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Vision, Mission, and/or Beliefs

The mission of Tri-City Day School is to ensure that all students acquire knowledge by focusing

on their individual program to learn and utilize skills that will promote success at continuing
stages of their lives.

Vision (What we strive to do):

1. Provide a safe and supportive learning environment.

2. Design specific individualized educational programs to meet each student’s needs.

3. Design specific individualized educational programs to meet each student’s needs.

4. Provide all students the opportunity to acquire the necessary skills to function
successfully ina general/traditional school building.

5 Collaborate with agencies and individuals involved with each student to ensure the
provision of needed services.

6. Encourage families to follow through with necessary contacts and recommendations
regarding community resources.

7. Return the student to their local traditional school programs as S00n as the student is able

to demonstrate the necessary skills.

Table of Contents:

Absences

Accident Reports

Arrival

Bayou

Behavior Levels

Bonjou (formerly Intake)
Capturing Kids Hearts
Certified Staff Hours
Classified Staff Hours

Child Abuse & DCF Reporting
Classroom Management
Communication

Crisis Plan

Daily Point Sheets

Dress Code

Emergency Drills

ESI Procedures

Field Trips

Green Notebooks
McKinney-Vento (Homeless Assistance Act)
MHA

Parent Communication
Positive Behavior Interventions and Support (PBIS)
Positive Office Referrals
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Radios

School Wide Student Behavior | xpectations
Shared Drive

Staff/Student Relations

Student Illness During the Day

Student Updates

Iri City Daily

Visitors and Volunteers

911 Procedure
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Absences
CERTIFIED STAFF:
1. Step One: Notify administrative assistant and administrator
2. Step Two: Add the job to Frontline
3. Step Three: Email lesson plans to administrative assistant and administrator

CLASSIFIED STAFF:
1. Step One: Notify administrative assistant, administrator, and supervising teacher

(preferably email).
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Accident Reporting
e Staff must notify the administrator within 10 days of an accident, or the claim may be

barred.
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o Additional information about your rights and responsibilities under workers
3 from the administrator or the distr ict office.
1 Accident Report Form (these can be obtained from

compensation may be obtaine
e Be sure to use the prov ided USD 26
the secretary).
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Bayou
Bayou Break
e Used as a “tool” for a student to regain control of his/her behavior.

o Provided time and calming activity to regain emotional control.
Student will:
o Wait in doorway of Bayou for Bayou staff to give directions.
o Verbally process with staff prior to returning to their assigned location (e.g.
classroom, library, lunch, etc.).

e Bayou staff and teacher may collaborate regarding when the student is ready to return to
assigned environment otherwise Bayou staff will determine when student is ready to
return.

e Every time a student utilizes the Bayou for a Break, it will be recorded on the Break
Tracking Sheet (this includes student name, date, time, duration, and activity selected).

Bayou (Intervention for Maladaptive Behaviors)
e Major Incident requiring In School Suspension (ISS):
o Administrator will determine duration of time student will be assigned to ISS (this
MAY be done in collaboration with sending certified staff).
o Student will NOT be able to earn participation in PBIS Reward Parties, Field
Trips and any other activity outside of academic learning.
o Certified Staff will complete the ISS Assignment Sheet as quickly as possible so
students can begin working on assigned academic work.
e Minor Incident:
o Sending certified staff may assign ISS for the rest of the current class period
based on Classroom Behavior Management Plan.
e For both Major and Minor student must earn their exit both in time spent and Daily
Behavior Point Sheet score.
e Percentages required to return to classroom, based on daily behavior point sheet:
o Elementary - 75%
o Secondary - 80%
e Administrator will contact the student’s parents.
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e See Appendix A.
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Bonjou (formerly Intake)

Each student will complete check-in with a staff member before moving on with their day
or to any other area of the school. Students do not earn points until intake is completed.
Staff will assess the student’s mental state, aftect, and ask about their bus ride and
morning. Staff will record 1 if things are well, and 0 if there are issues on the students
point sheet
Staff will ask if the student took their medication, ask about hygiene and bedtime. Again,
staff will record 1 for yes, and 0 for no. Staff will also record what time the student went
to bed.
If the student returns a SIGNED point sheet, they are given an additional 2 points on their
point sheet. This should be entered as .02.
Staff completing intake will note their name on the point sheet.
Staff will thoroughly check each student's coat, pockets, waistband, ankles, shoes, and
any other area that staff feel needs to be checked:

o Each item that is brought to school needs to be listed on the point sheet.

o Ifa student brings a wallet, also note the amount of money, if any, that is in the

wallet. ~

Students should not bring backpacks unless they are reintegrating to their base school. If
that is the case, all items inside should be checked and listed on the point sheet.
Staff will ask if there are any student concerns and record that on the point sheet or
record none.
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Student’s belongings will be placed in the student’s locker:

o These items are not allowed in the student’s possession and must remain in their
locker: cell phones, hats, coats, bags, caps, jackets, purses/wallets, gloves, outer
coverings, head coverings, and any other personal items.

If staff feel like there is a concern with a student (home, bus, medication, illness...) they

will note that on the point sheet and notify the case managing teacher and nurse if

needed. Staff need to do this before moving to breakfast as to address the situation
before moving on.

There may be additional intake procedures for certain students, and the case managing

teacher will communicate that with staff.

Please remember that Bonjou is a very important start of the day. This is the appropriate

time for students to voice their concerns.

Capturing Kids Hearts

TCDS is a National Showcase School for Capturing Kids' Hearts. It is an expectation
that all classrooms create and utilize Social Contracts, begin classes with Good Things,
follow the EXCEL model for instruction, and end classes with a launch.

Certified Staff Hours

Scheduled workday is 7:15a-3 :10p
25-minute duty free lunch

Classified Staff Hours

s e ——————

Scheduled workday is 7:30a to 2:30p resulting in a 7-hour work day, no time deduction
for lunch.
At 7:30a Classified Staff should be clocked in and ready to begin working with students
Classified staff stay with students at lunch:
o Classified staff should coordinate with each other, so students are not left alone in
the commons (for example, staff warming up their lunch)
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e If you need to make corrections to your timesheet or have hours that go over the 7-hour
scheduled day, provide an explanation in the notes section for that day:
o Examples might include (had to stay late to assist with a student, All Staff PLC,
Homeroom PLC, forgot to clock in/out, etc.)
e Do not clock out and gather your belongings to leave until students are on the bus.

Child Abuse & DCF Reporting
e Staff are mandated reporters in the state of Kansas. If you suspect child abuse or neglect

you must follow these steps. Failure to report can result in criminal misdemeanor
charges.

1. Fill out the online DCF report or complete the report by phone.

9. Let the building principal know you have filed the report.

3. Let the social worker know any pertinent information.

Classroom Management
e FEach teacher will develop a classroom culture of respect for one another and a place of

authentic learning utilizing Social Contracts, Student Handbook, and Classroom Policies.

See Appendix #2 for the Behavior Response Chart.

Side conversations should be kept to a minimum.

Constantly be scanning, moving and interacting with students all times.

Participating in PE games is not required, but be near to students at all times and

interacting, not sitting on bleachers or grouping together with other staff.

At no time will there be one Classified Staff in a classroom with students.

One Certified Staff may be in a classroom with students.

If a staff member needs to leave the classroom for any reason, this must be

communicated with the Certified Staff prior to leaving. Should the Certified Staff need

to leave the classroom, they need to communicate this with Classified Staff.

e Every effort will be made to keep Certified Staff within their classrooms during
instructional time. If assistance is needed in other parts of the school environment,
Classified Staff will be sent to assist ﬁl,‘St.
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e Reading, coloring or doing puzzles, unless you are working directly with a student or in
preparation for a student, is prohibited.

Communication
e Cell Phones - Staff are encouraged to keep their cell phones nearby for emergency

purposes. TCDS utilizes the Raptor app and email during a crisis situation. However, the
use of cell phones may not disrupt student learning.

e Email - Staff should check their email several times per day.

e Master TCDS Calendar - The master planning calendar for the school year is on Google
Calendar. If you wish to add an event to the schedule, please send the information to
administrative assistant.

e Daily announcements via The TCDS Daily - Daily announcements are distributed prior to
the start of every school day. Please read to keep up with pertinent information and
upcoming events.
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Crisis Plan
e Every Certified Staff member should have a copy of the building crisis plan. Once a
session we are to cover the crisis plan. Know your roles and responsibilities.

Daily Point Sheets
e Student behavior monitored on a daily behavioral point sheet.

e Students will earn from 0 to 3 points for each expectation that is met during each time
period.

e Points are not taken away from students. The students earn them, or they do not. They
start with 0 points each day and earn as they go.
Students earn 0 points if they are sleeping.
The certified teacher from the environment where the student was located makes the final
decision on all Point Sheets.

e Point Sheets need to be current and documented when the behaviors occur. Each block
needs to be completed at the end of each time frame.

e There needs to be a comment added if a student receives a write up, ISS, or if ESl is
necessary.

e Access Point Sheets only for students that you are working with.
Point Sheets need to be completed no later than 2:15p daily. They will be copied and
brought to homerooms by secretary or his/her designee at the end of the day.
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Emergency Drills

Fire Procedures (Evacuate to fire drill location):

o

O
O

Close all windows and doors. Do not lock doors. If passing a vacant room,
quickly close door.

Teachers will need to take their grade book and crisis handbook outside with them
School nurse is responsible for the crisis book and emergency Kit.

Staff members need to accompany their class at least 100 feet from the building.
The class should be kept together and always supervised.

Teachers will identify to the administrator/designee if their students are present by
holding either a red “need help” or a green “all clear” card.

Classes should not return to the building until the all-clear signal is given by the
administrator/designee.

Tornado Procedures (Evacuate to FEMA shelter for a tornado):

o

Close all windows and doors. Do lock the doors. If passing a vacant room,
quickly close the door.
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o Teachers will need to take their grade book and a flashlight with them.

o Staff members need to accompany their class to their assigned area in the Gym
Room #108. The class should be kept together and always supervised.

o Student should be seated, facing walls if possible, with their heads down and their
hands covering their heads.

o Teachers will identify to the administrator/designee if their student are present by
holding either a red “need help” or green “all clear” card.

e Weapon/Intruder Procedures (Lockdown, Lock, Lights, Out of Sight):
o Lockdown:
= Ifyou see a person with a weapon in your vicinity, call the office or
contact the administrator with the exact observation and location. The
situation will be evaluated, and necessary action taken.
= Person first noticing the situation should pick up any available phone and
contact the administrator in order to direct all staff to initiate lockdown
procedure.
»  Lock your classroom door.
Turn off all classroom lights (make sure that you have a flashlight
available).
Move students to a corner of the room away from the door and windows.
Pull shades down on windows.
Instruct students to be silent.
Do not use the two-way radio except for an emergency.
Do not open your classroom door. The administrator or police will
unlock your door.

e Secure:
o Outside threat not requiring a full Lockdown (Secure, get inside, lock doors):
= Proceed as hormal inside the building, but no one will be allowed to leave.
the building or classroom until the threat is no longer considered a threat.
»  Administrator/designee will communicate to staff via radio that the Secure
is over and normal eperations can resume.

e Hold:
o Distuption in the hallway (Hold in your classroom. Clear the Halls):
= Close all classroom doors and make sure they are locked.
= Proceed as normal inside the building, but no one will be allowed to leave
the classroom until the threat is no longer considered a threat.
»  Administrator/designee will communicate to staff via radio that the Hold
is over and normal operations can resume.

Emergency Safety Interventions

¢ Emergency Safety Interventions are only used as a last resort and for the safety of the
student and/or the staff. _

o If/when Emergency Safety Intervention is necessary, it must be reported to the student’s
[EP Case Manager or Bayou staff. Then it will be reported to the administrator/designee



2024-2025 Tri-City Staff Handbook

so he/she can notify parents/guardians on the same day as the Emergency Safety
Intervention.

e Staff will make sure that documentation is completed including: student name and date,
what was happening before the ESI (classroom, recess, etc.), what they were doing (math
problems, transitioning, etc.), what led to the need for Emergency Safety Intervention,
staff involved, start/end times, and supporting facts and details.

e Documentation will be turned in to Bayou staff as soon as possible or at the end of the
day at the latest.

e All staff at TCDS are certified in CPI.

avnacted return-tim
u{\yvv;vu TWVIGTTI VT

Field Trips
e Staff may be requested to help supervise various fieldtrips throughout the year.
e Every effort is made to communicate to staff the day before the fieldtrip if they are
attending or not. Due to student/staff absences, behaviors prior to the fieldtrip, and other
occasions that may arise, staff may be requested to go or to stay at TCDS.



2024-2025 Tri-City Staff Handbook

>ms arc

ite

ed prior to

and other

Food

tudents

ng

si

i

p.

o

super

d when

location of the fieldtr

> pal

C

ill b

w1

]
on the

ff entry fee

1a

S
dependent

the

1cat

11 be commun

i

Q

Thi

i

provided

<

illb

ip what w

.

dtr

1

i€

f

I'\I)ﬂl
1001

NS Qe
TE vk

He-us

5 OH- O winroTaor

o means_on-or-wh

1
HigCitorioine THTar

o electron

inelud
AaRy-toriihoraa

in anv form
YiRgT

inlear ot a cchool-sponsore

310

+c hull

OOt ouTT

-
g
b
g
g

g

+d afeducat
Fa-or-eaueationpt
hool-veh

The-boa
1100

i OF
OF-©¥
haool

1\L

TtV Ity

d aet

SOV T o ar aovIiiuul PO Orod™®

2 3

IN-3-S&
T OvT

nroaperbs

PropeLtyys

Bro

lapn-to-aaaressS oty g On—SvhouUIPIv
| 4 JHHE | ¢

alan taaddrece bullvine-on-se

ove—a
Ovoo

GappPr

d

n

and adueation-of staff me:
ana-edycation-oOr Sty

tcinnae for the trainine
de-provisionsTorintraiiiig

ineludenrov
HSAd O

ha nlan chall

TYoPhrar

T
x

o tooandoincludine-sus
of;—up-to-ahRaHIcIuTg~uIp

ars_aet
J aott

AT
| 4

SO TOTUIoY

mav_hae cublect-to

gy ov

103

isnel
- OIS PONTy

lation—of-th

ALD
Yottt

m

I

mnraued KASB Recomm
V-G — A O DS CCOITIIVEE

A
XpPPro

ent
T

Hrad cdndent and-report tha

1n

the_care-of-an

tha milec for

hear chall follow

-SHH GOttt vpoTiTUv

e OTar TS

tho—%

o 1OT

OO

T TUTToYY

SO CCoOmMUtThUpPIoy

Lohall become-the-bro

Tt

o

y L SenoY

e cnancared by the scho

e

nrol
FOJECTSSpohyurvtt

hoard—AH
DoarG— 1t

Tt

of the

oval

pprovary

1073

+Shdirdavy T proiTd

+ chall have the pr

dictrie

HETO—THU-OTotiTe

ift to-the

Mo a9 o
Harrg v g

malc

s an_arindividual
oo HharvGuar

1

L OrCANZS
J O gurtizat

An
£Xtt

ntae do-not-have

1 o cacura-nlacewhere tude
pis-co-netHave

C—oOONKT1IIx

WHCTHC—Y

LA AVA-A= S Sl S A

e boolc

d
oo

11-OFa

eacherSoOmt A« Coptavili—s5t

LCach tancrhar chouldleen tha

talra acenrate—attendance
aCh—t

e dCCuIatanvirtaalivi.

Thew are kent in-the vanlt
Theyare-«eptihtntvduin

an_afthe schoglovear

oo at the conclust
1e-officeat-the-CoRCISTON Ot owiui et

nta the-off

RUSTHCTurnTaItoTn

muct ba turned

ATATIA

Grade-books
SFraad




ity Staff Handbook

2025 Tri-C

2024-

Grade Books

chool and a shared Google spreadsheet.

s will be recorded using PowerS

ade

gr

Student

@

.

s will be updated weekly at a minimum

Grade book

Green Books

shared folder

Contained within a

Includes pert

S

hin that teacher’s homeroom clas:

nis wit

stude

information for

nent in

®

oy

tha haalth raom

#Thev

OO I

meae-on

th that child's na
AR tRat- R G-STdat

ian_bottle-wg

jan_and 3 Brecerint
clan-anaapreserpionvowd

renhysic
H-PhRYST
\ and the nhyuaie

PRI oA

the
T OUTTT W

in

e muct he kant locked

icat

Thece-med
TS

190

ta

Gt TrooT

SHARUST OO KROPToTRUTUTTITTHL =

ot outiott

1 the nracence of anotheradult “’;%HBSS-

Hah-pe-CarfeG-otUtihtheprosthnve o airoiiivt atoItvywT

Py Sivals

teatar chall be carvied out

1Q
AAITSCATTIICy Uy tabau ittt

Al cearchac by the admin

opleion

OTO ST PIvVIULT

onable-sy

Loc tacaarch-a-stud
Resto-searcha-5tuG

19

ictratar who s
O Wwno—vyvio

in

OOt O tha v atnionay

an athep than tho adm

Anners
XY Pers




2024-2025 Tri-City Staff Handbook

chall remain ~nctodu of either-the

TNt daiv

n-the
h shall-remamHme-cuStoay

The student shall be-told why-a-search-is brinoconducted The-student-shall be-requested-to-emptyHems
LIV yeaviueueioncony TN V T oUTTrvIiTIY lella ymavsusea=aia gyl X1

suech hut-not hm tod to-—poe ete wnrces—shoulder haoe bonk bacs-and kv:nFeaSHmMa%e‘;shau—aﬁemp{
A" A2 vy L4 v tl\l TRy }IMA\J\/U, UTTOUTUVY Llu Fy LYAYAYSAN Vub .

with iHeoal nr\f‘«nnhi chall Rain mn-the +nAn Af tha admini
RARYZ2Y llvbul oLyl J uAAuAL AVAAAu pesamm el g V\Aab "3 poy ey

O

tare chall remain-wi
tor-shan-remai-wi

If the administrator

T tnw HAHRSHATOT

DYoo tHCotIvv

It-shall l—m e nf the district-t
Tt he Cy—OF



2024-2025 Tri-City Staff Handbook




2024-2025 Tri-City Staff Handbook

e Weekly lesson plans will be kept in a shared folder with the teacher and administrator

e Emergency lesson plans:

o Each teacher wi for occasions when they

11 provide 3-5 days’ worth of lesson plans

are not at school unexpectedly
o These will be in a shared folder wi

th the administrative assistant and administrator

McKinney-Vento (Homeless Assistance Act
e Provides help and resources for students who are consi
student is currently homeless let the counselor know so th

Vento district director can be completed.

dered homeless. If you believe a
at a referral to our McKinney-

ille USD-26 1 board-of education-encourages M%WWMMW
lle USD-261 board-of education-encourages positive;
cl e e1d ah SEveryvoy 1 » . Tl R ~ 4 ah » atos

Deaccribed-m atinn do oiven -at-scho
Prescrioea-it ahionIs-grveRatsenv

nd what we can provide/is being

1, please refer the student to the social worker so they can begin the

referral process for MHA services.

e Ifyou feel a student needs mental health services beyo

provided at schoo

Parent Communication

e The student’s Behavior with the student.

Point Sheet is sent home everyday
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e Log every call home (file within the student’s shared drive).
Log every email sent to parents/guardians (file within the student’s shared drive).

PAY-CHECKS

Daucheclawill e issyed-as-per nacobisted-acreerment:
Payecheexs-WwihmrpSIssatatopes RegoHateaagovt

o _nroamated—1H
arc—pte
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v are oht-the—fonoWHE T oo B TRpEEraruas throughout-theH—S56n00r-aay—antTorr ana—ott
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AY-HSS-aFeasSOHat TPy sicarforceagainstapupii
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n_af propett a-Breven nsz 1 1

Positive Behavioral Interventions and Support (PBIS)
e PRIDE Schoolwide Expectations Matrix (see Appendix C):
o P- Preparation
o R-Respect
o Integrity
o D- Discipline
o E-Excellence
e Loopsand Behavior-Specific Praise:
o Each time Behavior-Specific praise is given to a student they also receive a loop.
o A student should be earning 1 loop (provided Behavior-Specific Praise) at a
minimum of 1 time per 15 minutes.
o Behavior-Specific praise is a highly effective strategy that educational staff can
use both to increase positive behavior and decrease problem behavior.
o The use of behavior-specific praise is linked to increases in student on-task
behavior and compliance.
o Behavior-specific praise is most effective when delivered more frequently than
reprimand statements.
o Students only receive 1 loop ata time.
e How to deliver Behavior-Specific Praise:
o Provide behavior-specific praise to a student by stating the student’s name and
describing the behavior immediately after she performs it (e.g., “Johanna, thank

you for cleaning up immediately when I rang the science bell.”).

Positive Office Referrals
e Utilized to recognize student behavior that goes above and beyond a loop reward.
o Always remember that this type of referral is based on the individual student.
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Radios

e Staff who are assigned radios will be expected to use them as part of their daily work
duties and maintain their radios to ensure good working conditions. Channel 6 1s for

TCDS and Channel 6 is also used for building wide crisis situations. If your radio is not

working, bring it to the administrative assistant for repair/replacement.
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Radios
e Staff who are assigned radios will be expected to use them as part of their daily work
duties and maintain their radios to ensure good working conditions. C hannel 6 is for

TCDS and Channel 6 is also used for building wide crisis situations. If your radio is not
working, bring it to the administrative assistant for repair/replacement.

Shared Drive
e The TCDS shared drive contains student documents and information.

Staff-Student Relations
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e Staff members shall maintain professional relationships with students, which are
conducive to an effective educational environment.
Staff members will refrain from providing any contact information.

e TCDS staff are friendly professionals.

Student Iiness During the Day
e Ifastudent asks to see the nurse during the day:
o Call the nurse at 2157 and explain the reason for the call.
o The nurse will direct you either to bring the student t0 the nurse’s office or the
nurse will come to the classroom.
o If the nurse directs to bring the student to the nurse’s office, escort the student to

that location.

Student Updates

« Student Updates are completed by the 5% of every month.

e This information will be shared with special education directors from sending districts by
administrator/administrative designee.

e See Appendix D.
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Tri City Daily
e Each day school is in session all Certified Staff. Base Para Educators, and other relevant
providers are given a copy of the Tri City Daily. Itis completed by the Administrator.
Information includes pertinent :nformation for the school day and upcoming events.
Certified Staff are expected to read this daily.
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Visitors and Volunteers
e We utilize the RAPTOR visitor management system.
o All visitors must register in the office.
e Ifanyone knocks ona door and wants to come inside, tell them through the door (DO
NOT OPEN THE DOOR!) that they must enter through the front office.
e If you notice a person in the school building that you are not familiar with, please notify
the office at once.




2024-2025 Tri-City Staff Handbook

wil
Wi

activities

guted-extra-currctdiana-vo-vunaoiiuy SCHOOIaotrvyTIaty

All cehoaduled extra-curricular-and-co curcicular-school

bet:weenw*‘m banre af 600 a m-—and-2:00-a-m
he-hoursot6:00-a—ana o oot Swiy

102}

Tz T

963 KXZSN
O TOTN

1073 KZCH

PR AT IR v S T

1012 KTHR

TUTO5 T L KXY

Radio - KEDT
HRAGO-Ixr 17T

THOST

These

A~ aducational ctaff everv-morRine wrinr to tha stavt of cehool

od t
to-eduecational-statt-every-morRg pro o THE ST e S5CHO0T:

doora

to taa cornaraof theroom-away Ham-the
to-a-corper-or-tneroomawady oo oo

1€ the cination_arises—that-a weananlintruderis
Huabion-arises—thata-WeadpOonmruttimiopive

H—HC—y

nd windews
H-WRGOWS:

911 Procedures

y have exhausted all
inent danger to staff and/or

aff feel that the

which st

If there is a situation that comes up in
possible options to de-escalate a stud:

students request 911 assistance.

It will b

d there is imm

1

ent ¢

called for

signee whether 911 will be

trator/De

1S

Admini

o
\%

¢ at the discretion of th

police assistance.
e Upon being directed by

the secretary will call 911.

strator/Designee,

ini

the Adm

ing

-

call log and notify

tant is responsible for completing a 911

trative assis

The adminis

relevant school district officials.

APPENDICES

Acoident Ranort-Form
ZAEeigehtepoO—Tont

TTUts

Sty
Seohanl & Outof-School-St

‘x...........--....-..............-.q........-..-.........-....-..-....-..--..--..-.................

disc-A
divB

D TIHHOUT U

OO0 TUtTUT

ST OTT

In

divC

Eolowe1ln-A
~E-OTOvY

Reohaviaor Lavel Dvn}alem.s
HeRnaHoT=CVOr oo

u...........-..-...............................-........-.......-....-..-....-..-..........-...

a2 B
dix B

oPpe

A_z...........----..-........................-...........--.......-.......-.--.-..-..-................

Annendix-E

pryes

R ainteoration-Rubtic

~eiptegrationsuonv
L andwwaching Instructions
FaRawasih g ostracioins

u..................................................................................................
dixH
x x..............................................................................................

di5 G

TxXppPUnaTATT ...........-..-..-..-.................................--....-....-....-....-...........

A nimale in the Classtroom
ARSIt oTassivoti

Dicteict Wallness Plan
ST W EnoSSTIaLT

Travel Expense-Claim Form
Fravel Bxp

die I

A............--..-.......-..........-.....-..............-.-..-.-..-....-..-.-.--.............

din1
¥4
dixe T

1\..-....-..-..-..................-....-..................-..-.-.......----.-..-..-.-.........




2024-2025 Tri-City Staff Handbook

Appendix A: Behavior Levels

Appendix B: Behavior Response Chart

Appendix C: PRIDE Schoolwide Expectations Matrix
Appendix D: Reintegration Rubric
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Appendix E

FOLLOW UP AGREEMENT

sad Frustrated Confused  Embarrassed

4

MOVE ON.....1 wil try my best to follow PRIDE expectations, and sho

Preparation Respect Integrity Discipline

IF IV 1S TO BE, IT 1S UP TO MEL !}

____Date:

Name:

Staff: _
Fall2018



Emergency Safety Interventions (See GAO, JRRB, JQ, and KN) GAAF

The hoard of cducation is committed to Jimiting the use of Emergency Safety Intervention (7 181"}, such as
seclusion and restraint, with all students. Seclusion and restraint shall be used only when a gifident’s conduct
necessitates the use of an emergency safety intervention as defined below, The byfird of education
encourages all employecs to ulilize other behavioral management tools, including pr ention techniques,
de-escalation techniques, and positive behavioral intervention strategies.

This policy shall be made available on the district website with links to & policy available on any
individual school pages. In addition, this policy shall be included in at leagf one of the following: each
school’s code of conduet, school safety plan, or student handbook Notice #1 the online availability of this
policy shall be provided to pavents during enrollment each year.

Defipitions

sCampus police ofticer” means a school security officer esignated by the board of education of
potice ¥ & )

any school district pursuant to K.S.A. 72-8222, and amy dments thereto,

“Chemical Restraint” means the use of medication tgiControl a student’s violent physical behavior
or restrict & student’s freedom of movemont, '

“Emergency Safety Intervention” is the use of Clusion or physical restraint, but does not include
» %, * 1 !
physical escort or the use of time-out. 4
f 5
“Incident” means each occurrence of the fe of an gmergency safct intervention,
4 i

. \
“Law enforcement officer” and “peli & officer” metn a full-time or part-time salaried officer or
cmployce of the state, a county, or agity, whose duticsinclude the prevention or detection of crime
and the enforcemont of criminal /qv’ traffic law of this Btate or any Kansas municipality. This term
includes a campus polico officert’ \
y 4 \

“Legitimate law enforcemgit purpose” means a goal within the Jawful authority of an officer that
is to be achieved thrmxg}}.arnc-lhmm or conduct condoned by the officer’s appointing authority.
“Mechanical Restegint” moans any device or object used t'? limit o student’s movement.

“Parent” meag/-s",/(i} a natural parent; (2) an adoptive puri}m; (3) a person acting as a parent as
defined in K@S.A. 72-1046(d)(2), and amendments thereto; | 4) a legal guardian; (5) an education
advocate fgr a student with an exceptionality; (6) a foster patent, unless the student is a child with
an exceptfonality; or (7) a student who hes reached the age of fajority or is an emancipated minor.

wnd, wrist, arm, shoulder, or back
t to walk to a safe location.

“phydical Fscort” means the temporary touching or holding the
of aftudent who is acting out for the purposc of inducing the stu

“Physical Restraint™ means bodily force used to substantially limit a student’s movement, except

that consensual, solicited, or unintentional contact and contact to provide comforl, assistance, or
instruction shall not be deemed to be physical restraint,

Appendix F



Emergency Safetv Interventions GAAY-2

“Sohool resource officer” meuns a law onforcement officer or palice officer employed by a local law
enforcement agency who is assi gned 1o a district through an agrecment between the local law enforcement
agency and the district. g

cation of any school district
agencics in which the school

swgehool scourity officts” means a person who is employed by o board of ¢
for the purpose of aiding and supplementing state and local law enforcemg
district is located, but is not a law enforcement officer or police officer.

“Seelusion” means placement of a student in 2 location where all of the following conditions arc met: (1)
the student is placed in an enclosed arca by school personnel; (2) ¢ é/ student is purposefully isolated from

adults and peers; and (3) the student 18 prevented from Jeaving, O ‘reasonably believes that he or she will
be prevented from leaving the endlosed area.

F/
/

V4

' A
“lime-oul” means a behavioral intervention i which a stz{xécnx is temporarily removed from a {earning
activity without being secluded. Y/

Prohibited Types of Restraint 4

All staff members are prohibited from engaging in yte following actions with all students:

Using face-down (prone) physighl resteaint;

Using face-up (supinc) physic restraint;

Using physical restraint tha sstructs the student’s airway;

Using physical restraint th impagts a student’s primary mode of communication;
Using chemical restraint /xcept as prescribed treatments for a student’s medical or
psychiatric condition b {4 person appropriately licensed to issue such treatments; and
o Use of mechanical resitaint, except: |

e 6 & ¢ ©

s Protective qfv’smhilizing devides required by law or used in accordance with an
order fromia person appropriately licensed to issuc the order for the device;

o Any deyice used by a certified law enforcement officer to carry out law
enforcgment duties; or

N Seatbélts and other safety equipment when used to sccure students during
trangportation. '\\

/4 \
Use of Emergency Safet f*fmervmninns \

vhen a student presents a reasonable and inknediate danger of physical harm (o such
the presont ability to eftect such physical hafjp. Less restrictive alternatives to ESI,
such as positive bhavior interventions support, shall be deemed appropriate or ineffective under the
circumstancos byfthe school employce witnessing the student’s behavior prior to the use of any ESL The
use of ESI shallcase as soon as the immcdiate danger of physical harm ccases (0 exist. Violent action that
is destructive @ property may necessilate the use of an ESL Use of an ESI for purposes of discipline,
punishment, or for the convenience of a school employee shall not meet the standard of immediate danger
of physical harm.

ES] shall be used onl
student or others wi



Emergency Safety Interventions GAAF-3

ESI Restrictions

heal condition that could put
such medical condition must
provider, a copy of which has

A student shall not be subjected 10 ESI if the student is known to have a nv
the student in mental or physical danger as result of ESL. The existence
be indicated in 3 written statement from the student’s licensed health ¢
heon provided to the school and placed in the student’s filc. j
/‘{Y

Such written statement shall include an explanation of the smdcn};}'{ dingnosis, a list of any reasons why
ESI would put the ludent in mental or physical danger, o yd ony suggested alternatives to ESL
Notwithstanding the provisions of this subsection, a student mag/ be subjected to BST, if not subjectiog the
student to ESI would result in significant physical harm (o thegtudent or others.

Use of Seclusion
When a student 18 placed in seclusion, 2 school e-mp}o)"" shall be able to se¢ and hear the student at all

times. b

|

all be designed to ensure that the lock automatically

All seclusion rooms equipped with 3 locking door 3!
udent walks away from the seclusion roont, or in case

disengages when the school employce viewing the
of emcrgensy, such as fire or severe weather.

R

{4
y

A seclusion room shall be a safe place with prgportional and similar characteristics as other rooms where
students frequent. Such room shall be free of any condition that could be a danger to the student, well-
ventilated, and sufficiently lighted.

Training i

All staff members shall be trained rggarding the use of positive pehavioral intervention strategies, de-

cscalation techniques, and prcvcl%ﬁn tcchniques.  Sueh training shall be consistent with nationally

recognized training programs on #S1. The intensity of the waining provided will depend upon the

employec’s position. Adminisiaors, ticensed staff members, and other staff deemed most likely to need

to restrain a student will be provjjfed more intense training thaystaft who do not work directly with students

in the classroom. District an ‘building administration shall fpake the determination of the intensity of
h

training required by gach pogition. \

fiach school building ghall maintain written or clectronic docume tion reparding the training that was
provided and a fist of participants, which shall be made available jspection by the state board of
education upon reque f.
Notification and Dgtumentation

The principal 0 esignee shall notify the parent the same day as an incident. The same-day notification
requirement of Mhis subsection shall be deemed satisfied if the schoo! attempts at least wo methods of
contacting the parent. A parent may designate 8 preferced method of contact 10 receive the same-day
notification, Also, 4 parent may agrec, in writing, 10 receive only one same-day notification from the school
for multiple incidents aceursing on the same day.
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Documentation of the ESI used shall be completed and provided to the student’s parents po later than the
school day following the day of the incident. Such writien dovumentagon shall include: (A) The events
feading up to the incident; (B) student behaviors that necessitated the ESE; (C) steps taken to transition the
student back into the educational setting: (D) the date and time the incifient occurred, the type of ESTused,
the duration of the ESI, and the school personnel who used or supervisgd the ESI; (B) space or an additional
form for parents to provide feedback or comments to the school regaglling the incident (F) a statement that
invites and strongly ¢REOUTAEEs parents to schedule a meeting to djscuss the incident and how to prevent
future incidents; and {G)email and phone information for the pargnt to contact the school 10 schedule the
ESI meeting. Schools may group incidents together when docum ting the items in subparagraphs (A), B
and {C) if the triggering issue necessitating the ESls is the same

‘The parent shall be provided the following information after the first and each subsequent incident during
each school year: (1} a copy of thig policy which indicates wi o1 181 can be used; (2) a flyer on the parent’s
rights; (3) information on the parent’s right to filc a complaiht through the local dispute resolution process
(which is sel forth in this policy) and the complaint prgress of the state board of cducation; and (4)
information that will assist the parent in navigating the ¢ mplaint process, including contact information
for Familics Together and the Disability Rights Center ofiicansas. Upon the first occurrence of an incident
of ESI, he foregoing information shall be provided in inted form or, upon the parent’s written request,
by email. Upon the occumrence of a second or subsequent incident, the parent shall be provided with a full
and direct website address containing such information.

Law Enforcement, School Resouree, and Campus S\,?Zurity Officers

Campus police officers and school resouree Qf!'tcc%i shall be exempt from the requirements of this policy
when engaged inan activity that has o lcgilimathtaw enforcement purpose. School security officers shalt
not be exerupt from the requirements of this poligy.

If a school is aware that a law enforcement offfcer or school resouree officer has used seclusion, physical
restraint, or mechanical restraint on a student, the schoo! shall notify the parent the same day using the
parent’s preferred method of contact. A sehogt shatl not be required to provide written documentation to a
parent, as sl forth above, regarding taw enfprcement use of an emergency safety intervention, or report (o
the state department of education any layw enforcement use: of an emergency safety intervention. For
PUIPOSCS of this subscction, mechanical r_yhrnim includes, but ispot limited 1o, the use of handeufls.

Pocumentation of ESI Incidents

,f."'il I‘\.
Except as specified above with regard to law enforcoment or schoolesource officer use of emergency
safcty interventions, cach buildinghall maintain documentation any imb ESI is used with a student. Such

documentation must include all ¢ the following: i

Date and timgof the ESL,
Type of ES
Length of fine the EST was used,

School pefsonncl who participated in or supervised the LSt

Whether the student had an individualized cducation program at the time of the incident,
Whether the student had a section 504 plan at the time of the incident, and whether the

.

studont had a behavior intervention plan at the time of the incident.

¢ & & & & @
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All such documentation shall be provided to the puilding principal, who shall be responsible for providing

)

copies of such documentation to the superintendent or the superintendentg designee on at least & biannual
basis. Atleast once per school year, cach building principal or designegfhall review the documentation of
ESI incidents with approprinte stafl members to consider the appropye teness of the use of ESI in those
instances.

Repoting Data

District administration '.shali report EST data to the state departs
Parent Right to Meeting onJiS1 Use '
¢ school to discuss and debrief the incident. A
/ efectronic means. A school shall hold a mecting

1¢ parent’s request. The focus of any such mecting
for emergency safety interventions and to reduce

After each incident, a parent iy request a mecting with
parent may requoest such meeting verbally, in wri iting, or by
requested under this subseetion within 10 school days of]
shall be to discuss proactive ways 1o prevent the nee '
incidents in the future, \ 4
(ch student’s TEP team of Section 504 plan team shall
onduct a functional behavioral assessment, develop a
¢ intervention plan if already in existence.

For a student with an TP or a Scction 504 plan,

discuss the incident and consider the need to /
behavior intervention plan, or amend the beliyi

\_,l’ .

For o student with a section 504 plan, such sgfndcm’s section 504 plan team shall discuss and consider the
need for a special education evaluation. Fof students who have an individualized education program and
are placed in a private school by & pamm,gﬂ& meeting called under this subsection shall include the parent
and the private school, who shall considg whether the parent should request an individualized education
program team meeting, the private school shall help facilitate such meeting.

For a student without an 1EP or Sectinn 504 plan, the school staff andl the parent shall discuss the incident
and consider the appropriateness of # veferral fora special eyaluation, the need for a functional behavioral
assesstnent, or the need for a behayjor intervention plan. ANK such meeting shall include the student’s
parent, & school administralor for the school the student attends, one of the student’s teachers, & school
employee involved in the incident, and any other school employees desi gnated by the school
adminisirator 88 appropriate ﬁ)gj,liuch meeting. N

vited to attend the mocting at the
tended beyond the 10-day fmit if

The student who is ,r_v."\c subject of such mectings shall bt:
discretion of the parent. The time for calling cuch u meeting may be'@
the parent of the student i unable to attend within that time period yNothing in this section shall be
construed to prohibit the development and implementation of a funclonal behavior assessment or 8
behavior intervention pl

for any student if such student would benefit ffém such measures.

n Process

{f a parcnt belioves that an emergency safety intervention has been used on the parent’s child in violation
of state law of boatd policy, the parent may file a complaint a8 specified below.



Emergency Safety Interventions GAAT-6

1es relating 1o the use of ESI informally
formal complaint with the board. Once

The board of cducation cncourages parents to attempt to resolve i
with the building principal and/or the superintendent before filing
an informal complaint is received, the administrator handling sitch complaint shall investigate such matter,
as deemed appropriate by the administrator. In the cvent thiet the complaint is resolved informally, the
administrator must provide a written report of the informal gésolution to the superintendent and the parents
and retaina copy of the report at the school. The superintghdent will share the informal resolution with the
board of education and provide a copy to the state deparihent of education.

If the issucs are not resolved informally with the building principal and/or the superintendent, the parents
may submit a formal written complaint to the board Bf oducation by providing a copy of the complaint to
the clerk of the bowrd and the superintendent withjh thirty (30) days after the parent is informed of the
incident. /

Upon receipt of a formal awritten complaint, thc_é/oarct president shall assign an investigator to review the
complaint and report findings to the board as asvhole. Such investigator may be a board member, a school
administrator selected by the board, or a b ard attorney. Such investigator shall be informed of the
obligation to maintain confidentiality of #tudent records and shall report the findings of fact and
recommended carrective action,if any, to e board in executive session.

/
y
Any such investigation must be completg{ within thirty (30) days of receipt of the formal written complaint
by the board clerk and superintendent. [On or before the 30* day after receipt of the written complaint, the
board shall adopt written findings of fact and, if necessary, appropriale corrective action. A copy of the
written findings of fact and any cmrcg\ive action adopted by the board shall only be provided to the parents,
the schoal, and the state departmenypf education and shall be mailed to the parents and the state department

within 30 days of the board’s receipt of the formal complaint.
.l.;'

If desired, a parent may file a gpmplaint undet the state board of education administrative review PIOCESS

within thitty (30) days from ghe date & final decision is issucd pursuant (0 the local dispute resolution
: /|

process.

V4

BOE Reviewed and Approved KASB Recommendation; August 15, 2016
BOE Reviewed and Approved: KASB Recommendation: August 19, 2013
BOE Reviewed and Approved: KASB Recommendation: dugust 17, 2015

Cross Reference: JRB, JQ, JQA, and KN
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Appendix B: Behavior Response Chart
Level 1

Minor Problem Behaviors
Examples:

5. Disruption
6. Inappropriate language
7. Non-compliance
8. Property misuse
Handled by:
Classroom teacher or other supervising staff
Interventions:
6. Teach appropriate behaviors for that area
7. Redirect, remind, reinforce
8. Assistance from Social Worker,
Case managers, MHA workers
9. Utilize safe place
10. Take a break

Level 2

Minor Behavior Problems
Examples:
5. Continued disruption
6. Continued inappropriate language
7. Continued non-compliance
8. Continued property misuse
Handled by:
Classroom teacher or other supervising staff
Interventions:
4. Utilize cubicle (after 3 prompts)
5. Discipline Referral Form

Level 3
Major Problem Behavior

Examples:

5. Abusive language

6. Physical aggression

7. Harassment/Bullying

8. Overt defiance

9. Elopement
Handled By:

Classroom teacher and school administrator or designee
Interventions:

2. School administrator or designee contact

2. LS.S./O.S.S.

3. Parent contact

4, Write Up
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Acknowledgment of Receipt of Handbook

I , do hereby acknowledge receipt of the certified
staff handbook for the 2045-2025 school year. I have read, and I understand the contents. Further,

I understand:

> This handbook is not an employee contract. This handbook is not to be considered as

either an expressed or implied contract between the school district and the employee.
> Anytime the superintendent is mentioned in this manual, his/her designee is implied.

> As a condition of employment, I, , agree to the following

rules and regulations, including handbooks, which have been adopted by the board.

> This handbook may be changed or modified and items added or deleted at any time as

recommended by the superintendent and approved by the board.

Signature of Employee Date



