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To:  CCMS 21st Century Community Learning Center Staff 

 

Welcome to our team of professional educators in the Cumberland County 

Middle School 21st Century 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 school and program. This information 

will help you in performing your duties. We want your experience with the CCMS 

21st CCLC to be a rewarding one for you and our students.  

Please feel free to talk to the 21st CCLC 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  

21st Century CLC Site Director / Coordinator 
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CCMS Expectations 

Attendance: 

¶ Be at work; if at all possible. 

¶ Be on time. 

¶ Let the 21st Century Coordinator know ahead of time, or as soon as possible when you 

will not be at school. 

Dress: 

¶ Dress neat and clean 

¶ Keep tattoos covered 

¶ Dress professionally when meeting with parents 

o Men will   

Á Wear a knit / dress shirt 

Á Will wear dress pants or khakis, but not jeans  

o Women Will 

Á Wear dresses that do not reveal knew 

Á NOT: have a low neckline, show midriff or have backless apparel 

¶ NOTE: Staff with special duties may have exceptions.  

¶ 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. 

MeƴΩǎ ŘǊŜǎǎ ǎƘƻǳƭŘ ŀŘƘŜǊŜ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƎǳƛŘŜƭƛƴŜǎΥ ƪƘŀƪƛ ƻǊ ŘǊŜǎǎ ǇŀƴǘǎΣ ŘǊŜǎǎ ƻǊ 

Ǉƻƭƻ ǎƘƛǊǘǎΣ ŘǊŜǎǎ ƻǊ Ŏŀǎǳŀƭ ŘǊŜǎǎ ǎƘƻŜǎΦ ²ƻƳŜƴΩǎ ŘǊŜǎǎ ǎƘƻǳƭŘ ŀŘƘŜǊŜ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ 

guidelines: dress pants, skirts, capri pants, etc. must be knee length or longer, blouses 

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 top meeting the 

fingertip rule. All district staff should cover tattoos and remove excessive visible body 

piercings. 

Supervision: 

¶ NEVER leave a group of students or even one student unattended. 

¶ For 21st Century activities students must be supervised leaving the building, and who 

they leave with.  

 

 
 
 



5 | P a g e 
 

DRUG FREE ENVIRONMENT  
To assure that every individual has the opportunity to work or learn in an alcohol and drug-free 
environment, the Cumberland County Board of Education recognizes the importance of a clear 
and well-defined 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 distress to 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 to purchase 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 medications if the 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 pose a substantial risk to the safety of 

students, and drug testing which reveals off-duty 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 system-approved or school-related functions shall 
conduct themselves in a professional manner consistent with the following provisions:  
 ƴƻǘ ōŜ ǳƴŘŜǊ ŀƴȅ ŘŜƎǊŜŜ ƻŦ ƛƴǘƻȄƛŎŀǘƛƻƴ ŦǊƻƳ ŀƴȅ ŘǊǳƎ ƻǊ ŀƭŎƻƘƻƭ ƻǊ ŜȄǳŘŜ ŀƴ ƻŘƻǊ ŦǊƻƳ 

alcohol;  
 ƴƻǘ ǇƻǎǎŜǎǎ ƻǇŜƴ ŀƭŎƻƘƻƭƛŎ beverage containers while on duty on school property or in 

attendance at system-approved or school related functions;  
 ƴƻǘ ǳǎŜ ŀƴȅ ƛƭƭŜƎŀƭ ŘǊǳƎ ŀǘ ŀƴȅ ǘƛƳŜΣ ŜƛǘƘŜǊ ŀǘ ǎŎƘƻƻƭ ƻǊ ŀǿŀȅ ŦǊƻƳ ǎŎƘƻƻƭΤ  
 ƴƻǘ ǳǎŜ ƻǊ ǘŀƪŜ ǇǊŜǎŎǊƛǇǘƛƻƴ ŘǊǳƎǎ ŀōƻǾŜ ǘƘŜ ƭŜǾŜƭ ǊŜŎƻƳmended by their prescribing 

physician;  
 ƴƻǘ ǳǎŜ ǇǊŜǎŎǊƛōŜŘ ŘǊǳƎǎ ŦƻǊ ǇǳǊǇƻǎŜǎ ƻǘƘŜǊ ǘƘŀƴ ǘƘƻǎŜ ŦƻǊ ǿƘƛŎƘ ǘƘŜȅ ŀǊŜ ƛƴǘŜƴŘŜŘΤ  
 ƴƻǘ ŘƛǎǇŜƴǎŜ ǎǳŎƘ ŘǊǳƎǎ ŜȄŎŜǇǘ ŀǎ ǇǊƻǾƛŘŜŘ ƛƴ tƻƭƛŎȅ лфΦннпм ƻǊ ŀǎ ƻǘƘŜǊǿƛǎŜ ǊŜǉǳƛǊŜŘ ƻǊ 

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 drugs, as part of the required post-offer, pre-employment 
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physical. Applicants will be given a copy of this policy in advance of the post-offer, pre-

employment physical. 

USE OF CELL PHONES  
Undoubtedly our world changes around us and we do as well. Cell phones have 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 time for instruction is extremely limited and 

ǘƘŜǊŜ ŀǊŜ ƴƻ άŦǊŜŜέ ƻǊ άǊƻƭƭƻǾŜǊέ ƳƛƴǳǘŜǎ ŦƻǊ ƻǳǊ ŎƘƛƭŘǊŜƴΦ ²ƛǘƘ ǘƘŀǘ ƛƴ ƳƛƴŘΣ all personal cell 

phone calls need to be made before school, during scheduled breaks, at lunch or after school. 

Please keep your cell phones on vibrate or silent and let others know that you cannot take 

personal calls during work. Also, 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, you should complete the following 

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

See Harassment /Discrimination policy and form page 24-25 of this handbook 

 

 

TECHNOLOGY ACCEPTABLE USE POLICY  
The Cumberland County School District recognizes the 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 resources. District 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 from each 
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 district website ς  
http://www.cland.k12.ky.us/administrativeDepartment2.aspx?aid=20  
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Cumberland County Middle School 
21st Century Community Learning Center 

Peer Tutoring / Staff Responsibilities 
 

1. Be a role model for students who come tour program. 
a. Conduct yourself professionally during your employment. 
b. Have a positive attitude about your job and students. 
c. Be on time. 
d. Work at what you are asked to do, when you are asked to do it. 
e. Dress neatly and come well groomed. 
f. Leave personal issues and problems elsewhere. When you are here you are here 

for the students completely.  
  

2. Be a good employee. 
a. Report to work every day you are scheduled to do so. Things happen, but you 
ŘƻƴΩǘ ƘŀǾŜ ŀ Ŧƭŀǘ ǘƛǊŜ ŜǾŜǊȅ ǿŜŜƪΦ 

b. If you are sick call your coordinator and get a sub if possible. 
c. Keep program rooms, and facilities clean, pick up after each class.  
d. 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.  
e. Turn paperwork (timesheets, etc.) in on time. 
f. If you are assisting a teacher, find ways to be useful.  
g. Show interest in the students.  
h. Be encouraging to students and others.  

  
3. Timesheets. 

a. Every staff member will be given their time sheets. 
b.  It is important you maintain an accurate record of your time at the end of each 

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

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

  
4. Emergency Preparedness  

a. Tornado, fire, earthquake, and lockdown drills 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 your students.  A copy of the maps must be 
prominently displayed in each classroom. 

5. Dismissal Procedures 
a. At the end of class you will escort students to the Site Director / Coordinator, or if 

unavailable the supervisor in charge.  
b. Students must always be witnessed leaving the building, and asked who is picking them 

up.  
c. Students leaving before that time need to have a parent come in and sign them out. 
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Professional Ethics 
1. A friendly, cheerful, and cooperative attitude toward both the building personnel and 

pupils will start the day off well, and tend to keep it running smoothly. Your attitude will 
by in large determine how you are received by the students.  

2. Plan to spend the entire time working with and for the students, and keep all students in 
the room you are assigned to under supervision t all times. No personal work should be 
done during program time.  

3. Maintain a professional attitude toward your work. This is not a place to hang out with 
friends or check in on Facebook. This is a job. 

4. 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 soon as possible.) 

5. 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 supervisor before you 
leave.  

 
 

Discipline and Student Welfare 
1. Principals, site coordinator and instructors are responsible for maintaining order within 

the classroom and school building during 21st Century activities. 
2. No corporal punishment or other severe punishment will be administered to a student 

at any time.  
3. The site coordinator should be contacted immediately in case of any behavior problem. 
4. Students are not excused to leave the school building under any circumstances without 

permission from the site coordinator. 
5. Notes or any communication with parents should not be sent home to parents without 

prior approval from the site coordinator. 
6. Accidents involving yourself, other staff or students must be reported to the site 

coordinator immediately. Send a reliable student or another available teacher if there is 
an injury. Do not leave an injured student alone.  

7. 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 building. NEVER 
leave students unattended.  
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CCMS 21st Century Community Learning Center 
Policy Handout #1 

 
Safety 

 
 
 
 

1. In the event 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.  
 

2. In the event of tornado watch or warning please see the printout in the sign 
in book for procedures.  
 

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

 
4. No student is allowed to leave the building without first being checked out. 
{ǘǳŘŜƴǘǎ Ƴǳǎǘ ǘŜƭƭ ǎǘŀŦŦ ǿƘƻ ǘƘŜȅΩǊŜ ōŜƛƴƎ ǇƛŎƪŜŘ ǳǇ ōȅΣ ŀƴŘ ǎǘŀŦŦ Ƴǳǎǘ 
witness them leaving with this person.  
 

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

 
 
 
Each CCMS 21st Century staff member will be given a copy of this policy handout, 
and will be asked to sign a copy to be kept on file by the 21st Century Coordinator. 
By signing this document you acknowledge that you have received a copy of this 
document, and that you agree to follow the policy terms listed within.  
 
 
 
 
______________________________________________       _________________ 
Sign          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 through-out the year for new families. When 
your criminal record check has been ap-proved your name will be submitted to the Cumberland 
County Board of Edu-cation for approval. 

 
 

While volunteering, the following is required:  
¶ 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 a 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 anyone other than their teacher.  

¶ 5ƻƴΩǘ ŎƻƳǇŀǊŜ ǎǘǳŘŜƴǘǎΩ ǿƻǊƪΦ  

¶ LŦ ȅƻǳ ŀǊŜ ǳƴŀōƭŜ ǘƻ ŀƴǎǿŜǊ ŀ ǎǘǳŘŜƴǘΩǎ ǉǳŜǎǘƛƻƴΣ ŎƘŜŎƪ ǿƛǘƘ ǘƘŜ ǘŜŀŎƘŜǊ ŦƻǊ  
the appropriate answer.  

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

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

¶ LŦ ȅƻǳ ŀǊŜ ǾƻƭǳƴǘŜŜǊƛƴƎ ƛƴ ȅƻǳǊ ŎƘƛƭŘΩǎ ŎƭŀǎǎǊƻƻƳ ŀƴŘ ǘƘƛǎ ŎŀǳǎƛƴƎ ŀ ŘƛǎǘǳǊōŀƴŎŜ ŀƴŘ 
hindrance to the learning of other students, you will be assigned to another volunteer 
position.  

¶ 5ƻ ƴƻǘ ŜƴǘŜǊ ȅƻǳǊ ŎƘƛƭŘΩǎ ŎƭŀǎǎǊƻƻƳ ǳƴƭŜǎǎ ȅƻǳ ƘŀǾŜ ǇŜǊƳƛǎǎƛƻƴ ǘƻ ōŜ ǘƘŜǊe.  
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 authority arrives. 
 
 
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 be construed 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  
!ƭƭƻǿ ǘƘŜ ǘŜŀŎƘŜǊǎ ǘƻ ŘƛǎŎƛǇƭƛƴŜ ŎƘƛƭŘǊŜƴΦ LŦ ǘƘŜǊŜ ŀǊŜ ƛƴŎƛŘŜƴǘǎ ƻŦ ƳƛǎōŜƘŀǾƛƻǊΣ ƛǘ ƛǎ ǘƘŜ ǘŜŀŎƘŜǊΩǎ 
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. Consistently and calmly work with students 
taking a neutral stance, restating rules and expectations and offering reasonable choices.  
 
School rules  
Due to the site-based decision making process (SBDM), there are different rules and policies in 
place at each of our schools. You are expected to know and follow the policies and procedures 
ŀǘ ŜŀŎƘ ƛƴŘƛǾƛŘǳŀƭ ǎŎƘƻƻƭΦ ¸ƻǳ ŀǊŜ ŀƭǎƻ ŜȄǇŜŎǘŜŘ ǘƻ ƪƴƻǿ ǘƘŜ ǎŎƘƻƻƭΩǎ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ǎŀŦŜǘȅ 
drills and emergency situations that might arise.  
Volunteers are encouraged and expected 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 needed and 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 school 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.  
 

Remember, volunteering is a privilege. 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, teachers, and schools. By 
working together, we continue to remember: Students 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 education, safety 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 Check  
The state has approved legislation requiring school districts to have volunteers complete 
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 & Sign 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 helps the school to find you if there is an 
ŜƳŜǊƎŜƴŎȅΦ [ŀǎǘƭȅΣ ǎƛƎƴƛƴƎ άƛƴέ ŀƴŘ άƻǳǘέ ŜƴŀōƭŜǎ ǳǎ ǘƻ ŎƻƭƭŜŎǘ ŀƴŘ ǘŀōǳƭŀǘŜ ǾƻƭǳƴǘŜŜǊ ƘƻǳǊǎ 
necessary for the school/district report card and many grant applications.  
Also, when signing in, please wear your volunteeǊ ōŀŘƎŜ ƻǊ ŀ ǾƛǎƛǘƻǊΩǎ ǘŀƎ ŜŀŎƘ ŀƴŘ ŜǾŜǊȅ ǘƛƳŜ 
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 only to 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 in that 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 an attitude 
of mutual respect and confidence, you should become familiar with school and classroom 
policies and practices. Working with the teaching staff re-quires flexibility and a willingness to 
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Ŧƻƭƭƻǿ ŘƛǊŜŎǘƛƻƴǎΦ tƭŜŀǎŜ ōŜ ƻƴ ǘƛƳŜΗ ±ƻƭǳƴǘŜŜǊǎΩ ǘƛƳŜƭƛƴŜǎǎ ŀŦŦŜŎǘǎ ŀ ǘŜŀŎƘŜǊΩǎ ŀōƛƭƛǘȅ ǘƻ ŜȄŜŎǳǘŜ 
their daily plan.  
(Please note: Arrive early for field trips and siblings are not allowed on field trips) 
 
 
 
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 within 24 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 for CON-FIDENTIALITY. Any 
conversations or observations encountered while in school setting are not to be discussed with 
anyone other than the principal or your supervisor.  
All volunteers must 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 put 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 be available 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 
ƴŜǿ Ƨƻō ǇƭŀŎŜƳŜƴǘΦ 5ƻƴΩǘ Ƨǳǎǘ ǉǳƛǘΦ ²Ŝ Ŏŀƴ ŀƭǿŀȅǎ ŦƛƴŘ ŀ Ǉƻǎƛǘƛƻƴ ȅƻǳ ǿƛƭƭ ƭƛƪŜΦ  
 
Due to liability, we cannot allow non-school aged children to be on campus while you are 
volunteering in classrooms, office or any other school ground area.  
 

Confidentiality 
±ƻƭǳƴǘŜŜǊǎ Ƴǳǎǘ ǇǊƻǘŜŎǘ ǘƘŜ ǘŜŀŎƘŜǊǎΩ ŀƴŘ ǎǘǳŘŜƴǘǎΩ ǊƛƎƘǘ ǘƻ ǇǊƛǾŀŎȅΦ hƴŎŜ ŀ Ǿƻƭǳƴteer begins 
ǘƻ ǿƻǊƪ ƛƴ ŀ ǎŎƘƻƻƭ ǎŜǘǘƛƴƎΣ ǎκƘŜ ōŜŎƻƳŜǎ ǇǊƛǾȅ ǘƻ ƪƴƻǿƭŜŘƎŜ ŀōƻǳǘ ŎƘƛƭŘǊŜƴΩǎ ōŜƘŀǾƛƻǊ 
patterns, academic ability, emotional maturity, relationships with others, etc. In some cases, 
information of this nature is imparted so that the volunteer can work 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 image. 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 has no legitimate 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 than specific 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 sure that students, staff and families feel comfortable, we all need to respect each 
ƻǘƘŜǊΩǎ ǇǊƛǾŀŎȅΦ ±ƻƭǳƴǘŜŜǊǎ Ƴǳǎǘ ōŜ ŜǎǇŜŎƛŀƭƭȅ ŎŀǊŜŦǳƭ ǘƻ ƘƻƴƻǊ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅΦ .ǊŜŀŎƘƛƴƎ 
confidentiality can be hurtful to children, their families and the staff. It can also harm the good 
reputation our volunteer parents have earned over the years. To help, here are some sample 
issues that can arise.  
ά²ŀǎƴΩǘ ƛǘ ŎǳǘŜ ǿƘŜƴ WƻƘƴ Φ Φ Φέ bƻ ƳŀǘǘŜǊ Ƙƻǿ ƛƴƴƻŎŜƴǘΣ ŎǳǘŜΣ Ŧǳƴƴȅ ƻǊ ŎƘŀǊƳƛƴƎ ŀ ŎƭŀǎǎǊƻƻƳ 
event may be, it is not okay to repeat stories about students. What hap-pens 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 outside school. It is not okay 
ǘƻ Ǉǳǘ ǾƻƭǳƴǘŜŜǊǎ ƛƴ ǘƘƛǎ ŀǿƪǿŀǊŘ ǇƻǎƛǘƛƻƴΦ 5ƻƴΩǘ ŀǎƪΗ 5ƻƴΩǘ ǘŜƭƭΗ LŦ ǇŀǊŜƴǘǎ Řƻ ƘŀǾŜ ŎƻƴŎŜǊƴǎΣ 
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 you have concerns 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 some-thing 
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 observe something 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 Cumberland County School 
volunteers do the same when working with your child.  
-Respect each child as an individual.  
-Respect your co-workers and all school employees.  
-LŦ ǿƻǊƪƛƴƎ ƛƴ ȅƻǳǊ ŎƘƛƭŘΩǎ ŎƭŀǎǎǊƻƻƳΣ ǘǊȅ ƴƻǘ ǘƻ ǎƛƴƎƭŜ ǘƘŜƳ ƻǳǘ ŦƻǊ ŀǘǘŜƴǘƛƻƴ ŀǎ ǘƘƛǎ Ƴŀȅ ƳŀƪŜ 
them uncomfortable. 
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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, the Family Education Rights and Privacy Act (FERPA) and the Individuals with Disabilities Education Act 
(IDEA), as amended, as well as the Kentucky Family Education Rights and Privacy Act apply to educational records of students 
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 implement written policies and 
procedures. 

What is confidentiality? 

Confidentially means protecting all personally identifiable data, information, and records collected, 
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.  

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. This includes 
grades, health information, attendance reports, work papers, school photos, test results, work papers, 
school photos, test results, etc. Data or information may be handwritten, drawn, or typed. It may also 
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 locations of all 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, use, or maintain 
school records receive training in confidentially, including making sure that parents see only information about their child. 

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 obtain a copy of a student's record without parental consent. The 
others include: 

¶ School staff listed on the district's current list of persons allowed access to student information, including student 
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.  

Do guardians, divorced or separated parents, foster parents, and surrogate parents have the right to review and inspect a 
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 allowed because of 
some legal action such as a divorce decree. Guardians and persons appointed to act as surrogate parents also have the same 
rights. If a child with a disability is under foster care, the foster parents have the right to review and inspect the school records 
of the child.  

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

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

May employees of special education cooperatives providing services to students with disabilities have access to student record 
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 access to the records 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. Professionals or employees of agencies under contract to the district who work with a student may obtain access the same 
as school employees. 

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

Parents may see the following kinds of information that 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;  
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¶ copies of correspondence about the student; and  

¶ 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:  

¶ teacher or counselor personal notes;  

¶ school security police records, or  

¶ 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 
examiner; and an examiner's written observations of student behavior. When a protocol individually identifies the student, and 
is accessible to school staff or third parties, then it is considered part of the record.  

Does a staff member have to accompany a parent who 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 student 
record.  

Must a school give the parent original records? 

A parent is entitled only to a copy of 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 charging a fee 
would prevent the parent from 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 access with each student's which includes the name of the party accessing the record, the 
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 to third parties without prior parental consent? 

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

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

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

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

What should 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 subpoena or court 
order.  

RELEASE OF RECORDS  

What happens when a record is sent to another place? 

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

AMENDING THE STUDENT RECORD  

May a parent change 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 school district 
to change the record. The school district then has fourteen days to decide what to do and notify the 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 district will 
hold one. The hearing is conducted by someone who does not have an interest in the outcome of the hearing. A decision is 
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 has the right 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 part is kept. If 
that part of the record is shown or sent to anyone, the statement is also included.  

DESTRUCTION 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. The district may 
choose to destroy the records at this time, if they are no longer needed for administrative purposes. The parent may have a 
copy of the child's record before it is destroyed. However, the district may keep basic information about the student as long as 
it is needed. This information includes student's name, address, telephone number, attendance record, classes attended, grade 
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 requests, the 
school will destroy the student's record. But, the district must remind the parent that this information may be needed later for 
social security benefits or other reasons.  

For additional information about student educational records, see your district's policies and procedures for implementing the Family Education 
Rights and Privacy Act. (Buckley Amendment), the Individuals with Disabilities Education Act confidentially requirements, 707 KAR 1:240, and 
KRS 160.700-990 (Kentucky Family Education Rights and Privacy Act).  
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Cumberland County Middle School 
21st Century Community learning Center 

 

Confidentiality Agreement 
 

¶ I understand that Confidentiality in schools is federal and state law, and will follow all 
confidentiality requirements set forth in FERPA, IDEA, and the Kentucky Family 
Education Rights and Privacy Act.  

¶ I affirm that : I shall respect the privacy of all families and students and hold in all 
confidence all information obtained and garnered while working at the Cumberland 
County Middle School 21st Century Community learning Center. Therefore, I will not 
disclose information concerning families, students, teachers and staff except: 1) as 
mandated by law, or (2) to prevent clear and immediate danger to person or persons.  

¶ I shall possess a professional attitude, which upholds confidentiality towards families, 
students, colleagues, and any sensitive situations or information arising within the 
school.  

¶ I, upon the termination of employment with the Cumberland County Middle School 21st 
Century Community Learning Center, either voluntarily leaving for personal reasons or 
being fired, shall maintain confidentiality. 

¶ I understand that failure to comply with the Confidentiality agreement could result in 
the immediate termination of my employment form the CCMS 21st CCLC.  

 
I, ______________________________________________, have been made aware of the issues 
regarding strict 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 CCMS 21st Century Community Learning Center, and such information 
shall be kept confidential. This applies to all information obtained through the program 
surrounding personnel and student matters and records. Non-fulfillment of my responsibilities, 
as stated above, will result in immediate disciplinary action being taken, 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, by whatever 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 prohibited at all times on school property and off school grounds 

during school-sponsored 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 of the same or the opposite sex.) 

District staff shall provide for a prompt and equitable resolution of complaints concerning 

harassment/discrimination. 

DISCIPLINARY ACTION 

Employees who engage in harassment/discrimination of another employee or a student on the 
basis of any of the areas mentioned above shall 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 

harassment/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, vulgar, or 

profane and relate to any of the protected categories listed in the definition of 

harassment/discrimination contained in this policy; 

2. Unwanted touching, sexual advances, requests for sexual favors, and spreading sexual rumors; 

3. Instances involving sexual violence; 

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 overt 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 comprehend 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 03.162 AP.2 

Harassment/Discrimination Reporting Form 

This form provides the opportunity for an employee to report violation(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. 

9ƳǇƭƻȅŜŜΩǎ bŀƳŜ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ ψψψψψψψψψψψψψψψψψψψψψψ ψψψψψψψψψψψψψ 
 Last Name First Name Middle Initial 

9ƳǇƭƻȅŜŜΩǎ !ŘŘǊŜǎǎ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ ψψψψψψψψψψψψ ψψψψψψψψψψψψ 
 City State Zip Code 
9ƳǇƭƻȅŜŜΩǎ IƻƳŜ tƘƻƴŜ bǳƳōŜǊ ______________ Daytime Phone #___________________ 

Work Site _______________________________________ 

CONFIDENTIALITY 

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

HARASSMENT/DISCRIMINATION COMPLAINT (USE ADDITIONAL SHEETS IF NECESSARY.) 

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? 

 Ä sexual Ä racial Ä on the basis of national origin Ä on the basis of disability 
 Ä 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 requests), what physical contact, if any was 

involved, what force, if any was used. _______________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

List any witnesses to these events: ________________________________________________ 

PLEASE ATTACH ANY EXHIBITS OR OTHER TANGIBLE EVIDENCE (I.E., NOTES). 

WHAT RESULTS ARE YOU SEEKING BY FILING THIS FORM? _________________________ 

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

 ____________________________________________ ______________________ 
 Signature of Employee Date 

 ___________________________________________ _______________________ 
 Received by Date 
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CCMS 21st Century 

Staff Corrective Action Procedures 
 

If any 21st 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 either CCMS 21st Century 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. First offence- Employee will have an incident meeting with the CMS 21st CCLC 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. Second offence- Employee will have an incident meeting with CCMS 21st CCLC 
coordinator and a member of the school administration to discuss the issue and best 
course of action. An incident report will be written describing the infraction and the 
meeting. Employee signature will be required on the final draft of this document.  
 

3. Third Offense- 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 21st CCLC. Employee signature will be required on the 
final draft 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 Middle School 
21st Century Community Learning Center 

Staff Evaluation Form 
 

Employee Name: ________________________________________ Job Title: _______________ 
Evaluator Name: ________________________________________ job Title: ________________ 
Date of Evaluation: _____________________________ 
 
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 supposed to work.  
6. Attends 21st 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 available and ready for activities.  
10. Turns in necessary paperwork in a timely manner. 
11.   
12.  

 
Meets   Does not meet* 
1. _____         _____ 
2. _____         _____ 
3. _____         _____ 
4. _____         _____ 
5. _____         _____ 
6. _____         _____ 

7. _____         _____ 
8. _____         _____ 
9. _____         _____ 
10. _____         _____ 
11. _____         _____ 
12. _____         _____ 

 
 
ϝ!ƴȅ ǊŀǘƛƴƎ ƛƴ ǘƘŜ ά5ƻŜǎ bƻǘ aŜŜǘέ ŎƻƭǳƳƴ ǊŜǉǳƛǊŜǎ ǘƘŜ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭ 
Corrective Action Plan 
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Employee:   ___ I agree with this summative evaluation 
         ____ I 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  

Partic ipant Behavior Contrac t 
¶ All Cumberland  County Midd le Sc hool and  Distric t rules app ly to the 

a fter sc hool p rograms. 

¶ All partic ipants and  their parents a re expec ted  to know the rules and  

fo llow them. 

¶ Partic ipants must be respec tful to the sta ff and  other partic ipants. Sta ff 

must a lso be respec tful of students. 

¶ Students must b ring homework every day to the 21st c entury p rogram, 

or be p repared  to work on A+ quietly, as not to d isturb  others who a re 

working. 

¶ Students a re not a llowed  to leave sc hool grounds and  then return for 

an ac tivity. 

¶ The sc hedule for the Panther Learning Center p rogram is from 2:45 -

5:00pm, Monday through Thursday. There will be no a fter sc hool 
programs on days there is no school, (Snow days, holidays, etcé) 

¶ There will be no fighting, wrestling or bullying. Partic ipants should  

a lways keep their hands to themselves. 

¶ No student who has not turned  in a  signed  permission form will be ab le 

to partic ipa te in the p rogram. 

¶ The use of foul language /  p rofanity is not ac c ep tab le. 

¶ Partic ipants a re responsib le for a ll of their belong ings. Please keep up  
with your materia ls. Do not leave belongings or books in the c lassroom, 

the room may be loc ked  when you c ome bac k la ter. 

¶ If there is a  d isc ip line p rob lem, the 21st c entury sta ff member will fill out 
a  d isc ip line referra l, and  a  note will be sent home to the parents. A 

sec ond offense will result in a  3 day suspension from the p rogram. A 3rd 

offense will result in remova l from the p rogram for the remainder of the 

sc hool year. Any partic ipants who a re g iven a  d isc ip line referra l will 
have to see Mr. Murphy to remedy the situa tion, if the p rob lem is 

severe or persistent Mr. Murphy will determine if further ac tion is 

required . 

¶ Most important, work hard  and  HAVE FUN!!! 

I have read  and  understand  the rules for the Cumberland  County 21st c entury 

a fter sc hool p rogram. I agree to fo llow these rules. I a lso understand  tha t if I 

b reak these rules, I may be sub jec t to d isc ip lina ry ac tion. By signing the 
reg istra tion form the parent and  student agree to ab ide by these rules, and  

ab ide by this c ontrac t.  
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Cumberland County Middle School 21st Century    

Student Disciplinary Action      

         

         

Student Name:       

Date:    Time:      

Location       

         

Description:        

 

 

 

      

         

         

         

         

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, 

I am sorry to inform you that _____________________________ is not acting in 

an appropriate manner during our after-school program. Our policy follows: 

  

Disciplinary Action for CCMS 21st CCLC 

CCMS 21st 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 the child. 

b. 2nd offense will result in student not being allowed to attend KIDõS Club 

Programs for (4) days. 

c. After return, a subsequent event will cause the child to lose the privilege of 

attending KIDõS Club Programs. 

____2. Fighting 

a. Parents of both 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 parties may be excluded from the 

program. 

  

Note:___________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

  

I hope that your child will conform to our policy immediately. If not he/she will be given 

another letter stating the amount of time he/she is to be excluded from the program. 

  

Sincerely, 

  

  

Tammy Wright 

CCMS 21st CCLC Coordinator 
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Cumberland County Middle School 
21st Century Community learning Center 

 
 

PAY SCALE LEVLES FOR 
AFTER SCHOOL RESOURCE STAFF AND ENRICHMENT 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 individual 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 preparation 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 the area they will be instructing, and has completed a background 
check. ς Requires significant preparation time to instruct the class.  
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Cumberland County Middle School 
21st Century Learning Center 

___________________________________________________ 
Daily After School Schedule 

 
 
 
 

2:45 ς 3:00 Snack in Cafeteria 

3:00 ς 4:00 Tutoring or other Academic Offering (location varies) 

4:00 ς 5:00 Enrichment Activity (locations vary) 

5:00 Student Pick Up  
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Cumberland County Middle School 

21st Century Community Learning Center 

Employment Contract 

 

Date: ____________________________________ 

 

_______________________________________________________ enters into agreement with the 

Cumberland County Middle School 21st Century Community Learning Center to 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 have volunteer training, or comply with any program, 

school or district rules.  

 

I agree to provide the above service, and possibly more as I am scheduled throughout the school year, 

for the rate of pay at $ ________________   per hour.  

Should school be closed for inclement weather there will be no 21st Century and as the employee I 

understand I will not get paid for snow or emergency days off.  

 

I agree to follow the school and board policies including those on harassment / discrimination and 

confidentiality where it is required. I also agree to follow all program rules, and to meet all 

requirements.  

 

_________________________________________________ ________________________________ 

Employee Signature      Date 

 

 

__________________________________________________ ________________________________ 

21st CCLC Site Director/Coordinator    Date 
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