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Welcome to a new year in the Holden R-lll School District! We are pleased
you have chosen to be a part of our Professional Learning Community. We
have been charged with the important task of preparing our students fora
bright future. | am confident that as we work together, we will all have a
great experience, and as a team, we will make a difference in the lives of
those students that have been placed in our care throughout each school

day.

This handbook has been developed to provide you with general information
and a list of policies that most directly affect you while completing your work.
Comprehensive policy manuals are available on-line by accessing the
district’s website, http://holdenschools.org and clicking on the following
tabs--“District”, “Board of Education”, and “Board Policies”. Please familiarize
yourself with these policies, as your signed contract indicates that you have
read the current policies of the board and agreed to abide by them. The
board reserves the right to change policies and to add new policies as
needed. Each time the board adopts a new policy, or revises an old one, the
new policy is updated on the district’s website.

Our district policies lay the groundwork for professional relationships
between teachers, administrators, parents, students, and board members.
They establish expectations and define accepted behaviors for all involved. It
is imperative that we, as professionals, always work within those
expectations.

In addition to board policies and procedures, you will also find information
regarding teacher evaluations, grading guidelines, and Professional Learning
Communities. | hope you will find this information helpful as we work to
increase the academic achievement of our students. As superintendent, if
there is anything | can do to assist you in completing our district mission,
please let me know. | wish you all the best, and have a wonderful school
year!

Sincerely yours,

A=
g e /&

Mike Hough
Superintendent




HOLDEN R-Ill HANDBOOK ACKNOWLEDGEMENT FORM

| have received and become familiar with the policies and procedures contained
in the handbooks and training presentation listed below.

Please check all that are applicable to your position:

_____ Employee Handbook (All Staff)

_____ Building Student/Parent Handbook (All Staff)
_____Student/Parent Activities Handbook (Coaches/Sponsors)

_____ Career Ladder Handbook (Eligible Staff)

_____ Coaches/Sponsors Handbook (Coaches/Sponsors)

_____ I completed the MUSIC online training assignments (All Staff)
_____lattended the special education/504/AC presentation (All Staff)

| attended the Nurse Training (Faculty Meeting)
(Epi Pen, Seizure Meds and Narcan)

Employee Signature

Date:

Needs to be completed by SEPTEMBER 1



Holden R-lll Mission, Vision, Core Values

MISSION
The mission for Holden R-1ll School District is for all students, upon graduation, to have
marketable skills or the basics to be eligible for post-secondary educational opportunities.

e The Holden R-lll School District believes that:

e Education allows an opportunity for the maximum development of each individual;

e Education provides basis for the individual to achieve;

e A democratic society encourages the individual to become a productive, responsible
member of society;

e A democratic society emphasizes democratic values and citizenship;

e Teachers provide opportunities for the individual to achieve;

e Teachers create a learning environment which encourages individuals motivation;

e Parents/Guardians embrace a basic confidence in the school;

e Parents/Guardians cooperate and encourage the child to give his/her best efforts;

e Students possess attitudes conducive to fulfilling the responsibilities in the learning
process;

CORE VALUES
e Foster positive relationships with students, parents, co-workers and the community.
e Maintain high expectations, and use data to measure achievement.
e Interpret data to guide instruction and practices.
e Commit to grow professionally to meet the needs of yourself and others.



WE ACCEPT RESPONSIBILITY...
We accept responsibility for children
Who put chocolate fingers everywhere,
who like to be tickled,
who stomp in puddles and ruin their new pants,
who sneak Popsicles before supper,
who erase holes in math workbooks,
who can never find their shoes.

And we accept responsibility for those
who stare at photographers from behind barbed wire,
who can’t bound down the street in a new pair of sneakers,
who never “counted potatoes,”
who are born in places we wouldn’t be caught dead,
who never go to the circus,
who live in a X-rated world.

We accept responsibility for children
who bring us sticky kisses and fistfuls of dandelions,
who sleep with the dog and bury goldfish,
who hug us in a hurry and forget their lunch money,
who cover themselves with Band-Aids and sing off key,
who squeeze toothpaste all over the sink,
who slurp their soup.

And we accept responsibility for those
who never get dessert,
who have no safe blanket to drag behind them,
who watch their parents watch them die,
who can’t find any bread to steal,
who don’t have any rooms to clean up,
who pictures aren’t on anybody’s dresser,
whose monsters are real.

We accept responsibility for children
who spend all their allowance before Tuesday,
who throw tantrums in the grocery store and pick at their food,
who like ghost stories,
who shove dirty clothes under the bed, and never rinse out the tub,
who get visits from the tooth fairy,
who don’t like to be kissed in front of the carpool,
who squirm in church or temple and scream in the phone,
whose tears we sometimes laugh at and whose smiles can make us cry.

And we accept responsibility for those
whose nightmares come in the daytime,
who will eat anything,
who have never seen a dentist,
who aren’t spoiled by anybody,
who go to bed hungry and cry themselves to sleep,
who live and move, but have no being.

We accept responsibility for children who want to be carried and for those who must,
For those we never give up on and for those who don’t get a second chance.

For those we smother...and for those who will grab the hand of anybody kind enough to offer it.

--By Ina Hughes Adapted by Craig Phillips, North Carolina Superintendent of Public Instruction



HOLDEN R-IITI SCHOOL DISTRICT 2025-2026
Who’s Who (elsewhere in the district)

NAME POSITION/RESPONSIBILITIES LOCATION EMAIL PHONE EXT.
Mike Hough Superintendent Central Office mhough@holdenschools.org 5250
Christy Harrison Assistant Superintendent Central Office charrison@holdenschools.org 5025
Tracy Shumate Executive Secretary Central Office tshumate@holdenschools.org 5250
Ashley Tevis District Accountant Central Office atevis@holdenschools.org 5204
Bekki Currier Communications Coordinator Central Office beurrier(@holdenschools.org 5220
Grant Guevel H.S. Principal H.S. Office gouevel@holdenschools.org 7009
April Placht H.S. Asst. Principal/A+ Coordinator H.S. Office aplacht@holdenschools.org 7039
Emily Brockhaus W.LN.G.S./Curriculum Director High School ebrockhaus@holdenschools.org 1111
Spencer Gudde K-12 Activities Director H.S. Office sgudde@holdenschools.org 7004
Kyle Stoecklein M.S. Principal M.S. Office kstoecklein@holdenschools.org 2139
Paige Farmer Elem. Principal Elementary Office pfarmer@holdenschools.org 3039
Tyler Narron Elem. Asst. Principal/Summer School Coord | Elementary Office tnarron@holdenschools.org 3251
Aileen Hephner SPED Director/Non-Discrimination SPED Office — Elementary | ahephner@holdenschools.org 3121
Compliance Officer/504 Compliance Coord., Room 19
Federal Programs Coordinator
Emily Ringen SPED Process SPED Office — Elementary | eringen@holdenschools.org 3020
Coordinator/Psychometrist Room 22
Chris Lake Student Opportunities Coordinator High School clake@holdenschools.org
Kim Hough Director of Academic Services/IC-MOSIS | HS Room 119 khough@holdenschools.org 1234
Deandra “Andie” District Social Worker, Homeless/Foster Care | Eagle Crossroads Office — | dsmith@holdenschools.org 7171
Smith Coord. HS Bldg. Room 151
Tyler Jolly Technology Director/J.A.G H.S./M.S. tjolly@holdenschools.org 7106
Ben Anderson Assistant Technology Director H.S. Tech Office (Rm. 132) | banderson@holdenschools.org 7220
Ben Nienhueser Technology Asst. H.S. Tech Office (Rm. 132) | bnienhueser@holdenschools.org 7221
Kate Koch EccoRide Transportation Manager Auxiliary Services Bldg. kate.koch@eccoride.com 6050
Patrick Savage OPAA Food Service Director H.S. Kitchen psavage@opaafood.com 7317
James Sconce OPS Custodial/Maintenance Supervisor | Auxiliary Services Bldg. jsconce(@opsmaintains.com 6055
Steve Gayler Grounds Maintenance Auxiliary Services Bldg.
Tom Clark Maintenance Auxiliary Services Bldg.
Jana Siemer Elem. Nurse Elem. Nurse’s Office jsiemer@holdenschools.org 3017
1BD M.S. Nurse/Admin. Asst. M.S. Nurse’s Office 2011
Kristie Daniels H.S. Nurse/Admin. Asst. H.S. Office kdaniels@holdenschools.org 7001
Ashley Reed DAY + Coordinator Elementary School areed@holdenschools.org 3023
Jacque Wiskur District Cashier High School jwiskur@holdenschools.org




ORGANIZATIONAL STRUCTURE

The close working relationships of a school situation make it necessary for each person to clearly understand his
or her duties and responsibilities and to be professional, ethical and conscientious in their performance.

Legal authority for operation of the schools is vested in the Board of Education by the State. The Holden Board
of Education determines policy and serves as the legislative body of the school. Their responsibility for
operation of the schools is delegated to the professional staff. The Board of Education consists of seven
members who serve three year terms - their terms being staggered so that two are elected annually, except every
third year in which three are elected.

The superintendent serves as chief administrative officer of the Board of Education and is responsible to the
Board for the overall administration and supervision of the school. Contact with the Board on school matters
should be made through the superintendent. The Board, likewise, should make its official contacts with the
school through the superintendent.

The principals, supervisors and directors are responsible for all phases of the operation of their respective
departments. Their responsibilities include: instructional leadership, the establishment of departmental
procedures, requisitioning of instructional materials and equipment, handling of administrative details for the
operation of classes, and supervision of all personnel assigned to their building. They serve as the immediate
administrative contact for all staff members assigned to their departments.

Staff members whose assignments require work in more than one building will coordinate their work through
the principals involved. For co-curricular duties and supervision, all such employees will be responsible to the
principal of one department and shall share the supervisory assignments as a regular member of that department
as much as possible.

Instructional guides will be supplied and supervision exercised. However, professional expertise is expected of
the teacher in the development of a pattern of instruction that best meets the needs of the students. Well-
planned experimentation with the methods and media will be conducted through the year. Teachers are
requested to participate in and to study the progress of these projects.



PERSONNEL RECORDS

The following materials for each teacher must be on hand in the office of the superintendent:

1.

2.

Social Security number

A valid teaching certificate which covers the entire period of the contract

. A complete transcript of all college credit showing degrees granted

A federal withholding tax exemption certificate

. Retirement information

. A completed application form

A completed Eligibility Verification Form (Form I1-9)
Verification of successful fingerprint background check from DESE (New employees)

Child Abuse/Neglect Background check form



SALARY PAYMENT POLICY

The annual salary may be divided into twelve equal payments. Payments will be made on the 20% of each month or on the last day
school is in session each month prior to the 20 day. A current salary schedule is provided to teachers annually.

MEMBERSHIP IN PROFESSIONAL ORGANIZATIONS

Teachers are encouraged to become active members of our National, State and Local Teachers’ Associations. The people who benefit
from their work should support those professional organizations.

TEACHERS ATTENDANCE AT ACTIVITIES

Extra-curricular activities are very much a part of the total program for educational development in our schools. Teachers may be
called upon for supervision at various events during the year and are encouraged to attend other extra-curricular functions. Volunteer
staff workers will be assigned and paid for certain specific activities. If the volunteer number is sufficient, there will be no need to
make assignments to other staff personnel who do not wish to work.

FACULTY MEETINGS

During the school year there will be a number of general and departmental faculty meetings. Faculty members shall attend and
participate in all announced building, district-wide, and curriculum meetings, unless excused by the principal.

INSURANCE

The Board of Education will purchase some portion of the premium for health insurance. The portion paid by the Board will be
determined each year.

The health insurance renewal date is July 1. The deductible year is from January 1 to December 31.

A $20,000 life insurance policy will be purchased by the Board on each full-time staff member under the age of 65.

TEACHER AND STUDENT PURCHASES

Teachers who want to request items throughout the year should fill out a Purchase Order, which can be obtained from the Principal’s
Office. Purchase Orders are returned to the building principal, who in turn presents it to the Superintendent for approval. When
approval process is complete the item is ordered.




DISTRICT TRAVEL & REIMBURSEMENTS

District employees who are required by the District to travel out of the district boundaries may complete a “Reimbursement Form”
after completion of the travel. Employees are reminded to help reduce district costs by carpooling to conferences, events, etc. with
other employees traveling to the same event. Conference/meeting fees should be paid through the purchase order approval process
prior to making arrangements for the travel. It is also preferable that hotel arrangements be made through the purchase order approval
process. If not possible and the hotel is paid for by the employee, the employee may also request reimbursement for these charges.
Other reimbursable items include:

a. Mileage reimbursement at the rate of $0.55 per mile for actual miles traveled to and from the event;
b. Meal reimbursement will be at a maximum rate of $20 per day, and only if the employee is required to stay overnight.
Employees attending one day meetings will be eligible for a maximum rate of $10 for meal reimbursement.

All reimbursement requests MUST be accompanied by supporting receipts and documentation of the travel. Any request that
does not accompany proper documentation is subject to denial of the request.

FIELD TRIP/ACTIVITY TRIP COSTS

The only “district paid” field trips will be for district sponsored activities, attendance award trips and Powell Garden field trips. All
other field trips will have to be paid for by the group or organization. The sponsor will need to check with First Student Bus Co.
regarding the transportation cost prior to scheduling. All trips have to be preapproved by the building principal or activities director.

SMOKING AND USE OF TOBACCO PRODUCTS

Because we are responsible to set examples to our students that promote a healthy life style, smoking or use of tobacco
products are to be done discreetly and not in the presence of students. There is to be no use of tobacco products on campus in
any district building, facility, or bus.

EMPLOYEE’S CHILDREN

Children of an employee may not be under the employee’s supervision or in the vicinity of the employee’s work area while performing
contracted responsibilities for the Holden School District unless it is an emergency and they have prior permission from their
supervisor.

UNEMPLOYMENT

School district employees are not eligible for unemployment benefits pursuant to Section 288.040, RSMo which states “benefits shall
not be paid based on services in an educational institution for any week of unemployment during the period between two successive
academic years or terms if the claimant has reasonable assurance of performing such services in the second of such academic years or
terms.

ABSENCE REPORTS

Regular school-year employees are allowed 10 Personal days and 2 Bereavement leave absences per year. For the first 15 years of
service, professional staff employees whose assignments call for full-time employment only during the regular school term will receive
10 days of personal leave. Professional staff employees whose assignments call for 12 months of full-time employment will receive an
additional two days of personal leave. After 15 years of service has been completed, professional staff employees whose assignments
call for full-time employment will receive an additional five days of personal leave. Unused personal leave days convert to
accumulated sick leave after the end of the fiscal year. Accumulated sick leave cannot be accessed until 50% of the employee's
personal leave days have been utilized for the current year. Employees may accumulate up to 60 or 120 sick days for their first 15
years of consecutive service with the District, after 15 years of consecutive service, employees may accumulate a maximum of 200
days. Bereavement leave does not transfer to the following year. Please refer to Board Policy GCBDA, short term leave for details on
the District’s leave policy.

Any time that any employee is absent or plans to be absent from work, the employee must notify their supervisor as early as possible,
s0 as to allow for a substitute to be secured. In the case of Sick Leave, it is the employee’s responsibility to complete an absence
report form and turn in to their supervisor upon their return or prior to the absence, if possible. In the case of Personal Leave or
Professional Leave, the form should be filled out and turned in for approval PRIOR to the requested absence day.

Failure to complete the required absence form within the immediate pay period will constitute an “unpaid” or “docked” leave day on
the employee’s paycheck.



WORKER’S COMPENSATION REPORTING

Pursuant to state law, an employee of the Holden R-III School District who is injured, killed or who is exposed to and contracts any
occupational disease arising out of and in the course of employment is eligible for compensation in accordance with this policy and
the Missouri Workers' Compensation Law.

Reporting--An employee must report all injuries immediately to his or her immediate supervisor or school nurse by completing the
district's incident report form. If the nature of the injury or illness is such that the employee cannot immediately submit the completed
incident form, the employee's supervisor will assist the employee in completing the form as soon as possible, but no later than 30
days after the injury or illness. Employees who fail to report an injury or illness arising out of and in the course of employment within
30 days of such injury or illness may jeopardize their ability to receive compensation and other benefits pursuant to law and this

policy.

Use of Leave--The district does not permit the use of paid leave for absences during the period when the employee receives workers'
compensation wage benefits. Because by law an employee will not receive workers' compensation wage benefits for the first three (3)
days of absence if the total absence is less than 14 days, the district will apply available paid leave for those days. However, the
employee will only receive compensation for those days once the district knows that the employee will not receive workers'
compensation wage benefits for those days.

Employees who are absent due to an illness or injury compensable under workers' compensation and who are receiving such
compensation will not lose seniority or any accumulated paid leave due to the absence. However, the employee will not continue to
accumulate paid leave during the absence.

Employees are required to use accumulated paid leave to receive medical treatment, evaluation or to attend physical rehabilitation
during work time. If paid leave has been exhausted and the employee must be absent during work time to receive medical treatment,
evaluation or to attend physical rehabilitation in conjunction with a work-related injury or illness, the employee may be granted
unpaid leave.

Medical Providers--The district may designate medical providers to be used in the administration of workers’ compensation claims
and treatment. A list of district-designated providers are posted in each building. If a medical provider has been designated by the
district and the employee chooses to use his or her own provider, the employee is responsible for all costs associated with the
provision of those services.

Loss of Benefits--An injury caused by the failure of employees to use safety devices provided by the district or obey rules adopted
by the district for the safety of employees will result in the reduction of benefits payable under this policy and pursuant to law.

Violation of the district’s Drug-Free Workplace policy or any other district policy, procedure or rule relating to the use of alcohol or
nonprescribed controlled substances will result in a reduction or loss of benefits payable under this policy and pursuant to law if the
injury was sustained in conjunction with the use of alcohol or nonprescribed controlled substances.

The Board authorizes post-injury testing for nonprescribed controlled substances or alcohol in accordance with Board policy and
law. Refusal to submit to the test will result in the loss of benefits.

An employee is disqualified from receiving temporary total disability workers' compensation benefits during any period of time in
which the employee receives unemployment benefits.

Temporary, partial or total disability workers' compensation benefits are not payable if an employee is terminated from employment
for misconduct post-injury.















































































































































































































































































































































































































