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 THE BRIDGES COMMUNITY ACADEMY 

STAFF MANUAL AND HANDBOOK 

 

 

These rules and regulations provide information on a variety of personnel practices.  It is impossible to draft rules 

and regulations for every conceivable circumstance.  However, this manual and its contents shall serve as official 

personnel policies of Bridges Community Academy until modified, changed or deleted.  Throughout these rules and 

regulations, the term “Board” refers to the Governing Board, the term “Director” refers to the School Director and 

the term “Treasurer” refers to the School Treasurer. 

 

We wish to acquaint you with what to expect from our school and what the school expects from you.  For this 

reason, you will be expected to familiarize yourself with all these policies and regulations.  If you have any 

questions or comments about anything in this manual, please feel free to contact the Director. 

 

A.   EQUAL EMPLOYMENT OPPORTUNITY 

 

Bridges Community Academy is an equal employment opportunity employer.  Officials of Bridges Community 

Academy will recruit, hire, train and promote persons without regard to race, color, creed, disability, age, religion, 

gender, ancestry, national origin, marital status or socio-economic background. 

 

B.  TEACHER QUALIFICATIONS 

 

1. Prior to employment, teaching applicants must submit the following documents: 

a. Application for employment; 

b. Evidence of a Bachelors Degree or higher; 

c. Certified transcripts from an accredited college or university attended by the teacher; 

d. Copy of the diploma issued by an accredited college or university; 

e. A current teaching certificate issued by the Ohio Department of Education or experience in the 

content field; 

f. Evidence of a tuberculin test completed immediately prior to employment; 

g. Written references and recommendations for employment; and 

h. An application for the completion of a criminal background check as required by Ohio Revised 

Code 109.572 and 3319.39.  New employees are employed on a conditional basis pending receipt 

of a satisfactory background check. 

 

2. Teachers must possess good physical and mental health so as to be able to fulfill the conditions of 

employment or the continuation of employment. 

 

3. Teachers who instruct more than 12 hours a week at the primary level are required to be certificated to 

teach primary grades by the State of Ohio.  Staff members who teach less than 12 hours per week need not 

be certificated. 

 

4. Other experience, training or special skills as may be required by the Board or the school administration for 

any specific position. 

 

C.  TEACHER AIDE QUALIFICATIONS 

 

1. Prior to employment, teacher aide applicants must submit the following documents: 

a. Application for employment; 

b. Written references and recommendations for employment; 

c. Copy of valid Teacher Aide Permit issued by the Ohio Department of Education; (optional) 

d. An application for the completion of a criminal background check as required by Ohio Revised 

Code 109.572 and 3319.39.  Employees will be employed on a conditional basis pending receipt 

of a successful background check. 

 

2. Teacher aides must possess both physical and mental health to be able to fulfill the duties of employment or 

the continuation of employment. 

 

3. Other experience, training, or special skills as may be required by the Board or the school administration 

for any specific position. 
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D.  EMPLOYEE QUALIFICATIONS 

 

1. Prior to employment, applicants for other positions must submit the following documents: 

a. Application for employment; 

b. Written references and recommendations for employment; 

c. Copies of any specific license or certificate as may be required by law or by the Board or the 

school administration for the position sought; 

d. An application for the completion of a criminal background check as required by Ohio Revised 

Code 109.572 and 3319.39.  New employees will be employed on a conditional basis pending 

receipt of a satisfactory background check. 

 

2. Employees must possess both physical and mental health to be able to fulfill the duties of employment or 

the continuation of employment. 

 

3. Other experience, training, or special skills as may be required by the Board or the school administration 

for the position. 

 

E.  EMPLOYMENT OF SUBSTITUTE TEACHERS 

 

Substitute teachers must possess a valid substitute teacher certificate issued by the Ohio Department of 

Education.  If an applicant can provide evidence that an application for a substitute teacher certificate has been 

made, that person may be employed conditionally for up to 60 days pending receipt of the certificate.  If a 

certificate is not obtained within that period of time, employment will be terminated.  All substitute teachers 

must make application for a criminal background check as required by Ohio Revised Code 109.572 and 

3319.39.  New substitute teachers are employed on a conditional basis pending receipt of a satisfactory 

background check. 

 

F.  BOARD/STAFF COMMUNICATIONS 

 

All communications from Bridges Community Academy staff members to the Board should be submitted 

through the Director.  This procedure shall not deny any employee the right to appeal to the Board through 

established procedures.  All requests to address the Board must be submitted in written form to the Director no 

later than seven days prior to the next scheduled board meeting. 

 

G.  REPORTING RELATIONSHIPS 

 

Staff members report directly to the Director regarding administrative and instructional issues.  The Director 

reports to the Board concerning staff, instructional, discipline and administrative matters.  The Director reports 

to the Board on all issues which affect the operation of the school and on any other concerns regarding the 

school.  

 

H.  DANGEROUS WEAPONS 

 

Possession of weapons or any device designed to inflict bodily harm by any school employee while on school 

grounds, on a school vehicle or at a school-sponsored event may result in suspension or dismissal of the 

employee. 

 

I.  REDUCTION OF STAFF 

 

All employees of Bridges Community Academy are “At Will” employees.  Therefore, the Board reserves the 

right to eliminate positions and reduce staff as deemed necessary.  Staff reduction will be determined on a year- 

to-year basis.  The Director shall make recommendations for staff reduction and present them to the Board for 

appropriate action. 

 

J.  ETHICAL BEHAVIOR 

 

Bridges Community Academy requires exemplary moral and ethical standards of conduct by its employees.  

The Board also requires that all employees maintain high standards in interpersonal relationships with students, 

parents, visitors and with other employees. 
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K.  OUTSIDE ACTIVITIES 

 

During school hours employees are prohibited from engaging in personal activities and associations that may be 

in conflict with the interests of Bridges Community Academy.  Examples of such activities include but are not 

limited to private enterprises, campaigning for a candidate for political or elected office and soliciting fees for 

private tutoring of students.  Staff members who have any question regarding a potential conflict of interest 

should confer with the Director. 

 

L.  USE OF TOBACCO OR ALCOHOLIC BEVERAGES 

 

All employees are prohibited from using any tobacco product or any alcoholic beverage while in the school 

building, on school grounds, on school transportation or at any school-related event. 

 

M.  DRUG-FREE WORKPLACE 

 

While on school property, on school transportation or at a school-related event, employees are prohibited from 

possessing, using or dispensing any controlled substance (including those prescribed by a licensed physician 

unless for their personal use) or any drug paraphernalia. 

 

N.  ABUSE AND HARASSMENT 

 

Bridges Community Academy prohibits any employee from harassing or abusing another employee with regard 

to religion, gender, race, color, disability or national origin.  If an employee feels another has been abusive or 

has engaged in harassment, the employee must place the complaint in writing and submit it to the Director for a 

subsequent investigation.  Failure to report a witnessed incident may constitute grounds for action against the 

witness. 

 

O.  THREATS TO EMPLOYEES 

 

Threatening behavior directed toward an employee by students, parents, visitors or any other persons shall be 

reported to the Director for investigation.  If warranted, official charges may be filed with the appropriate 

authorities. 

 

P.  STAFF DRESS AND GROOMING 

 

School employees are expected to set an example for students to follow regarding dress and grooming.  

Employees shall dress and conduct themselves in a manner which reflects the respect and dignity associated 

with the image of the school. 

 

Q.  STUDENT WELFARE 

 

Employees often encounter concerns and situations which could threaten the welfare of the student.  It is 

required that the employee immediately report the concerns to the Director for advice and direction. 

 

R.  SCHOOL SAFETY 

 

School safety is the responsibility of teachers, employees, students, parents and any other persons who use or 

visit the school.  Listed below are some common occurrences and recommendations for how to handle them.  In 

those instances where there are no specific suggestions for dealing with a situation or specific conditions are not 

listed, it is prudent to proceed carefully and to get the assistance of the school Director immediately. 

 

1. General Safety Rules 

a. The school will have written and posted fire, tornado and emergency safety procedures.  These 

procedures will be reviewed with students and staff members on a regular basis. 

b. Students shall not be left unattended.  If a teacher leaves the classroom for a short time, either a 

teacher aide or another staff person must be left in charge. 

c. In-class projects, experiments and similar activities which could have some measure of potential 

danger, must first be approved by the Director.  If approved, the teacher must provide close 

supervision of the project. 
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d. Chemicals and chemical products shall be secured and placed in locked storage units.  (Follow 

OSHA procedures regarding hazardous chemicals.) 

e. Teachers shall not administer medication to students. 

 

2. Reporting Accidents – Serious accidents on school property, on school transportation and at school-

sponsored events must be reported to the Director immediately.  An accident report form must be 

completed as soon as possible following the accident and turned in to the Director.  These reports will be 

compiled, summarized and available for Board review. 

 

3. Injuries – Minor scratches and cuts may be attended to in the classroom or school office, but when a 

student is injured, the parent or guardian will be contacted immediately.  If medical treatment is indicated, 

the Emergency Medical Service (EMS) will be called.  The child’s health form will be taken from the file 

and be available for the EMS to examine.  Once the EMS is called, they have the authority to determine if 

transport to a hospital is needed.  The school must notify the parent or guardian regarding the accident and 

the action taken. 

 

4. First Aid Kits – The main office has a first aid kit for treating minor scratches and cuts. 

 

S.  SPECIAL MEDICAL NEEDS 

 

Parents are responsible for notifying school officials if a student has any special medical needs.  Bridges 

Community Academy personnel will not address any needs requiring the services of a trained professional.  In 

most instances, the special needs will result in limited participation in certain activities and classes rather than 

any treatment being administered.  In all instances, the Director will make the final decision as to how the 

school will handle any special needs requests. 

 

T.  STUDENT ABUSE AND NEGLECT 

 

Any employee who knows or suspects child abuse or neglect shall immediately report the suspicions to the 

Director.  The Director shall then investigate and, if necessary, contact the appropriate authorities.  The identity 

of the staff member shall be kept confidential.  The identity of the student and any information pertaining to the 

situation shall be kept confidential. 

 

U.  STUDENT TRANSPORTATION BY PRIVATE VEHICLE 

 

Employees are prohibited from transporting Bridges Community Academy students in their private vehicle 

without approval of the Director and permission of the student’s parent or legal guardian. 

 

V.  EMERGENCY SCHOOL EVACUATION 

 

The school has a written and posted set of procedures which will insure the health and safety of students and 

employees in the event an evacuation of the school is necessary. 

 

W.  EMERGENCY SCHOOL CLOSING 

 

Bridges Community Academy will follow the decisions of the Director regarding weather-related closings.  

Information about school closings will be announced through the phone tree, radio and television stations.   The 

Director may close the school, delay the opening of the school or dismiss school early when such actions are 

required for the protection of the health and safety of students and employees.  In the event school is closed, the 

Director will determine if school-related activities will be held. 

 

X.  PUBLIC RECORDS 

 

Public records are recorded accounts of information that are kept by the school for the conduct of school 

business and instruction.  Any person may inspect the public records of the school during regular business 

hours, provided adequate advance notice is given to the custodian of the records.  A school employee or 

representative will be present during the inspection of the records.  A person may purchase copies of the 

school’s public records upon payment of a fee which is equal to the exact cost of making the copies.  The 

school’s public records may not be removed from the school except by a school employee who is authorized to 

do so. 
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Y.  STUDENT RECORDS 

 

Student records will be collected and maintained in the school office.  Those records shall be available only to 

students, their parent(s), legal guardian(s) and school personnel who have an educational or instructional 

purpose for the records.  Both parents shall have equal access to their child’s records unless a court has ordered 

otherwise.  Upon receiving notification that a student has transferred and the new school requests student 

records, the school will forward the records to the new school.  Copies may be made of a student’s record if 

requested by a parent or court appointed guardian.  The Administrative Assistant shall maintain a log of persons 

who have copied or removed school records and the specific record(s) which were copied or removed.  A 

school employee shall be present during the inspection of the records. 

 

Z.  CONFIDENTIALITY OF RECORDS 

 

If Bridges Community Academy receives information as confidential from a public agency, the school will 

maintain the confidentiality of such information unless directed to do otherwise by a court of law. 

 

AA.   STAFFING AND ORGANIZATION 

 

On a regular basis, the Director will review the staffing and organization of Bridges Community Academy for 

the purpose of recommending changes, if needed, to the Board.  All staffing and organizational plans must be 

approved by the Board before they are implemented. 

 

BB.  STAFF DEVELOPMENT 

 

The teaching staff of Bridges Community Academy is encouraged to continue their professional growth through 

a variety of activities.  Teachers and teacher aides will attend in-service training which is conducted during the 

working day throughout the school year.  Absence requests must be submitted to the Director for action. 

 

CC.  PERFORMANCE EVALUATION OF STAFF-Ohio Teacher Evaluation System refer to links below: 

 
http://education.ohio.gov/Topics/Teaching/Educator-Evaluation-System/Ohio-s-Teacher-Evaluation-
System/Teacher-Performance-Ratings 
 
http://education.ohio.gov/getattachment/Topics/Teaching/Educator-Evaluation-System/Ohio-s-Teacher-
Evaluation-System/Teacher-Performance-Ratings/OTES-Model-122315.pdf.aspx 
 

 

 

EE.  EMPLOYMENT CONTRACTS 

 

Employment contracts are issued to all full-time employees.  Supplemental contracts are issued to employees 

who perform duties in addition to their regularly contracted services.  Hourly-rated employees are not issued 

annual contracts.  They are considered to be casual employees and are paid on an hourly basis.  All contracts are 

subject to final approval by the Board and are “At Will” contracts. 

 

FF.  SALARIES 

 

The annual salary of all employees will be paid in 24 equal twice-monthly payments unless they begin their 

service after the start of a new year and in that instance, the salary will be paid in equal installments through the 

end of the year.  Paydays shall be on the 5th and 20th day of each month.  When payday falls on a weekend or a 

holiday, the payday will be the last regular workday before the weekend or holiday. 

 

GG.  RETIREMENT 

 

All employees are required to contribute to either the State Teachers Retirement System or the State Employees 

Retirement System at a percentage rate established by each retirement system.  Bridges Community Academy 

also contributes to each employee’s retirement account.  The employer rate is also established by each 

retirement system. 

 

HH.  INSURANCE AND ANNUITIES 

 

http://education.ohio.gov/Topics/Teaching/Educator-Evaluation-System/Ohio-s-Teacher-Evaluation-System/Teacher-Performance-Ratings
http://education.ohio.gov/Topics/Teaching/Educator-Evaluation-System/Ohio-s-Teacher-Evaluation-System/Teacher-Performance-Ratings
http://education.ohio.gov/getattachment/Topics/Teaching/Educator-Evaluation-System/Ohio-s-Teacher-Evaluation-System/Teacher-Performance-Ratings/OTES-Model-122315.pdf.aspx
http://education.ohio.gov/getattachment/Topics/Teaching/Educator-Evaluation-System/Ohio-s-Teacher-Evaluation-System/Teacher-Performance-Ratings/OTES-Model-122315.pdf.aspx
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The Board offers a health insurance package for all full-time employees.  Hourly employees are usually not 

given Board-paid health insurance unless the Board determines otherwise.  The amount contributed by the 

Board is determined annually prior to the start of a new school year.  The board offers tax-sheltered annuities to 

employees who wish to contribute.  These are paid entirely by the employee.  Employee contributions shall be 

made through payroll deductions.  If an employee is given a leave of absence for a period of time, the Board 

will not pay the employee’s health insurance.  The employee may elect to pay the premiums for such time as 

they are on an approved leave.  An employee who resigns prior to the end of their contract year will have 

Board-paid health insurance only through the end of the month in which the resignation is effective.  If a teacher 

or full-time aide resigns at the end of the contract year, the Board will continue to pay the health insurance 

premium through the month of August.  Other full-time staff members who resign at the end of their contract 

will have their health insurance paid through the end of the month immediately following the end of the 

contract. 

 

II.  SICK LEAVE 

 

Each full-time employee earns up to fifteen (15) sick leave days per year.  Employees earn 1.5 days of sick 

leave credit for each month of service to be used for personal illness or illness in the family.  Teachers earn sick 

leave during the summer when they are not on duty.  Sick leave not used will be carried over to the next year.    

Employees who are terminated or resign are not paid for unused sick leave. 

 

JJ.  USE OF SICK LEAVE 

 

When an employee is going to be absent due to illness he/she must notify the school director as soon as 

possible.  Failure to promptly and properly notify school administrators could result in disciplinary action.  

Upon return to duty, the employee must complete a leave form to be submitted to the Director who will sign the 

form and forward it to the Treasurer.  A doctor’s excuse may be required at the discretion of the Director.  

Failure to promptly complete the readmission form could result in pay being withheld. 

 

KK.  PERSONAL LEAVE 

 

All full-time employees have three (3) personal leave days each contractual year.  These days are credited at the 

beginning of a new contractual year and may be used for personal reasons.   

 

LL.  USE OF PERSONAL LEAVE 

 

An employee must notify the Director in the same manner as when using sick leave.  Use of personal leave 

should be requested as far in advance as possible.  Failure to promptly and properly notify the Director when 

using personal leave may result in paid leaves being denied.  A leave form must be completed immediately 

upon returning to duty and given to the Director for submission to the Treasurer.   

 

MM.  VACATION 

 

Full-time, 12-month employees of the Bridges Community Academy earn vacation for each month of service 

during their contract year.  The number of vacation days that an employee may earn annually is determined on 

an individual basis and will be stated in the employment contract between the Board and the employee.  When 

an employee wishes to take vacation, it must be requested in writing and submitted to the immediate supervisor.   

If the employee has adequate vacation leave and the Director approves the absence, a copy must be sent to the 

Treasurer prior to the leave being taken.  Upon returning from vacation, a leave form must be completed, signed 

by the Director and submitted to the Treasurer.   

 

NN.  MATERNITY/PATERNITY LEAVE 

 

Requests for unpaid leave for pregnancy, childbirth, adoption or other child care-related circumstances may be 

requested without pay for up to one year after an employee has been employed by Bridges Community 

Academy for five years.  Less than five-year employees will be allowed up to six weeks unpaid leave.  With the 

approval of the Director, accumulated sick leave may be used in conjunction with maternity leave if the 

employee so requests.  Health insurance may be paid by the Board during the term of leaves lasting longer than 

six weeks.  Employees may elect to pay the cost of health insurance during the period of approved leave. 
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OO.  PERSONAL AND PROFESSIONAL LEAVE 

 

An unpaid personal or professional leave may be requested for up to three months.  The employee must request 

such leaves at least three weeks prior to the date the leave is expected to begin.  The request is to be submitted 

to the Director.  If the Director concurs with the request, it must be submitted to the Board for approval.  Health 

insurance premiums may be paid by the Board during the term of such leaves.  Employees may elect to pay the 

cost of health insurance during the period of approved leave. 

 

PP.  MEDICAL LEAVE OF ABSENCE 

 

If an employee is unable to physically or mentally perform his or her job, he/she may request a medical leave of 

absence.  This should be done in concert with the recommendation(s) of a physician(s).  Medical leaves of 

absence must be submitted to the Board for approval.  While on medical leave, the employee shall not earn sick 

leave and health insurance may not be paid by the Board during the term of such leaves.  Employees may elect 

to pay the cost of health insurance during the period of approved leave. 

 

QQ.   JURY DUTY 

 

Full-time employees who are selected for jury duty will receive their normal pay for each day they serve.  Upon 

return to duty, the employee must deposit their jury duty pay accompanied by a pay receipt with the Director. 

 

RR.  RESIGNATION 

 

When an employee wishes to resign, he/she must submit a resignation to the Director in writing at least 30 days 

prior to the effective date. 

 

SS.  TERMINATION 

 

Listed below are some reasons which could result in an employee being terminated.  This list is not intended to 

contain all the reasons for termination. 

 

Theft 

Intentional destruction or unauthorized use of school property 

Falsification of school records 

Unacceptable work performance 

Willful violation of school policies 

Unacceptable attendance record 

Inappropriate assistance to students on standardized tests and proficiency tests  

Threatening, assaulting or abusing any student, employee or visitor 

Fighting, physical violence and verbal abuse 

Possession of firearms or explosives 

Intoxication or use of alcohol on school property 

Use, sale or possession of unlawful drugs on school property 

Sleeping on duty 

Neglect of duty and disruption of others 

Insubordination 

Willful violation of school safety or security regulations 

 

TT.  STUDENT ACTIVITIES 

 

The formation of all student activities (clubs, teams, groups, etc.) must first be approved by the Director.  The 

Board will give consideration to all factors in determining the potential value to students before final approval is 

given.  Copies of all the necessary forms, rules and regulations pertaining to the establishment of a student 

activity are available from the school Director or the Treasurer. 

 

UU.  FUNDRAISING ACTIVITIES AND PROJECTS 

 

All fundraising activities conducted at or on behalf of the school must be approved by the Board in advance of 

the proposed activity.  There is a potential personal liability associated with maintaining proper and accurate 

records, safeguarding and depositing funds, and assuming responsibility for conducting and overseeing a 
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fundraising project.  Staff members are advised to carefully follow all rules, regulations and policies governing 

fundraising activities. 

 

VV.  PURCHASE OF SUPPLIES AND MATERIALS 

 

Staff members may request the purchase of supplies and materials provided the Director approves the purchase 

and there are adequate funds in the budget to cover the cost.  All staff members must follow the established 

rules, regulations and procedures listed below when making a purchase. 

 

1. Verbal approval by itself is never acceptable to make a purchase or place an order.  A requisition must first 

be completed and then signed by the appropriate supervisor and then sent to the Treasurer.  The Treasurer 

will determine if there are adequate funds available in the budget for the transaction and will then issue a 

written purchase order and send it to the vendor. 

 

2. Upon receipt of the supplies and materials, the staff member who made the request will be responsible for 

verifying that all items ordered have been received and are acceptable for use.  If there are any problems 

with the items received, the staff member will contact the Director for advice on how to resolve any 

concerns.   

 

3. When an invoice for payment is received, the Treasurer will make a copy of the invoice and send it to the 

staff member who placed the order.  The staff member will date, sign, write on the copy “OK to pay” and 

return it to the Treasurer. 

 

WW.  EQUIPMENT PURCHASES 

 

Staff member requests for the purchase of equipment must be initiated through the Director who will then 

follow the established procedures for such requested purchases. 

 

XX.  LEASES AND CONTRACTS 

 

All leases and contracts must be initiated by the Director and approved by the Board.  No staff member, school 

administrator, consultant, parent or any other person has the authority to sign a lease. 

 

YY.  CARE OF MATERIALS, EQUIPMENT AND SCHOOL PROPERTY 

 

When materials or equipment is issued to a staff member for use in his/her classroom, it is expected that the 

staff member will be responsible to assure the items are not misused or mistreated.  If an item is damaged, the 

staff member shall be responsible for reporting the condition to the Director.  If an item is stolen, the staff 

member shall notify the Director that the item is missing and the Director shall, with information supplied by 

the staff member, if deemed necessary, make a formal police report.  When the report has been made, it shall be 

turned over to the Treasurer for appropriate action regarding inventory adjustments as well as determining if an 

insurance claim should be filed. 

 

Staff members shall report school cleanliness needs and school maintenance needs in writing on the appropriate 

form and submit the form to the Director.  The Director shall forward the form to either the custodian or 

maintenance staff for appropriate action. 
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EMPLOYMENT POLICY 

 

A.   Bridges Community Academy endeavors to select personnel who meet the required standards of  

 educational and occupational qualifications, who can effectively advance the objectives of Bridges 

 Community Academy, who have the capacity for personal and professional growth, and who can become a 

 viable part of the organization. 

 

B.   Employment and compensation with Bridges Community Academy is “At Will” and not for any  specific 

 term.  Employment may be terminated at any time, with or without cause and with or without  notice 

 by either the employee or Bridges Community Academy.  No official, agent or employee of Bridges 

 Community Academy, other than the Director and then only by the express resolution of the Board, has 

 the authority to modify this employment relationship.  Any such modification must be a written contract 

 signed by both the employee and the Director in order for it to be binding. 
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Contract Addendum 

 

 

Days of work: 

 184 required by the State 

 190 required by BCA 

 

 

WEPs for every student: 

 Completed in the 6 additional days required by BCA 

 

 

Professional Development: 

 Complete licensure requirements 

 May use one professional day for LPDC approved professional development 

  (Those teachers without Gifted licensure are required to take 6 hours per year towards a Gifted  

  endorsement by the end of their second year, and then 6 hours each year after.) 

 

 

Board Meeting Attendance: 

 At least one per year 
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Committees: 

 One committee per year is required 

 Two or more – stipend of $100 at the end of the year if funds are available 

  

 

Type of Committee: 

 

 Summer Orientation       

 

 LPDC       

 

 Technology/curriculum development    

 

 Student research/mentor  

 

 Integrated lessons/centers, evaluations, rubrics, contracts 

             

 Annual yearly progress     

 

 Discipline        

 

 

Extra-curricular/Co-curricular: 

 

 One is required 

 Stipend of $100 for each at the end of the year if funds are available 

 

 

Teachers are also responsible for: 

 Set up and preparations in their own classroom before the first day of school (checklist provided) 

 Take down, store and cover items in classroom at the end of the year (checklist will be  

 provided) 

 Individual planning and all communicating with parents and other staff members 

 

 

 

________________________________________________  __________________________ 

                                Teacher Signature              Date  


