
MOORE PUBLIC SCHOOLS

TEACHER’S HANDBOOK

2021-2022

BOARD OF TRUSTEES

Daniel Horan, Board Chairman
Rick Barman, Trustee

Andrea Martin, Trustee
Rana Wichman, Trustee

Douglas Bingeman, Trustee

ADMINISTRATION

Denise Chrest, Superintendent
Cindy Barta, District Clerk

Denise Chrest, Activities Director
Jodi Cundiff, Secretary

1



CONTENTS

Page
Administration and the Improvement of Instruction 4
Ethics 4-9
Absenteeism:  Teachers 9
Activities 9
Admit Slips 10
Assemblies and Pep Rallies 10
Assignments and Transfers 10
Attendance 10
Audio-Visual Equipment 11
Bus Riders 11
Bus Rules 11
Child Abuse and Neglect 11-12
Classes Leaving Building 12
Classrooms 13
Class Schedules 13
Curriculum Study 13
Custodian Requests 13
Dress 13
Bullying/Harassment/Intimidation 13-15
Drug-Free Schools and Communities Act 15-19
Duty Teacher (Elementary) 19-20
Early Leaving 20
Faculty Meetings 20
Field Trips 20
Fire Drills 21
Grades 22
Gym and Shop Supervision 22
Lesson Plans 22
Lunchroom Supervision 22
Noon Duty (High School) 23
Notice of Title IX Policy 23
Office Area 23
Parent-Teacher Conferences 23-24

2



Pets 24
Preliminary Budget Requests 25
Purchase Orders:  Activity Funds 25
Purchase Orders:  District Funds 25
Resale Items 25-26
Room Supervision 26
Salesmen 26
Semester Tests 26-27
Staff Building Keys 27
Student Accidents 27
Student Absenteeism/School Events 27
Student Checkout 27
Student Discipline 28
Student Disciplinary Action 28-29
Student Eligibility List 29
Substitute Teachers 29
Supplies 29-30
Smoking 30
Syllabus 30
Teacher Certificates 30
Teachers’ Hours 30
Telephones 30-31
Textbooks 31
Transfer Students from Private School 31
Travel Expenses 31
Trip Authorizations 31
Use of the Building 32
School Security 32
Early Release for Weather 33
Personnel- Electronic Resources and Social Networking 33-35

3



ADMINISTRATION AND THE IMPROVEMENT OF
INSTRUCTION

We should all place high regard in the democratic principle which calls for the treatment
of all human beings so as to preserve each person’s individual worth and dignity.  We should be
careful about public retribution; give praise when due; issue constructive comments on each
person’s actions; and in general, engage ourselves in developing critically thinking students who
are capable of learning by doing.

Supervision consists of those activities of educational leaders, which have for
their purpose the improvement of the instructional program of the schools.  The
Superintendent and school administration are by law responsible for the educational
climate of a school, and must initiate programs which call for the improvement of
instruction.  Collectively, as well as individually, the trustees, faculty members, and
administration can improve instruction.

ETHICS

TO OUR STUDENTS;

We consider it the primary obligation of the teaching profession:
to guide children, youth and adults in the pursuit of knowledge and skills;
to prepare them in the ways of democracy;
to help them to become happy, useful, and self-supporting citizens; and
to help them in understanding and accepting themselves.

TO OUR PARENTS:

We share with the task:
of shaping each student’s purposes and acts toward socially acceptable
ends;
of respecting the basic responsibility of parents for their children; and
of seeking to establish friendly, cooperative relationships with the home.

TO OUR PUBLIC:

We strive as citizens of the community:
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to merit the positions of public trust in which the teaching profession is
held;
to improve relationships between the teacher, home, and community; and
to be loyal to school, community, state, and nation.

TO OUR PROFESSIONAL RELATIONSHIPS:
We take pride in the uniqueness and quality of our professional relationships.
We treat our fellow teachers as we wish to be treated;
seek continuous professional growth;
and make teaching a profession attractive and challenging to sincere, capable, young people.

MOORE SCHOOL DISTRICT CODE OF ETHICS

1. The teachers and the Board of Trustees recognize that faculty participation and
contribution to the formulation of school policy can be valuable.  It is, however, the duty
of the Board of Trustees to determine policy.

2. The teachers and the Board of Trustees transact all official business through
proper channels and hold inviolate all confidential information.

3. The teachers and the Board of Trustees recognize their obligations to develop
growing appreciation and understanding of the principles of democracy; they refrain
from using the school to promote personal views on religion, race, or partisan politics.

4. The teachers and the Board of Trustees agree that due notice be given in all
cases of appointment, resignation, or termination of service.

5. The teachers and the Board of Trustees agree to avoid disparagement of fellow
workers and predecessors.

6. The teachers and the Board of Trustees encourage able and promising students
to enter the teaching profession.

7. The teachers and the Board of Trustees are impartial in all relationships with the
pupils.

8. The teachers receive from the administrator’s candid appraisal of their work, and
help with their problems; the Boards of Trustees require such supervisory assistance.
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9. The teachers may actively participate in the work of the local, state, and national
professional education associations; the Board of Trustees actively participates in the
work of the Montana School Boards Association, and other professional organizations.

10. The teachers use ethical procedures in securing positions and in maintaining salary
schedules; the Board of Trustees uses ethical procedures in filling positions and in
maintaining salary schedules.

11. The teachers accept no compensation from firms commercially interested in the
school; no member of the Board of Trustees accepts such compensation.

12. The teachers will not engage in the practice of ordering samples of complimentary
textbooks from publishers, without first securing permission from the District
Superintendent.

13. The teachers do not instruct salesmen or collectors to transact personal business
with them in school.  These people are prohibited from interrupting the instructional
activities in the schools.

14. The teachers assume responsibility for the welfare of the pupils and show
sympathetic understanding of pupil problems; the Board of Trustees provides conditions
under which this can be accomplished.

15. The teachers endeavor to maintain good mental health and physical health and a
wholesome attitude toward the students; the Board of Trustees endeavors to provide a
healthy teaching environment.

16. The teachers develop through continued study and professional growth; the Board
of Trustees encourages professional growth of the teachers.

17. The teachers are proud of their profession; the Board of Trustees is proud of its
teachers.

18. The teachers adhere to the principle that teachers will conduct professional
business through proper channels, i.e., teacher to Superintendent to Board of Trustees.
This is the basis on which the line and staff operation of our school operates.
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19. The Superintendent is responsible for the educational climate of the school, and will,
with the help of the teachers, work collectively and individually to improve instruction.

CODE OF ETHICS – STAFF RELATIONSHIPS

1. Teachers will speak constructively of other teachers, but report honestly to the
Superintendent and other responsible persons in matters involving the welfare of
students, the school system, and the education profession.

2. Teachers will refrain from discussing confidential information with unauthorized
persons.

3. All teachers are directly responsible to the Superintendent of the district.

CODE OF ETHICS – STUDENT RELATIONSHIPS

1. Teachers will deal justly and impartially with students regardless of their physical,
mental, emotional, political, economic, social, racial or religious characteristics.

2. Teachers will recognize the differences among students and seek to meet their
individual differences.

3. Teachers will encourage students to formulate and work for high individual goals
in the development of their physical, intellectual, creative, and spiritual endowments.

4. Teachers will aid students in developing an understanding and appreciation not
only of the opportunities and benefits of American democracy, but also their obligations
to it.

5. Teachers will respect the right of every student to have confidential information
about himself/herself withheld except when it's release is to authorized agencies, or is
required by law.

6. Teachers will refrain from derogatory or defamatory expressions used in
connection with the students.
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7. There has been criticism in the past about teachers showing partiality to
individual students, or familiarity with them.  Teachers in the Moore School District will
do their utmost to maintain a proper professional relationship with the students.

CODE OF ETHICS – PARENT RELATIONSHIPS

1. Teachers will respect the basic responsibility of parents for their children.

2. Teachers will seek to establish friendly relationships with the parents and home.

3. Teachers will avoid disparaging remarks, which might undermine a student’s
confidence in his or her own home.

4. Teachers will provide parents with information that will best serve the interests of
their children, and will be discreet with information received from parents.

5. Teachers will keep parents informed about the progress of their children.  Such
reports are not limited only to report cards, mid-quarter reports, or fall and Mid-Winter
parent-teacher conferences.

CODE OF ETHICS – COMMUNITY RELATIONSHIPS

1. Teachers will adhere to any reasonable pattern of behavior accepted by the
community for professional persons.

2. Teachers will perform the duties of citizenship, and are encouraged to participate
in community activities with due consideration for their obligations to their students, their
families, and themselves.

3. Teachers will discuss controversial issues from an objective point of view, and
endeavor to keep their classes free from partisan opinions.

4. Teachers will recognize that the public schools belong to the people of the
community; encourage lay participation in shaping the purposes of the school; and
strive to keep the public informed through proper channels of the educational program
that is being provided.
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5. Teachers will respect the community in which they are employed, and be loyal to
the school district and community.

ABSENTEEISM:  TEACHERS

All employees of the district must fill out an absence report prior to or upon their
return to their official duties after an absence for any reason, writing in the actual reason
for the absence and signing the form.  The absence forms are available in the school’s
central office.

ACTIVITIES

Teachers are assigned as sponsors of classes and activities. No meeting
or activity is to be held without the sponsor being present. This is true of both meetings
scheduled during the school day, and those held during evening hours.

Activities are a part of the educational process and should serve a purpose.  If
there is little or no interest or reason for a club, organization, or activity, it should be
discontinued until such time as it will provide a useful addition to the school program.

When supervising school activities, impress upon the students that any school
activity is a school-related function; that they are still under the jurisdiction of the teacher
in charge; and must comply with all requests made by the teacher.

The teacher should make clear the tolerable limits of behavior before the activity
begins so the students will know what is expected of them.  It is expected that the
officers and members of any organization have a voice in setting regulations, resulting
in student organizations truly being student organizations.

All school-sponsored activities must be cleared through the central school office
well in advance of the scheduled time of the activity. Activity petitions must be filed with
the Student Council and the advisor to the Council for dances, car washes, food sales,
etc.
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ADMIT SLIP:  (GRADES K-5)

The classroom teacher will be responsible for getting the excuses after a student has
been absent  and turn into the office.

ASSEMBLIES AND PEP RALLIES

Assemblies are held during the year to provide added experience for students.
Teachers will attend all assemblies and sit with students to eliminate any unnecessary
noise and discourteous behavior.

Pep rallies are under the direction of the cheerleaders and cheerleader advisor.
Pep rallies will generally be held at the end of the school day. Teachers will attend
unless excused by the Superintendent.

ASSIGNMENTS AND TRANSFERS

Consistent with State Board of Education and Office of Public Instruction regulations and
requirements for accreditation, every reasonable effort will be made to assign teachers to
positions within their teaching fields.

Changes of assignments or transfers within the Moore School system shall be
the responsibility of the school board and Superintendent.

ATTENDANCE

It is imperative that teachers take accurate attendance records via Infinite Campus.  If a
teacher is absent the sub will be directed to send a paper copy of the attendance to the
main office at the beginning of the class period.

Grade 6-12 teachers will take roll at the beginning of each class.

A student who has been absent must obtain an admit slip from the central office upon
return to school.
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Grades PK-5 will take roll at the beginning of the day and after lunch.

AUDIO-VISUAL EQUIPMENT

The audio-visual equipment found in the library is for classroom work and should
not be taken from the school building without permission from the office.  Please
anticipate, whenever possible, what will be required so that other members of the staff
can plan their schedules also. Please sign out all audio-visual equipment with the
school librarian, so everyone knows where the equipment is if it is needed.  At the
beginning of the year certain equipment will be checked out by the teacher for the entire
year.  It will be the responsibility of the teacher to check it in at the end of the school
year.

BUS RIDERS

The K-6 elementary aide will accompany students at the end of the school day to the
bus area and supervise the boarding of buses. The elementary aid will leave the area only after
all route buses have departed.  Students may only board buses if the bus driver is on the bus.

BUS RULES

Please refer to the Student Handbook for the bus rules.  When a group of students
returns from a road trip, the coaches, sponsors, chaperones, and students are all expected to
help clean up the interior of the bus.  Don’t leave a mess for the next group using the bus.  Dogs
and other pets do not belong on the bus, and are not to be taken on bus trips.
Any guest riders must have prior approval.

CHILD ABUSE AND NEGLECT

The school district recognizes the responsibility to contribute to the physical and
emotional well being of its students.  Further, it recognizes the statutory mandate of the State of
Montana for the reporting of suspected child abuse and/or neglect as an essential step in
obtaining help for both the parent and the child. In an effort to meet the moral, ethical, and legal
responsibilities of the school district the following policy is established.
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Definitions:

“Child” or “Youth” means any person under eighteen (18) years of age.  An “abused or
neglected child” means a child whose normal physical or mental health is harmed or threatened
with harm by the acts or omissions of his/her parent or other person responsible for his welfare.

Reporting:

Any school district employee who has reasonable cause to suspect that a child is being
abused or neglected must report the situation or condition to the Superintendent, or in his/her
absence, to the administrative assistant.

The Superintendent, upon receipt of a report of suspected child abuse or neglect
shall promptly notify the county Department of Social and Rehabilitative Services.
He/she will also submit a written report pertaining to the suspected incident or condition
to the same agency.  The Superintendent will subsequently notify the reporting teacher
that the suspected abuse/neglect was reported to SRS.

In accordance with state law, school district employees who report suspected
child abuse and/or neglect in good faith are immune from civil liability and/or criminal
penalty.

Records:

The Superintendent shall maintain a written record of all child abuse/neglect reports, and
a written account of all follow-up action in which the school is involved.

All child abuse/neglect reports and records shall be considered confidential.
They shall be available only to individuals and agencies directly involved in reporting,
investigation or treatment of the particular case.

CLASSES LEAVING BUILDING

With the exception of P.E., classes normally will not be held outside the building.  If there
is a legitimate purpose for a class being held out-of-doors, the teacher will first get permission
from the Superintendent or administrative assistant before doing so.
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CLASSROOMS

Teachers are responsible for the classrooms assigned to them.  Any damage which is
noted, will be brought to the attention of the administration. It is the teacher’s responsibility to
make sure your classroom is locked when you leave the building for the evening.

CLASS SCHEDULES

Class schedules are developed by the school’s administration during the spring and
summer months.  Elementary teachers: Please turn in completed daily class schedules to the
Superintendent by the end of the second week of school.

CURRICULUM STUDY
From time to time, teachers may be asked to serve on curriculum committees.

CUSTODIAN REQUESTS

All custodial requests will be handled through the office.  The exception is an emergency
requiring immediate attention.

DRESS

Teachers will dress professionally, be well-groomed and neat.  On Friday, teachers may
wear blue jeans or casual dress.

BULLYING/HARASSMENT/INTIMIDATION

The Board will strive to provide a positive and productive working environment.  Bullying,
harassment, intimidation, between employees, or by third parties, is strictly prohibited and shall
not be tolerated.
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Definitions

1. “Third parties” include but are not limited to coaches, school volunteers, parents, school
visitors, service contractors or others engaged in District business, such as employees of
businesses or organizations participating in cooperative work programs with the District, and
others not directly subject to District control at inter-District and intra-District athletic
competitions or other school events.
2. “District” includes District facilities, District premises, and non-District property if the
employee is at any District-sponsored, District-approved, or District-related activity or function,
such as field trips or athletic events, where the employee is engaged in District business.
3. “Harassment, intimidation or bullying” means any act that substantially interferes with an
employee’s opportunities, or work performance, that takes place on or immediately adjacent to
school grounds, at any school-sponsored activity, on school-provided transportation, and that
has the effect of:
a. Physically harming an employee or damaging an employee’s property.
b. Knowingly placing an employee in reasonable fear of physical harm to the employee or
damage to the employee’s property.
c. Creating a hostile working environment.

Reporting

All complaints about behavior that may violate this policy shall be promptly investigated.  Any
employee, or third party who has knowledge of conduct in violation of this policy or feels he/she
has been a victim of harassment, intimidation, or bullying in violation of this policy is encouraged
to immediately report his/her concerns to the building principal or the District Administrator, who
have overall responsibility for such investigations. Complaints against the building principal
shall be filed with the Superintendent.  Complaints against the Superintendent or District
Administrator shall be filed with the Board.

The complainant shall be notified of the findings of the investigation and, as appropriate, that
remedial action has been taken.

Responsibilities

The District Administrator shall be responsible for ensuring notice of this policy is provided to
staff and third parties and for the development of administrative regulations, including reporting
and investigative procedures, as needed.

Consequences

Staff whose behavior is found to be in violation of this policy will be subject to discipline up to
and including dismissal.  Third parties whose behavior is found to be in violation of this policy
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shall be subject to appropriate sanctions as determined and imposed by the District
Administrator or the Board.  Individuals may also be referred to law enforcement officials.

Retaliation and Reprisal

Retaliation is prohibited against any person who reports or is thought to have reported a
violation, files a complaint, or otherwise participates in an investigation or inquiry.  Such
retaliation shall be considered a serious violation of Board policy, whether or not a complaint is
disciplinary action or other appropriate sanctions.

DRUG-FREE SCHOOLS AND COMMUNITIES ACT

The federal government passed the Drug-Free and Community Act (P.L. Act #101-2261),
which took effect October 1, 1990.  This Act requires our school to prevent everyone here …
both students and staff ... from engaging in, making, using, distributing, selling or possessing
illegal drugs and alcohol.

The policy of the Moore School District is simple.  Drug and alcohol possession or use is
not permitted at our school or events.

The law requires us to make you aware of the dangers of drugs and alcohol in
school.  We do it, because drugs and alcohol harm not only the person who takes them
but everyone in the school and community.

Drugs and alcohol can;

interfere with how your brain takes in and sorts information.  That makes it difficult to
learn and causes failure at school and at work.

distort what you see, hear, and even feel. When that happens, users aren’t fully
in control of their actions.  They may harm themselves or others.  Or they may make it
impossible for those around them to learn or do their jobs.

make users feel they are performing at their best - - when actual performance is
very poor.

cause crime at school - -including theft of your personal belongings to finance
someone else’s drug habit.

leave a user with a criminal record, spoiling his or her chances for the future.
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The law requires us to outlaw the possession, use, or distribution of illegal drugs
and alcohol by students and school employees on school property or during school
activities.  It also requires us to explain the risks that drugs and alcohol use pose to your
health.

MARIJUANA;

There are a number of dangers to smoking marijuana.  It slows your physical reflexes;
cuts your mental powers; makes you forgetful; and alters your perception of space and distance.

Personal dangers of marijuana include damage to lungs, reproductive organs,
and brain functions.

COCAINE:

Dangerous effects of cocaine include:

a temporary feeling of almost superhuman power, which makes for poor
judgement and decisions.

emotional problems, mood swings, and lack of dependability.

crime.  Cocaine is expensive, and users often steal to pay for it.

Personal dangers of cocaine can include damage to the lungs and the body’s
ability to fight infections.  Cocaine also can cause nutrition and brain disorders,
and, at times, convulsions and death.

HEROIN:

Dangerous effects of heroin include:

total disinterest in anything except drugs, making it impossible to concentrate on
one’s work or important life interests.

addiction.  Heroin is addictive, and it’s costly. It’s not uncommon for addicts to
steal to pay for it.
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dirty needles and other drug-use items that spread disease, including AIDS and
hepatitis.

Personal dangers ranging from work and family problems to overdose-cause
coma and death.  Heroin is addictive, even in small amounts.  Withdrawal is
difficult and painful.

HALLUCINOGENS;

These drugs, including PCP, LSD, Ecstasy (MDMA), and “designer” drugs, make
the user hallucinate seeing or hearing things that aren’t really there.  Some new
formulas may be technically legal only because legislation has not yet outlawed
them.  All hallucinogens are dangerous.

Dangerous effects include:

great distortion of what’s seen and heard.  That can make even simple acts, like
crossing the street dangerous.

sudden, bizarre behavior changes, including physical attacks on other people.

“rebound” effects such as loss of concentration and memory, or behavior
problems, even when the drug has worn off.

frequent use can cause permanent loss of brain function.

ALCOHOL, TOBACCO, AND PRESCRIPTION DRUGS;

These drugs aren’t necessarily against the law, but their use may be.  For instance,
alcohol is illegal in Montana for minors, and it is prohibited at school for everyone.  Most
states, including Montana, also prohibit the sale of tobacco to minors.  Taking
prescription drugs without a prescription is always illegal – and it can be extremely
dangerous.

Dangerous effects of alcohol include:
loss of concentration, coordination, and judgment;
inability to deal realistically with problems;

increase in aggressive behavior, including attacks on others; and
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difficulty in learning and remembering.

Alcohol can permanently damage your liver, heart, and brain.  If used during pregnancy,
it can damage the baby.  Too much alcohol can kill you.

Dangerous effects of tobacco can include cancer and heart and lung diseases.

Tobacco (smoked or smokeless) is hazardous to your health.  Tobacco use can also be
irritating and harmful to people around you.  Smoking is considered to be the leading
preventable cause of death in the United States.

The Moore School is tobacco free.  Neither employees, nor students are permitted to
use tobacco in the school.

AMPHETAMINES:

Can make you panic and push you beyond your physical ability; can be addictive; and
can, in large quantities, cause brain damage.

SEDATIVES;

Can slow down your mental processes and reflexes; are often addictive; and can cause
kidney and liver damage, or death by overdose (especially if mixed with alcohol).

OTHER HARMFUL SUBSTANCES:

Inhalants:  Sometimes people inhale or sniff legal products to get “high”.  Spray paint,
model airplane and other glues, paint thinners, and dry cleaning fluids can be abused
this way.  People also inhale nitrous oxide and amyl nitrates, which are lawfully used to
treat heart patients.

Abusing inhalants can harm your vision, memory, thinking, and coordination.  Usually
poisonous, many can kill you instantly by interfering with breathing or causing heart
failure.

Steroids:  Some people take steroids to build up strength and athletic ability.  While they
do build muscles, they can also cause liver, heart, and reproductive system damage.
They also can make you depressed or aggressive.  Even years after you stop taking
steroids, they can lead to heart attacks and strokes.
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THE DRUG-FREE SCHOOLS AND COMMUNITIES ACT doesn’t require searching
school premises or individuals for drugs. But if there are reasonable grounds, the courts
allow searches of lockers, desks, purses or clothing.

If illegal drugs are found, this evidence could be used in court against the individual who
had them.  Penalties imposed by the courts for breaking drug laws are severe, ranging
up to long prison terms and heavy fines.

Under the Drug-Free School and Communities Act, schools have certain rights and
responsibilities.  In summary:

WE HAVE TO TELL YOU that you can’t bring in, use, or distribute drugs or alcohol on
school premises or as part of any school activity.

WE HAVE TO EXPLAIN that drug and alcohol use is wrong and harmful, and what the
health risks are.

WE HAVE TO TELL YOU what help is available in combating drug or alcohol problems.

WE HAVE TO EXPLAIN what disciplinary action will be taken for drug and alcohol
violations.  The law says discipline can include prosecution for illegal acts, as well as
loss of job for school employees.

WE HAVE TO GIVE students and employees, and the parents of our students, a written
copy of our drug-free school policy, including standards of conduct and disciplinary
actions for violations.  This faculty handbook is your written copy of our drug-free school
policy.

Students and staff are expected to follow our regulations and policy prohibiting the
possession, use, or distribution of drugs and alcohol on school property or as part of any
school activity.

THE DRUG-FREE SCHOOLS AND COMMUNITIES ACT requires us to tell you of any
help that’s available for dealing with drug or alcohol problems.  You can voluntarily make
use of this help at any time.  You can find out what’s available from our guidance office,
or from your family doctor.

DUTY TEACHER (ELEMENTARY)

An elementary teacher will be in charge of the playground area during recess periods.  In
the event of inclement weather, the duty teacher will check first with the Superintendent or
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administrative assistant before the decision is made to use the gym.  If the gym is used, the duty
teacher will notify the other elementary classroom teachers.  Any day the weather is good, the
children will be expected to go outside for exercise and play.

The office will approve all trips away from the school grounds for elementary students,
during the noon recess.  There really is not much reason for these students to leave the school
grounds once they have arrived in the morning.  Exceptions are those children who go home for
lunch, or have a note from home.

EARLY LEAVING

A teacher may occasionally need to leave school early (before 4:05 p.m.).  He/she will
first secure permission from the Superintendent or administrative assistant, and sign out at the
office before leaving the building.  Teachers, who leave before the end of the last class period,
will need to complete an absence form, and be charged with the appropriate leave time.

FACULTY MEETINGS

Faculty meetings will be weekly on Wednesday’s at 7:40 a.m.  Those attending the
entire meeting may leave at 3:35. Other meetings involving the faculty may be called, as the
administration deems necessary.

FIELD TRIPS

Teachers will discuss field trip/special event plans with the Superintendent before
discussing plans with the students and parents.

Field trips are to serve an educational purpose. It is the responsibility of the
teacher to make all arrangements for the trip.  Discuss chaperones, transportation, and
lunch needs with the Superintendent.  Chaperones need to have the fingerprint and
background check completed prior to the field trip date.

The teachers will file with the office an outline of where the field trip will be, what
activities will take place, who the chaperones are, and how the trip relates to the
student’s academic work.   Parental permission slips must also be secured.
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FIRE DRILL

In the event of a fire or propane leach proceed as directed:

1. Pull the fire alarm if not already done.

2. Call 911 if the situation permits.

3. Close your windows if the situation permits.

4. Teachers will check the hallway to ensure a safe route before directing students
to exit the classroom.

5. Office staff and support staff will check restrooms and locker rooms.

6. Teachers will take their attendance book/grade book in hand as well as the red
and green slips of paper.

7. After following steps 1-6, immediately evacuate the building by exiting through
the nearest and safest exit.

8. Teachers should lock their classroom door after everyone has evacuated the
room in order to prevent re-entry.

9. Teachers will direct and accompany students to buses at the north-east end of
the school. Teachers will line up students, do a headcount.

10. Teachers will hold up their green card if all students are accounted for, the red
card if a student is missing or both cards if they have extra students.  The
Superintendent or designated official will be responsible to notify the authorities
of missing individuals.

11. If necessary, teachers will be directed by the Superintendent to proceed on the
designated bus. Bus will transport students and staff to the Catholic Church
(Pre/K-6 in the basement fellowship hall and 7-12 in the chapel) at which time
attendance will be taken for a second time.

12. Teachers will release and document the release of students to parents and
guardians only.

13. Teachers are not relieved from duty until all students have been released to
parents and guardians.  The Superintendent or designated authority will release
the teachers from duty.
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GRADES

Grades are due weekly on Monday by 4 p.m.  Eligibility will run from Tuesday to Monday.
Mid-term, quarter, and semester grades are due by 4 p.m the day of.

GYM AND SHOP SUPERVISION

No students will be allowed in the gym (playing on the floor), or in the weight room, or in the
school shop without direct adult supervision.

LESSON PLANS

Lesson plans are to be written and kept current for each week of the academic year.
They are to be kept in the teacher’s classroom, and available to the Superintendent on request
for review.  The lesson plans for the week should be completed no later than 4:00 P.M. on
Thursday.

Lesson plans primarily have two functions:

1. To insure good planning by the teacher on both a short and a long term basis; and

2. To insure a smooth operation by the substitute teacher in the event of a teacher’s
absence.

The teachers will be responsible for keeping lesson plans in detail and current for their
own use.  In the event that a teacher is ill, it is his/her responsibility to see that the plans are
available for the substitute teacher.

A lesson plan book and a grade book will be provided for each teacher at the
beginning of the fall term.  Plan books and grade books may be collected periodically by
the Superintendent for examination.

LUNCHROOM SUPERVISION

Elementary teachers (K-5) will accompany their students, and sit with their
particular grade.  All teachers are responsible for general lunchroom supervision.
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NOON DUTY (JUNIOR HIGH & HIGH SCHOOL)

Noon duty teachers are to dismiss their 5th period class early in order to eat lunch,
vacate the lunchroom and be on duty at the beginning of the lunch hour.  Noon duty teachers
will supervise hallways, gym, and outside areas when applicable.  Classrooms will be locked
during this time.

NOTICE OF TITLE IX POLICY

YOU ARE HEREBY NOTIFIED the Moore School District does not discriminate on the
basis of sex in the educational programs or activities which it operates, and that it is required by
federal law to not discriminate in such manner.  This requirement not to discriminate extends to
educational programs and activities, as well as employment therein.

YOU ARE FURTHER NOTIFIED that inquiries concerning the application of Title
IX may be referred to Denise Chrest, who has been designated as the person
responsible for coordinating the efforts of the Moore School to comply with and carry out
its responsibilities under Title IX.  This includes any investigation of complaints alleging
non-compliance.  The office address and telephone number of the school district office
are as follows:  MOORE PUBLIC SCHOOLS, 509 Highland Ave., MT  59464.
Telephone (406) 374-2231.

OFFICE AREA

The office area is designed primarily for work done by the administration and office
employees.  Access to telephones and photocopiers are available for the faculty.  Photocopiers
are available for faculty use in hallways and meeting room. Unless you have been specifically
designated as having access to the vault, please do not enter that area.

PARENT-TEACHER CONFERENCES

Parent-Teacher Conferences are scheduled following the first quarter grading period,
and mid-way through the third quarter grading period. In addition to these scheduled
conferences, teachers are encouraged to confer with parents at other times.  Conferences tend
to promote effective communication and cooperation between the home and the school, the end
result of which is increased educational benefits to the student.  Teachers should inform the

23



parents and/or the administration of significant changes in the attitude and/or achievement of
the students.  Conferences should not be solely for the reporting of negative aspects of
students’ actions in school.  Considerable emphasis should also be given to positive actions and
accomplishments in all conferences.

Plan to not only give information during a conference, but also to receive
information about the student.  Be a good listener.

Have complete privacy and follow your conference schedule closely.  Teachers
are not to have their own children present in the classroom when parent-teacher
conferences are being held.  The purpose of the conference is to allow the parent and
teacher to discuss mutual concerns about the student, and is not to be interrupted or
distracted with the presence of other children.

Make necessary notes, if needed, both during and after the conference.

Be careful of divulging confidential records.

Base your conference on a careful estimate of the student’s progress according
to his/her own abilities, efforts, and use of time.

Be able to discuss questions dealing with the objectives of the courses,
homework, general school routine, etc.

Do not be drawn into discussions concerning how poor the previous year’s
teacher was or how poor your predecessor was.

If a parent has a complaint or concerns, hear it through.  It is much better to hear
them first hand from the parent, than it is through rumor and hearsay.

If a situation is reported to you of which you were unaware, promise to
investigate and report back—and then do both.

Try to have something nice or complimentary to say about each student.

PETS

Notification (permission slip) must be sent home to parents and returned prior to
a show-and-tell pet visitation.
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Permission slips must be sent home and returned prior to field trips to farms, zoos, and
pet stores.

PRELIMINARY BUDGET REQUESTS

During the winter months, each teacher will be given preliminary budget request forms,
and will be required to turn in a preliminary budget request for books, materials and special
supplies for the following school year.

PURCHASE ORDERS: ACTIVITY FUNDS

All purchases made on behalf of student activity funds must be made with an SAF
Purchase Order obtained from the District Clerk. Persons making unauthorized purchases will
be held financially responsible.

PURCHASE ORDERS:  DISTRICT FUNDS

All purchases to be paid from district funds and student activity accounts must be made
with a purchase order signed by the Superintendent and District Clerk.  Persons making
unauthorized purchases will be held financially responsible.

Purchase Orders for items which will be picked up (Lewistown, Billings, Great
Falls, etc.) will be handled in the same manner as purchase orders which are mailed or
faxed to the vendor.  If time is constrained, tell the office, and every effort will be made
to prepare the purchase order as soon as possible. Note:  The office must know the
correct name and address of the supplier and the approximate cost before any
purchase order can be prepared.

RESALE ITEMS

All resale money will be handled through the main office.  Band and athletic supplies will
be sold in the office.  Lumber, metal, shop supplies, home economic items, and music items will
be handled through the department, with payment being handled by the office.  Students will not
be given any items on credit.

Any money collected from fund raising activities, bake sales, etc., is to be deposited
immediately with the school clerk for receipt. DO NOT KEEP MONEY COLLECTED FROM
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VARIOUS FUND RAISING ACTIVITIES IN YOUR CLASSROOM, IN YOUR DESKS, ETC.  NO
EXCEPTIONS. Those teachers who cannot abide by this directive will have an opportunity to
meet with a school auditor.

ROOM SUPERVISION

Teachers will remain in their respective classrooms when students are present. Do not
leave students unsupervised.  This can be a serious liability issue.  Photocopies, supplies,
and so forth are to be taken care of during the teacher’s preparation period, before school,
during the noon recess, or after school.  Violations of this policy will be duly noted in the
teacher’s personnel file.

SALESMEN

At no time will salesmen be allowed to discuss personal business with a teacher or a
staff member during school hours.  School hours begin at 8:00 A.M., and end at 4:05 P.M.,
Monday through Thursday, and end at 2:40 P.M. on Friday.

SEMESTER TESTS

The primary purpose of schools is to educate students, Moore School believes to ensure
academic excellence, comprehensive semester tests in all classes 6-12 shall be mandated for
all students. All teachers will give semester tests. Semester tests will count for ten percent
(10%) of the total semester grade. A copy of the test given in each class will be turned in to the
administration prior to the test date.

The first semester, the school district will not follow the semester test schedule. Regular class
time will be followed. Teachers have the option to assign their semester tests during the last
three weeks of the semester. Teachers will request and be approved of their testing date(s) prior
to the testing window by the superintendent. High School and Junior High Spring Semester
Tests Students who have good grades and good attendance will not be expected to take
semester tests for the Spring Semester. Current semester grades and attendance for the 2nd
semester (not the quarter) are used to determine this. -Students who have an “A” in a class and
have missed three (3) or less days of school in that semester will not have to take the semester
test in that class. Any student who chooses to take the semester test to improve his/her grade
may choose to still take the test. School activities are the ONLY absences that will not count
towards the absences for semester tests. If a student is excused from taking semester tests,
they are not expected to be in attendance on the semester test days. Parents and students
need to understand that the school is not responsible for the whereabouts and action of the
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student on those days. On semester test days students do not have to show up until their 1st
semester test is scheduled and may leave after their last but in a situation where a student has
a break between tests, they are not allowed to leave school grounds. In this situation a student
must report to the library until their next test.

Special considerations: Graduating Seniors will be given early exams. Every effort shall be
made to insure that extra-curricular activities do not conflict with the Semester test period.
Students will be required to remain in the classroom for the entire testing period. Students will
use their study period to study for tests.

STAFF BUILDING KEYS

Staff and faculty members who lose their keys will be held financially responsible for the
replacement of all door locks needing to be re-keyed, due to the loss of keys.  Staff members
and faculty members are not to loan out, or give their keys to students.

STUDENT ACCIDENTS

When a student has been involved in any accident, the teacher must file an accident
report with the office.  On this report, the teacher should give the events leading up to the
accident, who was in charge, the extent of injuries, witnesses, and the disposition of the
problem.  The teacher also needs to sign the accident report.

STUDENT ABSENTEEISM / SCHOOL EVENTS

When students will be leaving early because of a school event the
teacher/coach/sponsor will file with the office a list of those students.  The secretary will then
print in the daily bulletin a list of these students and the time they will be leaving.  Do not count
any of these students absent, since they are on a school-approved function.  The list should be
turned in to the office a minimum of two days prior to the day of the event or activity.

STUDENT CHECK OUT

Students who are transferring to another school district, or checking out at the end of the
year will be required to have each teacher sign their check out slip.  No report cards will be
given without check out being complete, and student records and transcripts will not be sent
until checkout is complete.
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STUDENT DISCIPLINE

Our students are expected, and compelled by the school laws of Montana, to comply
with the policies of the trustees and the rules of the school.  They are also required to pursue
the required courses of instruction, and submit to the authority of the teachers and
Superintendent while in school, or on the school premises, on the way to and from school, and
during recess.

The School Laws of Montana, as outlined in the Montana Code Annotated further
discuss the responsibilities and duties of students, and consequences for continued and willful
disobedience, open defiance of school personnel, and damage and destruction to school
property.

Discipline in the halls, in the cafeteria, on the school grounds, and any other place within
the jurisdiction of the school is the responsibility of all teachers.  If a student is misbehaving at
school functions, in the lavatory, cafeteria/concessions area, hallways, etc., teachers are
expected to take action.  Discipline is a cooperative affair.

Going to lockers, to the water fountains, the lavatories, etc.is not a viable excuse to
interrupt class.  You are encouraged to be firm, fair, consistent, and cordial in dealing with your
students, and in maintaining control of your classrooms. It is imperative that the teacher be in
his or her classroom at the beginning of the class period.  Preparation and organization go
hand in hand in maintaining effective discipline.

Students are not to be left alone in the classroom, and unsupervised. If an
emergency occurs, notify the office and someone will come and watch the class while you are
gone.  Students are not to be in the building unsupervised for any activity.  Do not, for example,
give students your keys to the weight room, and allow them
unsupervised access to that facility.  With the liability laws as they are, and the ever present
possibility of litigation, this is of vital importance. As a teacher, you don’t want to be named a
respondent in a lawsuit; as a teacher in the Moore School District, you have no right to
expose the school district to needless litigation.

A person who is employed or engaged in a school district may not inflict or cause
to be inflicted corporal punishment on a student.

STUDENT DISCIPLINARY ACTION

When you send students to the office, please inform the office why you sent
them! It is difficult to administer discipline or to discuss a problem with the student, until
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the teacher’s side of the story has been heard.  It is suggested that when and if you
have to send a student to the office, you ask a teacher in an adjoining room to watch
your class while you are in the office with the offending student. Junior High and High
school teachers are to complete the Behavior Report on Infinite Campus
Elementary teachers are to keep a classroom log of student infractions and disciplinary
action.

Detention will be served after school in the class of the teacher on lunchroom
duty. The teacher will be responsible to supervise the student.

Students who fail to appear for detention will be in violation of
insubordination/defiance of authority in accordance with the Student PRIDE Policy.

We need to gather and maintain data regarding student behavior as part of MBI/RTI
processes and for superintendent reports.

STUDENT ELIGIBILITY LIST

The faculty will be notified on Tuesday morning of each week, of any ineligible
students.

SUBSTITUTE TEACHERS

If you become ill and will not be able to report for work, notify the superintendent
as soon as possible. DO NOT ARRANGE FOR YOUR OWN SUBSTITUTE
TEACHER.

SUPPLIES

Elementary and high school supplies will be distributed from the office.  The office is the
main distribution center for all instructional supplies. The school’s secretary will assist you.

PLEASE . . . . Do not take any materials or items received at the office until they
have been properly checked in.  We have sometimes had teachers taking items before
they were checked against invoices and purchase orders. Occasionally, orders are not
shipped complete, or part of an order is backordered. If the package is taken before it’s
been checked in, we don’t always know if the order was properly shipped, or if it was
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even received.  UPS deliveries, mail, etc. will be sorted, checked in, and given to the
proper recipient as soon as possible.  Until that time, please leave them alone.

SMOKING
Our school is a smoke-free building.

SYLLABUS

A course syllabus is required for each course taught in grades 6-12, for each academic
year.  A copy is to be given to each student by the end of the first full week of the quarter, and a
copy turned in to the Superintendent’s office.  The syllabus should contain a careful outline,
listing the participation for the class.  You are encouraged to include participation requirements,
test and quiz information, and any major projects, reports, or research papers that will be
required each quarter.

TEACHER CERTIFICATES

It is your responsibility to file and register your teaching certificate with the
County Superintendent within 60 calendar days after the schools(s) of a district have
been open in the current school fiscal year and provide a copy of the registered
certificate to Moore School District. Failure to do so will result in withholding of
compensation until the teacher has registered his/her certificate.

TEACHERS’ HOURS

Teachers will be at school no later than 7:55 A.M., and will remain at school until 4:00
P.M., Monday through Thursday.  Teachers will be excused at 2:40 p.m. on Friday.
Conferences, school vacations, and teachers’ meetings may modify these times.

TELEPHONES

The telephones are for school business use. Any unauthorized long distance telephone
calls, or long distance calls for personal business will be the responsibility of the individual
making them, regardless of the reason.  Each teacher has been assigned a code number so
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that you may use the telephone for school related long distance calls. Do not leave your
classroom unattended during class times, to go to the office and place calls.

TEXTBOOKS

Each teacher will keep a list of the textbook and number assigned to each student in
his/her classes.  This list becomes important at the end of the semester or year when there are
lost or damaged books, and charges assessed for loss or damage.

TRANSFER STUDENTS FROM PRIVATE SCHOOLS,

PAROCHIAL SCHOOLS AND NON-ACCREDITED
SCHOOLS

Curriculum Access: Students who elect regular enrollment in home study schools, or
private and/or parochial schools shall not have part-time access to programs and
activities funded with district General Fund money.

Grade Placement: Elementary school students transferring from a home study school,
private, or parochial school shall be subject to an educational assessment to determine
appropriate grade and level placement.

Credit Transfer: Requests for transfer of credits from any parochial or private secondary
school, or any home study secondary school that is not accredited by the Montana
State Board of Public Education shall not be accepted.

TRAVEL EXPENSES

Only those people directly involved with the supervision of an activity are entitled to
reimbursements, if prior approval of the Superintendent has been obtained.

TRIP AUTHORIZATIONS

Prior to taking students on a school trip, the coach, advisor, or sponsor of a group will
meet with the Superintendent for approval.  Arrangements will be made for transportation,
meals (if necessary), and any lodging needed.  Any bill which exceeds the authorized subsidy
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for the trip will be the responsibility of the teacher, and the teacher will reimburse the school
immediately.

USE OF THE BUILDING

No students will be allowed in the building after 4:00 P.M., Monday through Thursday
and 2:00 p.m. on Friday, unless they are being supervised by an adult.  Please request that
unsupervised students leave the building.

All activities are to be scheduled through the school’s central office, and listed on
the office calendar.  This includes open houses, parent-teacher conferences, school
clubs and organizations, etc.

Any school owned equipment (audio-visual or otherwise), must be checked out
through the Superintendent or administrative assistant, if it is to leave the building.
Please remember the equipment owned by the school is intended for school and
instructional use, and not necessarily for non-school purposes.  The school has made
chairs, tables, and other pieces of equipment available in the past, but we need to know
what is being loaned, and who is to be responsible for it.

Community members using school property in the building MUST be supervised
at all time (Western States Insurance).

SCHOOL SECURITY

Employees of the Moore School District will keep designated doors locked during
the school day. ALL visitors to Moore Public Schools MUST check in at the main office
(Western State Insurance).  Any employee who willfully fails to comply with this directive
will be reprimanded.

Teachers are to close all windows, shades, and lock doors before leaving the
building at the end of the school day or on the weekend. All lights, computers and other
unnecessary electrical devices must be turned off. No flammable candles are to be
used in the school building unless it is for instructional purposes and under the direct
supervision of a teacher.

Double check that the main door you are exiting out of is locked.
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EARLY RELEASE FOR WEATHER, ETC.

To be counted for a school day, we should be in session until 1:30 p.m.   Therefore, we
will make every effort to stay until that time, or the day must be made up.

When weather or another problem dictates an early school release, bus drivers
will be notified and the routes will be run, if possible. If not, parents will have to come
and pick up their children.

Parents will be notified by the Superintendent, secretary or designated person
will use the Superintendent’s office for calling parents. (374-2490) * Denise Chrest

Students will stay in classrooms until dismissal is announced.  Those students
whose parents can’t be contacted must stay in school until arrangements are made for
them.

Teachers will stay in school and monitor the students until all under their
responsibility have vacated the premises.  Only after buses leave are they excused from
their duties and free to leave.  *DO NOT excuse kids to call parents- It is being done by
office and just ties up the phone.

In cases where the custodian is required, (flooding, no water, etc.)  He will be
called immediately to come in early.

KMON @ 761-7600 and KXLO @ 535-3341 or 823-5956 will be notified of early
release and asked to put it on the radio.

Moore School District

PERSONNEL
5460
Page 1 of 2

Electronic Resources and Social Networking

The Moore School District recognizes that an effective public education system
develops students who are globally aware, civically engaged, and capable of managing
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their lives and careers.  The District also believes that students need to be proficient
users of information, media, and technology to succeed in a digital world.

Public school employees are held to a high standard of behavior. The Montana
Department of Education Professional Educators of Montana Code of Ethics requires
District staff to maintain a professional relationship with each student, both in and
outside the classroom. The District encourages all staff to read and become familiar with
the Code of Ethics.

Therefore, the Moore School District will use electronic resources as a powerful and
compelling means for students to learn core subjects and applied skills in relevant and
rigorous ways.  It is the District’s goal to provide students with rich and ample
opportunities to use technology for important purposes in schools just as individuals in
workplaces and other real-life settings.  The District’s technology will enable educators
and students to communicate, learn, share, collaborate and create, to think and solve
problems, to manage their work and to take ownership of their lives.

The School Board discourages district staff from socializing with students on social
networking websites (during school or out-of-school). Staff are reminded that the same
relationship, exchange, interaction, information, or behavior that would be unacceptable
in a non-technological medium, is unacceptable when done through the use of
technology. In fact, due to the vastly increased potential audience digital dissemination
presents, extra caution must be exercised by staff to ensure they don’t cross the line of
acceptability.

Specifically, the following forms of technology based interactivity or connectivity are
expressly permitted or forbidden:1

What in other mediums of expression could remain private opinions, when expressed by
staff on a social networking website, have the potential to be disseminated far beyond
the speaker’s desire or intention, and could undermine the public perception of fitness of
the individual to educate students, and thus undermine teaching effectiveness.  In this
way, the effect of the expression and publication of such opinions could potentially lead
to disciplinary action being taken against the staff member, up to and including
termination or nonrenewal of the contract of employment.

Accessing social networking websites for individual use during school hours is
prohibited, unless asked to do so by administration. Except in an emergency situation,
staff shall not access social networking sites using district equipment or personal
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equipment, including during breaks or preparation periods. All school district employees
who participate in social networking websites, shall not post any school district data,
documents, photographs, logos, or other district owned or created information on any
website.  Further, the posting of any private or confidential school district material on
such websites is strictly prohibited.

The Board directs the Superintendent or his/her designee to create strong electronic
educational systems that support innovative teaching and learning, to provide
appropriate staff development opportunities and to develop procedures to support this
policy.

Note: 1 What is and is not acceptable staff/student interaction on social networking sites
is an education community decision, and will vary from district to district. As a general
rule, the greater the degree of real-life connections and interactivity between staff and
students that occur in the community, the greater the tolerance will be for virtual
connections and interactivity. Use the following list to help guide discussions with staff to
determine which should be included in the policy and with what
modifications/stipulations. It is as important to include in the policy what is permitted as
what is not permitted. The discussions may elicit additional bullets to include in the
policy.
• Emailing students other than through and to school controlled and monitored
accounts;
• Soliciting students as friends or contacts on social networking sites;
• Accepting the solicitation of students as friends or contacts on social networking
sites;
• Creation of administratively approved and sanctioned  “groups” on social
networking sites that permit the broadcast of information without granting students
access to staff member’s personal information;
• Sharing with students access information to personal websites or other media
through which the staff member would share personal information and occurrences.

Cross Reference: 5015 Bullying/Harassment/Intimidation
5223 Personal Conduct
5255 Disciplinary Action
Professional Educators of Montana Code of Ethics

Policy History:
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Reviewed on: 6/8/2015
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