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To ensure every student has opportunities to 
grow, thrive and fulfill their potential through 

caring, responsive education.   

 
 

 

 



 

 
This handbook is intended for general informational purposes for faculty and staff in the State 
College Area School District (SCASD or District), applicable regardless of location or level and is 
not intended to supersede or replace established policies, position specific handbooks, and/or 
collective bargaining agreements, as published, shared and updated accordingly. The contents of 
this handbook are not intended to address all situations that may arise, and are subject to 
interpretation, review, and change by the District at any time without notice. Furthermore, nothing 
in this handbook creates or modifies any employment contracts or employment relationship status. 
All employees of the District are expected to be familiar with, understand, and comply with 
applicable policies, regulations, procedures, guidelines, contracts, and handbooks, based upon their 
classification and status.  
 
The District’s website contains information on schools, academics and departments, as well as 
information about the District’s programs, resources and services.   
 
 All policies referenced in this handbook can be found at SCASD Policy.  
 
Additional information can be found at SCASD Human Resources.  
 
Information for the Office of Equity, Inclusion, and Belonging can be found at Equity, Inclusion, 
and Belonging.  
 
Information and resources specific to the Student Services can be found at SCASD Student 
Services.  
 
Pennsylvania Code Regulations (Title 22) can be found on the Commonwealth of Pennsylvania’s 
Department of Education website: PA Department of Education.  
 

Supplemental protocols, guidelines and resources that are departmental, building and/or 
education level specific are communicated separately.  

 
 

http://www.scasd.org
https://policymain.org/state-college-area-school-district/policies
https://www.scasd.org/departments/human-resources/human-resources-team
https://www.scasd.org/departments/equity-inclusion-and-belonging/office-of-equity-inclusion-and-belonging
https://www.scasd.org/departments/equity-inclusion-and-belonging/office-of-equity-inclusion-and-belonging
https://www.scasd.org/departments/student-services/student-services-home-page
https://www.scasd.org/departments/student-services/student-services-home-page
http://www.pacodeandbulletin.gov/Display/pacode?titleNumber=022&file=/secure/pacode/data/022/022toc.html&searchunitkeywords=&operator=OR&title=null
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INTRODUCTORY AND FOUNDATIONAL 
 

Climate/Inclusive Excellence 
 

Members of the District community deserve a respectful environment in which the diversity of 
their experiences and background is understood, valued, and contributes to a positive environment 
and a successful experience for everyone. In addition, the District shares responsibility for 
preparing students to succeed in a racially and culturally diverse world.  
 
The District’s Board of School Directors is committed to promoting and sustaining culturally 
proficient schools, central offices, and school community support systems in order to create a 
climate of inclusion in which all individuals feel respected, are treated fairly and are provided 
opportunities to excel. It is the intent of the Board that staff and students throughout the District 
work and interact in schools and classrooms that affirm diverse backgrounds, acknowledge the 
disparity of outside opportunities related to students' socioeconomic status, and promote 
appropriate educational experiences in learning options, achievement, and discipline. 
  
Students will develop the capacity to recognize when preconceptions, attitudes, or incidents 
compromise the school climate; they will be equipped with the knowledge and strategies to 
respond effectively and appropriately; and, they will understand and accept responsibility for their 
role in contributing to a positive school climate. 
 
As part of a healthy and inclusive work climate, workplace difficulties and misunderstandings can 
often be resolved through reasonable, restorative, and effective communication. Such efforts are 
encouraged for consideration prior to any formal action, if appropriate. If an issue cannot be 
resolved between the parties, Human Resources can provide a consultative and assistive role in 
helping facilitate dialogue and understanding.  
 

 



 

Notice of Nondiscrimination 
 

The State College Area School District (the “District” or “SCASD”) is an equal opportunity 
education institution that is committed to providing to all persons equal access to all categories of 
employment, educational programs, and activities in a safe, positive environment that is free from 
harassment and discrimination on the basis of race, color, age, creed, religion, sex, gender, gender 
identity and expression, sexual orientation, pregnancy, childbirth, pregnancy-related conditions, 
ancestry, national origin, service in the uniformed services (as defined in state and federal law), 
veteran status, marital status, genetic information, handicap/disability, and any other legally 
protected class, or for engaging in any other protected activities, as required by applicable law.  
The District does not discriminate on the basis of sex in the education programs or activities that it 
operates, including in admission and employment practices, as required by Title IX.  In the limited 
circumstances where federal and state law permits different treatment or separation on the basis of 
sex, the District will abide by governing regulations.   

The District shall make reasonable accommodations for identified medical, physical, and mental 
impairments that constitute disabilities, or for religious beliefs or practices consistent with the 
requirements of federal and state laws and regulations. 

All members of the SCASD community are expected to conduct themselves in a manner that does 
not infringe upon the rights of others. Discriminatory conduct and harassment, including sexual 
misconduct and relationship violence, violates the dignity of individuals, as well as state and 
federal laws, and will not be tolerated. These behaviors are inconsistent with the goals of the 
district and are prohibited on school grounds, at school-sponsored activities, and on any 
conveyance providing transportation to or from a school entity or school-sponsored activity. 

Individuals who believe they or others have been subject to discrimination and/or harassment are 
encouraged to promptly report such incidents.  Complaints of discrimination and/or harassment 
shall be investigated promptly.  Supportive measures shall be offered and corrective or preventive 
action shall be taken when allegations are substantiated. 

Publication of this statement is in accordance with state and federal laws including Title VII of the 
Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the 
Rehabilitation Act of 1973, the Age Discrimination in Employment Act, and Title II of the 
Americans with Disabilities Act, and the Pennsylvania Human Relations Act. 

Complaints or questions relating to, discrimination, misconduct, and/or Title IX (including 
sexual/gender-based harassment) violations should be directed to: 

Michelle Simpson 
Human Resources Executive Director; Compliance and Title IX Officer 
240 Villa Crest Drive 
State College, PA 16801 
814-231-1051 
mrs20@scasd.org  

 

mailto:mrs20@scasd.org


 

In the event that an incident involves alleged misconduct by the Human Resources Executive 
Director, reports should be made directly to the Superintendent at 814-231-1016. 
 
Inquiries pertaining to discrimination of students on the basis of disability or alleged violations of 
Section 504 may be made by contacting: 

 ​ Stephanie Beaver 
Director of Student Services and Section 504 Compliance Officer 
240 Villa Crest Drive 
State College, PA 16801 
814-231-1011 ext 1071 
sxb11@scasd.org 
 
Heather Pringle 
Director of Special Education Services 
240 Villa Crest Drive 
State College, PA 16801 
814-231-1011 ext 1072 
hrp13@scasd.org 

 

Individuals experiencing harassment or discrimination also have the right to contact government 
authorities: 

Office for Civil Rights - Philadelphia Office 
U.S. Department of Education 
The Wanamaker Building 
100 Penn Square East, Suite 515 
Philadelphia, PA 19107 
Telephone: (215) 656-8541 
Email: OCR.Philadelphia@ed.gov 

 



 

ADDITIONAL INFORMATION: 

Policies:   
100.1 School Climate/Inclusive Excellence Policy 
100.2 Gender-Expansive and Transgender Individuals – Ensuring Equity and 
Nondiscrimination 
103 Discrimination/Harassment Affecting Students 
103.1 Nondiscrimination - Qualified Students with Disabilities 
104 Discrimination/Harassment Affecting Staff 
113 Special Education 
219 Student Complaint Process 
249 Bullying/Cyberbullying 
250 Gender-Expansive and Transgender Students – Ensuring Equity and 
Nondiscrimination 

 
An employer cannot retaliate against an employee for exercising rights and protections under the 
Department of Labor’s whistleblower protection laws.  Additional information, including 
explanations and contact information, can be found at Whistleblower Protections.   
 
 
Commitment to Educational Equity and Inclusive Excellence 
 
 
SCASD is committed to educational equity. Working towards educational equity involves:  

●​ Ensuring equally high outcomes for all participants in our educational system (e.g. 
economically disadvantaged, marginalized, and/or minoritized students); removing the 
predictability of success or failures that currently correlates with any social or cultural 
factor.  

●​ Interrupting inequitable practices, examining biases, and creating inclusive multicultural 
school environments for adults and children.  

●​ Discovering and cultivating the unique gifts, talents and interests that every human 
possesses. 

●​ Ensuring at-risk and below grade level students are educated by qualified, experienced 
teachers. 

●​ Fostering an environment that promotes inclusion and establishes a strong sense of 
belonging for every student, employee, family, and community member. 

An equitable school climate supports every student’s path to a prosocial identity by being 
culturally responsive to the patterns and wide range of norms, goals, values, interpersonal 
relationships, leadership practices, and organizational structures within the school and broader 
community.  Our climate survey provides helpful information to the District in determining trends 
and establishing accompanying goals. 

 

https://www.dol.gov/general/topics/whistleblower


 

Title IX of the Education Amendments of 1972 (Title IX) 
 
Title IX is a comprehensive federal law that prohibits discrimination on the basis of sex in any 
federally funded education program or activity. The nondiscrimination mandate of Title IX and its 
procedural requirements include a procedure for receiving and resolving sex-based discrimination 
complaints. Questions, general inquiries and clarifications regarding Title IX can be directed to 
SCASD Human Resources at 814-231-1051 and additional information can be found on the 
SCASD Title IX website.  
 
All members of the SCASD community are expected to conduct themselves in a manner that does 
not infringe upon the rights of others. Title IX discrimination and sexual harassment, including 
sexual misconduct and relationship violence, violates the dignity of individuals, as well as state 
and federal laws, and will not be tolerated. These behaviors are inconsistent with the educational 
and programmatic goals of the District and are prohibited in District buildings, on District grounds, 
at District-sponsored activities and on any conveyance providing transportation to or from a 
District entity or District-sponsored activity.  
 
The District encourages anyone (students, parents, staff, third parties) who reasonably believes 
they have witnessed acts of Title IX discrimination or sexual harassment to make a report to the 
District, even if some elements of the related incident took place or originated away from District 
grounds, District activities, or District conveyances. Employees are required to report such acts. 
The District will comply with applicable law in investigating and resolving complaints made 
pursuant to this policy. Appropriate corrective or preventive action shall be taken when allegations 
are substantiated.  Reports can be made to the Title IX Coordinator or Deputy Coordinator (see 
below) or to your building principal or administrator.   
 
The Title IX regulations require that an employee is designated to serve as the Compliance/Title 
IX Coordinator to oversee compliance with all aspects of Title IX regulations and ensure a prompt, 
equitable and supportive response to all reports received:  
 

Michelle Simpson - Compliance/Title IX Coordinator, (814) 231-1051, mrs20@scasd.org   
Stephanie Beaver - Title IX Deputy Coordinator, (814) 231-1011 ext. 1071, 
sxb11@scasd.org  
Tonya Black - Title IX Deputy Coordinator, (814-231-5050), tlc13@scasd.org 

 
 

Professional Expectations 
 

Pennsylvania’s Department of Education, through the Professional Standards and Practices 
Commission, has established the Code of Professional Practice and Conduct for Educators, which 
focuses on educators’ obligations to the students they serve.  
 

Faculty and staff are expected to model professionalism, integrity, and sound judgment in all 
interactions within the school community. Every employee plays a vital role in creating an 
environment where students, colleagues, families, and visitors feel respected, valued, and safe. 
This includes demonstrating courtesy, maintaining appropriate boundaries, communicating with 

https://www.scasd.org/departments/human-resources/title-ix
mailto:mrs20@scasd.org
mailto:sxb11@scasd.org
mailto:tlc13@scasd.org
https://www.pspc.education.pa.gov/Statutes-Regulations-Policies-Forms/Code-of-Professional-Practice-Conduct/Pages/default.aspx


 

clarity and kindness, and approaching challenges with a collaborative mindset. 
 

All employees should be familiar with all District policies, including those that will be included in 
a yearly reminder. These policies address, but are not limited to, maintaining professional, moral 
and ethical relationships with District students that are conducive to an effective, safe learning 
environment. 
 

In addition, as an employee of the District, and in compliance with Pennsylvania Act 24, you are 
responsible for completing and returning PDE Form 6004 to your school administrator within 72 
hours of any arrest or conviction for any offense listed in Section 111(e) [listed on page 3 of PDE 
Form 6004].  Failure to submit this form requires the School Administrator to submit the employee 
to a new background check under Section 111 of the Pennsylvania School Code. 
 
 
Conflict of Interest 
 
Faculty and staff are responsible for maintaining standards of conduct that avoid real and/or 
potential conflicts of interest. The District recognizes that employees must enjoy private lives and 
associate with others outside of the District for political, economic, religious, cultural or personal 
reasons. Employees should avoid situations in which personal interests, activities, and associations 
may conflict with the interests of the District.  

 
Religious Observances 
 
Faculty and staff should be cognizant of the religious observances and holidays of our community 
throughout the school year.  On these days, please be sensitive to the needs of our students and if a 
conflict occurs, alternative arrangements should be made.  Additionally, on days school is not in 
session for the religious holidays specifically noted on our academic calendar (September 21, 
2026; December 25, 2026; March 10, 2027; and, March 26, 2027), extracurricular events should 
not occur, including for athletics and music.   
 

Absences 
 
Faculty or staff should request time away and account for such absences in accordance with 
applicable policy, handbook or collective bargaining agreement. For religious observations, 
students will be allowed to make up assignments and testing/assessments in the same manner as 
with any excused absence.   
 

Exemption from Instruction 
 
In accordance with Policy 105.2 Exemption from Instruction and in compliance with the 
requirement of the State Board of Education, parents/guardians have the right to excuse their 
children from specific instruction which conflicts with their religious beliefs.  
 

Prayer or Meditation Space 
 

https://www.pa.gov/content/dam/copapwp-pagov/en/education/documents/educators/background-checks/arrest%20or%20conviction%20form-fillable.pdf
https://docs.google.com/document/d/1PXzqqMJ0ZeHNHDkzFow5qsjiToTkJZegnGLfGSXcOr4/edit?tab=t.0#heading=h.vkjgxkewke68


 

Faculty, staff, and students who are in need of a private space to pray or meditate due to religious 
observances should go to the main office and speak with an administrator, and a space will be 
identified for such use.  
 

Religious Fasting 
 
When a school is made aware that a student may be engaged in an extended period of religious 
fasting, the student may be excused from lunch and strenuous physical activity. School personnel 
will work collaboratively with the student’s family and may use their discretion regarding whether 
testing or assessment for a particular student should be rescheduled. The parent/guardian should 
contact the school to discuss the student’s needs, including identification of an alternative location 
during the designated lunch period.  
 
Religious Attire 
 
Faculty, staff, and students may wear religious attire provided it is not materially and substantially 
disruptive to the educational process or infringe on the rights of others. Religious messages on 
clothing are subject to the same rules as generally applied to comparably nonreligious messages 
and expressions. In addition, schools will permit students engaged in physical education to wear 
clothing suitable for physical activity when a request is made to do so based on the student’s 
religious beliefs. A parent/guardian requesting such an accommodation should contact the school.  

 
 

WELFARE AND SECURITY 
 

Protection of Students’ Rights and Personal Safety 
 
Parents and District personnel share a common belief that students should feel safe and secure 
while in school. Accordingly, students should be treated with courtesy and respect. The following 
guidelines were developed to help protect students’ rights and ensure their personal safety.  
 

●​ Students cannot leave the school with any adult other than their parent or guardian unless 
the school has received specific written directions from the parent or guardian. All students 
must be signed out from the office. Office staff will call for a student(s) from a faculty 
member’s specific room if a student needs to be released.  

●​ Students cannot ride a bus other than their regularly assigned bus without prior agreement 
between the parent/guardian and the school.  

●​ All adults entering school must report to the main office before proceeding to a classroom.  
●​ Any adult wishing to observe in a classroom must have prior approval by the principal.  
●​ Adults volunteering in a school are not permitted to discipline children. Teachers and the 

principal are in charge of decisions regarding appropriate disciplinary action(s) for 
students.  

●​ Any adult who disrupts instruction or embarrasses, frightens, threatens, or confronts a child 
or school employee on school property will be asked to leave the school premises and may 
be charged with defiant trespass (Pennsylvania Code 18 PA, CS 3503).  

 



 

Confidentiality 
 
Various regulations, including the Family Educational Rights and Privacy Act (FERPA) and the 
Health Insurance Portability and Accountability Act (HIPAA) govern certain areas of student 
information and confidentiality.   Policy 207 Confidential Communications of Students informs 
school personnel to comply with all federal laws and regulations concerning confidential student 
communications.  In addition, the educational interests of our students require the collection, 
retention and use of information for legitimate educational needs, with Policy 216 Student Records 
codifying the balancing of those responsibilities.  Faculty and staff should be familiar with these 
regulations and policies in order to conform to mandated requirements.   
 
In addition to the above, faculty and staff should be cognizant that conversations concerning 
students, parents, and privileged school information should only occur in a private setting and 
among individuals with a “need to know.” Caution and judgment should be applied to avoid 
sharing of identifiable information via emails and other such communications, or discussing 
sensitive student-specific information in public areas (such as corridors, faculty lounges, etc.). 
Parent conferences and/or student meetings must be conducted where privacy can be maintained in 
order to avoid others being privy to such conversations. Faculty and staff should be aware to avoid 
discussing students in public areas, such as faculty lounges, corridors, etc.  
 
The Director of Student Services [814-231-1011 (x1071)] can assist with any questions or 
guidance in the area of confidentiality of student information and communications, as well as any 
interpretation or application of mandated regulations or policies associated with confidentiality.   
 
Student Privacy 
 
Within the instructional setting, we must remember to be vigilant in supporting student and family 
privacy. In developing instruction, surveys (verbal and in written form), assignments, and 
classroom activities, we should not include requests for information in areas of religion, politics, 
medical, social and financial situation of the family, or any personal situations or beliefs of the 
family. This does not include topics related to, or associated with, abuse concerns, Title IX 
allegations or filings, and/or causing harm to self or others.  While such information may be 
volunteered by a student(s), in circumstances of such volunteered information, instructional 
restraint should be used to avoid further probing or inquiry that may result in that student, or other 
students, feeling an obligation for sharing additional private information. A student has the right to 
decline participation in an educational activity or exercise that may be uncomfortable based upon 
what the student may perceive as a situation that may reveal private beliefs of the student and/or 
family.   
 
Policy 235.1 Surveys provides for the rights of parents/guardians regarding the conduct of student 
surveys and collection of information in accordance with applicable laws.  Surveys and 
instruments used to collect student information shall relate to the District’s educational objectives.    
 
If a situation or circumstance arises, based upon private information shared by the student, such 
that a faculty or staff member may be inclined to provide intervention for the student or family 
regarding any revealed private information, before proceeding, consultation should occur with the 

https://studentprivacy.ed.gov/ferpa
https://www.hhs.gov/hipaa/for-professionals/index.html


 

building principal and/or other administrators as appropriate.  As similarly noted above, this does 
not include topics related to, or associated with, abuse concerns, Title IX allegations or filings, 
and/or causing harm to self or others.   
 
The Director of Student Services [814-231-1011 (x1071)] can assist with any questions or 
guidance in the area of student privacy, including appropriate handling of information disclosed by 
a student and how best to handle or approach such situations.   
 
Safety and Security 
 
Your first responsibility is the safety and welfare of the school community. The information below 
is not intended to take precedence in the event of a life-threatening situation, in which case the 
faculty or staff member should call 911 immediately and then advise the building administrator of 
the situation.  
 
As part of the District’s obligations in raising awareness and responding appropriately to safety 
and security issues (such as those topics in the subsections that follow), both individually and as a 
learning community, various training offerings, including those prescribed by Federal or State 
oversight bodies as well as Pennsylvania School Code, will be communicated and offered to 
faculty and staff.  
 
Emergency Drills 
 
All members of the District community must take all evacuation drills seriously. When the alarm 
sounds, all are to exit the building quickly, orderly, and silently, following building evaluation 
procedures by reporting to their designated attendance area.  
 
There are various types of safety drills conducted during the school year such as fire, natural 
disaster, active shooter, hostage situation, and bomb threat.  
 
Faculty Responsibilities 
 

●​ A reminder that all faculty and staff members must sign out at the Main Office before 
leaving school property. This is particularly important in order to provide a responsible and 
accurate accounting of building occupants present at the time of an emergency situation.  

●​ Every classroom must have an emergency folder. 
●​ Make sure class rosters are up-to-date in the emergency folders. Take your emergency 

folder when you evacuate the building.  
●​ Evacuate through your assigned exit and maintain quiet. 
●​ If assigned exit is not accessible, evacuate through the nearest safe exit. Once outside the 

building, move to your usual meeting place.  
●​ Outside meeting places should be at least 200 feet from the building.  
●​ Faculty and staff should be aware of building-specific protocols on gathering students and 

taking appropriate accounting/attendance.  
●​ Wait for the all-clear announcement (or text) before leading students back to the building.  
●​ Provide attendance verification to a representative or to the office at your earliest 



 

convenience upon reentry to the building.  
 
Identification Badges  
 
All employees, student teachers and student interns will be issued a SCASD identification badge, 
which must be worn during the day and at all evening events. Additionally, contractors performing 
work on behalf of SCASD in contact with students and/or on District property are required to 
secure and display identification badges.  
 
Visitors 
 
As an enhanced safety and security measure, each building entry (at all schools) maintains a 
building security entry system. Every visitor, except District employees who have keys/door 
badges for a specific building(s), must use the primary entryway. All visitors, including 
parents/guardians, are required to sign in at the main office of each building, and all non-student 
visitors must be accompanied by a faculty or staff member (and, depending upon the building, may 
be issued a visitor’s badge). Faculty and staff members should inform their respective building’s 
main office if they are expecting a visitor and/or meeting a visitor(s) in the main office. Visitors 
must be escorted at all times. Faculty and staff who encounter a visitor without a badge should 
escort them/call for an escort to the main office to verify identification and appropriate sign in.  
 
Building 
 
Building security measures will be reviewed regularly and all faculty and staff are entrusted to 
ensure that classroom door locking protocols are consistently followed, as well as ensuring access 
points are secure at all times (i.e., make sure all doors are not ajar or propped open, etc.). Faculty 
and staff in a building after normal school hours/days should ensure that safety protocols, 
including security of the building, is maintained.  
 
Suicide Prevention/Intervention 
 
In addition to duties and responsibilities of qualified school professionals (QSP) in responding to 
suicide prevention and intervention, it is important that faculty and staff review and be famliar 
with resources and information to ensure immediate and urgent notifications and actions can take 
place.    
 
Threat Assessment 
 
As noted on the District’s Threat Assessment Processes site, and in accordance with Article XIII-E 
amendment (2019) of the Public School Code, a threat is an expression of intent to harm someone 
that may be spoken, written, gestured, or expressed in some other form, such as via text 
messaging, email, or other digital or social media means. An expression of intent to harm someone 
is considered a threat regardless of whether it is communicated to the intended target(s) and 
regardless of whether the intended target is aware of the threat. There are two types of threats:  
 

●​ Imminent Threat: An individual/situation appears to pose a clear and immediate threat of 

https://www.scasd.org/our-district/school-safety-and-security/scasd-threat-assessment-process
https://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=014&chpt=13E


 

serious violence towards others that requires containment and action to protect identified or 
identifiable target(s), and may also exhibit other concerning behavior that requires 
intervention.  

●​ Direct Threat: An individual/situation poses a significant risk to the health or safety of 
themselves and/or others that cannot be eliminated by a modification of policies, practices, 
or procedures, or by the provision of auxiliary aids or services. The direct threat standard 
applies when the Threat Assessment Team (see below) or school entity administration 
determines that an individual/situation poses a direct threat and that applicable disciplinary 
procedures are not available or sufficient to mitigate the threat.  

 
Each school in the District will establish a trained multidisciplinary Threat Assessment Team 
designated and responsible for completing the process of identifying, reporting, assessing, 
responding to, and intervening with threats, including identifying and avoiding racial, cultural or 
disability bias. The responsibilities of the Threat Assessment Team includes:  
 

●​ Assessing and intervening with individuals who may pose a threat to self or others.  
●​ Ensuring Employees know:  

○​ Who the Threat Assessment Team Members are. 
○​ How (and to whom) to report threatening or at-risk behavior, including through 

Safe2Say Something Safe2Say Something.  
 
Alcohol, Drug, Tobacco, and Electronic Smoking Device Information 
 
It is the goal of the District to eliminate the improper use of drugs and behavior-altering 
substances. 
 
Faculty and staff are prohibited from possessing, using, selling, distributing, or being under the 
influence of any alcoholic beverages, drugs, controlled substances, behavior altering legal 
substances, health-endangering compounds or paraphernalia on District property, on school 
conveyances and at school-sponsored activities. Additionally, smoking, vaping, and/or the use of 
tobacco products, including all related products, is prohibited on District property, on school 
conveyances and at school-sponsored activities.  
 
If a faculty or staff member is suspected of being under the influence, the matter will be handled as 
a medical emergency. All known or suspected violations will be reported directly to the Human 
Resources Executive Director, who will conduct an investigation. Violations will be subject to 
disciplinary action, which may include termination of employment.  
 
Weapons 

 
Student Violation  - Expulsion Standards 
 
The Pennsylvania Legislature passed Act 26 (June 30, 1995) and Section 1317.2  (Possession of 
Weapons Prohibited), prohibiting students from bringing weapons onto school property, to 
school-sponsored activities or onto public conveyance providing transportation to school or 
school-sponsored activities. Act 26 codifies violation expulsion standards and provides for 

https://www.scasd.org/our-district/school-safety-and-security/safe2say-something-anonymous-reporting
https://www.legis.state.pa.us/cfdocs/legis/li/uconsCheck.cfm?yr=1995&sessInd=0&act=26


 

notification to law enforcement officials and to the Department of Education. The District 
recognizes the importance of a safe school environment relative to the educational process. 
Possession of weapons in the school setting is a threat to the safety of students and staff and is 
prohibited, as previously referenced, by law.  Definitions and further information regarding 
violations can be found in Policy 218.1 Weapons.  Any student violating the weapons policy will 
be referred to law enforcement and could be subject to disciplinary procedures. 
 
School Property, School Activities, and Transportation 
 
The carrying or use of weapons by any person (SCASD employees, students and general public) is 
prohibited on all District property (buildings and grounds), at any school-sponsored activity, and 
onto any vehicle providing transportation to school or a school-sponsored activity. [Exceptions 
include weapons under the control of authorized law enforcement personnel.  The District’s School 
Resource Officers (SROs) are law enforcement officers with sworn law enforcement authority.] A 
weapon shall include any object, device or instrument designed as a weapon or through its use is 
capable of threatening or producing bodily harm or which may be used to inflict self-injury 
including, but not be limited to, any firearm (whether loaded or unloaded) or ammunition; 
pneumatic guns, such as pellet, BB, airsoft, paintball, etc.; knives, blades, cutting instrument or 
tool; clubs; metal knuckles; nunchucks; throwing stars; explosive, incendiary or poisonous gas; 
any combustible or flammable liquid; fireworks; poisons; chains; arrows; and any other tool, 
instrument, or implement capable of inflicting serious bodily injury, even if it is normally 
considered to not present a danger to others.  It is also recognized that other items, not typically 
presenting a danger, can be used as a weapon to threaten, strike terror or cause bodily injury or 
death to others.   
 
Possession or Discharge of Firearm in Proximity to School Grounds 
 
In addition, and in accordance with federal law (18 U.S. Code Sec.§ 921), possession or discharge 
of a firearm in, on, or within 1,000 feet of school grounds by any person (SCASD employees, 
students and general public) is prohibited. In addition to any criminal charges, any District 
employee who violates these provisions shall be subject to discipline in accordance with 
appropriate procedures, which may include suspension or dismissal.   
 
Workers’ Compensation 
 
Workers’ Compensation benefits are available to District employees.  Therefore, if an employee 
experiences a work-related injury or illness, they should contact the Human Resources Office as 
soon as possible so that a Workers’ Compensation claim can be filed on the employee’s behalf. 
Additional information, including a provider panel and human resources contact information can 
be found at SCASD Worker's Compensation.  
 
 

SCHOOL DAY OPERATIONAL INFORMATION AND RESOURCES 
 

Pledge of Allegiance 
 

https://www.scasd.org/departments/human-resources/workers-compensation


 

In accordance with Section 771 of the School Code, each school, as part of its daily schedule, is 
responsible for ensuring that the Pledge of Allegiance to the flag is conducted.  
 
“I pledge allegiance to the flag of the United States of America, and to the republic for which 

it stands, one nation under God, indivisible, with liberty and justice for all.”  
 
Students, faculty, and staff may decline to recite the Pledge and may refrain from saluting the flag. 
Those choosing to refrain from participating have the responsibility to do so in a respectful manner 
by remaining silent (standing or sitting) or leaving the classroom during the Pledge.  
 
Assemblies 
 
When an assembly is held, adjustments to the daily schedule may need to be made and 
communicated. Assembly procedures should be reviewed with students prior to each assembly, 
including any seating arrangements and instructions for assembly dismissal. Individual 
building-specific protocols will be shared by school administration.  
 
Grading 

 
Each teacher is expected to report grades/student progress on a regular and consistent basis.  
 
Elementary 
 
Elementary students receive a standards-based progress report three times a year. The reports use 
the following indicators: Exceeding; Meeting; Approaching; Not Yet; Not Currently Emphasized; 
or, Alternate Goals.  
 
Middle and High School 
 
It is expected that teachers should sync their gradebooks once per week, on Wednesdays, by 4:00 
p.m.   
 
At the middle and high school level, grades are rounded to the nearest whole number, with the 
marking system as follows:  
 
   ​ A+ ​ = 98-100%      C+ ​ = 78-79% 
        ​ A  ​ = 92-97%        ​C  ​ = 72-77% 
        ​ A- ​ = 90-91%        ​C- ​ = 70-71% 
        ​ B+ ​ = 88-89%        ​D+ ​ = 68-69% 
        ​ B  ​ = 82-87%        ​D  ​ = 62-67% 
        ​ B- ​ = 80-81%        ​D- ​ = 60-61% 
​ ​ ​ ​ E​ =   0-59% 
 
A final grade will be given for all courses. The final grade will be determined by averaging the 
percentages received by a student for each nine-week grading period.   
 



 

For student transfers from weighted to unweighted courses, students will receive a 10% increase in 
their transfer course grade to take to the new course. Teachers will record this increased grade for 
each grade determined in the class prior to the student joining the class.  If clarification or 
guidance is needed, consultation with the coordinator or building principal should occur.   
 
Student Teachers and Interns 
 
All arrangements for student teaching experiences and internships must be approved and arranged 
through an appropriate administrator, with confirmation from the Purchasing Manager (Business 
and Finance Department) that the District has a contract with the higher education institutions in 
which the student teacher or intern is enrolled in an appropriate preparatory curriculum. Teachers 
must hold tenure before a pre-service teacher or intern is placed under their mentorship.  
 
Homework 

 
Policy 130 Homework affirms the purpose of homework is to nurture an appreciation of learning 
outside of school by providing authentic, purposeful, and differentiated experiences that extend 
and reinforce classroom instruction.  
 
Make-Up Assignments 

 
In the event a student is absent from class for an excused absence, the student will make 
arrangements to submit the missed work, take a test/quiz, and get assignments that were missed. 
The Student/Family Handbook provides additional information on make-up assignments.   
 
September 11:  September 11, 2001 Annual Observation 
 
In accordance with Policy 807 Opening Exercises/Moment of Silence/Flag Displays, the District 
will annually provide, during instructional hours, a moment of silence for students and staff to 
observe the anniversary of September 11, 2001.    
 
September 17:  Commemorating Constitution Day and Citizenship Day Annual Observation 
 
As the District receives federal funding, in commemoration of Constitution Day and Citizenship 
Day, we are required to provide an educational program about the U.S. Constitution each 
September 17 (prior or after September 17 should that date fall on a weekend). Resources and 
planning ideas for teachers can be found on the U.S. Department of Education’s website, 
Commemorating Constitution Day and Citizenship Day.  
 
Educational and Field Trips 
 
Non-School Sponsored Educational Trips 
 
The District understands the value of non-school sponsored educational trips, and encourages 
parents/guardians to review the SCASD Educational Trip Guidelines to ensure an understanding of 
the responsibilities and process for such requests.  In addition to the guidelines provided in this 

https://www2.ed.gov/policy/fund/guid/constitutionday.html
https://docs.google.com/document/d/1o1juTNNNGauHxLRkP-vv56M8qqbfulAZu5v9LLuQCPo/edit?tab=t.0


 

document, it also contains the SCASD Educational Trip Request Form, to be submitted in 
accordance with the Guidelines.  The Guidelines also contain the SCASD Educational Trip 
Assignment Form that notifies teachers of such upcoming absences, ensures all assignments are 
up-to-date, and provides for obtaining assignments prior to the absence(s), and must be returned to 
the main office at least one day prior to the scheduled absence.   
 
Requests for educational trips for students receiving educational support services through the 
District’s Special Education Department will be supported, accordingly, to ensure quality programs 
and services are provided. Depending upon the length of an educational trip request, there may be 
occasions when it is not practical or possible to provide such supportive services or modified 
educational experiences outside of the student’s approved educational plan. Parents/guardians are 
encouraged to consult with the Director of Special Education, accordingly.   
 
Field Trips 
 
Field trips are planned as a learning activity to support our curriculum. Parent/guardian permission 
notes are required because the student will be taken off school property.  Since safety is an 
important factor, transportation to and/or from the field trip site cannot be made in private vehicles 
unless specific written permission has been given by a student’s parent/guardian. Parents/guardians 
may be asked to assist or chaperone field trips. 
 
Field trips often require the presence of a licensed medical professional. Our school nurses’ 
primary responsibilities must be the health and safety of our students in our school  buildings; and, 
therefore, the District works with nursing agencies to help us meet our field trip coverage 
demands.  The District makes every effort to secure the presence of a licensed medical 
professional; however, there may be situations that result in the cancellation of a field trip if no 
licensed medical professional is available. A parent/guardian, or parent/guardian designee, can 
attend a field trip to administer medication to their child only, but if they are not available to do so, 
only a medical professional can administer.  
 
Posters and Display Case Materials 
 
All posters and signs must be approved and signed off by an administrator. Posters will be for 
school-related functions only. Persons posting the signs and posters are responsible for their 
removal and clean-up of the area used. Posters should not be taped, glued or stapled to other 
surfaces in the display case or walls. Once the posters have served their purposes, they should be 
removed by the sponsor or student organization. 
  
Images viewed by the general public and student population should reflect our high standards and 
educational purpose and be respectful to all who use the school building. Therefore, images that 
are displayed in hallways and school spaces used by the general public must not depict content that 
could be viewed as advocating or promoting sex, drugs, nudity, violence, or hatred, nor be vulgar 
or obscene in nature. The display of such pictures or messages is in violation of school policy and 
those who post them are subject to disciplinary action.  See Policy 220 Student Expression for 
more information.  
 



 

Faculty and Staff Absences 
 
All absences must be recorded in the District’s Absence Management platform. Faculty and staff 
should consult with their building-specific protocols on any specificity regarding the timing for 
reporting and communicating an absence. For example, any established guidance on alerting the 
building administrator or office depending upon the timing of an absence entry (such as in the case 
of an unplanned absence in order to ensure coverage/substitution as appropriate).  
 
Faculty and staff may report off for planned/unplanned leave by entering information into Absence 
Management*: 
 

●​ Entering absences in Absence Management.  
○​ You will be able to enter absences, check your absence schedule, update 

personal information, and exercise other features such as uploading your lesson 
plans for substitutes to view online; or,  

 
●​ Calling Absence Management toll free at 1-800-942-3767.  

○​ Simply follow the voice menu to enter and manage absences and access other 
features. We recommend that you call in to check the computer recording of your 
name and title. To do this, press Option 5 and follow the prompts. 

 
[When entering an absence, please wait until you receive a confirmation number before 
you terminate the phone call or close your Internet browser window, as your transaction 
is not complete until you receive a confirmation number.] 
 
*If for any reason faculty or staff members cannot reach either of the above by phone or 
online, they may call the building office to make arrangements with the principal’s 
secretary.  Please remember that the Absence Management platform report-off 
functionality ends one-hour before your scheduled start time.   

 
If you attempt to report an absence through Absence Management after the platform has been 
closed for the day, each employee should be aware of the acceptable manner of reporting an 
absence in such circumstances.   
 
All absence information should be recorded in Absence Management, including utilizing the 
drop down selection menu listing all possible absence types. Absences requiring approval will 
automatically be sent to the appropriate administrator for approval. You will receive an email 
confirmation once that approval has been given. 
 
Faculty members who leave the building during their prep period need to sign in and out at the 
main office or through an electronic sign out for your building.  
Requests for personal days must be submitted at least one week in advance. Only ten percent 
(10%) of the faculty may be out of the building for a personal day on any given day.  

 
Substitute Teacher Plans 
 

https://adminweb.aesoponline.com/


 

For purposes of providing full and accessible planning information for substitute teachers, lesson 
plans or emergency lesson plans must be left in your mailbox, somewhere easily accessible on 
the desk in the first classroom you are scheduled for that day, uploaded into the absence 
management system, or contained or located elsewhere in accordance with your building 
protocols or administrator’s guidance.   
 
If any teacher has an emergency or illness during the school day which necessitates the need for a 
substitute teacher, the principal’s secretary should be contacted to make arrangements. 
 
Teachers are expected to provide the following information for a substitute teacher, as 
appropriate/applicable:   
 

1.​ Teacher's daily schedule. 
2.​ Lesson plans.   
3.​ Copies of all current class lists and accurate seating charts.  

Specific information or guidance for any students needing special assistance or needs, such 
as medications.   

4.​ A building map, a bell schedule, and copies of current class rosters (suggest maintaining a 
physical roster in the classroom or mailbox for the convenience of the substitute teacher).   

5.​ An explanation of procedures (attendance, study halls, lunch and bus duty), as well as 
expectations on student talking and moving around the classroom. 

6.​ Name of paraprofessional and brief description of the paraprofessional's duties. 
7.​ Names of teachers and grade level administrators the substitute can reach out to for 

assistance if/as needed.  If applicable, names of student assistants for classes.   
8.​ Include information about where the emergency folder and evacuation plan can be found. 
9.​ Any other information or resources that would be assistive and helpful.   

 
If any classroom teacher has a concern about a substitute teacher, the classroom teacher will share 
those concerns, in writing, with the principal. The principal will meet, as appropriate, with the 
substitute teacher in an effort to provide dialogue and feedback to assist in improving their 
substitute teacher responsibilities. If, however, there is evidence of serious and/or continual 
concerns, the principal or assistant principal will contact the District’s Human Resources 
Executive Director.  
 
Parents and Guardians 

 
The District is supportive and appreciative of the engagement of parents/guardians in providing 
support and dialogue to create a successful learning environment.  
 
Communication and Reporting 
 
Reporting a student’s progress to parents/guardians is an important piece of the learning 
partnership. Teachers must submit student grades for Interim Progress Reports (IPRs) and report 
cards by the designated due date. Teachers are expected to contact parents when there are learning, 
social, behavioral or other concerns.  
 



 

Tutoring 
 
If asked, we may share the names of teachers who may be willing to discuss private tutorial 
arrangements with parents/guardians. In order to avoid any conflict of interest, teachers may not 
privately tutor students whom they are currently teaching. Private tutoring cannot occur on school 
property or during the school day.  Any questions or need for guidance clarification for any 
individual situations should be directed to the supervisor or assistant superintendent.     
 
Parent Teacher Organizations 
 
Your school has a parent/teacher organization, and your involvement is encouraged. These 
organizations facilitate many opportunities and offerings that benefit students and the learning 
environment. Your participation can support an effective organization.  
 
Volunteers 
 
Community support and partnership is embraced by the District, including volunteer opportunities. 
Specific information about volunteering, including clearance requirements if/as appropriate, can be 
found at Community Education/Volunteer. The Volunteers in Public Schools (VIPS) secretary 
coordinates and oversees the volunteer program for the District, with contact information provided 
on the aforementioned website.  
 
Volunteers must complete and submit a SCASD Volunteer Policy and Procedure Form (found on 
the above-referenced Community Education/Volunteer website) to provide volunteer service and 
duty to the District. It may take up to ten (10) business days for paperwork to be reviewed and 
cleared; therefore, the supervisor requesting a volunteer(s) should plan accordingly when asking 
for volunteer services. Volunteer approval does not automatically carry over from one school year 
to the next. Volunteers must have their paperwork reviewed by the VIPS secretary, who will notify 
volunteers, via email, when they are cleared to volunteer or if additional paperwork is needed. 
Volunteers must include an email address, as required, on the Policy and Procedure Form that they 
are provided.  
 
Faculty and staff who have a field trip or school-wide event requiring the need and use of multiple 
volunteers should submit a list of names to the VIPS secretary (via email) at least one week prior 
to the event. The VIPS Secretary will review the list, indicating the individual(s) cleared to 
volunteer or what additional information or documents are needed. Front office staff or the 
responsible District personnel must use the established volunteer database to appropriately verify 
every volunteer entering the school or student setting. It is a third-degree misdemeanor to 
knowingly allow a volunteer into the classroom who has not submitted the appropriate 
documentation - this is a Pennsylvania law, and not merely a District rule. All paperwork 
(clearances and/or forms) should be sent to, and maintained by, the VIPS secretary (not maintained 
within the school or by the supervisor).  
 
Attire Standards 
 

https://www.scasd.org/departments/community-education/welcome-to-community-education


 

Acceptable attire standards, as noted in Policy 221 Attire Standards and the accompanying 
administrative regulations linked to that policy, should support equitable educational access, and 
addressing or enforcing standards should not reinforce, perpetuate or increase marginalization or 
oppression of any group based on race, gender, ethnicity, religion, sexual orientation, household 
income, gender identity or cultural observance. The policy and administrative regulations are not 
all-inclusive nor all-exhaustive; rather they are intended to assist students and parents/guardians in 
making decisions about attire selections.  Staff members are expected to demonstrate, by example, 
positive attitudes toward professionalism and good sense in attire and appearance.   
 
 

 



 

ADMINISTRATIVE INFORMATION AND RESOURCES 
 
Nursing Parents/Caregivers 

 
Reasonable break time will be provided for a faculty or staff member to express breast milk for 
her nursing child, until the child turns one.  In addition, an appropriate private location (other 
than a bathroom) will be designated and provided. A faculty or staff member can consult and 
discuss such needs with their building principal, director, and/or Human Resources.  
 
School Closings, Delays and Early Dismissals 
 
In the event that weather conditions or other circumstances necessitate delaying or closing schools, 
or prompt an early dismissal, information will be announced via local radio and television 
statements, through the District’s website and app, and through various social media outlets. 
Faculty and staff are notified by the District through phone, email, and text alerts. Additional 
information can be found at School Closings Delays and Early Dismissals.  
 
Weather-Related Cancellations 
 
Cancellations will be made up according to the District’s academic calendar. Teachers, 
instructional staff and Community Education Extended Learning Program (CEEL) will have the 
day rescheduled. If central offices and school offices remain open, administrators and office staff 
should report as scheduled (those not coming to work will cover with vacation time); however, if 
offices are closed, office staff and administrators will not report to work and in such cases are not 
charged vacation time. Physical plant, food service, and transportation staff will receive 
instructions from their respective supervisors.  
 
Weather or Emergency-Related Schedule Changes (other than cancellation) 
 
Morning Delay. In the event of an announced morning delay, teachers, instructional support staff 
and CEEL (AM program) should plan to arrive based upon the announced delay period (i.e., if 
there is a two-hour delay, arrive two hours later than their normal starting time). Administrators 
and office staff should arrive one hour less than the duration of the delay. Physical plant, food 
service, and transportation staff will receive instructions from their respective supervisors.  
 
Early Dismissal. In the event of an early dismissal, teachers and instructional staff should remain 
until all students have been dismissed and buses have departed with students.  Volunteers will be 
asked to remain until all buses have reached their destination and unloaded all students (a 
precaution in the event a bus needs to return due to road conditions). CEEL (PM program) is 
canceled. Pending weather conditions, administrators and office staff will remain in school until 
the normal conclusion of the work day, unless otherwise advised and communicated by the 
Superintendent's Office. Physical plant, food service, and transportation staff will receive 
instructions from their respective supervisors.  
 
Professional Learning Communities 
 

https://www.scasd.org/our-district/about-the-district/school-closings-delays-and-early-dismissals
https://www.scasd.org/our-district/about-the-district/academic-calendars


 

A Professional Learning Community (PLC) allows for a collaborative and reflective dialogue that 
can assist in fostering a positive platform for exchange of information, expertise and ideas 
designed to enhance the professional education community and, by extension, the learning 
environment for our students. Instructional staff must attend, and participate in PLCs that are 
scheduled into their day. Administrators, coaches, coordinators, and other support staff may attend 
PLC meetings to support student learning and curriculum.  
 
Regular Meetings 
 
Employees are expected to attend regularly-scheduled meetings (for example, Faculty, 
Departmental and Building Level meetings) to ensure that members of the learning community are 
part of important discussions and information sharing opportunities. Notify your building 
administrator if you are unable to attend Faculty or Departmental and Building Level meetings.  
 
Technology 
 
Acceptable Use of Technology 
 
The District recognizes the value of using technological resources and networks to gather 
information, promote communications, and enhance student learning. In working to achieve its 
mission, the District also recognizes the need for responsible, ethical use of these resources in the 
support of curriculum development, instruction and the business operations of the District. More 
information about the appropriate use and restrictions of District technological resources can be 
found in the following District policies: 
 

Policy 815 Use of Information Technology Resources  
Policy 815.1 Identity and Access Management 
Policy 815.4 Information Assurance and IT Security 
Policy 815.5 Acceptable Use of Technology 
Policy 815.6 Livestreaming and Recording Instructional Activities 
Policy 815.7 Internet Filtering and Safety 

 
District Issued Computing Devices 
 
Faculty and staff members who are issued District devices understand and agree that the 
technology equipment belongs to the District, that it is being loaned to them for conducting 
District business and they will not alter or damage any device. At times, the devices may need to 
be taken to IT Services for technical maintenance and software upgrades, or to verify inventory 
information. If employees are asked to return their devices or if the employee is no longer 
employed with the District, they must return their computing devices to IT Services.  
 
Role of the Information Technology Support Specialist  
(Help Desk, IT Support Specialist) 
 
The District employs Information Technology Support Specialists (ITSS) whose job is to keep the 
District’s varied technologies in optimum working condition. The ITSS has District-wide 



 

responsibilities, which include staffing the Help desk, onsite technical support for the installation, 
configuration, repair and maintenance of District equipment and software, and identifying, testing 
and implementing new technologies. 
 
The ITSS is able to process a large majority of the requests coming into the Help Desk. 
Occasionally other facets of the IT Services Department are needed to resolve the problem. The 
ITSS may refer or pass the caller’s issue to the Operations team or other members of the 
technology team. 
 
District employees are encouraged to contact the Help Desk with any technical questions or 
problems by submitting a ticket for service, via telephone (814-231-7743) or via email 
(itsupport@scasd.org).  For more information on the IT Services Department and the provided 
services, please visit the following website, SCASD ITS, which also includes a Knowledge Base 
of information and solution guidance. 
 
Use of Social Media 
 
If, in your role as a faculty or staff member, you wish to use social media on behalf of the District, 
please refer to Policy 816 District Social Media and Employee Social Media Requests for 
information and guidance.  
 
Use of Generative Artificial Intelligence in Education 
 
The District recognizes the potential that Generative Artificial Intelligence offers in the 
educational setting.   When incorporated and used in a responsible manner, Generative Artificial 
Intelligence can support a dynamic learning experience.  Policy 815.12 Use of Generative 
Artificial Intelligence in Education  addresses guidelines for the proper management and 
responsible use of Generative Artificial Intelligence in the District’s educational environment.  
SCASD AI Guidance provides a framework to guide our students, educators, employees, and 
school community on the appropriate and responsible use of artificial intelligence in classroom 
instruction, school management, and systemwide operations.   
Further, only District-authorized Generative Artificial Intelligence tools and resources may be used 
on District computers and in District schools and programs.  Employees should consult the 
District’s list of approved resources.  Tools and resources not listed may not adhere to required 
data privacy, monitoring and/or security standards.  Questions about these supporting resources or 
inquiries about tools and resources not listed as an approved resource should be directed to the 
Director of Information Technology.   
 
Guidelines for Video Use in the Classroom 
 
Video can have significant educational value and can be an important part of enhancing learning 
within the classroom. Because instruction time is precious and limited, it is not recommended that 
teachers show a film in its entirety. Teachers are strongly encouraged to use appropriate excerpts 
from films or programs to target the specific instructional objectives of the lesson, rather than 
having students watch the entire piece. Some offerings require parent permission. Please refer to 
the Video Use Guidelines for more information and tools.  

https://scasd.atlassian.net/servicedesk/customer/portal/9
mailto:itsupport@scasd.org
https://www.scasd.org/departments/it-services/welcome
https://www.scasd.org/departments/it-services/social-media-request
https://docs.google.com/document/d/1m89-XfBsgKJXi4yKDJAeHFveXyPbLpdD3KBMSJ-bGfo/edit?tab=t.0#heading=h.tdpvgca61ize
https://docs.google.com/spreadsheets/d/1fd2utYpbwKBhLgJST0YNaIzP1kVUwJjD_tWIMFCNfWE/edit?gid=0#gid=0
https://docs.google.com/document/d/1VIKc3muRF_hgnKVuVIzd-5FsnGpByD62FuIWJLQOes4/edit?usp=sharing


 

 
Personal Electronic Devices 
 
Faculty and staff are reminded that the District is not liable for the loss, theft, damage, or misuse of 
any personal electronic device that is brought into school buildings, onto school property, onto 
school vehicles/buses, and while attending school-sponsored activities.  
 
Copyright Guidelines 
 
Information regarding copyright may be found on the District website. Go to Copyright for 
Educators and Students.  
 
Printing and Duplicating 
 
The District's Printing Department is located in the Panorama Village Administrative Center. The 
Manager of Printing Services is available for consultation on printing needs. Printing request forms 
are available in the main office of each building. Staff should complete the printing form in its 
entirety and attach it to the copies to be duplicated. Submitted job turnaround time is typically 2-3 
days; however, if needed sooner, contact Printing Services. Jobs may also be submitted 
electronically via pawprints@scasd.org. Please specify print order requirements in an email and 
attach the file to be printed to the email (.pdf files preferred). The printing request form is signed 
by an administrator and sent to printing. 
  
Purchasing 
 
Questions regarding purchasing and ordering of District supplies and services should be directed 
to the building principal/director (or via the building secretary). Teaching supplies must be 
ordered from the approved classroom supply vendor, with instructions and on-line access 
provided by the building secretary. Should there be a need for an item that is not through the 
vendor, please see the building secretary. Distribution of supplies for each school is determined 
by the principal/director.  
 
Conferences and Workshops 
 
When requesting permission to attend a conference or workshop offered outside of the District, a 
conference and travel request form must be completed and submitted to the principal/director at 
least thirty (30) days in advance. The District will only provide Act 48 hours for professional 
development opportunities offered through the District’s Professional Learning.  
 

Travel Reimbursement 
 
A travel advance is requested by completing a travel expense voucher with estimated trip 
expenses prior to the trip. After the trip, a travel voucher with actual expenses less travel 
advance amount is submitted. If the advance is more than the cost of the trip, a refund should 
accompany the travel voucher. Information for the current travel rates and meal allowance can 
be obtained from the building secretary.  

https://www.scasd.org/academics/library/copyright-fair-use
https://www.scasd.org/academics/library/copyright-fair-use
mailto:pawprints@scasd.org


 

 
Under no circumstances are purchases and/or consumption of alcoholic beverages permitted 
during travel events with students. For travel without students, alcoholic purchases are not to be 
included on any receipts submitted for reimbursement.  
 
Travel expense vouchers should be completed immediately following any trip and signed by the 
originator, coordinator and principal before being submitted to the central Business Office. 
Receipts must be itemized in order to be eligible for reimbursement.  
 
Mailboxes/Email/Telephones 
 
Mailboxes 
 
Faculty should check their mailboxes daily, and as frequently as possible and practical throughout 
the day.  
 
Email 
 
At a minimum, faculty and staff should check and read their email at least once daily, with the goal 
of responding to any inquiries from parents within 24-48 hours during work days. Faculty and staff 
are not expected to check or respond to email after work hours or throughout the weekend.  
Faculty and staff are prohibited from sharing passwords or allowing others to access their email. 
Faculty and staff should adhere to Policy 815.5 Acceptable Use of Technology.   
 
Telephones 
 
Faculty and staff should respond to telephone messages in a timely manner. Classroom phones 
should only be answered by a faculty or staff member.  
 
Use of District Facilities 
 
Permission to use rooms in the building after regular school hours must be scheduled through 
ML Schedules or through the building’s main office.  Students are not permitted in the building 
after regular school hours unless supervised by a member of the staff. If an employee encounters 
a building concern outside of normal school hours, they should notify the custodian immediately. 
If a custodian is not on duty, notify the building principal. Scheduling information, as well as use 
of facilities for community and civic groups, can be found at Facility Use Information.  
 
 

STUDENT SERVICES AND BEHAVIORAL EXPECTATIONS 
 

Student Attendance 
 

In accordance with Pennsylvania School Code compulsory attendance laws, the District requires 
that school age students enrolled in District schools attend school regularly.  Policy 204 
Attendance provides that attendance shall be required of all students, and outlines absence 

https://facilities.scasd.org/physical-plant-and-facilities/facility-use-information


 

conditions.  
 
All faculty and staff at each District building must be familiar with the expectations and protocols 
on student attendance.  Attendance must be recorded, per the building protocol.  Faculty and staff 
should be familiar with sign-out procedures, as well as attendance recording and reporting.  
 
Instructional Focus 
 
We are committed to continuous improvement of SCASD teaching practices, leadership practices, 
and organizational practices because they are the preconditions for higher levels of student 
achievement. The District’s “Four Pillars” are the building blocks of the District’s professional 
practices, and frame what must be done in every classroom and system wide, without exception, to 
ensure success for all students.  
 

Pillar #1: Data-Informed, Culturally-Responsive Teaching and Learning 
●​ Evidence-based Instructional Decisions 
●​ Student-centered Inclusive Practices 
●​ Aligned Curriculum, Instruction and Resources  

  
Pillar #2: Collaborative Community Built on Trust 

●​ Student Voice 
●​ Family Engagement 
●​ Community Partnerships   

  
Pillar #3: Inclusive and Supportive Communities 

●​ Responsive Professional Development 
●​ Dedicated, Capable, Diverse Workforce 
●​ Embrace of All Voices  

  
Pillar #4: High-Performing Organization 

●​ Data-informed Decision-making 
●​ Equitable Allocation of Resources 
●​ Responsive, Transparent and Efficient Operations   

 
Student Behavior 

 
Faculty and staff should become familiar with the District’s Student Codes of Conduct,  intended 
to provide the benchmark for students to follow to ensure a safe learning environment. Faculty and 
staff should be familiar with behavioral expectations, comprehensive schoolwide approach to 
discipline, School-Wide Positive Behavior Intervention and Support, and Restorative Practices.  
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