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USD #469 NOTICE OF NON-DISCRIMINATION 
Applicants for admission and employment, students, parents of elementary and secondary school students, employees, 
sources of referral of applicants for admission and employment, and all unions or professional organizations holding 
collective bargaining or professional agreements with Unified School District 469 are hereby notified that this 
institution does not discriminate on the basis of sex, race, color, national origin, gender, age, religion, marital status, 
veteran status, disability or any other basis prohibited by state or federal law in admission or access to, or treatment, 
or employment in, its programs and activities.  
 
Any person having inquiries concerning Unified School District 469 compliance with the regulations implementing Title 
II of the Americans with Disabilities Act, Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 
1972, the Age Discrimination Act of 1975, Boy Scouts of America Equal Access Act of 2001, the Uniformed Services 
Employment and Reemployment Rights Act of 1994 (USERRA)-, Section 504 of the Rehabilitation Act of 1973, or reports 
of specific complaints, or alleged discrimination, is directed to contact Unified School District 469, 200 E. Mary Street, 
Lansing, Kansas 66043, (913) 727-1100. The Superintendent is designated by the USD 469 Board of Education to 
coordinate the institution’s efforts to comply with the regulations implementing Title II, Title VI, Title IX, the Age 
Discrimination Act of 1975, the Boy Scouts of America Equal Access Act of 2001, USERRA, Section 504 or other 
applicable federal, state or local law. The district provides equal access to the Boy Scouts of America and other 
designated youth groups. 
 
Any person may also contact the Office for Civil Rights, U.S. Department of Education, One Petticoat Lane, 1010 Walnut 
Street, Suite 320, Kansas City, MO 64106, (816) 268-0550, TDD (877) 521-2172, regarding the institution’s compliance 
with regulations implementing Title II, Title VI, Title VII, Title IX, or Section 504.(07/2016) 
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Equal Opportunity Employer 

USD 469 is an equal opportunity employer and shall not discriminate in its employment practices 

and policies with respect to hiring compensation, terms, conditions, or privileges of employment 

because of an individual’s race, color, religion, sex, age, disability or national origin.  See 

“Discrimination Complaints.”  The board shall hire employees on the basis of ability and the 

district’s needs. 

Vision and Mission Statements 

USD #469 VISION STATEMENT 
We envision a community where every citizen values and maximizes their own education and              
commits to supporting the highest quality of learning opportunities for all children and adults. 
 
USD #469 MISSION STATEMENT 
The Lansing School District mission is to provide all students with the opportunity to develop               
scholastic, technical, social, and life-long learning skills essential for academic occupational, and            
personal success as productive citizens. 
 
LANSING ELEMENTARY SCHOOL VISION STATEMENT 
It is our vision for all students, parents, teachers, and administrators to take responsibility for their 
own roles in the learning community and commitment to the school improvement process.  
 
It is our vision for all teachers to be reflective of their teaching practices and responsive to the 
needs of our students to ensure there is clear evidence that there is movement toward mastery of 
content standards.  
 
It is our vision for all families to be recognized as necessary partners in the process of learning. 
Parents will be committed to supporting their children in their endeavor to become life-long 
learners and understand that learning doesn’t stop in the classroom. 
 
LANSING ELEMENTARY SCHOOL MISSION STATEMENT 
The Lansing Elementary School’s mission is to provide support and promote respect for all students               
in their endeavor to become life-long learners and contributing citizens of our society. 
 
ACCOUNTABILITY STATEMENT 
The educators and members of the Board of Education, Lansing Unified School District 469, accept               
responsibility for providing an educational program that assures student success in accordance            
with the District mission statement and goals for student learning. Students, parents, and             
guardians, with the support of the community, are accountable for taking advantage of the              
educational opportunities offered by the district. EVERY PERSON EVERY DAY 
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Beliefs 
Every Person- Every Day  

PR3IDE2 

PERSEVERANCE - NOT GIVING UP WHEN THINGS GET DIFFICULT  

RESPECT- TREATING OTHERS IN A WAY THAT SHOWS YOU CARE ABOUT THEIR FEELINGS  

RESPONSIBILITY- DO WHAT IS EXPECTED WHEN IT IS EXPECTED  

RESILIENCY- BOUNCING BACK WHEN THINGS DON’T GO OUR WAY 

INTEGRITY- DOING WHAT IS EXPECTED, EVEN WHEN NO-ONE IS WATCHING  

DILIGENCE- WORKING HARD AT SOMETHING AND DOING IT WELL  

EMPATHY- FEELING WHAT OTHERS FEEL  

EXCELLENCE- BEING OUTSTANDING-DOING MY VERY BEST- EFFORT 

 

KANSANS CAN 

Kansans are demanding higher standards in academic skills, as well as employability and citizenship 

skills, and the need to move away from a “one-size-fits-all” system that relies exclusively on state 

assessments. The Kansas State Board of Education in October 2015 announced a new vision for 

education in Kansas, giving direction for a more student-focused system and resources for 

individual success. 

Kansas State Board of Education Mission:  

To prepare Kansas students for lifelong success through rigorous, quality academic instruction, 
career training, and character development according to each student's gifts and talents. 

Kansans CAN Vision: 

Kansas leads the world in the success of each student.  
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Definition of a Successful Kansas High School Graduate:  

A successful Kansas high school graduate has the academic preparation, cognitive preparation,            

technical skills, employability skills and civic engagement to be successful in postsecondary            

education, in the attainment of an industry recognized certification or in the workforce, without              

the need for remediation. (Approved by State Board in January 2016) 

Outcomes for Measuring Progress: 

● Social/emotional growth measured locally 

● Kindergarten readiness 

● Individual Plan of Study focused on career interest 

● High school graduation rates 

● Postsecondary completion/attendance 
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  Name Position Name Position 

Debbie Beall KDG Cheryl Sander 3rd 

Amy Kannady KDG Amy Turner 3rd 

Hailey McCleary KDG Jenny Mullins 3rd 

Trisha Croley KDG Andrea Coia 3rd 

Suzanne Phillips KDG Shalee Eilderts 3rd 

Janet Moorehead KDG Christina Mills 3rd 

Kendra Rexroat KDG Sara Mulford 3rd 

Leandra Walker KDG Libby Stevenson 3rd 

Erin Ardon KDG Interventionist Jessica Kowalewski 3rd 

  Holly Kane 3rd Interventionist 

Ashley Baker 1st   

Nicole Delich 1st Jackie Delgado Art 

Phylicia Knapp 1st Dawn Blankartz Art 

Jennifer Leitsch 1st Mandy Stalter Computer Lab 

Christina  Pennington 1st Fran Marshall Computer Lab 

Lynda Schimke 1st Diane Kelly Library Aide 

Ali Black 1st  Library Aide 

Lindsay Zych 1st Ryan Rothmeyer Music 1 

Hannah Watkins 1st Chris Goodlin Music 2 

Jennah Flynn 1st Interventionist  Crissy Robinson PE 

  Lee Matzeder PE 

Sheldi Banker 2nd   

Caress Counts 2nd Cassie Rodriguez Custodian * daytime 

Carla Gutshall 2nd   

Brandi Lynn 2nd Dr. Mindy Wells K-3 Principal 

Barb Robinson 2nd Dr. Jennifer Kolb K-3 Vice Principal 

Sara Meyers 2nd Anna Broeker Secretary/Bookkeeper 

Afton Shelley 2nd interventionist Carrie Portenier Secretary/Registrar 

  Lisa Gorski Secretary/Attendance/ Transp. 

Teacher Aide KDG Tevin Strack Katie Parr Nurse 

Teacher Aide 1st Gr Mandi Culter Christine Bachtel Counselor 

Teacher Aide 2nd Gr Kathy Serena Mary Yandura Counselor  

Teacher Aide 3rd Gr Cheyenne Clifton Barbara Dayal Psychologist 
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  Name Position Name Position 

Andrea Shepard IR/ED/SBS Room Jennifer Zule Food Service Coordinator 

 Para Jenny Chmidling OP Manager LHS bdlg 

Dawn Meadows Para Thelma Swart Kitchen Manager 

Julie Wolf Para Hannah Hoston Cashier 

 Floating Para Candice Bohnsack Kitchen staff 

Leesa White IR (Kdg & 1st) Deb Bietka Kitchen Staff 

Sally Quinn IR *Para Kevin Elmer Kitchen Staff 

Coral Highfill IR *Para Gary Lamy Kitchen Staff 

  Denise Cook Kitchen Staff 

Geovanni Popoca IR (1st & 2nd)   

Paula Charity IR *Para Amy Scruggs ESL *District Coordinator 

Judith Hester IR *Para Jenny Bauma ESL *Para 

Cindy Rozalski Para & Nurse Patricia Boe-Cackler Gifted 

Lori Geise IR (1st & 2nd) Andrea Taylor Gifted *Para 

Ingrid Murphy IR *Para Jenny Nickelson Instructional Coach 

Nevada Runnebaum IR *Para   

Marvis Hunley IR *Para Brett Baker Adaptive Physical Ed. 

Amber Rikoric IR* (3rd) Margery Thompson APE Support 

John Harriss & Darcie Adams IR *Para Cindy James Deaf/Hard of Hearing 

Dr. Sue Ann Kline AU/BC/Elem Autism Teacher Karen Hooser Vision Impaired Teacher 

Chariah Lewis AU *Para Sarah Kensinger Physical Therapist 

Lisa Adam-Lau AU *Para Sharon Hutchens Physical Therapist *Asst 

Diana Charron AU *Para Terri Dominick Occupational Therapist 

Kathy Barnett AU *Para Scott Meinrose Occupational Therapist 

Melissa Garrett AU *Para   

Nicole Kerr AU *Para Mary Alice Schroeger Special Ed Director 

ID/SL  Kayla Metzger  Dr. Ron Malcolm Assistant Director & Tech 

SBS Courtney McCully   Behavior-Autism 
Consultant 

Amanda Garcia ID*Para Dayne Browne Coordinator Sped Ed. 

Davi Norwood ID*Para Amy Dale EC-12 Compliance 

Dr. Sue Ann Kline AU/BC/Elem Autism Teacher Emmaly Farr Med/Para/Admin Asst Dir. 

Holly Sanchez ID*Para Helen Culliney MIS Clerk/Records/Filing 
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*Updated 11.28.20 
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  Name Position Name Position 

 SBS + Deborah Matthews Tiny K Receptionist 

Zachary Stevenson Para Vanessa Bender NB/SSD/EC Sec/Trans. 

Rebecca Denny Para Jackie Loos Psychology Support 

Holly Kraus SLP Stephanie Donahew SLP 

Monica Morgan SLP   
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Committees* 

PBIS: Meet monthly to guide policies and practices related to PBIS 

 

Care & Concern: To provide cards, flowers, sunshine boxes, gift cards for staff member's life events 
 

 

Personal Passion Projects: Meet monthly to coordinate building wide personal passion projects 
 

 

Celebrate Community: Meet monthly to plan community lunch/treat days and coordinate 
celebration days 
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Grade Level-Content Area Name (Last name, First name) 

Kindergarten Croley, Trisha 

1st Grade Leitsch, Jennifer 

2nd Grade  

3rd Grade Andrea Coia, Eilderts Shalee-co-chairs 

SPED Amy Scruggs 

Specialists Chris Goodlin 

Support Staff Mary Yandura, Christine Bachtel 

Grade Level/Content Area Name (Last Name, First Name) 

K-1 Moorehead, Janet- Chair 

2-3 Holly Kane 

Specialists Lee Matzeder 

Grade Level-Content Area Name (Last name, First name) 

Kindergarten McCleary, Hailey-Chair 

1st Grade Christina Pennington 

2nd Grade  

3rd Grade Turner 

SPED Boe-Cackler, 

Specialists Erin Ardon 

Support Staff Mary Yandura, Christine Bachtel 

Grade Level-Content Area Name (Last name, First name) 

Kindergarten Debbie Beall 

1st Grade Ashley Baker 

2nd Grade Brandi Lynn-Chair 

3rd Grade Libby Stevenson 
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Literacy: Meet monthly to plan building wide literacy support? (Digital???) 

 

Deck the Halls: Our halls and walls reflect our culture and character 

 

Diversity: This committee will focus on celebrating diversity 
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SPED Andrea Shepard 

Specialists Mandy Stalter 

Support Staff Jennah Flynn 

Grade Level-Content Area Name (Last name, First name) 

Kindergarten Phillips, Suzanne 

1st Grade Lynda Schimke-Chair 

2nd Grade Carla Gutshall 

3rd Grade  

SPED  

Specialists  

Support Staff Jenny Nickelson 

Grade Level-Content Area Name (Last name, First name) 

Kindergarten Kannaday, Amy 

1st Grade  

2nd Grade Counts, Caress-Chair 

3rd Grade Mills, Christina 

SPED Lori Geise 

Specialists Dawn Blankartz 

Support Staff  

Grade Level-Content Area Name (Last name, First name) 

Kindergarten Rexroat, Kendra 

1st Grade Black, Allison 

2nd Grade Meyers, Sara 

3rd Grade Stevenson, Libby 

SPED Amy Scruggs 

Specialists Crissy Robinson & Libby Stevenson-Co-Chair 

Support Staff Mary Yandura & Barb Dayal 
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Math: Meet monthly to support math literacy.  Home link connections?  Digital? 

 

Surprise & Delight: This committee will plan/implement at least monthly  

 

*Updated 09.19.20 
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Grade Level-Content Area Name (Last name, First name) 

Kindergarten  

1st Grade Knapp, Phylicia 

2nd Grade  

3rd Grade Mulford-Chair 

SPED Rikoric, Amber 

Specialists  

Support Staff  

Grade Level-Content Area Name (Last name, First name) 

Kindergarten Walker, Leandra 

1st Grade Nicole Delich 

2nd Grade Afton Shelley 

3rd Grade Jessica Kowalewski 

SPED Amy Scruggs 

Specialists Fran Marshall 

Support Staff Diane Kelly-Chair , Christine Bachtel 
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Building Leadership Team* 

 
*Updated 09.12.20 
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Kindergarten Debbie Beall 

First Phylicia Knapp 

Second Barb Robinson 

Third Jessica Kowalewski 

Special Education Lori Geise 

Counselor Christine Bachtel 

Counselor Mary Yandura 

K-3 Principal Dr. Mindy Wells 

K-3 Assistant Principal Dr. Jennifer Kolb 

Interventionist 

 

Holly Kane 

Instructional Coach Jenny Nickelson 

School Psychologist Barb Dayal 

Specialists Chrissy Robinson 

ESL Amy Scruggs 

Remote Team Leader Caress Counts 
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LES Supervision Schedule 2020-2021 

Morning Duties 
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Staff Member Location Time Notes 

Diane Kelly Busses 8:00-Bus 

Departure 

After bus departure, go to the 

hallway outside the library to 

monitor students as they are 

returning from breakfast.  

Leesa White Door 4 8:00-8:30 This is the entrance for walkers from 

the east.  You will need to monitor 

temperature checks. 

Geovanni 

Popoca 

CrossWalk For North 

Walkers 

8:00-8:30 If you see students dropped off prior 

to 8 am, record their name and let 

Dr. Wells know. 

Tevin Strack 2/3 Gates 8:00-8:30 If you see students dropped off prior 

to 8 am, record their name and let 

Dr. Wells know. 

Afton Shelly Door 20 (2/3 Breakfast 

eaters & K/1 walkers) 

8:00-8:30 If K/1 walkers are not getting 

breakfast direct them to K/1 hallway 

to go to class.  Will need to do 

temperature checks. 

Kathy Serena Door 17 (K/1 Breakfast 

eaters) 

8:00-8:30 Will need to do temperature checks. 

Erin Ardon Door 9-Kindergarten 

Entrance 

8:00-8:30 Will need to do temperature checks. 

Jennah Flynn Door 12-1st Grade 

Entrance 

8:00-8:30 Will need to do temperature checks. 

Holly Kane Door 25-3rd Grade 

Entrance 

8:00-8:30 Will need to do temperature checks. 
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Amber Rikoric Door 24-2nd Grade 

Entrance 

8:00-8:30 Will need to do temperature checks. 

Jenny Nickelson Busses  8:00-8:30 See Diane Kelly 

Lori Geise Front Inside Door 1 8:00-8:30 Direct students to correct hallway 

(K/1) 

Christine 

Bachtel 

K/1 Side Floating 8:00-8:30 Christine will be walking the 

hallways and monitoring students 

coming in.  Radio her if a student on 

the K/1 side needs assistance. 

Available for triage for struggling 

students in the am. 

Mary Yandura 2/3 Side Floating 8:00-8:30 Mary will be walking the hallways 

and monitoring students coming in. 

Radio her if a student on the 2/3 

side needs assistance.  Available fore 

triage for struggling students in the 

am. 

Mandi Cutler Outside 1st 

Grade/Lunchroom 

gate 

8:00-8:30 Walking the sidewalk helping 

students safely enter 

Cheyenne 

Clifton 

Outside by K Gate 8:00-8:30 Walking the sidewalk to help 

students get to right door.  Breakfast 

eaters to door 17 and 1st graders to 

door 12 

Andrea Taylor T in K/1 Hallway 8:00-8:30 Directing students to the classroom 

John Harris T in the 2/3 Hallway 8:00-8:30 Directing Students to the classrooms 

Marvis Hunley Hallway between 

library and cafeteria 

on 2/3 Side 

8:00-8:30 Directing Students to the classrooms 
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Afternoon Duties 
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Coral Highfill Hallway between 

library and cafeteria 

on K/1 Side 

8:00-8:30 Directing Students to the classrooms 

Paula Charity Outside of Library and 

SBS Hallway 

8:00-8:30 Directing Students to the classrooms 

Patti 

Boe-Cackler 

Hallway Floater on 2/3 

Side or Back Up 

8:00-8:30 Helping students in the Hallway 

  Cafeteria K/1 Side  8:00-8:30 Helping students in Hallway 

Jenna Ast Door 26 SPED Car 

Riders 

8:00-8:30 Will need a hand-held temperature 

check 

Jennifer Grant Kindergarten- 8:00-8:30   

Staff Name Location Time Notes 

Counts Office/Runner/Helpe

r 

3:25-3:45 See Anna/Carrie 

Banker Office/Mail Delivery 3:25-3:45 See Anna/Carrie 

LIbby Stevenson Copy/Laminate 3:25-3:45 See Anna/Carrie 

Shalee Eilderts Copy/Laminate 3:25-3:45 See Anna/Carrie 

Trisha Croley Copy/Laminate 3:25/3:45 See Anna/Carrie 

Amy Kannaday Office/Runner/Helpe

r 

3:25/3:45 See Anna/Carrie 

Allie Black Coaching     

Lyndsey Zych Coaching     
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Leesa White Car Duty Help 

Kindergarten 

3:25-3:45 See Debbie Beall-Has Walkie Point 

of Contact for K/1-Office 

Geovanni 

Popoca 

Y-Care Kids then 

Daycare Bus 1 

walkie-talkie 

3:25-3:45 Meet in SBS Hallway Escort Kids to 

Y-Care Then Daycare bus 

Amber Rikoric Y Care Kids then 

Daycare Bus 1 

walkie-talkie 

3:25-3:45 Meet in SBS Hallway Escort Kids to 

Y-Care Then Daycare bus 

Lori Geise 2nd Grade Car Duty 3:25-3:45 See Barb Robinson 

Mary Yandura 2/3 Floater 3:25-3:45 Help students on 2/3 side, float as 

needed 

Christine 

Bachtel 

K/1 Floater 3:25-3:45 Help students on K/1 side, float as 

needed 

Diane Kelly Main Crosswalk on 

2/3 side 

3:25-3:45 Keep kids from LIS traveling 

through our campus 

Cheyenne 

Clifton 

CrossWalk by SPED 

Busses 

3:25-3:45   

Kathey Serena Walkie by SPED 

Busses.  Supervise 

walkers door 26 

3:25-3:45 Main Contact for Walkie on 2/3 

Side 

Mandi Cutler Building Walkers 

from K/1 side to 2/3 

Side 

3:25-3:45 Meet at and release from door 26. 

Then Help 2/3 Car Riders 

Tevin Strack Building Walkers 

from 2/3 side to K/1 

side 

3:25-3:45 Meet at door 4.  Then Help K/1 Car 

Riders. 

Fran Marshall Supervise Walkers 

Door 4 

3:25-3:45 Then go help with bus travelers out 

front.Bus 17-13 (8 busses on this 
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side).  Roam direct MS kids 

Mandi Stalter Busses 15-10 3:25-3:45 Roam direct MS kids. 

Barb Robinson 

& Sara Meyers 

2nd Grade Car Riders 3:25-3:45 Supervise Car Riders 

Carla Gutshall & 

Brandi Lynn 

2nd Grade Bus Riders 3:25-3:45 Carla:  Buses 15-10 (first 8 busses) 

and Brandi Buses17-13 (last 8 

busses) 

Andrea Coia, 

Christina Mills, 

Cheryl Sander 

Bus Riders 

3rd Grade Bus Riders 3:25-3:45 Andrea bus 10-7 (first 5 busses), 

Christina 20-21 (next 5 busses), 

Cheryl 14-17 (last 6 busses) 

Debbie Beall, 

Janet 

Moorehead, 

Hailey McCleary 

Kindergarten Grade 

Car Riders- 1 walkie 

talkie 

3:25-3:45 Supervise Car Riders 

Kendra Rexroat, 

Leandra Walker, 

Suzanne Phillips 

K Bus Riders 

Kindergarten Car 

Riders 

3:25-3:45 Kendra Busses 10-7 (first 5 busses), 

Leandra 20-21 (next 5 busses), 

Suzanne 14-17 (last 6 busses) 

Phylicia Knapp, 

Jennifer Leitsch, 

Christina 

Pennington 

1st Grade Car Riders 3:25-3:45 Supervise Car Riders 

Ashley Baker, 

Nicole Delich, 

Lynda Schimke, 

Hannah Watkins 

1st Grade Bus Riders 3:25-3:45 Ashley (Busses 10-8-first 4 busses), 

Nicole busses (7-15, next 4 busses), 

Lynda 13-12, next four busses) and 

Hannah 22-17 last 4 busses) 

Holly Kane Bus Walkie Busses 

10-8 

3:25-3:45 Point of contact for Bus 10-8 
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*updated 12.04.20 

 
https://docs.google.com/spreadsheets/d/175hLqtaypy-CNDAmxHl1DTZN8Op6RpdlnpUnLmJb-U

Q/edit#gid=0 (updated 11.15.20) 
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Afton Shelley Bus Walkie Busses 

7-15 

3:25-3:45 Point of contact for Bus 7-15 

Erin Ardon Bus Walkie Busses 

13-12 

3:25-3:45 Point of contact for Bus 13-12 

Jennah Flynn Bus Walkie Busses 

22-17 

3:25-3:45 Point of contact for Bus 22-17 

https://docs.google.com/spreadsheets/d/175hLqtaypy-CNDAmxHl1DTZN8Op6RpdlnpUnLmJb-UQ/edit#gid=0
https://docs.google.com/spreadsheets/d/175hLqtaypy-CNDAmxHl1DTZN8Op6RpdlnpUnLmJb-UQ/edit#gid=0
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 Kindergarten 1st Grade `2nd Grade `3rd Grade Interventionists Aides 

7:30-8:00 am      

Grade 
Level 

Support 

8:00-8:20 am 
Arrival, 

Greeting, 
Lunch Count, 

Organize 

Arrival, 
Greeting, 

Lunch 
Count, 

Organize 

Arrival, 
Greeting, 

Lunch 
Count, 

Organize 

Arrival, 
Greeting, 

Lunch 
Count, 

Organize Morning Duty 
Morning 

Duty 

8:20 

8:25 
8:30 

8:30-9:00 BSEL 
LIL Roar 

8:30-9:00 
BSEL LIL 

Roar 

8:30-9:00 
BSEL LIL 

Roar 

8:30-9:00 
BSEL. LIL 

Roar 

8:30-9:00 Push 
In Support. Lil 

Roar 

8:30-9:00 
Push in 
Support 
or Grade 

Level 
Support 

8:35 
8:40 
8:45 
8:50 
8:55 
9:00 

9-9:30 Calendar 
Math Block 1 

9:00-10 
Reading 
Block 1 

9:00-9:40 
Reading 
Block 1 

9:00-9:30 3rd 
Grade 

Reading 
Intervention 

9:00-9:30 3rd 
Grade Reading 

Intervention 

9:00-9:30 
3rd 

Grade 
Reading 
Interventi

on 

9:05 
9:10 
9:15 
9:20 
9:25 
9:30 

9:30-10 
Reading 

Intervention 

9:30-11:00 
Reading 
Block 1 

9:30-10 K 
Reading 

Intervention 

9:30-10 K 
Reading 
Interventi

on 

9:35 
9:40 

9:40-10 
Recess 

9:45 
9:50 

10:00 

Math Block 1 
10-10:30 

10-10:20 
Recess/Fitne

ss Break 10-10:30 
Reading 

Intervention 
2nd Grade 

10-10:30 2nd 
Reading 

Intervention 

10-10:30 
2nd 

Reading 
Interventi

on 

10:05 
10:10 
10:15 
10:20 

10:25 
10:30-10:45 

Recess 

RR/Handwas
hing 



Updated 12.04.20 
 

 
 

25 

10:30 

10:30-11 1st 
Grade Math 
Intervention 

RR/Wash 
Hands/Break 

10:30-11 1st 
Grade Math 
Intervention 

10:30-10:
45 1st 
Grade 
Math 

Interventi
on 10:35 

10:35-11:25 
2nd Grade 
Specials 

10:45 

10:45-11:15 K 
Lunch 

10:45-1:1
5 Duty 

Lunch/Ha
ll 

10:50 

11-11:20 
Recess 

10:55 
11:00 

11-11:25 
Reading 
Block 3 

Data Review 
11:05 
11:10 
11:15 

11:15-11:45 
Math 

Intervention 

11:15-11:45 K 
Math 

Intervention 

11:20 11:20-11:30 
RR/Handwas
hing DEAR 11:25 

11:25-11:55 
1st Lunch 

11:25-12:05 
Math Block 1 

11:30 

11:30-12:20 
3rd Grade 
Specials 

11:35 
11:40 
11:45 

11:45-12:15 
Rest Time 11:45-12:15 

Interventionist 
Lunch 

11:50 

11:55 Transiton 

12:00 

12:00-1:00 
Math Block 

12:05 

12:05-12:35 
2nd Lunch 

12:10 
12:15 

12:15-1:45 
Reading Block 

12:20 

12:20-12:45 
Science/SS Data Review 

12:25 
12:30 

12:35 12:35-12:45 
Break/Read 

Aloud 12:40 
12:45 

12:45-1:15 
Math 

Intervention 
12:45-1:15 
3rd Lunch 

12:45-1:15 Math 
Intervention 

12:50 
12:55 

1:00 

1:00-1:25 
Recess 
Break 

1:05 
1:10 
1:15 

1:15-1:35 
Math Block 2 

1:15-2:15 
Math Block 

1:15-2:05 
Intervention 

Plan 

1:15-1:45 
Aide 

Lunch 

1:20 

1:25 
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1:30 

1:30-2:20 1st 
Grade 

Specials 

1:35 
1:40 

1:35-1:55 
Recess 

1:45 

1:45-2:10 
Recess/Snack Grade 

Level 
Support 
or Push 

In 
Support 

1:50 
1:55 

1:55-2:45 
Reading 
Block 2 

2:00 
2:05 

Data Review 

2:10 

2:10-2:25 EF 

2:15 

2:15-2:35 
Recess 

2:20 Transition 

2:25 

2:25-2:55 
Reading 

Intervention 

2:25-2:55 1st 
Reading 

Intervention 

2:25-2:55 
Reading 
Interventi

on 

2:30 

2:30-3:20 K 
Specials 

2:35 
2:40 2:35-2:55 EF 

Skills Pack 
Up Read 

Aloud 

2:45 

2:45-3:15 
Science/SS 

2:50 
2:55 2:55-3:15 

Read Aloud 
Reading 
Activity 

Completion 
2:55-3:25 

Math 
Intervention 

2:55-3:25 Math 
Intervention 

2:55-3:25 
Math 

Interventi
on 

3:00 
3:05 
3:10 
3:15 

3:15-3:30 EF 
Skills 

3:15-3:30 EF 
Skills 

3:20 
3:20-3:30 

Dismissal-Read 
Aloud 

3:25 3:25-3:30 
Dismissal 3:25-3:45 Duty 

3:25-3:45 
Duty 3:30 
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Office & Bell Schedule 
 

❖ Office Hours  7:30-4:00 

Arrival: 

Building opens for students at 8:00  

❖ Students should not come in before that time, unless prior arrangements have been made 

with a teacher 

❖ First bell at 8:20 

❖ School starts at 8:30 

 

Dismissal:  

❖ 1st bell at 3:25 * building travelers & walkers  

❖ 2ndBell at 3:27 * release of carriders (students not picked up by 3:45 come to the office and 

calls will be made to parents or guardians) 

❖ 3rd Bell at 3:30 * bus riders  
Dress Code 

· All clothes must conform to acceptable standards of modesty and decency. (no spandex, midriff 

tops, or saggy pants, shorts must be approximately 6 inches from middle of knee). 

· T-shirts need to be worn underneath spaghetti straps or muscle shirts. 

· Hats and hoods are not to be worn in the building by any student. 

· Clothing with pictures, diagrams, writing, lettering and numerals is not appropriate at school or 

school activities if it contains any of the following: 

1. profane, obscene, or promotes violence. 

2. indicates or makes reference to tobacco, drugs, or alcoholic beverages. 

3. determined to contain a double meaning concerning any of the subjects outlined in a and 

b above. 

4. considered inappropriate or distracting attire. 

· If dresses are worn on P.E. days, shorts must be worn underneath them. 
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· To ensure student safety, students should not wear flip flops for outdoor recess or PE. 

· The appropriateness of dress and grooming is the final decision of the principal. 

Homework 

Purpose of Homework: To foster a positive relationship between school and home as well as 
parents and students. 

Kindergarten, Time: 20 minutes 

Please take up to 20 minutes to work with your child on sight words, math facts, and reading. 

1st Grade, Time: 20 minutes 

Please take 20 minutes to work with your child on math facts, sight words and reading. 

2nd Grade, Time: 25 minutes 

Please take up to 15 minutes to complete unfinished classwork. Please use the rest of the time to 
work with your child on math facts, reading, and spelling words. 

3rd Grade, Time: 30 minutes 

Please take up to 15 minutes to complete unfinished classwork. Please use the rest of the time to 
work with your child on math facts, reading, and spelling words. 

Kindergarten and 1st grade will have no unfinished classwork sent home. 

2nd and 3rd grade can send home unfinished classwork as homework and this classwork will be 
graded the same as if it was completed in class. 

Parents need to be contacted after 2 consecutive days or a total of 5 unfinished assignments, 
whether or not it is sent home. 

During the duration of a special project, no other homework can be assigned. 

Teacher assignment of homework is not mandatory but if you do assign homework, these are the 
guidelines. 

If a student is consistently not turning in assignments, please stop sending homework. 

Unfinished homework, not including classwork, should not have negative consequences. 

Homework practice can be given in packet format that follows the time guidelines outlined. 

If something is being sent home to work on that will be taken for a grade, please write “Will be 
taken for a grade at the top”. 
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*Updated 11.28.20 

 

Make-up Work 

Make-up Work - Excused Absences  
The student is responsible for obtaining all make-up work and for making appointments to meet 
with teachers to make-up tests, labs, etc.  Students will be expected to make up all work missed as 
the result of an absence.  They will be allowed two (2) days for the first day missed and one (1) day 
for each consecutive day absent beyond the first, unless other arrangements are made with the 
individual teachers.  Advance make-up is required when the absence is due to a regularly scheduled 
school sponsored activity and may be required on prearranged absences authorized by the 
principal. 
 
Make-up Work – Out Of School Suspensions  
The student must make up the work and return it each Friday during the out of school suspension 
period unless other arrangements have been made with individual teachers.  A student will receive 
full credit for fully completed work.  Work that is not turned in will be counted as a zero, and the 
zero will be averaged into the grade. 
 
Lansing Elementary School may provide extended learning opportunities for students not meeting 
minimum academic requirements.  
 

Promotion and Retention - JFBP 
The policy of the district is to encourage and assist each student to progress in a continuous growth 
pattern of academic achievement in harmony with normal intellectual, social, and emotional 
development.  The best interest of the student will be the guiding philosophy for determining 
acceleration, promotion, or retention as well as current research and state guidelines.  
 

Attendance 
It is the philosophy of the Lansing School District to educate the total student and not merely to 
provide the academic or skills portion of the individual’s education.  Active attendance in class is a 
valuable and integral part of the student’s formal education.  Absence from class, for whatever 
reason, causes the student to miss a truly necessary part of learning, which can be only partially 
regained through make-up work.  Attendance in school is the combined responsibility of the 
student and parents/guardians.  The responsibility of the school is to provide instruction and to 
inform parents of absences from class. 
 
Absences will be recorded on the student’s permanent record.  (School sponsored activities and 
in-school suspension are not recorded as absences although students are still missing valuable 
classroom time.)  In the following policy, students are defined as anyone enrolled at Lansing School 
District regardless of age. 
 

Attendance Procedures 

 
 

29 



Updated 12.04.20 
 
Attendance needs to be submitted by 8:45. To make changes after 8:45 call Lisa ext. 5803 or the 

office ext. 5000. Parents and guardians receive an automated call when a student is marked absent. 

Please double check attendance each day. Send any parent/guardian communication about 

absences (emails, text, notes), to the office.  

 
Release of Students from School During the Day - JBH 
  Building principals will not release a student during the school day except to a student’s lawful 
parent or custodian as defined by Kansas law and whose identification is verified to the satisfaction 
of the principal or upon a written request of a parent or lawful custodian.  The name, address and 
telephone number of the parent or legal custodian shall be entered on the permanent record of 
the student in accordance with board policy.  See also JBC and JBH-R. 
 
At the time of school enrollment and admission, the building principal shall complete the student’s 
permanent record form which will identify the student’s legal name, address, and telephone 
number of the student’s parents or lawful custodian(s). 
 
Before releasing a student during the school day, the building principal shall be responsible for the 
verification of the identity of any parent or lawful custodian or anyone seeking release of a student. 
 
If the principal is not satisfied with the identification of the person seeking release of a student, 
he/she may refuse to grant the release. 
 
Students will not be allowed to run personal errands for school employees off school premises 
during the school day. Students needing to leave the building must: 
1. Have an authorized parent/guardian sign them out in the school office. 
2. The student will then be called from his/her classroom to checkout. 
3. Upon returning, the authorized parent/guardian must accompany the student to the office and 

sign them back in. 
 
Tardiness 
A student will be considered tardy if he/she is absent from the school building for thirty (30) 
minutes or less.  Students who are absent from the school over thirty (30) minutes but less than 3 
½ hours (210 minutes) will be counted absent for ½ day. If a student enters the building tardy, 
he/she must be accompanied into the office by a parent or guardian.  Five tardies are considered to 
be one unexcused absence. 
 

Tardy Procedures 

* If a student arrives after the bell and she/he HAS a slip from the office, mark attendance with an 

“L”  

 

*If a student arrives after the bell and she/he DOES NOT have a slip, call the office and mark 

attendance with an “L”.  
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Parent-Teacher Conferences* 
 

DATES                                                                  DAYS OF THE WEEK                                    HOURS  
October  28, 2020                                                Wednesday                                      4:00pm to 8:00pm 
October  29, 2020                                                 Thursday                                          7:00am to 3:00pm 
March 10, 2021                                                     Wednesday                                     4:00pm to 8:00pm 
March 11, 2021                                                      Thursday                                         7:00am to 3:00pm 
*updated 08.02.20 

 
In-Service/Teacher Work Days* 

 
In-Service Days                                                                                                              Teacher Work Days 
August 12, 2020            September 8, 2020 
August 13, 2020               October 28, 2020 
August 14, 2020                January 29, 2021 
August 18, 2020           April 1, 2021 
August 20, 2020           June 8, 2021  
September 1, 2020 
January 4, 2021  
March 15, 2021 
April 26, 2021  
*Updated 08.02.20 

Teacher Work Day 
Contract Day  
Lansing Elementary School teachers are to be on duty at 8:00 and may leave at 3:45pm. If it is 
necessary for you to arrive late or leave early, you are to contact the building principal. 
 
Sign In / Sign Out   
There is a book in the front office for you to sign out when you have received permission from the 
principal to leave school premises.  Please sign back in once you have returned. 
 
Duty-Free Lunch 
Teachers have a thirty-minute duty free lunch.  However, passing to and from lunch is counted as 
part of the thirty minutes. 
 
Professional Learning Communities 
Professional Learning Community (PLC) meetings will take place on Fridays during collaboration 
time using the collaboration schedule. All PLC members are required to attend all meetings.  All 
meetings will be held in a PLC’s determined location. 
 
Collaboration will be the cornerstone of our elementary school; PLC’s are crucial to ensuring the 
success of all our students.  PLC members will establish norms, develop SMART goals, prepare 
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agendas, discuss student performance, and submit notes for each meeting.  PLC time may be used 
for the following tasks (designing, selecting, and/or modifying common formative assessments, 
discussing student performance, sharing teaching strategies, discussing re-teaching and re-testing 
and enrichment options) and other PLC tasks. 
 

Substitute Folders 
Information provided to substitutes should include the following: 

● Updated Class list with any special instructions about students 

■ (allergies/diabetic, pulled for IEP, Seating arrangements, etc.) 

● Updated Transportation list & special notes for the daily changes. Before/after school duty 

● Lesson Plans, specials schedule, and name of contact teacher to answer any questions 

● Emergency procedures 

● Location of crisis notebook/bag 

 
 

Grading Periods* 
2020-2021 Quarters/Report Cards 

Carrie will post Final Report Cards the morning of the June 8th  **If you have students moving who 

need to hand carry records, Carrie will let you know so those report cards are ready for students. 
*Updated 09.19.20 

 

Student Records 
Student cumulative files are located on Skyward.  All student records are to be treated as 
confidential.  Where records include information on more than one student, the parents of any 
student shall have access to copies of that part of the record that pertains to their child. 
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1st Quarter 
 
09/09/2020- 
11/10/2020 
 
 
1st Quarter Report 
Cards 
 
Grades Due Nov 13th 
(4pm) 
 
 
 
Sept 9 - Nov 11 = 42 
days 

2nd Quarter 
 
11/12/2020- 
01/28/21 
 
 
2nd Quarter Report 
Cards 
 
Grades Due Feb 2nd 
(4pm) 
 
 
 
Nov 12-Jan 28 = 41 
days 

3rd Quarter 
 
02/01/2021- 
03/31/2021 
 
 
3rd Quarter Report Cards 
 
Grades Due April 6 (4pm) 
 
 
 
 
 
Feb 1 - March 31 = 40 days 

4th Quarter 
 
04/05/2021- 
06/07/2021 
 
 
4th  Quarter Report 
Cards 
 
Grades Due June 7 
(4pm) 
 
 
 
April 5 - June 7 = 44 
days 
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In situations where the parents of a student are divorced or separated, each parent, custodial 
and/or non-custodial, has equal rights to their student’s records unless a court order specifies 
otherwise.The general public shall not be allowed to inspect a student’s personal record files.  The 
custodian of student records shall disclose the student’s educational records only as provided for 
by law and policy. 
 
Cumulative files are maintained for each student to provide professional staff information 
necessary for dealing with students as individuals.  According to the Board, records contain the 
following information: health records, pertinent legal document, birth certificates, grade reports, 
achievement test scores, attendance records, and a summary of special needs. 
 
When a student transfers out of district a request for release of records must be signed and original 
records will then be sent to the receiving school.  Copies may be made and given to the parent in 
the event a request is made to hand carry records.  A copy of the student’s record will be retained 
in the district office. 
 
In the classroom, student files, grade books, and confidential information should be in a locked file. 
If a locked file is not available, confidential materials should be cleared from the desktop and 
placed in a drawer.  Teachers should lock their classroom door when leaving for the day. 
 
All requests for records need to go through the Registrar/Counselor’s Office. All requests for special 
education records should go through the Special Education Office. 
 
Please notify the Registrar/Counselor’s office immediately when a student’s address or telephone 
number changes.  For emergency reasons, we must be able to contact parents or guardians as fast 
as possible. 

Nurse 
Any student sent to the nurse MUST have a pass. The nurse’s office is open from 8:00- 3:30 and is 

usually closed for lunch from 1:00-1:30. Please call the office for any emergency before the student 

comes up during this time. Please schedule daily meds before or after 1-1:30. If you need Band-Aids 

and alcohol wipes email the nurse. 

 

Coordinate with the nurse on any students with medical needs who are participating in field trips 

or other outings. ONLY teachers should administer medication. The nurse will provide packages 

with bandages and other items for minor medical issues while on the trip. 

 

Communication with Parents 
This is the key to success.  You need the support of the parents.  Frequent and positive contacts are 
helpful in gaining that support.  Should it become necessary to call with a concern, parents are 
more likely to be supportive. Teachers should respond to parent communication within 24 hours of 
receipt M-F.  If the student is on an IEP, please be sure to include the case manager in the 
communication loop with parents. 
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A note home with the students will normally work, especially a positive one.  A note expressing a 
concern should be returned to you with a parent signature.  Please keep communications on file for 
future reference.  Feel free to mail home notes through the office.  Parents love to hear positive 
things about their children.  Taking the time to share the good things lets them know you truly care 
about their child.  If there is a major problem, it is a good idea for you to call the parent before the 
child gets home. 
 
Parent Communication 

● Skyward 
● Newsletter 
● Open House 
● Progress Reports, Grade Card, Conference 
● E-mail 
● Phone Calls 
● Notes & letters 
● Agenda 

 

Transportation Procedures 
Transportation changes: Permanent changes need to be sent to the office in order to be entered in Skyward. 
Make note of change on your list in the classroom (subs need this updated info) 
 
Bus notes for a student to ride with another student need to be given to the driver. 
 

Drills and Evacuations  
Teachers shall explain the plan for emergency drills and evacuations to students during the first full 
week of school. All teachers must have tornado and fire maps posted 
 
We will have a fire drill four times and a tornado drill twice during the year. In addition we will have 
a lockout or lockdown drill each month. Please read your crisis management and response book 
carefully. Be sure to take your red crisis bag during each drill. 
https://firemarshal.ks.gov/CivicAlerts.aspx?AID=19 (required tornado Sept & March, 3 crisis, 4 
fires) 
 

Field Trips / Parties/ Outings * (Field trips will not occur 2020-2021) 

Class outings, parties, activities, anf field trips. Please notify Anna to put in the building calendar. 

Students may participate in a field trip if the parental consent form for the trip has been turned in.  
 

Field Trip Procedures: 

● Field Trips need to be put on the building calendar. Give information to Anna. 

● Field Trip forms need to be turned in no later than 2 weeks before a trip. 

● A copy of the Field Trip permission slip needs to be sent to the office the day you hand them 

out to students. 

● Field Trip money will be collected by the teacher.  Once it is all collected and counted, turn 

it in to Anna.  It will be counted to verify the amount and then deposited.  
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● Take on Trip * Permission Slips, Meds/supplies from Nurse, Payment for event attending, 

sign-out sheets for parents. 
  

Animals and Plants (ING) 
Prior permission must be approved by the principal before bringing a domesticated animal to 
school.  Domesticated animals must be inoculated against rabies at the parent’s expense before 
the parent may bring such animal to school.  Animals must be adequately housed and cared for in a 
screened cage or proper restraint.  Under no circumstances are animals to be transported on 
school buses.  All animals must be transported by parents.  A copy of the rabies vaccination may be 
required and should be provided to the school nurse. 
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Maintenance Requests 
A maintenance request must be filled out and submitted online for all repairs. This is done 
through Skyward. 

 
Child Abuse 

Reporting  
Any district employee who has reason to know or suspect that a child has been injured as a 
result of physical, mental, or emotional abuse or neglect or sexual abuse must promptly 
report the matter to Department of Children and Families (DCF) office (800) 922-5330 or to 
local law enforcement agency if the DCF office is not open. 
 
The employee making the report will not contact the child’s family or any other person(s) 
to determine the cause of the suspected abuse or neglect. 
 
DCF Access to Students on School Premises 
In cases of suspected abuse or neglect, the building principal shall allow a student to be 
interviewed by DCF or law enforcement representatives on school premises and shall act to 
protect the student’s interests during the interview. 
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Special Education 

Lansing Special Education services are committed to providing an education that appropriately 

meets the needs of each student. For some students, supportive educational assistance is needed 

through special education programs and services. Lansing Special Education services include a 

comprehensive special education program which adheres to the federal regulations included in the 

Individuals with Disabilities Act (IDEA), Title II and to the Kansas Requirements contained within 

Article 12 of the Kansas Administrative Regulations. The need for services is determined in 

accordance to federal regulations (34, C.F.R. 300.11(a)(c)).  

A parent or guardian may initiate a referral to the school psychologist. A variety of tools and 

strategies are used to gather information to determine if a student is eligible for special education.  

The evaluation process establishes whether or not a child has an exceptionality (disability or 

giftedness) and has a need for special education and related services. 

The eligibility team, comprised of parents and educators, is required to review data from a variety 

of sources, such as general education interventions, early childhood screenings, record reviews, 

interviews, observations and/or tests. 

Students must meet two criteria to be enrolled in special education: 

1. Does the student have a disability? 

2. Does the student need specially designed instruction to benefit from the general education 

curriculum?  

Lansing Special Education services follows the Kansas State Department of Education process for 

determining eligibility for special education services. 

● If a parent suspects their young child, age three to five, has a developmental delay, they 

may request a developmental screening.  

● If a parent or school staff member has a concern that a student, who is in kindergarten 

through 12th grade, is failing to make educational progress they may request to meet with 

the school's intervention team to address the concerns. 

● The team may design an intervention and progress monitoring plan to address the students 

concerns. 

● The team will continue to implement the plan, monitor the progress, and refine the 

intervention plan as needed. 
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● The team may find a need for further evaluation in order to determine if special education 

services are required. The team will make a referral to a diagnostic team for an initial 

evaluation to determine if the student is eligible and in need of special education services. 

● The school diagnostic team will develop an assessment plan and will request informed 

written parental consent to conduct an evaluation. The evaluation process is typically 

completed within 60 school days. 

● Parents are invited to a follow up meeting when the assessment process is complete. At the 

meeting, results of all evaluations are reviewed and the parents receive a written report. 

● If the team determines a student is eligible and has a need for special education an IEP is 

written and the parents will receive a copy once all services are agreed upon and approved 

by the district Compliance Coordinator. 

● Parents are asked to give written consent before special education services begin. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

38 



Updated 12.04.20 
 
 

 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

Lansing Elementary School 

 

Student Behavior Expectations / Discipline 

Procedures 
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Behavior Guidelines & Student Conduct 

Student Handbook 

https://drive.google.com/file/d/1i718uMdLD_XxT2dU6I4pEuTVXTseSp66/view?usp=sharing 

All staff shall read, be familiar with and enforce the rules and regulations established in the student 

handbook. 

 

Minor/Major Definitions 2019-2020  
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Behavior Minor 
Students are not sent to the 

office. Behavior referral form 
may be submitted at the 
teacher’s discretion. 

Major 
Send the student to 

the office and 
complete an office 

referral form. 
Bullying/Harassment/Threat/ 
Racial and Disability 
Harassment 

Corrective feedback, notify 
parents, think sheet, exclusion 
from participation with peers. 
 These are isolated occurrences. 
(Refer to counselor)  
 
 
 

Repeated bullying, 
harassment or threat 
towards students or 
adults.   

Cheating/Academic Misconduct 
(KAN-DIS) 

Copying and sharing answers, 
verbally or nonverbally, when 
you are supposed to be working 
independently 
 

Any type of cheating 
that occurs in relation 
to a formal academic 
exercise. It can include 
plagiarism, deception, 
bribery, or sabotage. 
 
 

Disrespect  
 

Gateway behaviors, such as eye 
rolling, talking back, etc.  
 
3 minors = a major 

Continued disrespect 
to adult or other 
students 
 
 
 

https://drive.google.com/file/d/1i718uMdLD_XxT2dU6I4pEuTVXTseSp66/view?usp=sharing
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Disruption 
(Skyward uses Distracting/ 
Disruptive, 
KAN-DIS uses 
Behavior-Disruptive) 

Anything that interrupts teaching 
and learning but with correction 
learning continues. 
 
3 minors = a major 
 

Disruptive behaviors 
that are serious enough 
to potentially clear the 
classroom 
Continued, non-stop 
disruption 
 

 
 

Fighting/Physical Aggression 
(KAN-DIS uses assault-fighting 
or physical assault which results 
in bodily harm) 

Unintentional harm horseplay 
 

3 minors = a major 

Aggression in response 
due to anger; physical 
aggression with the 
intent to harm. 

Inappropriate Language 
 

Foul language/curse words or 
inappropriate gestures that occur 
in response to something that 
happens to you personally. 
Example: Student drops 
something and says “damn it.” 
 
3 minors = a major 

Foul language or foul 
gestures accompanied 
by verbal and/or 
physical aggression. 
 
 

Misuse 
Computer/Phone/Electronics 
(Inappropriate Computer 
Use-KAN-DIS) 

Technology Violation:  Off task 
behavior, such as when a student 
is playing games instead of using 
the technology to complete an 
assignment. 

Technology Violation 
When students use 
technology to view 
items of a sexual, 
violent, or “mature” 
nature. 
 
 

Non-Compliance (Minor)/ 
Insubordination (Major) 
(KAN-DIS uses 
Behavior-Insubordination) 

Brief or low intensity failure to 
respond to adult request. 
( Failure to follow directions by 
not listening to an adult or doing 
what it asked, talking back, 
and/or arguing) 
 
3 minors = a major 

Unwillingness to 
submit to authority, 
refusal to respond to a 
reasonable request or 
other situations in 
which a student is 
“disobedient”.  
 
 
 

Out of Bounds Leaving classroom without 
asking 
 

Leaving the Building:  
Leaving the learning 
environment without 
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3 minors = a major permission which 
requires staff retrieval. 
 
 

Physical Contact Putting hands/feet on others while 
playing; non-aggressive. 

Choosing to hurt a 
student out of anger; 
leaves a mark. 

Theft  Taking something without 
knowledge of who it belongs to – 
example: markers, pencils, and 
etc.   
 

Intentionally taking 
something that does 
not belong to them 
through bullying 
 
Continuous stealing 
 
Stealing personal 
property, forging adult 
signatures. 
 
 

Unsafe Act Putting hands/feet on others while 
playing; non-aggressive. 
 
Horseplay:  Wrestling, playing in 
an unsafe manner. 

Action could result in 
bodily harm to self or 
others. 
 
 
 

Vandalism Marking on something that does 
not belong to them, but can be 
fixed by the student.   
 
     

Damaging any 
personal or school 
property. 
Marking up something 
that has to be taken 
care of by a janitor or 
is vulgar in nature. 
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Student Name: _______________________________Date: _____ Time:_______ Grade:____  
 
Referring Staff:____________________________HR Teacher_________________________ 
 
Location of incident______________________________________ 
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Minor Behavior 
(Select Only One) 

Cheating 
Disrespect 
Disruption 
Inappropriate Language 
Technology Violation 
Unsafe Act / Horseplay 
Physical Contact 
Horseplay (physical contact 
without anger) 
Other______________ 

Major Behavior 
(Select Only One) 

Threat/Harassment/Bullying/Racial
/Disability  
Serious Theft / Forgery 
Fighting/Physical Aggression – out 
of anger  
Inappropriate Language 
(Intense/towards staff) 
Non-compliance  
Technology (pornography) 
Vandalism/Property Damage 
Leaving the Building 
Other__________________ 

Possible Motivation 
(Select Only One) 

 
Multifunctional 
Obtain peer attention 
Obtain adult attention 
Obtain items/activities 
Avoid Peer(s) 
Avoid Adult 
Avoid task/activity/situation 
Other: _________________ 

  

Others involved in incident: 
□ None 
 

  □ Peers 
 

□ Staff  
 

□ Substitute  

Teacher Action (Teaching Strategies) 
Redirect 
 
Increased Opportunities to Respond 

 
Provided Choices 

 
Conference with student  

 
Individualized Instruction / Re-teach Expectations 

 
Teacher must contact parent  

         Date_____________Time________________ 
Detention 
Other: _________________ 
Office 

Teacher Notes 
 
 
 
 
 
 
 
 
 

 

Administrative Action 
 

Process stress levels with student 
 
Problem solve with student 
 
Consider connections to resources related to student interests 

  
Parent Contact             Date: __________________ 

Counselor Consult 
Detention _________________ 
ISS  ____________number of days 
 
OSS _____________number of days Other: _____________ 

Administrative Notes 
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Cafeteria Behavior Expectations 

Students will sit by class 
 
Teachers will bring students to the lunchroom and pick students up at their 
scheduled time. 
 
If a student makes a poor choice, he/she will receive redirection and possibly 
alternative seating.  
 
Students stay at the table until lunch is over. 
 
Behavior Problems: 

1. Redirection 
2. Office referral 

 

BULLYING – JDDC 
 
The board of education prohibits bullying in any form, including electronic means, on or while using 
school property, in a school vehicle, or at a school-sponsored activity or event.  The administration 
shall propose, and the board shall review and approve a plan to address bullying on school 
property, in a school vehicle, or at a school-sponsored activity or event.  Students who have bullied 
others in violation of this policy may be subject to disciplinary action, up to and including 
suspension and expulsion.  If appropriate, students who violate the bullying prohibition shall be 
reported to local law enforcement. 
 
Lansing USD 469 will not tolerate any unlawful or disruptive behavior, including any form of 
bullying, cyber bullying, or retaliation, in its school buildings, on school grounds, or in any school 
related activities.  USD 469 will investigate all reports and complaints concerning bullying, cyber 
bullying, and retaliation in a timely and appropriate manner and take action to end that behavior 
and to restore a sense of safety to all community members. Any student receiving special 
education services involved in a bullying situation shall also be reported to their special education 
manager.  USD 469 will support this commitment in all aspects of its school community, including 
curricula, instructional programs, staff development, extracurricular activities, and parent or 
guardian involvement. 
 
Bullying Definition: 
 
Bullying means any intentional gesture or any intentional written or verbal act or threat that is 
sufficiently severe, persistent, or pervasive that it creates an intimidating, threatening, or abusive 
educational environment for a student or staff member that a reasonable person, under the 
circumstances, knows or should know will have the effect of: 
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● Harming a student or staff member, whether physically, mentally, or emotionally, to include 
Racial and Disability Harassment 

● Damaging a student’s or staff member’s property 
● Placing a student or staff member in reasonable fear or harm to the student or staff 

member or 
● Placing a student or staff member in reasonable fear or damage to the student’s or staff 

member’s property 
 
TYPES OF CONSEQUENCES 
The following are consequences used in this district, in order of severity from minimum to 
maximum.  

● Making eye contact with the misbehaving person 
● Walking toward the misbehaving person 
● Verbal reprimand without humiliation 
● Informal talk 
● Counselor referral 
● Isolation/Loss of recess 
● Behavior contract/Plan 
● Time Out/Opportunity Room 
● Referral to principal 
● Restitution 
● In-school suspension/After school detention 
● Removal from school bus 
● Principal-teacher-parent conference 
● Suspension from school-related activities 
● Out-of-school short-term 1-10 day suspension 
● Referral to local agencies 
● Long-term suspension 
● Expulsion for the remainder of the school year 
● Expulsion for 186 days 

 
Repeated offenses will result in a progressive increase in the consequences. 
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Personnel Records 
--See negotiated agreement 
 
 

Evaluations 
--See negotiated agreement 
 
 

Staff Development 
All plans for staff development involving expenditure of district funds, or which may require time               
away from the employee’s assigned responsibility shall be approved in advance by the principal.  
 
Procedure 

1) E-mail principal with request include cost, location, and vehicle and/or sub requirement 
2) If approved, submit e-req for payment 
3) Submit any travel card requests through book keeper or transportation requests through            

the district website 
 
 

Absences from Work 

FRONTLINE (formerly Aesop) 

Absence Reporting 

Late arrival/early dismissal: 

Anytime you need to leave for more than an hour – either arriving late, or leaving early, it needs to 
be entered into Frontline as a ½ day absence. 

Bereavement Leave: 

In order to receive your two days’ bereavement leave without losing your allotted leave days, 
please use CONF/ACTIVITY as the reason for your absence.  In the Notes to Administrator section, 
please enter “bereavement leave.” 

Sick/Illness: 

You DO NOT have to enter a reason for your absence in the Notes to Administrator section. This 
category is for absences that will occur LESS THAN 24 hours.  The system will automatically assign 
you a sub without waiting for admin approval.  If you would like to have a particular sub for this 
absence, you can also do this without administrative approval.  When completing your absence, 
select the option, “Confirm and Assign Sub,” and follow the steps to do so. 
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Anticipated leave: 

This leave is used for all other types of personal/sick leave that are being scheduled MORE THAN 24 
hours ahead of time.  You do not have to put in your reason for absence. However, this type of 
leave will not let you assign a sub without administrative approval.  If you would like a particular 
sub for this absence, please list the name of the sub in the Notes to Administrator section.  When 
the absence is approved the administrator will assign the sub. IMPORTANT:  if you use this option, 
and list your substitute’s name in the Notes to Administrator section, you must make contact with 
the sub to confirm the job, prior to the absence.   

Conf/Activity: 

This category is used for absences in which the district covers the expense of the sub.  Before this 
type of absence can be approved you MUST complete the Notes to Administrator section stating 
the purpose of the absence.  This is required for auditing purposes.  If you would like a particular 
sub for this absence, please also list the name of the sub in the Notes to Administrator section. 
When the absence is approved the administrator will assign the sub. IMPORTANT:  if you use this 
option, and list your substitute’s name in the Notes to Administrator section, you must make 
contact with the sub to confirm the job, prior to the absence.   

Licensing Procedures 
 
https://www.ksde.org/Agency/Division-of-Learning-Services/Teacher-Licensure-and-Accreditation 
 
 

Decision Path for Awarding Professional Development Points 
All professional development points should be entered into the PDP toolbox. Professional 
development information can be accessed from the district main page.  
 
https://www.usd469.net/vnews/display.v/SEC/STAFF%20RESOURCES%7CImportant%20Links%20a
nd%20Documents%20%28%20Compensation%2C%20Communication%2C%20ESI%2C%20WebKIDS
S%2C%20IEP%20Resources%2C%20PD%29 
 
For questions regarding Professional Development points, please contact building administrators or 
PDC representatives 

 
Employee Conduct 

 
--See negotiated agreement and/or BOE policy 
 
 

Ordering of Materials 
Ordering Procedures (DJEG) 
All requisitions for classroom materials must be completed through Skyward.  
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Once the requisition is approved a purchasing order will be generated. The PO will be used to pay                  
for classroom materials. Order materials and provide the PO number of fax/e-mail a copy of the PO                 
to the vendor. Once the order arrives sign invoice, attach copy of PO & send to Christine at CO. 
 
Use of District Computers/Privacy Rights, Internet, Computer Email (ECH) 
--See negotiated agreement and/or BOE Policy 
 

Racial and Disability Harassment: Employees  - GAACA 
The board of education is committed to providing a positive and productive working and learning 
environment, free from discrimination, including harassment, on the basis of race, color, national origin, or 
disability.  Racial and disability harassment will not be tolerated in the school district.  Racial or disability 
harassment of employees or students of the district by board members, administrators, certified and 
support personnel, students, vendors, and any others having business or other contact with the school 
district is strictly prohibited. 
 
Racial harassment is unlawful discrimination in the basis of race, color or national origin under Titles VI and 
VII of the Civil Rights Acts of 1964, and the Kansas Acts Against Discrimination.  Disability harassment is 
unlawful discrimination on the basis of disability under Section 504 of the Rehabilitation Act of 1973 and the 
Americans with Disabilities Act.  All forms of racial and disability harassment are prohibited at school, on 
school property, and at all school-sponsored activities, programs or events.  Racial or disability harassment 
against individuals associated with the school is prohibited, whether or not the harassment occurs on school 
grounds. 
 
It shall be a violation of this policy for any student, employee, or third party (visitor, vendor, etc.) to racially 
harass or harass on the basis of disability any student, employee, or other individual associated with the 
school.  It shall further be a violation for any employee to discourage a student or another employee from 
filing a complaint, or to fail to investigate or refer for investigation, any complaint lodged under the 
provisions of the policy.  Violations of this policy by any employee shall result in disciplinary action, up to and 
including termination. 
 
Harassment prohibited by this policy includes racially or disability motivated conduct which: 

● Affords an employee different treatment, solely on the basis of race, color, national origin, or 
disability, in a manner which interferes with or limits the ability of the employee to participate in or 
benefit from the services, activities or programs of the school; 

● Is sufficiently severe, pervasive or persistent so as to have the purpose or effect of creating a hostile 
working environment; 

● Is sufficiently severe, pervasive or persistent so as to have the purpose or effect of interfering with 
an individual’s work performance or employment opportunities. 

 
Racial or disability harassment may result from verbal or physical conduct or written or graphic material. 
 
The district encourages all victims of racial and disability harassment and persons with knowledge of such 
harassment to report the harassment immediately.  Complaints of racial or disability harassment will be 
promptly investigated and resolved. 
 
Employees who believe they have been subjected to racial or disability harassment should discuss the 
problem with their immediate supervisor.  If an employee’s immediate supervisor is the alleged harasser, 
the employee should discuss the problem with the building principal or the district compliance coordinator. 
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Employees who do not believe the matter is appropriately resolved through this meeting may file a formal 
complaint under the district’s discrimination complaint procedure in district policy KN. 
 
Complaints received will be investigated to determine whether, under the totality of the circumstances, the 
alleged behavior constitutes racial or disability harassment under the definition outlined above. 
Unacceptable conduct may or may not constitute racial or disability harassment, depending on the nature of 
the conduct and its severity, pervasiveness, and persistence.  Behaviors which are unacceptable but do not 
constitute harassment may also result in employee discipline.  After investigating any complaints of racial 
harassment or discrimination, the district will assess whether the harassment or discrimination has created a 
hostile environment and take steps to end the harassment and eliminate any hostile environment. 
 
If discrimination or harassment has occurred, the district will take prompt, remedial action to prevent its 
reoccurrence. 
 
Any employee who witnesses an act of racial or disability harassment or receives a complaint of harassment 
from another employee or a student shall report the complaint to the building principal.  Employees who fail 
to report complaints or incidents of racial or disability harassment to appropriate school officials may face 
disciplinary action.  School administrators who fail to investigate and take appropriate corrective action in 
response to complaints of racial or disability harassment may also face disciplinary action, up to and 
including termination. 
 
Initiation of a complaint or racial or disability harassment in good faith will not adversely affect the job 
security or status of an employee, nor will it affect his or her compensation.  Any act of retaliation or 
discrimination against any person who has filed a complaint or testified, assisted, or participated in any 
investigation, proceeding, or hearing involving a racial or disability harassment complaint is prohibited.  Any 
person who retaliates is subject to immediate disciplinary action, and up to and including termination from 
employment. 
 
To the extent possible, confidentiality will be maintained throughout the investigation of a complaint.  The 
desire for confidentiality must be balanced with the district’s obligation to conduct a thorough investigation, 
to take appropriate corrective action or to provide due process to the accused. 
 
False or malicious complaints of racial or disability harassment may result in corrective or disciplinary action 
against the complainant. 
 
A summary of this policy shall be posted in each district facility and shall be published in employee 
handbooks and on the district’s website as directed by the district compliance coordinator.  Notification of 
the policy shall be included in the school newsletter or published in the local newspaper annually.  
 

Complaints – KN 
The board encourages all complaints regarding the district to be resolved at the lowest possible 

administrative level. Whenever a complaint is made directly to the board as a whole or to a board 

member as an individual, it will be referred to the administration for study and possible resolution. 

 

Discrimination against any individual on the basis of race, color, national origin, sex, disability, age, 

or religion in the admission or access to, or treatment or employment in the district’s programs and 

activities is prohibited. Harassment of an individual on any of these grounds is also prohibited. The 
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Superintendent of the Schools, 200 East Mary Street, Lansing, Kansas, 913-727-1100 has been 

designated to coordinate compliance with nondiscrimination requirements contained in Title VI of 

the Civil rights Act of 1964, 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, and the Americans with 

Disabilities Act of 1990. Information concerning the provisions of these Acts, and the rights 

provided thereunder, are available from the compliance coordinator. 

 

Complaints About Discrimination or Discriminatory Harassment 

Complaints of discrimination or discriminatory harassment by an employee should be addressed to 

the employee’s supervisor, the building principal, or the district compliance coordinator. 

Complaints by a student should be addressed to the building principal, another administrator, the 

guidance counselor, or another certified staff member. Any school employee who receives a 

complaint of discrimination or harassment from a student shall inform the student of the 

employee’s obligation to report the complaint and any proposed resolution of the complaint to the 

building principal. If the building principal is the alleged harasser, the complaint shall be reported 

to the district compliance coordinator. Complaints by any other person alleging discrimination 

should be addressed to the building principal or the district compliance coordinator. Complaints 

about discrimination, including complaints of harassment, will be resolved through the following 

complaint procedures: 

 

Informal Procedures 

The building principal shall attempt to resolve complaints of discrimination or harassment in an 

informal manner at the building level. Any school employee who receives a complaint of 

discrimination harassment from a student, another employee, or any other individual shall inform 

the individual of the employee’s obligation to report the complaint and any proposed resolution of 

the complaint to the building principal. The building principal shall discuss the complaint with the 

individual to determine if it can be resolved. If the matter is resolved to the satisfaction of the 

individual, the building principal shall document the nature of the complaint and the proposed 

resolution of the complaint, and forward this record to the district compliance coordinator. Within 

20 days after the complaint is resolved in this manner, the principal shall contact the complainant 

to determine if the resolution of the matter remains acceptable. If the matter is not resolved to the 

satisfaction of the individual in the meeting with the principal, or if the individual does not believe 

the resolution remains acceptable, the individual may initiate a formal complaint. After 

investigating any complaint of racial harassment or discrimination, the district will assess whether 

the harassment or discrimination has created a hostile environment and take steps to end the 

harassment and eliminate the hostile environment. 

 

If discrimination or harassment has occurred, the district will take prompt, remedial action to 

prevent its reoccurrence. The district prohibits retaliation or discrimination against any person for 

opposing discrimination, including harassment; for participating in the complaint process; or 
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making a complaint, testifying, assisting, or participating in any investigation, proceeding, or 

hearing. 

 

Formal Complaint Procedures 

● A formal complaint should be filed in writing and contain the name and address of the 
person filing the complaint. The complaint should briefly describe the alleged violation. If an 
individual does not wish to file a written complaint and the matter has not been adequately 
resolved, the building principal may initiate the complaint. Forms for filing written 
complaints are available in each building office and the central office. 

 

● A complaint should be filed as soon as possible after the conduct occurs, but not later than 
180 days after the complaint becomes aware of the alleged violation, unless the conduct 
forming the basis for the complaint is ongoing. 
 

● If appropriate, an investigation shall follow the filing of the complaint. If the complaint is 
against the superintendent, the board shall appoint an investigating officer. In other 
instances, the investigation shall be conducted by the building principal, the compliance 
coordinator or another individual appointed by the board. The investigation shall be 
informal but thorough. All interested persons, including the complainant and the person 
against whom the complaint is lodged, will be afforded an opportunity to submit written or 
oral evidence relevant to the complaint. 
 

● A written determination of the complaint’s validity and a description of the resolution shall 
be issued by the investigator, and a copy forwarded to the complainant and the accused no 
later than 30 days after the filing of the complaint. 
 

o If the investigation results in a recommendation that a student be suspended or 
expelled, procedures outlined in the board policy and state law governing student 
suspension and expulsion will be followed. 
 

o If the investigation results in a recommendation that an employee be suspended 
without pay or terminated, procedures outlined in the board policy, the negotiated 
agreement or state law will be followed. 

 

● Records relating to complaints filed and their resolution shall be forwarded to and 
maintained in a confidential manner by the district compliance coordinator. 
 

● The complainant may appeal the determination of the complaint. Appeals shall be heard by 
the district compliance coordinator, a hearing officer appointed by the board, or by the 
board itself as determined by the board. The request to appeal the resolution shall be made 
within 20 days after the date of the written resolution of the complaint at the lower level. 
The appeal officer shall review the evidence gathered by the investigator and the 
investigator’s report, and shall afford the complaint and the person against whom the 
complaint is filed an opportunity to submit further evidence, orally or in writing, within 10 
days after the appeal is filed. The appeal office will issue a written determination of the 
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complaint’s validity and a description of its resolution within 30 days after the appeal is 
filed. 
 

● After investigating any complaint of racial harassment or discrimination, the district will 
assess whether the harassment or discrimination has created a hostile environment and 
take steps to end the harassment and eliminate any hostile environment. 
 

● If discrimination or harassment has occurred, the district will take prompt, remedial action 
to prevent its reoccurrence. The district prohibits retaliation or discrimination against any 
person for opposing discrimination, including harassment; for participating in the complaint 
process, or making a complaint, testifying, assisting, or participating in any investigation, 
proceeding, or hearing. 
 

● Use of this complaint procedure is not a prerequisite to the pursuit of any other remedies 
including the right to file a complaint with the Office for Civil Rights of the U.S. Department 
of Education, the Equal Employment Opportunity Commission, or the Kansas Human Right 
Commission. 

 

Complaints About Policy 

The superintendent shall report any unresolved complaint about policies to the board at the next 

regularly scheduled board meeting. 

 

Complaints About Curriculum (See IF) 

The superintendent shall report a failure to resolve any complaint about curriculum to the board at 

the next regularly scheduled board meeting. 

 

Complaints About Instructional Materials 

The building principal shall report any unresolved complaint about instructional materials to the 

superintendent immediately after receiving the complaint. 

 

Complaints About Facilities and Services 

The superintendent shall report any unresolved complaint about facilities and services to the board 

at the next regularly scheduled board meeting. 

 

Complaints About Personnel 

The superintendent or the building principal involved shall report any unresolved complaint about 

personnel to the board at the next regularly scheduled board meeting. 

 

Complaints About Emergency Safety Intervention Use 

Complaints concerning the use of emergency safety interventions by district staff shall be 

addressed in accordance with the local dispute resolution process outlined in board policy GAAF. 
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Health Issues 
Privacy of Health Information 
All student health concerns are confidential. 
 
After the nurse or representative of the nurse obtains parental and/or student consent, 
information will be shared on a “need to know” basis. 
 
Health alerts are indicated in Skyward 
 
If you need more information, please contact the nurse 
 
In the sub folder you may indicate a student with a health concern with a notation for the sub to 
call the nurse for information regarding the individual student. 
 
First Aid (JGFG) 
Generally, school employees are not trained to administer medical treatment to students. Only 
qualified employees may diagnose or in any way treat a student suspected of an injury other than 
attempting to make the student as comfortable as possible while waiting for medical treatment. 
Qualified employees are those who have successfully completed an approved Red Cross First Aid 
Program or who have otherwise been approved by the superintendent to administer treatment. 
 
Medications, Administering (JGFGB) 
The supervision of any medications shall be in strict compliance with the rules and regulations of 
the board. District employees may not dispense or administer any medications, including 
prescription and non-prescription drugs, to students except as outlined in board policy. 
 
The school nurse shall be responsible for the overall administration of medication in schools and 
may delegate this to a staff member after receipt of the medication, initial assessment and training 
of the staff member. Should questions arise about the administration of any medication, the nurse 
may be contacted by telephone. 
 
Accidents (JGFG) 
If you are involved in an accident at work, you need to notify the school nurse immediately and fill 
out an accident report. If worker’s compensation is necessary, additional forms will need to be 
filled out. The district office must be notified to determine which doctor/facility to go to. 
 
Any school employee who discovers an accident on school property shall report the accident to the 
school nurse/ secretary. 
 
If the person requires medical treatment, the employee shall: 
 

● Send for medical help; 
● Make the individual as comfortable as possible while waiting for competent medical 

assistance to arrive; and  
● Notify the school nurse/secretary 
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Hazardous Waste (EBBA) 
When hazardous waste is produced in class, or is otherwise located in the district , its disposal shall 
be in accordance with state and federal laws, rules, and regulations. No employee shall bring 
hazardous material to school without the prior approval of the principal. Such material shall be in 
an appropriate container and properly labeled. If an employee discovers waste material, which is, 
or may be, hazardous, he/she should notify his/her supervisor immediately. Hazardous wastes 
include, but are not limited to, wastes that are flammable, corrosive, infectious, highly reactive or 
toxic. Hazardous waste must be placed in an appropriate container affixed with a hazardous waste 
label, which lists the specific contents. Unlabeled containers whose contents are undetermined, 
which may contain hazardous substances, shall not be put in trash containers. All hazardous wastes 
must be properly labeled and stored appropriately until they can be disposed of properly. Placing 
them in trash containers or the sewer system is not an acceptable disposal method. Contact the 
custodian if you have hazardous waste. 
 
 

Safety and Security 
Accidents, Reporting of (JGFG) 
Any school employee who discovers an accident on school property shall report the accident to the 
office immediately. 
 
 
Criminal Activity, Reporting of 
Any district employee who believes any of the following has occurred at school, on school property, 
or at a school-sponsored activity shall immediately report this information to local law 
enforcement: 
 

● an act which constitutes the commission of a felony or a misdemeanor; or 
● an act which involves the possession, use or disposal of explosives, firearms, or other 

weapons as defined in current law 
It is recommended the building administrator also be notified 
 
Safety Rules 
At the beginning of the school year, each teacher shall review safety rules with students and 
periodically during the school year. 
 
Securing Work Area 
Employees are expected to lock or otherwise secure any files, records, safes, tools, vehicles or 
other district equipment at the close of each workday and other appropriate times. 
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Lansing USD 469 
EXTRA DUTY/COMMITTEE PAY  

Employee _______________________                              Student Supervision = $12.00/hr 
School      _______________________    School Improvement = $17.00/hr 
Month of  _______________________                               In house Sub = $17.00/hr 

This form is due to the district office on the last day of the month.  

 

                                                                                                        Total Due__________ 

Employee Signature _______________________________________ Date________________  

Building Principal Approval __________________________________Date________________ 
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