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 Laramie County School District No. 2 

 This district staff handbook has been developed to aid you as a member of our 
 district team.  The purpose is to improve facilitation of the many operational 
 facets in the district.  A staff handbook is meant to provide quick reference, 
 immediate information, and improve decisions regarding all district issues.   

 A handbook is also meant to provide uniformity for all employees regarding rules 
 and regulations pertaining to policy and operations. However, this handbook 
 does not contain all of the operational aspects of the district, including policy and 
 procedures.  All policies in their entirety can be reviewed on the district website at 
 laramie2.org  .  

 The calling is for all employees to assist our students in their learning. As an 
 employee of the district, you: 

 ●  are expected to complete all assigned duties and tasks with fidelity and 
 precision; 

 ●  are expected to meet the guidelines of teaching and learning for the 
 students that attend Laramie County School District #2; 

 ●  may be called upon at any time to help each other and your administrators 
 or supervisors; and, most importantly, 

 ●  are expected to model high-quality professionalism for your students, your 
 current assignment, and the district. 

 You have decided to become, or remain, a member of the staff at Laramie 
 County School District #2.  With that decision you have committed yourself to 
 work hard, be honest, be ethical, and most of all, do whatever it takes to help the 
 students of the district excel in their learning goals. 

 Thank you for being part of our team! 

 Justin Pierantoni 
 Superintendent 
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 The contents of this handbook are presented as a ma�er of informa�on only and are not 
 intended to cover all policies, plans and procedures of the district. The purpose of this 
 handbook is to acquaint you with the district’s basic policies and guidelines and to 
 provide you with a star�ng point for obtaining addi�onal detailed informa�on. 
 Addi�onal informa�on can be obtained by contac�ng the district 
 representa�ve/department referenced in the applicable policy and/or on the district’s 
 website.  It is the responsibility of all employees to monitor the district’s website for 
 important updates/changes to the policies and guidelines contained in this handbook and 
 all other district policies. 

 Employees are sec�oned into Classified and Cer�fied.  The district has the right to 
 terminate the employment rela�onship with Classified employees, with or without 
 no�ce, and with or without cause, unless another arrangement is made in wri�ng and 
 signed by the employee and either the Superintendent or Board of Trustees.  No other 
 representa�ve of the district has the authority to take any ac�on, either expressly, 
 implied, or by conduct, which in any way modifies the at-will nature of the employment 
 rela�onship. Cer�fied or Licensed Teachers are held to laws as enacted by the Wyoming 
 Legislature, most notably those under the Accountability Laws of the State of Wyoming. 
 The district will follow all mandates of the Wyoming Governmental Procedures Law as 
 outlined in Policies BEE and BEE-R.  Cer�fied or Licensed Non-Teachers that are not 
 included under the con�nuing contract no�fica�ons, as established by the district each 
 April, are at-will employees.  All Administra�ve and Director employment is an at-will 
 employment rela�onship. 

 The district reserves the right at any �me, in its sole discre�on, to change, modify, add, 
 revoke, suspend or terminate any or all of the policies contained in this handbook. 
 No�ce of changes will be provided in wri�ng, including electronic communica�ons 
 and/or pos�ngs on the district’s website. 

 Ques�ons or Concerns 

 If you have any ques�ons or concerns regarding the meaning or applica�on of any policy 
 or need addi�onal informa�on, contact your Administrator or District Office. 

 All Board Policies can be found in Board Docs, which is immediately accessible on the 
 district website at laramie2.org. 
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 Vision 
 Laramie County School District #2 will be the premier college and/or career readiness 

 center in the state of Wyoming! 

 Mission 
 In partnership with parents and community, we will provide a safe environment 

 where students’ essen�al knowledge, skills, and a�tudes will ensure success 
 in their changing world. 

 What We Value 
 We value a dedica�on to learning, personal accountability, and the perseverance to 

 pursue the highest goals through successes and failures. 

 Goals 
 We will create and promote a district wide culture of academic readiness, in which we 
 aspire to the following statements: 

 ●  District students will independently demonstrate proficiency in all grade level 
 content areas, including reading and mathema�cs, which will lead to 
 gradua�on in four years, to be career or college ready; 

 ●  District schools will reach the “Mee�ng Expecta�on” level or higher on the 
 summa�ve score as reported through the Wyoming School Performance ra�ng 
 model; 

 ●  The district staff will encourage and support the implementa�on of varied 
 technology skills to enhance student learning and teaching. 

 We believe in striving to meet high expecta�ons in all areas of the district’s opera�ons. 
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 LCSD2 Board of Trustees 

 District at Large  Michael Lerwick  Trustee 
 michael.lerwick@laramie2.org 

 District at Large  Cody Nusbaum  Trustee 
 cody.nusbaum@laramie2.org 

 District at Large  Kendra Roeder  Trustee 
 kendra.roeder@laramie2.org 

 Albin  Heidi Romsa  Clerk 
 heidi.romsa@laramie2.org 

 Burns  Dave Keiter  Treasurer 
 dave.keiter@laramie2.org 

 Burns  Billie Wilson  Vice Chairman 
 billie.wilson@laramie2.org 

 Carpenter  Mike Olson  Chairman 
 mike.olson@laramie2.org 

 Pine Bluffs  Julianne Randall  Trustee 
 julianne.randall@laramie2.org 

 Pine Bluffs  Ma� Haas  Trustee 
 ma�.haas@laramie2.org 
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 Central Office – 307.245.4050 
 311 East 8  th  Street, PO Box 489, Pine Bluffs, WY 82082 

 Superintendent  Jus�n Pierantoni  307.245.4051 
 Execu�ve Secretary  Jessica Rocha  307.245.4050 

 Business Manager  Misty Gallegos  307.245.4060 
 General Accounts Payable  Suzanne Heller  307.245.4052 
 Payroll/Benefits  Amber Lee  307.245.4053 

 Special Services Director  Shannon Perlinski  307.245.4005 
 SPED Case Manager  BreAnne Beitz  307.245.4056 
 Special Services/Accoun�ng Secretary  Heather Lerwick  307.245.4058 

 Curriculum Director  Traci Schneider  307.245.4059 

 Transporta�on/Facili�es Coordinator  Lance West  307.245.4170 

 Technology  Lisa Horst  307.245.4155 
 Ma�hew Goranson  307.245.4105 
 Tegan Jonson  307.245.4135 

 Homeless Liaison  Shannon Perlinski  307.245.4005 
 Title IX Coordinator  Shannon Perlinski  307.245.4005 
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 Transporta�on – 307.245.4172 
 327 S. Prairie Avenue, Burns, WY 82053 

 Transporta�on Coordinator  Lance West  307.245.4170 
 Secretary/Driver  Paula Dennis  307.245.4171 
 Secretary/Assistant Mechanic  Tammie Lemaster  307.245.4172 

 Albin – Drivers  Shawnae Branigan, Todd Lerwick 

 Burns – Drivers  Dwayne Anderson, Andrea Griess, 
 Kellee Haws, Jill Lerwick, 
 Val Mar�n, Jodie Saukerson, Jared Schinzel, 
 Ed Steinhauer, April Talkington, Nancy Wilkinson 

 Carpenter – Drivers  Dick Crozier, Wendy Stoffer 

 Pine Bluffs – Drivers  Dewey Mar�n, Heidi Miles, 
 Lisa Romsa, Bob Watson 

 Mechanic/Shop Supervisor  Mike Reifschneider 
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 Albin Elementary – 307.245.4090 
 454 5  th  Avenue, Albin, WY 82050 

 Head Teacher  Chris�na Nusbaum  307.245.4091 
 Secretary  Stacy Malm  307.245.4090 
 Maintenance  Ken Krakow  307.245.4097 

 Cer�fied Staff:  Classified Staff: 

 Michael Beitz  Ellie Fornstrom 
 Anna Bechtel  Rosa Garcia 
 De Burke�  Kelby Hinton 
 Paule�e Dunnam  Lisa Horst 
 Ginny Hansen  Janet Johnson 
 Danielle Head  Donna Thompson 
 Cerissa Hultgren 
 Rhonda Morrison 
 Chris�na Nusbaum 
 Kendra Redding 
 Wanda Theobald 
 Bri�ney Weekly-Stecklein 
 Travis Werner 
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 Burns Elementary – 307.245.4150 
 630 East 4  th  Street, Burns, WY 82053 

 Principal  Jerry Burke�  307.245.4151 
 Secretary  Julie Taylor  307.245.5000 
 Maintenance  Ron Watson  307.245.4153 

 Cer�fied Staff:  Classified Staff: 

 Carrie Aarestad  Diana Coulter 
 Tyler Barker  Therese Cox 
 Amber Barre�  Maria Delgado 
 Bri� Bath  Molly Dennis 
 Anna Bechtel  Bri�any Dudley 
 De Burke�  Ellie Fornstrom 
 Emily Cameron  Lisa Horst 
 Andria Cassel  Jennifer Lawson 
 Jadyn De La Cruz  Chris Lemaster 
 Paule�e Dunnam  Marcy Robbins 
 Candice Halligan  Amanda Spencer 
 Stacey Hoffman  Kelsey Stark 
 Emma Kellar  Josh Tierney 
 Stephanie Long  Killian Ward 
 William Louderback  Kala Wills 
 Erika Loy 
 Elizabeth Loyd 
 Barbara McBride 
 Stacy Meester 
 Taylen Molle� 
 Rhonda Morrison 
 Chris�na Pa�erson 
 Amy Rowden 
 Sandra Shaver 
 Bri�aney Storm 
 Josie Swarbrick 
 Morgan Wald 
 Diana Wedl 
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 Carpenter Elementary – 307.245.4180 
 4816 Monroe Avenue, Carpenter, WY 82054 

 Principal  Tyler Muniz  307.245.4181 
 Secretary  Andree McKee  307.245.4180 
 Maintenance  Mark Goehring  307.245.4152 

 Cer�fied Staff:  Classified Staff: 

 Amanda Aus�n  Ka�e Dennis 
 Anna Bechtel  Charlene Gordon 
 Kaitlin Botelha  Kelly Groeneweg 
 De Burke�  Tegan Jonson 
 Paule�e Dunnam  Wendy Smith 
 Tania England  Kelsey Stark 
 Susie Fornstrom 
 David Gardner 
 William Louderback 
 Amelia McDonald 
 Andree McKee 
 Stacy Meester 
 Sean Pa�erson 
 Lilly Robinson 
 Lisa Ruud 
 Kathryn Warren 
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 Pine Bluffs Elementary – 307.245.4070 
 503 Elm Street, Pine Bluffs, WY 82082 

 Principal  Andrea Verosky  307.245.4071 
 Secretary  Elizabeth Zerck  307.245.6000 
 Maintenance  307.245.4002 

 Cer�fied Staff:  Classified Staff: 

 Anna Bechtel  Ma�hew Goranson 
 Michael Beitz  Tammie Has�ngs 
 De Burke�  Kelby Hinton 
 Johnna Clark  Deb Leininger 
 Paule�e Dunnam  Stacey Marquardt 
 Lindsey Forbes  Anne�e Morgan 
 Susie Fornstrom  Candice Perry 
 Natalie Freeburg  Chris Poch 
 Jessica Gray  Roberta Reichert 
 William Louderback  Julie Shandera 
 Bailey Mar�n  Michael Short 
 Amelia McDonald  Shyla Stracke-Mar�nez 
 Stacy Meester  Val Terry 
 Rhonda Purdy 
 Crystal Rooney 
 Mikaela Sheets 
 Joshua Soule 
 Cali Stewart 
 Wanda Theobald 
 Damien Thompson 
 Todd Thompson 
 Logan Vanderlaan 
 Travis Werner 
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 Burns High School – 307.245.4100 
 524 East 4  th  Street, Burns, WY 82053 

 Principal  Bobby Dishman  307.245.4101 
 Assistant Principal/Ac�vi�es Director  Kur�s Suloff  307.245.4104 
 Secretary  Lori Romsa  307.245.3000 
 Secretary  Shelly Humphrey  307.245.3021 
 Secretary  Donna Black  307.245.3001 
 Maintenance  Darrell Heller  307.245.4153 

 Cer�fied Staff:  Classified Staff: 
 Jeremy Ahern  Cathy Gully 
 Eric Allen  Kathleen Horton 
 Natasha Archer  Teresa Kelley 
 Kathryn Bailey  Tegan Jonson 
 Tyler Barker  Meztly Mares Garcia 
 Torrey Boley (Hollis)  Michelle Orozco 
 Dyan Christensen  Brandon Perkins 
 Chris Cooper  Edie Rushing 
 Dan Ebben  Tammie Schaeffer 
 Jeremy Evans  Kelsey Stark 
 Tanya Evans  Delaney Willoughby 
 Ka�e Giroux 
 Heather Goodwine 
 Tiffany Harding 
 Brooks Hoffman 
 Shelby Jeffryes (Konig) 
 Anna Leach 
 William Louderback 
 Will Luna 
 Cole Manlove 
 Jameson McBride 
 Anndee McKinney 
 Jennel Mead 
 Stacy Meester 
 Bri�any Mitchell 
 Shawn Molle� 
 Sean Pa�erson 
 Carson S�nson 
 Kaycee Tidyman 
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 Pine Bluffs High School – 307.245.4000 
 502 Maple Street, Pine Bluffs, WY 82082 

 Principal  Todd Sweeter  307.245.4001 
 Secretary  Riley Petry  307.245.7016 
 Secretary  Kris�na Steger  307.245.7000 
 Maintenance  307.245.4002 

 Cer�fied Staff:  Classified Staff: 

 Brian Anderson  Besty Cushing 
 Megan Anderson  Laura Fornstrom 
 Tyler Anderson  Ma�hew Goranson 
 Alisha Floy  Kelby Hinton 
 Susie Fornstrom  Nicole Kimble 
 Darla Golding  Stew Lanning 
 Will Gray  Rose Miller 
 Mary Jacobsen  Shyla Stracke-Mar�nez 
 Eric Kestner  Ann Sujka 
 Dus�n Lee 
 Diana Logan 
 William Louderback 
 Heather Love 
 Stacy Meester 
 Addison Perlinski 
 Ashley Rousseau 
 Nicole Sisson 
 Anna Thomas 
 Ashley Thurin 
 Logan Vanderlaan 
 Pat Walter 
 Sally Wheeler 
 Nick Yelton 
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 PROFESSIONAL EDUCATOR 
 •  Adhere to federal and state laws, professional licensure requirements, and local school policies. 
 •  Ac�vely par�cipate in and comply with Individualized Educa�onal Programs and 504 plans. 
 •  Ensure  the  workplace  is  free  of  sexual  harassment  or  harassment  of  any  kind.  Any  type  of  harassment  should 

 be reported immediately. 
 •  Respect  colleagues  as  fellow  professionals  and  maintain  civility  when  differences  arise;  resolve  conflicts, 

 whenever possible, privately and respec�ully and in accordance with district policy. 
 •  Respect  differences;  plan  and  advocate  for  inclusive  groupings  for  instruc�on  and  other  school  ac�vi�es  so 

 that  plen�ful,  equitable,  and  quality  educa�onal  opportuni�es  are  available  for  all  students  regardless  of 
 race,  gender,  family,  social  or  cultural  background,  na�onal  origin,  poli�cal  or  religious  beliefs,  sexual 
 orienta�on, or disability. 

 •  Comply  with  inquiries  regarding  inves�ga�ons  and  hearings  ini�ated  by  the  Professional  Teaching  Standards 
 Board. 

 •  Provide truthful informa�on on all documents when applying for or renewing licensure. 
 •  Protect students from any prac�ce that harms them or has the poten�al to harm them. 
 •  Use developmentally appropriate assessments for the purpose and manner they have been intended. 
 •  Reflect  on  and  assess  your  professional  skills,  content  knowledge,  and  competency  on  an  ongoing  basis  and 

 commit to ongoing professional learning and development. 
 •  Maintain  confiden�ality.  Disclosure  of  informa�on  to  persons  who  do  not  have  both  a  right  and  a  need  to 

 know  is  a  viola�on  of  the  law.  Always  respect  the  privacy  of  students  and  the  need  to  hold  in  confidence 
 certain  forms  of  student  communica�on,  documents,  or  informa�on  obtained  in  the  course  of  professional 
 prac�ce  such  as:  grades,  test  scores,  reports  from  related  services  personnel  (school  psychologist’s  reports, 
 nurse,  etc.),  and  informa�on  from  community  agencies  (Department  of  Family  Services,  police  department, 
 etc.). Sensi�ve informa�on shared by family members to you is confiden�al. 

 •  Communicate  with  parents/guardians  in  a  �mely  and  respec�ul  manner  while  maintaining  appropriate 
 confiden�ality  with  respect  to  student  informa�on  disclosed  by  or  to  parents/guardians  unless  required  by 
 law. 

 •  Enhance  the  professional  growth  and  development  of  new  educators  by  suppor�ng  effec�ve  and  supervised 
 field experiences, mentoring, and induc�on ac�vi�es across the career con�nuum. 

 •  Recommend  for  employment  only  those  educa�onal  professionals  who  have  demonstrated  professional  and 
 ethical behavior. 

 •  Assign leadership roles equitably. 
 •  Consider  the  implica�ons  and  possible  ramifica�ons  of  engaging  in  a  personal  or  professional  rela�onship 

 with parents/guardians, student teachers, colleagues and supervisors. 
 •  Conduct  financial  business  with  integrity  by  honestly  using  property,  facili�es,  materials  and  resources  in 

 accordance with local policies and state and federal laws. 
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 TECHNOLOGY 
 •  Know your district’s policy on the use of technology and communica�on. 
 •  While  using  social  media,  maintain  separate  personal  and  professional  virtual  profiles,  keeping  personal  and 

 professional  lives  separate  and  dis�nct.  Always  monitor  your  privacy/share  se�ngs  as  well  as  posts 
 to-and-from contacts in order to maintain professionalism. 

 •  Do not use your personal phone to text or call students. 
 •  School computers are to be used only for school purposes at all �mes. 
 •  Email  students  via  your  school-sponsored  web  site,  computer,  or  email.  Do  not  use  your  personal  email 

 account.  Consider all emails public. 
 •  Do not download sexually explicit or any inappropriate or ques�onable material on school computers. 
 •  Exercise  prudence  in  your  posts.  If  you  don’t  want  the  Superintendent  reading  it  aloud  to  you  in  a  mee�ng, 

 don’t post it. 
 •  Be aware that once you post something, it may be there forever without any future control by you. 
 •  Keep virtual work friendly.  Do not use names of co-workers, bosses, or students in a nega�ve connota�on. 
 •  Do not give out personal informa�on. 
 •  Movies,  TV  programs,  internet  sites,  reading  material,  etc.,  used  at  school  by  you  for  students  needs  to 

 comply with school district policy. 

 HEALTHY BOUNDARIES 
 •  Maintain  and  communicate  what  a  professional  rela�onship  is  with  students  inside  and  outside  of  school 

 property or at extracurricular ac�vi�es. 
 •  Use cau�on in the way you touch students. 
 •  Going  to  par�es  or  socializing  with  students  is  inappropriate.  Loose,  inappropriate  boundaries  set  the  stage 

 for harassment issues. 
 •  Assigning or reques�ng students to do errands to meet personal needs is inappropriate. 
 •  Invi�ng students to your home, especially when no one else is present, is inappropriate. 
 •  A  pa�ern  of  wri�ng  passes,  making  excuses,  or  providing  rides  home  for  a  par�cular  student  or  students  is 

 inappropriate. 
 •  Respect students by taking into account their age, gender, culture, se�ng, and socioeconomic context. 
 •  Always consider the implica�on of accep�ng gi�s from or giving gi�s to students. 
 •  Do  not  engage  in,  solicit,  or  consummate  any  inappropriate  wri�en,  verbal,  or  physical  rela�onship  with  a 

 student.  It is never permissible to engage in roman�c or sexual rela�onships with a student. 
 •  Communicate  to  students  with  transparency  and  in  appropriate  se�ngs,  such  as  leaving  your  classroom  door 

 open during a private conversa�on. 
 •  Affirm  the  helping  nature  of  your  rela�onship  with  students  by  assis�ng  students  obtain  the  addi�onal 

 supports  they  may  need  —  counseling,  medical  interven�ons,  etc.  Understand  your  professional  limits  and 
 know when to refer to another professional. 

 •  Ensure  that  a  chaperone  is  present  and  available  to  students  during  off-campus  school-sponsored  ac�vi�es 
 (male chaperone for male students and a female chaperone for female students.) 

 •  Model  appropriate  language  for  students.  The  use  of  profanity,  vulgarity,  put  downs,  sarcasm,  hidden 
 messages  (e.g.  sexual  innuendos),  or  name  calling,  whether  verbal  or  non-verbal,  is  inappropriate  in  the 
 presence of students. 

 •  Students need to be supervised at all �mes while in your classroom. 
 •  Dress  professionally  –  regardless  of  current  trends.  Dress  in  a  manner  in  which  you  can  be  ac�vely  involved  in 

 student learning and ac�vi�es and in a way that aligns to the mission and vision of the district. 
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 •  Do  not  use,  possess,  be  under  the  influence  of,  or  encourage  the  use  of  alcohol,  illegal  drugs,  or  the 
 unauthorized use of drugs while on school property or at a school sponsored-ac�vity. 

 •  Entering  into  an  adult  rela�onship  of  any  kind  with  a  former  student  should  be  met  with  extreme  cau�on.  The 
 professional  educator  never  fosters  an  adult  rela�onship  with  any  student  while  the  student  is  currently  in 
 school even if the educator is not or will never be the student’s teacher. 
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 Online Account Registra�on 
 Please visit  h�ps://wyomingptsb.com/my-account/register-for-an-account/  to register your online account. 

 This account allows you to check the status of your license/permit, make changes to your contact informa�on, 
 and check to see how many renewal credits you have on file. 

 Please keep your cer�ficate in a safe place! 

 P  rofessional  T  eaching  S  tandards  B  oard 

 1920 T  homes  A  ve  ., S  uiTe  400 C  heyenne  , Wy 82002 
 o  ffice  : (307) 777-7291    f  ax  : (307) 777-8718 

 h�ps://wyomingptsb.com/ 

 Follow us on Facebook and Instagram @wyoPTSB 

 (Updated 03/28/2018) 
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 Laramie County School District No. 2 

 Employee Benefits Overview 
 School Year 2024-2025 

 ⮚  Re�rement 
 o  Offered through Wyoming Re�rement System (WRS) 
 o  14.94% contributed by the district and 3.68% contributed by the employee for a total contribu�on of 
 o  18.62% of gross salary 
 o  Addi�onal informa�on can be found on the WRS website at h�p://re�rement.state.wy.us 

 ⮚  Health Insurance 
 o  Coverage is provided by WEBT and administered by Blue Cross Blue Shield of Wyoming 
 o  Permanent employees working a minimum of 20 hours per week are eligible for coverage 
 o  Coverage is effec�ve the 1  st   of the month following  date of hire 
 o  Employees can make plan selec�on changes in May with a July effec�ve date 
 o  Employees can add or drop dependents in November with January effec�ve date 
 o  3 plan op�ons are offered 

 o  $1,500 deduc�ble: $40 office visit copay – 80/20 coinsurance – 80% of premium paid by district 
 o  $2,500 deduc�ble: $45 office visit copay – 80/20 coinsurance – 96% of premium paid by district 
 o  $3,500 high deduc�ble/HSA Plan: 80/20 coinsurance – 100% of premium paid by district 

 o  District will make a one �me HSA contribu�on on behalf of the employee as follows: 
 Single - $250.00; Plus Spouse - $500.00; Plus Children - $500.00; and Family - $750.00 

 ⮚  Dental Insurance 
 o  Coverage is provided by Delta Dental 
 o  Permanent employees working a minimum of 20 hours per week are eligible for coverage 
 o  Coverage is effec�ve the 1  st   of the month following  date of hire 
 o  100% of the single premium is paid by the district 

 ⮚  Vision Insurance 
 o  Coverage is provided by VSP (WEBT) 
 o  Permanent employees working a minimum of 20 hours per week are eligible for coverage 
 o  Coverage is effec�ve the 1  st   of the month following  date of hire 
 o  100% of the single premium is paid by the district 

 ⮚  Term Life Insurance 
 o  Coverage is provided by Lincoln Financial (WEBT) 
 o  Permanent employees working a minimum of 20 hours per week are eligible for coverage 
 o  Coverage is effec�ve the 1  st   of the month following  date of hire 
 o  Offer coverage in the amounts of: $40,000 employee; $5,000 spouse; $2,500 child(ren) 
 o  100% of the premium is paid by the district 

 ⮚  Accidental Death and Dismemberment Insurance 
 o  Coverage is provided by Lincoln Financial 
 o  Permanent employees working a minimum of 20 hours per week are eligible for coverage 
 o  Coverage is effec�ve the 1  st   of the month following  date of hire 
 o  Offer coverage in the amount of $40,000 
 o  100% of the premium is paid by the district 

 ⮚  Earned Leave 
 o  Earned leave is pro-rated based on the number of hours worked 
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 Laramie County School District No. 2 

 Employee Salary Schedules 
 School Year 2024-2025 

 ⮚  Salary schedules can be found on the District website at  www.laramie2.org  . 

 Administra�ve Guidelines and Opera�onal Procedures 
 It is an expecta�on of the Board of Trustees that all employees be aware of the policy guide book.  Employees 
 must understand that any representa�on of policy in this handbook is only a summa�on of policy.  Only the 
 policies as adopted by the Board of Trustees of Laramie County School District #2, and as such are on file in the 
 policy guide book, are the actual policies of the district.  No administrator or single individual may establish policy 
 in direct opposi�on to these approved policies.  The Superintendent may allow variances in some aspects of 
 policy, but only when this is allowed by the policy. 

 The opera�onal procedures manual incorporates the course of ac�on that the governing board has developed 
 with regards to the educa�on of children residing within the school district.  Informa�on contained in this 
 handbook relates to board policy.  Coding le�ers refer to manual sec�ons.  The following is an abbreviated index 
 and should be consulted when informa�on is desired.  Other documents that are on file in each administra�ve 
 office deal with such items as Special Educa�on, Infec�ous Disease Control, Job Descrip�ons, etc.  Revisions to the 
 administra�ve regula�ons that are adopted during the year will be incorporated into the manual. 

 A – Founda�on and Basic Commitments 
 Sec�on A is a repository for statements related to the district's legal role in providing public educa�on 
 and the underlying principles in which the district operates. 

 B – School Board Governance and Opera�ons 
 Sec�on B is a repository for statements about the school board - how it is elected, organized; how it 
 conducts its mee�ngs and operates.  This sec�on establishes the board's internal opera�ng procedures. 

 C – General School Administra�on 
 Sec�on C provides a repository for statements about  ethics and handbooks. 

 D – Fiscal Management 
 Sec�on D is a repository for statements concerning district fiscal affairs and the management of district 
 funds. 

 E – Support Services 
 Sec�on E is a repository for statements on non-instruc�onal services and programs, including most of 
 those that fall in the area of business management such as safety, buildings and their management, 
 transporta�on, and food services. 

 G – Personnel 
 Sec�on G has three main subdivisions; Subsec�on GB pertains to all employees; Subsec�on GC pertains 
 to professional personnel, including administrators, who must hold specific cer�fica�on to serve in their 
 posi�ons; Subsec�on GD pertains to all other personnel. 

 I – Instruc�on 
 Sec�on I is a repository of statements on the instruc�onal program: basic programs, special programs, 
 ac�vi�es programs, instruc�onal resources, and academic achievements.  
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 J – Students 
 Sec�on J is a repository for statements concerning students - admissions, a�endance, rights and 
 responsibili�es, conduct, discipline, health and welfare services. However, all statements pertaining to 
 the curriculum, instruc�on of students, and extracurricular programs are filed in the I (Instruc�on) 
 Sec�on. 

 K – School-Community Rela�ons 
 Sec�on K of the NSBA policy classifica�on system provides a repository for statements on rela�ons with 
 the general public and with other community and public agencies, except other educa�onal agencies 
 and groups. 

 **Included in the Staff Handbook to follow are a few highlighted policies. 
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 Code: AC 

 NONDISCRIMINATION 

 This district is commi�ed to a policy of nondiscrimina�on in rela�on to race, color, na�onal origin, sex, sexual 
 orienta�on, gender iden�ty, transgender status, age, disability, and religion.  This policy should prevail in all 
 ma�ers concerning staff, students, educa�on programs and services and individuals with whom the school 
 district does business.  

 The school staff should establish and maintain an atmosphere in which students can develop a�tudes and skills 
 for effec�ve, coopera�ve living, including:  

 a.  Respect for the individual regardless of economic status, intellectual ability, race, color, na�onal origin, 
 sex, sexual orienta�on, gender iden�ty, transgender status, age, disability, or religion;  

 b.  Respect for cultural differences; 
 c.  Respect for economic, poli�cal, and social rights of others; 
 d.  Respect for the rights of others to seek and maintain their own iden��es.  

 The school district, in keeping with the requirements of state and federal law, will strive to remove any ves�ge of 
 prejudice and discrimina�on in employment, assignment and promo�on of personnel; in loca�on and use of 
 facili�es; in educa�onal offerings and instruc�onal materials.  

 All employees, students and community members are hereby no�fied that this district does not discriminate on 
 the basis of sex in educa�onal programs receiving federal or state financial assistance and that it does intend to 
 comply with Title IX of the educa�onal amendments of 1972 and as subsequently amended.  Any student or 
 their parent, or employee who has a complaint rela�ng to sexual harassment is referred to policy ACA and the 
 procedures set forth therein.  

 The district shall strive to inform students, parents, employees, and the general public that all educa�onal 
 programs, specifically including voca�onal opportuni�es, are offered without regard to race, color, na�onal 
 origin, sex, sexual orienta�on, gender iden�ty, transgender status, age, disability or religion.  In order to 
 accomplish this, a statement of nondiscrimina�on shall be included in the faculty and student handbooks, if any, 
 and shall be published at least once a year in a newspaper of general circula�on in the district.  The no�ce shall 
 include a reference to the person and the address and telephone number of the staff member designated to 
 coordinate civil rights compliance.  For purposes of this district, that person shall be the Director of Special 
 Services. 

 All students shall be permi�ed to enroll in voca�onal educa�onal programs as well as other school programs 
 without considera�on of their race, color, na�onal origin, sex, sexual orienta�on, gender iden�ty, transgender 
 status, disability, or religion.  To the extent that a prerequisite class may be required before admission, such 
 prerequisite class shall be open to students on a nondiscriminatory basis. No student shall be denied admission 
 on account of their limited English language skills. 

 Counselors shall not use counseling materials and ac�vi�es or promo�onal and recruitment efforts that 
 discriminate in any manner and counselors shall not direct or urge any student to enroll in a par�cular class 
 program on account of that student’s race, color, na�onal origin, sex, sexual orienta�on, gender iden�ty, 
 transgender status, disability, or religion.  All students shall have equal opportuni�es available to par�cipate in 
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 coopera�ve educa�on, work study, and appren�ceship training programs either now offered or which may be 
 offered in the future.  

 All employees of this district shall be hired, retained, promoted, transferred, compensated or, if necessary, 
 terminated without regard to their race, color, na�onal origin, sex, sexual orienta�on, gender iden�ty, 
 transgender status, age, disability or religion.  

 Students with disabili�es shall be admi�ed and given equal access to programs and shall not be denied access to 
 voca�onal educa�on programs or other courses because of architectural or equipment barriers or because of the 
 need for related services or auxiliary aids to the extent reasonable to accommodate the disabled.  To the extent 
 possible, disabled individuals shall be placed in regular voca�onal educa�on programs and educa�on courses.  

 The Director of Special Services has been designated to handle inquiries regarding the Non-Discrimina�on 
 Policies of LCSD2. 

 Shannon Perlinski, Director of Special Services 
 311 E. 8  th  Street, PO Box 489, Pine Bluffs, WY 82082  - (307) 245-4050 
 shannon.perlinski@laramie2.org 

 NONDISCRIMINATION STATEMENT 

 Laramie County School District No. 2 (LCSD#2) does not discriminate on the basis of race, color, na�onal origin, 
 sex, age, religion, sexual orienta�on, or disability in employment, treatment, admission, or access to educa�onal 
 programs and ac�vi�es. 

 The lack of English language skills shall not be a barrier to admission or par�cipa�on in the ac�vi�es and 
 programs. LCSD2 does not discriminate in its hiring or employment prac�ces. This no�ce is provided as required 
 by Title VI of the Civil Rights Act of 1964, Sec�on 504 of the Rehabilita�on Act of 1973, Title IX of the Educa�on 
 Amendments of 1972, the Age Discrimina�on Act of 1975, and the American with Disabili�es Act of 1990. 
 Ques�ons, complaints, or requests for addi�onal informa�on regarding these laws may be forwarded to the 
 LCSD2 Director of Special Services. The Director of Special Services has also been designated to handle inquiries 
 regarding the Non-Discrimina�on Policies of LCSD2. 

 Shannon Perlinski - Director of Special Services 
 311 E. 8th Street, PO Box 489, Pine Bluffs, WY 82082 - (307) 245-4050 
 shannon.perlinski@laramie2.org 

 Or you may also contact: 
 The Wyoming Department of Educa�on, Office for Civil Rights Coordinator 
 122 W 25th Street, Suite E200, Cheyenne, WY 82002 or (307) 777-7675 or  h�p://edu.wyoming.gov/ 

 For further informa�on on no�ce of non-discrimina�on, visit the Denver Office at: 
 Office for Civil Rights 
 U.S. Department of Educa�on 
 Cesar E. Chavez Memorial Building 
 1244 Speer Boulevard, Suite 310 
 Denver, CO 80204-3582 
 Telephone: 303-844-5695 
 FAX: 303-844-4303; TDD: 800-877-8339 
 Email:  OCR.Denver@ed.gov 
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 Code: ACA 

 SEXUAL HARASSMENT 

 Laramie County School District Number 2 (District) is commi�ed to a safe and civil educa�onal 
 environment for all students, employees, volunteers, and patrons free from sexual harassment and 
 discrimina�on. Sexual harassment is a form of sexual discrimina�on which violates Sec�on 703 of Title 
 VII of the Civil Rights Act of 1964 (Title VII), as amended, 42 U.S.C. § 2000e, et seq. and the Educa�onal 
 Amendments of 1972 (Title IX), as amended, 20 U.S.C. § 1681, et seq. This policy shall apply to all 
 students, employees, and volunteers of the District. 

 Prohibi�on of Sexual Harassment.  District prohibits  any harassment on the basis of sex in its educa�on 
 programs or any ac�vity that it operates, including in employment. 

 Title IX Coordinator.  District’s Title IX Coordinator  is designated and authorized to oversee compliance 
 with all aspects of the District’s Sexual Harassment Policy. Inquiries about the applica�on of Title IX to 
 District may be referred to: 1) the Title IX Coordinator, who may be reached at the District 
 Administra�on Building, P.O. Box 489, Pine Bluffs, WY 82082, (307) 245-4050; or 2) the Wyoming 
 Department of Educa�on, Office of Civil Rights Coordinator, 122 West 25th Street, Suite E200, 
 Cheyenne, WY 82002, (307) 777-6198; or 3) the Office of Civil Rights, US Department of Educa�on, 
 1244 Speer Blvd., Suite 310, Denver, CO  80204-3582, (303) 844-5695 or TDD (800) 877-8339. 

 The contact informa�on for the Title IX Coordinator is available on the District’s website, which may be 
 found at:  h�ps://www.laramie2.org/our-district/staff-directory  ,  Director of Special Services. 

 Complaints of sexual discrimina�on which do not cons�tute sexual harassment are processed as per 
 board policy AC and regula�on AC-R. 

 I.  DEFINITIONS 

 A.  Actual Knowledge  means no�ce of sexual harassment  or allega�ons of sexual harassment to: 
 1) the Title IX Coordinator; 2) any school employee; or 3) any District official who has authority 
 to ins�tute correc�ve measures on behalf of the District. This standard is not met when the only 
 employee or official with actual knowledge is the respondent. 

 B.  Complainant  means an individual who is alleged to  be a vic�m of conduct that could cons�tute 
 sexual harassment. 

 C.  Deliberate Indifference  means failure to respond to  discrimina�on based on sex reasonably in 
 light of known circumstances. 

 D.  Educa�on Program or Ac�vity  includes loca�on, events,  or circumstances over which the 
 District exercises substan�al control over both the respondent and the context in which the 
 sexual harassment occurs, including but not limited to on school premises, a school bus or other 
 school related vehicle, a school bus stop, an ac�vity or event sponsored by a school, whether or 
 not it is held on school premises, and any other program or func�on where the school is 
 responsible for the student. 
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 E.  Formal Complaint  means a document filed by a Complainant or their parent/guardian or signed 
 by the Title IX Coordinator alleging sexual harassment against a respondent and reques�ng that 
 the District inves�gate the allega�on of sexual harassment.  At the �me of filing a formal 
 complaint, a Complainant must be par�cipa�ng in or a�emp�ng to par�cipate in the District’s 
 educa�on program or ac�vity. The phrase “documenta�on filed by a Complainant” means a 
 document or electronic submission (such as email or through (portal)) that contains the 
 Complainant’s physical or digital signature, or otherwise indicates that the Complainant is the 
 person filing the formal complaint. 

 F.  Respondent  means an individual who has been reported  to be the perpetrator of conduct that 
 could cons�tute sexual harassment. 

 G.  Retalia�on  means in�mida�on, threats, coercion,  or harassment, including charges against an 
 individual for code of conduct viola�ons that do not involve sexual harassment, but arise out of 
 the same facts or circumstance as a report or complaint of sex, or a report or formal complaint 
 of sexual harassment, for the purpose of interfering with any right or privilege secured by Title 
 IX. 

 H.  School Official  means a building level administrator  (principal or assistant principal) or a central 
 office administrator. 

 I.  Sexual Harassment  means conduct on the basis of sex  that sa�sfies one or more of the 
 following: 

 a.  A District  employee  condi�oning the provision of  an aid, benefit, or service of the recipient 
 on an individual’s par�cipa�on in unwelcome sexual conduct; 

 b.  Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 
 objec�vely offensive that it effec�vely denies a person equal access to the District’s 
 educa�on program or employment; 

 c.  “Sexual assault” (as defined by the Clery Act),  “da�ng violence”, “domes�c violence”, or 
 “stalking” (as defined in the Violence Against Women Act), as set forth below: 

 i.  “Sexual assault” means an offense classified as a forcible or non-forcible sex 
 offense under the uniform crime repor�ng system of the Federal Bureau of 
 Inves�ga�on as follows  3  : 

 1)  Sex Offenses, Forcible  —Any sexual act directed against  another person, 
 without the consent of the vic�m including instances where the vic�m 
 is incapable of giving consent. 
 ●  Forcible Rape  —(Except Statutory Rape) The carnal knowledge  of a 

 person, forcibly and/or against that person’s will or not forcibly or 
 against the person’s will in instances where the vic�m is incapable 
 of giving consent because of his/her temporary or permanent 
 mental or physical incapacity. 

 ●  Forcible Sodomy  —Oral or anal sexual intercourse with  another 
 person, forcibly and/or against that person’s will or not forcibly or 
 against the person’s will in instances where the vic�m is incapable 
 of giving consent because of his/her youth or because of his/her 
 temporary or permanent mental or physical incapacity. 
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 ●  Sexual Assault With An Object  —To use an object or instrument to 
 unlawfully penetrate, however slightly, the genital or anal opening 
 of the body of another person, forcibly and/or against that 
 person’s will or not forcibly or against the person’s will in instances 
 where the vic�m is incapable of giving consent because of his/her 
 youth or because of his/her temporary or permanent mental or 
 physical incapacity. 

 ●  Forcible Fondling  —The touching of the private body  parts of 
 another person for the purpose of sexual gra�fica�on, forcibly 
 and/or against that person’s will or not forcibly or against the 
 person’s will in instances where the vic�m is incapable of giving 
 consent because of his/her youth or because of his/her temporary 
 or permanent mental or physical incapacity. 

 2)  Sex Offenses, Nonforcible  —(Except Pros�tu�on Offenses)  Unlawful, 
 nonforcible sexual intercourse. 
 ●  Incest  —Nonforcible sexual intercourse between persons  who are 

 related to each other within the degrees wherein marriage is 
 prohibited by law. 

 ●  Statutory Rape  —Nonforcible sexual intercourse with  a person 
 who is under the statutory age of consent. 

 ii.  Domes�c violence  includes felony or misdemeanor crimes  of violence 
 commi�ed by a current or former spouse or in�mate partner of the vic�m, by 
 a person with whom the vic�m shares a child in common, by a person who is 
 cohabita�ng with or has cohabitated with the vic�m as a spouse or in�mate 
 partner, by a person similarly situated to a spouse of the vic�m under the 
 domes�c or family violence laws of the jurisdic�on receiving grant monies, or 
 by any other person against an adult or youth vic�m who is protected from 
 that person's acts under the domes�c or family violence laws of the 
 jurisdic�on. 

 iii.  Da�ng violence  means violence commi�ed by a person— 

 1)  who is or has been in a social rela�onship of a roman�c or in�mate 
 nature with the vic�m; and 

 2)  where the existence of such a rela�onship shall be determined based 
 on a considera�on of the following factors: 

 (i)  The length of the rela�onship. 
 (ii)  The type of rela�onship. 
 (iii)  The frequency of interac�on between the persons  involved in 
 the rela�onship. 

 iv.  Stalking  means engaging in a course of conduct directed  at a specific person 
 that would cause a reasonable person to— 

 1)  fear for his or her safety or the safety of others; or 
 2)  suffer substan�al emo�onal distress. 
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 J.  Suppor�ve Measures  means non-disciplinary, non-puni�ve individualized services offered as 
 appropriate, as reasonably available, and without fee or charge to the complainant or the 
 respondent before or a�er the filing of a formal complaint or where no formal complaint has 
 been filed. Such measures are designed to restore or preserve equal access to the recipient’s 
 educa�on program or ac�vity without unreasonably burdening the other party, including 
 measures designed to protect the safety of all par�es or the recipient’s educa�onal 
 environment, or deter sexual harassment. Suppor�ve measures may include counseling, 
 extensions of deadlines or other course-related adjustments, modifica�ons of work or class 
 schedules, campus escort services, mutual restric�ons on contact between the par�es, changes 
 in work loca�ons, leaves of absence, increased security and monitoring of certain areas of the 
 campus, and other similar measures. The District must maintain as confiden�al any suppor�ve 
 measures provided to the complainant or respondent, to the extent that maintaining such 
 confiden�ality would not impair the ability of the recipient to provide the suppor�ve measures. 
 The Title IX Coordinator is responsible for coordina�ng the effec�ve implementa�on of 
 suppor�ve measures. 

 II.  GRIEVANCE PROCEDURES 

 A.  Repor�ng Allega�ons of Sexual Harassment 

 Any person may report sexual harassment, regardless of whether the person is the alleged 
 vic�m of the reported conduct. 

 1.  To Whom  : 

 a.  A School Official, teacher or other District employee may receive oral or 
 wri�en reports of sexual harassment at the building level.  Any teacher or 
 employee who receives a report of sexual harassment under this policy shall 
 immediately inform a School Official. 

 b.  Any teacher or employee who observes or has knowledge that a student is 
 the vic�m of sexual harassment shall report to a School Official. 

 c.  If the complaint involves a School Official, the report may be made directly to 
 the District’s Title IX Coordinator. 

 d.  Complaints may also be directed to the District’s Title IX Coordinator in 
 person, by mail, by telephone, at the District Administra�on Building, 
 address: 311 E. 8  th  St., P.O. Box 489, Pine Bluffs,  WY 82082, phone (307) 
 245-4050. Such report may be made at any �me (including non-business 
 hours) by using the Title IX Coordinator’s telephone number or email address. 

 e.  Individuals experiencing sexual harassment also always have the right to file a 
 formal grievance with the Office of Civil Rights, 1244 Speer Blvd., Suite 310, 
 Denver, CO  80204-3582, (303) 844-5695 or TDD (800) 877-8339; or the 
 Wyoming Department of Educa�on, Office of Civil Rights Coordinator, 122 
 West 25th Street, Suite E200, Cheyenne, WY 82002, (307) 777-6198. 

 2.  An anonymous report may be made by u�lizing the Safe to Tell link on the District’s 
 website which can be located at:  h�ps://www.laramie2.org/students-family  , 
 Safe2Tell. 
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 3.  Complaint. A complainant or their parent/guardian may file a formal complaint with 
 the Title IX Coordinator as outlined above. A third party may not file a formal 
 complaint, however, the Title IX Coordinator may also sign a formal complaint, 
 triggering an inves�ga�on.  Where the Title IX Coordinator  signs a formal complaint, 
 the Title IX Coordinator is not a complainant or otherwise a party under this policy. 

 4.  Anonymity.  Irrespec�ve of whether a report of sexual  harassment is anonymous or 
 the reporter does not wish for their name to be shared, or does not wish for an 
 inves�ga�on to take place, the District is deemed to have actual knowledge of sexual 
 harassment or allega�ons of sexual harassment in an educa�on program or ac�vity 
 and must respond promptly. On the other hand, if District cannot iden�fy any of the 
 par�es involved in the alleged sexual harassment based on the anonymous report, 
 then a response that is not clearly unreasonable under light of these known 
 circumstances will differ from a response under circumstances where District knows 
 the iden�ty of the par�es involved in the alleged harassment, and District may not 
 be able to meet its obliga�on to, for instance, offer suppor�ve measures to the 
 unknown complainant. 

 B.  District’s Response 

 1.  General Response: 

 District will inves�gate Formal Complaints alleging sexual harassment in a prompt, 
 thorough, and impar�al manner that is not deliberately indifferent, and shall take 
 disciplinary ac�on against any student or school personnel found to have violated 
 this policy.  The District is commi�ed to providing a balanced and fair process to 
 resolve complaints of sexual harassment so that everyone – complainants, 
 respondents, and the en�re school community – is treated in a non-discriminatory 
 manner. 

 In this regard, District shall: 

 a.  Offer suppor�ve measures  to a complainant and follow  the Grievance 
 Procedure as set forth in this policy before imposing any disciplinary 
 consequences or sanc�ons on the respondent. 

 b.  Require an objec�ve evalua�on of all available evidence  ,  both inculpatory 
 (evidence that tends to show the respondent did commit sexual harassment) 
 and exculpatory (evidence that tends to show the respondent did not commit 
 the alleged sexual harassment), and prohibit credibility determina�ons based 
 on a party’s status as complainant, respondent, or witness. 

 c.  Require that any person designated as a Title IX Coordinator, inves�gator, 
 decision-maker, or any person designated to facilitate an informal process  not 
 have a conflict of interest  against complainants and  respondents generally or 
 against the par�cular complainant and respondent. The District shall be 
 solely responsible for designa�ng the Title IX Coordinator, inves�gators, 
 decision-makers, and any person designated to facilitate an informal process. 
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 d.  Require that throughout the inves�ga�on and un�l a determina�on has been 
 made at the conclusion of the grievance process,  it  shall be presumed that 
 the respondent is not responsible for the alleged conduct  . 

 e.  Conclude the grievance process in a reasonably prompt �me frame  , absent 
 extenua�ng circumstances based on good cause (e.g., law enforcement 
 involvement, absence of a party, witness, or advisor, the need for language 
 assistance or accommoda�on of disabili�es)  with  wri�en explana�on to both 
 par�es explaining the reason for delay. 

 2.  Title IX Coordinator Ini�al Response: 

 Upon receipt of a report of sexual harassment, the Title IX Coordinator will promptly 
 contact the complainant (alleged vic�m) to: a) discuss the availability of suppor�ve 
 measures; b) consider the complainant’s wishes with respect to suppor�ve 
 measures; c) inform the complainant of the availability of suppor�ve measures with 
 or without filing a formal complaint; and, d) explain the process for filing a formal 
 complaint. 

 3.  Emergency Removal/Administra�ve Leave: 

 a.  Student Respondent  .  A student respondent may be removed  from the 
 educa�on program or ac�vity on an emergency basis, provided that District 
 conducts an individualized safety and risk analysis and determines that 
 emergency removal is necessary in order to protect a student or other 
 individual from an immediate threat to physical health or safety. In such a 
 case, District will provide the respondent with no�ce and an opportunity to 
 challenge the decision immediately a�er the removal. 

 i.  Emergency removal does not modify any rights under the Individuals 
 with Disabili�es Educa�on Act (IDEA), Sec�on 504 of the Rehabilita�on 
 Act of 1973, or the American with Disabili�es Act. 

 b.  Employee Respondent.  An employee respondent may be  immediately placed 
 on administra�ve leave as provided under District Board Policy and Wyoming 
 law. 

 C.  Formal Complaint Process 

 1.  Wri�en No�ce  .  Upon receipt of a formal complaint,  District will provide wri�en 
 no�ce to all known par�es in sufficient �me to give the respondent �me to prepare a 
 response before an ini�al interview. Wri�en no�ce will include: 

 a.  No�ce of the grievance process; 

 b.  No�ce of the allega�ons in sufficient details (i.e. names of known par�es, the 
 conduct alleged to be sexual harassment, and the date and loca�on of the 
 conduct, if known) to allow the respondent to prepare a response; 

 c.  A statement that the respondent is presumed not responsible for the alleged 
 conduct and that responsibility will be determined at the conclusion of the 
 grievance process; 
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 d.  No�ce of the par�es’ right to have an advisor (who may be, but is not 
 required to be, an a�orney) and to inspect and review evidence and provide 
 advice to the party they represent but who will not be allowed to ac�vely 
 par�cipate in the witness interview process nor interrupt nor interfere with 
 the inves�gator’s witness interviews; and 

 e.  No�ce of the provision in this policy that prohibits knowingly making false 
 statements or providing false informa�on in the grievance process. 

 If, in the course of the inves�ga�on, District decides to inves�gate allega�ons about the 
 respondent or complainant that were not included in the original wri�en no�ce, no�ce 
 of the addi�onal allega�ons will also be provided in wri�ng to the known par�es. 

 2.  Dismissal  . District will inves�gate the allega�ons  in a formal complaint. 

 a.  However, the complaint  shall  be dismissed if the allega�ons: 

 i.  would not cons�tute sexual harassment as defined in this policy, even 
 if proved; 

 ii.  did not occur in District’s program or ac�vity; or 

 iii.  did not occur against a person in the United States. 

 b.  The complaint  may  be dismissed if: 

 i.  The complainant no�fies the Title IX Coordinator at any �me during 
 the inves�ga�on that he or she wishes to withdraw the complaint or 
 any allega�on in the complaint; 

 ii.  The respondent’s enrollment or employment ends; or 

 iii.  The specific circumstances prevent the District from gathering 
 evidence sufficient to reach a determina�on as to the complaint or 
 any of the allega�ons. (i.e. passage of several years between a formal 
 complaint and the alleged conduct or a complainant ceasing to 
 cooperate with the grievance process). 

 In the event of dismissal, District may inves�gate the allega�on as a viola�on of any 
 other applicable code of conduct viola�on. 

 3.  Consolida�on  . District may consolidate formal complaints  as to allega�ons of sexual 
 harassment against more than one respondent, or by more than one complainant 
 against one or more respondents, or by one party against the other party, where the 
 allega�ons of sexual harassment arise out of the same facts or circumstances. 

 4.  Inves�ga�on 

 a.  By Whom 

 i.  All reports of sexual harassment, false repor�ng, or retalia�on shall be 
 processed  by the Title IX Coordinator. 

 ii.  An impar�al and trained inves�gator shall conduct the inves�ga�on 
 into the allega�ons and dra� an inves�ga�ve report. 
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 b.  Burden of Proof 

 i.  The burden of proof and gathering of evidence rests on the District, 
 not the par�es. 

 ii.  In its inves�ga�on, the District cannot access, consider, disclose, or 
 otherwise use a party’s records that are made or maintained by a 
 physician, psychologist, or other recognized professional or 
 paraprofessional which are made and maintained in connec�on with 
 treatment to a party, unless the District obtains that party’s (or the 
 party’s parent’s) voluntary, wri�en consent to do so. 

 c.  Par�es’ Rights 

 i.  Each party will have an equal opportunity to present witnesses and 
 evidence during the inves�ga�on process. 

 ii.  District does not restrict the ability of either party to discuss the 
 allega�ons under inves�ga�on and to gather and present relevant 
 evidence. 

 iii.  The par�es may have others present during interviews or other 
 related mee�ngs or proceedings, including an advisor of their choice 
 who may but is not required to be an a�orney. The advisor’s role will 
 be limited to ac�ng as an advisor to the par�es; the advisor will not 
 be allowed to par�cipate in the interview, related mee�ng or 
 proceeding, or otherwise ques�on par�es or witnesses, nor will the 
 advisor be allowed to interrupt or interfere with ques�ons asked by 
 the inves�gator(s). 

 iv.  A party whose par�cipa�on is invited or expected will be provided 
 wri�en no�ce of the date, �me, loca�on, par�cipants, and purpose of 
 all inves�ga�ve interviews, or other mee�ngs, with sufficient �me to 
 allow the party to prepare to par�cipate. 

 v.  Both par�es and their advisors, if any, will be provided an equal 
 opportunity  to inspect and review any evidence obtained as part of 
 the inves�ga�on that is directly related to the allega�ons raised in 
 formal complaint, including evidence on which District does not 
 intend to rely and any exculpatory (evidence that tends to show the 
 respondent did not commit the alleged sexual harassment) or 
 inculpatory (evidence that tends to show the respondent did commit 
 sexual harassment) evidence from any source. This evidence will be 
 provided to the par�es at a �me as determined by the inves�gator 
 but prior to the comple�on of the final inves�ga�on report and in 
 �me to give the par�es at least ten (10) school days to prepare a 
 wri�en response. The inves�gator will consider each party’s wri�en 
 response prior to comple�ng the Inves�ga�ve  Report: 
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 d.  Inves�ga�ve Report 

 i.  The District inves�gator will prepare a wri�en Inves�ga�ve Report 
 that fairly summarizes the relevant evidence and provide the report 
 to the par�es and their advisors, if any, for their review and wri�en 
 response, at least ten (10) school days prior to a determina�on of 
 responsibility. 

 5.  Determina�on regarding responsibility 

 a.  Decision-Maker  . Following the inves�ga�on process,  an impar�al 
 decision-maker designated and trained by the District, shall make a 
 determina�on regarding responsibility. The decision-maker cannot be the 
 inves�gator or the Title IX Coordinator. 

 b.  Ques�ons by Par�es.  A�er having sent the Inves�ga�ve  Report to the par�es, 
 but before reaching a determina�on regarding responsibility, each party shall 
 have the opportunity to submit wri�en, relevant ques�ons that the party 
 wants asked of another party or witness, provide each party with the 
 answers, and provide for limited follow-up ques�ons.  The decision-maker 
 must explain to the party proposing the ques�ons that any decision to 
 exclude a ques�on is not relevant. The decision-maker shall set reasonable 
 deadlines for submission and response to ques�ons. 

 c.  Standard of Evidence  . In reaching a determina�on  of responsibility, the 
 decision-maker shall apply the preponderance of evidence standard (“it is 
 more than likely than not that sexual harassment occurred”). 

 d.  Wri�en Determina�on.  The decision-maker shall issue  a wri�en 
 determina�on of responsibility simultaneously to the par�es that: 

 i.  Iden�fies the allega�ons that poten�ally cons�tute sexual 
 harassment; 

 ii.  Describes the procedural steps taken from receipt of the complaint 
 through the determina�on; 

 iii.  Includes findings of fact suppor�ng the determina�on; 

 iv.  Includes conclusions regarding applica�on of this policy to the facts; 

 v.  Includes a statement of, and a ra�onale for, the result as to each 
 allega�on, including 

 1.  a determina�on of responsibility; 
 2.  any disciplinary sanc�ons; 
 3.  whether remedies to restore or preserve equal access to 

 District’s educa�on program or ac�vity will be provided to the 
 complainant. 

 vi.  Sets forth the procedures and basis for the par�es to appeal. 
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 D.  Appeal 

 1.  Right to Appeal  .  Each party shall be offered the right  to appeal: 1) from a 
 determina�on regarding responsibility;  and 2) from  the District’s dismissal of a 
 formal complaint or any allega�ons contained therein, on the following limited 
 bases: 

 a.  Procedural irregularity that affected the outcome of the ma�er; 

 b.  New evidence that was not available at the �me the determina�on regarding 
 responsibility or dismissal was made that could affect the outcome of the 
 ma�er; and 

 c.  The Title IX Coordinator, inves�gator(s), or decision-makers(s) had a conflict 
 of interest or bias for or against complainants or respondents generally or the 
 individual complainant or respondent that affected the outcome of the 
 ma�er. 

 No right to appeal exists with respect to remedies,  sanc�ons, or for any other reason 
 not set forth above. 

 2.  How to Appeal  . Within ten (10) school days from the  date of the wri�en 
 determina�on, any party who wishes to file an appeal must provide wri�en no�ce of 
 appeal to the Title IX Coordinator, who may be reached at the District Administra�on 
 Building, address 311 E. 8  th  St., P.O. Box 489, Pine  Bluffs, WY, 82082 or by phone 
 (307) 245-4050. 

 a.  The wri�en no�ce of appeal shall indicate whether the appeal is from a 
 determina�on of responsibility or dismissal of a complaint and include the 
 bases as set forth above upon which the party is relying for the appeal. 

 3.  District Ac�on on No�ce of Appeal  .  Upon receipt  of a wri�en no�ce of appeal, the 
 Title IX Coordinator will no�fy the other party in wri�ng that an appeal has been 
 filed. The decision-maker on the appeal will not be the same person as the 
 decision-maker(s) that reached the determina�on of responsibility or dismissal, the 
 inves�gators, or the Title IX Coordinator. 

 4.  Par�es’ Rights  . Within ten (10) school days from  no�fica�on of the other party that 
 an appeal was filed, each party may submit a wri�en statement in support of, or 
 challenging, the outcome. 

 5.  Determina�on of Appeal  . Within ten (10) school days  of receipt of the par�es’ 
 wri�en submissions, the decision-maker will issue a wri�en decision describing the 
 result of the appeal and the ra�onale for the result. 

 E.  Remedies/Sanc�ons 

 1.  A�er a determina�on of responsibility has been made against a respondent, the Title 
 IX Coordinator shall coordinate implementa�on of remedial ac�on for the 
 complainant and disciplinary ac�on against the student respondent, under the 
 guidance of the District’s policies and procedures. The Superintendent shall be 
 responsible for imposing of disciplinary sanc�ons against an employee respondent. 
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 2.  Remedies for Complainant  .  The remedies for the complainant will be determined on 
 a case-by-case basis and may include the same ac�ons as described as suppor�ng 
 measures. 

 3.  Disciplinary Sanc�ons against Respondent 

 a.  Student Respondent  . The range of disciplinary sanc�ons  against a student 
 respondent following a determina�on of responsibility will depend on the 
 severity, and the age level, but can include suspension or expulsion. All 
 discipline taken shall remain at the full discre�on of the District and in 
 accordance with District policy, the District’s student handbook, and all 
 applicable law. 

 b.  Employee Respondent  . Disciplinary sanc�ons against  an employee 
 respondent will be imposed in accordance with District policy and all 
 applicable law. A determina�on of responsibility against an employee 
 respondent will be considered “good and just cause” for suspension, 
 termina�on or dismissal. 

 III.  INFORMAL RESOLUTION 

 A.  Right to Informal Resolu�on  . A�er a formal complaint  is filed, and at any �me prior to 
 reaching a determina�on regarding responsibility, the District may facilitate an informal 
 resolu�on process such as media�on, that does not involve a full inves�ga�on and 
 determina�on of responsibility, if: 

 a.  Both par�es are provided wri�en no�ce of: 

 i.  the allega�ons; 

 ii.  the requirements of the informal resolu�on process, including circumstances 
 under which it precludes the par�es from resuming a formal complaint 
 arising from the same allega�ons; 

 iii.  any consequences resul�ng from par�cipa�ng in the informal resolu�on 
 process, including the records that will be maintained or could be shared. 

 b.  Both par�es provide voluntary wri�en consent to the informal resolu�on process. 

 B.  Right to Withdraw  . At any �me prior to agreeing to  a resolu�on, any party has the right to 
 withdraw from the informal resolu�on process and resume the grievance process with 
 respect to the formal complaint. 

 C.  Not Available for Employee Respondent  . Informal resolu�on  is not available to resolve 
 allega�ons that an employee sexually harassed a student. 

 IV.  RETALIATION 

 A.  Retalia�on Prohibited  . Neither the District nor any  other person may in�midate, threaten, 
 coerce, or discriminate against any individual for the purpose of interfering with any right or 
 privilege secured by Title IX and this policy, or because the individual has made a report or 
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 complaint, tes�fied, assisted, or par�cipated or refused to par�cipate in any manner in an 
 inves�ga�on, proceeding, or hearing under this policy. 

 B.  Confiden�ality  . The District is required to keep  as confiden�al the iden�ty of any individual 
 who has made a report or complaint of sex discrimina�on, including any individual who has 
 made a report or filed a formal complaint of sexual harassment, any complainant, any 
 individual who has been reported to be the perpetrator of sex discrimina�on, any 
 respondent, and any witness, except as may be permi�ed by law, or to carry out the 
 purposes of this policy, including the conduct of any inves�ga�on. 

 C.  Complaints of Retalia�on  . Complaints alleging retalia�on  may be filed using the procedures 
 set out in this policy. 

 V.  FALSE ACCUSATIONS OR STATEMENTS 

 A false accusa�on of sexual harassment and/or any false statement or providing false 
 informa�on in the grievance process under this policy can have a serious detrimental effect on 
 innocent par�es. Any student or employee who is found to have made a knowing, deliberate, or 
 inten�onal false accusa�on, statement, report, or formal complaint or who has otherwise 
 provided false informa�on in the grievance process is subject to the disciplinary sanc�ons 
 outlined above. A determina�on that a respondent is not responsible for alleged sexual 
 harassment under this policy a�er inves�ga�on does not equate to a false accusa�on, if the 
 claim is made in good faith. 

 VI.  REPORTS/COMPLAINTS TO LAW ENFORCEMENT AUTHORITIES 

 Where there is reasonable suspicion that the allega�on of sexual harassment involves criminal 
 ac�vity, the appropriate law enforcement agencies will be immediately contacted. 

 Under certain circumstances, sexual harassment may cons�tute child abuse or neglect under 
 W  YO  . S  TAT  .  §§ 14-3-201 et seq. as amended. In such  situa�ons, the District shall comply with the 
 repor�ng requirements contained therein. 

 In the event that law enforcement agencies become involved, the District will complete its 
 inves�ga�on and render its wri�en findings in accordance with its policies and procedures and 
 independent of the law enforcement agencies disposi�on of the case. 

 VII.  TRAINING 

 Training of Title IX personnel (Title IX Coordinators, inves�gators, decision-makers, and any 
 person who facilitates an informal resolu�on process) will include training on the defini�on of 
 Sexual Harassment, the scope of the District’s educa�on program or ac�vity, how to conduct an 
 inves�ga�on and grievance process, including appeals and informal resolu�on processes, and 
 how to serve impar�ally, including avoiding prejudgment of the facts at issue, conflicts of 
 interest, and bias. 

 Decision makers and inves�gators will receive training on the issues of relevance, including how 
 to apply the rape shield protec�ons provided only for Complainants. 

 District will post materials used to train Title IX personnel on its website, or otherwise make 
 such materials available for members of the public to inspect. 
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 VIII.  RECORDS 

 District will maintain for a period of seven (7)  years records of: 

 1.  Each sexual harassment inves�ga�on including any determina�on regarding 
 responsibility, and disciplinary sanc�on imposed on the respondent, and any 
 remedies provided to the complainant; 

 2.  Any appeal and the result therefrom; 

 3.  Any informal resolu�on and the result therefrom; and 

 4.   All materials used to train Title IX Coordinators, inves�gators, decision-makers, and 
 any person who facilitates an informal resolu�on process. 
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 Code: ADB/GBEC/GBED 

 DRUG-FREE AND TOBACCO-FREE SCHOOLS 

 The school district is commi�ed to providing a drug and alcohol-free learning environment and work 
 place. Drug abuse and alcohol abuse at school or in connec�on with school-sponsored ac�vi�es on or 
 off school grounds threaten the health and safety of our students and our employees and adversely 
 affect the educa�onal mission of the school corpora�on. The use of illicit drugs and the unlawful 
 possession and use of alcohol are wrong and harmful. 

 For these reasons, the unlawful manufacture, distribu�on, dispensa�on, possession or use of illicit 
 drugs, alcohol or other controlled substances in the work place, on school premises or as part of any 
 school-sponsored ac�vi�es is strictly prohibited. These standards of conduct are equally applicable to 
 students and employees. Any employee who is convicted of a drug statute viola�on arising out of 
 conduct occurring in the work place must no�fy the central administra�on of such convic�on not later 
 than five (5) days a�er the convic�on. Compliance with these standards of conduct is mandatory. 

 Disciplinary sanc�ons (consistent with local, state and federal law), up to and including expulsion and 
 referral for prosecu�on, will be imposed on employees who violate the standards of conduct set forth 
 in this no�ce. Such sanc�ons include, but are not limited to, reprimand, short or long-term suspension 
 with or without pay, termina�on of employment, and referral for prosecu�on. Sa�sfactory comple�on 
 of an appropriate rehabilita�on program may be made a condi�on for withholding or termina�ng other 
 sanc�ons. 

 It is recognized that the use of tobacco represents a health and safety hazard which can have serious 
 consequences for the user and the non-user and the health and safety of the people in the district. In 
 concern for health and safety and in order to protect students, employees, visitors and guests of the 
 district from an environment that may be harmful to them, and because of its possible harm to 
 personal well-being, the smoking or use of other tobacco products by any person in any indoor facility 
 maintained by the school district, on school grounds, or in all vehicles owned, leased or operated by 
 the district is prohibited. Signs will be posted throughout the district’s facili�es that the use of tobacco 
 and tobacco products on school premises is prohibited. 

 District employees and students enrolled in district schools will not be permi�ed to use tobacco or 
 tobacco products while par�cipa�ng in any school-sponsored ac�vity. 
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 Code: CAB/GAB 

 PROFESSIONAL ETHICS 

 All employees of Laramie County School District No. 2 will at all �mes: 

 1. Uphold the honor and dignity of their profession in all ac�ons and rela�ons with pupils, colleagues, 
 school board members, and the public. 

 2. Obey local, state, and na�onal laws; hold to high moral standards and remain loyal to their country 
 and to the cause of democracy and liberty. 

 3. Accept the responsibility to master and contribute to the growing body of specialized knowledge, 
 concepts, and skills that characterize school administra�on as a profession. 

 4. Strive to provide the best possible educa�onal experiences and opportuni�es to all persons in the 
 district. 

 5. Seek to preserve and enhance the pres�ge and status of the profession. 

 6. Render professional services to their best ability and carry out in good faith all policies and 
 regula�ons duly adopted by the local and state authori�es. 

 7. Honor the public trust of the posi�on above any economic or social reward. 

 8. Never permit considera�ons of private gain or personal economic interest to affect the discharge of 
 professional du�es. 

 9. Recognize that the public schools are the public’s business and seek to keep the public fully and 
 honestly informed about its schools. 
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 Code: EHAA-E 

 EMPLOYEE ACCEPTABLE USE OF TECHNOLOGY 

 1.0  PURPOSE 
 1.1 Use of computers and network resources by employees of the District is permi�ed and 
 encouraged where such use supports the goals and objec�ves of the District. Communica�ons 
 and computer technology at the District are provided and maintained for instruc�onal, 
 educa�onal and administra�ve purposes. 

 1.2 Personal use of communica�ons and computer technology at the District is strictly 
 prohibited during the employee’s student contact hours. Personal use is allowable when it does 
 not conflict with the employee’s responsibili�es and conforms to other District policies, 
 including computer use and student data security policies. 

 2.0  ACCESS TO TECHNOLOGY EQUIPMENT AND SERVICES 
 2.1 Access to technology is provided to facilitate the instruc�onal and administra�ve tasks 
 performed by District employees and volunteers. The level of access provided will coincide with 
 the requirements of each employee’s job func�ons. 

 2.2 Computer files and communica�ons over electronic networks, including e-mail, voice mail 
 and Internet access, are not exclusively private. It should be understood that through rou�ne 
 maintenance the Technology Department may inadvertently see informa�on. The Technology 
 Department is obligated to maintain confiden�ality regarding informa�on about students, 
 employees, or District business that they come in contact with except as directed by the 
 Superintendent or his/her designee. When the administra�on believes an employee may have 
 engaged in misconduct or as a result of rou�ne monitoring to assure compliance with this policy 
 and the accompanying exhibit, the administra�on has the right to review computer usage 
 and/or informa�on accessed or stored. 

 2.3 To ensure proper use, the Technology Department under the direc�on of the 
 Superintendent/designee may monitor the District’s technological resources, including e-mail, 
 voice mail systems and Internet usage, at any �me without advance no�ce or consent. 

 2.4 School District employees have no expecta�on of privacy in electronic communica�ons they 
 send or receive on the District’s computers or network system, or as to sites and informa�on 
 accessed u�lizing District computers or the networking system. The District has the right to 
 monitor or review any communica�ons sent or received, as well as informa�on regarding sites 
 and/or informa�on accessed. 

 3.0  ACCEPTABLE USE 
 3.1 It is a general policy that online communica�on is to be used in a responsible, efficient, 
 ethical, and legal manner in support of educa�on, school business and/or research and within 
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 the educa�onal program and goals of the District. The use of electronic informa�on resources is 
 a privilege, not a right. Each user is personally responsible for this provision at all �mes when 
 using electronic informa�on services. 

 3.2 Site administrators, department heads or supervisors may set more restric�ve guidelines for 
 employees in their areas of responsibility. 

 3.3 While electronic informa�on resources offer tremendous opportuni�es of educa�onal 
 value, they also offer persons with illegal or unethical purposes avenues for reaching students, 
 teachers, and others, including parents. The District does not have control of the informa�on on 
 commercial electronic informa�on services or the informa�on on the Internet, although it 
 a�empts to provide prudent and available barriers. Sites accessible via the Internet may contain 
 material that is illegal, defamatory, inaccurate or poten�ally offensive to some people. 

 3.4 Should an employee see any unacceptable materials or inappropriate use, he/she shall 
 no�fy the site administrator or supervisor immediately. Report any instances where the 
 Acceptable Use Policy or security may be violated. Report inappropriate Internet Web sites to 
 the Technology Department so that access to the sites can be blocked in the future. 

 4.0 PROPER USE AND CARE 
 4.1 Before opera�ng any equipment, users will be made familiar with the basics of safety and 
 damage preven�on, and trained on proper care and opera�on. Users will be individually 
 assessed to determine their technical capabili�es, and will be properly trained and supported by 
 the Technology Department, as systems are issued for their use. 

 4.2 Many users, especially at school sites, will be sharing systems as part-�me users. In this 
 scenario, subsequent users will suffer if systems are misconfigured or damaged by previous 
 users. In some cases, special so�ware is used to protect essen�al system configura�ons, 
 requiring each user to log-on individually, and enabling only the services for which the user is 
 authorized. 

 4.3 Equipment abuses are unacceptable whether out of frustra�on, misuse, negligence or 
 carelessness. Users are responsible for damage to or loss of district equipment. District 
 vandalism policies apply, making users liable for inten�onally inflicted damage. 

 4.4 Users should not a�empt repairs without authoriza�on or support from designated District 
 or school site personnel. Volunteers, parents, family members, or friends are not authorized to 
 a�empt repairs on District equipment. 

 4.5 Guidelines for the care and use of computer so�ware are similar to hardware policies. Users 
 are responsible for damage to or loss of District so�ware systems. District vandalism policies 
 apply to so�ware as well, making users liable for inten�onally inflicted damage. 
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 4.6 Users shall not install or modify applica�ons without approval and support of the District 
 Technology Department or designated technology teachers and support staff at school sites. 
 Any unauthorized changes to systems, opera�ng so�ware, applica�on so�ware, or hardware 
 configura�ons will be reversed when discovered by technology or instruc�onal staff. File-sharing 
 so�ware cannot be installed or used on District computers for the purpose of illegally sharing 
 copyrighted materials such as music, images and so�ware. This type of so�ware is o�en used to 
 "pirate", or illegally copy, music across the Internet. These Napster-like so�ware packages are 
 distributed under many different names including Gnutella, WinMX, Kazaa, LimeWire, 
 Morpheus, and others. The use of this type of so�ware is illegal when used to share copyrighted 
 material. The most common use is the illegal "swapping" of music encoded in the MP3 format 
 and is a viola�on of U.S. copyright laws. 

 4.7 Users shall not download or install copyrighted so�ware without proper licensing. 
 Non-licensed so�ware will be deleted. 

 4.8 Copyrighted material shall be posted online only in accordance with applicable copyright 
 laws. 

 4.9 In order to ensure proper configura�on and to safeguard network security and performance, 
 users should not a�ach computers, printers, network equipment (including wireless access 
 points), or other types of hardware to the District's network without prior approval and support 
 of the Technology Department. A�aching personally owned technology equipment to District 
 hardware or to the District network is not allowed. Any equipment found to be in viola�on of 
 this policy will be immediately disconnected. 

 5.0 PERSONAL RESPONSIBILITY 
 5.1 All technology equipment is District property. 

 5.2 Employees shall not access, post, submit, publish, or display harmful or inappropriate 
 content that is threatening, obscene, disrup�ve, or sexually explicit, or that could be construed 
 as harassment or disparagement of others. 

 5.3 Employees shall not use the system to promote unethical prac�ces or any ac�vity prohibited 
 by law, Board policy, or administra�ve regula�ons. 

 5.4 Employees shall not use the system to engage in commercial or other for-profit ac�vi�es 
 without permission of the Superintendent or designee. In addi�on, District electronic resources 
 cannot be used to conduct poli�cal or religious ac�vi�es. District e-mail cannot be used to 
 adver�se or solicit for non-District sponsored events, ac�vi�es or organiza�ons. 

 5.5 The District maintains a public Internet site. Any informa�on to be posted on the public Web 
 site must be approved through administrators (or their designee) and the District’s Technology 
 Department. Principals must approve all pos�ngs on school Web pages. Restric�ons apply to 
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 links to other sites that may not be appropriate and to personal informa�on or pictures of 
 students without parental consent. 

 5.6 Employees shall not a�empt to interfere with other users’ ability to send or receive email, 
 nor shall they a�empt to read, delete, modify, or forge other users’ mail. 

 5.7 Employees shall not develop any classroom or work-related web sites, blogs, forums, or 
 similar online communica�ons represen�ng the District or using district equipment or resources 
 without permission. Such sites shall be subject to rules and guidelines established for District 
 online publishing ac�vi�es including, but not limited to, copyright laws, privacy rights, and 
 prohibi�ons against obscene, libelous, and slanderous content. Because of the unfiltered nature 
 of blogs any such site shall include a disclaimer that the District is not responsible for the 
 content of the messages. The District retains the right to delete material on any such online 
 communica�ons. 

 5.8 Users shall report any security problems or misuse of the services to the Superintendent or 
 designee. 

 5.9 The Technology Department will take an ac�ve role in backing up data on the servers. 
 However, sta�s�cs show that backups usually don’t restore correctly. Therefore, ul�mately each 
 staff member is responsible for backing up their own data in at least two different loca�ons to 
 ensure that their data is not lost (i.e., on computer locally, on server, and/or external storage 
 device, etc.). The Technology Department will take an ac�ve role in monitoring the disk space 
 on all servers. Users who are taking up a greater than average amount of disk space will be 
 no�fied and educated in storage management. 

 6.0 SECURITY AND PASSWORDS 
 6.1 To maintain security, users are issued unique User ID's and passwords to enable their access. 
 Do not use other people's passwords. Do not tell others your password including staff of the 
 Technology Department. If it is known that you have shared your password with anyone else 
 you will be required to change it. Do not write down a password where others can see it, and 
 change passwords regularly as recommended by the Technology Department. 

 7.0 PENALTIES FOR VIOLATIONS 
 7.1 Viola�on of the Acceptable Use Policy may result in a reduc�on or loss of access privileges. 
 In many cases, access privileges may be essen�al to job func�ons. Addi�onally, those failing to 
 follow the guidelines contained in this regula�on may face disciplinary ac�on. 

 8.0 EMPLOYEE ACKNOWLEDGEMENT 
 8.1 All employees of the District who have access to district technology will be required to 
 annually acknowledge that they have received, read and accepted this Administra�ve 
 Regula�on. 
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 Code: GCB 

 PROFESSIONAL STAFF CONTRACTS AND COMPENSATION 

 Pay Schedule 
 The normal payroll date for all employees will be the 16th day of the month. When the 16th falls on a 
 weekend or a holiday, the payroll date will be the last working day preceding the 16th. 

 Salary Deduc�ons 
 All employees shall be subjected to such deduc�ons from salary as are required by law, including 
 federal withholding tax and social security. They shall also be subject to such other deduc�ons as may 
 be agreed upon between the individual or groups of teachers and the Board of Trustees. 

 Salary Schedule Placement 
 All teachers hired by the District shall receive credit in accordance with the District’s salary schedule for 
 all prior years of service obtained as a teacher in any Wyoming school district or as a teacher in the 
 regional development preschool system. Out of state teachers shall be given up to five years of 
 experience if that experience is in an accredited school as defined by the Wyoming Department of 
 Educa�on. Those with more experience start on the sixth step of experience unless more is 
 recommended by the Superintendent and approved by the Board. Lapses in teaching of longer than 
 three years may result in reduc�on of years of experience. 

 Advancement on the Salary Schedule 
 Staff members will usually be advanced on the salary schedule one step per each year of service. 
 However, it is within the preroga�ve of the Board, upon recommenda�on by the building principal 
 through the superintendent, to hold a teacher or teachers at the same salary. Only graduate level 
 courses, or those approved by the Superintendent, that are taken a�er the coursework required for 
 teacher cer�fica�on will be allowed for horizontal movement on the salary schedule. Courses must 
 directly relate to teaching responsibility or must be in the area(s) of endorsement for them to be 
 considered for movement. Excep�ons to this must be approved by the Superintendent prior to 
 enrolling in the class in order to receive credit towards advancement on the salary schedule. Teachers 
 and cer�fied employees intending to move horizontally on the salary schedule must no�fy the 
 Superintendent in wri�ng of their intent to move horizontally on or before April 15 of the year prior to 
 the an�cipated movement. Documenta�on for the credits earned (official transcripts) should be 
 presented to the Superintendent’s office at the earliest date possible following the comple�on of the 
 work to accumulate the extra credits but must be provided on or before September 15 of the contract 
 year in which horizontal movement is an�cipated. It is the responsibility of the teacher or cer�fied 
 employee to ensure that the above is accomplished and that the transcripts appropriately reflect 
 successful comple�on of the advanced degree and/or all credits which are to be applied toward 
 horizontal movement on the salary schedule. 

 Tui�on Reimbursement 
 Cer�fied staff members may apply for tui�on reimbursement according to the following criteria: 
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 1. Course work must be taken at the request of the building principal or district. 
 2. Reimbursements shall be made upon transcript verifica�on of the credits earned and a proof 
 of payment receipt for all payments made. 
 3. All courses subject to reimbursement must be approved in wri�ng by the Superintendent 
 prior to enrollment. 

 Acceptance of Employment 
 In accep�ng employment with Laramie County School District No. 2, the teacher agrees to accept these 
 policies, along with such reasonable rules and regula�ons as may be outlined by the Board of Trustees 
 and the administra�on, and along with such du�es as may be assigned by the building principal. The 
 teacher has the right to appeal to the superintendent, and ul�mately to the Board, if such rules, 
 regula�ons, or assignments are considered to be excessive or unfair. 

 Appointments 
 Cer�fied employees who have ini�al contract status shall be issued a yearly contract covering 
 specifica�ons of their employment. Cer�fied employees who have con�nuing contract status shall be 
 employed on a con�nuing basis from year to year and shall be issued a yearly contract covering 
 specifica�on of their employment. No contract or agreement shall be binding un�l it is approved by the 
 Board of Trustees and signed by the Chairman and Clerk of the Board and by the individual employee. 

 Reports 
 Cer�fied employees shall file with the superintendent or principal such grades and other reports as 
 shall be required by law, by the rules of the Board of Trustees, or requested through authority granted 
 by the superintendent or principal. Final payment of salary due shall not be made un�l all reports and 
 grades are complete. 

 Coaching Assignments 
 For each junior high sports ac�vity approved by the governing board, and each high school sports 
 ac�vity approved by the governing board and sanc�oned by the Wyoming High School Ac�vi�es 
 Associa�on, a cer�fied head coach will be designated. 

 Professional Staff Extra Duty 
 The Board of Trustees shall annually determine the salary allowance to be provided for extra-duty 
 assignments. 

 S�pends 
 S�pends may be provided, upon approval by the Superintendent, when extra professional du�es are 
 needed. These du�es must be performed or include prepara�on beyond the contracted days. 

 Bonuses 
 Bonuses may be provided upon approval by the Superintendent and the Board of Trustees. 
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 Code: GDB 

 SUPPORT STAFF COMPENSATION 

 The Board of Trustees adopts annual salary ranges for each support staff posi�on including part-�me 
 and subs�tute workers based on the recommenda�on of the superintendent.  The schedules and/or 
 salary ranges shall be reviewed annually and modified as deemed appropriate by the Board of Trustees. 

 Pay Day 
 The normal payday for all employees will be the 16  th  of the month.  If the 16  th  falls on a weekend or  a 
 holiday, payday will be the last working day preceding the 16  th  . 

 Salary Deduc�ons 
 Salaries of support personnel shall be subject to those deduc�ons required by law, including 
 re�rement, social security, and withholding taxes.  All enrollment forms, exemp�ons, cer�ficates, or 
 other necessary reports must be filed before salary payments will be made. 

 Salary Schedule Placement 
 Support staff hired by the district shall receive credit in accordance with the district’s salary schedule 
 for all prior years of service in the same posi�on in Wyoming.  The maximum experience that shall be 
 allowed a support staff member coming into the district from out of state shall be five (5) years. 

 Over�me for Classified Employees 
 Over�me at the rate of �me and one-half will be earned by any classified employee required to work 
 more than forty (40) hours during the work week.  Administrators or the superintendent may require 
 compensatory �me to be given in lieu of payment, which must be taken within the month of the 
 accrued over�me.  Any over�me or compensa�on which needs to be carried over into the following 
 month must be approved by the superintendent or the business manager. 

 Each classified employee is responsible for properly documen�ng the �me that he/she arrives at or 
 leaves work.  The employee must properly record the �me on his/her �me sheet each �me he/she 
 arrives or leaves work, including lunch.  It is the employee’s responsibility to keep track of his/her 
 hours, and to seek prior approval of the building administrator if the employee feels he/she must work 
 over�me to adequately perform his/her du�es.  All over�me must have prior approval of the building 
 administrator. 

 Classified employees whose a�endance is required at mee�ngs beyond their work hours will be paid at 
 the regular rate for the �me required unless it exceeds the forty (40) hours during the work week. 

 Classified employees who work in more than one posi�on and whose hours for those posi�ons 
 combined total more than forty (40) hours will be paid over�me based on a weighted ra�o of hours for 
 each of the posi�ons worked.  Any leave �me used by the employee will not be counted as hours 
 worked and will not be calculated for over�me. 
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 Code: GCC|GDC 

 STAFF LEAVES AND ABSENCES 

 Laramie County School District #2 allows for a number of different leaves of absence as either a ma�er 
 of policy or at the discre�on of management.  A leave of absence of more than 10 workdays may be 
 with or without pay, depending upon the reason for the absence, and are granted only with approval of 
 the Superintendent.  All catastrophic leave does not need to be approved by the Superintendent, but 
 must be approved by the Catastrophic Leave Bank Commi�ee.  If there are any ques�ons regarding 
 leaves of absence, the employee should contact his or her supervisor or the Superintendent. 

 Throughout this policy �me is referred to as days.  For procedural purposes, days will be converted to 
 hours as necessary. 

 Paid Leave 
 Paid leave will be granted on the basis of 12 days per contract year, with no deduc�on of pay. 

 1.  Paid leave may be taken for any reason that the employee desires, including illness, medical 
 appointments, bereavement, personal business and professional development, with the 
 approval of their administrator.  (No leave �me is deducted for approved professional 
 development.) 

 2.  In the event of the death of an immediate family member (spouse, child, sibling, parent, 
 parent-in-law, grandparent, or grandchild), 3 days bereavement leave will be paid.  Any 
 addi�onal days will be deducted from earned leave and/or vaca�on. 

 3.  For other than emergency situa�ons, paid leave will be granted subject to the following 
 guidelines: 

 1.  Request:  The employee must give no�ce for such leave to his/her immediate supervisor 
 as far in advance as possible. 

 2.  Vaca�on Periods:  Paid leave will not be granted immediately prior to, or a�er, a vaca�on 
 period unless approved by the building administrator. 

 4.  Employees shall have the op�on of accumula�ng unused paid leave up to 90 days.  Any days 
 accumulated above the maximum of 90 days will be automa�cally reimbursed annually a�er 
 the end of the school year.  Cer�fied teachers will be reimbursed at 40% of the daily rate for BA, 
 Step 1, of the salary schedule.  All other staff will be reimbursed at 40% of Salary Step 1 for their 
 posi�on. 

 5.  Upon separa�on of employment with the district, unused paid leave will be reimbursed in the 
 same manner as paragraph 4 above.  Paid leave days will be prorated for the current school year 
 for employees who terminate employment before the end of the school year.  Employees who 
 fail to give a two-week no�ce (or resign on or a�er May 15  th  for contracted employees), will 
 forfeit any paid leave days that have accumulated. 

 6.  Employees working less than 40 hours per week will be allowed days and accumula�ons 
 propor�onate to the number of days worked per week. 

 7.  Absence in excess of accumulated days shall result in appropriate deduc�on from the 
 employee’s salary unless the Board approves otherwise. 
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 Resigna�on and Re�rement guidelines can be found in Policy GCQC 

 Vaca�ons and Holidays for 260-Day Employees 
 Ten days of paid vaca�on are granted to all 260-day employees who have completed one year of 
 con�nuous service.  A�er 5 years of con�nuous service, the employee is granted 15 days of paid 
 vaca�on each year.  Vaca�on �me must be taken at a �me mutually agreed upon by the employee and 
 his/her supervisor.  Up to 30 days of unused vaca�on �me may be carried over to the next year. 
 Vaca�on �me accumulated over 30 days must be taken by December 31st of each year or it will be lost. 
 Upon termina�on of employment, the district will buy back no more than 30 days of unused vaca�on 
 �me. 

 In addi�on, the following paid holidays are granted to 260-day employees: 
 ●  New Year’s Eve Day and New Year’s Day 
 ●  Good Friday and the Monday following Easter 
 ●  Memorial Day 
 ●  Independence Day 
 ●  Labor Day 
 ●  Thanksgiving Day and the following Friday 
 ●  Christmas Eve Day and Christmas Day 

 In the event a designated holiday falls on Tuesday or Thursday, the Superintendent has the discre�on to 
 declare the Monday or Friday as holidays, with offices closed and employees dismissed for that day. 
 Any holiday occurring on a weekend shall be taken the following Monday.  By mutual agreement 
 between the employee and supervisor, another working day may be subs�tuted for Monday.  Only 
 260-day employees shall be expected to work during the �me school is dismissed for the Christmas 
 holidays. 

 Inclement Weather/Roads 
 When a staff member is absent due to inclement weather/roads and school is s�ll able to be in session, 
 the following procedures will be used in recording the absence: 

 1.  The staff member will first use his/her paid leave days. 
 2.  If the staff member has exhausted his/her paid leave days, the building administrator will dock 

 the cost of a day’s wages from the staff member’s salary. 
 3.  If special circumstances exist, the Superintendent may waive these requirements. 

 Professional Leave 
 Should the district request an employee a�end a conference, mee�ng, in service training or project, 
 the district will pay the cost of a subs�tute teacher, registra�on fees, lodging, meals and transporta�on 
 (if school vehicles are not available).  Receipts for lodging (at single room rates), meals and registra�on 
 must be submi�ed by the employee.  Leave for approved professional development or mee�ngs will 
 not be deducted from paid leave days. 
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 Civic Duty Leave 
 Leave with pay may be granted under certain circumstances to employees for the performance of 
 certain civic responsibili�es.  If the need for the leave exists because of circumstances beyond the 
 employee’s control, the leave will be granted with pay.  In all other circumstances, it is within the 
 supervisor’s discre�on as to whether such leave will be with or without pay.  Such civic duty leaves 
 might include: 

 ●  Jury Duty:  Employees are excused from work while serving on jury duty.  Employees are 
 required to be at work when their presence is not required in court.  The employee will sign 
 over to the district any amount received as a juror, and the district will con�nue to pay 
 employee’s regular salary and benefits. 

 ●  Tes�mony in Court:  Employees will be granted paid civic leave when required by subpoena to 
 tes�fy in court for other than personal reasons and when required to tes�fy for reasons beyond 
 the employee’s control.  As in jury duty, the employee is expected to be at work when his/her 
 presence is not required in court.  The employee will sign over to the district any amount 
 received to tes�fy and the district will con�nue to pay employee’s regular salary and benefits. 

 ●  Fire/Ambulance Squad:  Employees are excused from work while serving as volunteers for the 
 fire or ambulance squad as long as the building administrator determines it does not create any 
 problems for the district. 

 Military Leave 
 Employees will be granted military leave without pay for the performance of duty on a voluntary or 
 involuntary basis in a uniformed service.  This service may be voluntary or involuntary and might 
 include: ac�ve duty, ac�ve duty for training, or ini�al ac�ve duty for training, full �me Na�onal Guard 
 duty, etc. 
 Employees of the Na�onal Guard or Reserve Forces of the different military components will be 
 granted 15 paid days military leave per year for ac�ve duty training subject to the provisions of 
 this policy.  The employee shall be paid the difference between his/her regular salary and the military 
 pay, if any, for this leave.  Leave for ac�ve duty training in the Na�onal Guard or Reserve Forces shall be 
 requested through the employee’s immediate supervisor.  The request shall be accompanied by a copy 
 of the employee’s official orders as well as a le�er from the commanding officer sta�ng that this 
 training is required for this individual and that such training cannot be obtained at any other �me when 
 school is not in session.  Without such documenta�on, it shall be the responsibility of the Board to 
 approve or disapprove such a leave request. 
 It is the policy of the district to support employees who contribute to the na�onal defense as members 
 of the uniformed services.  The district will comply with state and federal law as to the requirements for 
 military leaves as well as reinstatement.  Employee’s supervisors are encouraged to confer with human 
 resources about the respec�ve benefits associated with military leave. 

 Educa�onal Leave 
 Personnel may apply for a professional leave of absence from their posi�on for a period of not more 
 than one school year for the purpose of working toward a degree to improve job skills that will benefit 
 the district and the employee.  Such a request, if approved by the Board of Trustees, shall not 
 jeopardize the employee’s right to return to his/her former posi�on on the salary schedule, 
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 accumulated paid leave, or other benefits as a result of such approved leave.  However, no salary or 
 benefits shall be paid for the period of the leave.  The employee shall fulfill the en�re leave of absence 
 that was originally requested before returning to employment.  In order for a cer�fied employee who 
 has been granted a leave to return to the former posi�on, he/she must sign a contract for the ensuing 
 school year by April 1  st  .  Personnel may remain members  of the district group insurance policies while 
 on educa�onal leave as long as they pay their own premiums. 

 Maternity leave 
 Maternity leave may be granted through the Catastrophic Leave Bank. 

 Catastrophic Leave Bank 
 Please refer to GCCA/GDCA. 

 Any leave in excess of that outlined under these guidelines or under catastrophic leave shall be 
 deducted from the employee’s salary at a ra�o of the number of days lost to the number of contract 
 days of the employee. 
 Any contracted employee who has u�lized more than the granted paid leave days for a contract year, 
 will meet with his/her administrator/supervisor to discuss the effect of the absences on 
 classroom instruc�on and job performance.  The administrator/supervisor will determine if an ac�on 
 plan needs to be developed to address any concerns. 
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 STAFF TRAVEL 

 In order for the authorized personnel of Laramie County School District 2 to carry out their assignments in 
 fulfilling the district's mission, the policy of the Board of Educa�on is to support and to provide reimbursement 
 for essen�al travel expenses. Every effort should be made to arrange schedules in such a way so as to minimize 
 the amount of travel. 

 Compensa�on shall be made for authorized travel by automobile at a per-mile rate adjusted, to correspond to 
 the rate approved by the U.S General Services Administra�on (GSA) as referenced on the gsa.gov website. 

 Travel Within the District 

 Employees who are assigned to only one a�endance center are responsible for providing their own 
 transporta�on to and from school. (For tax purposes, travel to and from home is considered commu�ng.) This 
 trip is equivalent to going to work and returning home a�er work each day and is not reimbursable. 

 Employees who are required to travel round trip in a day to more than one a�endance center will be provided a 
 school vehicle, if one is available. If a school vehicle is not available, employees who use their personal vehicle 
 for required travel within the district will be reimbursed for their mileage to and from their “home” school to 
 another a�endance center. The superintendent and building principal (or current supervisor) will assign the 
 home school for employees in their building. If an employee who is assigned to more than one a�endance 
 center elects to return directly to his/her place of residence at the end of the work day, no reimbursement for 
 that trip may be claimed. 

 Special Educa�on personnel, Technology Specialists, and Administrators traveling as a part of their assignment 
 will be handled out of the district office on an individual basis. Home visits by employees to student’s residence 
 will be paid actual mileage if the employee returns back to the school where they started or from school to 
 student’s residence if elected not to return to the school. 

 Employees who use their personal vehicle to serve a�endance centers in mul�ple loca�ons but not on a regular 
 basis will be reimbursed for mileage from the a�endance center where they start their day un�l they reach the 
 a�endance center where they end their day. 

 Mileage may not be claimed for district in-services. If transporta�on is desired, the staff member should contact 
 his/her principal or supervisor.  

 Mileage will be calculated per the established rate on page one of this guideline based on the following: 

  Albin – Burns    29 miles  

  Albin – Carpenter    39 miles  

  Albin – Pine Bluffs     19 miles  

  Burns – Carpenter     11 miles  

  Burns – Pine Bluffs     18 miles  

  Carpenter – Pine Bluffs     24 miles  
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 Any employee transpor�ng students needs to have on file at the district office a copy of their driver’s license. 
 Any employee will not be allowed to drive students or a district owned vehicle if one of the following occurred: 

 ●  A combina�on of 3 or more moving viola�ons/convic�ons and/or vehicle accidents, regardless of fault, 
 within a 36 month period. 

 ●  Any of the following in the past 3 years: 
 o  driving while intoxicated or under the influence of alcohol or drugs (DUI/DWI) 
 o  refusing substance test 
 o  hit and run 
 o  failure to report an accident/leaving the scene of an accident 
 o  a�emp�ng to elude an officer of the law 
 o  felony, assault, manslaughter or homicide arising out of the opera�on of a motor vehicle 
 o  driving with a suspended or revoked license 
 o  reckless driving 
 o  speed contests, drag or highway racing 
 o  possession of an opened alcoholic beverage container 
 o  major speeding convic�on (20 mph or more over the posted speed limit where specified on the 

 MVR) 
 o  current driver’s license suspended, revoked or surrendered 

 Travel Outside the District 

 Employees who are required to travel outside the district will be provided a school vehicle, if one is available. 
 The district requires employees to use a district vehicle when available. An employee who chooses to use their 
 personal vehicle will be reimbursed at the reduced rate approved by the GSA. Travel outside the district must 
 have prior approval and a professional leave form submi�ed.  

 It is the traveler’s responsibility to make all arrangements (registra�on, travel, lodging, business mee�ngs etc.) 
 needed to a�end the workshop/conference. Reimbursement for meals will be allowed based on the GSA 
 authorized amount for meals. Itemized receipts must be submi�ed for reimbursement. Reimbursement 
 exceeding the above costs due to special circumstances requires the approval of the Superintendent or Business 
 Services Director. Gratuity may be added up to 18% of the total bill. Alcoholic beverages will not be reimbursed 
 by the district under any circumstances. 

 If flying out of Cheyenne, the traveler must provide documenta�on for the cost differen�al over flying out of 
 Denver. Up to $50 extra will be paid by the district. Any cost over $50 must be paid by the employee. 

 All receipts need to be turned in to the building secretary with the proper coding, a�ached to the travel voucher, 
 upon returning from the workshop or conference within one week. Proper receipts are required for the 
 employee or vendors to be reimbursed for expenses. 
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 Code:  KB 

 Parental Rights 

 The Board of Trustees of Laramie  County School District Number 2,  (the School District) recognizes the right of 
 parents to make decisions regarding the care and control of their children.  This policy strives to outline the rights 
 of parents related to no�fica�on and records of their students, including those rights described in W.S. 21-3-135. 
 Parents and guardians will be no�fied annually of their right to file a complaint if they believe their rights as 
 described in this policy have been violated.  The procedures for filing a complaint related to the rights in this 
 policy are described under policy BEE-R, Rules of Prac�ce Governing Hearings and Contested Cases Before the 
 Board of Trustees or KB-R, Complaint Procedure. 

 I. Defini�ons 

 As used in this policy the following terms shall have the aforemen�oned defini�ons. 

 “  Actual knowledge  ” means no�ce of a change (as defined  in this policy) to any school employee.  An employee 
 shall be deemed to have actual knowledge if: a) a person reports a purported change in a student’s health or 
 well-being to a school employee, and the purported change is verified by a school employee with authority to 
 inves�gate or determine whether the change has occurred; or b) an employee directly observes the purported 
 change, and a reasonably observant person would no�ce the purported change. 

 “As soon as prac�cable”:  Except in cases of suspected  child abuse or neglect, “as soon as prac�cable” shall mean 
 as soon as reasonably capable of being accomplished given the normal constraints involved with such an ac�on 
 and without undue delay.  Unless otherwise specified by this policy, “as soon as prac�cable” shall mean not more 
 than forty-eight hours or not more than two business days a�er the purported change is verified or observed by 
 a School District employee, whichever is greater.  For any change in a student’s health or welfare where a School 
 District employee reasonably believes the change is the result of suspected abuse or neglect of the student 
 which will result in a report to law enforcement or DFS, the phrase “as soon as prac�cable” shall mean a�er the 
 School District reports the suspected abuse to law enforcement or DFS as required by Wyoming Statute 
 14-3-205, and a�er either law enforcement or DFS authorizes the School District to no�fy the parents. 

 “Change”:  “Change” in a student’s educa�onal, physical,  mental, or emo�onal health or well-being is any change 
 that meets one or more of the following criteria: 

 1.  It poses a risk or threat to the student’s safety, health, or welfare, or to the safety, health, or 
 welfare of others. 

 2.  It is a mental health or medical condi�on that necessitates interven�on or treatment at school 
 or follow-up with a community mental health worker, therapist or medical provider. 

 3.  It requires a modifica�on of the student’s educa�onal program, services, or supports, or the 
 provision of addi�onal or specialized services or supports, such as special educa�on, counseling, 
 health care, or social work. 

 4.  It affects the student’s access, eligibility, par�cipa�on, or performance in the School District’s 
 educa�on program, or academic, extracurricular, or co-curricular ac�vi�es, or in assessments or 
 evalua�ons. 

 5.  It involves a disciplinary ac�on, sanc�on, or consequence for the student, such as deten�on, 
 suspension (in-school and out-of-school), expulsion, or referral to law enforcement. 

 6.  It results from a complaint, allega�on, or inves�ga�on involving the student, such as bullying, 
 harassment, discrimina�on, or viola�on of rights. 

 “Day”:  “Day” shall mean one business day. 

 “  Gender Iden�ty  ” shall mean an individual’s personal  sense of their own gender. 
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 “  Health Screening Tool  ” shall mean any diagnos�c assessment that detects pre-clinical mental or physiological 
 illness or disease. 

 “  Instruc�on”:  “Instruc�on” means the ac�on, prac�ce  or profession of teaching and includes planned teaching 
 addressing gender iden�ty or sexual orienta�on. The following shall not be included in “instruc�on”: 

 1. Responding to a ques�on from a student during class regarding sexual orienta�on or gender iden�ty 
 as it relates to any topic of instruc�on; or 

 2.  Referring to the sexual orienta�on or gender iden�ty of any public figure, historic person or group, or 
 fic�onal character where the referral provides necessary context in rela�on to a topic of instruc�on. 

 3.  Student-generated schoolwork. 

 4.  Student-to-student speech. 

 5.  Classroom references to a person’s family. 

 6.  Library books. 

 7.  Extra-curricular, co-curricular or student clubs. 

 8.  Dual enrollment courses taken at or from a college. 

 “Parent”:  “Parent” includes parents, legal guardians,  and legal custodians of students who are under eighteen 
 (18) years old and who have not been emancipated. 

 “Sexual Orienta�on”  :  refers to an individual’s enduring  pa�ern of emo�onal, roman�c, and/or sexual a�rac�on 
 to others. 

 “Well-Being Ques�onnaire”:  Means an instrument used  to assess an individual’s overall well- being across 
 various domains of life.  It typically consists of a series of ques�ons designed to measure different aspects of 
 well-being, such as physical health, mental health, social rela�onships, emo�onal well-being, and life 
 sa�sfac�on.  These ques�onnaires may use a variety of ques�ons to gather informa�on about an individual’s 
 experiences, feelings, and percep�ons related to their well-being.  Well-being ques�onnaires do not include 
 informal building-created processes or “quick checks” used to assess classroom or school climate. 

 II. Parental No�fica�on of Changes in Student’s Health or Well-Being 

 Any employee who has actual knowledge of a change in a student’s educa�onal, physical, mental or 
 emo�onal health or well-being shall report the change to the school principal or his or her designee.  The 
 principal or designee shall determine who will no�fy the parent of the student. The School District shall no�fy a 
 student’s parent or guardian as soon as prac�cable if a school district employee has actual no�ce of a change in 
 the student’s educa�onal, physical, mental or emo�onal health or well-being.  The Building Administrator shall 
 document the no�fica�on. 

 Nothing in this policy shall be construed to delay, modify or alter the obliga�on to report suspected 
 abuse or neglect of a child to the Department of Family Services (DFS) or law enforcement pursuant to Wyoming 
 Statute 14-3-205.   If a School District employee reasonably believes the change is the result of suspected abuse 
 or neglect of the student which will result in a report to law enforcement or DFS, the phrase “as soon as 
 prac�cable” shall mean a�er the School District reports the suspected abuse to law enforcement or DFS as 
 required by Wyoming Statute 14-3-205, and a�er either law enforcement or DFS authorizes the School District to 
 no�fy the parents. 
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 The Superintendent may adopt administra�ve regula�ons, procedures and criteria which further clarify 
 or define whether a reported change cons�tutes a change in a student’s health under this policy. 

 No�fica�on may be made via phone, personal/face-to-face conversa�on, School District messaging 
 system, text, or email or other methods approved by the Superintendent or principal. 

 The School District shall not adopt or implement any formal or informal rules, policies, prac�ces or 
 procedures that prohibit School District personnel from no�fying a student’s parent about the student’s 
 educa�onal, physical, mental or emo�onal health or well-being or a change in the student’s related services as 
 authorized under Wyoming law. 

 When any parent asks a School District employee about the health or well-being of the parent’s child, 
 School District employees shall not misrepresent or provide false informa�on about the parent’s child. 

 School personnel shall encourage students to discuss issues that may arise related to their well-being with 
 their parent or guardian. As appropriate, school personnel may facilitate discussions of such issues with parents. 
 The School District shall not adopt nor implement any formal or informal rule, policies, prac�ces or procedures 
 which direct, encourage, or have the effect of encouraging, a student to withhold from a parent informa�on 
 about the student’s educa�onal, physical, mental, or emo�onal health or well-being. 

 III. Parental No�fica�on and Consent to Instruc�on 

 The School District strives to make parents aware of the curriculum and content of their student’s 
 educa�on. In order to ensure transparency and allow parents to make informed decisions regarding their 
 student’s exposure to instruc�on related to sexual orienta�on and gender iden�ty, School District staff will 
 obtain wri�en or electronic parental consent not less than one (1) day prior to any training, courses, or classes 
 that address sexual orienta�on or gender iden�ty. 

 Parents will receive an overview of the content covered in the training or course, including objec�ves, 
 materials, and planned discussions related to sexual orienta�on or gender iden�ty. The overview will emphasize 
 the educa�onal purpose of the topic.  Parents who wish to withdraw their consent for their student to 
 par�cipate in an instruc�onal class must no�fy staff in wri�ng not less than one-day prior to the start of the 
 an�cipated instruc�on. Schools will provide alterna�ve educa�onal ac�vi�es for students whose parents do not 
 consent to the instruc�on of the subjects described in this sec�on IV. 

 IV. No�fica�on of Rou�ne Health Care Services 

 Prior to each school year, the School District shall provide parents with no�ce of each rou�ne health care 
 service provided by the School District. Parents shall be given the ability to withhold consent or decline any or all 
 specific services. Consen�ng to a service does not waive the parent’s right to access the educa�on or health care 
 records of the student, nor does it waive a parent’s right to be no�fied of a change in the student’s educa�onal, 
 physical, mental, or emo�onal health or well-being. First aid and summoning of emergency responders in case of 
 sudden need will s�ll be given to those students whose parents have exercised their right to withhold consent 
 for rou�ne healthcare services under this policy. 

 V. Student Well-Being Ques�onnaires and Health Screening Tools 

 Prior to administering any well-being ques�onnaire or health screening tool to students, the School 
 District shall make available a copy of the ques�onnaire or informa�on on the health screening tool and obtain 
 wri�en or verbal consent from the parent.  Health screening tools that do not require parental permission 
 include those health assessments required by federal law including audiology, vision, scoliosis and body mass 
 index tests. If a parent does not want their child to par�cipate in these required assessments, the parent must 
 specifically no�fy their child’s school in wri�ng prior to the health screening. 
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 VI. Student Records 

 The School District shall not prohibit parents from accessing any of their student’s records created, 
 maintained or used by the school district. Parents shall be provided access to their student’s educa�on, behavior, 
 health and other records according to Policy JRA and JRA-R. Records shall be provided to parents within a 
 reasonable �me. 
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 PERSONAL APPEARANCE/DRESS CODE 

 Appropriate dress and hygiene are important in suppor�ng our professional reputa�on and promo�ng 
 a posi�ve District image, both internally and externally. Therefore, employees are expected to be 
 well-groomed and dressed in a professional manner, appropriate to their posi�on. 

 Any staff members who do not meet the personal appearance requirements may be asked to correct 
 their appearance.  Staff who do not adhere to these rules will be subject to disciplinary ac�on. 

 This Policy is not intended to interfere with any employee’s disability, religious beliefs, or other legally 
 protected characteris�cs. If for any reason a staff member requires an accommoda�on, he or she 
 should speak with his or her Administrator or call the District Office. 

 Some helpful guidelines are as follows: 
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 Annual Required Training 

 Laramie 2 staff are required to complete a specific set of training on an annual basis.  The following courses will 
 be made available to all applicable staff and are to be completed on a yearly basis.  The training will be made 
 available through district approved online pla�orm(s).  The pla�orm will be made available on July 15th of each 
 school year and staff will need to have them completed by September 1 of that year.  Staff that are hired on or 
 a�er the September 1 due date will be given a reasonable amount of �me, as directed by their supervisor, to 
 complete the required training. 

 Training Focus  Requirement for ALL Staff 

 Bloodborne Pathogens  OSHA's Bloodborne Pathogens Standard (  29 CFR 1910.1030  ) 

 Seclusion and Restraint  Wyoming Statute 21-3-110 xxxi 

 Homeless Students  LCSD2 Policy JLG and 42 U.S.C. 11432(g)(6)(A)(ix) 

 Suicide Preven�on: 
 2 hours per year   Jason Fla� Act; Wyoming Statute 21-3-100 xxxii 

 Confiden�ality  JRA & EHAA 

 Title IX 

 All Title IX coordinators, inves�gators, decision-makers, and any person who facilitates 
 an informal resolu�on process (34 CFR 106.30).  In addi�on,  ins�tu�ons should 
 provide some training to employees they have deemed responsible to receive and 
 report poten�al Title IX viola�ons. 

 Security Awareness 
 Training (SAT)  Ongoing throughout the year 

 In addi�on: 

 Staff Group  Training Focus  Requirement 

 Any staff member who serves breakfast and/or 
 lunch  

 (including all classroom teachers who host) 

 Civil Rights: Child 
 Nutri�on  FNS 113-1 

 Maintenance  Asbestos Awareness 
 52 FR 41846;  
 60 FR 34465; and  
 65 FR 69216 

 Volunteer Coaches  LCSD2 Policy KJOC 

 The Superintendent may require addi�onal training to all (or specific employee groups) throughout the year as 
 necessary. 

 60  – LCSD#2 REVISED 06/01/2024 

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1030


 Staff Handbook 
 Effec�ve 8/12/2024 

 Staff Handbook Acknowledgement 

 THIS HANDBOOK IS NOT A CONTRACT, 
 EITHER EXPRESS OR IMPLIED 

 I acknowledge that I have received the District’s Handbook for all staff.  I have read and 
 understand the terms and condi�ons contained in the Handbook.  I understand that I 
 may ask ques�ons regarding clarifica�on of the contents. 

 __________________________________  _________________________ 
 Print Name  Date 

 __________________________________ 
 Signature 
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