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ADMINISTRATION HANDBOOK FOR TEACHER 

SHEPHERD SCHOOL DISTRICT #37 
SHEPHERD, MONTANA 

 

INTRODUCTION 
 
This administrative handbook has been developed for use during this school year.  These administrative 
policies and regulations are intended to implement the regularly adopted Shepherd Public School Policies 
and provide a basis for operation and decision making for all members of the teaching staff. 
 
SECTION I is a review of some points of regular school policy that pertains to teachers. 
 
SECTION II is composed of specific policies and regulations set up to help guide you during the current 
school year. 
 
SECTION III is composed of specific policies and regulations as they relate to high school teachers. 
 
SECTION IV is composed of specific policies and regulations as they relate to elementary teachers 
 
APPENDIX is composed of related material that a teacher may need during the school year. 
 
INTRODUCTION 
This handbook for teachers is intended to acquaint you with general administrative rules, regulations, and 
procedures that will be in effect during this school year. 
 
Each year an attempt will be made to add to, delete, revise, and in other ways improve on this handbook.  
Your suggestions and comments are most welcome. 
 
SCHOOL & CLASSROOM HOURS 
School hours for all teaching personnel in Shepherd Public Schools will be from 8:00 A.M. until 4:00 
P.M., with classes beginning at approximately 8:10 A.M. each day.  Please be in your classroom at 8:00 
A.M., and at least five (5) minutes before the afternoon starting time. 
 
Teachers are to step into the hall for supervisory purposes when classes are passing. 
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ADMINISTRATIVE HANDBOOK FOR TEACHERS 
SHEPHERD PUBLIC SCHOOLS 

 

SECTION 1 
 

LEAVING YOUR CLASSROOM AND THE SCHOOL BUILDING 
Teachers are required to remain in school during school hours and in the classroom during scheduled 
classes.  Should it be necessary to leave the building on official school business, please obtain permission 
from your Principal.  If you wish to leave the school early for personal reasons, a leave request form is 
necessary. 
 
ABSENCES AND SUBSTITUTES 
Negotiated policy for personal leave will be adhered to concerning all absences.  If you intend to be 
absent, please fill out a request for leave form and submit it to the building principal and superintendent 
for approval. 
 

SCHOOL TELEPHONE USAGE  
Teachers should feel free to use the school telephone for any official school business. Please do not tie up 
the phones for personal business. 
 
TEACHING CERTIFICATES  
Proper certification is the responsibility of each individual teacher.  Every teacher must file a proper 
teaching certificate in the Superintendent's office and with the County Superintendent of Schools.  This 
should be taken care of immediately at the beginning of the school year.  A transcript must be on file in 
the office of Superintendent of Schools. 
 
TRANSCRIPTS OF CREDITS  
All new teachers in the system must have a complete official transcript of credits sent to the 
Superintendent's office for filing.  As you earn additional credits, a transcript should be filed with the 
Superintendent to justify claims for additional steps on the salary schedule.  All teachers adding credits 
must turn in notice to the Superintendent by February 1. 
 
P.I.R. DAYS (PUPIL INSTRUCTION RELATED DAYS) 
P.I.R. Days are scheduled during the year. 
Note: APPENDIX A - SCHOOL CALENDAR. 
Absences on P.I.R. days for reasons other than illness, approved annual leave, or official school business 
shall result in dockage of pay (1/187 of annual salary). 
 
POLICIES OF BOARD OF TRUSTEES  
Each teacher will be held responsible for policies of the Board of Trustees.  It behooves each teacher to 
become completely familiar with all policies of the Board of Trustees.  A copy is available upon request 
from the District Office or may be found on the school website at www.shepherd.k12.mt.us 

http://www.shepherd.k12.mt.us/
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FERPA 
Staff will follow all FERPA rules and regulations.  Any violations of FERPA rules and regulations 
will result in disciplinary action up to and including dismissal.  See building principal or 
superintendent for details. 
 
EXTRA-CURRICULAR ASSIGNMENTS 
Extra-curricular duties will be required of all teachers.  A salary schedule, where applicable, for these 
duties will be determined by the negotiated contract.  These duties, to be assigned, are to be considered as 
a part of the total teaching job.  The salary schedule is negotiated for the 2018-2019 term.  All teachers 
will turn in a list of rules and regulations for their extra-curricular organization to the building principal 
and A.D.   The Coach/Advisor is in charge of student behavior on the bus trip. 
 
KEYS 
Teachers are furnished the keys that are necessary.  Please be careful that you do not lose your keys.  If 
keys are lost, please notify the building principal.  Authorization must be obtained from administration 
prior to loaning your key to a responsible person in case of emergency. 
 
ACTIVITY NIGHT 
Wednesday of each week will be designated as Activity Night.  No student related activities after 
6:00 P.M. without prior approval from the Superintendent. 
 
STUDENT BEHAVIOR 
Teachers should expect and demand that students in their charge conduct themselves in a reasonable and 
acceptable manner. Rules and regulations governing behavior should be explicit, understandable and 
suitable for the group involved.  Ref:  Student Handbooks. 
 
ORDERING SUPPLIES, TEXTBOOKS, ETC. FROM DISTRICT FUNDS 
Before teachers make purchases, proper procedures and approval must be secured from the building 
principal and then from the superintendent.  Orders that have not been previously approved or bills that 
are presented to the Clerk that do not follow approved procedures will be the responsibility of the teacher 
involved. 
Procedure for ordering is as follows: 
  

1. Shepherd School District #37 now uses an on-line requisition system for purchasing.  To 
use the system a user name and password are required.  The Clerk will help with these.  
Instructions for completing the on-line requisition can be obtained from your building 
principal. 

2. All requisitions require approval from the building principal and the superintendent 
before a purchase order can be processed.  Incomplete requisitions will not be processed. 

3. If the order is a rush, the requisition should so indicate in the note field. 
4. Any items that are on preview/approval need to be entered into the requisition system. 
 

SCHOOL CALENDAR 
A general school calendar will be distributed setting forth major dates for the entire school year.   
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PERMANENT RECORDS  
Student permanent report cards are to be maintained in the school office and are the responsibility of the 
principal.  Elementary teachers should receive complete instructions on the proper keeping of these 
records before making entries. 
 
USE OF SCHOOL BUILDINGS AND FACILITIES 
All requests for the use of school facilities will be handled in accordance with the Board Policy and must 
be processed through the Superintendent's office.  Teachers shall not assume any responsibility of this 
matter. 
 
Students shall not be allowed into the school buildings after school hours unless accompanied or 
supervised by a teacher or other authorized adult person.  If you require a student to be in the building as 
part of a class, it is your job to supervise them.  As per Board Policy, students will not be in classroom 
during the day or night without proper instructor supervision. 
 
CARE OF THE FACILITIES  
All teachers are charged with responsibility for the proper care and safeguarding of textbooks, equipment, 
etc., that is a part of their classroom or department.  Checkout systems, complete inventories, etc., should 
be established to accomplish the necessary safeguards.  Items that are inadvertently lost, stolen, or 
otherwise missing should be reported in writing to the Principal. 
 
FACULTY MEETINGS 
Faculty/Principal meetings will be held in each building at the discretion of the principal.  There will be a 
minimum of 2 meetings per month.  Since teachers have difference of opinions, ideas, viewpoints, 
expression, please air them at teachers' meetings if they deal with school related concerns.  
 
MONTANA HIGH SCHOOL ASSOCIATION RULES  
Teachers in charge of activity groups that fall under jurisdiction of the M.H.S.A. will be expected to 
enforce all rules and regulations that are applicable to their particular group. 
 
TEACHERS RETIREMENT SYSTEM 
Montana teachers are members of the Teachers’ Retirement Systems. Teachers are covered by 
Unemployment Compensation and Workman's Compensation. 
 
STAFF DRESS 
Employees will dress in a professional manner.  Employees of the Shepherd Public School system shall 
be neatly attired and groomed while discharging their responsibilities to the district.  Remember you are 
setting an example for your profession. 
          
TEACHER AFFILIATED ORGANIZATIONS  
Teachers who belong to organizations of their choice such as Montana Association of Librarians, 
National Council of English Teachers and any other organization, please be aware of the new policy in 
regard to dues. School District #37 will not pay dues to any organization either from district or activity 
funds.  You are responsible for your dues. 
 
The administration will review each request to attend professional meetings with the following in mind: 
 1. Are you a member of the organization? 
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 2. Will your attendance enhance the learning skills of students or enhance your area of 
expertise? 

 3. How many meetings do you plan to attend during the school year? 
 
The school district will pay negotiated mileage/cheapest transportation as per the negotiated agreement.  
No per diem or lodging shall be paid without prior approval from the Superintendent. 
 
The above policy does not pertain to school student sponsored activities. 
 
CLASSROOM MANAGEMENT IDEAS 
All teachers will be in their respective classrooms before students come into the room for class.  This 
implies that order can be obtained much easier and the instructional program can proceed without delay if 
teachers assume control from the beginning of each class.  The classroom should be a place of orderly 
activity.  The teacher who is well prepared and who has planned carefully for the use of every minute of 
the class will undertake their work under conditions favorable to success.  Students are not to be out of 
class without a pass. 
1. Move about the room frequently. (Don't develop "sititus".) 
2. Use your eyes.  Look at all parts of the room regularly. 
3. Word questions clearly and insist on clearly stated answers. 
4. Allow for supervised study time in class. 
5. Make all assignments and explanations clear and definite. 
6. Establish classroom regulations by the end of the first week of the semester-what students may do 

and what they may not do. 
7. Have an understanding with the principal about what types of discipline should be sent to the 

office. 
8. Don't make a major issue out of trivial offenses.  (You can win a battle and lose the war.) 
9. Don't accept impertinence. 
10. Don't talk too much, too fast, or too loudly. 
11. Avoid group punishment for the mistakes of individuals. 
12. Avoid threats you cannot enforce. 
13. Look for ways to relieve or prevent tensions in the classroom by varying your methods, e.g., 

introducing guest speakers, films, and field trips. 
14. Remember the Principals and Superintendent are ready to help you.  We will consider it a 

strength if you recognize problems and discuss them with us. 
15. Consistency is a most important aspect of good discipline.  Avoid "good" days and "bad" days! 
16. Teach Bell to Bell from the 1st day through the last day of school. 
 
PROFESSIONALISM  
Be proud of the teaching profession and your part of it!  If you don't think your job is important, who 
will!  The "griper" may gain vocal sympathy but not constructive and positive support. 
Be a good citizen where you are!  Show an interest in your community and remember that it is your 
community while you're there.  Big or small, it deserves all you can contribute. Voting is certainly a 
prime requisite of a good citizen, but there is much more.  We have to show pride in our community as 
well as its organizations. 
 
Do a good job of teaching the whole child!  I'm sure we've all been trained with this theory in mind, but 
sometimes we may forget and think of ourselves as subject matter specialists responsible for a student 
only while he/she is in our room taking our subject.  WE are responsible for the development of these 
youngsters in all aspects.  We can't overlook certain things with the alibi that, "It isn't my department." 
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Know People Better!  We can't be introverts and do a good job of teaching.  We have to know more about 
a student than the classroom alone denotes.  We must be friendly with people to the point that they will be 
frank and earnest with us. 
 
Look as good as you can!  People expect us to present a good appearance.  They don't expect us to look 
like they do on their jobs.  They'll respect us more if we present a good appearance (especially while on 
the job).  Put your best foot forward! 
 
Support your professional organizations. Don't be the "weak link" in your own chain. To change Lincoln's 
statement a little - United we progress, divided we stagnate. 
 
In addition, I'd like to add these (a sort of "This I Believe"): 
 
I believe professionalism is putting school first! 
 
I believe that if we are going to get professional salaries, we can't be 8:00 to 4:00 people all the time!  
This type teacher shows lack of interest in their work and gives the impression that teaching is an easy 
job. Let's render the services along with the demand for increased salaries. 
 
Support the community!  Often, a beginning teacher will feel that the community isn't as nice as the one 
they came from and express this opinion freely.  This type of thinking creates a rift that prevents good 
morale.  If this area does not meet your standards, I would advise you to pitch in and improve it.  If you 
feel improvement is impossible, you had best resign. 
 
Support your school, your colleagues, and the students.  A salesperson doesn't speak derogatorily about 
their company, other fellow salespeople, or their product.  We must be positive to warrant the confidence 
of the public. 
 
Please do not accept less than a student's best.  Practice makes perfect, only with perfect practice.  By 
allowing a student to turn in less than his/her best, we train bad habits. 
 
SEXUAL/RACIAL HARASSMENT/INTIMIDATION POLICY STATEMENT  
The Shepherd Public School is committed to a positive and productive working and learning environment 
free from discrimination.  Discrimination adversely affects morale and interferes with employee and 
student ability to work and learn.  The District prohibits sexual/racial harassment or intimidation of its 
employees or students, whether committed by a co-worker, supervisor, subordinate, contractor, volunteer 
or students, and finds such behavior just cause for disciplinary action.  The District will not tolerate such 
behavior between members of the same or opposite sex. The District will take prompt, effective and 
remedial action on complaints, grievances, and reports of sexual/racial harassment or intimidation 
(including informal reports of inappropriate sexual or gender-directed conduct) which come to the 
attention of the District. 
 
The District prohibits retaliation against any employee or student because he/she has made a report of 
alleged sexual/racial harassment, or intimidation against any employee or student who has testified, 
assisted, or participated in the investigation of a report.  Retaliation is itself a violation of federal and state 
regulation prohibiting discrimination and will lead to disciplinary action against the offender.   
 
This policy applies to individuals attending any events on District property, whether or not District-
sponsored, and to any school-sponsored events, regardless of location. 
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A substantiated charge against a student shall subject that student to student disciplinary action including 
suspension or expulsion, consistent with the District’s student discipline policy. 
               
Title IX Coordinator – Elementary Counselor, 373-5516 ext. 112 
 
Required training will take place once a year. 
 
EMPLOYEE DRUG AND ALCOHOL POLICY 
The unlawful possession, use or distribution of illicit drugs and alcohol on school premises or as part of 
any school activity is prohibited. 
 
Disciplinary sanctions will be imposed on employees violating these standards of conduct up to and 
including termination of employment and referral for prosecution. 
 
Drug and alcohol treatment is available in Yellowstone County at Rimrock Foundation.  Any employee 
who has been disciplined or terminated for violations of standards may clear his/her record or apply for 
reinstatement after successfully undergoing treatment for Chemical Dependency. 
 
The district will annually notify employees that compliance with these standards is mandatory. 
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SECTION II 
 

ADMINISTRATIVE POLICIES & REGULATIONS FOR ALL TEACHERS 
 

DATA MANAGEMENT 
It is the teachers’ responsibility to record and track data related to individual students and school wide 
goals, whether it be RtI, Title 1, standards, etc.  Data must be entered in a timely fashion as directed by 
each building principal. 
 
GOALS 
All teachers will develop professional goals as directed by the building principals 
 
WEEKLY LESSON PLANS 
Weekly lesson plans will be made mandatory.  Plans should be detailed enough to guide a substitute 
teacher and to serve as a reference for yourself.  Lesson plan books are to be left at the school. 
 
SCHOOL STARTING TIME 
Classes will begin at approximately 8:10 A.M. for Grades K-12. 
 
DISMISSING TIME SCHEDULE 
A schedule will be used for dismissing students at noon.  The noon schedule will serve as a Hot Lunch 
Schedule.  This schedule will be set up by the Elementary and High School Principals. 
 
MOVIES 
Movies shown at Shepherd School must be approved by the Principal prior to showing, and must be tied 
to the curriculum and subsequent lesson plans. 
 
Movies will not be shown for entertainment purposes. PG and PG-13 rated films shown at Shepherd 
School will require the student to have parent permission, (instructors will provide the permission form), 
before the student will be allowed to view the movie.  If the movie is being shown for a class related 
grade, and the student does not acquire viewing permission from their parent/guardian, an alternative 
assignment will be provided. 
 
CLASSROOM NEATNESS 
Every teacher should insist on good housekeeping habits on the part of their students and themselves.  
Desks should always be in order, papers picked up, etc., before students are dismissed.  Teachers should 
close windows and turn out lights before leaving their classroom. 
 
CARE AND USE OF SCHOOL EQUIPMENT AND FURNITURE 
You are responsible to see that students do not sit on desk tops, carve on the furniture, etc.  The condition 
of your room indicates part of your effectiveness as a classroom instructor.  Please be alert to this 
problem.  Please do not sit on furniture or desks yourself.  Your cooperation with the custodial staff is 
absolutely necessary to maintain the proper use and care of the room. 
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TEACHER RESPONSIBILTY 
You will be directly responsible to the building principal.  All matters pertaining to the instructional 
program, student control, reports, records, lunch program, purchasing, etc., shall be directed to your 
principal. 
 
Should you feel it necessary to deal directly with the Superintendent of schools, please feel free to do so 
after advising the building Principal. 
 
TEACHER RESPONSIBILITIES TO THE SUBSTITUTE TEACHER 
It is the classroom teacher's responsibility to prepare the students for the substitute teacher.  The teacher 
should explain reasons why substitutes must be called in during the year, and what is expected of the 
students in ways of class attitude, studying, and behavior. 
 
Teachers are to notify the principal and/or designee in the morning when a substitute is needed.  In case of 
an emergency contact the office as soon as possible.  If a teacher knows in advance when a substitute is 
needed, they are to let the secretary know as far in advance as possible. 
 
Lesson plans, records and grade books are to be current and available for the substitute.  Leave these in 
your desk, mailbox in teacher's room or preferably in the office with the secretary. 
 
Indicate in your plan book, students in your classes who may assist the substitute. 
 
If you know in advance that you are going to be gone, go over the lesson plans with the substitute and 
explain what is expected of the students for that day. 
 
WELCOME THE SUBSTITUE 
Welcome the substitute by introducing yourself and your fellow teachers.  If you are familiar with the 
level or subject area, give as much help as possible to the substitute.  Make the substitute's stay as 
pleasant as possible. 
   
SUBSTITUTE FOLDER 
Each teacher is to keep a substitute folder in the building office which will be completed by the second 
week of school.  It is to include the following information: 

a. A list of students in your classes who may assist the substitute. 
 b. A seating chart or roll list of students. 
 c. A list of students who may have difficulties in class. 
 d. A list of students on medication. 
 e. A list of students with handicaps, as applied to that specific class. 
 f. Fire drill exit schedule. 
 g. Class and bell schedule. 
 h. Lunch and duty schedule. 
 i. Emergency medical information. 
 j. Detention policy. 
 k. Accident reports - how to fill out reports and what procedure to follow. 
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MATERIALS TO BE POSTED IN THE CLASSROOM 
a. Class Rules 
b. Class Schedule 
c. Academic Expectation Standards. 

 d. Fire Drill Exit Route. 
  
SPECIAL AREA TEACHERS 
Library, shop, labs, music and P.E. 
 a. Have students assigned to help substitute. 
 b. If you know in advance when you will be gone, plan a lesson that a substitute can carry 

out. 
GRADING OF ASSIGNMENTS 
Teachers are responsible for correcting and grading daily assignments, unless the substitute is working on 
an extended basis over five consecutive days. 
 
FIRE DRILL PROCEDURES 
Fire drill procedures will be made known to all teachers and students and will be posted in all classrooms.  
Teachers are responsible for instructing students of procedures and for seeing that they are carried out 
with speed in an orderly manner. 
 
Do not open any fire escape windows.  
The Principal will establish fire drill procedures for the building and instruct each teacher of his/her 
duties. 
 
The Principal is responsible to conduct drills in accordance with State Law. 
 
LOCK CLASSROOM DOORS  
Whenever a teacher is out of his classroom, the door should be locked.  This is particularly necessary at 
noon hour and after school is dismissed.  A good rule to follow is - keep your door locked. 
 
GENERAL BEHAVIOR AND DISCIPLINE PROBLEMS 
We can improve the general atmosphere of the school if each teacher is aware of and takes care of 
problems when they arise.  Particular attention may be needed in the following areas:  in your classroom 
and the hall area near your classroom before school starts in the morning and after the lunch hour. 
 
Teachers who are in charge of extra-curricular accounts and teachers who have earmarked District Funds 
for the operation of your department must be particularly careful about over-spending your budget.  
Basically, it is your responsibility to operate within your income from year to year. 
 
BUILDING/CLASSROOM DISCIPLINE  
Discipline should be considered as the action necessary to maintain an atmosphere that is conducive to a 
good learning situation.  It shall be the duty of the teacher to handle matters that arise in the classroom.  
Good planning and a feeling of mutual respect between teacher and students are the keys to success in the 
matter of student control.  Serious cases of misbehavior should be referred to the Principal.  If a student 
is sent to the office, teachers are required to call the parents. You are responsible to instruct your 
students of your classroom management rules.  Rules for your classroom as definition of tardiness, 
talking, wearing of coats in class, bringing in pencil and paper, etc. are rules of your classroom.  Each 
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instructor must inform students of the rules which are set for the specific classroom. Then, please enforce 
these rules.  All rules should be reasonable and to a specific behavior desired. 
 
TRANSFERS, NEW STUDENTS ENROLLING 
When a student transfers from your classroom for any reason the teacher will send the Guidance Folder, 
Health Record, and Permanent Record Card to the Principal's office.  Records must be complete. 
 
When a new student enrolls in your room, check their cumulative folder for Special Education, Title I, 
504 or custodial issues.  Special Education Teacher review IEP and share with your building principal, 
and share accommodations with classroom teachers. 
 
 
PUPIL ACCOUNTING PROCEDURES 
 A. Absences are to be done on Power School at the beginning of the school day and 

after lunch for Elementary, and each period in the Middle School and High School. 
 B. Keep a record of absentees in your grade book.  Following a student's absence, call for 

his/her Admit Slip.  The admit slip is to be initialed by each teacher concerned and 
returned to the student. Do not admit a student to class if he/she does not present an admit 
slip. 

 C. Students who are tardy will be admitted to class.  Report these students as tardy in Power 
School. 

 D. The permit to leave the building during school hours will be issued by the office.  Do not 
assume this authority. 

 E. Permission may be granted by a teacher for a student to move from one place to another 
in the building - by signing a Pass. 

 
PARENT-TEACHER CONFERENCE 
Teachers should always be willing to take the necessary time to arrange for desired conferences with 
parents whether it be at your request or the parents' request.  Conferences are scheduled for two periods 
each year. 
 
Courteousness and willingness to work with parents will pay big dividends in good feeling toward the 
school. 
 
All parents voicing a complaint about an instructor, Principal, Superintendent, Board of Trustees, etc., are 
to fill out a complaint form and the person(s) shall be notified of the nature of the complaint.  If the 
parents do not sign a complaint form, it is to be so noted on the form and placed on file.  This file is to be 
available as non-personal file. 
 
SCHOOL INSURANCE 
Students and teachers will have an opportunity to enroll in a school accident insurance program early in 
the school year. 
 
FIELD TRIPS  
Field trips must be requested and approved two (2) weeks in advance by the building principal.  A 
request form is to be used and must be turned in to the principal/bus supervisor one (1) week in advance 
of the trip.  You are required to notify all impacted staff:  eg. specialist, kitchen staff, school 
secretaries, etc. 
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STUDY HALL INSTRUCTOR 
Remain in your study hall during the class period.  If you must check on a student, please make sure your 
class is under control.  Students are not to sign themselves out to other classrooms, this is done by 
permission and signature of the instructor in the class in which the student wishes to visit. Only done by 
the permission and signature of the instructor in which the student is attending. 
 
SUSPENSION FROM CLASS-REGULAR CLASSROOMM STUDENTS 
This is the procedure for handling any student who is out of a class for an infraction of rules and 
regulations: 
 1. Instructor will follow the building’s RtI/MBI behavior and intervention support plan for a 

suspension from class. 
 
Any teacher desiring to contract with a student on academic goals or objectives may do so.  Parents are to 
sign the contract also.  (Copy to Principal) 
 
Special Education students who are in violation of classroom and school rules and regulations must be 
dealt with as follows: 
 1. If the cause of the inappropriate behavior is a result of the student's handicap condition, 

the evaluation team will be convened to determine a course of disciplinary action to be 
taken (within three (3) days). 

 2. If the cause of the inappropriate behavior is not a result of the student's handicap 
condition and it has been predetermined by the student's evaluation team, regular 
disciplinary action/procedure will take place.  If it has not been predetermined, the 
evaluation team will be convened to determine if a student's handicap condition has 
anything to do with the inappropriate behavior.  A determination will be made by the 
evaluation team. 

 
HOT LUNCH PROGRAM AND DUTIES  
Three high school teachers will supervise the lunchroom/halls during each lunch period of High School 
students. Two Middle School teachers will supervise the lunchroom/halls during each lunch period of 
Middle School students. 
 
On-duty-teachers will receive a free meal which includes 1 milk.  A juice or extra milk will need to be 
purchased. 
 
CARE OF TEXTBOOKS  
A record of all textbooks issued to students will be kept by the teacher.  The condition of the book should 
be noted when the book is issued.  When books are turned in at the end of the year, the condition should 
be noted again and a fine levied if the books have been misused.  A fine list will be called for during the 
last week of the school year. 
 
NEWS RELEASES-PUBLICITY  
Publicity concerning classroom or general school activities is very desirable.  News that a teacher or an 
organization wishes published will be submitted to the Superintendent's office for processing. 
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ATTENDING SCHOOL FUNCTIONS  
In addition to attending activities where you have an assigned duty to perform, teachers are encouraged to 
attend as many of the school's functions as possible.  If you find it impossible, please advise the office in 
advance and find a substitute. 
 
PUBLIC RELATIONS  
The best public relations program that a school can practice is to send home each day students who have 
learned and who are secure in their feeling about school.  Teachers are depended on to be the best public 
relations agents of the school by conducting good instructional programs each day of the year and by 
being consistent and fair in your dealings with students. 
 
TEACHER PROBLEMS 
If you have a problem connected with the affairs of the school, the proper place to air it is in the 
Principal's office.  Your concerns are to be handed in on a written form available in the office. 
 
BOARD POLICY 
A copy of the current Board Policy manual is located on the Shepherd School website and the 
Administration office. 
 
USE OF SHOOL FUNDS-DISTRICT & EXTRA CURRICULAR ACCOUNTS 
Teachers who are in charge of extra-curricular accounts and teachers who have earmarked District funds 
for the operation of your department must be particularly careful about over spending your budget.  
Basically, it is your responsibility to operate within your income from year to year. 
 
EXTRA-CURRICULAR ACTIVITIES FUNDS 
All money earned by student groups in the high school or elementary school must be turned in to the 
Activity Accountant for accounting purposes.  All bills must be paid by check from the Activity Account 
Fund.  No money will be issued for any activity unless the office okay’s the activity prior to scheduling it, 
money must be deposited daily. 
 1. Turn in money and a receipt will be issued by the Activities Accountant. 
 2. An account for your organization's funds will be set up in the Activity Account Fund. 
 3. When you receive a bill, turn it into the office with a request for bookkeeping purposes. 
 4. A request for disbursement must be accompanied by an invoice, or other billings - not 

just a request. We must have supporting vouchers to satisfy auditing requirements. 
 5. No fund will be overdrawn by order of the State Auditor. 
 6. No activity will be scheduled without the permission of the AD/Principal. 
 7. Teachers who are in charge of extra-curricular accounts and teachers who have 

earmarked District Funds for the operation of your department must be particularly 
careful about over-spending your budget.  Basically, it is your responsibility to operate 
within your income from year to year. 

 
END-OF-THE-YEAR ACADEMIC PROGRAM 
The month of May becomes particularly difficult if normal student workloads are not expected.    Keep 
students busy with classroom instruction until the last day of school. 
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END-OF-THE-YEAR REPORTS AND RESPONSIBILLITIES 
At the close of the school year, teachers will be held responsible for the following: 
 A. Get rooms, desks, files, etc. in good order to facilitate summer cleaning and maintenance 

work. 
 B. Turning in the following things to the office: 
  1. Complete room and special department inventories. 
  2. Permanent grade sheets for each class of special credit activity. 
  3. Grade books. 
  4. Extra-curricular ledger books and files of vouchers. 
  5. All school keys - labeled with your name. 
  6. Maintenance list. 
  7. Teacher Folder - Handbook - Board Policy 
 C. Paychecks will not be issued until check out is finished 
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 SECTION III 
PROCEDURES FOR HIGH SCHOOL AND JUNIOR HIGH TEACHERS 

 
HIGH SCHOOL & MIDDLE SCHOOL SPECIAL DUTY ASSIGNMENTS  
 A. All teachers are expected to be in the halls monitoring students prior to the first bell 

of the day and between each period. 
  1. Students are to come to their first and fifth period classrooms after taking care of 

normal business in the office, lavatories, etc. 
  2. Each teacher will be responsible for general orderliness in your classroom and in 

the hall area near your classroom during these times. 
  3. Instructors are to supervise any and all assemblies.  Please get up and sit with the 

students when supervising. 
 
 B. Special duty assignments will be made on a weekly basis.  If teachers find it necessary to 

be absent from a duty that is scheduled, it will be their responsibility to find a 
replacement. 

 
STAFF NOTICES  
Staff notices will generally be distributed to teachers weekly, notifying you of all contemplated events for 
the coming week so that better planning may result.  It will be required that the office be advised at least 
one (1) week in advance of any plans that will result in other teachers being affected:  i.e., field trips, 
athletic trips, movies, special testing, etc. 
 
ADVANCE MAKE-UP WORK/SEMESTER TESTS 
Please note Student Handbook. 
 
EXTRA-CURRICULAR ACTIVITIES  
Organization advisors are to personally supervise all activities of their groups.  A meeting will not be 
considered legal nor will the action taken be considered legal unless the advisor is present. 
 
Advisors are encouraged to become an active and interested partner in the groups that you advise.  
Students should be encouraged to do a good job in these endeavors as well as in their classroom 
endeavors. 
 
ELIGIBILITY RULES 
1. Students who are not academically eligible for activities would be able to participate in activities 

that are class-related and do not miss class to participate.  These activities must occur at our 
school.  No traveling privileges will be allowed.  Examples would include Industrial Arts Club on 
Tuesday night; Chorus and/or Band performing at our own concerts; Pep Band that performs at 
home games but would not travel. 

 
2. Extra-Curricular Eligibility will be based upon mid-term, quarter, and MHSA requirements.  

Dates that eligibility will be checked are: 
Sept 21, Oct 26, Nov 30, Jan 11, Feb 15, Mar 22, Apr 26, May 23 
 
Students who receive one or more Fs on any grade check date will be ineligible until the next 
grade check date. 
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3. Entering freshmen students who received one or more Fs during their fourth quarter grade of their 

8th grade year will be eligible until the first grade check of their freshman year. 
 
4. Every Tuesday, coaches and advisors will be given weekly grade checks that cover their 

participants. 
 
5. Transfer students enrolling at Shepherd High School must meet the above eligibility 

requirements. 
  
6. If a student is assigned an “Incomplete” during the grade check date period, he/she has NOT 

received a passing grade and is, therefore, not eligible for any extra-curricular activities until a 
regular grade is given. 

 
7. Eligibility CAN NOT be re-established by taking summer school or on line classes.  
 
8. Eligibility for the Coast Trip, Close-Up, and Honor Band will be based upon the sixth progress 

report. 
 
HIGH SCHOOL CONTROL FUND ACCOUNTING PROCEDURES 
As the advisor of an organization or activity, you will be considered as the official treasurer of that 
organization.  An accounting ledger book will be given to you at the start of the year with a balance figure 
in the account carried forward from the audit report. 
 
Entries in your ledger book will be made only when you have an official voucher (receipt or 
disbursement) from the office.  This will ensure that you have a voucher to substantiate each entry.  (The 
ledger and the file are to be turned in at the end of the school year.) 
 
All money is to be turned into the Activity Accountant daily.  An official receipt will be issued at that 
time.  They will be placed in the sponsor's mail box. 
Billings that come to the office for your organization will be authenticated by you for payment. When 
payment is made, you will receive a copy of the request for disbursement.  If you receive the billing rather 
than the office, please turn it in immediately.  In each case, we need the original invoice to keep on file. 
 
Purchases for your organization must be cleared through the Advisor and Principal.  A purchase order 
must be used to purchase supplies. 
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SECTION IV  
SPECIAL RULES, REGULATIONS & PROCEDURES FOR 

ELEMENTARY TEACHERS 
     
DAILY PROGRAMS  
According to Montana Law, a copy of the daily schedule is to be posted in every classroom.  This shall be 
done on a card to be provided and shall be posted on the inside of your classroom visible to all students.  
Turn in a duplicate card to the Principal and Secretary. 
 
Grades K-3 will have recess in the morning and afternoon, but times will vary. 
 
Flag salute will be a minimum of 1 time per week. 
 
SPECIAL ACTIVITIES 
All parties, field trips, etc., must be arranged with the Principal at least two (2) weeks in advance of the 
activity.  If other teachers or classes are to be invited to the activity, they should be notified well in 
advance.  Failure to make proper arrangements will result in cancellation.  All department heads are to be 
notified of the field trips one (1) week in advance of the excursion. 
 
Transportation needs should be arranged with the Principal.  Unless special arrangements are made, 
teachers are responsible to see that buses are back in Shepherd by no later than 3:00 p.m. 
 
SPECIAL DUTY ASSIGNMENTS 
Assignments for recess duty, noon playground duty, bus loading duty, concerts, etc., will be made by the 
Building Principal. 
 
STAFF NOTICES 
Staff notices will generally be distributed weekly, notifying you of all contemplated events for the coming 
week, so that better planning may result.  However, you should check your mailbox daily. 
 
RETURNING FROM RECESS 
Classes returning from recess shall be instructed to line up at their entrance door when the bell rings 
ending the recess period.  Teachers shall meet their class and supervise their movement to the room. 
 
 
SEXUAL HARRASSMENT POLICY STATEMENT 
Employees of the Shepherd School District #37 are entitled to the opportunity to work in an environment 
free of discrimination, whether it is based on sex, race, color, religion, national origin, marital status, 
political belief, age or handicap.  Sexual harassment is one form of discrimination that undermines the 
integrity of the employment relationship, lowers morale, interferes with productivity and adversely affects 
the careers of Shepherd School District #37 employees.  Sexual harassment, which affects employment 
decisions or creates an offensive working environment, is both a prohibited personnel practice under the 
Montana Human Rights Act and a violation of Title VII of the Civil Rights Act of 1964.  A mutually 
acceptable relationship can turn into sexual harassment if unwelcome advances are continued.  Shepherd 
School District #37 employees should distinguish mutual, acceptable social relationships which do not 
encroach on the working environment from sexual harassment.  Any deliberate or repeated unsolicited 
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comments, gestures, or physical contact of a sexual nature, which are unwelcome constitute sexual 
harassment. 
 
Shepherd School District #37 employment demands from each of us the highest standards of honesty, 
integrity, and impartiality when carrying out the business of the Shepherd School District #37.  Sexual 
harassment and other conduct which violates these standards will not be condoned or tolerated.  It is the 
policy of Shepherd School District #37 to take direct and immediate action when informed of violations 
and to enforce the full range of liability and protection created by Title VII and the Montana Human 
Rights act.  Each of us is personally responsible for making this policy work. 
 
Title IX Coordinator –Scott Carter, 373-5461 ext. 102; High School Counselor, 373-5300 ext. 150 
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TEACHER EVALUATION REPORT  
SHEPHERD SCHOOLS 

                                             
NAME _____________________________ PROB. YEAR:  1 ______ 2 _______ 3 _______ 
 
SUBJECT/GRADE ____________________ TENURE _____________ DATE __________ 
                   
 
INSTRUCTIONAL COMPETENCE 
 

Comments Requires 
Improvement 

Effective 

Subject matter background    
Consistent and careful planning    
Development/use of instructional 
techniques in meeting individual needs 

   

Motivation and Direction of student’s 
learning activities 

   

Ability to maintain class control    
Rapport with students    
Evaluation of student’s work    
Maintenance of functional/attractive 
classroom environment 

   

Classroom climate    
 
 
PEROSNAL CHARACTERISTICS 
 

Comments Requires 
Improvement 

Effective 

Grooming/general appearance    
Apparent physical health/energy    
Apparent emotional stability    
Use of good judgment    
Voice/speech    
Other    
 
 
 
PROFESSIONAL 
ATTITUDES/GROWTH 

Comments Requires 
Improvement 

Effective 

Observance of ethics of the teaching 
profession 

   

Response to supervision/suggestions for 
improvement 

   

Cooperating with other school personnel    
Willingness to share in-school 
responsibilities 

   

Promptness/accuracy    
Response to authorized 
policies/procedures 

   

Public relations in Shepherd community    
Professional Improvement    
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ADDITIONALCOMMENTS:  

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Evaluator: ________________________________________________ 
        
          
OVERALL PROFESSIONAL APPRAISAL 
 
General evaluation of the teacher's performance in his present position: 
 ________ Requires Improvement   ________Effective 
 
I feel that the possibility of meeting standards for permanency is: 
 
 Questionable _____ Fair _____ Good _____ Excellent _____ Not Applicable _____ 
   
TEACHER SIGNATURE_____________________________ 
EVALUATOR’S SIGNATURE ________________________ 
 
             
TITLE____________________________________________ 
 
 
Date of conference with teacher _________________ Reviewed by____________________________ 

Title_________________________________________ 
 
 

* This signature indicates that the teacher and evaluator together discussed this report.  It does not 
necessarily denote agreement with all factors of the evaluation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 28 

 
 
 
 
 
 
 
 

APPENDIX C 
HEALTH INSURANCE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   
 

 
PLEASE REFER TO YOUR COPY OF 

YOUR MANUAL 
RECEIVED AT THE BEGINNING OF THE SCHOOL YEAR 

 
COPIES ARE AVAILABLE FOR REVIEW 

IN THE OFFICE  
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GRIEVANCE PROCEDURE 
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GRIEVANCE  
 

SECTION I - Grievance Definition 
A "grievance" shall mean all allegations by teacher(s) resulting in a dispute or disagreement between the 
teacher(s) and the school district as to the interpretation or application of terms and conditions contained 
in this agreement. 
 
SECTION II - Representative 
The teacher, administrator, or school district may be represented during any step or procedure by any 
person or agent designated by such party to act in behalf.  In the case that the grievant does not choose to 
be represented by the association, the association shall not assume any responsibility, including any cost, 
for the grievance. 
 
SECTION III - Definitions and Interpretations 
 Subd. 1 Extension 
 Time limits specified in this Agreement may be extended by mutual agreement. 
 
 Subd 2 Days 

Reference to days regarding time periods in this procedure shall refer to working days.  A working 
day is defined as all week days not designated as holidays by State Law. 

 
 Subd. 3 Computation of Time 

In computing any period of time prescribed or allowed by procedures herein, the date of the act, 
event, or default for which the designated period of time begins to run shall not be included.  The 
last day of the period so computed shall be counted unless it is a Saturday, Sunday, or a legal 
holiday, in which event the period runs until the end of the next day which is not a Saturday, a 
Sunday, or a legal holiday. 

 
SECTION IV - Filing and Postmark 
The filing or service or any notice or document herein shall be timely if it is personally served or if it 
bears a certified postmark of the United States Postal Service within the time period. 
 
SECTION V - Time Limitation and Waiver 
Grievances shall not be valid for consideration unless the grievance is submitted in writing to the school 
district's designee, setting forth the facts and the specific provision of the agreement allegedly violated 
and the particular relief sought within fifteen (15) days after the date of the first event giving rise to the 
date the grievance occurred.  Failure to file any grievance within such period shall be deemed a waiver 
thereof.  Failure to appeal a grievance from one level to another within the time periods hereafter 
provided shall constitute a waiver of the grievance.  An effort shall first be made to adjust an alleged 
grievance informally between the teacher and the school district's designee 
 
SECTION VI - Adjustment of Grievance 
The school district and the teacher shall attempt to adjust all grievances which may arise during the 
course of employment of any teacher within the school district in the following manner: 
 
 Subd. 1 Level I 

If the grievance is not resolved through informal discussions, the school district designee shall give 
a written decision on the grievance to the parties involved with ten (10) days after receipt of the 
written grievance. 
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 Subd. 2   Level II 
In the event the grievance is not resolved in Level 1, the decision rendered may be appealed to the 
Superintendent of Schools, provided such appeal is made in writing within five (5) days after 
receipt of the decision in Level 1.  If a grievance is properly appealed to the Superintendent, the 
Superintendent or his designee shall set a time to meet regarding the grievance within fifteen (15) 
days after receipt of the appeal.  Within ten (10) days after the meeting, the Superintendent or his 
designee shall issue a decision in writing to the parties involved. 

 Subd. 3   Level III 
If the grievance has not been resolved at Level II, the grievance may be presented to the Board of 
Trustees for consideration.  The Board of Trustees reserves the right to review or not to review the 
grievance, but must make that decision within fifteen (15) days after receipt of the written appeal.  
In the event the Board of Trustees chooses to review the grievance, the Board or a committee or 
representative(s) thereof shall within fifteen (15) days, meet to hear the grievance.  After this 
meeting, the Board of Trustees shall have a maximum of fifteen (15) days in which to answer the 
grievance in writing. 

 
 Subd. 4   Denial of Grievance 

Failure by the school district to issue a decision within the time periods provided herein shall 
constitute a denial of the grievance.  This shall not negate the obligation of the school district to 
respond in writing at each level of this procedure. 

 
 Subd. 5   Step Waiver 

Provided both parties agree in writing, any level of this grievance procedure may be by-passed and 
processed at a higher level. 

 
 Subd.  6   Submission to Arbitration: 

Effective July 1, 1996 grievances not satisfactorily resolved may be submitted to binding arbitration 
until such time as the binding arbitration law may be repealed.  If the grievance is not satisfactorily 
resolved in levels 1, 11, or 111, the grievance may be submitted before an impartial arbitrator.  The 
teacher will give notice of intent of action with fifteen (15) days of receipt of the final decision of 
the District. 

 
 Subd. 7 Limitation of Remedy Selection 

The grievant may elect various remedies for grievances or subject matter which may constitute a 
grievance under the Agreement.  However, upon selection of and notification to the district of such 
selection, the plaintiff waives the right to all other remedies.  The institution of pursuit of remedy or 
complaint in any avenue such as court of law, administrative tribunal, federal agency, or any 
statutory process for which relief may be granted for any matter which has or may result in a 
grievance under this Agreement has waived any right to pursue a grievance beyond subdivision 4 
under this agreement.  This section shall not apply to actions to compel arbitration as provided in 
this Agreement to enforce the award of arbitration. 

 
 Subd. 8 Arbitrator Selection 

Within ten (10) days after such notice the Superintendent and the teacher will attempt to agree upon 
a mutually acceptable arbitrator.  If the parties are unable to agree upon a mutually acceptable 
arbitrator within the ten (10) day period, a request for a list of five (5) arbitrators will be made to 
the Board of Personnel Appeals.  Within five (5) days of receipt of the list, each party shall strike 
two names from the list in alternate order and the name remaining shall be the arbitrator. 

 
 Subd. 9 Arbitrator Duties and Powers 
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The arbitrator shall have no power to alter, add to, or subtract from the terms of the Agreement but 
is limited to a decision based on the specific provision of the Agreement.  The Arbitrator shall 
render a decision which shall be final and binding upon the parties. 

 
 Subd. 10 Cost Distribution 

Each party shall bare its own cost of arbitration including one half (½) of the fees and charges of 
the arbitrator.  The costs of transcript are born by the party desiring a transcript unless both parties 
desire transcripts and then the cost will be born equally. 
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APPENDIX   E 
GRADE 7-12 INTERVENTION INFORMATION 
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GRADE 7-12 INTERVENTION INFORMATION  
 

FOR CONFERENCE USE 
Date: _________________                          
Student Name: ____________________________________________________    Grade: _________  
Classroom Teacher ____________________________________ 

 
Team Members: 

_____________________________________________________________________________________ 

____________________________________________________________________________________ 
 
  
GOAL/OBJECTIVE: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

 
Recommended Changes/Strategies: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________  

_____________________________________________________________________________________ 
 
Person(s) Responsible: 
_________________________________________________________________________ 
 
Follow-up Date: __________________________Team Members: _______________________________ 
____________________________________________________________________________________ 
    
 
 
FOLLOW-UP 
Intervention 

Outcomes/Comments:___________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

________________________________________  

Follow-up Date: _____________________      
Team Members: _______________________________________________________________________ 
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TEACHER ASSISTANCE TEAM 

 
REQUEST FOR ASSISTANCE 

 
Student ______________________ Grade ________Date __________F/U Date __________ 

Teacher __________________________ 
 
Description of Problem: __________________________________________________________ 
 
The following checklist may be of assistance: (mark main areas of concern.) 
Behavioral/Personal   Academic 
____ Personal Appearance and Health  ____ Slow Rate of Work 
____ Aggressiveness   ____ Poor Retention 
____ Social Adjustment  ____ Poor Study Skills/Habits 
____ Reaction to Frustration  ____ Motor Skills/Handwriting 
____ Reaction to Regulations and Requests ____ Speech and Language Skills 
____ Withdrawn Behavior  ____ Readiness Skills 
____  Disturbing Habits    ____  Reading/work attack/ comprehension   

  ____  Disruptiveness    ____  Sight vocabulary/oral reading  
  ____  Poor Attendance  ____  Math (computation/word problems) 
  ____  Off-Task Behavior  ____  Spelling 
  ____  Disorganized  ____  English/Grammar 
  ____  Does Not Complete Assignments  ____  Social Studies/History 
  ____  Poor Attitude/Motivation  ____  Science __________________ (Area) 
  ____  Inconsistent  ____  Other _________________________ 
  ____  Overly Active _____________________________ 
  ____  Poor Work Habits __________________________ 
  ____  Other ____________________________________ 
    
 
Staff Members to Attend 
 Principal ________________________  Resource Teacher ________________________ 

 Classroom Teacher(s):   Chapter I Teacher ________________________ 

 ________________________________  Speech Therapist ________________________ 

 ________________________________  School Nurse ___________________________ 

 ________________________________  Other _________________________________ 

             _________________________________ 

School Counselor _________________________________     

School Psychologist _______________________________ 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 

APPENDIX   F 
EMPLOYEE ACCIDENT REPORT FORM 

 
 
 
 
 
 



 

EMPLOYEE ACCIDENT INVESTIGATION REPORT FORM 
 
Worker Accident   ____  Worker Incident   ____   Automobile   ____         Equipment   ____ 
    
By: ________________________________________________________ 
Name of injured or involved person (s) 
_________________________________________________________________________________________________ 

Date of Accident/Incident ___/___/___      Location____________________________________________________ 

Time of Accident ___:___ AM/PM (circle one)   Day Work _______________   Night Work __________________ 

Lost Time   Yes ___    No ___     First Aid Given? ____     When? ___________  By Whom? ___________________ 

Job Title/Class ______________________    Tenure in Job ____________  Job Location_______________________ 

Immediate Supervisor ____________________________    Superintendent __________________________________ 

Date of this Investigation ___/___/___    By Whom _____________________________________________________ 

Witnesses:  Yes ___   No ___ If Yes, provide the appropriate information below: 

Name _______________________ Address _______________________________ Telephone (___) ______________ 

Name _______________________ Address _______________________________ Telephone (___) ______________ 

Comments 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

ACCIDENT NARRATIVE REPORT 

What happened? (Describe what took place or what caused you to make this investigation? 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Why Did It Happen? (Study the job performed and situation involved and answer why, what, when, who, where, and 

how).  Make observations as objective as possible. 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Date: ___/___/___  Employee 

Signature______________________________________________________________ 

 

Date: ___/___/___ Supervisor Signature ____________________________________________________________ 

 



 

CORRECTIVE ACTION 

Corrective Action to Prevent Recurrences? (Circle the items below that require correction): 

Equipment Materials People 

Selection Selection Selection 

Arrangement Placement Placement 

Usage Handling Training 

Maintenance Processing Leading 

What Corrective Action Have You Taken? 

_________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Additional Comments and Information 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Safety Committee’s Review 

Does the Safety Committee agree with the corrective action to prevent recurrence?  Yes ____ No ____ 
 
If not, Why? 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

What recommendations would the committee suggest? 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Was action taken in a timely manner?  Yes ___ No ___ Do similar Unsafe Acts/Conditions that led to this accident exist 

elsewhere in the District?  Yes ___ No ___ If yes, what is being done to prevent a recurrence? 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

*  *  *  *  *  *  *  *  *  *  *  *  * 

FOLLOW UP NEEDED?  Date? ___/___/___ By Whom? ________________________________________ 

 

Management Signatures 

 

________________________________________  __________________________________________ 
Administration      Supervisor    



 

 
 
 
 
 
 
 
 
 

APPENDIX G 
INFECTIOUS CONTROL INFORMATION 



 

OFFICE OF PUBLIC INSTRUCTION 
State Capitol 
Helena, Montana 59620 
(406) 444-3095 
 
School Staff Protection from Blood-Borne Diseases 
 
The U.S. Occupational Safety and Health Administration (OSHA) has adopted standards to help protect workers from on-
the-job exposure to and potential infection with blood-borne pathogens such as hepatitis B virus (HBV) and human 
immunodeficiency virus (HIV).  According to the Montana Department of Health and Environmental Sciences (MDHES).  
The OSHA standards do not apply to public employers or employees working in facilities operated by cities, counties or 
states.  Public schools are included in the definition of public facilities and, therefore, are not subject to OSHA 
regulations.  However, the MDHES will likely adopt the federal OSHA standards for blood-borne pathogens in the near 
future.  When this occurs, schools will be subject to the state regulations. 
 
The MDHES provides the following guidelines for any school planning to voluntarily initiate a protection program or 
preparing for eventual required compliance with anticipated state standards regarding blood-borne diseases: 
 
 The standards will distinguish between “designated first aid providers” and “good Samaritan acts.” 
 

Employees who are designated, as part of their routine job classification duties, as providers of first aid (e.g., 
coaches, trainers, playground attendants) will be covered by the blood-borne pathogen regulations.  These 
employees need information, training, personal protective equipment, and hepatitis B vaccinations.  Employers 
are to cover the costs of providing these items. 

 
 

Employees who may render first aid to injured employees or students but who are not designated as part of their 
routine job classification duties to provide first aid (i.e., “good Samaritans”) will not be covered under the blood-
borne pathogen regulations. 

 
For additional information on this matter, please contact the Montana Office of OSHA (1-800-488-7087), the MDHES 
Occupational and Radiological Health Bureau (444-3671) or the office of Public Instruction (444-1964) 
 
 
Affirmative Action - EEO Employer        October 1993 
          
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
August 2003 



 

INFLUENZA 

 Flu refers to illness caused by a number of different influenza viruses. Flu can cause a range of symptoms and 
effects, from mild to lethal. 
 Annual outbreaks of the seasonal flu usually occur during the late fall through early spring.  Most people have 
natural immunity, and a seasonal flu vaccine is available. 
 2009 H1N1 is a new virus first seen the United States.  It is contagious and spreads from person to person.  Like 
the seasonal flu, illness in people with H1N1 flu can vary from mild to severe.   
 
SYMPTOMS OF FLU 
Seasonal Flu                                                               H1N1 Flu 
All types of flu can cause:    Same as seasonal flu, but symptoms may be more severe                           

• Fever     Fever 
• Coughing and /or sore throat  Cough and/or sore throat 
• Runny or stuffy nose   Runny or stuffy nose 
• Headaches and/or body aches  Headaches and/or body aches 
• Chills     Chills 
• Fatigue     Fatigue                       

In addition to the above H1N1 symptoms, a number of H1N1 flu cases reported: 
• Vomiting 
• Diarrhea 

 
WAYS TO PREVENT FROM GETTING THE FLU: 

1. Immunizations.  Check with your local doctor or health department. 
2. Wash hands often with warm soapy water. 
3. If unable to use soap and water, use an alcohol-based hand sanitizer. 
4. Cover your cough or sneeze.  Cough into your elbow if you don’t have a tissue.  Throw the tissue in the trash after 

you use it and then wash your hands. 
5. Don’t touch your eyes, nose or mouth. 
6. Don’t share food, drinks or eating utensils. 
7. If you can, avoid being around people who are sick. 
8. Stay home if you are sick so that you don’t pass the flu to other people.    
 
HOW THE FLU IS TREATED  
Most people with the flu recover without complications and will not be treated with antiviral medication. 
To minimize symptoms: 

• Stay home 
• Get plenty of rest 
• Drink lots of fluids 
• Use over-the-counter medications for symptoms such as fever-reducers (acetaminophen or ibuprofen) or 

decongestants 
GET MEDICAL ATTENTION RIGHT AWAY IF YOU: 
• Have difficulty breathing or chest pain 
• Have purple or blue discoloration of your lips 
• Are vomiting and unable to keep liquids down, or 
• Show signs of dehydration, such as feeling dizzy when standing or being unable to urinate  

  The CDC, Center for Disease Control, recommends that you stay home for at least 24 hours after your 
fever (100 degrees) is gone except to get medical care or for other things you have to do and no one else can do  
for you.  (Your fever should be gone without the use of a fever-reducing medicine, such as Tylenol).  You should 
stay home from work, school, travel, shopping, social events, and public gatherings. 
  Wear a facemask when sharing common spaces with other household members to help prevent spreading 
the virus to others.  This is especially important if other household members are at high risk for complications from 
influenza. 
  Source: www.flu.gov; www.cdc.gov 

http://www.flu.gov/
http://www.cdc.gov/


 

Bloodborne Pathogen Guidelines for School Handbooks 
 
The school district is required to provide educational services to all school-age children who reside within its boundaries.  
This includes those children who may be infected with a bloodborne pathogen such as HIV/AIDS or Hepatitis B.  In all 
instances, district personnel shall respect the individual’s right to privacy and treat any medical diagnosis as confidential 
information. Any breach of this confidentiality shall be subject to appropriate disciplinary measures. All school district 
personnel shall be advised of routine procedures known as Universal Precautions to follow in handling body fluids.  These 
procedures shall provide simple and effective precautions against transmission of diseases to persons exposed to the blood 
or body fluids of another.  Universal Precautions maintain that all blood and body fluids shall be treated as if they are 
infected with a bloodborne pathogen.  Training and appropriate supplies shall be available to all personnel, including 
those involved in transportation and custodial services.  All blood and body fluid cleanups occurring within the school 
environment, including sporting events, shall be carried out with gloved hands, disposable towels and/or brooms, and a 
disinfectant.  HIV/AIDS and Hepatitis B are not spread by casual contact and are not readily transmitted in the school 
setting; therefore, infection with HIV or Hepatitis B is not a reason to remove a student from school.  The district is 
committed to making any reasonable accommodations that will allow a student infected with a communicable disease, 
including HIV/AIDS or Hepatitis B, to continue his/her normal educational program. 
 
 
 
 
 

Condensed from: Communicable Diseases: Policies and Procedures, 2003; 
Montana School Boards Association and the 

Montana Office of Public Instruction 
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HANDLING AND DISPOSING OF POTENTIALLY 
INFECTIOUS WASTE MATERIALS 

 
Montana school personnel deal with issues and concerns regarding the proper handling and disposal of 
potentially infectious waste materials, including those materials used to clean up body fluid and/or blood 
spills. 
 
The Montana Department of Environmental Quality (DEQ) Waste Management Section has addressed 
the issue of handling and disposing of potentially hazardous wastes.  The Waste Management Section 
does not believe schools are subject to the requirements of the Montana Infectious Waste Act due to: 
 

1. dispensing health care services (i.e., activities which generate infectious waste) is not a normal 
school activity; and  

1. the quantities of potentially infectious materials generated would be miniscule. 
 
Waste materials produced in a school setting should be handled in the following manners: 

 
θPotentially infectious materials (e.g., vomitus, bloody tissues) can simply be deposited in the 
school trash collection system.  It is recommended to “double-bag” the wastes before disposing.  
(Note: Using biohazard bags is not recommended for school because regular trash collectors 
cannot legally dispose of trash labeled as a biohazard.)  In an attempt to limit the infection 
potential of waste materials, school personnel can saturate the bagged materials with at least a 1% 
bleach solution, though it is not necessary to do so. 

 
θIf a school staff member must be involved in the handling and disposal of medical sharps, such as 
syringes, hypodermic needles, or other potentially infectious objects with are capable of 
penetrating the skin; these items should be containerized in labeled sharps containers.  Procedures 
for disposing of sharps containers must follow the requirements of the Montana Infectious Waste 
Management Act. 

 
θDiscarded feminine hygiene products are not considered infectious waste and may be disposed of 
via the regular trash collection system. 

 
For more information on potentially infectious waste materials in school settings, please contact the OPI 
HIV/AIDS Education Program or the DEQ Waste Management Section. 
 
 
Revised 2004 
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RECOMMENDED CONTENTS FOR BODY FLUID CLEAN-UP KITS 
 
At a minimum, a body fluid clean-up kit should be able to perform the following steps and contain the 
following equipment: 
   

1. Protect the person cleaning the spill. 
θ One pair protective gloves 

 
2. Stabilize, isolate, and pick up the fluid spill. 

 
θ Absorbent powder to contain the liquid. 
θ Scoop or scraper to pick up the powder gel. 

   
3. Wipe up any remaining reside on student(s), floor or other surfaces. 

 
θ Two (2) absorbent disposable towels 

   
4. Cleanse the person who spilled, the spill area, and the person cleaning the spill. 

θ Three (3) disposable, disinfectant towelettes 
   

5. Safely dispose of waste and clean-up materials. 
 

θ Two (2) disposable plastic bags.  Use one bag to hold all powder and clean-up 
materials, including gloves. 

θ The additional bag is used for the disposal of wastes including the used disposable bag.  
This means of double bagging will help ensure that no contamination will be on the 
exterior of the bag. 

 
 

Source:  Montana Pupil Transportation Advisory Council 
 
 

PROCEDURES FOR USING KITS 
 

For proper use of the contents in first-aid and clean-up kits and for additional infection control and spill 
clean-up information, please refer to your local public health agency, the American Red Cross or to 
documents developed by the Montana Office of Public Instruction including the Montana Curriculum 
Planning Guidelines for HIV/AIDS Education (1999) and Communicable Diseases Policies and 
Procedures for Montana Schools (1995). 
           March  2001 
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INFECTION CONTROL EQUIPMENT 
 
 

Montana schools bear the responsibility of being prepared to treat school-site injuries and to clean up 
body spills due to illness or injury.  Montana schools should have first-aid kits and body fluid clean-up 
kits available to school personnel in all environments.  The purpose of a first-aid kit is to deliver 
emergency treatment; the purpose of the body fluid clean-up kit is to clean up body fluid spills that may 
be created by illness or injury. 
 

RECOMMENDED CONTENTS FOR FIRST-AID KITS 
 

At a minimum, a first-aid kit should include:  
•  2-1" x 2.5 yards adhesive tape rolls 
•  24 sterilized gauze pads 3" x 3"  
•  100 – ¾” x 3” adhesive bandages 
•  8 – 2” bandage compress 
• 10 – 3” bandage compress 
• 2 – 2” x 6” sterile gauze roller bandages 
•  3 sterile gauze pads 36” x 36” 
•  3 sterile eye pads 
•  2 non-sterile triangular bandages approximately 40” x 36” x 54” with 2 safety pins 
•  1 rounded-end scissors 
•  1 pair protective gloves 
•  1 mouth-to-mouth airway 
• Source:  The Eleventh National Conference on School Transportation
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SHEPHERD SCHOOL DISTRICT #37 
2017-2019 

 
ARTICLE I RECOGNITION 

 
1. Section 1 Association Recognition 

The Board hereby recognizes the Shepherd Education Association as the exclusive 

representative with respect to wages, hours, fringe benefits and other conditions of 

employment for teachers during duration of this agreement of Shepherd School District 

Number Thirty-Seven. 

Section 2 Appropriate Unit 

The exclusive representative shall represent members of the appropriate unit which shall 

consist of all teachers of the school district who are certificated in Class 1, 2, 4, or 5 and 

whose position calls for or requires such certification, but shall exclude the following: 

certificated individuals who are not currently under contract to perform classroom teaching, 

the superintendent, assistant superintendents, principals, assistant principals, directors and 

assistant directors, administrative assistants, supervisors, coordinators, substitute teachers, any 

teacher whose employment is of temporary, casual, or seasonal character. The employment of 

a teacher for less than fifteen (15) hours per week or less than the regular school year or 

substitute teacher, shall be deemed to be employment of a temporary, casual, or seasonal 

character and such employees shall not be considered members of the appropriate unit. 

Section 3 

The appropriate unit will notify the Trustees of School District Number Thirty-seven of their 

intent to negotiate by December 1of the school year preceding the negotiations. 

Negotiations will begin no later than March 1 of the present school year preceding the 

negotiations agreement year. 



  

ARTICLE II 
DEFINITIONS 

 
2. Section 1  Terms and Conditions of Employment 

Terms and conditions of employment shall mean wages, hours, fringe benefits, and other 

conditions of employment subject to those limitations defined as management rights and 

prerogatives by the Montana Public Employees Collective Bargaining Law. 

Section 2 School District or School Board 

The terms "school  board" or "school district" shall mean  School District Number-Thirty- seven, 

Shepherd, Montana, its Board of Trustees or its officials and representative(s) as designated  by 

the Board  of Trustees. 

Section 3 Meet and Confer 

Meet and confer means the exchange of views and concerns between the school district and 

the exclusive representative. 

Section 4 Teacher or Employee 
 
The term “teacher(s) or “Employee(s) as used herein shall mean a member of the 
appropriate unit defined in this Agreement. 



  

ARTICLE III 
PROFESSIONAL DUES AND FEES PAYROLL DEDUCTIONS 

 
3. Section 1 Dues Deduction Authorized 

The board of trustees agrees to deduct from the salaries of all teachers of the appropriate unit 

such monies for membership in the Shepherd Education Association as said persons 

individually authorize the Board to deduct as provided by law. Upon written notice from the 

teacher, the Board will stop all dues deductions. 

Section 2 Other Payroll Deductions 

Upon appropriate written authorization from the teacher, the Board may deduct from the 

salary of any teacher and make appropriate remittance for annuities, credit union, insurance, 

or any other plans or programs approved by the Association and the Trustees of School 

District Number Thirty-seven. 



  

ARTICLE IV 
SCHOOL DISTRICT RIGHTS 

 
4. Section 1 Inherent Managerial Rights 

The exclusive representative recognizes that the school district is not required to and is not 

permitted to meet and negotiate on matters on inherent managerial prerogatives which include 

but are not limited to the following: directing employees; hiring, promoting, transferring, 

assigning and retaining employees; relieving employees from duties because of lack of work 

or funds or under conditions where continuation of such work be inefficient and non-

productive; maintaining the efficiency of government operations; determining the methods, 

means, job c' lassifications, and personnel by which government operations are to be 

conducted; taking whatever actions may be necessary to carry out the missions of the school 

district in situations of emergency; and establishing the methods and processes by which 

work is performed. The exclusive representative further agrees that all management rights, 

functions, and prerogatives, not expressly delegated in the Agreement are reserved to the 

school district. 

Section 2 Management Responsibilities 

The parties recognize the right and the obligation of the school district to efficiently manage 

and conduct the operation of the school district within its legal limitations and with its 

primary obligation to provide educational opportunity for the students of the school district. 

Section 3 Effect of Laws, Rules, and Regulations 

The parties recognize that all teachers covered by this Agreement shall perform the teaching 

and teaching-related services prescribed by the school district. The parties also recognize the 

right, obligation, and duty of the Board of Trustees and its duly designated officials to 

promulgate rules, regulations, directive and order insofar as such rules, regulations, directives 

and orders are not inconsistent with the terms of this Agreement, and all provisions of this 

Agreement are subject to the laws of the State of Montana, Federal laws, and valid rules, 

regulations and orders of State and Federal Governmental Agencies. Any provisions of this 

Agreement found to be in violation of any such laws, rules, regulations, directives and orders 

shall be null and void and without force and effect. 



  

 
Section 4   Prior Practices 

All existing district policies involving terms and conditions of Professional service, matters 

relating directly to the Board-Teacher relationship and other terms of employment not 

specifically referred to in this agreement shall be maintained at not less than the present 

level. All disputes involving prior practices will be resolved through the grievance 

procedure. 



  

ARTICLEV 
TEACHER RIGHTS 

 
5. Section I 

No teacher shall be reduced in compensation, suspended without pay, or dismissed during the 

term of the teacher's annual individual contract, except for just cause, with the decision of the 

Board being final and binding. 

Section 2 

The administration shall, upon written notice by the Association president, meet and confer 

as soon as possible with representatives of the Association in regard to items of mutual 

concern to the Association or the Administration. If these items cannot be worked out to the 

satisfaction of both parties, then the School Board may, upon written notice by the 

Association president, meet and confer with representatives of the Association. 



  

ARTICLE VI 
GRIEVANCE 

 
6. Section 1   Grievance Definition 

A "grievance" shall mean all allegations by teacher(s) resulting in n a dispute or disagreement 

between the teacher(s) and the school district as to the interpretation or application of terms and 

conditions contained in this agreement. 

Section 2 R e p r e s e n t a t i v e  

The teacher, administrator, or school district may be represented during any step of 

procedure by any person or agent designated by such party to act in behalf. In the case that 

the grievant does not choose to be represented by the association, the association shall not 

assume any responsibility, including any cost, for the grievance. 

Section 3 Definitions and Interpretations  

Subd. 1 Extension 

Time limits specified in this Agreement may be extended by mutual agreement. 

Subd.  2 D a y s  

Reference to days regarding time periods in this procedure shall refer to working days. A 

working day is defined as all week days not designated as holidays by State Law. 

Subd.  3   Computation of Time 

In computing any period of time prescribed or allowed by procedures herein, the date of the 

act, event, or default for which the designated period of time begins to run shall not be 

included. The last day of the period so computed shall be counted unless it is a Saturday, 

Sunday or a legal holiday, in which event the period runs until the end of the next day which 

is not a Saturday, a Sunday, or a legal holiday. 

Section 4   Filing and Postmark 

The filing or service or any notice of document herein shall be timely if it is personally 

served or if it bears a certified postmark of the United States Postal Service within the time 

period. 

Section 5   Time Limitation and Waiver 

Grievance shall not be valid for consideration unless the grievance is submitted in writing to 

the school district's designee, setting forth the facts and the specific provision of the 



  

agreement allegedly violated and the particular relief sought within fifteen (15) days after the 

date of the first event giving rise to the grievance occurred. Failure to file any grievance 

within such period shall be deemed waiver thereof. Failure to appeal a grievance from one 

level to another within the time periods hereafter provided shall constitute a waiver of the 

grievance. An effort shall first be made to adjust an alleged grievance informalIy between the 

teacher and the school district's designee. 

Section 6   Adjustment of Grievance 

The school district and the teacher shall attempt to adjust all grievances which may arise 

during the course of employment of any teacher within the school district in the following 

manner: 

Subd.  1   Level I 

If the grievance is not resolved through informal discussions, the school district designee 

shall give a written decision on the grievance to the parties involved within ten (10) days 

after receipt of the written grievance. 

Subd.  2   Level II 

In the event the grievance is not resolved in Level I, the decision rendered may be appealed 

to the Superintendent of Schools, provided such appeal is made in writing within five (5) 

days after receipt of the decision in Level I. If a grievance is properly appealed to the 

Superintendent, the Superintendent or his designee shall set a time to meet regarding the 

grievance within fifteen (15) days after the receipt of the appeal. Within ten (10) days after 

the meeting, the Superintendent or his designee shall issue a decision in writing to the parties 

involved. 

Subd.  Level III 

If the grievance has not been resolved at Level II, the grievance may be presented to the 

Board of Trustees for consideration. The Board of Trustees reserves the right to review or 

not to review the grievance, but must make that decision within fifteen (15) days after 

receipt of the written appeal. In the event the Board of Trustees chooses to review the 

grievance, the Board of a committee or representative(s) thereof shall within fifteen (15) 

days meet to hear the grievance. After this meeting, the Board of trustees shall have a 

maximum of fifteen (15) days in which to answer the grievance in writing.



  

 
Subd.  4   Denial of Grievance 

Failure by the school district to issue a decision within the time periods provided herein shall 

constitute a denial of the grievance. This shall not negate the obligation of the school district 

to respond in writing at each level of this procedure. 

Subd.  5   Step Waiver 

Provided both parties agree in writing, any level of this grievance procedure may be by- 

passed and processed at a higher level. 

Subd.  6   Submission to Arbitration 

Effective July 1, 1996 grievances not satisfactorily resolved may be submitted to binding 

arbitration until such time as the binding arbitration law may be repealed. If the grievance is 

not satisfactorily resolved in levels I, II, or III, the grievance may be submitted before an 

impartial arbitrator. The teacher will give notice of intent of action within fifteen (15) days of 

receipt of the final decision of the District. 

Subd.  7   Limitation of Remedy Selection 

The grievant may elect various remedies for grievances or subject matter which may 

constitute a grievance under the Agreement. However, upon selection of and notification to 

the district of such selection, the plaintiff waives the right to all other remedies. The 

institution of pursuit of remedy or complaint in any avenue such as court of law, 

administrative tribunal, federal agency, or any statutory process for which relief may be 

granted for any matter which has or may result in a grievance under this Agreement has 

waived any right to pursue a grievance beyond subdivision 4 under this agreement. This 

section shall not apply to actions to compel arbitration as provided in this Agreement to 

enforce the award of arbitration. 

Subd.  8   Arbitrator Selection 

Within ten (10) days after such notice the Superintendent and the teacher will attempt to 

agree upon a mutually acceptable arbitrator. If the parties are unable to agree to a mutually 

acceptable arbitrator within the ten (10) day period, a request for a list of five 

(5) arbitrators will be made to the Board of Personnel Appeals. Within five (5) days of 



  

receipt of the list, each party shall strike two names from the list in alternate order and the 

name remaining shall be the arbitrator. 

Subd.  9   Arbitrator Duties and Powers 

The arbitrator shall have no power to alter, add to, or subtract from, the terms of the 

Agreement but is limited to a decision based on the specific provisions of the Agreement. The 

Arbitrator shall render a decision which shall be final and binding upon the parties. 

Subd.  10   Cost Distribution 

Each party shall bare its own cost of arbitration including one half (1/2) of the fees and 

charges of the arbitrator. The costs of transcript are born by the party desiring a transcript 

unless both parties desire transcripts and then the costs will be born equally. 



 

ARTICLE VII 
STAFF EVALUATION 

 
7. Section 1   Evaluation Instrument 

The Association and a Representative from the Board may be involved in the 

development of a teacher evaluation instrument for use by the administration.  

Section 2   Number of Evaluations 

Evaluations will continue regularly throughout the teacher’s service, although the supervisory burden 

will naturally be greater in the early years of teaching service. The non-tenure teacher will 

be observed at least twice yearly; all others, at least once yearly. 

Section 3   Post-Evaluation Conferences 

The evaluator shall hold a conference within ten (10) working days of the evaluation. At this 

time a copy of the report will be provided the teacher. 



 

ARTICLE VIII 
WORKLOAD AND CONDITIONS 

 
8. Section 1 Duty-Free Lunch Period 

All teachers shall have a duty-free, uninterrupted lunch period of thirty (30) minutes, except 

in emergency situations, or those who voluntarily wave this work condition. The present 

rotation recess schedule will be continued unless an increase in enrollment forces additional 

supervision, in which case the Administration will meet with the Association and attempt to 

come to a reasonable solution. The administrators will make every effort to plan ahead for 

the beginning weeks of school. 

Section 2 Lunch Room Supervision 

One (1) elementary teacher per grade level will be required to supervise students during the 

student lunch period, but on a rotating basis. 

Section 3   Substitute Policy 

When it is necessary for a teacher to be absent for any period of time, advance notice of one 

week, except in emergency illness, will be given and a qualified substitute will be employed 

when possible.  Substitutes shall be provided with information regarding school policies 

prior to their employment. It is the responsibility of the administration to find a substitute to 

cover a  teacher's  class even for a partial day, for applied and approved school related, approved extra-

curricular or any other approved leave. 

Section 4 Curriculum Work 

All teachers will be compensated $20/hour for curriculum work done outside of the 8 hour 

work day at administration request. 

Section 5 Work Year 

The school calendar shall not exceed a total of 1,458 hours. This includes Pupil Instruction 

Related (PIR) days. 

Section 6 Professional Development 

All teachers will be required to attend either the MEA Educator's Convention or the equivalent of 

12 hours of professional development. The equivalent hours must occur between June 1 and 

the end of the next school year. The professional development hours must be approved by the 

administration. 



  

Section 7 Other Duties 

Recess, lunch duty, and other duties (that are related to the teacher’s assignment, students, 

and profession) outside of the classroom are considered part of the total job of Shepherd 

School District teachers. 

Section 8 Preparation Time 

Teachers will be given a minimum of 45 minutes of prep time per day. This time is to be used 

for preparing for classes, student record keeping and professional collaboration. 

Section 9 Special Education Work Time 

Special education teachers shall have paid professional leave of in-building work time to be 

used at their discretion for record keeping and special education meetings, at the discretion of 

the building principal. Teachers shall be relieved of their classroom duties during that time. 

Section 10 Involuntary Transfers 

Teachers who receive notice and are transferred to another building shall be paid two (2) 

days at the curriculum work rate or one (1) day at the curriculum rate if the move is within 

the same building to move their teaching materials. The District shall assist the teacher in 

moving materials and supplies to the new location. 



 

 
 

9. Section 1   Annual Leave 

ARTICLE IX 
LEAVES

Annual leave is defined as sick leave, emergency leave and personal leave. Annual leave 

shall be ten (10) days at full salary. A teacher may voluntarily donate, anonymously in 

writing, up to two days of his/her leave for use by fellow teachers in cases of serious 

personal illness. A teacher may receive no more than ten donated days per year.  A teacher 

receiving days from fellow teachers must have already exhausted his/her own supply of 

leave days.  Annual leave shall be allowed to accumulate to one hundred- twenty (120) days 

(school days). Upon separation or retirement the District will pay 1/4 of the leave accumulated 

in the employee's    bank, plus 1/4 of the current  unused year at current salary.  The District will pay 

the substitute wage for days not used annually, not to exceed five (5) days per year. 

Section 2 Professional Leave 

With  prior approval of  the staff members principal, temporary leave of fifty (50) days at full 

salary is provided to members of the staff for visitation of other schools, attendance at 

education conferences, serving on committee meetings, conferences, conventions, 

assemblies, and coaches clinics and training sessions. 

Section 3 Extended Leaves of Absence 

Extended leaves of absence without salary may be provided upon application to the Board 

of Trustees with their decision being final and binding. The School Board agrees to continue 

to provide insurance for the teacher granted an extended leave of absence. 

The teacher agrees to return to the District Number Thirty-seven School System to teach for 

at least one year or reimburse the school system for the amount of insurance paid. 



 

 
ARTICLE X (NEW) 

REDUCTION IN STAFF 
 

10. Section 1 Procedure 

In the event the School District determines to reduce staff the provisions of this Article shall 

apply. 

Section 2 Definitions 

Teacher: The term teacher used herein shall refer only to tenured teachers, regularly employed 

by the School District. 

Qualified: Qualified means a tenured teacher who is certified by the State Office of Public 

Instruction for a position established by the School District. 

Subject Matter: Subject matter shall mean such categories as are determined by the State 

Office of Public Instruction for certification purposes. 

Days:  Days mean teacher duty days, unless otherwise stated. 
 

Section 3 Seniority 

Seniority shall mean the number of days of continuous service of the regular school year 

(excluding summer session and extended employment), commencing with the first day of 

actual service in the School District including authorized leave of absences allowed by the 

School District pursuant to this Agreement. 

A probationary teacher shall not acquire seniority until such teacher acquires tenure and upon 

acquisition of tenure, the seniority date shall relate back to a teacher's first day of continuous 

service. Continuous service shall include a teacher who is under contract for more than ninety 

(90) days in a single school year. Long-term substitute service under contract, immediately prior 

to regular contract service, shall be counted toward a teacher's seniority. 

 
In determining the list of seniority, an employee whose employment has been legally 

terminated by resignation or terminated but whose employment was subsequently reinstated 

without interruption, shall be deemed to be continuous service. 



 

In the event that seniority is equal for purposes of layoff, order of seniority shall be 

determined by lot. 

Section 4 Seniority List 

By January 1 of each school year, the School District shall cause a seniority list, (by name, 

date of employment, qualification, and certification), to be prepared from its records. It shall 

thereupon post such list in an official place in each school building. 

Any person whose name appears on such list, and who may disagree with the findings of the 

School District, and the order of seniority on said list, shall have fourteen (14) days from the 

date of posting to supply written documentation, proof, and request for seniority change, to 

the School District. 

Within fourteen (14) days thereafter, the School District shall evaluate any and all such 

written communications regarding the order of seniority contained in said list, and make such 

changes as the School District deems warranted. The final seniority list shall thereupon be 

prepared by the School District, and shall be posted. Such list shall be binding on the District 

and all teachers shown thereon. Each year, thereafter, the School District shall cause such 

seniority list to be updated. Such list shall govern the application of Reduction in Staff, 

Article IX, until thereafter revised. 

Any person disagreeing with the final seniority list, prepared pursuant to 3, above, may 

pursue the matter through the Grievance Procedure. 

Section 5 Order of Layoff 

Qualified teachers shall be placed on layoff in inverse order of seniority. The School District 

retains, consistent with the provisions of this Agreement, the right to assign teachers to 

positions for which they are certified. The School District shall not be required to transfer a 

more senior teacher to an assignment requiring different certification in order to 

accommodate the seniority claim of a teacher proposed for layoff or recall. 



  

In the event of a staff reduction, tenured teachers shall not be placed on layoff if there is a 

probationary teacher employed in a position requiring the same certification. 

If the determined reduction is not accomplished by 1 hereof, then the School District may 

place on layoff tenured teachers in order of inverse seniority. 

Section 6 Recall 

No new teacher shall be employed by the School District in a position for which a tenured 

teacher is licensed. Tenured teachers shall first be recalled to vacant positions in inverse 

order from that in which said teacher was placed on layoff, providing that such teacher 

possesses necessary certification for the position. 

When placed on layoff, a teacher shall maintain a physical address, email address, and 

phone number with the school district. If a position becomes available for the teacher on 

layoff and that teacher is properly endorsed and certified for the position, the school district 

shall provide written notice by registered mail, return receipt requested. The teacher shall 

have twenty (20) calendar days from the date of receipt of such notice to accept re-

employment in writing and filed with the district clerk. Failure on the part of the teacher to 

accept re-employment within twenty (20) calendar days of receipt of recall notice, shall 

constitute forfeiture on the part of the teacher to any further rights of re- employment or 

reinstatement. 

Re-employment rights shall automatically cease twenty-four (24) months from the date of 

layoff and no further rights to reinstatement shall exist. 

Section 7 Effect 

Nothing in this Article shall be construed to limit the authority of the School District to 

determine the number of employees, the establishment and priority of programs, or the right 

to reduce staff. Therefore, such actions shall not be subject to the grievance procedure 

provided in this Agreement. 

A teacher, however, may grieve concerning the establishment of his/her seniority date, or   

the order of layoff as provided in this Agreement. It is further understood and agreed by- the 

parties that the termination of teachers is governed by Montana Statutes and nothing herein shall be 

construed to modify or limit, the School District's statutory rights or the teacher’s statutory rights as 

provided by Montana Law.



  

ARTICLE XI 
PROFESSIONAL   COMPENSATION 

 
11. Section I   Salary Schedule 

The basic salaries of teachers covered by this Agreement are set forth in Appendix A&B 

2.0% 2017-2018 (Retroactive) and 2.0% 2018-2019, which is attached to and incorporated 

in the agreement. Such salary schedules shall remain in effect during the designated periods. 

Subd. I New Teachers 

New teachers, with 3 years’ experience or less, will start at step 2 on the salary schedule (0, 

I, 2) and stay frozen at that level until their fourth contract year when they will continue on 

the salary schedule as listed. 

Section 2   Recognition for Experience 

All teachers shall be given full credit on the salary schedule set forth in Appendix A&B for 

seven (7) years of outside teaching experience in any school district accredited by a 

recognized accrediting agency. 

Section 3 Recognition for Additional Preparation 

Subd.  I Credits 

All credits must be earned from a Northwest/or equivalent accredited university or college. 

All credits must be in the endorsement/subject area that you are teaching/coaching at 

Shepherd Schools, or pertinent areas such as discipline and technology. OPI renewal units 

and workshop credits will not be accepted. Credits required for advancement on the salary 

schedule are defined as: ten (10) semester hours of graduate work with a passing grade. 

Subd.  2 Documentation 

Documentation of additional professional preparation, if sufficient to advance the teacher’s 

preparation status, shall be submitted to the Superintendent not later than the first day of February. 

This documentation may be in the form of a personal letter of intent to attend school. 

However, the official transcript must be presented by October 15th at which time the 

increased salary will commence and be paid for the school year. 

Section 4   Health Insurance 

A comprehensive major medical insurance program with a flexible compensation plan will 

be provided for each full time employed teacher subject to the limitation of the policy or 

carrier with the district paying up to  $700/month in 2017-18 and 



  

$740.00/month in 2018-19 toward the full rate, or whichever is less, for a single teacher for 

the said policy. Upon termination of employment, all board participation and contributions 

shall cease effective the last day of June. 

Section 5 Pay Period Subd.  

1   Salary Payments 

Teachers shall receive their contract salary in twelve (12) monthly payments. All 

on staff coaches will be paid 110% of the coaching stipend. 

All on staff coaches have the choice of being paid over 12 months or at the end of the season.  

Non-staff coaches will be paid at the end of the season. 

Subd.  2   Salary Issued 

Payroll checks shall be issued on the 7th day of each month. If the 7th falls on a day when 

school is not in session, teachers shall receive their payroll checks on the next business day 

that school is in session before 4:00 p.m. 

Section 6   Mileage Allowance 

Teachers authorized in the course of their work to drive personal vehicles for school 

district business, shall receive a car allowance equal to the current state reimbursement 

rate. Teachers must provide proof of insurance prior to use of private vehicle for 

reimbursement. 

Section 7   Ticket Taking 

All Elementary, Middle and High School staff must participate in ticket taking at all 

extracurricular activities. Administration will provide a sign-up sheet on the PIR days at the 

beginning of each school year. After each Elementary, Middle and High School staff member 

has signed-up for two activities, the sign-up will be opened to the entire staff, on a volunteer 

basis. Any unfilled slots will be assigned to Elementary, Middle and High School staff 

alphabetically. Ticket taking, recess, lunch duty and other duties outside the classroom are 

considered part of the total job of Shepherd School District teachers. 



  

Section 8 Finality 

The instrument contains all provision s of the agreement between the Board and the 

Association on all matters negotiable for agreement and neither party shall be required during 

the terms hereof to negotiate for agreement upon any issue not mentioned herein.  

Section 9 Severability 

The provisions of the Agreement shall be severable, and if any provisions thereof or the 

application of any such provision under any circumstances is held invalid, it shall not affect 

any other provisions of this Agreement or the application of any provision thereof. IN 

WITNESS WHEREOF, the parties have executed this Agreement as follows: 

 
SHEPHERD EDUCATION 
ASSOCIATION 

Shepherd Public Schools 

Shepherd, Montana 59079 

SCHOOL DISTRICT NUMBER 37 

Shepherd, Montana    59079 
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