© ® N O VR W N

=
= O

e e e
N OO v AAWwWwN

Appendix

Appeal of Disciplinary Action

Award for Excellence

Crisis Response - Overview of Procedures
Drug-Free School and Workplace Policy
Emergency Procedures

Family and Medical Leave Act

Family Military Leave Act

First Report of Alleged Occupational Injury or lliness
Harassment Policy - Staff and Student

Internet Policy

Monthly Enrollment Report/Record of Transfer
Professional Growth Policy Procedures

Salary Schedule Advancement Guidelines

Staff Qualifications

Student Rights and Responsibilities

Teacher Evaluation

Negotiated Agreement
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NORFOLK PUBLIC SCHOOLS
NORFOLK, NEBRASKA

Appendix 1 - APPEAL OF DISCIPLINARY ACTION
(Short-Term Suspension)

Name and address of person requesting appeal: Date:

Dateof disciplinary action causing appeal:

Name and position of person(s) who administered disciplinary action:

Explain the student behavior and disciplinary action that resulted:

(Attachother sheets if necessary)

What do you believe should be done instead? (Provide evidence to support your opinion.)

(Attach copies of materials if necessary)

Signature of person making appeal:
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Appendix 2
TO:  All Staff Members
FROM: Bob Hastings
RE: “AWARD FOR EXCELLENCE”
Many Norfolk Public School employees are exemplary in the performance of their

responsibilities.  The “Award for Excellence” was implemented to recognize those
employees for their contributions to our district, students, parents, staff, and patrons.

1. Any staff member may be nominated for the “Award for Excellence” except administrators and
supervisors
2. Nominations may be from co-workers, students, parents, or patrons.
3. The nomination should include:
a. Name of staff member
b. Building(s) assigned
c. Date of nomination
d. Explain reason for nomination in detail:
1) School pride/spirit
2) Shows initiative
3) Positive role model
4) High professional standards
5) Enhances the school environment
6) Community involvement
7) Positive working relationship with staff, parents, students, and patrons
8) Demonstrates excitement for their position
9) Helps further the district and/or building mission and goals
e. Typed or neatly handwritten
f. Signed by person(s) nominating
g. Put in the mail or on delivery to the Director of Teaching/Learning at Central Office labeled
“Award for Excellence” Nomination
4. Selection committee will be composed of:
a. One Board of Education member
b. One elementary principal
¢. One administrator from Junior High
d. One administrator from Senior High
e. One Central Office ex-officio member
5. Committee will meet the last Tuesday of the month preceding the month the award will be
presented
Recipient will be invited to attend the next board meeting
7. Five recipients - September, November, January, March, and May - annually. Recipients receive:
V  $500 to be used in the recipient’s building (with input from the recipient on how the money is used)
V $50 to be used by the recipient at a local restaurant of their choice
V A plaque recognizing their service to the district
Nominations will be carried from one month to the next month
Non-recipient nominations will be carried over for one year
0. Recipients of the award are not eligible again for five years
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Office of Director of Teaching/Learning
Norfolk Public Schools

“Award for Excellence” Nomination Form

Date: / /

Name of staff member:

School(s):

Position (i.e., teacher, custodian, food service, etc.).

Reason(s) for nomination (use additional sheet if necessary):

Signature(s) of person(s) making nomination:

Please place in envelope addressed “Award for Excellence Nomination” on delivery or
send to Director of Teaching/Learning - Norfolk Public Schools - P.O. Box 139 - Norfolk, NE 68702-0139
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Appendix 3 - CRISIS RESPONSE - OVERVIEW OF PROCEDURES

Utilizing the Crisis Response Team

The Crisis Response Team is a supportive service which can help schools assess, plan, and
intervene in crises affecting staff and students. A pre-planned, organized approach has been
shown to be effective in reducing the emotional and social impact of a crisis. The Norfolk Public
Schools Crisis Response Teams have had specialized training to assist building administrators in
directing crisis resolution activities.

To contact the Crisis Response Team call:
Even numbered months Lori Frohberg Jefferson Elementary 644-2546 (Home: 379-3363)
Odd numbered months Anita Theophilus ~ Washington Elementary 644-2557 (Home: 371-8762)

Crisis Response Team Services

Meet with building administrators and key staff to formulate an action plan
Assist in handling media coverage

Facilitate staff meeting to provide information related to the crisis

Support school staff

Help teachers process information with students

Work with students individually or in groups

Be available for contact with parents

Provide helpful, factual information to parents
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Student/Staff Death

Immediate Actions - to be taken by building administrator(s):
* QObtain facts concerning the death(s)

Notify superintendent

Notify crisis team

Decide on time/place for staff meeting

Activate building calling tree

¥ ¥ ¥ ¥

Follow Through - actions to be taken by building administrator(s) in conjunction with crisis team
Update information concerning the death(s)

Develop a plan for the day

Meeting with all building staff

Make announcement to students

Plan for subs if needed

Notify other schools affected

Identify students/staff most affected

* ¥k ¥ ¥ ¥ ¥ ¥
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Potential Suicide Checklist

Suicide threats must always be taken seriously and intervention should be immediate. If a situation is
potentially life-threatening, students and staff need to recognize that the issue of confidentiality does not

apply.

What to do -
Do not leave the individual alone
Refer individual to appropriate staff (administrator, counselor, family specialist) who will do the following:
0 Assess the degree of risk
* Ask student directly if he/she is thinking of suicide

* |s there a plan, how specific is it?
* How lethal is the method?
* How available is the means?
* Has there been a previous attempt?
*  Ask about feelings of anger and depression (crying, sleeplessness, loss of appetite, hopelessness)
*  Ask about history of chemical use
*  Ask wh
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