File:  I.15.

ACADEMIC ACHIEVEMENT 

(P)
I.15.3.  
Elementary and Middle School Reports to Parents



Primary School Reports to Parents (Grades 1-3)

tc \l3 "I.8.2.  Elementary school reports to parents.Standardized report cards are distributed to the students at the end of each grading period (nine weeks) to provide the parents with an evaluation of his/her progress in his/her subject areas and indication of weaknesses and strengths.   Report cards are sent home with students approximately one week following the end of the nine week period, with the exception of the end of school when the report cards are mailed home.

· Report cards are sent home with students approximately one week following the end of the nine weeks, with the exception of the end of school when the cards are mailed home. 


The grades on the report cards are reflective of the students’ progress toward mastery of state approved Content Standards and Objectives.

· The grades on the report cards describe the student's progress along the guidelines determined by the teacher.  In common terms, a description of the letter grades might be:

Primary (1-3)
The current grading scale for grades 1-3 is as follows:





VG -
Very Good





  G  -
Good (Progress is commendable)




         S  -
Satisfactory (Average)



   I  - 
Shows Improvement (Better than before)




  U  -
Unsatisfactory (Work is not acceptable)

(P)
I.15.4.
Intermediate and Middle School Reports to Parents (Grades 4-8)


In order to promote continuity in the grading process from the upper elementary and middle school grades to the high school, the grading scale for the core academic subjects for grades four through eight shall be:




Average
Grade
Meaning of Grade




93-100

A
Very good work




85-92

B
Better than average




75-84

C
Average




65-74

D
Weak – Needs improvement




00-64

F
Work is unsatisfactory




I**

**A mark of “I” means that the student did not complete the required work for a nine-week period.  The student will be allowed to complete the required work during the following nine-week period and get the "I" changed to the appropriate letter grade, which he/she has achieved.  If the student fails to make up the required work during the allotted time his/her grade will automatically be recorded as an "F" and be given a percentage grade of 50.  An "I" is generally given when unusual circumstances exist such as illness that prevents the child from doing the required work.


The grading scale for music, health and physical education for grades 4-6 (elementary) shall be:

O  -  Outstanding




  

S  -   Satisfactory (Average)




 

U  -  Unsatisfactory (Work is not acceptable)


The grading scale for music, health, and physical education shall be effective beginning with the 2010-2011 school year.  

Home
File:  P.3.  

Employment of Service Personneltc \l2 "P.6.  Service Personnel
(P)
P.3.8.  
Service Personnel Time Schedules

tc \l4 "P.6.3.1.  Service personnel time schedules.The Pendleton County Board of Education has adopted the policy that the normal workday for all service personnel except bus operators shall be eight hours.  

Bus operators will be expected to devote the time necessary to perform their daily scheduled activities that include trips during the normal workday on a rotating basis (Extra Duty Assignments).  The Superintendent or his/her designee may assign extra trips.  Bus operators must allow the extra time necessary to perform other duties relative to daily runs, inclement weather, preventative maintenance, and the regular cleaning of buses, etc. 


Generally speaking, a bus operator’s work day will consist of six (6) hours which shall include  the time necessary for their morning and afternoon runs to transport students to and from school, the extra time necessary for cleaning, gassing, pre-service inspections and inclement weather.  Bus operators shall also be responsible for scheduling their buses for regular preventative maintenance at the bus garage. 

Bus operators who accept Extra-Curricular assignments which cut across the normal lunch time shall be granted a 30 minute paid lunch period.

Special attention shall be given to the following service personnel work schedule issues:

· Service personnel who work three and one-half hours or less per day shall be paid one-half the amount indicated in the state minimum pay scale.  Those who work more than three and one-half hours per day shall be paid the full amount required by state minimum pay scale if the employee’s supervisor pre-approved the work.

· Service employees whose daily shift is from 6:00 p.m. to 5:00 a.m. shall be paid at least an additional ten dollars per month and one-half of that sum shall be paid with local funds.
· Custodians, aides, maintenance, office and school lunch employees required to work an interrupted work schedule shall be paid an additional amount equal to one-eighth of their salary as provided by their state minimum salary and any county supplement.  Such additional salary shall be paid entirely from county funds.  However, service employees who normally work a split-shift and who agree to work for another employee who does not have a split-shift will not receive the split-shift differential pay for those days worked.
· A service employee’s schedule is considered to be interrupted if he/she does not work a continuous period in one day.  Aides are not regarded as working an interrupted schedule when engaged exclusively in the duties of transporting students.

· Service employees required to work on a legal holiday shall be paid at the time and one-half rate.

· Service employees who work in excess of 40 hours in any week that contains a paid holiday shall be paid time and one-half for the additional time, and such extra pay shall come from county funds.

· Regular service employees who agree to extend their work week by working on a Saturday or Sunday shall be paid for at least one-half day of work and if the employee works more than three and one-half hours, he/she shall be paid for a full day if the work was pre-approved by the employee’s supervisor.

· No service personnel may have his/her daily work schedule changed during the school year without the employee's written consent.  Likewise, the employee’s daily work hours may not be changed to avoid the payment of time and one-half wages or the employment of an additional employee.

· A daily lunch recess of not less than 30 consecutive minutes shall be included in the normal eight-hour workday for all service employees. 

· Service personnel who are requested by a supervisor to work beyond the 40-hour workweek may choose to perform the work for paid overtime and/or compensatory time.

The Board may not establish the beginning work station for a bus operator or transportation aide at any site other than a county board-owned facility with available parking without the written consent of the service person. The workday of the bus operator or transportation aide commences at the bus at the designated beginning work station and ends when the employee is able to leave the bus at the designated beginning work station, unless he or she agrees otherwise in writing. The application for or acceptance of a posted position may not be construed as the written consent referred to above.

(WVC §18A-4-8 and §18A-4-8a)

Because of the rural nature of Pendleton County, certain bus operators (who volunteer to do so) may be granted permission to take their buses home with them at the end of their assigned routes.   In such instances, it is understood by both the Pendleton County Board of Education and the employee that the Board of Risk and Insurance Management liability coverage on the bus shall remain intact during the time it is parked at the employee’s residence in the same manner it would be on Board property.

File:  P.6. 

Employee Contracts and Compensation Plans
 (P)
P.6.10.
Service Employee Volunteer Services at School Functions  (New)


The Board is establishing the following procedures to allow service employees to support the school community by contributing their time to perform volunteer services in the same fashion as parents and other community citizens.  


Service employees may perform volunteer services which have no relationship to their regular work assignment (i.e. ticket takers, chaperoning after hours events, etc.).  It is understood in the instances where a school may pay community volunteers a nominal amount for their services, service employees may receive the same compensation.  However, under no circumstances will the volunteer services of service employees be considered eligible for compensation under the Fair Labor laws.     

File:  P.14.  

Personal Leave and Vacation Policy

(P)
P.14.3.  
Sick Leave Bank


Pursuant to the provisions of §18A-4-10 the Pendleton County Board of Education hereby establishes a Sick Leave Bank for professional and service personnel effective February 17, 2005.  This Sick Leave Bank shall provide Pendleton County employees the option of offering assistance to fellow employees on those occasions when additional sick leave days are needed because of a "Catastrophic medical emergency”.  "Catastrophic medical emergency" means a medical or physical condition that:
· Incapacitates an employee;
· Is likely to require the prolonged absence of the employee from duty; and 
· Will result in a substantial loss of income to the employee because the employee has exhausted all accrued personal leave. 

Special note:  The U.S. District Court {Tawney v. BOE (1977)} has ruled that pregnancy is not a disease and is often untaken voluntarily and is a desired condition; therefore it is not within the definition of a Catastrophic Medical Emergency. 

(P)
P.14.4.  
Personal Leave Donation Program

 
West Virginia Code §18A-4-10(f) requires the Pendleton County Board of Education established a leave donation program pursuant to which a donor employee may transfer accrued personal leave to the personal leave account of another designated employee.  This program is designed to offer assistance to employees who have exhausted all accrued personal leave, is not eligible to receive leave (or any more leave) from the sick leave bank, and requires additional personal leave because of a medical or physical condition that incapacitates the employee or an immediate family member for whom the employee will provide care. 


The Board may not limit the number of personal leave days a donor employee may transfer to a receiving employee who is his or her spouse, nor may it limit the total number of personal leave days an employee receives under the program.  However, the Board may limit the number of days a donor employee transfers to a receiving employee who is not his or her spouse.


A medical doctor's statement which describes the “Medical Catastrophic Emergency afflicting the employee and the expected date of return to work, must accompany the Personal Leave Donation Form before the Personnel Office can consider the request. 

Definitions:


For the purposes of these regulations, the following words have the meanings specified 

unless the context clearly indicates a different meaning:

· "Catastrophic medical emergency" means a medical or physical condition that:
· Incapacitates an employee or an immediate family member for whom the employee will provide care;
· Is likely to require the prolonged absence of the employee from duty; and 
· Will result in a substantial loss of income to the employee because the employee:
· Has exhausted all accrued personal leave; and
· Is not eligible to receive personal leave or has exhausted personal leave available from a leave bank established pursuant to this article;
· "Employee" means a professional educator or school service person who is employed by the Board and is entitled to accrue personal leave as a benefit of employment;
· "Donor employee" means a professional educator or school service person employed by the  Board who voluntarily contributes personal leave to another designated employee; and
·  "Receiving employee" means a professional educator or school service person employed by the Board who receives donated personal leave from another employee
Special note:  The U.S. District Court {Tawney v. BOE (1977)} has ruled that pregnancy is not a disease and is often untaken voluntarily and is a desired condition; therefore it is not within the definition of a Catastrophic Medical Emergency. 

The following conditions must be met in implementing the Personal Leave Donation Program:

· The donor employee voluntarily agrees to the leave transfer; 
· The donor employee selects the employee designated to receive the personal leave transferred; and 

· The receiving employee requires additional personal leave because of a catastrophic medical emergency. 

· The maximum number of days that may be donated to a non-spouse employee shall be five
· The donated leave may not be used to:

· Qualify for or add to service for any retirement system administered by the state; or 

· Extend insurance coverage pursuant to §13-16-5 of the code;

· Each personal leave day contributed:

· Shall be deducted from the number of personal leave days to which the donor employee is entitled; 
· Shall not be deducted from the number of personal leave days without cause to which the donor employee is entitled if sufficient general personal leave days are otherwise available to the donor employee; 

· Shall be credited to the receiving employee as one full personal leave day; 

· May not be credited for more or less than a full day by calculating the value of the leave according to the hourly wage of each employee; and 

· May be used only for an absence due to the purpose for which the leave was transferred. 

· Any transferred days remaining when the catastrophic medical emergency ends revert back to the donor employee.

· An employee may not be coerced or compelled to contribute to a leave donation program.

Special Note:  Professional personnel who receive donations from service personnel shall receive pay at the professional personnel rate—not the service personnel rate.

Service personnel who receive donations from professional personnel shall receive pay at the service personnel rate.   (WVC §18A-4-10F

File:  P.18.


Employee Staff Development Programs


(P)
P.18.5.
Service Personnel Compensation for out of County Conferences (New)


From time to time the Board and or the Superintendent may request certain service employees attend out-of-county meetings for the purpose of training which will be beneficial to the school system.  In those instances, the Board shall compensate those employees for their time in accordance with the Fair Labor Standards Act which requires the compensation procedures outlined in the following pages.

Overnight Travel for Training:

· Employees will receive their regular compensation if the training and travel time occurs during a regular work hours.

· Employees will be compensated for travel time on a non-working day during any hours corresponding to normal work hours (i.e. the employee’s regular work day is 9:00 a.m. to 5:00 p. m.).

· Employees will be compensated for travel time cutting across the employee’s workday regardless of whether the employee is a driver or a passenger in the vehicle.

· The Board will not compensate employees who are passengers in a vehicle when the travel time is outside the employee’s normal working hours.

· The Board will compensate employees for travel time spent outside of the normal working hours during which the employee is driving because the employee is working.  The Board will deduct bona fide meal periods ands periods when the employee is permitted to sleep in adequate facilities provided by the Board.

· Should the Board offer an employee public transportation but he/she requests to drive his/her own vehicle instead, the Board may compensate the employee either for the time the employee spent driving or for the time the Board would have been required to pay the employee during working hours if the employee had used public transportation.

· The Board is required to compensate employees for travel time spent outside of normal working hours during which the employee is performing any work (i.e. the employee is required to ride as an assistant or driver).  The Board will deduct bona fide meal periods ands periods when the employee is permitted to sleep in adequate facilities provided by the Board.

One Day Travel for Training:

· The Board will compensate employees who regularly work at a fixed location for travel time to an from a special one day assignment in another town during regular working hours and outside regular working hours.

· If the travel cannot be characterized as “special” or “unusual” because it is a normal, contemplated, ordinary incident of employment, then the Board:

· Must compensate the employee for any travel time that cuts across his/her normal workday.

· Must compensate the employee for travel time from a fixed location (i.e. normal work station) to the training if the Board requires the employee to report to the fixed location before reporting to the training.

· Must compensate the employee for travel time from the training to a fixed location (i.e. normal work station) if the Board requires the employee to report to the fixed location after the training but before reporting home.

· Must compensate any employee who drives other employees to the training for travel time outside normal working hours but need not compensate the employees who are passengers outside normal working hours.

File:  P. 22.

Substitute Professional Employees


The Pendleton County Board of Education, under the direction of the Superintendent, shall maintain under contract a list of qualified professional personnel who may be called upon to assume the duties of regular employees who find it necessary to be absent from their assignments.  


Substitute assignments shall be made according to the rules promulgated by the Legislature and this body.


(P)
P.22.1.
Substitute Teacher Regulationstc \l2 " P.7.  Substitute Teacher Arrangements  

Substitute teachers may be employed by the Board of Education subject to State statutes and the Superintendent's and the Board’s approval.  Substitute teachers may be employed and assigned to perform the following duties:

· To fill the temporary absence of any teachers or an unexpired term made vacant by a resignation, death, suspension or dismissal.

· To fill the position of a regular teacher on leave of absence.

· To perform the duties of a teacher who is absent without loss of pay as approved by the Board.

When the Board receives information that leads it to know or reasonably expect that a teacher’s absence will prospectively extend for 20 consecutive employment days or more, the Personnel Director shall notify all qualified personnel on the preferred recall list of the opening.  The opportunity to substitute in such cases shall be first offered, in seniority order, to qualified individuals on the preferred recall list. The 20 consecutive day rule applies to employees who are absent with a Board approved leave without pay or who are absent using personal leave benefits.   
  
Principals of all schools are furnished a list of approved substitute teachers.  The principal shall contact substitute teachers on the approved list on an as needed basis.  It shall be the principal’s responsibility to access his/her substitute needs accurately and avoid circumstances where substitute teachers arrive at the school for an assignment only to find out they are not needed.  


In the event an error in assignment is made by the school system, the substitute teacher shall remain at the school for one-half day and perform alternative duties assigned by the principal.  The substitute teacher shall receive compensation for one-half day.  One-half day is to be construed as one-half of the class periods in a rotating schedule (i.e. 4 of 8 periods or 3 of 7 periods) or in the case of a self-contained schedule, one-half of the clock hours in the instructional day.  Substitute teachers will be expected to receive the same notification of emergency school closings as regular teachers and should not report for an assignment if the school is closed and they will not be compensated in any way if they report to a closed school.


In the event a substitute teacher is required after the school day begins, he/she will be compensated in the following manner:

· One-half of the class periods or the instructional day = one-half day of compensation

· More then one-half of the class periods or the instructional day = full-day of compensation


The absent regular teacher shall be required to request personal leave in an amount equal to the amount of time for which the substitute teacher is compensated.

Regular teachers shall notify the principal on the day preceding their anticipated absence indicating number of days they expect to be absent.  Insofar as possible, the regular teacher should notify his/her principal by 7:00 a.m. if he/she is going to be unexpectedly absent.   The day before their return they shall notify the principal and he/she shall likewise notify the substitute.  If teachers fail to notify their principal on the day prior to their return, the substitute shall remain on the job and the regular teacher will forfeit a day of personal leave. 
Teacher absences must be reported on the regular substitute form by the principal even though a substitute is not obtained.  The principal of each school shall have prepared for distribution to substitute teachers, data relative to lesson plans, fire drills, special duties, etc.  If a substitute is mistakenly sent to an assignment and he/she is not needed, he/she shall be paid for his/her travel expense and pay at the rate of one-eighth of what he/she would have received for a full day of substitute work.

Substitute teachers who are “continuously assigned” to the same classroom for more than one-half of a grading period and whose assignment remains in effect two weeks prior to the end of a grading period are to remain in the assignment until the grading period has ended, unless the principal certifies that the regularly employed teacher has communicated with and assisted the substitute with the preparation of lesson plans and monitoring student progress or has been approved to return by his/her physician.

Substitute teachers shall observe the same school day and teaching and duty schedule as required for the regular full-time teacher for whom the substitution is required.  Substitute teachers who teach a minimum of two consecutive days in the same position shall be granted a planning period.  Substitute pay scales may be found in (P)  P. 6.2.  Compensation Guidelines.  

 (WVC §18A-2-3, §18A-4-7, §18A-4-7a and §18A-4-14)

(P)
P.22.4
Substitutes who are Unavailable for or Refuse to Accept Assignments (New)

A substitute employee who is unavailable or refuses to accept assignments is to be excused for the following reasons only:

· A written doctor’s statement for personal illness or illness in the immediate family; 

· A written principal’s statement of a substitute’s obligation at another school on that day; or 

· Death in the immediate family.


An accumulation of three (3) unexcused refusals (Unable to be contacted is considered a refusal) make it necessary for a conference to be held with the Superintendent or his/her designee.  After such conference is held, the accumulation of three (3) additional unexcused refusals may result in the Superintendent recommending to the Board the removal of this individual’s name from the substitute roster.

File:  P. 22. 1

Substitute Service Employees


The Pendleton County Board of Education, under the direction of the Superintendent, shall maintain under contract a list of qualified service personnel who may be called upon to assume the duties of regular employees who find it necessary to be absent from their assignments.  


Substitute assignments shall be made according to the rules promulgated by the Legislature and this body.

(P)
P.22.1.1 
Substitute Service Employees General Guidelinestc \l3 "P.7.1.  Substitute service employees
The Pendleton County Board shall employ individuals for service personnel substitute lists pursuant to §18A-4-15. The Superintendent is authorized to assign substitute service personnel on the basis of seniority to perform any of the following duties:

· To fill the temporary absence of another service employee; or

· To fill the position of a regular service employee who requests in writing and is granted a leave of absence in writing by the Board or to fill the position of a regular service employee who is on workers’ compensation.  
· If the absence caused by a leave of absence or a workers’ compensation claim is to extend beyond 30 days, the Board shall post the position of the absent employee.  If a substitute person is employed to fill the position and is employed 20 or more working days, that person: 
· Acquires regular employee status with the exception of regular employee job bidding rights; 
· Does not accrue regular seniority;
· Shall hold the position and regular employee status only until the regular employee returns to the position or when the regular employee’s employment by the Board ceases;
· Shall be accorded all rights, privileges and benefits pertaining to the position.  However, the phrase “all rights, privileges and benefits” does not include retirement benefits.  Retirement benefits are accorded only to employees who are regularly employed for full-time service.  

· To perform the service of a service employee who is authorized to be absent from duties without loss of pay.

· To temporarily fill a vacancy in a permanent position caused by severance of employment by the resignation, transfer, retirement, permanent disability, dismissal pursuant to §18A-2-8 or death of the regular service employee who had been assigned to fill the position.  

· Within 20 working days from the commencement of the vacancy, the board shall fill the vacancy under the procedures set out in §18A-4-8b or §18A-2-5 of the code, and the person hired to fill the vacancy shall be accorded all rights, privileges and benefits pertaining to the position.  However, the phrase “all rights, privileges and benefits” does not include retirement benefits.  Retirement benefits are accorded only to employees who are regularly employed for full-time service.  

· To fill the vacancy created by a regular employee's suspension.  If the suspension is for more than 30 working days the Board shall post the position according to §18A-4-8b of the Code.  If a substitute service employee is assigned to fill the vacancy, that person:

·  Acquires regular employee status with the exception of regular employee job bidding rights; 
· Does not accrue regular seniority;
· Is accorded all rights, privileges and benefits pertaining to the position until the termination by the county board becomes final or the suspended employee returns to employment. However, the phrase “all rights, privileges and benefits” does not include retirement benefits.  Retirement benefits are accorded only to employees who are regularly employed for full-time service.  

·  If the suspended employee is not returned to his or her job, the board shall fill the vacancy under the procedures set out in §18A-4-8b or §18A-2-8 of the code.

· To temporarily fill a vacancy in a newly created position prior to employment of a service personnel on a regular basis


(P)
P.22.1.2 
Procedure for Assigning Substitutes
To establish a uniform system of providing a fair and equitable opportunity for substitutes to enter upon their duties for the first time, the following method shall be used: The initial order of assigning newly employed substitutes shall be determined by a random selection system established by the affected substitute employees and approved by the Board. This initial priority order shall be in effect only until the substitute service personnel have entered upon their duties for the first time.

Substitutes shall be assigned in the following manner: A substitute with the greatest length of service time, that is, from the date he or she began his or her assigned duties as a substitute in that particular category of employment, shall be given priority in accepting the assignment throughout the period of the regular employee's absence or until the vacancy is filled.  All substitutes shall be employed on a rotating basis according to the length of their service time until each substitute has had an opportunity to perform similar assignments.  

Substitutes shall be assigned in the following manner: 

· Any regular service person employed in the same building or working station and the same classification category of employment as the absent employee shall be given the first opportunity to fill the position of the absent employee on a rotating and seniority basis. In such case the regular service person's position is filled by a substitute service person.  For the purpose of this section only, all regularly employed school bus operators are considered to be employed within the same building or working station.

· The substitute with the greatest length of service time, that is, from the date he or she began his or her assigned duties as a substitute in that particular category of employment, shall be given priority in accepting the assignment.

· All substitutes shall be employed on a rotating basis according to the length of their service time until each substitute has had an opportunity to perform similar assignments.  


The Superintendent’s designee shall contact substitute service personnel on the approved list on an as needed basis.  It shall be the  designee’s responsibility to  assess the substitute needs accurately and avoid circumstances where substitute service personnel arrive at the school for an assignment only to find out they are not needed.  


In the event an error in assignment is made by the school system, the substitute service employee shall remain at the school for one-half day and perform alternative duties assigned by the principal.  The substitute service employee shall receive compensation for one-half day.  One-half day is to be construed as three and one-half hours.  Substitute service employees will be expected to receive the same notification of emergency school closings as regular teachers and should not report for an assignment if the school is closed and they will not be compensated in any way if they report to a closed school.


In the event a substitute service employee is required after the work day begins, he/she will be compensated in the following manner:

· Three and one-half hours  = one-half day of compensation

· More then three and one-half hours = full-day of compensation


The absent regular service employee shall be required to request personal leave in an amount equal to the amount of time for which the substitute service employee is compensated.


(P)
P.22.1.3 
Service Substitute Pay Scale

The salary of a substitute service employee may be found in (P) P.6.2.  Compensation Guidelines.  

Service employees who are employed in regular non bus driver positions and who serve as a substitute drive shall have their pay for such substitute duties based upon their years of experience in that class, but they will not be paid for both assignments at the same time unless leave time is used.  


Generally speaking, WVC §18A-4-15(d) requires the Pendleton County Board of Education to base substitute service personnel salaries upon their years of employment as defined in WVC §18A-4-8 and the salary shall be in accordance with the salary of the person who is regularly employed in the position.  


However, the State Department Office of School Finance has ruled that the salary of a substitute service employee working in positions that have multiple levels, depending upon either years of experience or educational level, shall be based upon the years of employment and educational level of the substitute employee and not upon the years of employment and educational level of the regular employee. 


The Office of School Finance has also ruled that Substitute aides and secretaries will be paid on their own experience and level of education and not those of the employee for whom they are substituting.  


Also, service employees who normally work a split-shift and who agree to work for another employee who does not have a split-shift will not receive the split-shift differential pay for those days worked.

The pay received by regular employees who also serve, as substitute employees for another class title will be based upon their years of experience in that class, but they will not be paid for both assignments at the same time unless leave time is used.  

(P)
P.22.1.8 
Substitutes who are Unavailable for or Refuse to Accept Assignments (New)

A substitute employee who is unavailable or refuses to accept assignments is to be excused for the following reasons only:

· A written doctor’s statement for personal illness or illness in the immediate family; 

· A written principal’s statement of a substitute’s obligation at another school on that day; or 

· Death in the immediate family.


An accumulation of three (3) unexcused refusals (Unable to be contacted is considered a refusal) make it necessary for a conference to be held with the Superintendent or his/her designee.  After such conference is held, the accumulation of three (3) additional unexcused refusals may result in the Superintendent recommending to the Board the removal of this individual’s name from the substitute roster.


All substitutes ARE required to work at all work stations in the entire county and not just in specific, selected work stations.  Substitutes, by virtue of the type of work, could be called at all or any hours of the day and/or night for any of the Pendleton County Board of Education’s work stations.
File:  R.4.  

COMMUNITY USE OF SCHOOL FACILITIES  TC \l2 "R.4.  Community Use of School Facilities 

(P)
R.4.4.
Usage Fees for use of Facilities 


It is not the Board’s intent to establish a Usage Fee Schedule that becomes a profit making arrangement for the school system.  Rather the Usage Fee Schedule reflects the cost for utilities and the necessary use of school personnel to accommodate the needs of community groups which will provide funds to assist the Board in maintaining its facilities in good working condition.  The Usage Fee Schedule shall include a usage rate and refundable deposit (if facility left in acceptable condition) for the use of school facilities.  All fees must be paid in advance.  No new approval for usage will be issued to an applicant until any past delinquencies are satisfied.


The usage rate for use of the facility will be the same for all groups; however, the Superintendent may waive the hourly rate for youth groups (i.e. little league baseball, youth football, etc.).  The Superintendent may also waive the usage fee for recognized and documented non-profit groups within the Pendleton County community (i.e. fire departments, emergency response squads, city agencies, health department, etc.), Documentation of non-profit status may include official documents from federal, state and local governmental agencies authorized to bestow non-profit status upon a group or organization.   However, groups for which the usage fees has been waived will be required to pay any additional personnel costs the Board may incur and the waiving of the usage fee still requires the payment of a surety deposit against possible damage to school facilities.


School related groups such as the PTO and the Local School Improvement council shall be exempt from usage fees.  

Usage Fee

	Up to 2 hours
	$30.00
	
	
	

	Half Day (up to 4 hours)
	$50.00
	
	
	

	Full Day
	$100.00
	
	
	

	Week-end – 2 days
	$150.00
	
	
	

	Week-end – 3 days

Longer than 3 days
	$200.00

$75 per day
	
	
	

	Deposit - $75.00
	
	
	
	

	Per Calendar Day
	$50.00 night
	Ball Fields – additional fee for lights


The Board recognizes that some community groups such as the softball leagues have the capacity to make significant contributions to the upkeep and safety of certain recreational facilities located on school system property.  In the spirit of community cooperation, the Board has authorized the Superintendent to receive offers of in-kind payments from community organizations in lieu of a Usage Fee.  Such in-kind payments may include but are not limited to: payment of utility bills, assistance in maintaining the fields, mowing grass, etc.  All requests for in-kind payments shall be made in writing to the Superintendent who shall have the final word as to what degree of the Usage fee may be waived based upon the nature of the benefits received from the group submitting the request.


A community organization may be granted permission to use a school building for events for which an admission fee is charged under these conditions:

· The net proceeds will be used to help promote a group or community effort;

· The activity must not conflict with any policy stated in this manual or any rule or regulation of the Pendleton County Schools.

When admission is charged, an itemized report of the gross receipts, net receipts, taxes and necessary expenses shall be furnished to the Superintendent of Schools and the principal of the school in which the activity was held.  School organizations shall file a report with the principal only. 

File:  S.6.

ATTENDANCE POLICY

(P)
S.6.9.
Absences


Enrolled students may be lawfully absent from school for the causes or conditions listed below.  Each cause or condition shall be subject to confirmation by the County Attendance Director. The Board authorizes the Superintendent to respond to county-wide health emergency such as a flu epidemic in a manner that is in the best interest of the school system.  He/she may temporarily suspend portions of the attendance procedure such as the requirement for a physician’s note for absences that exceed three days as a means of assisting the community at large in combating a wide-spread infection. 
· Excused Absences
· Illness or injury of the student requiring physician's verification;

· Medical and or dental appointment which cannot be scheduled outside the school day when the absence is verified in writing by the physician or dentist;

· Illness of the student verified by parent/guardian not to exceed three consecutive or five total days per semester.  Verification by a physician will be required if absences exceed three consecutive days. 

· Illness or injury in the family when student absence verified as essential by a physician;

· Illness of the infant child of an enrolled student who is the child's primary caretaker, not to exceed five days per semester.  Verification must be from physician, student's parent/guardian, or student 18 years of age or older.

· Calamity, such as fire in the home, flood, or family emergency upon approval by the school principal;

· Death in the family, limit three days for each occurrence except in extraordinary circumstances.  "Family" is defined as mother, father, brother, sister, grandmother, grandfather, aunt, uncle, brother-in-law, brother's children, sister-in-law, sister's children, student's children, or any person living in the same household;

· Leaves of educational value.  (Example: family educational trips, 4-H educational activities, serving as a Page, etc.)  Parent must fill out county forms and the leave must adhere to the following stipulations: 

· Obtain prior approval of school administrator; 

· The parent must submit an obtain prior approval of the educational plan detailing objectives and activities;  

· The leave may not exceed five days, and there must be verification of implementation of the education plan upon the student's return; 

· A leave that extends more than five days requires County Board of Education approval.   

· School approved extracurricular activities; 

· Legal obligation with verification; 

· Failure of bus to run or extremely hazardous conditions; 

· Observance of religious holidays;
· Handicapped students' absences should be addressed in accordance with State Board Policy 2419, "Regulations for the Education of Exceptional Students
File:  S. 19.


CO-CURRICULAR AND INTERSCHOLASTIC PROGRAMS

tc \l2 "I.9.
Co-curricular and Interscholastic Programs

(P)
S.19.1.
Elementary School Athletics

Price of Admission 
Admission to all games will be $1.50 per student and $2.50 per adult.

Admission to all games will be a uniform price agreed upon by the principals of the three elementary schools.

File:  T.1. 

STUDENT TRANSPORTATION

(P)   T.1.2.1 and (P)  T.1.2.2.  are Draft Policies I did for Charles a few weeks ago.  I am not sure of the status of these policies.  

(P)
T.1.2.1.
Parental Responsibilities


SBP 4336 – West Virginia School Bus Transportation Policy and Procedures Manual          states that the parents of children who receive transportation services from the Pendleton County Board of Education shall:

· Provide written guidance regarding any special care a student may need while riding the bus; 

· Provide supervision at all bus stops until the bus arrives for both pickup and delivery; and   

· The parents/guardians of young children shall be at the bus stop for pickup and delivery of their child.


The Pendleton County Board of Education urges and expects all parents/guardians to comply with the above State Board of Education regulations 

(P)
T.1.2.2.
Student Responsibilities 


Students who are receiving transportation services from the Pendleton County Board of Education shall: 

· Walk on the left side of the road facing traffic; 

· Wait on the bus at the designed stop in an orderly manner;

· Board the bus in an orderly manner;

· Follow the school bus operator(s/aide(s instructions at all times;

· Comply with Policy 4373 Student Code of Conduct; 

· Be responsible for vandalism that occurs on a seat in which they ride;

· Not eat, drink, or place objects in their mouth that may cause a choking hazard while on the bus except for medically necessary foods or medications according to SBP 2422.8 – Medication Administration; 

· Change seats only with permission of the school bus operator when the bus is not in motion;

· Avoid unnecessary conversation with the school bus operator; 

· Keep heads and arms inside bus windows at all times; 

· Report any open exit or released hatch to the school bus operator immediately and

· Provide enrollment information to the school bus operator.

Students shall not:

· Ride in stepwell or forward of front row seats;

· Stand while bus is in motion, at any time a seat is available;

· Throw, or pass, any object of any nature into or from the bus through a door or window; 

· Use profane or obscene language or 

· Open emergency exits, except during emergencies, unless directed by the school bus operator. 


(P)
T.1.9.

Providing Student Transportation to State Academic Competitions 

Throughout the school term, students may be involved in individual state academic competitions.  
Effective July 1, 2010, travel arrangements for students participating in the State Academic Competitions shall be handled by the Central Office Staff member designated by the Superintendent.  For approved trips, the cost of the transportation will be borne by the Board of Education, as funding is available. 


This funding does not apply to departments which have specified funding sources for such trips, such as vocational.   

If a school chooses to send students to a state awards ceremony, the cost for the trip will be borne by the individual student or school.

Groups of Ten or More Students


Travel will be by county owned or leased transportation. Parents may decline to send their children with the county group; however, in doing so they must understand that they are not eligible for reimbursement from the Board of Education for expenses incurred for travel

Groups Fewer Than Ten Students


Small groups of students may be transported to out-of-county school sponsored activities in designated county-owned vehicles other than buses.  For additional information concerning this mode of transportation, please see (P) T.1.10. Limitations on the use of County Autos and Vans to Transport Students. 

Overnight vs. Day Trips


Competitions which take place within a150 mile radius of Franklin shall be approved as day trips.  Competitions which take place in locations such as Charleston shall be approved as overnight trips.  


Students and sponsors who are participating in events that have a starting time prior to 10:00 a.m. may be approved for an overnight stay the night before the competition and an overnight stay the day of the event if said event extends beyond 5:00 p.m.

Teacher/Chaperone-Student Ratio

The approved ratios shall be as follows K-12:

· 1- 10       students       one teacher/chaperone
·  11-15   students       two teachers/chaperones
· 16-20 students      three teachers/chaperones

At least one chaperone shall be a professional employee familiar to the students.  At the discretion of the Superintendent, additional chaperones may be Board approved parent chaperones.

Teacher Compensation and Substitutes


Teachers who agree to chaperone students to out-of-the county events shall be considered to be working their normal day.  They will not receive any additional compensation for travel time or time that extends beyond their normal school day.


A substitute teacher shall be provided for all professional employees approved to participate in these activities.


(P)
T.1.10.
Limitations on the use of County Autos and Vans to Transport Students


Designated county owned automobiles and vans may be used to transport a small number of students on those occasions when it is not practical to utilize a full-sized bus.  SBP 4336 permits the use of county-owned vehicles which have a valid inspection sticker, which are properly insured and are operated by a professional employee when the following conditions are met:

· The driver of these vehicles must have gone through a driver training program.

· Only a van with seating for 10 persons (including the driver) or less may be utilized.

· No more than one van may be used for an activity.  

· Seats may not be removed from a larger capacity van to make it a 10 passenger vehicle.


(SBP 4336)

According to our communications back in October the amendments and revisions to these two policies were approved by the Board on September 9, 2009.  I will put them in the update of the policy manual also.

(P)
I.17.5. 
Honors and Advanced Placement Courses

Pursuant to WVC §18-2E-3a, Pendleton County shall provide Advanced Placement and Honors courses for grades 9-12 as appropriate to meet student needs. The purpose of these programs is to meet the needs of students who have the potential and desire to complete a curriculum more demanding than that offered in the regular classroom for their current grade level.


The Honors and Advance Placement Committee shall determine which courses will be offered at the honors level.  The committee shall consist of the Superintendent (or designee), the high school principal, a counselor and a faculty representative.  The committee shall meet annually to review the honors offerings. 


Honors course offerings shall be based on the high school schedule, and enrollment is the option of each student.  Students shall be informed of which courses are Honors courses, be given a detailed syllabus and assignment/expectation sheet so they may make an informed decision.


Honors courses will be those which exceed the regular graduation requirements and exceed the minimum requirements for college admission.  The Honors and Advanced Placement courses shall be designated as advanced in the WVEIS system and enrolled students will receive an additional quality point for grades earned in these courses.


Example: 
93-100 = 5

85-92 = 4

75-84 = 3

65-74   = 2

(WVC §18-2E-3a and SBP 2510 and 2515)  

Home
(P)
I.17.6.  
Senior Class Rankingtc \l3 "I.8.7.2.  Senior Class Ranking
Pendleton County High School shall include in its handbook a description of the methods that have traditionally been used to rank members of the senior classes for recognition purposes.  This procedure may not be changed without securing permission from the Board of Education prior to July 1 preceding the beginning of the senior year of the class involved.


The Valedictory and Salutatory Honors for Pendleton County High School for the classes of 2010-2012 will be awarded to the students achieving the highest percentage average through their seventh semester of work.  These percentages will include an additional three percentage points added to the grade of each Honors course completed.  


Beginning with the class of 20q13, these graduation honors will be awarded to the students accumulating the highest total number of quality points for grades 9-12 an 8th grade courses taken for high school credit.  


The percentage average and quality point totals in both instances will be calculated for the top 10 students according to WVEIS GPA ranking by the counselor, principal and faculty senate president to ensure accuracy.  For all other purposes, such as college applications, scholarship committees, etc., the WVEIS GPA will be used.

