

Witnesses (please list all):_________________________________________________________________________ 

______________________________________________________________________________________________ 
 
Specific Area of issue/injury: 

Part of body affected: (shade/circle all that apply)  

 

Nature of injury: 
 _____Abrasion, scrapes 
_____ Amputation  
_____ Broken bone  
_____ Bruise 
_____ Burn (heat)  
_____ Burn (chemical)  
_____ Concussion (to the head)  
_____ Crushing Injury  
_____ Cut, laceration, puncture  
_____ Hernia  
_____ Illness  
_____ Sprain, strain  
_____ Damage to a body system  
_____ Other (please identify):____ 
____________________________ 

Area: 
_____ Right 
_____ Left 
_____ Multiple/Other: 
       Please describe: 
___________________
___________________
___________________ 
___________________ 
 
 

 

 

ADMINISTRATION/HR IS TO BE NOTIFIED IMMEDIATELY FOR ANY EXTERNAL MEDICAL CONSIDERATIONS 



Is medical intervention/attention needed? _____Yes _____No 
 
 

If yes, what type of medical intervention: _____ School Nurse/HC _____ External Clinic   

_____ Urgent Care _____  ER _____ Other (Please identify)_________________ 
 

Follow-up Care/Actions: 
 

● Internal: School Nurse/Health Clerk/Staff Action (or N/A):__________________________________________ 

________________________________________________________________________________________ 

Time/Date of initial assessment/action: _____/_____/_____ _____:_____ 

Is additional follow-up/action needed? _____ Yes _____ No 

If yes, please describe:_____________________________________________________________________ 
 

● External* (Contact Admin prior to scheduling): 
Initial Appointment made/Visit Conducted: _____ Yes _____ No 

Doctor’s name and phone number: ____________________________________________________________  

Date and time of visit/appointment: _____/_____/_____ _____:_____ 

Date Information/documentation shared with Admin.:______________________________________________ 

* If potential for expenses to be submitted for workers compensation/District liability coverage payment cannot be 

guaranteed, immediate notification to Admin. Is required.* 
 

What could have been done to prevent this incident? ___________________________________________________ 

______________________________________________________________________________________________ 
 

Supervisor/Administrative Actions Taken to Address (including any maintenance/custodial work 

order):________________________________________________________________________________________

______________________________________________________________________________________________ 
 

Supervisor Comments/Notes:______________________________________________________________________ 

______________________________________________________________________________________________ 
 

 

Staff/Staff on behalf of (student) signature:_______________________________ Date:  _____/_____/_____ 
 

Supervisor/Bldg. Admin. Signature: _____________________________________ Date:  _____/_____/_____ 
 

Student Svs. Director Signature(STUDENTS): _____________________________ Date:  _____/_____/_____ 
 

HR Signature (STAFF): _______________________________________________ Date:  _____/_____/_____ 
 

RETURN ORIGINAL DOCUMENTATION TO: 
STAFF:  Human Resources 

STUDENTS: Director of Student Services 

A copy may be provided to the staff member/student as requested. 

1/19 

 



 



             
         

           
          

        
        

               
           

         
        

           
            

           
         

         
          

         
          

          
           

    

           
          

       

              
               

Equal Employment Opportunity is


THE LAW
	
Private Employers, State and Local Governments, Educational Institutions, Employment Agencies and Labor Organizations
�

Applicants to and employees of most private employers, state and local governments, educational institutions, 

employment agencies and labor organizations are protected under Federal law from discrimination on the following bases:
�

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN 
Title VII of the Civil Rights Act of 1964, as amended, protects applicants and 
employees from discrimination in hiring, promotion, discharge, pay, fringe benefits, 
job training, classification, referral, and other aspects of employment, on the basis 
of race, color, religion, sex (including pregnancy), or national origin. Religious 
discrimination includes failing to reasonably accommodate an employee’s religious 
practices where the accommodation does not impose undue hardship. 

DISABILITY 
Title I and Title V of the Americans with Disabilities Act of 1990, as amended, protect 
qualified individuals from discrimination on the basis of disability in hiring, promotion, 
discharge, pay, fringe benefits, job training, classification, referral, and other 
aspects of employment. Disability discrimination includes not making reasonable 
accommodation to the known physical or mental limitations of an otherwise qualified 
individual with a disability who is an applicant or employee, barring undue hardship. 

AGE 
The Age Discrimination in Employment Act of 1967, as amended, protects 
applicants and employees 40 years of age or older from discrimination based on 
age in hiring, promotion, discharge, pay, fringe benefits, job training, classification, 
referral, and other aspects of employment. 

SEX (WAGES) 
In addition to sex discrimination prohibited by Title VII of the Civil Rights Act, as 
amended, the Equal Pay Act of 1963, as amended, prohibits sex discrimination in 
the payment of wages to women and men performing substantially equal work, 
in jobs that require equal skill, effort, and responsibility, under similar working 
conditions, in the same establishment. 

GENETICS 
Title II of the Genetic Information Nondiscrimination Act of 2008 protects applicants 
and employees from discrimination based on genetic information in hiring, 
promotion, discharge, pay, fringe benefits, job training, classification, referral, and 
other aspects of employment. GINA also restricts employers’ acquisition of genetic 
information and strictly limits disclosure of genetic information. Genetic information 
includes information about genetic tests of applicants, employees, or their family 
members; the manifestation of diseases or disorders in family members (family 
medical history); and requests for or receipt of genetic services by applicants, 
employees, or their family members. 

RETALIATION 
All of these Federal laws prohibit covered entities from retaliating against a 
person who files a charge of discrimination, participates in a discrimination 
proceeding, or otherwise opposes an unlawful employment practice. 

WHAT TO DO IF YOU BELIEVE DISCRIMINATION HAS OCCURRED 
There are strict time limits for filing charges of employment discrimination. To 
preserve the ability of EEOC to act on your behalf and to protect your right to file a 
private lawsuit, should you ultimately need to, you should contact EEOC promptly 
when discrimination is suspected: 
The U.S. Equal Employment Opportunity Commission (EEOC), 1-800-669-4000 
(toll-free) or 1-800-669-6820 (toll-free TTY number for individuals with hearing 
impairments). EEOC field office information is available at www.eeoc.gov or 
in most telephone directories in the U.S. Government or Federal Government 
section. Additional information about EEOC, including information about charge 
filing, is available at www.eeoc.gov. 



      
     
           

          
         

               
            

            
       

             
         

           
        

           

           
              
          
            

       

 

 

Employers Holding Federal Contracts or Subcontracts 

Applicants to and employees of companies with a Federal government contract or subcontract 
are protected under Federal law from discrimination on the following bases: 

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN 
Executive Order 11246, as amended, prohibits job discrimination on the basis 
of race, color, religion, sex or national origin, and requires affirmative action to 
ensure equality of opportunity in all aspects of employment. 

INDIVIDUALS WITH DISABILITIES 
Section 503 of the Rehabilitation Act of 1973, as amended, protects qualified 
individuals from discrimination on the basis of disability in hiring, promotion, 
discharge, pay, fringe benefits, job training, classification, referral, and 
other aspects of employment. Disability discrimination includes not making 
reasonable accommodation to the known physical or mental limitations of an 
otherwise qualified individual with a disability who is an applicant or employee, 
barring undue hardship.  Section 503 also requires that Federal contractors take 
affirmative action to employ and advance in employment qualified individuals 
with disabilities at all levels of employment, including the executive level. 

DISABLED, RECENTLY SEPARATED, OTHER PROTECTED, 
AND ARMED FORCES SERVICE MEDAL VETERANS 
The Vietnam Era Veterans’ Readjustment Assistance Act of 1974, as amended, 38 
U.S.C. 4212, prohibits job discrimination and requires affirmative action to employ 
and advance in employment disabled veterans, recently separated veterans (within 

three years of discharge or release from active duty), other protected veterans 
(veterans who served during a war or in a campaign or expedition for which a 
campaign badge has been authorized), and Armed Forces service medal veterans 
(veterans who, while on active duty, participated in a U.S. military operation for 
which an Armed Forces service medal was awarded). 

RETALIATION 
Retaliation is prohibited against a person who files a complaint of discrimination, 
participates in an OFCCP proceeding, or otherwise opposes discrimination 
under these Federal laws. 

Any person who believes a contractor has violated its nondiscrimination or 
affirmative action obligations under the authorities above should contact 
immediately: 

The Office of Federal Contract Compliance Programs (OFCCP), U.S. 
Department of Labor, 200 Constitution Avenue, N.W., Washington, D.C. 
20210, 1-800-397-6251 (toll-free) or (202) 693-1337 (TTY).  OFCCP may also be 
contacted by e-mail at OFCCP-Public@dol.gov, or by calling an OFCCP regional 
or district office, listed in most telephone directories under U.S. Government, 
Department of Labor. 

Programs or Activities Receiving Federal Financial Assistance 

RACE, COLOR, NATIONAL ORIGIN, SEX INDIVIDUALS WITH DISABILITIES 
In addition to the protections of Title VII of the Civil Rights Act of 1964, as Section 504 of the Rehabilitation Act of 1973, as amended, prohibits employment 
amended, Title VI of the Civil Rights Act of 1964, as amended, prohibits discrimination on the basis of disability in any program or activity which receives 
discrimination on the basis of race, color or national origin in programs or Federal financial assistance. Discrimination is prohibited in all aspects of 
activities receiving Federal financial assistance. Employment discrimination employment against persons with disabilities who, with or without reasonable 
is covered by Title VI if the primary objective of the financial assistance is accommodation, can perform the essential functions of the job. 
provision of employment, or where employment discrimination causes or may 

If you believe you have been discriminated against in a program of any cause discrimination in providing services under such programs. Title IX of the 
institution which receives Federal financial assistance, you should immediately Education Amendments of 1972 prohibits employment discrimination on the 
contact the Federal agency providing such assistance. basis of sex in educational programs or activities which receive Federal financial 

assistance. 

EEOC 9/02 and OFCCP 8/08 Versions Useable With 11/09 Supplement EEOC-P/E-1 (Revised 11/09) 



      

This Organization 
Participates in E-Verify 

This employer participates in E-Verify and will 
provide the federal government with your 
Form I-9 information to confirm that you are 
authorized to work in the U.S.  
If  E-Verify cannot confirm that you are 
authorized to work, this employer is required 
to give you written instructions and an 
opportunity to contact Department of  
Homeland Security (DHS) or Social Security 
Administration (SSA) so you can begin to 
resolve the issue before the employer can 
take any action against you, including 
terminating your employment. 
Employers can only use E-Verify once you 
have accepted a job offer and completed the 
Form I-9. 

E-Verify Works for Everyone
 

For more information on E-Verify, or if  
you believe that your employer has 
violated its E-Verify responsibilities, 

please contact DHS. 

Esta Organización 
Participa en E-Verify 

 

Este empleador participa en E-Verify y proporcionará 
al gobierno federal la información de su Formulario I-9 
para confirmar que usted está autorizado para trabajar 
en los EE.UU.. 
Si E-Verify no puede confirmar que usted está 
autorizado para trabajar, este empleador está 
requerido a darle instrucciones por escrito y una 
oportunidad de contactar al Departamento de 
Seguridad Nacional (DHS) o a la Administración del 
Seguro Social (SSA) para que pueda empezar a 
resolver el problema antes de que el empleador pueda 
tomar cualquier acción en su contra, incluyendo la 
terminación de su empleo. 
Los empleadores sólo pueden utilizar E-Verify una vez 
que usted haya aceptado una oferta de trabajo y 
completado el Formulario I-9. 
 

E-Verify Funciona Para Todos 

 
Para más información sobre E-Verify, o si 
usted cree que su empleador ha violado 
sus responsabilidades de E-Verify, por 

favor contacte a DHS. 
 

888-897-7781 

dhs.gov/e-verify 

English / Spanish Poster 

Sample Only   Sólo muestra





EMPLOYEE RIGHTS
UNDER THE FAMILY AND MEDICAL LEAVE ACT

Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job-protected leave in a 12-month period 
for the following reasons:

•	 The birth of a child or placement of a child for adoption or foster care;
•	 To bond with a child (leave must be taken within 1 year of the child’s birth or placement);
•	 To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;
•	 For the employee’s own qualifying serious health condition that makes the employee unable to perform the employee’s job;
•	 For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse, 

child, or parent.

An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may also take up to 26 weeks 
of FMLA leave in a single 12-month period to care for the servicemember with a serious injury or illness. 

An employee does not need to use leave in one block. When it is medically necessary or otherwise permitted, employees 
may take leave intermittently or on a reduced schedule. 

Employees may choose, or an employer may require, use of accrued paid leave while taking FMLA leave. If an employee 
substitutes accrued paid leave for FMLA leave, the employee must comply with the employer’s normal paid leave policies.

While employees are on FMLA leave, employers must continue health insurance coverage as if the employees were not on leave. 

Upon return from FMLA leave, most employees must be restored to the same job or one nearly identical to it with 
equivalent pay, benefits, and other employment terms and conditions. 

An employer may not interfere with an individual’s FMLA rights or retaliate against someone for using or trying to use FMLA leave, 
opposing any practice made unlawful by the FMLA, or being involved in any proceeding under or related to the FMLA.  

An employee who works for a covered employer must meet three criteria in order to be eligible for FMLA leave. The employee must: 

•	 Have worked for the employer for at least 12 months; 
•	 Have at least 1,250 hours of service in the 12 months before taking leave;* and 
•	 Work at a location where the employer has at least 50 employees within 75 miles of the employee’s worksite. 

*Special “hours of service” requirements apply to airline flight crew employees. 

Generally, employees must give 30-days’ advance notice of the need for FMLA leave. If it is not possible to give 30-days’ notice, 
an employee must notify the employer as soon as possible and, generally, follow the employer’s usual procedures. 

Employees do not have to share a medical diagnosis, but must provide enough information to the employer so it can determine 
if the leave qualifies for FMLA protection. Sufficient information could include informing an employer that the employee is or 
will be unable to perform his or her job functions, that a family member cannot perform daily activities, or that hospitalization or 
continuing medical treatment is necessary. Employees must inform the employer if the need for leave is for a reason for which 
FMLA leave was previously taken or certified.

Employers can require a certification or periodic recertification supporting the need for leave. If the employer determines that the 
certification is incomplete, it must provide a written notice indicating what additional information is required. 

Once an employer becomes aware that an employee’s need for leave is for a reason that may qualify under the FMLA, the 
employer must notify the employee if he or she is eligible for FMLA leave and, if eligible, must also provide a notice of rights and 
responsibilities under the FMLA. If the employee is not eligible, the employer must provide a reason for ineligibility.

Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave will be designated as 
FMLA leave.    

Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or may bring a private lawsuit 
against an employer.

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective 
bargaining agreement that provides greater family or medical leave rights.

LEAVE 
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIBILITY  
REQUIREMENTS

1-866-4-USWAGE

www.dol.gov/whd

For additional information or to file a complaint:

(1-866-487-9243)     TTY: 1-877-889-5627

U.S. Department of Labor     Wage and Hour Division

 THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

WH1420 REV 04/16

REQUESTING 
LEAVE

EMPLOYER 
RESPONSIBILITIES 

ENFORCEMENT 



H H

✩✩ The U.S. Department of Labor, Veterans Employment and Training 
Service (VETS) is authorized to investigate and resolve complaints 
of USERRA violations.

✩✩ For assistance in filing a complaint, or for any other information on 
USERRA, contact VETS at 1-866-4-USA-DOL or visit its website at 
http://www.dol.gov/vets.  An interactive online USERRA Advisor can 
be viewed at http://www.dol.gov/elaws/userra.htm.

✩✩ If you file a complaint with VETS and VETS is unable to resolve it, 
you may request that your case be referred to the Department 
of Justice or the Office of Special Counsel, as applicable, for 
representation.

✩✩ You may also bypass the VETS process and bring a civil action 
against an employer for violations of USERRA.

YOUR RIGHTS UNDER USERRA 
THE UNIFORMED SERVICES EMPLOYMENT  

AND REEMPLOYMENT RIGHTS ACT
USERRA protects the job rights of individuals who voluntarily or involuntarily leave employment positions to undertake 

military service or certain types of service in the National Disaster Medical System.  USERRA also prohibits employers from 
discriminating against past and present members of the uniformed services, and applicants to the uniformed services.

REEMPLOYMENT RIGHTS
You have the right to be reemployed in your civilian job if you leave that 
job to perform service in the uniformed service and:

✩✩ you ensure that your employer receives advance written or verbal 
notice of your service;

✩✩ you have five years or less of cumulative service in the uniformed 
services while with that particular employer;

✩✩ you return to work or apply for reemployment in a timely manner 
after conclusion of service; and

✩✩ you have not been separated from service with a disqualifying 
discharge or under other than honorable conditions.

If you are eligible to be reemployed, you must be restored to the job 
and benefits you would have attained if you had not been absent due to 
military service or, in some cases, a comparable job.

RIGHT TO BE FREE FROM DISCRIMINATION AND RETALIATION
If you:

✩✩ are a past or present member of the uniformed service; 
✩✩ have applied for membership in the uniformed service; or
✩✩ are obligated to serve in the uniformed service;

then an employer may not deny you:

✩✩ initial employment;
✩✩ reemployment;
✩✩ retention in employment;
✩✩ promotion; or
✩✩ any benefit of employment

because of this status.

In addition, an employer may not retaliate against anyone assisting in 
the enforcement of USERRA rights, including testifying or making a 
statement in connection with a proceeding under USERRA, even if that 
person has no service connection. 

HEALTH INSURANCE PROTECTION
✩✩ If you leave your job to perform military service, you have the right 

to elect to continue your existing employer-based health plan 
coverage for you and your dependents for up to 24 months while in 
the military.

✩✩ Even if you don’t elect to continue coverage during your military 
service, you have the right to be reinstated in your employer’s 
health plan when you are reemployed, generally without any waiting 
periods or exclusions (e.g., pre-existing condition exclusions) except 
for service-connected illnesses or injuries.

ENFORCEMENT

The rights listed here may vary depending on the circumstances.  The text of this notice was prepared by VETS, and may be viewed on the internet at this 
address: http://www.dol.gov/vets/programs/userra/poster.htm.  Federal law requires employers to notify employees of their rights under USERRA, and employers 
may meet this requirement by displaying the text of this notice where they customarily place notices for employees.

U.S. Department of Labor
1-866-487-2365

U.S. Department of Justice Office of Special Counsel 1-800-336-4590
Publication Date — April 2017

H H

http://www.dol.gov/vets
http://www.dol.gov/elaws/userra.htm
http://www.dol.gov/vets/programs/userra/poster.htm


August 2019
Mo Tu We Th Fr

1 2 Aug 05 District Registration Event
5 6 7 8 9 Aug 07-09 New Teacher Days
12 13 14 15 16 Aug 12-13 All Staff PD Days; include one Open House until 6 PM
19 20 21 22 23 Aug 14 First Day Grades K-6 & 9; Half Day Students
26 27 28 29 30 Aug 15 First Day K-12

September 2019
2 3 4 5 6 Sept 02 No School PK-12 Labor Day
9 10 11 12 13 Sept 03 No School PK-12 Prof Dev
16 17 18 19 20 Sept 18 P/T Conf 9-12 Evening
23 24 25 26 27

30

October 2019 Oct 18 End of Q1: 45.5 Days
Calendar Legend 1 2 3 4 Oct 18 PK-12 Half Day Students

Green = One hour early dismissal for staff PLC 7 8 9 10 11 Oct 21 Start of Q2
Pink = No School due to Professional Development 14 15 16 17 18 Oct 23 P/T Conf K-8 Evening
Yellow =  No school due to holiday or break 21 22 23 24 25 Oct 24 P/T Conf K-8 No School+Evening
Blue = No school PK-08  due to P/T Conferences 28 29 30 31 Oct 25 Exchange Day PK-12 No School
Grey = Designated grade level(s) schedule change November 2019
Turquoise = District Registration Event 1 Nov 13 P/T Conf 9-12 No School+Evening
Orange = Half day dismissal 4 5 6 7 8 Nov 27 PK-12 Half Day Students; Staff dismiss 1:00
Purple = Makeup days 11 12 13 14 15 Nov 28-29 Thanksgiving Break

18 19 20 21 22

Student hours 25 26 27 28 29

PK half day: 8:00AM - 11:00AM or 12:00PM - 3:00PM December 2019
PK full day: 8:00AM - 2:00PM 2 3 4 5 6 Dec 20 End of Q2: 40 Days: Sem 1: 85.5 Days
Elementary K-5: 8:00AM - 3:05PM 9 10 11 12 13 Dec 20 PK-12 Half Day Students
Middle School 6-8: 8:10AM - 3:25PM 16 17 18 19 20 Dec 23-31 No School PK-12
High School: 9-12: 8:00AM - 3:20PM 23 24 25 26 27

Half day dismissal: 12:00PM 30 31

January 2020
Visit our website to find full staff lists, contact information, 1 2 3 Jan 01-03 No School PK-12
and more! www.ssccardinals.org 6 7 8 9 10 Jan 06 Classes Resume PK-12

13 14 15 16 17

For a full calendar list of all scheduled events and activities 20 21 22 23 24

please visit: www.rivercitiesconference.org 27 28 29 30 31

February 2020
Follow us on Twitter: Like us on Facebook: 3 4 5 6 7 Feb 05 P/T Conf PK-12 Evening

@SSCcardinalNews /sscCardinals 10 11 12 13 14 Feb 06 P/T Conf PK-8 No School+Evening
17 18 19 20 21 Feb 07  Exchange Day, PK-12, No School

C It?, Say It! is a campaign we’ve started to help avoid school 24 25 26 27 28

violence and reassure students that our schools are safe places. March 2020
Students, staff, and parents all have an important role in 2 3 4 5 6 Mar 05-09 Spring Break PK-12 No School
promoting school safety. 9 10 11 12 13 Mar 13 End of Q3: 44.5 Days

16 17 18 19 20 Mar 13 PK-12 Half Day Students
To report suspicious activity, talk to any school official or 23 24 25 26 27

contact law enforcement. For anonymous reporting please use 30 31

the Let’s Talk link on the right-hand of the District website. April 2020
1 2 3 Apr 01 P/T Conf 9-12 No School+Evening

6 7 8 9 10 Apr 10-13 Easter Break PK-12 No School
13 14 15 16 17 Apr 21 ACT; No School Gr 9, 10, 12
20 21 22 23 24 Apr 24 District Music Contest/PD PK-12 No School
27 28 29 30

May 2020
1 May 06 Gr 6 Early Out; Gr 5 visit MS

4 5 6 7 8 May 21 PK-12 Half Day Students
11 12 13 14 15 May 21 End of Q4: 45 Days/S2: 90.5 days
18 19 20 21 22 May 25 Memorial Day
25 26 27 28 29 Order of makeup days: 5/22, 5/26, 5/27,5/28,5/291/14/2019

2019-2020 School Calendar

SOUTH SIOUX CITY COMMUNITY SCHOOL DISTRICT
Serving Dakota County / South Sioux City, NE

Be Kind, Be Respectful, Be Better Every Day!

http://www.ssccardinals.org/
http://www.rivercitiesconference.org/


 

 

Please find below the cut-off dates, time sheet due dates (due to Administrative Office) and the payroll dates for 
the 2019-2020 school year:  

 

Payroll Cut-Off Date    Due Date    Payroll Date 

August 11, 2019    August 12, 2019   August 22, 2019 

September 8, 2019    September 9, 2019   September 20, 2019 

October 6, 2019    October 7, 2019   October 22, 2019 

November 10, 2019    November 11, 2019   November 22, 2019 

December 8, 2019    December 9, 2019   December 20, 2019 

January 5, 2020     January 6, 2020    January 22, 2020  

February 9, 2020    February 10, 2020   February 21, 2020 

March 8, 2020     March 9, 2020    March 20, 2020 

April 5, 2020     April 6, 2020    April 22, 2020  

May 10, 2020     May 11, 2020    May 22, 2020  

June 7, 2020     June 8, 2020    June 22, 2020 

July 5, 2020     July 6, 2020    July 22, 2020  

August 9, 2020     August 10, 2020   August 21, 2020 

July 1, 2019 

 

TO:  All Personnel 

FROM:  Administrative Office 

RE:   Payroll Cutoff Dates/2019-2020 School Year  
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