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To: CCMS 2LCentury Community Learning Center Staff

Welcome to our team of professional educators in Giemberland County
Middle School 2tCentury Community learning Center. We are happy you will be
working with us in our program this year.

The purpose of this handbook is to help you become familiar with the
requirements and procedures used on our schexadl program. This information

will help you in performing your duties. We want your experience with the CCMS
215'CCLC to be a rewarding one for you and our students.

Please feel free to talk to the 2CCLC Site Coordinator about any problems you
may encounter while performing your duties in our program.

Please let us know if we can help in any way during this school year.
Sincerely,

Cumberland County Middle School
215t Century CLC Site Director / Coordinator
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CCMS Expectations

Attendance:

1 Be at work; if at all possible.

1 Beontime.

f Let the 2F CenturyCoordinatorknow ahead of time, or as soon as possible when you
will not be at school.

Dress:

1 Dress neat and clean

1 Keep tattoos covered

1 Dressprofessionallywhen meeting with parents

o Men will
A Wear a knit / dress shirt
A Will wear dress pants or khakis, but not jeans
o Women Will
A Wear dresses that do not reveal knew
A NOT: have a low neckline, show midriff or have backless apparel

1 NOTE: Staff with special duties may have exceptions.

1 Employees of the Cumberland County Board of Education should dress appropriately &
professionally at all times. Name badges must be worn when school is in session.
Teachers should wear jeans only when it is an occasion issued by their direct supervisor.
Mey Qa RNBK&a aK2dzZ R FRKSNB (G2 (GKS F2ftt2¢Ay3
L2f2 aKANI&Z RNB&aa 2N Ol adzr f RNBaa akKz2Sao
guidelines: dress pants, skirts, capri pants, etc. must be knee length or longeseblo
polo shirts, or button up tops, and dress shoes, casual dress shoes or sandals. All district
staff should avoid shorts, jogging pants, tee shirts, and flip flops. Leggings, yoga pants
and other form fitting bottoms must be worn with an appropriate toyeeting the
fingertip rule. All district staff should cover tattoos and remove excessive visible body
piercings.

Supervision:
1 NEVER leave a groupstfidentsor even one student unattended.
1 For 2F Century activitiestudentsmust be supervised leavingé building, and who

they leave with.
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DRUG FREE ENVIRONMENT
To assure that every individual has the opportunity to work or learn in an alcohol andrdeug
environment, the Cumberland County Board of Education recognizes the importance of a clear
and welldefined policy concerning this issue.

The use of alcohol and other illegal drugs and the misuse of prescription drugs are

absolutely unacceptable within our school learning environment by any individual.
Substance abuse can bring about untold dissto everyone involved through poor or
impaired job performance, absenteeism, accidents, increased health care costs, etc.
District employees shall not manufacture, distribute, dispense, be under the influence
of, purchase, possess, use, or attempt taghase or obtain, in the workplace or in the
performance of duties, alcohol or any narcotic drug, hallucinogenic drug, amphetamine,
barbiturate, marijuana or any other controlled substance as defined by federal
regulation, or any prescription medicatiorighe employee has not been prescribed

such medication by a physician. Because school employees serve as role models to
students and are entrusted with the safety and care of minors, drug use away from the
workplace is deemed by the School District to pasibstantial risk to the safety of
students, and drug testing which reveals-dtfty drug use will be used to identify
employees whose drug use is likely to pose a risk to students.

Standards for Conduct
Employees on duty or in attendance at systapproved or schoatelated functions shall
conduct themselves in a professional manner consistent with the following provisions:
y2G 0SS dzyRSNJ Fyé@ RSANBS 2F AYyG2EAOFGA2Y TFNEP
alcohol;
y20 LJ2aas abevetahdRghtaihersWRilE éniduty@n school property or in
attendance at systemapproved or school related functions;
y2i dzaS lye AfftS3arf RNMzA +d yeg GAYSET SAGKS
y20 dzaS 2NJ G 1S LINB & ONindniled & jheirpiddizibiag | 6 2 S G K

physician;
y2i dz8S LINBEONROSR RNHZA& F2NJ LIz2N1R2&aSa 20KSN
y20 RAALISYyaS &adzOK RNMXzZa SEOSLII Fa LINPJARSR

allowed by law.

Random Testing

All employees shall be subject to random drug testing in accordance with policies 03.23251,
03.13251 and related procedures.

All applicants being considered for employment shall be required to submit to a urinalysis test

for detection of illegal use of dgs, as part of the required posftfer, preemployment
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physical. Applicants will be given a copy of this policy in advance of thefiestpre-
employment physical.

USE OF CELL PHONES

Undoubtedly our world changes around us and we do as well. Celleghuave become a part

of our everyday lives. Certainly Cumberland County School District recognizes the benefits of
staff members having cell phones available for emergency communication should the need
arise. However, we also recognize that student timeifistruction is extremely limited and
GKSNBE INB y2 aFNBS¢ 2N aNRBff 23S NEpersohafadli Sa T2 N.
phone calls need to be made before school, during scheduled breaks, at lunch or after school.
Please keep your cell pimes on vibrate or silent and let others know that you cannot take
personal calls during workAlso, staff should refrain from texting, posting on social media, or
other electronic communication during the school day. Thank you for being professional and
making decisions that is best for our students.

REPORT OF HARASSMENT &/OR DISCRIMINATION

The Cumberland County School District takes all reports of harassment/discrimination seriously.
If you feel you have been harassed or discriminated against, yaldshomplete the following

form and return it to school or central office officials. (03.162 AP.2)

See Harassment /Discrimination policy and form page 2=l of this handbook

TECHNOLOGY ACCEPTABLE USE POLICY

The Cumberland County School District recagmthe need to provide guidance in the use of
electronic media and equipment. The district has developed an Acceptable Use Policy for
employees that includes appropriate use and legal responsibilities related to the use of the
district technology resource®istrict technology resources are provided for educational use
only! It is the responsibility of each person in a supervisory role to ensure compliance with the
Acceptable Use Policy by those staff members in their areas. A signed signature form flom eac
employee must be obtained before that person is given full access to the district computer
network (including Internet access and email privileges). Copies of the district Acceptable Use
Policy may be obtained upon request or printed from the districbgite ¢
http://www.cland.k12.ky.us/administrativeDepartment2.aspx?aid=20
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Cumberland County Middle School 21 Century community learning
Center Peer Tutor Training

Policy Handout 1

While working for the CCMs 21* Century Community learning Center you must abide by the
following rules and guidelines:

1. While working you must attend to 21% CCLC responsibilities and activities first and
foremost:

a. No doing personal homework.

b. No chatting with or texting friends. (If you need to call or receive a call from a
parent please inform adult supervisor.)

c. Your focus is to be on helping middle school students, and your supervising adult

i. For example: if you are asked to help with a craft project you are to help
the middle school students complete their craft, and then clean up
afterwards. If there are materials and time available you are welcome to
create your own craft after all middle school students have completed
their projects.

d. When helping in a class it is also your responsibility to assist the adult(s) in
cleaning up after the class. If your schedule does not permit you to stay after the
prescribed time for the class please inform your adult supervisor so other
helpers may be brought in to assist in the clean up process.

2. You must follow the directions of your supervising adult at all times:
a. Ifyou are assigned to help in a particular duty that is where you are expected to
be helping. If there is a problem with this assignment please inform your
supervising adult, and adjustments will be made as necessary.

3. Failure to help where you are assigned could result in either written reprimand to be
discussed with the peer tutor and / or immediate dismissal of the peer tutor.

4. There is to be no fraternizing what so ever with the middle school students:
a. Do not pay any special attention to a middle school student that could possibly
be construed as inappropriate behavior.
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b. There are to be no romantic relationships with any middle school student.

c. Thereis to be no “flirting” or any other behavior that could be considered
inappropriate with any other workers or middle school students.

d. Any violation of this policy or complaints of suggested inappropriate behavior
will be dealt with swiftly in the immediate dismissal of the peer tutor.

5. Peer tutors are not to be left as sole supervisor of middle school students at any time:

a. Asa peer tutor your responsibility is to help your supervising adult, and not to
supervise middle school students.

b. You may be asked to escort a student to another part of the building to wait on
them outside the restroom, make a telephone call, retrieve materials from their
locker or ather location, to the front lobby of the building to be checked out.

c. If, at any time you are asked to supervise a group of students please bring it to
the attention of your supervising adult that you are not permitted to do so.

6. Failure to comply with any of these Cumberland County Middle school 21 Century
Community learning Center policies could result in :
a.  Written reprimand to be discussed between supervisor and peer tutor,
i. After three (3) written reprimands peer tutor will be dismissed from
work, and his/her services will no longer be required.

b. Immediate dismissal of the peer tutors if the infraction is severe enough to merit
such drastic measures.

Each student shall be given a copy of this policy handout to keep for their reference, and will be
asked to sign a copy to be kept on file by the 21% CCLC Site Coordinator. By signing this
document you acknowledge that you have received a copy of this document to keep, and that
you agree to the policy terms listed within this policy document.

Signed Date
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Cumberland County Middle School
215 Century Community Learning Center

Peer Tutoring Staff Responsibilities

1. Be arole model fostudentswho come tour program.

a.
. Have a positive attitude about your job astlidents

b
C.
d.
e
f.

Conductyourself professionally during your employment.

Be on time.
Work at what you are asked to do, when you are asked to do it.

. Dress neatly and come well groomed.

Leave personal issues and problems else@h@/hen you are here you are here
for the students completely.

2. Be a good employee.

a.

b.
C.
d.

e
f.
g.
h. Be encouraging tetudentsand others.

Report to work every day you are scheduled to do so. Things happen, but you
R2y QG KIF@S | Fild GANB SOSNE 4SS o

If you aresickcall your coordinator and get a sub if pidde.

Keep program rooms, and facilities clean, pick up after each class.

Be creative, think outside the box. If you have an idea for a new way for us to do
something, share it with the coordinator.

. Turn paperwork (timesheets, etc.) in on time.

If you ae assisting a teacher, find ways to be useful.
Show interest in thestudents

3. Timesheets

a.
b.

C.

d.

Every staff member will be given their time sheets.

It is important you maintain an accurate record of your time aténe of each
shift.

Time sheets should be turned in to Site Director / Coordinator on the last day of
each month.

Make certain you have signed your time sheet in pen before turning it in.

4. Emergency Preparedness

a.

Tornado, fire, earthquake, and lockdowinlls will be conducted throughout the year.
Each classroom has specific assigned places to be or to exit depending on the drill.
Please make sure to familiarize yourself with the procedures and emergency maps so
that you are able to protect and guide yostudents. A copy of the maps must be
prominently displayed in each classroom.

5. Dismissal Procedures

a.

b.

At the end of class you will escort students to the Site Director / Coordinator, or if
unavailable the supervisor in charge.
Students must always be witnessed leaving the building, and asked who is picking them

up.
Students leaving before that time need to have a parent come in and sign them out.
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Professional Ethics
A friendly, cheerful, and cooperative attitude toward both teilding personnel and
pupils will start the day off well, aneénd to keep it running smoothly. Your attitude will
by in large determine how you areceivedby the students
Plan to spend the entire time working with and for tsieidents and keep aktudentsin
the room you are assigned to under supervision t all tinNespersonal work should be
done during program time.
Maintain a professional attitude toward your work. This is not a place to hang out with
friends or check in on Facebook. This jsta
You are responsible for equipment materials and occasionally students assigned to your
care. (Should a student be injured or cause a disruption while you are walking them out
to be picked up you are responsible for telling your supervisor as soposagble.)
Do not tell someone to come visit you while you are on duty. If you have a personal
phone call to make tell the supervisor and step outside the room for a moment. If you
are informed you have an emergency and must leave inform the supervisorebgiu
leave.

Discipline and Student Welfare
Principals, site coordinator and instructors are responsible for maintaining order within
the classroom and school building during'Zlentury activities.
No corporal punishment or other severe punishmerll e administeredto a student
at any time.
The site coordinatoshouldbe contacted immediately in case of any behavior problem.
Students are not excused to leave the school building under any circumstances without
permission from the site coordinator.
Notes or any communication witmarentsshould not be senhometo parents without
prior approval from the site coordinator.
Accidents involving yourself, other staff or students must be reported to the site
coordinator immediately. Send a reliable studen another available teacher if there is
an injury. Do not leave an injured student alone.
Stay with your assigned students at all times. If you have an emergency always contact
the site coordinator and have other supervision before leaving the buildNity/ER
leave students unattended.
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CCMS ZLCentury Community Learningter
Policy Handout #1

Safety

. In the evant of a medical emergency with yourself, another staff member,
or a student call 911 immediately while sending someone to inform the site
coordinator and/or principal. A supervisor will then contact parents.

. In the eventof tornadowatch or warning pleassee theprintout in the sign
in book forprocedures

. In the event of fire please see evacuation printout in signin book.

. No student is allowed to leave thmiildingwithout first being checked out.
{0dzRSy a Ydzad 0SSttt adlFTF gK2 (GKS&QNB
witness them leaving with this person.

. Only one student at a time is allowed to leave the room for restroom, drink,
locker or any other reason.

Each CCMS 2Century staff membewill be given a copy of this policy handout,
and will be asked to sign a copy to be kept on file by tHeCantury Coordinator.

By signing this document you acknowledge that you have received a copy of this
document, and that you agree to follow the lmy terms listed within.

Date
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Volunteering

Volunteer Training (mandatory)

To comply with the HB 136, policy and procedures, Cumberland County Schools requires all
volunteers to be trained prior to helping in the classroom.

The training is available via internet and through training sessions that are held during new
student orientation in July/August, and as needed througlit the year for new families. When
your criminal record check has beenpved your name will be submitted to the Cumberland
County Board of Edoation for approval.

While volunteering, the following is required:

= =4 4 -4 8 4 -5 _9 -9 -2

= =

= =

Always follow the instructions given by the teacher.

Never contradict or try to correct the teacher in front of the students.

Never interrupt the teacher while he/she is instructing the class.

Always have positive, interested, and friendly attitude with students.

Learn the students name as quickly as you can.

Always be calm and never get frustrated with the students.

Always avoid calling across a room or in the halls.

Never discuss students with any@other than their teacher.

52y Qi O2YLI NB adGdzZRSydaQ ¢2NJ @

L¥ &2dz FNB dzylofS G2 lyagSN I aGdzRSyiQa
the appropriate answer.

Never try to rush a student during any activity. This tends to frustrate them.

If your childis a student in the classroom in which you are volunteering,
treat all students the same and do not give special treatment of your child.

LF¥ @2dz FNB @2t dzyiSSNAYy3I Ay @&2dz2NJ OKAf RQa

hindrance to the learning of other students, you will be assigned to another volunteer

position.

lj dz

52 y20 SyYyGuSN) @2dz2NJ OKAf RQa Of FaaNR2Y dzyf Saa

A teacher cannot conduct class when someone is popping in and out to talk
to a student in the classroom.

If a child misbehaves, firmly and calmly request the student to report to the
teacher or principal or make the teacher aware of the situation.

Laugh with the student, but make sure you never laugh at them.

Offer praise to students frequently. Always use positives, not negatives,
when speaking.

Make sure you know all emergency rules and exits. Check with your teacher as to the disaster
plans.If you are the only adult present during an accident, immediately contact the principal or
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the proper authority. Try to handle the accident calmly, try to handle the situation unless you
are not qualified. Remain by the student until the proper authorityves.

Respectful Behavior

Volunteers are expected to exhibit behavior that is respectful and assumes equality toward
members of the same and opposite sex, and all ethnic/racial and religious groups. Volunteers
shall not make any comments that can lmnstrued as racist, sexist, or bigoted. Volunteers

shall respect cultural differences and attempt to broaden their knowledge and understanding of
human relations.

Volunteers shall avoid promoting any commercial products, religious doctrines or beliefs, as
well as any political candidates (this includes political buttons) or parties.

Discipline

lff2¢ GKS G4SIFOKSNBR (2 RAAOALIAYS OKAtRNBYy® LT
job to deal with them. As a volunteer, it is helpful to be specific about rules and expectations

with students. Keep limits and boundaries in place. Gbestly and calmly work with students

taking a neutral stance, restating rules and expectations and offering reasonable choices.

School rules

Due to the sitebased decision making process (SBDM), there are different rules and policies in

place at eachfoour schools. You are expected to know and follow the policies and procedures

G SIOK AYRAQGARdzZ t &a0K22fd _2dz NB | faz2z SELISO
drills and emergency situations that might arise.

Volunteers are encouraged and exped to have a schedule for when they volunteer. They

need a clear understanding of responsibilities and task. Volunteers who are assisting the

teacher in the classroom are expected to stick to a regimented schedule. Those who cannot

help in a way neededna useful may be asked to stop going to the classroom during

instructional time.

Volunteer Dismissal

Every possible effort will be made to retain volunteers, however, the following list below will
show just cause for immediate dismissal:

Breaking of dwool policies.

Mistreating of student (s).

Inappropriate language and/or behavior.

Breaking code of confidentiality.

Any other deemed necessary by Principal or Superintendent.

Conviction of a crime while a volunteer.

= =4 4 -4 A8 -

Remember, volunteering is a pilege. Please do not abuse this privilege.
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Parking
Be sure to park in designated visitor parking. Never leave your car, even for a minute, in the

loading zone or bus area.

We do appreciate you and the work you will be providing to students, teachedsschools. By
working together, we continue to remembegtudents Are Our FIRST Priority.

Supervision
Volunteers always work under the direct supervision of the professional administrative and

teaching staff at each school and only with those teachers who have requested services of the
volunteer. Cumberland County Schools are responsible for the educatitety and wellbeing

of each student. For this reason, you can understand why the teacher, principal or volunteer
coordinator may request the reassignment of a volunteer whose actions are not in the best
interest of the school or students.

Background Céck

The state has approved legislation requiring school districts to have volurdestgslete

Background Check forms if they are working with students. All volunteers are required to
complete a Background Check information form and pay $10.00 (cashiers check or money order
for the background check to the board of education.

Sign In & Sin Out

All volunteers must sign in and out at the main office. As a safety measure, it allows the school

to know who is or who has been in the building. (Our insurance requires the school to know

who is in the building at all times.) Signing in also h#ipsschool to find you if there is an
SYSNBESyOeod [laldfes aradayayd aAyé |yR az2dzié Syl
necessary for the school/district report card and many grant applications.

Also, when signing in, please wear your voluldeo R3S 2NJ I GAaAd2NDa Gl :
you visit. This will help everyone, including students, to get to know you more quickly and
allows the school to know that you have a reason to be there.

Volunteer Role

A volunteer provides support not onlg the students, but also to the teacher, the nature of

which is based on the discretion of the teacher for whom you are volunteering. As a parent, you
have a unique perspective and ability to understand students. However, as a volunteer, you
must act inthat capacity first and foremost.

Volunteers must not lend money to students, and shall not indulge the children with gifts, food,
or presents.

Professionalism

Although the job is voluntary, the commitment is professional. Besides maintaining ardattitu
of mutual respect and confidence, you should become familiar with school and classroom
policies and practices. Working with the teaching staffjueresflexibilityand a willingness to
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F2f{t 206 RANBOUGAZ2yad tfSIasS oF 12yl IMPKSHNZR  IdD/AIES)
their daily plan.
(Please note: Arrive early for field trips and siblings are not allowed onrfjdyl t

Dependability
Students, teachers and staff members rely on the services performed by volunteers. If you are

unable to volunteer on your scheduled day, please make every effort to find a substitute. If you
cannot find a substitute, notify the teacher or staff member witB4 hours of your scheduled
shift. Room parents may be helpful in identifying substitutes.

Volunteer Guiding Principles

While participating as volunteer, you must understand the necessity fo-EIOENTIALITY. Any
conversations or observations encountered while in school setting are not to be discussed with
anyone other than the principal or your supervisor.

All volunteeramust complete a new volunteer application each school year.

Always contact the school ahead of time to inform them when you will be absent from
volunteering.

Always sign in and out upon arrival and departure from school on the volunteer book.
Always pit on a volunteer name tag upon arrival at school.

Call staff either by Ms.; Mr.; or Mrs. Use their last name, never their first name unless the
teachers request the students to call them by their first name (example: Ms. Polly).

Different jobs will beavailable and we will do our best to match you to the type jobs you would
like. If you do not like your job assignment please see your teacher or school coordinator for a
ySg 220 LI I OSYSyilod 52yQi 2dzadG ljdAaded 2SS OFy | f

Due to liability, we cannot allow neachool aged children to be on campus while you are
volunteering in classrooms, office or any other school ground area.

Confidentiality
+2fdzyGSSNE Ydzald LINRPGSOUG GKS (St OKSdedbeing YR a i dz
G2 62N] Ay | a0OKz22f aSliGAy3a:r akKS 06S02YSa LINR
patterns, academic ability, emotional maturity, relationships with others, etc. In some cases,
information of this nature is imparted so that the volunteemncwork more effectively with the
child. In other cases, it is simply acquired in the course of frequent contact in the school.
In addition, volunteers are in a position to learn more about staff members than would
normally be learned from their public exge. One also forms personal opinions about the
professional competency of individual teachers and staff.
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Never share knowledge and/or opinions about the professional competency of individual

teachers and staff in the community or with anyone who hasagitimate need to know.

Never make comments harmful to the reputation of any pupil, professional or other volunteer.

If parents and friends ask about your work, tell them you enjoy working with the children and

discuss the activities you do rather thapecific information about the child, the teacher, or the

school. If problems develop, the line of communication regarding a situation in the school is

always first with the staff member concerned and then, if necessary, with the principal.

To make surehat students, staff and families feel comfortable, we all need to respect each
20KSNRA LINAGEFOed +2fdzyiSSNAR Ydzald 06S SALISOALI T §
confidentiality can be hurtful to children, their families and the staff. It can latssa the good

reputation our volunteer parents have earned over the years. To help, here are some sample

issues that can arise.

G2l ayQi Al OdziS 6KSYy W2KYy & & ¢ b2 YIGGSN K2
event may be, it is not okay to peat stories about students. What hggens in the classroom

stays in the classroom.

When parents ask you questions . . . Many parents are tempted to ask you about how their

children behave at school. This is especially likely if you are friends outbiolel slt is not okay

G2 Liddzi @2fdzyiSSNB Ay (GKA&a 616 NR LRaAGA2Yyd 5
encourage them to talk to the class teacher.

When you see or overhear something . . . As a volunteer, you might see or hear things from
staff or students which they would not want to have repeated outside the school. What
happens in the classroom (or the hall, or the gym) stays at school. If yowcbagerns about
something you see or hear, please talk to the class teacher or Principal if appropriate.

When students tell you about their family, pet, vacation, etc. . . .

As students become comfortable working with you, they might decide to share-funy

personal. You need to keep this information private, even if you know the child and their family
outside of school.

When you have a concern . . . If a student tells you something that causes you concern, tell the
classroom teacher. If you obsergsemething that troubles you, tell the classroom teacher. The
teacher is in the best position to deal with the issue appropriately.

Approach- Be professional and be positive!

-Strive to give each child the best you can and know that other CumberlantyC8chool

volunteers do the same when working with your child.

-Respect each child as an individual.

-Respect your cavorkers and all school employees.

LF 2NJAYy3I Ay @2dz2N) OKAftRQa OflaaNRB2YI GNB y2i
them uncomfortable.
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What is Confidentiality?

Volunteers should not take the liberty to read documents or browse through folders left in
the office, on any desk, or in any filing cabinets.

Volunteers are NOT allowed to view any student records including; student profile
reports, text score results, report cards, attendance reports, or any document intended to
be included in that student’s records.

Only a student’s parents are allowed to see their records until the student reaches the age
of 18.

Unless you are the parent of the student and have authorization for the documents the
situation refers to, volunteers should never pick up and remove any document or papers
thrown away or anything that looks like garbage unless you have permission from the
teacher or administrator. (Example: Students may wad up and throw down papers they
don’t want someone else to see such as worksheets with bad grades, detention slips,
misconduct reports, homework assignments, notes, etc.). Under no circumstance shall
these be taken from the school and shown to anyone. If you find any document on the
school grounds that you feel needs attention, please give that document to a school
administrator, teacher, or other school staff,

When assisting teachers and other staff with students, any conversation, any paper
handled, and all students’ work, cannot be discussed with anyone other than that teacher,
supervisor, principal, or other school staff,

Sometimes events happen such as accidents, fights, or other disruptions at a school and
it is very important to let the staff handle any of these situations. Do not discuss these
events with anyone other than the teacher or principal.

What you say or do reflects upon your supervisor and school admiristration. If you
repeat any part of any conversation or information about something you have seen, it
could be misinterpreted by others.

Again, what you see or hear must stay confidential.

What is confidentiality? ' -

Confidentiality means protecting all personally identifiable data, information and records
collected, used, or kept by the school district about a student. Confidentiality

requirements also apply to any event, conversation, or records that you might see or
overhear someone discussing,

Cumberland County Schools Yol Handbook -
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What is personally identifiable data or information?

Personally identifiable information includes:
» Child or family names and address.
» Child’s social security or student numnber.
» Descriptions that would make it easy to identify any child.
» Anything else that would make it easy to identify a child.

What is a school record?

A school record, which is sometimes called an “educational record” or a “permanent
record,” is anything that the district collects, uses, or keeps about a child. This includes
grades health information, attendance reports, work papers, school photos, test results,
etc. Data or information may be handwritten, drawn, or typed. It may also be a
photograph, be on audio or videotdpe, or on computer disk.

What you SEE and/or HEAR in a school, classroom, hallway, bathroom, cafeteria, or at
any site or activity in which the school participates, should be considered confidential and
only discussed or repeated to your supervisor, teacher, or principal. Even if you know a
parent of one of the students you work with, do not discuss those activities with that
parents.

Gossiping is NOT permitted. Confidential information should only be discussed with the
supervisor, teacher, principals, or other school staff that have need to know.

If you overhear a conversation between students, staff, or administrators, do not repeat
them to others. There are times that conversations, not intended for anyone other than
those involved in the conversation, could be overheard. If you are concerned about what
you have overheard, talk to the supervisor, teacher or principal. If you ever find yourself
in a situation of overhearing conversations that do not concern you, get up and walk
away, shut a door that should have been closed, or make a noise to make you presence
known. Do not put or allow you to be in controversial situations.

“What is Confidentiality” is taken from Kemtucky Coaliion of School Volumteer Organkation’s School Volumteer's
Confidentiality Handbook

I am still determined to be cheerful and happy, in whatever situation 1
may be; for I have also learned from experience that the greater part of
our happiness or misery depends upon our dispositions, and not upon
our circumstances.

Martha Washington

Cumberland County Schools Vol Handbook -
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Confidentiality & Educational Records of Students with
Disabilities

General Information

What laws apply to records of students with disabilities?

Two federal laws, th€amily Education Rights and Privacy Act (FERPW thelndividuals with Disabilities Education Act
(IDEA, as amended, as well as thentucky Family Education Rights and Privacy &mply to educational records of student
with disabilities.

Are all schools required to comply with the laws and regulations?
Yes. Any school that receives federal or state education funds must comply with all privacy acts.
Must school districts have written policies and procedures?

Yes. Under both state and federal requirements, districts are required to establish and implenitésn policies and
procedures.

What is confidentiality?
Confidentially means protecting all personally identifiable data, information, and records collecte«

used, or kept by the school district about a student. Confidentially requirements also apply to
discussions about a student and the student's record.

What is personally identifiable data or information?
Personally identifiable information includes:

child or family names and address,

student social security or student number,

descriptions that would make easy to identify the student, and
anything else that would make it easy to identify the student.

=A =4 -4 =4

What is an educational record?

An educational record, which is sometimes called a "school record" or "permanent record", is
anything that the district collects, uses, or maintains relating to individual students. Théudes
grades, health information, attendance reports, work papers, school photos, test results, work pa
school photos, test results, etc. Data or informationay be handwritten, drawn, or typed. It may als
be a photograph, on audio or video tape, or on computer disk.

Does all the information in an educational record have to be kept in one place?

No, but school staff must be able to tell parents the locatiohall information about their child.
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How does the school district make sure a student's record is kept private?

Each school district has someone responsible for student record confidentiality. Also, school staff who collect, uséaior
school recods receive training in confidentially, including making sure that parents see only information about their chil

ACCESS TO STUDENT RECORDS
Who may look at a student's school records?

Only parents and certain others have the right to look at or obtaiopy ©f a student's record without parental consent. Thi
others include:

9 School staff listed on the district's current list of persons allowed access to student information, including stuc
teachers, classroom aides, and teacher assistants;

Staff from US and state department of education on official business; and

Another school district's staff when the student transfers.

f
f

Do guardians, divorced or separated parents, foster parents, and surrogate parents have the right to review and inspe
student's record?

Both parents have the legal right to see their child's record unless the school has been told a parent is not allowedbec
some legal action such as a divorce decree. Guardians and persons appointed to act as surrogate pahevs tidle same
rights. If a child with a disability is under foster care, the foster parents have the right to review and inspect theexirolsl
of the child.

May a student review and inspect his or her own record?

A student is eligible to obtain aess to his or her own records upon reaching the 18th birthday. The school district notifie
parents at least one year before the student's 18th birthday that the rights they have as a parent will transfer to tl&inct
the child's 18th birthday, unleghe school district receives evidence that a court order or legal document proves the par
the child's guardian or representative in educational matters.

May employees of special education cooperatives providing services to students with disahditeeaccess to student reco
information without prior parental consent?

Yes. Personnel employed or under contract to an educational cooperative who are working directly with students are
considered authorized school personnel and may obtain acce$eteetords of the students with whom they work.

May an individual (e. g., occupational, physical, or speech therapist) or employees of an agency with whom the district
contracts obtain access to student record information without parental consent?

Yes. Rafessionals or employees of agencies under contract to the district who work with a student may obtain access t
as school employees.

What kinds of information may be reviewed or inspected by parents?

Parents may see the following kinds of informatihat a school district might keep:

personal and family information;

testing information;

medical, psychological, and anecdotal reports;
achievement and progress reports;

records of conferences with a student or parent;

= =4 =4 -4 -9
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9 copies of correspondence abotlite student; and
9 other information that is helpful to the school in working with the student.

Is there any information the school does not have to disclose to parents? The school does not have to disclose:

9 teacher or counselor personal notes;
9 school security police records, or
9 personnel records of school employees.

Are test protocols considered part of a student record?

Test protocols include standardized test scoring forms; student answers, drawings, and verbal responses noted by the
examine; and an examiner's written observations of student behavior. When a protocol individually identifies the stude
is accessible to school staff or third parties, then it is considered part of the record.

Does a staff member have to accompany a pavelmo is inspecting a student's record?

No. School staff accompany a parent only if the parent requests someone to explain or interpret information in the stuc
record.

Must a school give the parent original records?
A parent is entitled only to a comf the student record.
What fees may a school charge for providing copies of student records to parents?

Schools may charge a reasonable fee, such as ten cents per page. However, a district may not charge a fee if chargin
would prevent the parentrbm exercising the right to inspect and review the record. The fee may not include the cost of
locating and filing a record.

Does the school district have to keep a list of who accesses a student's school record?

Yes. Each district keeps a record of asaeith each student's which includes the name of the party accessing the record,
date the information was disclosed, and why the person was allowed to look at the record.

ACCESS OF THIRD PARTIES
What "directory” information may a school release torthparties without prior parental consent?

A district may release the following information without prior consent: student name, address, telephone number, date
place of birth, major field of study, dates of attendance, class, participation in dffimalognized activities and sports,
degrees, honors, and awards, and pdsgh school plans. However, before the district releases this types of information i
must give public notice that it releases these types of information and it must inform patexitthey have the right to
request that this information not be released without prior consent. This may be included in the district's annual pubdic
about confidentially.

May a school board's attorney have access to student records?

Yes, if the bard's attorney is acting as an authorized agent of the district in connection with the enforcement of federal
state education laws (e.g., in relation to legal proceedings such as a due process hearing).

May a district release student record informatito the Department of Social Services (DSS) in cases of suspected child
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Yes. School personnel are required to report cases of suspected abuse to DSS and to disclose any information releva
investigation of suspected abuse or neglect.

Whatshould school personnel do when student records are subpoenaed?

School personnel must make a reasonable effort to notify the parent before complying with a lawfully issued subpoenz
order.

RELEASE OF RECORDS
What happens when a record is sentanother place?

When information is sent to others, the school district must list the people and agencies who receive the informatioh ai
why the record is needed to help with the education of the student.

AMENDING THE STUDENT RECORD
May a parent chage a student's educational record?

When a parent believes that information in the child's record is inaccurate or misleading, the parent may ask the schubc
to change the record. The school district then has fourteen days to decide what to dw#fydthe parent of its decision.

What can the parent do if the district decides not to change the record?

The parent may request a record amendment hearing. If a parent requests such a hearing on the child's record, the Itli:
hold one. The heanp is conducted by someone who does not have an interest in the outcome of the hearing. A decisio
given in writing no later than 14 days after the hearing.

If the decision is that the district does not have to change the record, then the parent éaigkit to put a statement in the
record telling why s/he thinks the information is not right. This statement is kept as long as the disagreed upon partfis |
that part of the record is shown or sent to anyone, the statement is also included.

DESTROTION OF STUDENT RECORDS
What happens when the school district no longer needs a student's record?

The district notifies the parent when the student's record is no longer needed to provide educational services. Thendigt
choose to destroy the recds at this time, if they are no longer needed for administrative purposes. The parent may hav
copy of the child's record before it is destroyed. However, the district may keep basic information about the studentaas
it is needed. This informationcludes student's name, address, telephone number, attendance record, classes attendec
level completed, and year completed.

Also, after a student's record is longer needed to provide educational services to the student and if the parent régeiest:
school will destroy the student's record. But, the district must remind the parent that this information may be needddna
social security benefits or other reasons.

For additional information about student educational records, see your distpolicies and procedures for implementing the Family Educ
Rights and Privacy Act. (Buckley Amendment), the Individuals with Disabilities Education Act confidentially requiremiéAR, 17040, and
KRS 160.76990 (Kentucky Family Education Rigirs Privacy Act).
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Cumberland County Middle School
215t Century Community learning Center

Confidentiality Agreement

1 lunderstand that Confidentiality in schools is federal and state law, and will follow all
confidentiality requirements set forth in FERPA, IDEA tla@&entucky Family
Education Rights and Privacy Act

1 I affirm that : | shall respect the privacy offalilies and students and hold in all
confidence all information obtained and garnered while working at the Cumberland
County Middle School 24Century Community learning Center. Therefore, | will not
disclose information concerning families, studentgdeers and staff except: 1) as
mandated by law, or (2) to prevent clear and immediate danger to person or persons.

1 I shall possess a professional attitude, which upholds confidentiality towards families,
students, colleagues, and any sensitive situationmformation arising within the
school.

1 1, upon the termination of employment with the Cumberland County Middle Schaébl 21
Century Community Learning Center, either voluntarily leaving for personal reasons or
being fired, shall maintain confidentiality

1 lunderstand that failure to comply with the Confidentiality agreement could result in
the immediate termination of my employment form the CCMS 2CLC.

l, , have been made aware of the issues
regarding frict confidentiality relative to information available to me in executing my duties.

All information obtained or given shall be strictly for the purposes of executing my

responsibilities for the CCMS2Century Community Learning Center, and such inédirom

shall be kept confidential. This applies to all information obtained through the program
surrounding personnel and student matters and records. Ndfillment of my responsibilities,

as stated above, will result in immediate disciplinary action ¢péaken, possibly concluding in

the termination of my employments.

Employee Signature Date

Supervisor Signature Date
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Harassment/Discrimination

DEFINITION

Harassment/Discrimination of employees is unlawful behavior based on the race, color, national
origin, age, religion, sex, genetic information or disability of an employee involving intimidation
by threats of or actual physical violence; the creation, batgver means, of a climate of hostility

or intimidation, or the use of language, conduct, or symbols in such manner as to be commonly
understood to convey hatred, or prejudice.

PROHIBITION

Harassment/Discrimination is prohibiteat all times on school pperty and off school grounds

during schookponsored activities. This prohibition also applies to visitors to the school who may
come into contact with employees and students. (Acts of harassment/discrimination based on sex
may be committed by persons bétsame or the opposite sex.)

District staff shall provide for a prompt and equitable resolution of complaints concerning
harassment/discrimination.

DISCIPLINARXCTION

Employees who engage in harassment/discrimination of another employee or a studeimé on t
basis of any of the areas mentioned abafeall be subject to disciplinary action including, but
not limited to, termination of employment.

PROHIBITED CONDUCT

Depending on the circumstances and facts of the situation, and within the definition of
harasment/discrimination contained in this policy, examples of conduct and/or actions that could
be considered a violation of this policy include, but are not limited to:

1. Any nicknames, slurs, stories, jokes, written materials or pictures that are lewd, wulgar,
profane and relate to any of the protected categories listed in the definition of
harassment/discrimination contained in this policy;

Unwanted touching, sexual advances, requests for sexual favors, and spreading sexual rumors;
Instances involving sexugiolence;

4. Causing an employee to believe that he or she must submit to unwelcome sexual conduct in
order to maintain employment or that a personnel decision will be based on whether or not the
employee submits to unwelcome sexual conduct;

5. Implied or ovet threats of physical violence or acts of aggression or assault based on any of
the protected categories;

6. Seeking to involve individuals with disabilities in antisocial, dangerous or criminal activity
where they, because of disability, are unable to cehmrd fully or consent to the activity;
and

7. Destroying or damaging an individual's property based on any of the protected categories.
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PERSONNEL 03.162AP.2
Harassment/DiscriminatiorReportingForm

This form provides the opportunity for an employee to repeaolation(s) of Board Policy 03.162 or 03.262 and to
secure an equitable and prompt resolution. This procedure shall be implemented in compliance with Board policy
and shall be used to document all complaints, whether addressed informally or formally.

9YLX 28SSQa blYS YUYYYULUYYYULYYUULYUYYLUY YUYy Y
Last Name First Name Middle Initial
9YLX 28S55Qa ! RRNBaa Yyyuuyyueyuuewpyueyyuyyy
City State Zip Code
9YLX 28SSQa 1 2YS _t K2y S b dbagti®eBhone #
Work Site

CONFIDENTIALITY

Information regarding an investigation of alleged harassment/discrimination shall be kept confidential to the extent
possible. Individualgwolved in the investigation shall not discuss information regarding the complaint outside of
the investigation process.

HARASSMEND ISCRIMINATIOROMPLAINKUSE ADDITIONAL SHEETSECESSARY
Date(s)/approximate time of the alleged incident(s):
Place alleged incident(s) occurred:
What type of harassment or discrimination was involved in the alleged incident?

A sexual A racial A on the basis of national origin A on the kasis of disability
A other type of harassment/discrimination? If other, specify:

Name of person you believe is guilty of harassment or discrimination:
Position:
If the alleged behavior was directed toward another person, name that person:

Describe the alleged incident as clearly as possible, including such information as verbal statements (i.e.
slurs, threats, other verbal or physical abuse or prohibited retg)esvhat physical contact, if any was
involved, what force, if any was used

List any witnesses to these events:
PLEASE ATTACH ANY IBKFS OR OTHER TABIE EVIDEN((]EE., NOTE}S

WHAT RESULTS ARE BEEKING BY FILINGSTFORIZ

| agree that all information reported here is complete, accurate and true to the best of my knowledge and affirm that |
honestly believe that the person named harassed or disated against me or another person.

Signature of Employee Date

Received by Date
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Cumberland County Middle School Emergency Plan
LOCKDOWN

The emergency crisis plan for CCMS consists of plans for emergencies that might occur
both inside and outside the building. If an emergency arises outside the building, Mr.
Murphy, Ms. Sherry or Ms. Charla will immediately indicate over the intercom:
“Teachers, please clear the halls and lock your doors. We have an
emergency situation outside the building.” Mr. Murphy, Ms. Sherry or Ms.
Charla will then contact police and inform them of the emergency. Ms. Charla will call
the lunchroom and inform lunchroom personnel of the situation. NOTE: In case we

need to evacuate the building, follow the same evacuation procedure as in a fire drill.
Directions will be given based on the situation outside.

RELEVANT TO ANY LOCKDOWN:

Teachers should identify: MISSING STUDENTS
ABSENT STUDENTS

EXTRA STUDENTS

by sending e-mails to Dorothy Smith, Glen Murphy. Sherry Riddle and Margaret Riddle
AND slipping a list under the door. If students are in the cafeteria during the lockdown,
teachers are to take roll using the rosters in the lunchroom, and then slip a list under the
door. If there are no teachers in the lunchroom, lunchroom personnel will take roll and
place a list under the door. ALSO, if a teacher has students other than those in his/her
own class, contact the classroom teacher of the extra student, either by phone or email,
and let the teacher know where the missing student is.

If there is an emergency INSIDE the building, the following will take place: (1) an
announcement will be made, saying, “Teachers, please clear the halls and lock
your doors.” (2) If an announcement cannot be made, then a red card
will be placed in the window of the office door and/or copy room which
will tell everyone we have an emergency situation and they should begin
to call the person on their list to inform them of the situation. (3)
Ringing of the bell at times other than regularly scheduled rings will
also signal an emergency situation.

1. Secretary, principal or assistant principal will call the police and describe
the situation.

2. All students will be ushered into the nearest classroom.

3. All classroom doors should be closed and locked.
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CCMS ZLCentury
Staff Corrective Action Procedures

If any 22! Century Community Learning Center Employee is observed performing their duty in a
non-professional manner, in any way mot fulfilling employment obligations, or nit upholding

the regulations, rules and laws of eith€CMS Z1Century after school program, Cumberland
County Middle School, Cumberland County Board of Education, Kentucky Department of
Education, Federal Department of Education the following corrective actions will be taken:

1. Firstoffence Employee wilhave a incidentmeeting with the CMS 21CCLC site
coordinator, as a result of which an incident report will be written describing the
infraction and the meeting. Employee signature will be required on the final draft of this
document.

2. Secondffence Employee wilhave an incident meetingith CCMS Z2LCCLC
coordinatoranda member of the school administratidio discuss the issue and best
course of actionAn incident report will be written describing the infraction and the
meeting. Employe signature will be required on the final draft of this document.

3. ThirdOffense Employee will have an incident meeting with report written concerning
the incident and proceedings. Upon the third meeting the employee will be dismissed
from employment of the CCMS 2CCLEmployee signature will be required on the
final drat of this document.

** Major infractions will result in employee being referred directly to Cumberland County
middle School Principal for possible immediate dismissal from position and other legal actions if
necessary.
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Cumberland County Midle School
215 Century Community Learning Center

Staff Evaluation Form

Employee Name: Job Title:
Evaluator Name: job Title:
Date ofEvaluation:

Observation Notes:

Applies to all:
1. Ensures safety of all students in all activities.

2. Performs all assigned duties according to policies, rules, regulations, and Site
Coordinator instructions.

3. Provides positive reinforcement to motivate students both academically and
behaviorally.

4. Consistently confronts any undesirable student behavior following established discipline
procedures when a student becomes disruptive.

5. Timely notification is given when sick or for a nay other reason cannot perform job
duties on days employee is suppogedvork.

6. Attends 23 CCLC meetings as requested.

Applies to after school teachers / instructors only:
7. Maintains work area
8. Maintains necessary classroom environment conducive to successfully completing
planned activity.
9. Assures all materials are awadile and ready for activities.
10.Turns in necessary paperwork in a timely manner.

11.

12.
Meets Does not meet* 7.
1. 8.
2. 9.
3. 10.
4, 11.
5. 12.
6.

Flye NIdAy3a Ay GKS a52Sa b2id aSSié¢ 0O02fdzyy NBJ
Corrective ActiorPlan
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Employee: | agree with this summative evaluation
| disagree with this summative evaluation

Employee Signature Date

Evaluator Signature Date

Employee Comments:

Evaluator Comments:
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Cumberland County21st Century
Panther Learning Center
Participant Behavior Contract

1 AllCumberland County Middle School and District rulesapply to the
afterschool programs.

1 Al participantsand theirparentsare expected to know the rulesand
follow them.

1 Participantsmust be respectful to the staff and other participants. Saff
must also be respectful of students.

1 Sudentsmust bring homework every day to the 21° century program,
orbe prepared to work on A+ quietly, asnot to disturb otherswho are
working.

1 Sudentsare not allowed to leave schoolgroundsand then return for
an activity.

1 The schedule forthe Panther Learning Center program isfrom 2:45 -
5:00pm, Monday through Thursday. There willbe no after school
programs on days there is no school, ( Sr

1 There willbe no fighting, wrestling or bullying. Participantsshould
alwayskeep theirhandsto themselves.

1 No student who hasnot turned in a signed permission form willbe able

to participate in the program.

The use of foul language / profanity isnot acceptable.

Participantsare responsble forall of theirbelongings. Please keep up

with your materials. Do not leave belongingsorbooksin the classsoom,

the room may be locked when you come back later.

1 Ifthere isa discipline problem, the 21° century staff member will fill out
a discipline referral, and a note willbe sent home to the parents. A
second offense willresult in a 3 day suspension from the program. A 3
offense will result in removal from the program forthe remainder of the
schoolyear. Any participantswho are given a discipline referral will
have to see Mr. Murphy to remedy the situation, if the problem is
severe or persistent Mr. Murphy will determine if further action is
required.

1 Mostimportant, work hard and HAVE FUN!!!

| have read and understand the rulesforthe Cumberland County 21% century

afterschool program. lagree to follow these rules. l also understand that if |

break these rules, Imay be subject to disciplinary action. By signing the
registration form the parent and student agree to abide by these rules, and
abide by thiscontract.

= =
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Cumberland County Middle School 21st Century

Student Disciplinary Action

StudentName:
Date:
Location

Description:

Time:

Disciplinary Action Taken:

Teacher

Date

Student

Date

Parent

Date

Cumberland County Middle School
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21st Century Community Learning Center
Discipline Notification
Date:

Dear Parent,
| am sorry to inform you that is not acting in
an appropriate manner during our afteschool program. Our policy follows:

Disciplinary Action for CCMS 21CCLC
CCMS 2% CCLC is an enrichment program for students who want to come,
be involved, and behave in a correct manner. If a student misbehaves and requires
disciplinary action, the following will happen.

_____1. Disruptive behavior
a. Parents will be notified by letter that the child is misbehaving, and may be
called to pick up te child.
b. 2nd offense wil/l result in student
Programs for (4) days.
c. After return, a subsequent event will cause the child to lose the privilege of
attending KID6S Club Programs.
__ 2. Fighting
a. Parents ofboth parties will be called by the Site Coordinator to pick up the
child
b. The fight will be investigated and a report sent to parents
c. If it was minor, it will be treated as a #1 disruptive behavior
d. If it was more severe, one, or both of the partiesay be excluded from the
program.

Note:

| hope that your child will conform to our policy immediately. If not he/she will be given
another letter stting the amount of time he/she is to be excluded from the program.

Sincerely,

Tammy Wright
CCMS 23t CCLC Coordinator
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Cumberland County Middle School

21% Century Community Learning Center

Position: Student Worker, 21st Century Community Learning Center

Reports To: Site Coordinator, 21s Century Community Learning Center
SUMMARY: Provides opportunities for children’s growth, focusing on student
academic achievement, individual and family enrichment opportunities.
ESSENTIAL DUTIES AND RESPONSIBILITIES: Other duties may be assigned.

* Reinforces learning skills as assigned by the teacher and Site Coordinator with groups
of students or a single student

* Assists in tutoring students, either in a group or individually

* Assists Site Coordinator, teacher and instructional assistant in planned daily activities
* Assists Site Coordinator in preparation of materials

* Strives to maintain rapport with students

* Assists in enforcing and upholding school regulations

* Assists and suggests learning activities that can enhance learning

* Keeps working area neat and orderly

* Keeps a close working relationship with Site Coordinator, teacher, and other
instructional assistants

* Gives Site Coordinator feedback from tutoring/activity sessions

* Maintains availability for periodic meetings with state and district program
coordinators

* Performs other duties and assumes other responsibilities as assigned by the Site
Coordinator

SUPERVISORY RESPONSIBILITIES: Supervises students.

QUALIFICATION REQUIREMENTS: To perform this job successfully, an

individual must be able to perform each essential duty satisfactorily. The requirements
listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

EDUCATION and/or EXPERIENCES: Enrolled in High school at the time of

employment or have a high school diploma or GED and enrolled in a post-secondary
educational institution.

LANGUAGE SKILLS: Ability to read and comprehend simple instructions, short
correspondence, and memos. Ability to write simple correspondence. Ability to
effectively present information in one-on-one and small group situations to customers,
clients, and other employees of the organization.

MATHEMATICAL SKILLS: Ability to add, subtract, multiply, and divide in all units

of measure, using whole numbers, common fractions, and decimals. Ability to compute
rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY: Ability to apply common sense understanding to carry out
detailed but uninvolved written or oral instructions. Ability to deal with problems
involving a few concrete variables in standardized situations.
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OTHER SKILLS and ABILITIES: Ability to develop effective working relationships

with students, staff and the school community. Ability to communicate clearly and
concisely, both orally and in writing. Ability to perform duties with awa reness of all
district requirements and Board of Education policies.

PHYSICAL DEMANDS: The physical demands described here are representative of

those that must be met by an employee to successfully perform the essential functions of
this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and talk
or hear. The employee is occasionally required to stand, walk, climb or balance, and
stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 50
pounds. The employee must be able to push items of 50 pounds such as pushing children
on a bike or moving/rearranging furniture. Specific vision abilities required by this job
include close vision, distance vision, and peripheral vision.

WORK ENVIRONMENT: The work environment characteristics described here are
representative of those an employee encounters while performing the essential functions
of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

The noise level in the work environment is usually loud at a standard acceptable level for
this environment. The employee is continuously responsible for the safety, well-being
and work output of students.

The information contained in this job description is for compliance with the American
with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this

position. Additional duties are performed by the individuals currently holding this
position and additional duties may be assigned.
filename: Student Waorker, 21stCentury Community Learning Center
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Cumberland County Middle School
215t CenturyCommunitylearning Center

PAY SCALE LEVLES FOR
AFTER SCHOOL RESOURCE SYBHNRICHMENT INSTRUCTORS

Level one $7.25/hour Peer Worker
Any individual hired to help in the after school program that is enrolled in high school at the
time services are provided.

Level two: $7.75/hour Community / Classified Staff

Any individial hired to help in the after school program that has completed high school, or
earned a GED, has completed a background check, and is providing instruction in a specific field
requiring a level of expertise. The level would also require significant papa time to

instruct the class.

Level three: $14.00/hour Certified Teacher

Any individual hired to helping the after school program in any way that has a college degree or
technical training degree in thareathey will be instructing, and has completed a background
check.¢ Requiressignificant preparatiortime to instruct the class.
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Cumberland County Middle School
215t Century Learning Center

Daily After School Schedule

2:45¢ 3:00 Snack in Cafeteria

3:00¢ 4:00 Tutoring or other Academic Offeripgation varies)
4:00¢ 5:00 Enrichment Activitgocations vary)

5:00 Student Pick Up
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Cumberland County Middle School

21° Century Community Learning Center

Employment Contract

Date:

enters into agreement with the
Cumberland County Middle SchooFZZentury Community Learning Gento teach

Contractual services will be for the entire year, but on an as needed basis. If not a school employee, this
contract will be void if the employee does not leawolunteer training, or comply with any program,
school or district rules.

| agree to provide the above service, and possibly more as | am scheduled throughout the school year,
for the rate of pay at $ per hour.

Should school be cled for inclement weather there will be no 2Century and as the employee |
understand | will not get paid for snow or emergency days off.

| agree to follow the school and board policies including those on harassment / discrimination and
confidentialitywhere it is required. | also agree to follow all program rules, and to meet all
requirements.

Employee Signature Date

215t CCLC Site Director/Coordinator Date
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Form W-4 (2015)

Purpase. Complets Form 'W-d 50 tha your employs
can withheld the corract fed noome tax from you
P2y Consider comgleting a new Farm W-d sach year

and when your persanal or financial situation changes,

Examption from withholding. If you are exampt,
completz anly lines 1, 2, 3, ¢, zrd 7 zng sign tne farm
to validate it Your examption far 2015 expiras
February 16, 2016. See Pub. 503, Tax Wit holding
ang Estimated Tax :

. other persan can cizim ¥OU as 2 dependznt
Is or her tzx retumn, ¥ou cannot clzim exemption
rom withholding if yeur income exczscs 31,050 and
Includas more than S350 of unearned incore {for
exarmple, interast and dividends)

Exceptions. An employee may be asie to clzim
exemption from withhoiding evan i the empicyseis a
dependent, if the emplayee:

* Is age 65 or older,

+ Is bfing, or
Al

'aim adjustments to ‘ncome; tax cradits; or
d deductions, on his er her tax raturn,

The exzentions as nat apoly to supplemental wagss
grezter than $1,000,000,
Basic instructions, If you are rot exempt, cemplete
the Personal Allowances Workshest balow. The
worksheets on page 2 further acjust your
witthalding allowances basad on itemizad
deductions, certzin credits, adjustments to income,
or two-eamers/multiole joes situations.

Comqiete all workshests that apply. Howeaver, you
may claim fewer (cr zero) allowances. For regular
wages, withnalding must be based on alle: 3nces
you claimed and may naot te z flat amount or
percentage of wages
Head of househoid. Generally, you can claim head
of Nous=hold flling status en yeur tax retum only if
¥ou are unmarried and pay more than 50% of the
costs seping Up 2 home for yourself and your
dependant(s) or athar quelitying individuals, See
Pub. 501, Exemptions, Standard Deduction, znd
Filing Information, for infarmation.

Tax credits, You can take projscted tax credits into zccount
in figuring your ailowzble sumber of withhoiding sllowances,
Credits for child or dependent cars expenses 2nd the chid
tzx eradit may be claimed using the Personal Allowances
Worksneet below, Sse Pub. 505 for information on
convarting your sther crecits into witthelding allewarces.

Nonwage income. i you have a large amoun: of
nonwage ncome, such as interest or dividends,
corsider mexing estimated tax payments using
1040-ES, Estimatad Tax for Individuals. Qtherwise, you
may owe zdditional tax. If you have pansion or Znnuity
income, sse Pub. 505 to find out if you should adjust
yeur withholding on Form W-4 or W-4P,

Two earners or multiple jebs. If you have 2
warking spouse or more than one joo, figurs the
total aumber of ailowances you ara entitled to claim
on &l jobs using workshssts fram anly one Form
W-£. Your withhalding usually will be most 2ccurste
when all allowarces are claimed on the Form W-4
for the highest paying job and zzrg allowances ars
claimed on the oiners. See Pus. 505 for detalls,

Nonresident alien, If you are a nenrasident alien,
see Notice 1392, Supplemental Form W-4
Instructions for Nonresident Aliens, befora
completing this form.

Check your withholding. After your Form W-4 takss
effect, use Pub. 505 to ses how the amount you ars
having withheld compares to your projected total tax
for 2015, See Pub. 508, especially if your eamings
exceed $130,000 (Singie) cr $180,000 {Married),
Futura developments. Informaticn about any futurs
developments affecting Farm W-d (such zs legistation
enactzd aiter we release it) will be postad at WUWLIrs.govlved

Personal Allowances Worksheet (Keep for your records.)

A Enter “1" for yourself if no one else can claim you as a dependent . e e e A
* You are single and have only ane job; or
B Enter"1"if * You are married, have only ene job, and your spouse does not work; or ... B
* Your wages from a2 second job or your spouse's wages (or the total of both) are $1,500 or less.
c Enter “1" for your spouse. But, you may choose o enter “-0-" if you are married and have either a weorking spouse or more
than one job. (Entering “-0-" may help you avoid having too little tax withheld) . . . . . . . . . . . . c
D Enter rumber of dependents (other than your spouse or yourself) you will claim on your tax return . . ., . . . D
E  Enter "1"if you will fle as head of household on your tax return (see conditions under Head of household zbove) . . E
F Enter “1" if you have at least $2,000 of child or dependent care expenses for which you pian to claim a credit . F
(Note. Do not inciuda child support paymants. See Pub. 503, Child and Depencant Care Expenses, for details.)
G Child Tax Credit (incly ing additional child tax credit). See Pub. 972, Child Tax Credit, for more information.
* Ifyour total income will be less than $65,000 (8100,000 if married), enter “2* for each sligibie child; then less 1" if you
have twa to four eligible children or less *2" jf you have five or more eligible childran.
G

* I your total income will be betwesn $65,000 and $84,000 ($100,000 and $119,000 if married), enter “1” for each eligible child , .
H  Add lines A through G and entsr total here. (Nota, This may be different from the number of sxemptions you claim on your tex return.) > H

* If you plan to itemize or claim acjustments to income and want to reduce your withholding, see the Daductions

and Adjustments Worksheet on page 2. )
* If you are single and have more than one job or are married and you and your spouse both work and the combinzd
earnings from all jobs exceed $50,000 {$20,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2 to

For accuracy,
complete all

worksheets
that apply. avoid having too littie tax withheld.
* (f neither of the above situations appliss, stop here and enter the number from line H on line 5 of Form W-4 bslow.
------------------------- “-w-==-=- Separate here and give Form W-4 to your employer. Keep the top part for Your records. -------seemeeenseeeneee s

Employee's Withholding Allowance Certificate

OMB No. 1545-0074
B Whether you are entitled to claim a certain number of allowances or exemation from withhelding is 2@ 1 5
subject to review by the IRS. Your employer may be required to send a copy of this farm to the IRS.
2 Your social security humber

Form W"4

Department of the Treasury
Interna! Revenue Service
1 Your first name and middle initial

Last name

30 Single [0 wmarriea O Married, but withhold at higher Single rate,
Note. If married, but legally separated, or spouse is a nonresident alien, check the “Single" box.

Home address (number and strest or rural routs)

4 If your last name differs from that shown on your social security card,
check hare. You must call 1-800-772-1213 for a replacement card, » [ ]

15

6

City or town, state, and ZIP code

5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2)
Additional amount, if any, you want withheld from each paycheck . . . . o
7 Iclaim exemption from withhalding for 2015, and I certify that | meet both of the following conditions for exemption.
* Last year | had aright to a refund of all federal income tax withheld because | had no tax liability, and
¢ This year | expect a refund of all federal income tax withheld because | expect to have no tax liability.
If you meet both conditions, writa “Exempt'here. . . . . . . . . . . ., > ’ 7 F
Under penalties of perjury, | declare that | have examined this certificate and, to the best of my knowladgs and belief, it is true, comrect, and complete.

Employee’s signature
(This form is not valid unless you sign it.) »
8 Employer's name and address (Empioyer: Complete lines 8 and 10 only if sending to the IRS.)

Date »
10 Employer identification number (EIN)

9 Qffice code {optional)

- ]
For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 10220Q Form W-4 (2015)
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Form W-4 (2014)

Page 2

Deductions and Adjustments Worksheet

Note

. Use this worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.

form to carmy out the Internal Revenue laws of the United States. Intemal Revenue Code
sections 3402(f)(2) and 6109 and their regulations require you to provide this information; your
employer uses it to determine your federal income tax withholding. Failure to provide a
properfy completed form will result in your being treated as singie person who claims no
withholding allowances; providing fraudulent information may subject you to penaities. Routine
uses of this information include giving it to the Department of Justice for civil and criminal

litigation;
for use in
for use in
countries

laws, or to federal law enf

to cities, states, the District of Columbia, and U.S. commonwealths and possessions

administering their tax laws; and to the Department of Health and Human Services

the National Directory of New Hires. We may also disclose this information to other

under a tax treaty, to federal and state agencies to enforce federal nontax criminal
and ir ies to combat terrorism.

retumn.

See the instructions for your income tax return.

1 Enter an estimate of your 2014 itemized deductions. These include qualifying home mortgage interest, charitable contributions, state
and local taxes, medical expenses in excess of 10% (7.5% if either you or your spouse was born before January 2, 1950) of your
income, and miscellaneous deductions. For 2014, you may have to reduce your itemized deductions if your income is over $305,050
and you are married filing jointly or are a qualifying widow(er); $279,650 if you are head of household; $254,200 if you are single and not
head of household or a qualifying widow(er); or $152,525 if you are married filing separately. See Pub. 505 for details Lo 1
$12,400 if married filing jointly or qualifying widow(er)
2 Enter: | $9,100if head of household 2 8
$6,200 if single or married filing separately
3  Subtract line 2 from line 1. If zero or less, enter “-0-" G e e e e, 3 §
4  Enter an estimate of your 2014 adjustments to income and any additional standard deduction (see Pub. 505) 4 §
5 Add lines 3 and 4 and enter the total. (Include any amount for credits from the Converting Credits to
Withholding Allowances for 2014 Form W-4 worksheet in Pub. 505.) . Co 5 $
6  Enter an estimate of your 2014 nonwage income (such as dividends or interest) $
7  Subtract line 6 from line 5. If zero or less, enter “-0-" e e e 7 %
8  Divide the amount on line 7 by $3,950 and enter the result here. Drop any fraction 8
9  Enter the number from the Personal Allowances Worksheet, line H, pagel . . . . . . . . . 9
10  Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet,
also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1 10
Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)
Note. Use this worksheet only if the instructions under line H on page 1 direct you here,
1 Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet) 1
2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if
you are married filing jointly and wages from the highest paying job are $65,000 or less, do not enter more
than “3” 2
3 Ifline 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter
“-0-") and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . e 3
Note. If line 1 is less than line 2, enter “-0-" on Form W-4, line 5, page 1. Complete lines 4 through 9 below to
figure the additional withholding amount necessary to avoid a year-end tax bill.
4  Enter the number from line 2 of this worksheet . . . . . . . . . . 4
§  Enterthe number from line 1 of this worksheet . . . . . . . . . . 5
6  Subtract line 5 from line 4 . Coe e e e e, 6
7 Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here 7 8
8  Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed 8 §
9  Divide line 8 by the number of pay periods remaining in 2014. For example, divide by 25 if you are paid every two
weeks and you complete this form on a date in January when there are 25 pay periods remaining in 2014. Enter
the result here and on Form W-4, line B, page 1. This is the additional amount to be withheld from each paycheck 9 §
Table 1 Table 2
Married Filing Jointly All Others Married Filing Jointly All Others
If wages from LOWEST | Enter on If wages from LOWEST | Enter on If wages from HIGHEST | Enter on If wages from HIGHEST | Enteron
paying job are— line 2 above | paying job are— line 2 above J paying job are— line 7 above | paying job are— line 7 above
$0 - $6,000 0 $0 - $6,000 0 $0 - $74,000 $590 $0 - $37,000 $500
6,001 - 13,000 1 6,001 - 16,000 1 74,001 - 130,000 990 37,001 - 80,000 990
13,001 - 24,000 2 16,001 - 25,000 2 130,001 - 200,000 1,110 80,001 - 175,000 1,110
24,001 - 26,000 3 25,001 - 34,000 3 200,001 - 355,000 1,300 175,001 - 385,000 1,300
26,001 - 33,000 4 34,001 - 43,000 4 355,001 - 400,000 1,380 385,001 and over 1,560
33,001 - 43,000 5 43,001 - 70,000 5 400,001 and over 1,560
43,001 - 49,000 6 70,001 - 85,000 6
49,001 - 60,000 7 85,001 - 110,000 7
60,001 - 75,000 8 110,001 - 125,000 8
75,001 - 80,000 9 125,001 - 140,000 9
80,001 - 100,000 10 140,001 and over 10
100,001 - 115,000 1
115,001 - 130,000 12
130,001 - 140,000 13
140,001 - 150,000 14
150,001 and over 15
Privacy Act and Paperwark Reduction Act Notice. We ask for the information on this

You are not required to provide the information requested on a form that is subject to the
Paperwork Reduction Act unless the form displays a valid OMB control number. Books or
records relating to a form or its instructions must be retainéd long as their contents may
become material in the administration of any Intemal Revenue law. Generally, tax retums and
retum information are confidential, as required by Code section 6103.

The average time and expenses required to complete and file this form will vary depending
on individual circumstances. For estimated averages, see the instructions for your income tax

If you have suggestions for making this form simpler, we would be happy to hear from you.
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Revenue Form K-4
42A804 (1 1-13)

Print Full Name

Print Home Address

KENTUCKY DEPARTMENT OF REVENUE Payroll N
EMPLOYEE'S wiT IOLDING EXEMPTION CERTIFICATE ayroll No.

} Social Security No,
——— ——

—_—

HOW TO cLAIM YOUR WITHHOLDING

EXEMPTIONS
EMPLOYEE: L. I SINGLE, and you claim an exemption, enter “1." if you do not, enter “g",
. . 2. 1If MARRIED, one exemption each for You and spouse if ngt claimed on anoth
Failure to fite ::m,“‘c,.B with (a) If you claim both of these exemplions, enter “2"
youremployer will resul {b) If you claim one of these exemptions, enter «1 . —_—
withholding tax deductions (e} if you claim naither of these exemptions, enter "o
frem your wages at the |3, Exemptions for age and blindness applicable anly to you and YOur spouse but not to dependents!
maximum rate. (@) If you or your

5. National

Keep this ce
Your records,

ficate

Date __

———

enter "4"; it hath wily be 65 or g
(b} If you or YOur spouse are
N both of
EMPLOYER: 4. If you claim exemptions for

7. Add the aumber of exem
8. >n_n::c:w_<<:_:._c_n=:m_

Tcertify that the number of .a:::i&.é

iuard exemplion (see instruction 1) .,
6. Exemplions for Excess ltemized Deducti

Shouse will be 65 years of age or older at the end of the year, and you claim this exe
Ider, and You claim both of these exemptions, enter “g«

- and you claim this exemption, enter “q4”
nplions, enter *g~

one or moro n_a_un:n_ozﬂm. ante|

o

ons (Form IC-dA)

pions which you have ciaimed abave and enter the tota

Per pay period under agreement with employer. See instruction 1
—_—

exemptions claimed on this cert

Signed_ o
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Information needed on Student Workers:

Name:

SS#: |

Address:

Phone #:

Start Date:

Date of Birth:

Marital Status:

Also complete the attached tax form.
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21" Century Community Learning Center
Cumberiand County Middle School
PEER TUTOR APPLICATION

Name: Grade:
Address:

Cell Phone: Home Phone:

Mother’s Name: Mother’s Phone:

Father’'s Name: Father’s Phone:

Siblings: Grade:

Siblings: Grade:

Days available to work 3:00 - 5:00: Please circle all that apply
Monday Tuesday Wednesday Thursday

What subjects would you be interested in helping with: (math, science language orts, social studies)

Please circle the grades you make in each subject:

Math A B C D F
Science A B C D F
Language Arts A B CDF
Social Studies A B C D F

Have you had any discipline problems at school or home? If 50, please explain:

Explain why you want to be a 21% Century Peer Tutor / Assistant and why you should be chosen as a role model and
leader for CCMS students:

Student Signature: Date:

Parent Signature: Date:

Parent Comments (Optional):

Please return to CCMS 21 Century office. For more information please contact Mrs. Tammy Wright ot 864-5818
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