Missoula County Public Schools
Staff Handbook
2018-2019

Page | 1

TABLE OF CONTENTS
INTRODUCTION .............................................................................................................................................. 5
EQUAL EMPLOYMENT OPPORTUNITY ..................................................................................................... 5
ACCOMMODATING INDIVDIUALS WITH DISABILITIES ....................................................................... 5
MCPS MISSION STATEMENT ....................................................................................................................... 6
VISION ............................................................................................................................................................... 6
ASSOCIATIONS ............................................................................................................................................... 6
STAFF INFORMATION ................................................................................................................................... 6
ABSENCES - STAFF .................................................................................................................................... 6
Family and Medical Leave Act (FMLA) .................................................................................................... 6
Personal and Emergency Leave .................................................................................................................. 6
Sick Leave .................................................................................................................................................. 6
Vacation Leave ........................................................................................................................................... 7
ATTENDANCE – STAFF ............................................................................................................................. 7
AUTOMATED EXTERNAL DEFIBRILLATORS (AED’S) ....................................................................... 7
BELL SCHEDULE ........................................................................................................................................ 7
BREAKS ........................................................................................................................................................ 8
BUILDING SECURITY ................................................................................................................................ 8
CARE/USE OF DISTRICT PROPERTY ...................................................................................................... 8
CASH IN DISTRICT BUILDINGS ............................................................................................................... 9
CHILD ABUSE REPORTING....................................................................................................................... 9
COMMUNICABLE DISEASE/BLOODBORNE PATHOGENS/INFECTION CONTROL PROCEDURES
...................................................................................................................................................................... 10
COMMITTEES ............................................................................................................................................ 10
COMPENSATORY TIME AND OVERTIME/CLASSIFIED EMPLOYEES ........................................... 11
COMPLAINTS ............................................................................................................................................. 11
Student/Parent Complaints ....................................................................................................................... 11
Staff Complaints ....................................................................................................................................... 11
CONTRACTS AND COMPENSATION ..................................................................................................... 12
COPYRIGHT ............................................................................................................................................... 12
CONFERENCES .......................................................................................................................................... 12
CRISIS PLAN .............................................................................................................................................. 13
CURRICULUM............................................................................................................................................ 13
DISCRIMINATION/INTIMIDATION/HARASSMENT/BULLYING ...................................................... 13
DISCIPLINE ................................................................................................................................................ 14
DRUG-FREE/ALCOHOL-FREE WORKPLACE ....................................................................................... 15
ELECTRONIC RESOURCES AND SOCIAL MEDIA ACTIVITIES ....................................................... 15

EMAIL.......................................................................................................................................................... 15
EMERGENCY CLOSURES ........................................................................................................................ 16
EMERGENCY TREATMENT .................................................................................................................... 16
EVALUATION OF STAFF ......................................................................................................................... 17
FAIR LABOR STANDARDS ACT ............................................................................................................. 17
FEATURE FILMS/VIDEOS ........................................................................................................................ 17
FIELD TRIPS ............................................................................................................................................... 18
FUNDRAISING ........................................................................................................................................... 19
General...................................................................................................................................................... 19
Crowd Funding ......................................................................................................................................... 19
GIFTS AND SOLICITATIONS................................................................................................................... 19
GRADING .................................................................................................................................................... 19
GUEST SPEAKERS/CONTROVERSIAL SPEAKERS ............................................................................. 20
INSURANCE ............................................................................................................................................... 20
KEYS/IDENTIFICATION BADGES .......................................................... Error! Bookmark not defined.
LESSON PLANS ......................................................................................................................................... 20
MATERIALS DISTRIBUTION .................................................................................................................. 21
MEETINGS .................................................................................................................................................. 21
PARTICIPATION IN POLITICAL ACTIVITIES ...................................................................................... 21
PERSONNEL RECORDS ............................................................................................................................ 21
PREP PERIODS/INSTRUCTIONAL STAFF PLANNING TIME ............................................................. 22
PROFESSIONAL LEARNING COMMUNITIES (PLC) ........................................................................... 22
PURCHASE ORDERS ................................................................................................................................. 22
RETIREMENT PROGRAMS FOR CLASSIFIED EMPLOYEES ............................................................. 22
SCHOOL BOARD MEETINGS/COMMUNICATIONS ............................................................................ 23
STAFF CONDUCT/ETHICS ....................................................................................................................... 23
STAFF DEVELOPMENT ............................................................................................................................ 23
STAFF DRESS AND GROOMING ............................................................................................................ 24
STAFF/PARENT RELATIONS .................................................................................................................. 24
STAFF ROOM ............................................................................................................................................. 24
STAFF HEALTH AND SAFETY................................................................................................................ 24
STUDENT – ABSENCES............................................................................................................................ 25
STUDENT – ACTIVITY FUNDS ............................................................................................................... 25
STUDENT - BEHAVIOR GUIDELINES ................................................................................................... 25
STUDENT/PARENT HANDBOOK............................................................................................................ 26
STUDENT – PRIVACY .............................................................................................................................. 26
STUDENT – MEDICAL .............................................................................................................................. 27
STUDENT- CONDUCT/DISCIPLINE/REFERRAL .................................................................................. 27

Conduct..................................................................................................................................................... 27
Discipline .................................................................................................................................................. 27
Referral - Special Services........................................................................................................................ 28
STUDENT TRANSPORTATION IN PRIVATE VEHICLES .................................................................... 28
SUPERVISION OF STUDENTS ................................................................................................................. 29
TELEPHONES AND OTHER MOBILE DEVICES ................................................................................... 29
Employee Use of Mobile Devices ............................................................................................................ 29
Use of Personal Mobile Devices............................................................................................................... 29
TOBACCO-FREE ENVIRONMENT .......................................................................................................... 30
VIDEO SURVEILLANCE ........................................................................................................................... 30
WEAPONS ................................................................................................................................................... 30
RECEIPT OF HANDBOOK ............................................................................................................................ 32
APPENDIX LIST ............................................................................................................................................. 33
HELLGATE STAFF HANDBOOK................................................................................................................31

INTRODUCTION
The material covered within this staff handbook is intended as a method of communicating to employees
regarding general District information, rules, and regulations and is not intended to either enlarge or diminish
any Board policy, administrative regulation, or negotiated agreement. Material contained herein may, therefore,
be superseded by such Board policy, administrative regulation, negotiated agreement, or changes in state or
federal law.
Any information contained in this staff handbook is subject to unilateral revision or elimination, from time to
time, without notice.
No information in this document shall be viewed as an offer, expressed or implied, or as a guarantee of any
employment of any duration.

EQUAL EMPLOYMENT OPPORTUNITY
MCPS shall provide equal employment opportunities to all persons regardless of their race, color, creed, religion,
national origin, sex, age, political ideas, veteran status, marital status, use of lawful products while not at work,
veteran status, genetic information physical or mental disability, if otherwise able to perform the essential
functions of the job with or without reasonable accommodation, sexual orientation, gender identity, and/or
gender nonconformity. (Refer to Board Policy 5013). If considerations of sex, age or disability have a bona fide
relationship to the unique requirements of a particular job or if there are federal or state legal requirements that
apply, then sex, age or disability may be taken into account as a bona fide occupational qualification, provided
such consideration is consistent with governing law.
The following have been designated to coordinate compliance with these legal requirements, including
Title VI, Title VII, Title IX, and other civil rights or discrimination issues, the Americans with Disabilities Act,
and Section 504 of the Rehabilitation Act of 1973, and may be contacted at the Human Resource office for
additional information and/or compliance issues:
•
•

Building Principals;
Human Resources office.

ACCOMMODATING INDIVDIUALS WITH DISABILITIES
Individuals with disabilities shall be provided opportunity to participate in all school-sponsored services,
programs, or activities on a basis equal to those without disabilities and will not be subject to illegal
discrimination. Reasonable accommodation for individuals with disabilities will be made as required
by law. An individual with a disability should notify the Superintendent or building principal if they have a
disability which will require special assistance or services and what services are required. (Refer to Board
Policy 5013).

MCPS MISSION STATEMENT
DISTRICT MISSION
The mission, vision and core beliefs of MCPS are the foundation for the future of our schools. We will create an
inspired 21st Century Educational Culture that improves lifelong student achievement, develops remarkable
educational leaders and engages the Missoula community in the future of its children. Our mission is to ensure
every student achieves his or her full potential, regardless of circumstance and ability.
VISION
We communicate; we collaborate; we think critically; and we create. We are Missoula County Public Schools educational leaders in a global society - fostering uncompromising excellence and empowering all learners.
ASSOCIATIONS
•
•
•
•

The Missoula Education Association (MEA) is the bargaining unit for all certified staff.
The Merged Missoula Classified Employees Organization (MMCEO) is the bargaining unit for all
classified staff, except those specifically excluded under Article 2.1 (B) of the Agreement.
The Missoula County Public Schools Building, Trades, and Crafts of Missoula, Montana is the
bargaining unit for all trades and crafts staff;
The Professional Specialists is the bargaining unit for the District’s Benefits Technician, Curriculum
Specialist, Operations and Maintenance Specialist, Regional Director Specialists, and Sub Dispatch
Clerk.
STAFF INFORMATION

ABSENCES - STAFF
Family and Medical Leave Act (FMLA)
Eligible employees shall be granted Family Medical Leave shall be granted in accordance with a collective
bargaining agreement or other applicable agreement, provided said agreement meets the minimum requirements
and qualifying reasons of the Family Medical Leave Act. (Refer to Board Policy 5328). Family Medical Leave
also includes servicemember family leave for qualifying employees pursuant to the FMLA.

Personal and Emergency Leave
Staff may be granted personal and other types of leave according to the terms of their current collective
bargaining agreement or, in the absence of a collective bargaining agreement, according to policy and/or the
group handbook to which the employee belongs.
Sick Leave
Employees shall be granted sick leave according to the terms of the current collective bargaining agreement, or, in
the absence of a collective bargaining agreement, according to policy and/or the group handbook to which the
employee belongs.
Teacher and para-educator absences must be entered into the Absence Management System (formally known as
AESOP).
Teachers shall have a Substitute File which contains at a minimum:

o
o
o
o
o
o
o
o
o

roster/seating chart
behavior code
“rules-in-brief”
attendance/lunch information (paper attendance sheet for subs)
teaching schedule
teacher’s manual location
student accommodations
special instructions
If applicable:
▪ recess duty roster
▪ car riders & bus list; AM & PM bus numbers & names of all students.

Vacation Leave
All vacation eligible employees who claim Montana public employment time prior to their work for MCPS, must
notify the District in writing of said eligibility at the time of hire. Employees must complete the Certification of
Prior Employment Hours for Annual Vacation Leave Rate Earned form which can be obtained at the Human
Resources Office. Any vacation-eligible employees who claim Montana public employment time prior to
working for MCPS must notify the human resources office regarding any leave transfer rights.
ATTENDANCE – STAFF
Regular and timely attendance is an essential function of each position within the District. Employees are
expected to report for work on time and to notify their immediate supervisor if they must be tardy or absent.
Failure to provide regular and timely attendance may result in disciplinary action, up to and including
termination.
•

•
•
•

All staff are encouraged to be here every day and should be prompt with their attendance. All staff
members are expected to be in the building and at their respective teaching station door each school day
in order to meet incoming students, except those on special duties. Please greet students as they enter
your classroom.
Schedule – See Appendix
Incidental Leave – by arrangement with Building Principal
If you leave the building during the day, please check out at the office so we know you are out of the
building

AUTOMATED EXTERNAL DEFIBRILLATORS (AED’S)
MCPS recognizes that from time to time emergencies may arise that justify the use of an Automated External
Defibrillator (AED). The District has one or more of these units for use by qualified personnel. The unit(s) is
(are) located at designated locations. Each building has staff members trained in the use of the AED. Please
consult your building’s office for the list of trained employees. Refer to Board Policy 8302

BELL SCHEDULE
See Appendix

BREAKS
Scheduled breaks are provided to all classified employees to ensure safety and efficiency. All classified staff
members who work three (3) or more hours are entitled to one 15-minute break. Those working six (6) or more
hours are entitled to two 15-minute breaks.
Classified employees are expected to adhere to the break schedule established by the building principal.
Deviation from the regularly scheduled break period requires prior approval.
BUILDING SECURITY
The following security measures are stressed with the staff and student body:
1. All staff are issued keys/security identification badges. Badges should be worn and visible at all times
during work hours. Keys are issued to staff by the building principal. Identification badges are issued at the
Human Resource office. In order to protect property, students, and staff and to ensure the building is
adequately secured when no authorized personnel are present, all staff are expected to follow the following
key-control procedures:
a. Keys are not to be left unattended. Avoid having keys on desks, tables, in mailboxes, unattended coat
pockets, etc.;
b. The duplication of keys is prohibited;
c. Keys may not be loaned to students or to individuals not employed by the District. Under no
circumstance should staff provide keys to students to “run errands”, “unlock/lock” doors, etc.;
d. Lost or stolen keys must be reported to the building principal within 24 hours of discovery of the loss or
theft so that measures may be taken to protect District property.
e. keys are to be checked in at the end of the school year. Staff with summer duties necessitating building
access may make arrangements with the building principal to keep their keys as appropriate.
2. Students and staff in the building are instructed not to open doors for persons unknown to them. All persons
entering the building should enter through the front entrance door.
3. Visitors and/or strangers should be directed to the office upon entering the building.
4. Staff members should be aware of unknown visitors to the building and should see to it that they report to the
office. If that is not possible, staff members should call the office to notify office personnel of unknown
visitors in the building.
5. Teachers and other staff members are instructed not to prop entrance doors open.
6. Staff members are instructed to check the closure of doors when leaving the building, making sure that the
lock has latched securely.
7. All visitors and/or volunteers to the building are to sign in at the office and pick up a badge to wear if
they will be working in the building for a while.
BUILDING USE
The school district promotes community use of school facilities during the hours when school is not in session.
The use of the facilities will follow the priority of: (1) school-sponsored activities, (2) community recreation,
youth groups, and cultural activities, and (3) other activities. General public use requests must be shown to be:
(1) of an educational nature, (2) likely to contribute to the physical, moral and ethical well-being of the
participants, (3) legally and culturally acceptable, and (4) open to all regardless of color, sex, creed or national
origin. Employees wishing to use MCPS facilities for afterschool functions need to follow the following steps:

1.
You must complete the MCPS Application/Agreement for Facility Use before any dates can be
considered.
2.
Print and read the Rental Policy for School Facilities Use and the MCPS Rules and Regulations
Governing Use of School Facilities located on the back of the Application/Agreement. You agree that you have
read and will comply with all conditions in these documents when you sign the MCPS Application/Agreement
for Facility Use.
3.
The agreement/application may not be accepted later than ten business days prior to the event. Such
agreement/application must be complete including setup needs when received by MCPS.
4.
Print and review the information regarding the use of Automatic External Defibrillators (AEDs).
5.
Email completed applications to crhubbard@mcps.k12.mt.us, fax to (406)549-0449 or deliver/mail too
the following address: Missoula County Public Schools, Attn: Charlene Hubbard, 915 South Ave. West,
Missoula, MT 59801.
CARE/USE OF DISTRICT PROPERTY
All staff members are encouraged to exercise continuous and vigilant care of all District-owned property. Such
items as computer and video equipment, and musical instruments are priority items for theft and damage. No
District equipment shall be removed for personal or non-school use. (Refer to Board Policy 7500).
When staff members note that equipment/building is damaged, either by intention or accident, they shall
communicate the damage to the office. It is the duty of the staff members to supervise students so that damage to
the school building, furniture, equipment, or other school property does not occur.
Teachers are responsible for the appearance of their classroom. Special needs may occur that require maintenance
or custodial assistance. In such cases, please notify the office/custodial staff so a work order can be made.
Teachers should close and lock all windows and doors when leaving for the day.
Incidents of theft or willful destruction of District property through vandalism or malicious mischief should be
reported immediately to the building principal.
CASH IN DISTRICT BUILDINGS
Money collected by staff because of fund raisers or other school-related purposes is to be deposited in the main
office whenever the sum accumulated in any one day, by a class, staff member, or others, exceeds $25. At no
time are substantial amounts of money to be kept overnight or held during holidays or for long periods of time in
classrooms.
Staff members are asked to emphasize to students the importance of promptly depositing money collected, with
appropriate school officials.

CHILD ABUSE REPORTING
A District employee who has reasonable cause to suspect, as a result of information they receive in their
professional or official capacity, that a child is abused or neglected by anyone regardless of whether the person
suspected of causing the abuse or neglect is a parent or other person responsible for the child's welfare, they shall
report the matter promptly to the department of public health and human services or local law enforcement
agency. Please inform the building principal as well. Hot Line # 866-820-5437.

An employee does not discharge the obligation to personally report by notifying a supervisor or building
principal.
Failure to report a suspected child abuse is a violation punishable by law and by District disciplinary action up to
and including dismissal.
A staff member who, based on reasonable grounds, participates in the good-faith making of a child abuse report
shall have immunity from any liability, civil or criminal, that might otherwise be incurred or imposed as provided
by law. (Refer to Board Polices 5232 & 5232F)
CLASSROOM SECURITY
When leaving the classroom, locker room, or other work areas between classes or at the end of the day, teachers
and staff are expected to turn out the lights and secure all doors. Windows should also be secured at day’s end.
Security systems/alarms should be activated by the last employee in the building.
All staff are asked to refrain from keeping personal items of value in or about their desks. Purses should never
be left unsecured. Students should be instructed to leave valuables at home. The district will not be responsible
for the loss of, or damage to, personal property due to such causes as fire, theft, accident, or vandalism.
COMMUNICABLE DISEASE/BLOODBORNE PATHOGENS/INFECTION CONTROL
PROCEDURES
The District provides for the reasonable protection against the risk of exposure to communicable disease to all
staff while engaged in the performance of their duties. Protection is provided through immunization and
exclusion in accordance with Montana Code Annotated and the Administrative Rules of Montana. Infection
control procedures, including provisions for handling and disposing of contaminated fluids, have also been
established through Board policy and administrative regulations for staff and student protection.
A communicable disease is defined at ARM 16.28.101(5) as “an illness due or suspected to be due to a specific
infectious agent or its toxic products, which results from transmission of that agent or its products to a susceptible
host, directly or indirectly.” If an employee has a communicable disease, the staff person must notify the school
nurse or other responsible person designated by the Board that he has a communicable disease which could be life
threatening to an immune compromised person.
An employee with a communicable disease shall not report to work during the period of time in which the
employee is infectious. An employee afflicted with a communicable disease capable of being readily transmitted
in the school setting (e.g., airborne transmission of tuberculosis) shall be encouraged to report the existence of the
illness in case there are precautions that must be taken to protect the health of others. The District reserves the
right to require a statement from the employee’s primary care provider prior to the employee's return to work.
(Refer to Board Policy 5130)

COMMITTEES
School committees are integral to our school goals and vision. It is important for teacher participation on these
committees. Teacher committee assignments are posted in the staff lounge.
If you would like to participate in one of the following committees, please notify the principal.

a. Principal’s Leadership Team - This committee will be comprised of school leaders to assist in school
wide implementation of the PLC model.
b. Principal’s Advisory Council (PAC) – The committee will consist of at least one volunteer from each
department in high schools, from each grade level and exploratory team in middle schools, and from
each grade band (K-2 & 3-5) plus a specials (Library, Music or HPE) teacher in elementary schools.
The building PAC will be chaired by a member of the bargaining unit. The committee will meet a
minimum of once per quarter to consider issues at the individual building.
c. Response to Intervention Team (RTI)
d. Montana Behavior Initiative Team (MBI)
e. Student Intervention Team (SIT)
f. Technology Committee

COMPENSATORY TIME AND OVERTIME/CLASSIFIED EMPLOYEES
No overtime is authorized for any employee without the specific approval of their supervisor.
Under Montana law and the Federal Fair Labor Standards Act, a classified employee may not volunteer work
time in an assignment similar to his or her regular work without pay.
When a request to use compensatory time is made, the employee will be allowed to use such time within a
reasonable period after making the request provided such use does not unduly disrupt the operations of the
District.
A non-exempt employee who works overtime without authorization may be subject to disciplinary action. (Refer
to Board Policy 5336).
COMPLAINTS
Student/Parent Complaints
The District recognizes that complaints regarding staff performance, discipline, grades, student progress, and
homework assignments will be made by students and parents from time to time. Every effort will be made to
ensure that such complaints are handled and resolved informally and as close to their origin as possible. Students,
parents, and others with complaints will be encouraged to discuss the complaint directly with the staff member.
Complaints against support staff should be directed to the immediate supervisor and/or building principal. All
such meetings should be held in confidence and not in the presence of others.
If the complaint is not informally resolved, staff should advise the complainant that he/she may submit the matter
directly to the building principal or immediate supervisor, as appropriate. The complainant will be provided with
necessary formal complaint procedure guidelines in accordance with Board Uniform Grievance Procedure, Board
Policy 1700, or with any other applicable grievance procedure (see Title IX Grievance Procedures or Section 504
and ADA Grievance Procedures).
When a complaint is made directly to the Board as a whole or to an individual Board member, it will be referred
to the superintendent for appropriate building administrator follow-up.
Staff Complaints

Staff member complaints contending a violation, misinterpretation, or inappropriate application of District
personnel policies and/or administrative regulations should be directed to the building principal for informal
discussion and resolution.
If the complaint is not resolved informally, formal complaint procedures may be initiated by staff in accordance
with Board policy, the collective bargaining agreement, and/or any applicable administrative regulations.
The grievance procedure in the current collective bargaining agreement must be followed when filing a complaint
regarding the current collective bargaining agreement.
CONTRACTS AND COMPENSATION
Each certificated employee will be employed under a written contract, subject to the terms and conditions of the
master contract and District policies. Renewal and non-renewal will be determined by the Board after receiving a
recommendation from the Superintendent and in conformance with law.
Each classified employee will be employed under a written contract for a specified term, with a beginning and
ending date.
The Superintendent may assign, reassign, and/or transfer positions and duties of all staff, subject to any provisions
contained in the applicable negotiated agreement.
Salaries, including compensation for extracurricular assignments over and above the duties associated with a staff
member’s regularly assigned duties, will be determined in accordance with salary schedules and salary placement
guidelines established by the Board and/or policies adopted by the Board which are consistent with salary
schedules and salary placement provisions of negotiated agreements.
It is the staff member’s responsibility to provide all information necessary for placement on the salary schedule to
the office in accordance with timelines established by the District and negotiated agreements.
COPYRIGHT
The District recognizes that federal law makes it illegal to duplicate copyrighted materials without authorization
of the holder of the copyright, except for certain exempt purposes. Severe penalties may be imposed for
unauthorized copying or use of audio, visual, digital, or printed materials and computer software, unless the
copying or use conforms to the “fair use” doctrine.
Under the "fair use" doctrine, unauthorized reproduction of copyrighted materials is permissible for such purposes
as criticism, comment, news reporting, teaching, scholarship, or research. (Refer to Board Policies 2312 and
2312P).
CONFERENCES
Planned conferences between teachers and parents are essential to the District’s efforts to further understanding
and close cooperation between the home and school. Parent-teacher conferences are scheduled each fall and
spring. The student may be included if the teacher or parent so desires.
Conferences should be treated as an opportunity for constructive, mutual exchange of information and ideas for
the welfare and continued academic growth of the student.

CRISIS PLAN
Copies of the school’s Crisis Plan and emergency procedures will be available in the office and other strategic
locations throughout the building. All teachers will discuss safety drill procedures with their class at the
beginning of each year and will have them posted in a conspicuous place next to the exit door. Drills must be
held at different hours of the day or evening to avoid distinction between drills and actual disasters. A
map/diagram of the fire escape route to be followed should be posted near the classroom doorways and reviewed
with students.
Upon the sounding of a fire alarm, teachers are required to:
•
•
•
•
•

Immediately direct all students to orderly exit the building using the evacuation route posted. Students
may not stop at lockers, drinking fountains, restrooms, etc., along the way;
Close windows, turn off lights, and [lock door/leave door unlocked];
Take roll book;
Escort class at least 50 feet from the building and take roll. Report any unaccounted students to the main
office; and
Upon “all clear” signal, escort students directly back to class. Check roll. (Refer to Board Policy 8301)

CURRICULUM
Curriculum guides are available for all courses taught in the District. Curriculum guides reflect a consistent and
coherent structure for the education of District students.
The curriculum established for the courses and grade levels of this District provides the flexibility necessary to
meet the individual needs of students and their divergent learning rates and styles.
Deviations from established curriculum, textbooks, and instructional materials are not permitted without building
principal approval. Teachers with questions should contact the building principal.
Though teaching methodology may vary, classroom instruction is expected to reflect “best practices” consistent
with research on effective instruction. (Refer to Board Policy 2120).
DISCRIMINATION/INTIMIDATION/HARASSMENT/BULLYING
MCPS is committed to providing a positive learning and working environment for students and staff free of
discrimination, intimidation and harassment. Everyone has a right to learn and work in an atmosphere that
promises respect and dignity and prohibits discriminatory and/or harassing practices. Moreover, members of the
school community have the corresponding responsibility to report those acts that they believe have violated their
rights.
Therefore, the Board does not condone and will not tolerate harassment, intimidation, or bullying of employees,
discrimination against employees, or any act prohibited by Board policy that disrupts the work place and/or
keeps employees from doing their jobs.
Employees are expected to be civil, respectful, and act in an orderly manner toward one another. Workplace
harassment/intimidation/bullying may be defined as the deliberate, hurtful, repeated mistreatment of an
employee, driven by a desire to abuse or control that individual.
Common behaviors include, but are not limited to:

•
•
•
•
•
•
•
•
•
•

Injuring, threatening, harassing or intimidating a staff member, board member or any other person;
Defamation of character and/or reputation;
Yelling, shouting, and screaming; intimidating gestures toward fellow employees;
Behind-the-back-put-downs, insulting, and unfair criticism;
Damaging or threatening to damage another’s property;
The deliberate sabotage and undermining of another’s work performance;
Impeding, delaying, or otherwise interfering with the orderly conduct of the district employee program
or any other activity occurring on school property;
Operating a motor vehicle in a risky manner to scare or intimidate;
Exclusion or social isolation; and
Other inappropriate behavior that intimidates, offends, degrades or humiliates a co-worker, including
occurrences in front of another co-worker, students, parents, contractors or visitors.

Any employee who believes that he or she, or any other employee or student, is being subjected to harassment or
discrimination should bring the matter to the attention of the Supervisor and/or Building Principal. The District
will investigate any such concerns promptly and confidentially to the extent possible. Complaints will be
addressed via the applicable grievance procedure.
No employee will be subject to any form of reprisal or retaliation for having made a good-faith complaint under
this policy. For complete information concerning the District’s position prohibiting harassment/ discrimination,
assistance in reporting and responding to alleged incidents, and examples of prohibited behaviors, employees
should refer to the District’s policies and related procedures.
The District prohibits bullying for any reason, including but not limited to, race, color, religion, creed, national
origin, gender, sexual orientation, gender identity, culture, social origin or condition, economic condition,
political affiliation, mental, physical or sensory disability, or actual or potential marital or parental status.
A staff member whose behavior is found to be in violation of Board policy may be subject to discipline up to and
including dismissal. There will be no retaliation by the District against any person who, in good faith, reports
harassment. (Refer to Board Policy 3225)

DISCIPLINE
District employees who fail to fulfill their job responsibilities or to follow reasonable directions of their
supervisors, or who conduct themselves on or off the job in ways that affect their effectiveness on the job, may be
subject to disciplinary action up to and including termination. Behavior, conduct, or action that may call for
disciplinary action or dismissal includes, but is not limited to, reasonable job-related grounds based on a failure to
satisfactorily perform job duties, disruption of the District or member school district’s operation, or other
legitimate reasons.
Discipline will be reasonably appropriate to the circumstance and will include, but not be limited to, a
supervisor’s right to reprimand an employee and the Superintendent’s right to suspend an employee, with or
without pay, or to impose other appropriate disciplinary sanctions. In accordance with Montana law, only the
Board may terminate an employee or non-renew employment. (Refer to Board Policy 5255).
No public officer or public employee shall retaliate against or condone or threaten to retaliate against an
individual who, in good faith, alleges waste, fraud or abuse.

DRUG-FREE/ALCOHOL-FREE WORKPLACE
Employees must not manufacture, distribute, dispense, be under the influence of, purchase, possess, use, or
attempt to obtain in the workplace or in the performance of duties, alcohol or any narcotic drug, hallucinogenic
drug, amphetamine, barbiturate, marijuana (including medical marijuana) or any other controlled substance. For
purposes of this regulation, a controlled substance is one that is not legally obtainable, or one that is legally
obtainable and not being used as prescribed, or referenced in federal and state controlled substance acts. Any
employee who violates the terms of the District’s drug-free/alcohol-free policies may be suspended, nonrenewed
or terminated. Violations may result in notification of appropriate legal officials. Any employee convicted of a
workplace violation of drug abuse statutes must notify his or her supervisor of the conviction within five (5)
working days.
“Workplace” is defined to mean the site for the performance of work done in connection with a federal grant or
contract. That includes any school building or any school premises; any school-owned vehicle, or any other
school-approved vehicle used to transport students to and from school or school activities; off school property
during any school-sponsored or school-approved activity, event, or function, such as a field trip or athletic event,
where students are under the jurisdiction of the school District where work on a federal grant is performed.
(Refer to Board Policy 5226)
ELECTRONIC RESOURCES AND SOCIAL MEDIA ACTIVITIES
Employees are encouraged to use social media in a classroom or school office setting for educational purposes
which support employees’ effectiveness, professional relationships with students and families and other
educational purposes. This applies to all social media activities by District employees, including but not limited to
the use of blogs, forums, social networking sites (e.g. Facebook, Twitter, Instagram, Pinterest, LinkedIn,
Google+, Flickr, Tumblr and YouTube) and any other web-based communications on publicly available sites.
Please review MCPS Staff Procedures for Social Media for additional guidance.
In accordance with the MCPS Web Publishing and Social Media Guidelines, all staff must seek pre-approval
from their administrator for classroom, activity, or school-based social media accounts. The Social Media
Reporting Form must be completed.
All District employees who participate in social networking websites shall follow District guidelines for posting
student owned or created information, photographs, District logos, or district owned or created information.
Material protected under FERPA on such websites is strictly prohibited. (Refer to Board Policy 5455).

EMAIL
The District supports the use of computers, the Internet, and other electronic and network devices in the
instructional program to facilitate learning through interpersonal communications and access to information,
research and collaboration. Staff use of District-owned or personal electronic devices designed to communicate,
create or store information is permitted by the District pursuant to regulations.
The District e-mail and Internet systems, including District website and website links, are intended to be used for
educational purposes only. Use for informal or personal purposes is permissible within reasonable limits. All
email/Internet records are considered District records and should be transmitted only to individuals who have a
need to receive them. Additionally, District records, e-mail/Internet records are subject to disclosure to law
enforcement or government officials or to other third parties through subpoena or other process. Consequently,

employees should always ensure that the educational information contained in e-mail/Internet messages is
accurate, appropriate and lawful. E-mail/Internet messages by employees may not necessarily reflect the views
of the District. Abuse of the e-mail or Internet systems, through excessive personal use, or use in violation of the
law or District policies, will result in disciplinary action, up to and including termination of employment.
While the District does not intend to regularly review employees’ e-mail/Internet records, employees have no
right or expectation of privacy in e-mail or the Internet. The District owns the computer and software making up
the e-mail and Internet system and permits employees to use them in the performance of their duties for the
District. E-mail messages and Internet records are to be treated like shared paper files, with the expectation that
anything in them is available for review by the Superintendent.
Staff who choose to connect to the District network agree to the requirements of the District Provided Access to
Electronic Information, Services and Networks Policy and should consider his/her personal devices subject to the
same level of monitoring and access as any District-owned technology device. Student educational records may
not be stored on staff personal devices under any circumstances.
The District reserves the right to monitor Internet and network use of District-owned and personal devices on all
District networks. The District will provide wired and wireless network access to all District-owned and personal
electronic devices within the confines of District security protocols and its available bandwidth resources. (Refer
to Board Policy 5450).

EMERGENCY CLOSURES
In the event of hazardous or emergency conditions, all District schools or selected schools or grade levels may be
closed or schedules altered to provide delayed openings of school and/or early dismissal of students as
appropriate.
A phone tree will be distributed to all staff for use in the event of delayed openings or school closures.
Additionally, staff will be notified through Connect 5.
Staff members should refer to their negotiated agreements, if there are questions about whether they are required
to report to work on school closure days. (Refer to Board Policy 2221 & 2221P)
EMERGENCY TREATMENT
The Board recognizes that schools are responsible for providing first aid or emergency treatment in case of
sudden illness or injury to a student, but that further medical attention is the responsibility of the parent or
guardian. Each parent or guardian must provide an emergency telephone number where the parent or designee of
the parent can be reached.
When a student is injured, staff shall provide immediate care and attention until relieved by a superior, a nurse, or
a doctor. The principal or designated staff member should immediately contact the parent so that the parent can
arrange for care or treatment of the injured student.
In the event that the parent cannot be reached, and if in the judgment of the principal or person in charge
immediate medical attention is required, the injured student may be taken directly to an appropriate medical
facility for evaluation and/or treatment. When the parent is located, he/she may elect to continue the treatment or
make other arrangements.

A person with a currently valid American Red Cross Standard First Aid Card or equivalent first aid training
certification must be present for all field trips, athletic and other off-campus events. (Refer to Board Policy 3431)
EVALUATION OF STAFF
The District’s evaluation program is designed to provide an opportunity for staff to set goals and objectives,
including plans for professional growth and career opportunities, and receive administrative responses to them; to
have formal and informal observations of the teaching of licensed staff and the performance of assigned duties
and job responsibilities of all other staff; to receive verbal and written comments and suggestions for
improvement from supervisors; and to have clear opportunities to make improvement within specific timelines.
The evaluation program also provides a tool for administrators who are responsible for making decisions about
promotion, retention, dismissal, and discipline.
Non-tenured certified staff shall be evaluated in accordance with the applicable collective bargaining agreement
and, at a minimum, on at least an annual basis. Tenured certified staff members and classified staff members may
be evaluated according to the terms stated in the current collective bargaining agreement.
Copies of the District’s evaluation procedures will be provided to all staff. Evaluation of all staff will be
conducted in accordance with established Board policy and applicable District evaluation procedures, negotiated
agreements, and Montana Code Annotated. (Refer to Board Policy 5222)

EXPENSE REIMBURSEMENT
School personnel are reimbursed for travel that is required as part of their duties or for school-related activities
approved by the Supervisor. The District will inform staff regarding expense reimbursement guidelines annually.
(refer to Board Policy 7335).

FAIR LABOR STANDARDS ACT
Regular working hours for all classified staff will be set by their supervisor. Classified staff are not to work
before, beyond, or outside their established working hours and are not to work overtime without prior
authorization from their supervisor.
All time sheets must be a true reflection of all time worked, whether it is more or less than regularly scheduled
work hours.
Failure to comply will result in disciplinary action in accordance with applicable provisions of Board policy,
administrative regulations, and negotiated agreements.
Overtime is defined as time worked over 40 hours in one week. A week is defined as seven consecutive days
covering Monday through Sunday.
FEATURE FILMS/VIDEOS
Due to copyright laws, showing video cassettes and DVD’s for entertainment or reward purposes in schools is
prohibited. Showings of this sort are considered public performances and require appropriate performance rights
or license. According to copyright legislation, a video cassette or DVD may only be shown in the classroom if it
specifically relates to the curriculum taught in that specific classroom.

Requests are to be submitted to the building principal at least five days prior to the proposed showing. The
following information should be included:
1.
Title and brief description;
2.
Purpose for the showing;
3.
Match with course objectives;
4.
Proposed date of showing;
5.
When and how parents will be notified, or if necessary grant consent;
6.
Audience rating.
“R” rated movies shown as part of the instructional program must tie directly to the curriculum and, prior to any
student being allowed to watch an “R” rated movie, parental permission must be obtained. Parents must be given
specific notice in writing that “R” rated movie will be shown in a specific classroom on a specific date and the
purpose for showing the movie must also be stated. Parents must be informed that they have the right to opt out
(in writing) for their students.
FIELD TRIPS
At the beginning of each school year, MCPS shall send an Annual Field Trip Consent Form to the
parents/guardians of each student within the District. This Annual Field Trip Consent Form shall cover all local
field trips occurring within Missoula for the school year and shall be effective for one school year. If a student’s
parent or guardian sign the Annual Field Trip Consent Form, a separate permission form is not required for a
local field trip. MCPS shall maintain a record of all students whose parents/guardians submitted the Annual Field
Trip Consent Form.
Upon approval of a local field trip by administration, the teacher or sponsor must provide each student for whom
annual consent has been provided with the Field Trip Opt-Out Form explaining the details of the local field trip.
A parent or guardian wishing to have their child excluded from the field trip must complete and sign the form.
This “opt-out” shall only apply to the specific field trip, and the parent’s or guardian’s consent from the Annual
Field Trip Consent form shall remain active. If a parent or guardian has not signed the Annual Field Trip Consent
Form, the teacher or sponsor shall provide that student with a Field Trip Consent Form which must be completed
and approved by the student’s parent or guardian before the student may participate in the field trip.
Upon approval of any other field trip occurring outside of Missoula, the teacher or sponsor must provide each
student with a Field Trip Consent Form which must be completed and approved by the student’s parent or
guardian before the student can participate. The form should describe the field trip and provide general
information about the trip.
Extracurricular coaches are not required to fill out a Field Trip Approval Form prior to each out of District event,
and students participating in extracurricular activities with recurring trips must provide only one Field Trip
Consent Form per season.
A person with a currently valid American Red Cross Standard First Aid Card or equivalent first aid training
certification must be present for all field trips, athletic and other off-campus events.
Field trips of a distance exceeding 400 miles (one way) are to be approved by the superintendent/designee at least
60 days in advance. Students earning the right to travel for competitions with less than 60 days notice will receive
special consideration. Travel outside of the country must be approved by the Superintendent/designee and the
Board of Trustees at least six months in advance. Building principals may approve all other field trips. (Refer to
Board Policy 2320)

FUNDRAISING
General
Activities to raise money for a wide variety of school activities and equipment are held at various times
throughout the course of the school year. All fundraising activities must be conducted under the direct
supervision of staff or other authorized individuals and approved by the building principal prior to the activity
being initiated. Fundraising requests must include an explanation or justification for the proposal, consistent with
building and/or District goals. Fundraising must not interfere with or disrupt school.
Fundraising request forms are available in the office. All money raised must be receipted and deposited with the
District. Staff and students should take all reasonable precautions to provide for the security of any
items/materials/products being sold. Staff members are directed to follow established building procedures for the
depositing of funds collected. At no time should money collected be allowed to accumulate in classrooms,
lockers, or other unsecured areas.
Crowd Funding
All crowd funding requests and receivables are governed and supervised by board policy. Crowd funding
endeavors are generally viewed as beneficial when coordinated with District goals, initiatives, and existing plans.
Proposals, products, and resources generated through crowd funding must receive prior approval from the
Superintendent or designee. Approvals for proposals or gifted resources may be denied based upon but not
limited to: technology, curricular, and/or activities incompatibility; long term sustainability concerns regarding
materials, service, and/or staffing; conflicts with District initiatives, state or federal law.
As public employees, staff members are subject to Montana public employees’ ethics laws. Staff members may
not solicit or accept material, cash, or equipment intended for personal use from individuals or through a crowd
source effort that could be considered a gift of substantial value or that otherwise violates the ethics statutes.
(Refer to Board Policy 3530)

GIFTS AND SOLICITATIONS
Staff members are to avoid accepting anything of value offered by another for the purpose of influencing his/her
professional judgment. No organization may solicit funds from staff members within the schools, nor may
anyone distribute flyers or other materials related to fund drives through the school without building principal
approval.
The solicitation of staff by sales people, other staff, or agents during on-duty hours is prohibited without building
principal approval. Any solicitation should be reported at once to the building principal.
GRADING
The District believes that the cooperation of school and home is a vital ingredient in the growth and education of
the student and recognizes the responsibility to keep parents informed of student welfare and progress in school.
The issuance of grades and progress reports on a regular basis serves as the basis for continuous evaluation of the
student's performance and determining changes that should be made to effect improvement. These reports shall be
designed to provide information that will be helpful to the student, teacher, counselor and parent. Student
assignments should be graded and returned to students in a timely manner, taking into consideration the type of
assignment given. Appropriate and timely feedback to students allows students to adjust and improve.

Teachers should use a variety of communication devices, including telephone and personal conferences as well as
written grade reports, to keep parents well informed. At the beginning of the grading period, students and parents
are to be informed regarding the basis of the grades and the methods to be used in determining grades.
There are established procedures regarding students whose grades are reduced or credit denied for attendance
rather than academic reasons. Reasons for the student’s absence will be considered. No grade may be reduced or
credit denied based on absence due to religious reasons, a student’s disability, or an excused absence as
determined by District policy. Such notice is to be included in each teacher’s syllabus and distributed to students
at the beginning of the grading period. (Refer to Board Policy 2420)
Special education students may receive grades based on progress toward goals stated in the Individual Education
Program (IEP) as provided in the student’s IEP.
GUEST SPEAKERS/CONTROVERSIAL SPEAKERS
Guest speakers may be used by teachers from time to time, when such use is consistent with educational goals
and with a demonstrable relation to the curricular or co-curricular activity in which the participating students are
involved. Teachers are expected to get approval from the building principal of the date, time, and nature of the
presentation whenever such use is planned.
INSURANCE
The District provides unemployment insurance, workers’ compensation and liability insurance for all employees.
In addition, the District provides group health insurance to eligible employees. Certified and classified employees
are eligible for insurance benefits as stated in the current applicable negotiated agreement.
For more information regarding insurance benefits for employees, please contact human resources.

LESSON PLANS
The quality of the instructional program reflects the effort invested by teachers in developing lesson plans
consistent with District curriculum and appropriate to the individual needs of students.
Teachers are expected to prepare lesson plans on a weekly basis. Teachers may be required to provide copies of
lesson plans to the office at reasonable times and intervals, as determined by the building principal.
Lesson plans should be of sufficient length and substance to allow a substitute teacher to carry on the course of
study and to provide a means by which the building principal may monitor instruction to assure that the
educational program in a particular class or activity is consistent with the District-approved course of study.
An up-to-date seating chart, class schedules, and information identifying any classroom student aides or other
special student needs should be included in all lesson plan books.
General plans which cover the length of the course of study should also be prepared and readily available for
building principal and/or student and parent review.

MATERIALS DISTRIBUTION
Requests of staff by individuals or groups to distribute pamphlets, booklets, flyers, brochures, and other similar
materials to students for classroom use or to take home are to be referred to the building principal for approval.

MEETINGS
Staff meetings are scheduled for the purpose of organization and communication of business that typically cannot
be handled through staff bulletins, departmental or committee structure. All staff are expected to attend staff
meetings conducted during work hours unless prior arrangements have been made with the building principal.
Meetings sponsored or called by recognized collective bargaining units during contract hours are subject to prior
approval of the building principal. Attendance of staff members at such meetings is left to the discretion of each
employee.
PARTICIPATION IN POLITICAL ACTIVITIES
Staff members may exercise their right to participate fully in affairs of public interest on a local, county, state, and
national level, on the same basis as any citizen in public or private employment and within the law.
Staff members may, within the limitations imposed by state and federal laws and regulations, choose any side of a
particular issue and support their viewpoints as they desire, by vote, discussion, or persuading others. Such
discussion and persuasion, however, may not be carried on during the performance of District duties.
Employees may not, in or on District property or using District property, attempt to coerce, command, or require
another to support or oppose any political committee, the nomination or election of any person to public office, or
the passage of a ballot issue. Employees may not solicit support for or in opposition to any political committee,
the nomination or election of any person to public office, or the passage of a ballot issue, while on the job or in or
on or using District property. Employees may not use the District’s electronic communication system for political
activity, except as permitted by law.
On all controversial issues, staff members are expected to make clear that the viewpoints they represent are
personal and are not to be interpreted as the District’s official viewpoint. (Refer to Board Policy 5223)
PERSONNEL RECORDS
The District maintains a complete confidential and permanent personnel record for every current and former
employee. The employees’ personnel records will be maintained in the District’s administrative office, under the
Superintendent’s direct supervision. Employees will be given a copy of their personnel record upon request. In
addition to the Superintendent or other designees, the Board may grant a member of the Board access to
cumulative personnel files. Counsel retained by the Board will also have access to a cumulative personnel file if
necessary.
Employees must timely notify the District of any changes to personal contact information, including, but not
limited to, change of address, telephone number, or email.
The District may release public information regarding the professional qualifications, degrees, and experience of
teachers and the qualifications of paraprofessionals to parents upon request. Access to other information is
governed by Board Policy 4340.

A personnel file may contain but is not limited to transcripts from colleges or universities, information allowed by
statute, a record of previous employment (other than college placement papers for periods beyond active
candidacy for a position), evaluations, copies of contracts, and copies of letters of recommendation requested by
an employee. All material in the personnel file must be related to the employee’s work, position, salary, or
employment status in the District. All documents, communications, and records dealing with the processing of a
grievance shall be filed separately from the personnel files of the participants.
Release of personnel records to parties other than those authorized to inspect them will be only as required by
law. (Refer to Board Polices 5231 & 5231P).
PREP PERIODS/INSTRUCTIONAL STAFF PLANNING TIME
The District will schedule uninterrupted preparation periods, except for non-typical situations, so that the
individual teachers have time for lesson preparation. For those positions which are at least .50 FTE, preparation
time, when appropriate for lesson preparation, will be prorated corresponding to actual student contact time. It is
understood that this will be scheduled when such time is available and appropriate.
PROFESSIONAL LEARNING COMMUNITIES (PLC)
MCPS is committed to the concept of Professional Learning Communities. Every staff member will be working
collaboratively towards raising student achievement through effective instructional practices. Staff will identify
essential skills, which will place importance on some grade level expectations and learning targets. We will
measure improvement through our shared common assessments and data review. Each teacher is responsible for
analyzing the data for the students in their respective classrooms and for instructing each student in small groups
or on an individual basis so that each student reaches the goal.

PURCHASE ORDERS
No obligation may be incurred by any staff member, unless that expenditure has been authorized in the budget or
as may otherwise be permitted by Board action and/or Board policy and as approved by the building principal or
supervisor.
EMPLOYMENT REFERENCES
Staff members may be requested by current or former District employees or volunteers to provide a personal or
professional reference for that individual for a job or other activity or opportunity. No staff member shall provide
a reference to any current or former employee or volunteer in his or her official capacity or otherwise use District
letterhead without prior administrative approval. A staff member who is providing a reference to a current or
former employee or volunteer in his or her private capacity shall not use his or her job title or District letterhead.
RETIREMENT PROGRAMS FOR CLASSIFIED EMPLOYEES
All eligible District employees shall participate in retirement programs under the Federal Social Security Act, the
Public Employees’ Retirement System, and/or Teacher Retirement System as applicable, in accordance with state
retirement regulations. The District will contribute to the PERS whenever a classified employee is employed for
more than the equivalent of one hundred twenty (120) full days (960 hours) in any one (1) fiscal year. Part-time
employees who are employed for less than 960 hours in a fiscal year may elect PERS coverage, at their option
and in accordance with § 19-3-412, MCA.

Classified staff who are eligible for the Teacher Retirement System who work less than 210 hours in any school
year may elect to be a member of the Teachers’ Retirement System. They must become members of TRS once
they have completed 210 hours in any school year. Once they become members of TRS, they are required to
remain a member of TRS regardless of hours worked.
SCHOOL BOARD MEETINGS/COMMUNICATIONS
Regular meetings will usually be held on the second and fourth Tuesdays of every month at 6:00 p.m. in the
Board Room of the Business Building. Except for an unforeseen emergency, meetings must be held in a school
building or, upon the unanimous vote of the trustees, in a publicly-owned building located within the District. If
regular meetings are to be held at places other than the place stated above or are adjourned to times other than the
regular meeting time, notice of the meeting shall be made in the same manner as provided for special meetings.
The trustees may meet outside the boundaries of the District for collaboration or cooperation on educational
issues with other school boards, educational agencies, or cooperatives. Adequate notice of the meeting, as well as
an agenda, must be provided to the public in advance. Decision making may only occur at a properly noticed
meeting held within the District’s boundaries. When a meeting date falls on a legal holiday, the meeting shall take
place the next business day. (Refer to Board Policy 1400).
STAFF CONDUCT/ETHICS
District employees shall comply with the following standards:
1. Employees are expected to maintain high standards in their school relationships, to demonstrate integrity and
honesty, to be considerate and cooperative, and to maintain courteous and professional relationships with
students, parents, staff members, and others.
2. Employees have a responsibility to be familiar with, and abide by, federal and state laws, Board policies, and
regulations governing their work responsibilities.
3. Employees shall not engage in activities that would obstruct the employee’s or another employee’s ability to
fulfill their work responsibilities to the District.
4. Employees must maintain confidentiality with respect to information pertaining to student records, employee
records or confidential communications from staff. Employees also will respect the confidentiality of people
served in the course of an employee’s duties and use information gained in a responsible manner.
5. Employees should not dispense or utilize any information gained from employment with the District, accept
gifts or benefits, or participate in business enterprises or employment that creates a conflict of interest with
the faithful and impartial discharge of the employee’s District duties. A District employee, before acting in a
manner which might impinge on any fiduciary duty, may disclose the nature of the private interest which
would create a conflict. Care should be taken to avoid using or avoid the appearance of using official
positions and confidential information for personal advantage or gain.
6. Employees have a responsibility to take a sincere and professional interest in students. Employee-student
relationships that indicate excessive personal involvement are not compatible with good professional conduct.
Employees who fail to abide by this policy will be subject to disciplinary action up to and including discharge.
The Board may discipline, up to and including discharge, any employee who discloses confidential and/or private
information learned during the course of the employee’s duties or learned as a result of the employee’s
participation in a closed (executive) session of the Board. Discretion should be used even within the school
system’s own network of communication and confidential information should only be communicated on a need to
know basis. (Refer to Board Policy 5224).
STAFF DEVELOPMENT
The Board recognizes the importance of continued educational experiences and other professional growth
activities to improve job performance.

Professional growth experiences may include, but are not limited to, college courses, workshops, curriculum
planning, individual research, travel, supervision of teacher trainees, and other such activities.
All requests for District payment of college course work tuition require prior administrative approval.
Professional growth application forms are available in the school office.
All requests for release time from regular work duties for attendance at meetings or conferences will be decided
based on such factors as availability of funds, consistency with District and building goals and job assignment and
current collective bargaining agreements. Requests require prior building principal approval. Forms are available
in the office.
STAFF DRESS AND GROOMING
Missoula County Public Schools expects that the attire that employees wear to work to complement a workplace
environment which is professionally operated, efficient, orderly, and pleasant. Accordingly, all staff are expected
to dress in accordance with accepted professional standards for their particular positions and duties.
Teaching and working in our schools demands setting a good example for students in every possible way. As
adults and professionals, teachers are expected to be guided in their grooming habits by what is most generally
acceptable in the business and professional world.
•Job Specific Concerns - This dress code policy is a general guideline, but employees should take into
consideration any job specific safety concerns or requirements. Employees who regularly lift machinery or heavy
materials should not wear dangling clothing or jewelry that may get caught in machinery and should wear
comfortable, slip-resistant, close-toed shoes at all time. Employees who are working in the health industry or
with food may also have follow further health requirements like wearing hairnets or gloves when performing
specific tasks.

STAFF/PARENT RELATIONS
The District encourages parents to be involved in their student’s school experience. Staff members with questions
regarding custodial and/or non-custodial parent rights with respect to particular students should contact the
building principal.

STAFF ROOM
A staff room is provided for staff use during break, lunch, and preparation periods as may be appropriate. All
staff are expected to “pitch in”, as needed, to help keep this gathering area clean and orderly. Personal items of
value should not be left in the staff room. Staff members leaving such items in the staff room do so at their own
risk. Students are not permitted in the staff room.
STAFF HEALTH AND SAFETY
In order to assure the safety of staff and students, information and/or training, as necessary, is provided to assist
all staff to recognize and to respond appropriately to the presence of hazardous materials in the workplace,
including proper handling, labeling, storage, and disposal of such materials.

All staff members are expected to conduct their work in compliance with first aid and infection control procedures
established by the district and the following safety rules of the district:
1. All injuries shall be reported immediately to the person in charge or other responsible representative of the
district;
2. It is the duty of all employees to make full use of safeguards provided for their protection.
STUDENT – ABSENCES
•
•

•
•

•

Attendance records are kept on Q.
Students arriving late to school must report in to the office. Upon returning to the classroom, they should
have a late slip. If you are aware of the reason for a student's absence, please contact the school
secretary. If no reason is noted, a call will be made from the office to confirm the reason for student
absence.
When a student shows excessive absences, or exhibits a pattern of chronic absences, teachers must notify
a building principal so that parents can be contacted.
Do not let parents and relatives take students from your classroom. Refer them to the office and we will
call for the student. Do not allow a child to leave school with anyone during the school day without
permission from the office.
A student who has an excused absence from class is to be permitted to make up those assignments that
he/she has missed. The student is expected to make arrangements with the teacher on his/her first day
back in class, for the work missed due to absence.

STUDENT – ACTIVITY FUNDS
All moneys raised or collected by and/or for school-approved student groups are to be receipted and deposited
into a checking account administered by the business office. All student activity fund expenditures must be
approved by the building principal and person in charge of the student activities program.
Funds derived from the student body shall be expended to benefit the student body as a whole.
All expenditures from a specific account of student activity funds related to other school-recognized student
groups must be approved by the members of that organization and their staff adviser. Funds derived from
authorized clubs and organizations shall be expended to benefit the specific club or organization and, to the extent
possible, to benefit those subjects currently in school who have contributed to the accumulation of the funds.
(Refer to Board Policy 7425)
STUDENT - BEHAVIOR GUIDELINES
MCPS participates in the Montana Behavior Initiative (MBI). MBI assists educators, parents, and other
community members in developing the attitudes, skills, and systems necessary to ensure that each student,
regardless of ability or disability, leaves public education and enters the community with social and academic
competence.
MBI Belief Statement
•

All students should be taught all the skills necessary for success: academic, social, emotional, and
behavioral.

•
•
•
•
•
•
•
•

Schools are places where students can learn and practice positive interpersonal, cross-cultural, and
citizenship skills.
A caring school climate and positive relationships between students and staff are critical to student
success and provide an environment where academics flourish.
Schools are places where youth have access to many significant adults to help them feel collectively and
individually valued.
Schools and communities must work together to meet the diverse needs of students and honor the
traditions and contributions of both family and community members.
All students are entitled to be treated with dignity and respect.
Successful schools gather and use a variety of information to improve teaching and learning.
Effective use of a team approach involving all school staff working together provides a consistency which
enhances student success.
Positive, proactive and preventative efforts of schools and communities can create a school climate free of
stereotyping, harassment, hatred and violence—filled with a concern for justice and fairness.

In all relations with students, but particularly in disciplinary situations, staff will model respect for the dignity of
the students. Students will certainly need periodic guidance; however, the manner in which that guidance is given
is critical if we are to establish a positive school climate.
Staff members will enforce all school policies and rules inside and outside the classroom.
STUDENT/PARENT HANDBOOK
A student/parent handbook is issued to all students at the beginning of each new school year and at the time of
registration for new students moving into the District at other times of the year.
All staff are expected to familiarize themselves with the general information, administrative rules and procedures
pertaining to students, as set forth in the student/parent handbook and in Board policy.
Teachers are expected to review the handbook with students during the days/times designated by the building
principal.
STUDENT – PRIVACY
In certain circumstances employees may receive confidential information regarding students’ or employees’
medical, discipline or court records. Employees are required to keep student and personnel information in the
strictest confidence and are legally prohibited from passing confidential information along to any unauthorized
individual. If employees have any questions about access to confidential information, they should speak to their
Supervisor.
All staff are expected to comply with the provisions of the Family Educational Rights and Privacy Act (34 CFR
Part 99). FERPA is a Federal law that affords parents the right to have access to their student's education
records, the right to seek to have the records amended, and the right to consent to disclosure of personally
identifiable information from education records, except as provided by law.
FERPA does permit limited disclosures of student records and personally identifiable information from student
records without parental consent. One of these exceptions is the disclosure of student education records to
school officials with a legitimate educational interest without parental consent. School officials include District
employees and administrators. Another exception permits the disclosure of information designated as “directory
information,” provided a parent/guardian has not opted-out of such disclosure, without parental consent.

Questions about access or disclosure of student education records or personally identifiable information should
be referred to the principal. (Refer to Board Policy 2132 and Policy 3600).

STUDENT – MEDICAL
Students who must take prescription and/or over-the-counter medication at school, on a temporary or regular
basis, must provide a written request to administer medication, signed by the parent. All medications will be kept
in locked storage in the office unless a student is authorized to carry medication on his/her person during the
school day. Parents of students who must carry and self-administer medication must complete the Montana
Authorization to Possess or Self-Administer Medication form and return it to the building office.
Teachers are expected to assist students in remembering when a medication is scheduled to be administered. If
the student refuses to take medication, teachers are expected to notify the building principal and parent. Attempts
to contact parents must be documented as to date and time. (Refer to Board Policy 3416)
No staff member may comply with any directive from parents or others, written or verbal, that life-sustaining
emergency care be withheld from a student in need of such care while under the control and supervision of district
staff. Life-sustaining emergency care means any procedure or intervention applied by appropriately trained
district staff that may prevent a student from dying who, without such procedure or intervention, faces a risk of
imminent death. Examples of life-sustaining emergency care may include: efforts to stop bleeding, unblocking
airways, mouth-to-mouth resuscitation, and cardiopulmonary resuscitation (CPR).

STUDENT- CONDUCT/DISCIPLINE/REFERRAL
Conduct
All students are to comply with District policy, written building and classroom rules, pursue the prescribed course
of study, submit to the lawful authority of teachers and school officials, and conduct themselves in an orderly
manner at school during the school day or during school-sponsored activities.
In addition to adopted Board policies governing student conduct, administrative regulations specifying studentconduct expectations have been established. These rules apply to actions which occur on District property, at any
District-sponsored activity regardless of location; or when traveling to or from school for District-sponsored
activities. Disregard of these rules constitutes grounds for suspension, expulsion, or other reasonable disciplinary
action.
All teachers are expected to review the student conduct rules contained in the Student/Parent Handbook with their
students during the first week of the school year.
Student conduct rules unique to individual classrooms may also be developed by teachers. All such rules must be
consistent with District policy and local building administrative regulations governing student conduct and
discipline. Classroom rules and consequences are to be reviewed with students, posted in classrooms, and made
available to parents. (Refer to Board Policy 3310)
Discipline
Effectively managing your classroom is an essential part of maintaining control and discipline. Each teacher
should develop a discipline plan for their classroom. The plan shall include rules to follow in the room,
consequences for not following the rules, and possible rewards for following the rules. Consequences should be

appropriate to the infraction and should support our collective philosophy of positive discipline. When all
alternatives have been exhausted in the classroom, the teacher should ask the principal for help.
Minor discipline cases are best handled by the teacher. If there comes a situation where a student needs to be
removed from the classroom, please follow the discipline referral process outlined below. Students should not be
"kicked out" of the classroom. Please remember to talk with a student individually, instead of in front of the
entire class.
If a student needs to be sent out of the classroom, the teacher should notify the office that the student is on their
way. Students should not be sent to the principal’s office without first notifying the principal. If the student
needs to be away from a situation (classroom, recess, etc.) please consider sending them to the partner classroom
or other appropriate supervised setting.
If a student is noncompliant and will not voluntarily go to the partner classroom or the office then contact the
office immediately. If you do not have access to a phone then send a reliable student to request assistance.
The use of corporal punishment in any form is strictly prohibited by the District. Corporal punishment is defined
as the willful infliction of, or willfully causing the infliction of, physical pain. A staff member is authorized to
employ physical force when, in his/her professional judgment, the physical force is reasonable and necessary to
prevent a student from harming himself/herself, others, or doing harm to District property.
Referral - Special Services
o

o

o

o

Comprehensive School and Community Treatment (CSCT) – This is a program to provide
mental health services to certain qualifying students. If a staff member believes a student may
benefit from CSCT, please use CSCT referral form. Submit completed form to principal for
review.
Student Intervention Team (SIT) - If a student has been receiving RtI interventions, but is failing
to make progress, the student may be referred to the school’s SIT team. Please complete the SIT
Student Referral Form and attach all relevant assessment data.
Special Education Referral – Contact the principal if you suspect a student may have a disability
and be in need of special education services. This may be related to failure to make progress as
part of RtI, but may be made irrespective of RtI if staff members suspect or know a student has a
disability and may be in need of special education.
504 Referral - Contact the principal if you suspect that a student may be eligible for 504
protections. Section 504 allows for modifications and accommodations for students who have a
physical or mental impairment that substantially impacts a major life activity, including learning.

Staff members must notify law enforcement and/or the Department of Public Health and Human Services if they
know or reasonably believe that allegations of bullying, harassment, or intimidation involving a student
constitutes criminal activity or child abuse or neglect. Staff members must notify their supervisor or an
administrator in the event that such a report has been or will be made.
Staff members shall also report any threats they receive (oral or written) to their supervisor or building principal
immediately. Law enforcement shall be contacted when appropriate.
STUDENT TRANSPORTATION IN PRIVATE VEHICLES
Personal vehicles should only be allowed to transport students to school-related activities when it is both practical
and reasonable and only after the completion of the Volunteer/Employee Driver Vehicle Use Form and approval
is given by the school principal. Proof of insurance must accompany the form. Additionally, the Field Trip

Permission Form must be signed by the parent or guardian indicating the use of the car is authorized. In this case,
responsibility and liability rests first and primarily with the driver.
No student is to be permitted to perform District business with his/her own vehicle, a staff member’s vehicle, or a
District-owned vehicle.
SUPERVISION OF STUDENTS
Staff members are responsible for the supervision of all students while in school or engaged in school sponsored
activities.
All teachers are expected to be in their classrooms prior to the arrival of students.
Under no circumstances are classrooms or other areas where students are under the supervision of assigned staff
to be left unattended while students are present. Teachers who may need to temporarily leave the classroom or
their assigned duties in an emergency situation while students are present are expected to contact the office to
arrange for temporary coverage.
No other staff member may leave their assigned group unsupervised except as appropriate supervision
arrangements have been made to take care of an emergency.
During school hours or while engaged in school-sponsored activities, students may be released only into the
custody of parents or other authorized persons.

TELEPHONES AND OTHER MOBILE DEVICES
Telephones are available throughout the building for staff convenience. Long-distance calls for District business
and personal use may be placed. Staff members are responsible for all costs related to long distance calls made
for personal use.
Employee Use of Mobile Devices
The Board recognizes that the use of mobile devices may be appropriate to help ensure the safety and security of
District property, students, staff, and others while on District property or engaged in District sponsored activities.
District employees are prohibited from using mobile devices while driving or otherwise operating District-owned
motor vehicles, or while driving or otherwise operating personally-owned vehicles for school District purposes.
Emergency Use
Staff are encouraged to use any available mobile device in the event of an emergency that threatens the safety of
students, staff, or other individuals.
Use of Personal Mobile Devices
All employees should limit their personal use of personal mobile devices during working hours. Employees are
prohibited from using their personal mobile devices during the instructional period for non-instructional purposes.
In no event shall an employee’s use of a mobile device interfere with the employee’s job obligations and
responsibilities.

TOBACCO-FREE ENVIRONMENT
The Missoula County Public School District, inclusive of all its building and property, shall be tobacco free 24
hours a day, 365 days per year. This includes all days when school is not in session and all events and other
activities not associated with, or sponsored by, the school. Possession or use of tobacco products (tobacco
includes, but is not limited to, cigarettes, cigars, snuff, smoking tobacco, smokeless tobacco, or any other tobacco
or nicotine innovation) and vapor products by employees on District property, in District vehicles and at schoolsponsored events (whether on or off District property) is prohibited at all times. Exceptions to this include in a
classroom or on other school property as part of a lecture or demonstration or educational forum sanctioned by a
school administrator or faculty member concerning the risks associated with use of a tobacco product or involving
Native American use of traditional tobacco for ceremonial purposes under the supervision of a faculty member or
other responsible adult. The use of tobacco or vapor products by all students on school District property is
prohibited. This includes non-school hours and all events sponsored by the school or others. Advertising of
tobacco and vapor products is prohibited in school buildings, on school property, at school functions and in all
school publications. This includes clothing that advertises tobacco and vapor products. (Refer to Board Policy
5225).

VIDEO SURVEILLANCE
The Board recognizes the need to provide a safe learning environment for students and staff and to protect
District property and equipment. Therefore, video surveillance cameras will be used as a security measure in the
District.
Video cameras will also be used to ensure that behavior on school property is consistent with the established
safety and conduct rules. If unacceptable behavior is recorded, timely and appropriate corrective action will
occur. The building principals are responsible for the implementation of safety and security measures at each
building and the proper use of video surveillance monitoring systems. The building principal shall coordinate the
placement and use of video surveillance systems with the Superintendent.
No staff member may use video surveillance without permission of the building principal.
Signs shall be posted at various locations to inform students, staff and the public that video surveillance cameras
are in use. (Refer to Board Policy 3235).
WEAPONS
Carrying, bringing, using or possessing any weapon or dangerous instrument in any District building, school
building, on school grounds, in any school vehicle, or at any school-sponsored activity is prohibited. Except for
authorized law enforcement officials, the District prohibits carrying concealed weapons on District property.
Staff members who violate this policy are subject to disciplinary action, including termination.
WORKERS’ COMPENSATION
All employees of the District are covered by workers’ compensation benefits. In the event of an industrial
accident, an employee should:
a.

Attend to first aid and/or medical treatment during an emergency;

b.

Correct or report as needing correction a hazardous situation as soon as possible after an emergency
situation is stabilized;

c.
Report the injury or disabling condition, whether actual or possible, to the immediate supervisor, within
forty-eight (48) hours, on the Employer’s First Report of Occupational Injury or Disease;
and,
d.

Call or visit the administrative office after medical treatment, if needed, to complete the necessary
report of accident and injury on an Occupational Injury or Disease form.

RECEIPT OF HANDBOOK
“I have received a copy of the MCPS Staff Handbook for 2018-2019. I understand that the handbook contains
information that I may need during the school year. I understand that I will be held accountable for information
outlined in the handbook and will be subject to the disciplinary consequences outlined in the handbook.”
Print name of employee:
Signature of employee:

Date:
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AFFLECK, Willow
ALLEN, Margie
ANDRES, Tom (BSHS)
BAGEANT, Susan
BARRACLOUGH, Camille
BAYLOR, Ed
BEATTY, Michelle
BOOI, Leilani
BOYLES, RL
BOYNTON, Katie
BROWN, Chandra
BROWN, Jeff
BUBOLTZ, Jessica
BULEY, Karen
BURCKHARD, Julie
BURHAM, Leslie
BURTCH, Davis (SHS)
CANHAM, Barry
CAPP, Paul
CARDERELLI, Tim
CARLSON, Kimberlee
CHENEY, Heather
CHRISTOPHER, Courtney
CLARK, Rhian
COFFMAN, Darci (.5)
COLE, Beth
COMPTON, Gail
CONNELLY, Brian (.5)
CORDIAL, Linda
CSCT/Patrick Shannon
CSCT/Collin
CSCT/Jenn
CSCT/
CSCT/
CSCT/
CULBRETH, Diane
DATSOPOULOS, Achilles

DAVIS, Ryan (.33)
DEAN, Laramie (Carlsen)
DERRYBERRY, Jill
DOHN, Jeff
DOWNEY, Crystal
EISEMAN, Lindsey
ELLIOTT, Laura

292
6669
204
6070
BSHS
8701
207D
6032
206A
6045
Cust
6067
133
6601
164
6043
284
6517
211C
6054
336
6526
258
6502
211E
6053
Library
6079
Library 6039/6676
6070
SHS
7661
Cust
6067
104
6618
Cust
6067
161
6034
174
6031
232
6651
362
6082
362
357
6650
342
6538
287
6539
131
6548
209
6036
209
6036
209
6025
209
6025
209
6603
209
6603
251
Cust
6067
B100
6068
124
6077
266
6521
143
6607
161
6034
6070
332
6657

Science
Spec.Ed Sec.
Ag. Ed.
Assist. Princ.
Psychologist
Custodial
Math
Activites Sec.
Science
Counselor
Wrld. Lang.
Art
Counselor
Library Asst
Para
Industrial Ed.
Custodial
Trainer
Custodial
Cafeteria
HE
Art/SS/TOK
Comm. Arts/Y.B.
Comm. Arts
Business
Spec. Ed.*
Science
Spec. Ed.
CSCT
CSCT
CSCT
CSCT
CSCT
CSCT
Spec. Ed.
Custodial
Music
Drama*
Comm. Arts
Math*
Cafeteria
Para
Spec. Ed./Grad Coach

FIELDS, James
FISCHER, Bill
GANT, Shaun
GAUMER, Ashley
GRENER, Nick
GUSTAFSON, Jessica
HAMMETT, Melissa
HANFORD, Britt
HAYS, Jeff
HENDRICKS, Debbie
HENTHORN, Melissa
HILLER-CLARIDGE, Christine
HINMAN, Carla
HIXSON, Patty
HOGAN, Sean (.5)
HOOVER, Brian
HOVER, Darcy
HUETTER, Terry
HUGHES, Jeanie
HUGUET, Beth
JENSEN, Rob
JOHNSON, JJ
KLIMKIEWICZ, Steven
KOLCZAK, Christine
KOPPANG, Hallie (AM)
KOPPANG, Hallie (PM)
LAATSCH, Nicholas
LAATSCH, Nicholas
LEDYARD, Tracy
LEGREID, Allen
LEIK, Ted (SHS)
LIND, Corey
LORAN, Trish
LOWNEY, Brittany (.33)
LUNDE, Rachel (.67)
LURGIO, Caroline
MARTIN, Ben
MARTIN-BROWN, Marueen
MATTEN, Jeri
McCORKLE, Shane
McKENZIE, Ellen
MILLER, Judson
MITZALIS, Laurie
MOFFAT, Rose

152
6046
Cust
6067
Lib 6039/6676
349
6646
132
6602
363
6653
257
1028
358
6074
137
6610
328
6641
291
6674
249
6629
353
6647
253
6531
174
189
6664
289
6670
Maint
6029
164
6024
153
6656
290
6672
166D
6055
192
6069
211F
6052
174
6031
207B
6022
211D
6080
164A
6080
164D
6062
Cust
6067
SHS
8704
151
6608
161
6034
152
249
6655
351
211B
6051
233
6525
161
6034
134
6637
364
6064
166B
6042
243
6070
166E
6065

Math
Custodial
English
Math
Comm. Arts
Nat Am Ed
Comm. Arts
Math
CA/WL*
Science*
Soc. Stud./IB .
Comm. Arts*
Soc. Stud.
HE
Ind. Tech*
Science
Maintenance
Bookeeper
Business*
Science
SRO
Business
Counselor*
HE
TOSA
Assist. Princ.
Assist. Princ. (AD)
Social Worker
Custodial
Intro Mech Sys
Math
Cafeteria
Math
Soc. Stud.
English
Counselor
Spec. Ed.
Cafeteria
Math
Music*
Principal
Spec. Ed.
Speech Path

MOOTHART, Connie (.17)
MORRIS, Mick (AM)
MORRIS, Mick (PM)
MOSER, Lisa
MOURTON, Natalie
NUTTALL, Kye
OJALA, Eric
PALIN, Patricia
PARCHEN, Ellen
PAULS, Marvin
PEEVEY, Zach
PERKINS, Joshua (BSHS)
PFISTER, Alan
PROCACCI, Lew
RATZ, Lisa
RHOLL, Velita
RIDER, John
RINEHART, Chip
SANDERSFELD , Emily
SCHONBACHLER, Julia
SLATER, Leon
SLEMBERGER, Joe
SNOOK, Ed
SOLUM, Rose
STAATS, Michael
STARTIN, Zandy
THOMAS, Jennifer
THOMPSON, Lindsay
VAN HYNING, Jason
WANIATA, Jeff
WARNER, Tyson
WILLUMSEN, Lori
WILLS, Jennifer
WISHERD, Terry
WOLDSTAD, Chris
WOLFERMAN, Korey
WORK, Brendan (.17)
WORTHEN, Brooke
WYSKIVER, Katie
XIONG, Rongmin
YOUNG, Charlene
ZHININ-BARETO, Milton
ZINKE, Laurie

207B
237
326
138
254/387
386
390
333
207A
BSHS
193
361
286
234
194
252
166
B100
174
231
111
389
141
242
343
241
341
204
166
174
174
213B
331
238
324
339

6022
6021
6632
6633
6681
6519
6529
6605
6640
6665
8706
6512
6663
6634
6070
6547
6071
6020
6035
6030
6659
6677
6630
6675
6070
6652
6520
6534
6087
6023
6691
6033
6524
6031
6021
6028
6509
6093
6623
6658

Wrld. Lang.
TOSA
Soc. Stud.
Wrld. Lang.
Math
Science
FACS*
Science
Art*
Para
Ag.Ed.
Ind. Tech
English
Science
Soc. Stud.
Para
Ind. Tech/Math
Flagship
Office
Music
HE*
Spec. Ed.
Equipment Mgr.
Science
Math
Para
Soc. Stud.*
Comm. Arts
Soc. Stud.*
Comm. Arts
Records
IT
Attendance
HE
HE
Wrld. Lang.
Health Assistant
Wrld. Lang.
Wrld. Lang.
Soc. Stud.
Wrld. Lang.
Spec. Ed.*

Bell Schedules
Mon ∙ Tue ∙ Fri
Period
1
2
Break
3
4
Lunch
5
6
7

Start
7:50
8:45
9:37
9:47
10:42
11:31
12:21
1:16
2:11

End
8:40
9:37
9:47
10:37
11:31
12:16
1:11
2:06
3:00

Wednesday
Period
1
2
3
4
Lunch
5

Start
7:50
8:38
9:27
10:16
11:00
11:50

End
8:33
9:22
10:11
11:00
11:45
12:34

Office
Hours

12:39

1:23

6
7

1:28
2:17

2:12
3:00

Thursday
Period
1
2
3
4
Lunch
5
6
7

Start
7:50
8:37
9:25
10:12
10:54
11:44
12:31
1:18

End
8:32
9:20
10:07
10:54
11:39
12:26
1:13
2:00
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Hellgate High School Main Office
900 SW Higgins Avenue
Missoula, MT 59801
(406)728-2402 Fax (406)728-2496
Attendance Hot Line (406)728-2444
PLEASE EMAIL WHEN POSSIBLE
Missoula County Public Schools.............................................................................(406)728-2400
Judson Miller, Principal.......................................................................jcmiller@mcps.k12.mt.us
..........................................................................................................Ext. 6042
Susan Bageant, Assistant Principal (Grades 9 and 11)....................sbageant@mcps.k12.mt.us
..........................................................................................................Ext. 6032
Nicholas Laatsch, Assistant Principal (Grades 10 and 12), Activities/Athletic Director...........
..............................................................................................................nalaatsch@mcps.k12.mt.us
..........................................................................................................Ext. 6080
Hallie Koppang, Dean of Students..…………..............…..............hjkoppang@mcps.k12.mt.us
Mick Morris, Dean of Students………..…………………….............mmorris@mcps.k12.mt.us
...........................................................................................................Ext. 6022
Julia Schonbachler, Principal’s Secretary…...........................jhschonbachler@mcps.k12.mt.us
...........................................................................................................Ext. 6020
Leilani Booi, Activities Secretary...........................................................lmbooi@mcps.k12.mt.us
...........................................................................................................Ext. 6043
Margie Allen, Special Needs Secretary..................................................mfallen@mcps.k12.mt.us
...........................................................................................................Ext. 6070
Jeanie Hughes, Bookkeeper...................................................................jjhughes@mcps.k12.mt.us
...........................................................................................................Ext. 6024
Lori Willumsen, Records...................................................................lwillumsen@mcps.k12.mt.us
...........................................................................................................Ext. 6023
Mary (Terry) Wisherd, Attendance..................................................mtwisherd@mcps.k12.mt.us
...........................................................................................................Ext. 6033
Tracy Ledyard, Family Resource Center/ FIT Coordinator............taledyard@mcps.k12.mt.us
............................................................................................................Ext. 6062

Hellgate Website – www.mcpsmt.org/hellgate
Follow us on Facebook (Hellgate High School)
https://www.facebook.com/Hellgate.High.School

Follow us on Twitter (@HellgateHigh)

Hellgate High School Mission Statement

Hellgate High School is a safe and welcome learning environment for all.

Knight Pride- Protect the Castle!
Fight Song
WE ARE THE KNIGHTS OF HELLGATE HIGH,
WE ARE LOYAL, STRONG AND BOLD
OUR HONOR STEMS FROM THE KNIGHTS, BRAVE AND TRUE,
THE GLORY OF THE SCARLET AND GOLD
OUR GOALS ARE SET FOR VICTORY IN EVERYTHING WE DO
COURAGE IS THE SYMBOL OF THE LOYALTY THAT WE GIVE
THE GLORY OF THE SCARLET AND GOLD
H-E-L-L-G-A-T-E K-N-I-G-H-T-S
HELLGATE KNIGHTS
FIGHT ON YOU KNIGHTS AND GO ONWARD TO VICTORY
AND WIN FOR THE SCARLET AND GOLD
CARRY YOUR COLORS HIGH LIKE CHARGES IN THE SKY
AND CAPTURE THE FLAG OF YOUR FOE
HELLGATE KNIGHTS ARE AFTER FAME,
FORGE AHEAD AND WIN THE GAME
FIGHT ON YOU KNIGHTS AND GO ONWARD TO VICTORY
AND WIN FOR THE SCARLET AND GOLD

KNIGHTS...
... seek nothing before honor.
... injure no one.
... value healthy minds and bodies.
... defend the rights of all.
... never break faith.
... grant hospitality to all.
... tell the truth always.
... seek after wonders.

MBI- Montana Behavioral Initiative
A building wide set of behavioral norms that focus on positive reinforcement, shared
values, and a collaborative approach. The expectations are for students, staff and the
community in order to provide the best inclusive environment for learning.

Be Safe,
Be Respectful,
Be Responsible,
Be a Graduate,
Be a KNIGHT!

Students will:
• Follow school, classroom, and bus rules
• Show respect for fellow students, teachers, and school property
• Attend school regularly and arrive to all classes on time
• Complete homework assignments on time and to the best of their ability
• Ask for help when needed and utilize Office Hours productively
• Come to school prepared with homework and supplies
• Believe that they can and will learn
• Always try their best in work and behavior.
Parents/Guardians will:
• Provide a home environment that encourages students to learn
• Support the school and encourage students to be respectful of teachers and fellow students
• Ensure that the students attend school regularly and on time
• Communicate regularly with students’ teachers
• Encourage students to complete and turn in homework on time
• Talk to students about school activities
• Let students know that graduation matters as well as their success in the future
Teachers will:
• Provide a positive, safe and supportive learning environment
• Show respect to each student and their family
• Come to class prepared to teach with meaningful activities
• Maintain open lines of communication with students and their families
• Adapt instruction to meet the individual needs of all learners
• Regularly update grades in order to keep everyone informed of the students’ progress
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Activities and Athletics
Activities Director’s Message
At Hellgate High School we are excited to offer a variety clubs, activities and athletics teams that allow our
students to compete and connect. A solid high school is built on the foundation of strong Academic, Activities
and Athletics programs. We recognize the value and importance of balance in these three areas. We encourage
all of our students to find ways to connect with our school community outside of the classroom. A list of our
Activities and Athletics programs is below. Can’t find what you are looking for? Talk with Mr. Laatsch about
starting a new club!
Excited for another great year supporting our Knights! Let’s make it a great year!
Sincerely,
Nick Laatsch
Assistant Principal/Activities Director, Hellgate High School

Hellgate High School Athletics, Activities and Clubs
Activities and Clubs
Academic World Quest

Sponsor

Email

Brendan Work

bawork@mcps.k12.mt.us

Band

Leon Slater

lslater@mcps.k12.mt.us

BPA

Beth Huguet

bhuguet@mcps.k12.mt.us

Choir

Ellen McKenzie

emmckenzie@mcps.k12.mt.us

Curling

Charlene Young

cyoung@mcps.k12.mt.us

Drama (Thespians)

Laramie Dean Carlsen

ldcarlsen@mcps.k12.mt.us

Art Club

Flagship (varoius clubs and activities) Emily Sandersfeld

hhsflagship@mcps.k12.mt.us

German NHS

Lisa Moser

elmoser@mcps.k12.mt.us

GSA

Jill Derryberry

jderryberry@mcps.k12.mt.us

Hellgate United

Rachel Lunde

rlunde@mcps.k12.mt.us

HOSA

Paul Capp, Ellen Parchen

pcapp@mcps.k12.mt.us,
emparchen@mcps.k12.mt.us

Journalism (Lance)

Jill Derryberry

jderryberry@mcps.k12.mt.us

Key Club

Charlene Young

cyoung@mcps.k12.mt.us

Latin Club

Debbie Hendricks

dahendricks@mcps.k12.mt.us

Math Club

Nick Grener

njgrener@mcps.k12.mt.us

Model United Nations (MUN)

Jeff Waniata, Courtney Christopher

jbwaniata@mcps.k12.mt.us,
clchristopher@mcps.k12.mt.us

National Honor Society (NHS)

Jeff Waniata, Courtney Christopher

jbwaniata@mcps.k12.mt.us,
clchristopher@mcps.k12.mt.us

Poetry Out Loud

Shaun Gant

slgant@mcps.k12.mt.us

Prom Coordinator

Heather Cheney, Britt Hanford

hlcheney@mcps.k12.mt.us

Robotics

Dave Hamilton

dhamilton@mcps.k12.mt.us

SAVE/Recycling

Katie Wyskiver, Brian Connelly

kmwyskiver@mcps.k12.mt.us,
bsconnelly@mcps.k12.mt.us

Speech and Debate

Kari Shelkey

kari.shelkey@gmail.com

Spirit

Caroline Arsenault (Cheer), (Dance)

hellgateknightcheer@gmail.com

Stickstunde

Lisa Moser

elmoser@mcps.k12.mt.us

Student Government

Melissa Henthorn

mhenthorn@mcps.k12.mt.us

Troubadour

Lew Procacci

lcprocacci@mcps.k12.mt.us

Upward Bound

Athletics

Coach

Email

Fall
Boys Soccer

Jay Anderson

jjanderson@mcps.k12.mt.us

Girls Soccer

Ian Marshall

ian@5valleyscrossfit.com

Volleyball

Matty Hancock

mattyhancock@gmail.com

Football

Mick Morris

mmorris@mcps.k12.mt.us

Golf

Rob Henthorn

rhenthorn@mcps.k12.mt.us

Cross Country

Anders Brooker

anders@runnersedgemt.com

Boys Basketball

Jeff Hays

jbhays@mcps.k12.mt.us

Girls Basketball

Rob Henthorn

rhenthorn@mcps.k12.mt.us

Swimming

Helen Houlihan

mhhoulihan7946@gmail.com

Wrestling

Jason Ferree

jf11975@icloud.com

Softball

Brad Shaffer

bradhkfastball@yahoo.com

Tennis

Brian Hanford

oscarhanford@hotmail.com

Track and Field

Jeff Dohn

jdohn@mcps.k12.mt.us

Winter

Spring

Activities Eligibility
MHSA - Montana High School Association
• A student must have received a passing grade and received credit in at least twenty periods of
prepared class work or its equivalent in the last previous semester. (Translation: A student must
have passed 4 classes in the last previous semester)
At Hellgate High School, we monitor the academic progress of our students participating in Activities
and Athletics. Any student failing a course is placed on an Academic Improvement Plan (next page).
Failure to comply with the Academic Improvement Plan will result in the student becoming ineligible
for Association Contests. Students on Academic Improvement Plans are reviewed weekly. If at any
point a student is not passing 4 classes, the student will become ineligible for Association Contests,
effective immediately.

Academic Improvement Plan
Student Name:___________________________________
Form Due:__________________________
You are currently failing one or more classes at Hellgate High School and in danger of being ineligible
for competition in MHSA events. You must meet with your teacher(s) and develop an Academic
Improvement Plan. Complete this form and return it to the Athletics Office by the end of school on
Monday. Students who do not complete and return this form will be ineligible from competition in
MHSA events for one week beginning the following Tuesday. Eligibility will be reviewed on a weekly
basis.
Student Signature:__________________________________________
Parent/Guardian Signature:___________________________________
------------------------------------Teachers and Coaches------------------------------------I have met with this student and we have developed an Academic Improvement Plan. This student is
making the necessary progress in class in accordance to our plan.
Yes _____ No_____
Teacher Signature:_________________________________

Class:___________________

I have met with this student and we have developed an Academic Improvement Plan. This student is
making the necessary progress in class in accordance to our plan.
Yes _____ No_____
Teacher Signature:_________________________________

Coach Signature:__________________________________
Activity/Sport:_____________________________________

Class:___________________

Attendance
Regular and on-time attendance in school is of upmost importance for the students’ success.
The following are the attendance codes that we will be using this school year:
A- Absent (whether families call in or not)
B- School related (including activities and athletics)
E- Counselor/ CSCT/ Psychologist/ Social Worker/ Flagship
J- Legal
M- Medical (requires doctor’s note)
Q- Pre-Arranged Absence (communicated with every teacher prior to being gone)
!- Bereavement
Parents can expect phone calls for every “A” absence. The school is keeping track of attendance as
“Absence” in order to inform families of missed time in class and that make-up work is necessary.
Parents call in for a variety of reasons and those calls will be noted for the teachers, but the grade book
will reflect an “A- Absence”. Students are responsible for communicating with teachers about missed
work and ensuring that the work is turned in according to the teachers’ classroom policies.
Progressive discipline will follow for Truancy. Attendance letters will be sent home after 5, 10, and 15
days of absence. Students are expected to keep up with their academics and if they are not, they will be
in danger of losing credit and being dropped from the classes.
Office Hours is an opportunity every Wednesday for students to meet with teachers and get
instruction/work that they missed when they are absent. We encourage all students to utilize this time
wisely.
On-time behavior is expected. If a student is late for class they will be considered “Tardy”. Progressive
discipline will be applied to students who are Tardy on a regular basis. This will include
communication with families, detention, In-School Intervention, and regular conferencing with the
student. If a student is more than 10 minutes late they will be considered Absent.

5 Day Letter Example
HELLGATE HIGH SCHOOL
900 South Higgins Avenue
Missoula, MT 59801
Telephone: 406-728-2402 Fax: 406-728-2496
Web: www.mcpsmt.org

Judson Miller, Principal
Susan Bageant, Assistant Principal
Nicholas Laatsch, Assistant Principal
Hallie Koppang, Dean of Students
Mick Morris, Dean of Students
Dear Parent/Guardian,
You are receiving this letter because your student has the equivalent of 5 or more days of
absences (whether excused or not) from school or a class.
Your help in communicating with the teachers and ensuring that your student has made up any
and all missed work will be very important. Office Hours will be a great time for them to meet with
teachers and get assistance they need. Office Hours is a period on every Wednesday from
12:39pm to 1:21pm where students have the opportunity to meet with any teacher they choose
and make up work, quizzes, and re-teaching. It is always best for students to pre-arrange this
time with their teachers.
If continued absences occur, you will receive phone calls from the auto-dialer, and you will
continue to get progressive notices at 10 and 15 days of absence. At both 10 and 15 days of
absence, administrative action will be taken. If there is information that you would like us to know
please feel free to communicate with the school, email is always best.
Sincerely,
Nick Laatsch/ Assistant Principal
nalaatsch@mcps.k12.mt.us
Sophomores (2021) and Seniors (2019)
Susan Bageant/ Assistant Principal
sbageant@mcps.k12.mt.us
Freshman (2022) and Juniors (2020)
Hallie Koppang/ Dean of Students
hjkoppang@mcps.k12.mt.us
Mick Morris/ Dean of Students
mmorris@mcps.k12.mt.us

10 Day Letter and Attendance Contract Example
HELLGATE HIGH SCHOOL
900 South Higgins Avenue
Missoula, MT 59801
Telephone: 406-728-2402 Fax: 406-728-2496
Web: www.mcpsmt.org

Judson Miller, Principal
Susan Bageant, Assistant Principal
Nicholas Laatsch, Assistant Principal
Hallie Koppang, Dean of Students
Mick Morris, Dean of Students
__________________________________________________________________________________________________________________________

Re: (student name)
Parent/guardian:
The purpose of this letter is to communicate to you concern for the amount of instructional time
your student has missed this school year. Absences are at times necessary, we know this but
want students to be successful.
It is imperative that your student is communicating regularly with their teachers and keeping
themselves in good standing academically even when they cannot or choose not to be in class. We
know that students are missing classes for a variety of reasons but want to ensure that we are all
working together to provide the best academic opportunities and that includes regular attendance.
We ask that you and your student complete the attached Student Attendance Contract to
acknowledge missed instructional time (excluding school related absences), whether excused or
unexcused, and the need to complete all missed work. Please return signed contract to the
Attendance Office. Office Hours is a great time for students to meet with teachers and ask
questions about any and all missed instruction.
We will be working with your student to create a plan for them to be successful and limit the
number of absences moving forward so that no further action needs to be taken. Continued
absences, without successful make-up work, will result in a 15 day letter and being dropped from
the course with an “F”. If you have questions please email or contact (406) 728-2402 as soon as
possible so that we can discuss your student’s attendance and collaboratively develop a successful
plan to remedy attendance problems.
It is important to us to foster a strong partnership between school and home to help students be
successful. We are hopeful we can continue to work together to resolve this issue.
Sincerely,
Nick Laatsch/ Assistant Principal
nalaatsch@mcps.k12.mt.us
Sophomores (2021) and Seniors (2019)
Susan Bageant/ Assistant Principal
sbageant@mcps.k12.mt.us
Freshman (2022) and Juniors (2020)
Hallie Koppang/ Dean of Students
hjkoppang@mcps.k12.mt.us
Mick Morris/ Dean of Students
mmorris@mcps.k12.mt.us

Hellgate High School

Attendance Contract

Student’s Full Name: ______________________ Parent/Guardian Name: _______________________
I sign this agreement, knowing that further absences may result in disciplinary action which may include loss of
credit.
I agree to abide by the directions of the school as outlined below:

1.
2.
3.
4.
5.

Attend school regularly and on time each day.
Abide by school rules and regulations.
Follow the directions of my teachers and the school staff.
Complete my class assignments.
Utilize Office Hours to make up work that is missing or incomplete.

IMPORTANT NOTE: If you are dropped from a class due to attendance you may be delaying your
graduation. Required courses can be made up but may not be available in time for original graduation
dates.
Student Signature: _____________________________________________ Date: __________
Parent/Guardian Signature:_______________________________________ Date: __________
Administrator Signature: ________________________________________ Date: __________

Tardy Progressive Discipline
1st- 3rd Offenses

4th- 5th Offenses

6th- + Offenses

*Warning

*Lunch Detention assigned by teacher
*Parent Contact by teacher
(Progressive discipline applies for missed detention)

*Administrative Conference
*Progressive Discipline

Attendance Progressive Discipline
5thAbsence

10th Absence

15th Absence

*Attendance Letter Sent

*Attendance Letter Sent
*Attendance Contract Signed
*Attendance Contract Returned

*Possible loss of credit
*Possible delayed graduation

15 Day Letter Example
HELLGATE HIGH SCHOOL
900 South Higgins Avenue
Missoula, MT 59801
Telephone: 406-728-2402 Fax: 406-728-2496
Web: www.mcpsmt.org

Judson Miller, Principal
Susan Bageant, Assistant Principal
Nicholas Laatsch, Assistant Principal
Hallie Koppang, Dean of Students
Mick Morris, Dean of Students
Parent/Guardian of, [Student Name]
The purpose of this letter is to once again communicate concern for the amount of instructional
time your student has missed this school year, whether excused or unexcused. As stated in the
Student Attendance Contract, if your student continued to miss class without completing the
missing work and communicating effectively with the teachers, resulting in a failing grade, the
student would be dropped from the course and possibly delay graduation.
It is most important to a student’s education to be in regular class attendance. Frequent absences
disrupt the student’s educational process and acquisition and demonstration of learning outcomes.
If the student has not done their due diligence to keep up in their classes, they will be dropped
and receive a grade of “F” on their transcript. There is an appeal process in order for the student
to be reinstated but that will require a meeting with you, the student and an administrator. Please
email the appropriate administrator to set up a meeting.
It is important to us to foster a strong partnership between school and home to help students be
successful. We are hopeful we can continue to work together to resolve this issue.
Sincerely,
Nick Laatsch/ Assistant Principal
nalaatsch@mcps.k12.mt.us
Sophomores (2021) and Seniors (2019)
Susan Bageant/ Assistant Principal
sbageant@mcps.k12.mt.us
Freshman (2022) and Juniors (2020)
Hallie Koppang/ Dean of Students
hjkoppang@mcps.k12.mt.us
Mick Morris/ Dean of Students
mmorris@mcps.k12.mt.us

Blue Cards
Blue cards are a tool students can use as a temporary break due to a mental health need. Blue cards
work in two different ways, the first, students are able to disengage from the whole class for up to 5
minutes and come back to the lesson. Secondly, students who need a longer break/different services
need to check into the Student Service Center for up to one class period.
The intent of this process is to recognize that, at times, students deal with mental health/life
circumstances that impede his/her ability to remain in class. Teachers may ask students if they need a
blue card in certain circumstances. A student using a blue card must report directly to the ISI (In school
Intervention room). The teacher will alert the office/counseling team as a form of support. The blue
card is designed as a temporary tool that allows students an opportunity to “reset” and return to class. It
is not an opportunity to leave class indefinitely or to go anywhere other than the ISI room. Students
who do not follow the process may have blue card privileges revoked or be subject to progressive
school discipline.
Teachers will provide students opportunities to decompress and be away from the whole class before
sending students to ISI. The goal is to allow students an opportunity to regulate their emotions without
losing valuable instructional time.
Blue Cards are to be used to help students get the resources they need, provide time to process
feelings and emotions, and have them to reflect on their circumstances productively. A student using a
Blue Card is expected to return to class as soon as they are able and they are responsible for all missed
work.
Blue Cards are NOT to be used to avoid classes, teachers, or assignments. They are not to be used for
extended time out of class, those times can be arranged with counselors, administration, or CSCT. They
are not to be used to be on the phone or in the hallways, all students must report to the ISI room as soon
as possible for attendance purposes or they will be considered Truant.
Practice: Blue cards can be requested by students or offered by staff. If a student requests a blue card,
staff should provide a safe space in the classroom and a list of decompression techniques. If that is not
sufficient teacher will give student a blue card and send the student to the In-School Intervention room
(ISI). Blue cards should be used as a social/emotional “break” not as a disciplinary tool or a hall pass.
Indicators: Student is visibly upset, seems agitated, and/or social/emotional needs cannot be met in the
classroom. And always, blue cards should be given if a student asks.
Procedure:
1. Student requests the blue card from the teacher
2. Student reviews 3 techniques on back of blue card to implement in hallway or back of classroom,
student will be checked back in with by teacher within 5 minutes.
3. If student needs to leave, teacher emails Hellgate Cares as student leaves the room for ISI
4. Student walks to In-School Intervention (ISI) room and checks in with the ISI coordinator
5. ISI coordinator emails Hellgate Cares and classroom teacher when student arrives
6. Student sets a timer for ten minutes to re-regulate and practice techniques on blue card
7. Student either returns to class at end of ten minutes with a short exit ticket or moves on to 8
8. Student is given a Blue Card Think sheet to complete independently to decipher if other
resources are needed before returning to class

9. Goal is for student to return to class (at 10 min and 20 min) before the end of the period
10. Student will check in with teacher and be responsible for work missed

CSCT
Comprehensive School and Community Treatment (CSCT) is a combined effort of MCPS and Western
Montana Mental Health Center that provides emotional and behavioral support to students at school.
CSCT staff help students with various issues that can affect their ability to be successful in school as
well as other areas of life. This is a limited, voluntary service, please ask administration or a counselor
for more information.

Discipline
Hellgate has an amazing culture of diversity and student responsibility. This culture is embodied with
our school wide MBI process. We embrace the following tenets of MBI: Be Safe, Be Respectful, Be
Responsible, Be A Graduate, Be a KNIGHT.
Progressive discipline is a tool our building staff uses for students in violation of school/classroom
rules. If students choose not to follow the rules there will be progressive discipline applied by teachers
and administrators as necessary. The goal of all discipline is to provide a safe and conducive learning
environment for all while teaching good citizenship.
Discipline can include teacher assigned consequences, warnings, parent contact, detention, In-School
Intervention, Out of School Suspension, up to Expulsion.
•

Detention- Students are assigned a detention with a written notice. The student is expected to arrive
in the detention room within 10 minutes of the start of lunch. They can bring food, but must stay in
the detention room for entirety of their lunch period. Failure to serve detention will result in further
consequences.

•

In- School Intervention- Full days or specific periods where a student is assigned to be in a
monitored room other than the regular classroom to work quietly and without the social interaction
with their peers. The student is expected to report to the ISI room at the beginning of the school day
or the specific period to which they are assigned. Teachers will send work to the ISI room for the
student to complete and the students is responsible for turning the work into the teachers the next
day.

•

Out of School Suspension- Student is assigned OSS at the time of the infraction. Parents will be
contacted and the student will be asked to leave campus. Students coming on campus during the time
of their suspension will be Trespassing and will be cited, this includes all after school activities.
Students are responsible for getting their missed work from the teachers upon their return.

•

Expulsion- Recommendations for expulsion, permanent removal from Hellgate High School, will be
made to the School Board, who will then make the final decision about student placement.

Dress CodeThe District’s dress code is established to teach grooming and hygiene, prevent disruption, and
minimize safety hazards. Students and parents may determine a student’s personal dress and grooming
standards, provided that they comply with the following guidelines:
1. Shoes must be worn at all times.

2. Underwear must be covered and excessive skin will not be shown during normal activities such as
walking, sitting, and going up or down stairs.
3. Clothing shall not contain wording or graphics that advertise or promote drugs, alcohol, tobacco or
other illegal activities, are sexually explicit, or that contain obscenity or profanity. Clothing and other
personal items, including but not limited to hats, backpacks, and bags, shall not contain wording
or graphics that will disrupt the educational environment.
4. Wearing of items that have been associated with gang activity (regardless of color) will not be
tolerated.
FightingAny altercation (verbal or physical) between students will be considered fighting and disciplined as
such. Students participating through encouragement, social media, and video-taping will also be
disciplined for the fight.
AssaultActs of aggression that are not reciprocated will be reported to the Police, citations given, and
discipline up to expulsion will be applied.

Classroom Managed vs. Office Managed Behaviors
Classroom Managed
•
•
•
•
•
•
•
•

Classroom Disruption (minor)
Disrespect (minor)
Dress Code
Failure to serve detention
Inappropriate language (general)
Insubordination (minor)
Tardies (1st- 5th)
Unprepared for class

Office Managed
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Academic Dishonesty
Chronic Behavior Problems (After
teachers’ Progressive Discipline has
been exhausted)
Classroom/School Disruption
(major)
Dishonesty/Forgery
Dress Code
Drugs/Alcohol/Controlled
Substances
Gambling
Harassment
Inappropriate language toward staff
Insubordination (major)
Tardies (6 +)
Tobacco
Vandalism
Weapons

Discipline Email Protocol
Staff will email Hellgate Discipline for the following:
• Repeated discipline that continues after classroom based interventions and staff to parent
contact.
• Major disruptions
• Suspected controlled substance
• Fight (call 6911 immediately)
• Detention has been assigned
• Office managed behaviors as defined in the handbook

Emails include:
Subject- Student’s initals
Body of the email:
Student’s full name
Infraction
Other students involved
List of classroom interventions used
List of parent contacts
Example:
Subject: JM
Email: Judson Miller was disrupting the class with inappropriate comments after repeated
interventions. He continues to make fun of Mick Morris using derogatory terms.
He has been moved in the classroom, spoken to individually, referred to the counselor, and
assigned 3 detentions.
I have emailed home on the 3rd, 4th, and 5th infractions as per my classroom discipline plan. (9/14,
9/17, 10/3)
Follow-up:
If you want to know the discipline that was assigned by the administration check the Hellgate
Discipline 18-19 spreadsheet on Google.

Early-out Schedule
Date
8/30/2018
9/6/2018
9/13/2018
9/20/2018
9/27/2018
10/4/2018
10/11/2018
10/18/2018
10/25/2018
11/1/2018
11/8/2018
11/15/2018
11/22/2018
11/29/2018
12/6/2018
12/13/2018
12/20/2018
12/27/2018
1/3/2019
1/10/2019
1/17/2019
1/24/2019
1/31/2019

Event
Flex K-12
Flex K-12

District PLC K-8
District PLC HS
Flex K-12
MEA Conference

Flex K-12
P/T Conferences
Thanksgiving Break

District PLC K-8
District
PLC HS

Flex K-5

Flex K-12
Winter Break
Winter Break

Date
2/7/2019
2/14/2019
2/21/2019
2/28/2019
3/7/2019
3/14/2019
3/21/2019
3/28/2019
4/4/2019
4/11/2019
4/18/2019
4/25/2019
5/2/2019
5/9/2019
5/16/2019
5/23/2019
5/30/2019
6/6/2019
6/13/2019

Event
District
PLC HS

Flex K-5

Flex K-12
Flex K-5
P/T Conferences K-8

Flex K-12
Spring Break

District PLC K-8
District PLC HS
Flex K-12

Flex K-12
District PLC K-8
District PLC HS
Flex K-12
Flex K-12

Flex K-12
District PLC K-8

35 Early-Out days total
Flex K-12
Flex K-5
District PLC K-8
District PLC HS
Break
Conferences

12 days
3 additional days

Flex - Negotiated time for teachers to work in their rooms.
District PLC - Designated time for District-wide PLC activities. Typically, these include
librarians,
special educators and fine arts. Please make the appropriate accommodations. (Building
activities may be scheduled with specialists released to district meetings.)

Enrollment Process
Students must provide all required documentation before they are allowed to sit in a class.
Transcripts are critical in order to place students in classes correctly. Students will be enrolled, test
for placement where applicable, meet with their counselor to create a schedule and begin attending
as soon as possible. Students who were withdrawn for attendance must make an appointment to
meet with an Assistant Principal before re-entering school.
Please note that the following items MUST be submitted and reviewed BEFORE your student may
be enrolled. Incomplete information may result in delays.
Please provide:
 Proof of Residency (lease agreement/utility bill only)
 Transcript/Last report card
 Complete and up to date immunizations (Montana State Requirements)
 Birth Certificate
 List of suspensions and expulsions
 Last school year’s attendance
Forms to fill out (included in enrollment package):
 Enrollment Form
 Title VI Ed 506 Form
 Student Health Form
 Guidance on Race/Ethnicity Form
 Home Language Survey
 Free/Reduced Meal Application
 MHSA Entry Form
If applicable:
 Request for Out of Area
 FIT Form
 Copy of Current IEP: Does student have IEP:
Yes____ No____
 Copy of Evaluation Report
 Copy of 504 Plan: Does student have 504 Plan: Yes____ No____
 Legal Documentation – Parental rights, Parenting plan, Ward of the state, etc.
 Group Home – Name of facility, address, contacts and phone numbers, transportation
information to and from school.
If you have any questions, please contact our main office at 406-728-2402.Thank you and we look
forward to enrolling your student at Hellgate High School.

Grading Periods
Semester 1, Progress 1:
Semester 1, Progress 2:
Semester 1, Progress 3:
Semester 1

October 4th, 2018
November 8th, 2018
December 7th, 2018
January 25th, 2019

Semester 2, Progress 1:
Semester 2, Progress 2:
Semester 2, Progress 3:
Semester 2

March 7th, 2019
April 5th, 2019
May 10th, 2019
June 13th, 2019

Hellgate Staff Expectations
• Every classroom will have the following posted:
o Fire Evacuation Poster
o Classroom Expectations (Rules)
o Cell Phone Policy
o Learning Target and Assessment (DAILY)
o Turn in dates for all missing work
•

•
•

Update grades at least every two weeks
o September 6, 2018
o September 20, 2018
o October 4, 2018
o October 18, 2018
o November 1, 2018
o November 15, 2018
o November 29, 2018
o December 13, 2018
o January 10, 2019
o January 25, 2019
o February 7. 2019
o February 21, 2019
o March 7, 2019
o March 21, 2019
o April 4, 2019
o April 18, 2019
o May 2, 2019
o May 16, 2019
o May 30, 2019
o June 13, 2019
Return parent communication within 48 hours
Provide work for students in ISI as soon as possible

•
•
•
•

Read email at least once daily
Check mailbox at least once daily
Contracted day is 7:30am- 3:30pm
o If there is a need to leave, please sign out in the main office.
Request a sub as early as possible if you are unable to come- ensure that there are thorough
lesson plans available.

Link Crew
Link Crew is an opportunity for upper classman to support and mentor incoming Freshman. The
students apply to be part of Link Crew and serve to welcome and train Freshman. They also work
with the Freshman throughout the year to ensure a positive transition to High School for all
students. Link Crew students provide direction and assistance on Freshman Only day as well as
support during Office Hours regularly throughout the year.

Office Hours
Hellgate High School uses a lot of data to make decisions regarding programming. In reviewing our data,
we found that student absences have a direct correlation to both grades and classroom engagement. We also
found that this impacted all students. We have a number of students who are involved in a variety of athletic
and extracurricular activities that take them out of one or more class periods every week. This is
compounded when students are sick, on vacation, injured, or out for a host of other reasons. We found that
it is very difficult for our students to get makeup work and meet with teachers in a timely way to ensure
they do not fall further behind. Based on all of this information, HHS has created a program called “Office
Hours”.
Every Wednesday HHS will run an “Office Hours” schedule that carves out 45 minutes between 5th and 6th
periods to work with a teacher, in the library, or on work of his/her choosing. This may include makeup
homework, extra help, makeup tests/quizzes, enhancement, labs, PE makeup, library, or other academic
related engagement.
• All freshman will be assigned to a teacher and attendance will be mandatory. They will be able to get
a pass to visit other teachers to seek help/makeup work. If a Freshman is able to keep 7 classes at a
“C” or above in addition to fewer than 10 absences at the end of the semester, attendance will no
longer be mandatory.
• All 10th-12th grade students will have the self-directed responsibility to meet with/engage with the
teacher, class, or academic program that will best suit his/her need
• Campus will be closed during this time, but students may seek out and work with any number of
programs, staff, or work they need to be most successful in the HHS building
Our students continually prove to us they have the ability to model good behavior and self-advocacy skills.
We want to support the efforts our student body puts into academic work and monitoring his/her grades.
This time in the school provides a uniform opportunity to engage with the enhancement, makeup, or
intervention that best fits an immediate need. Please help support this program by:
• Asking your student to print out grades from “Q” on Tuesday night
• Create a plan for the time on Wednesday
• Using “Green Forms” (passes designed to help students plan for success/monitor time)
• Talking with them about the best way to use the time
• Checking up with them at the end of the day to ensure the plan was followed or best used

•

Communicating with our staff members about what may work best

Missing Work Deadlines
Students will be expected to use Office Hours wisely and ensure that all missing work is turned in
by the first Wednesday of each month in order to receive credit. This will ensure that students are
keeping up with the material in a sequential order as well as giving them a chance to meet with
teachers as necessary when they have been absent. The following will be the deadlines for missing
work:
August/September work must be in by October 3rd.
October work must be in by November 7th.
November work must be in by December 5th.
December work must be in by January 9th.
January work must be in by the end of the semester- January 25th.
February work must be in by March 6th.
March work must be in by April 3rd.
April work must be in by May 1st.
May work must be in by June 6th.

Schedule Change Process
Students wishing to change classes in their schedule must first fill out a schedule change request
form and turn it in to the Counselors’ Office. The counselors will call students down to discuss
possible changes. Teacher changes are not permitted. Students who feel they need to change
teachers must follow the process of: working with the teacher, meeting with the teacher and parent,
and meeting with the parent and administration before any requests will be considered. There must
be enough time and communication to provide the opportunity for positive outcomes. Our goal is
to teach students tolerance, problem solving, and social responsibility as well as the content of
their classes. Schedule change requests must be submitted within the first week of the semester.
Any changes must be made within the first two weeks of the semester in order for the student to
receive credit for the new courses.

Star Test
Freshman are given the STAR tests as points of data in order to help with appropriate class
placement. STAR 360 features two computer-adaptive assessments- STAR Reading, and STAR
Math-designed to measure students' overall achievement in reading, and math
Computer-adaptive tests continually adjust the difficulty of your test by choosing each test
question based on responses to previous questions. This saves testing time and spares the
frustration of items that are too difficult and the boredom of items that are too easy.
The STAR 360 assessments are often used to screen students for their reading and math
achievement levels. In addition, STAR 360 can help teachers determine appropriate instructional
levels and skills that are ready to learn.

Student Commons
The new Knight Hall/Cafeteria/Library will be considered the Student Commons Area. Students
will be expected to be in the Commons Area during lunch and Office Hours, marked by yellow
lines on the floor, unless they are in a classroom with a pass to work with a teacher or off campus
during lunch. The lower gym will also be available during lunch but no food will be allowed in the
gym.

Student Government
Student representatives from each grade level will work with elected students to create a Student
Government. This government will work with the administration in order to promote school spirit,
service, and student success. The Student Government will meet weekly during lunches and will
host different student centered activities throughout the school year.

Student Learning Targets
PLC Question #1 - What do we expect students to learn?
Identifying student learning targets is the first step in answering the first PLC question. Students
learning targets are action statements that explain what students are expected to learn in a lesson,

unit or throughout the course of the semester or school- year. Write student learning targets using
the “Students will be able to” or SWBAT format.
For example: “Students will be able to (SWBAT) compare and contrast ...”.
In this example, “compare and contrast” is the desired action of the students. Keep in mind the
different levels of Bloom’s Taxonomy as you identify learning targets for your students. Learning
targets that require students to perform actions at the upper levels of Bloom’s will result in deeper
levels of learning. See the diagram below for a list of action words at the different level of
Bloom’s.

Criterion 1-8
Criterion 1: Centering instruction on high expectations for student achievement.
Component 1.1: Providing Clear Learning Goals and Scales (Rubrics)
The teacher communicates high expectations for learning by developing, aligning, and communicating clear daily learning targets and/or longer-term learning
goals (grade-level standards) with rubrics for the goals.
Possible Teacher Evidence
Possible Student Evidence

•
•
•
•
•

Has a learning target/goal posted so that all students can see it
Ensures that the learning target/goal is a clear statement of knowledge or skill as opposed
to an activity or assignment
Makes reference to the learning target/goal throughout the lesson
Has a scale or rubric that relates to the learning goal postedsothatallstudentscansee it
Makes reference to the scale or rubric throughout the lesson

•
•
•
•

Can explain the learning target for that day’s lesson
Canexplaintherelationshipofthedailytargettothe
long-term learning goal (grade-level standard)
Can explain how their current activities relate to the
learning target/goal
Can explain the meaning of the levels of performance
articulated in the scale or rubric

•

Can explain how they will achieve the learning target/
goal
Unsatisfactory – 1
Basic – 2
Proficient – 3
Distinguished – 4
The teacher provides a clearly stated
learning target (daily) and/or
The teacher adapts or
learning goal (longer term). The
When the strategy is
creates new strategies to
learning goal is accompanied by a
called for the teacher
meet the specific needs
The teacher provides a stated learning target (daily) and/or learning goal scale or rubric that describes levels
does not use it or the
of students for whom the
of
performance.
(longer term) but the learning goal is not accompanied by a scale or
typical application of
teacher uses the strategy
rubric that describes levels of performance.
incorrectly or with parts
strategies does not
Additionally, the teacher monitors
missing.
produce the desired
students’ understanding of the
effect.
learning target/goal and the levels of
performance.
Component 1.2: Celebrating Success
The teacher celebrates student success relative to the learning targets and/or the learning goals.
Possible Teacher Evidence

•
•
•
•

Acknowledges students who have achieved a certain score on the scale or rubric
Acknowledgesstudentswhohavemadegainsintheir knowledge and skill relative to the
learning goal
Acknowledgesandcelebratesthefinalstatusand progress of the entire class
Uses a variety of ways to celebrate success (Show of hands, Certification of success,
Parent notification, Round of applause)

Unsatisfactory – 1

Basic – 2

When the strategy is
called for the teacher
does not use it or the
The teacher provides students with recognition of their current status but
teacher uses the strategy not their knowledge gain relative to the learning goal.
incorrectly or with parts
missing.

Possible Student Evidence
• Shows signs of pride regarding their accomplishments in the
class
• Saytheywanttocontinuetomakeprogress
• Show enthusiasm when receiving team points
Proficient – 3
The teacher provides students with
recognition of their current status
and their knowledge gain relative to
the learning goal and monitors the
extent to which students are
motivated to enhance their status.

Distinguished – 4
The teacher adapts or
creates new strategies to
meet the specific needs
of students for whom the
typical application of
strategies does not
produce the desired
effect.

http://www.k12.wa.us/TPEP

Classroom Assessment Strategies
PLC Question #2 - How will we know they are learning?
Monitoring and reporting on student progress is a key element for students, parents and teachers
when evaluating a student’s understanding of learning targets. The following are examples of
classroom assessment strategies that you can use in your classroom with your students. They

include examples of formative and summative assessments, in addition to formal and informal
assessments.
● Unit/weekly quizzes/tests
● Pre and post tests
● Rubrics
● Checklists
● Student reflections/journals
Here are links to everyday assessment strategies you can implement right away.
● Kagan Strategies
● 20 Simple Assessment Strategies You Can Use Every Day

Visitors
All visitors must enter through the new main entrance and check in with the office. Visitors will
not be permitted to go to classrooms during school hours without 24 notice and approval. Visitors
will be expected to wear a “Visitor Pass” while they are in the building for safety and
identification.

